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ACADEMIC CALENDAR 

FALL QUARTER 1977-78 
Registration .•..•......•.. , . , .Sept, 6 
Classes Begin. Late Registration Fee AppJies . , .Sept, 7 
Last Day To Register. Drop, Or Add Courses, 

Last Day· For Tuition Refund •..••.••. .Sept. 16 
Mid·Term • Last Day To Withdraw From 

A Course Without Receiving An "F" ..•... Oct.14 
Pre·ReQistratlon For Winter Quartet · 

{Returning Students Only). , . · .•..• , . , .Nov. 14 
Last Day Of Fall Quarter Classes , . , •..••.• Nov. 22 

WINTER QUARTER 1977-78 

1978-79 
Sept. 5 
Sept. 6 

Sept, 15 

Oct. 13 

Nov.13 
Nov.21 

1978-79 

1979-80 
Sept. 4 
Sept.5 

Sei)t. 14 

Oct. 12 

Nov. 12 
Nov. 20 

1979-80 
Registration .• , . , •..••.•.. , ... , •.. Nov. 28 .... Nov. 27 .......... Nov. 26 
Classes Begirl .. Late Registration Fee Applies ... Nov. 29. •.. -Nov. 28 ..•.•....•. ·Nov: 27 
Last Day To Register, Drop Or Add Courses; 

Last Day For Tuition Refund •..•...... Dec. 8 ....•• Dec. 7 ...•.•.•.•.. Dec. 6 
Instruction Ends For Christmas Holidays •.. , .Dec. 16 •.•.. Dec, 15 •.•.•.•.... Dec. 18 
Instruction Resumes .• , .• , ......... , .. Jan. 2. ..... Jan. 2 •.•••••••...• Jan. 2 
Mid~ Term.· Last Day To Withdraw From A 

Course Without Receiving An "F" •....•. Jan. 19 .•..• Jan. 19 •.•.•.•.•.• Jan. 17 
Pre-Registration For Spring Quarter 

(Returning Students Only).·, , . , •..•.. ,Feb. 20 ...•. Feb. 20 •.•...•.•.• Feb. 18 
Last Day Of Winter Quarter Classes ....•.. , .Feb. 27 ..... Feb. 27 .....•.•.•. Feb. 25 

SPRING QUARTER 1977-78 1978-79 1979-80 
Registration • , •..• , ..•.. , • . , •..•.. March 6 •.•. March 5 •....•.•.• Feb. 28 
Classes Begin. Late Registration Fee Applies • , .March 7 ••.• March 6 ....•.•.• 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. ••• April-13 •.••.•.•.• April 4 
Instruction Resumes .• , ••••.••.• , ..•. April 3 ...• April 23 ••••...••• April 14 
Mid· Term· Last Day To·Withdraw From A 

Course Without Receiving An "F" .. , •... April 21 .... April 12 •• , : , , , , , April 16 
Pre-Registration For Summer Quarter 

.IRetur!ling.Students Only). ••......••. May 22 •... May 21 ••.....••.. May 19 
Last Day Of Spring Quarter Classqs . , •.•.•. May 30 ••.• May 28 ..••.• , • May 23 

SUMMER QUARTER 1977-78 1978-79 1979-80 
Registration ...•••.• , ....••.•••.. ,June 1 ..•.. May 30 .••.•.••.• May 28 
Classes Begin. Late Registration Fee Applies ..• June 2 .•.... May 31 •••.•.•.•• , May 29 
Last Day To Ragister, Drop, Or Add Courses, 

Last Day For Tuition Refund .. , ••• , •. .June 9 ...••. June 11 ...• , .••.•• June 6 
Instruction Ends For Independence Holidays •.. June 30 .. _ .. June 29. , .•. , . , . , June 28 
Instruction Resumes .. , •..•..••. , , ..• July 10 .••• July 9 .•.•..• , .•... July 7 
Mid· Term - Last Day To Withdraw From A 

Course Without Receiving An "F" •••... ,July 18 ..•• July 16 ••••...• , •• July 16 
Pre-Registration For Fall Quarter 

(Returning Students Only) •.••..••..•• August 21 ••• August 13 ••...• August 11 
Last Day Of Summer Quarter Classes •..• , ... August 24 •.• August 22 , .•.•. August 20 
Graduation ...•...•..•......•..••. August 25 .• August 24 .•.•.•• August 22 
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The motto of Montgomery ·Technical Institute -is ~'Dedicated to the 
community we serve." Embodied in this motto is ·.our realization of the su­
preme worth of the individual. PhilosophicaUv. 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 facu'lty of 
·MTL -this means providing ~ow. cost, quality education under an "open door" 
policy which denies .no.one. 

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

In the selection of_ -our f.acu'lty and st-alf we attempt to corribine the best in 
academic, 0industrial ·and .pro'fessional ex_perience. Our new facilities 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 vocati9n8I ·education 
.designed to meet your specific .need~. 

Cordially, 

Marvin· G. Miles 
President 
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GENERAL INFORMATION 

HISTORY 

Montgomery Technical Institute was established in 1967. If 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 thereto. 

In October, l975, -~he 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 land. 

PURPOSE 

The purpose of Montgomery Technical Institute is to meet the educational 
needs of the citizens of its community by offering technical, vocational, general 
education, and 8du/t 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. 

To provide guidance designed to help the student understand himself 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 their lives, and improve their personal efficiency. 

ACCREDITATION 

Montgomery Technical Institute is a member of the North Carolina 
Comnlunity College System and operates . under the authority of a local 
Board of Trustees and the- State Board of Education as specified in chapter 
115A of the General Statutes of North Carolina and Amendment thereto 
All programs offered by the Institute have been officially approved by the 
North Carolina State Board of Education, and the North Carolina Department 
of Vocational Rehabilitation. The Practical Nursing Program is fully approved 
by the North Carolina Board of Nursing. 

Montgomery Technical Institute is approved as a candidate for accred 
itation by the Southern Association of Colleges and -Schools. 
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STUDENT CONDUCT 

S.elf-disr;ipl_ine is an ·essential element of individual growth and- develop 
ment: Ac~ord1ngly, students are expected to-display the qua/"ities- of courtesy 
al)d _ ~n~egnt,Y that -characterize- -the behavior of mature ladies and gentlemen. 

It Js expected that students will be governed by such rules. and regulations 
as may be-established· by the Institute. 

-The Institute does not permit the use of or.· possession- of alcoholic bever 
a~es o~ narcotics in any form on the campus or at Institute sponsored-functions. 
V1olat1ons of rules and regulations may subject the student to disciplinary 
measures or dismissaf. 

STUDENT CODE 

The foHowing. information is taken from the student code text found in 
the lnstitute's Policy Manual. A- copy in its entirety is on file in the Student 
Services Office for examination. 

VIOLATION OF THE STUDENT CODE INCLUDES 
1. Disruption of educational process. 
2. Damage or destruction of institutional property. 
3. Damage or destruction of private property. 
4. Assault on an institutional employee. 
5. Physical abvse of a student or other person not _employed by the 

Institute. 
6. Possession, handling, or transmitting weapons and dangerous instru­

ments. 
7. Possession, use, or under the influence o.f narcotics and stimulant 

dru~. 
8. Cheating and plagiarism. 

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. l'f a student desires to appeal, he/she may within seven (7) calendar 
days ask the President to investigate the disciplinary action taken against 
him or her. 
1. The President shall within three (3) school days investigate and file 

a writ.!en 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 Trustees. This report 
will include specific recommendations; however, no student will be 
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. T~e Chairman of the Board of Trustees will appoint a special com-· 

m1ttee of three trustees to investigate and recommend to the Board 
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........ vvv11•!:J· rrtls1aent, uirector of Student Services, the student, 
and the initiator of the allegation. 

2., The President. will adminis'ter the recc;:immendations 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 school 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 possibl.e to complete all wqr.k 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 more than a half-time basis. 

INSUFFICIENT ENROLLMENT 

Classes or programs may be cancelled due to insufficient enrollment. Re· ... 
funds will be made in these instances and $tudents 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 its programs. Information contained herein is subject 
to change without notice and may not be regarded in the nature of binding 
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 Colleges, or the Institute may make alterations 
in curriculums, fees, etc., ne~essary. 

NOTICE OF INSTITUTE REGULATIONS 

The Institute has a genuine interest and concern for the integrity of all 
st4._dents, therefore, all regulations . found in this catalog, the student hand­
book, or announcements posted on .bulletin boards will be followed by all 
students. Each student is responsible for becoming familiar with these publi 
cations and reading official announcements to be informed of current policies. 

NON-DISCRIMINATION INFORMATION 

Montgomery. Technical Jnstitute has filed with the Federal Government 
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a~ ·Assurance of Compliance with all requirements imposed by or pursuant to 
Titl~ VI of the CivH. Rights :°"ct .of 19~4 and the Regulations issued thereunder, 
to· t e end that· no· per-son 1n the United States shall' on the ground of race 
color •. or nati.onal origin, be excluded. from partici~ation. in be denied th~ 
be~e~1ts of, -or_ be ot~erwise subjected. to discrimination under. any program or 
act1v1ty of t~1s ln~t1tute_ ·receiving Federal· financial· assistance. Under this 
Assurance, this Institute is committed not to discriminate against any Person 
on .t~e ground of _race, creed, color, sex, age, or national origin in its admission 
poh~res -and practices or any other pa/.icies and practices of the Institute relating 
to t. e tre.atme~t o! students and other individuals. including the prov.jsion of 
~ervrces,. f1nanc1a/, aid, and other benefits, and including the use of any build­
ing, structure, room, space, materials, equipment, facility· or other property. 
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Student Services includes.admission, records, counseling,.testing, student, fin~ 
ancial aid, recruiting, public relations, student activities, p!acement,-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 aid information to those interested. 

4. To provide guidance and counseling to help students make appropriate 
educationa! and vocational plans. 

5. To provide assistance and guidance in student activities. 

. 6. To provide assistance in job referral services. 

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

GENERAL ADMISSIONS INFORMATION 

A high school 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. 

Montgomery Technical Institute. follows the ·."Open Door" policy 
establish~d by the State Board of Education to offer occupational and adult 
education to all persons able to profit ·trom instruction and who are 18 years 
old or -older, or whose high school .class has graduated. The "Open Door' 
policy does not mean there are no.t restrictions on admission to specific pro 
grams. Special adm_ission requ·irements including educational qualification 
physical abilities and test scores may be .required-in certain curricula to help 
increase the probabil-ity of successful completion. Applicants with educational 
deficiencies will be advised to consider alternate programs or to eliminate 
deficiencies through additional preparational work. 

Personal int~rviews are recommended for all prospective students applying 
for full-time programs. 

SPECIAL ADMISSIONS REQUIREMENTS 

DEGREE PROGRAMS: The prospective student must be a high school 
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graduate or hold a GED certificate that meets North Carolina standards. Ad· 
ditionally, the prospective student must complete an admission examination 
which. is· 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 wit! be given to any prospective student who displays inter­
ests and abilities that make successful completion of a diploma program seem 
likely. 

LICENSED PRACTICAL NURSING: The prospective student must be a 
high school graduate or hold a GED certificate that meets North Carolina 
standards: and must successfully complete an admissions examination which is 
approved by-.the Institute. Additionally, a personal interview conducted joiht!y 
by the Director of Nursing and Director of Student Services is necessar.y. 

NOTE: Special consideration is given for admissions to an individual 
desiring to take one or more curriculum courses not for the purpose of seeking 
a' degree or· diploma. Contact the Office of Admissions for more infonnation. 

CONTINUING EDUCATION PROGRAMS. Admission to these programs 
is open to anyone who is a high school graduate or 18 years of age or older 
and not Currently enrolled in a public school. Detailed information can be 
obtained by contacting the Office of Continuing Education. 

ADMISSION PROCEDURES 

-1. Application: Each applicant must submit a completed Montgomery 
Technical Institute Student Application form to the lnstitute's Student 
Services Office. Applications are available from the Institute. 

2. Previous. Education: Each applicant shall request his or her high school 
to submit a transcript showing work completed. Those who are high 
·school seniors should have their school submit a transcript showing work 
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 admissions test to aid in determining his or her readiness to enter. 

Advanced placement tests are given for specific courses in-certain cur­
·ricula. These tests are administered by the course instructor at the be­
ginning' of the course. Students who drop below full-time status due to 
advanced -placement will be given full credit for tuition the foll.owing 
quarter in the amount applicable. c·redits are awarded toward graduation 
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, .... 1 t"x:empted courses. 

4. Health: A person must be in an acceptabl-e- condition of physical· and 
mental health- to be admitted. A medical-checkl-ist will be required. 

STUDENT CLASSIFICATION 

CURRICULUM DIVISION PROGRAMS 

Full--Time or Regular Student 

A .student enrolled in a Degree or Dip!Oma program who is registered for 
1"2- or more credit hours. Twelve. credit hours is considered minimum for full-
time. 

Part-Time Student 

A student enrolled in a deg_ree or diploma program· who is registered for 
eleven quarter hours or less. 

Special Student 

A student not seeking a degree or diploma who has registered for courses 
of special interest at the Institute. Admission requi.rements differ from those 
of full-time students. 

Provisional Student 

A fuH or part-time student applying too late to complete pre entrance 
requirements before the registration period. When the student has fulfilled 
all requirements,. the student will be admitted· in good standing. The student 
must fulfil! all requirements by the end of the quarter, or he/she will not be 
allowed to re-enroll. 

Audit Student 

Any student ·registered for a course for which he or she does not wish to 
receive credit. The audit student does not have to take required examinations; 
otherwise participation and attendance in class. is on the sam'il basis as a cr.'ildit 
student.- The fee for auditing is the same as- the fee tor credit. Certain curricula, 
because of special requirementst have no courses open for audit. 

Probation Student 

A student who fails to meet minimum admission requirements or who 
f~ils to meet minimum academic requirements set forth by the Institute. Any 
student on. probation must earn the sufficient grade point average set forth by 
the Institute the following qua.rter to avoid academic suspension. The student 
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is reqµire.d- to·consu!t with a. counselor and. may be required to take a reduced 
academic load or be assigned to Guided Studies courses for additlona! pre­
paration. 

Freshman 

A ,student who is enrolled in a one year vocational program or a student 
in. a technical curriculum who has earned fewer than 45 quarter hours of credit 

Sophomore 

A student who is enrolled in the second year of a two year vocational 
program or a student in a technical curriculum who has earned 45 or more 
qµarter hours of credit. 

Returning Student 

,. _A,~-Y --~~ud_ent who has .c.omp!eted the first academic year of a two year 
~yr_r}~UJl_!n\.p~og_ram. _or who has been enrolled in a one year diploma progr.am 
an~ /ha_;S, 11ot c~,i:nple~ed the program "and has not com_pleted the prescribed work 
~?[ 9,r~~uatiory., The student will either be dassifled as a returning freshman 
qr- .sqphomore~ 

SOCIAL SECURITY NUMBERS 

Social Security numbers are used for the purposes of identification only. 
~h8pl.P,; vo_u __ de:sire. -your Socia~ Security number not be used for t~is purpose, 
pl~,ase ___ 1n_d~cate _this to the Director of Student Services. A number will be 
~-~s_ignep Jor you in lieu of the Social Security Number. 

COUNSELING 

."'. _Th:; _'counseling ser~ice a: Montgomery Technical Institute begins with the 
. s~udent s pre-entrance 1nterv1ew and examination and continues throughout 
h.~slh_er .- stay at MT!. Special tests may be used as an indicator of probable 
succ~ss·· in' the_ studen1's chqosen field of study, and as an aid in the students 
selection -of-a curriculum when he/she is undecided 

,·<·'-~:-"A'--rn~~or"_s:rvice at MTI involves assisting s~udents in making the often 
d_1ff1.cult· trans1_t1on from high school or the world of work to the demands of 
post·~condary education. Counseling interviews may be scheduled at any time. 
lnterv1e_ws may concern program selection, inter:pretation of test scores. 
aca?em1c -progress, ,financial aid, personal and other matters. Counselors ar~ 
~va1lable: to, all students, both by appointment and they may feel free to drop 
in thr~ughout the academic day. Night students have access to a counselor 
fou~ nights ~ wee~. Refere~ce materials ;are available through the counseling 
$erv1ces dealing with educational opportunities and occupational information; 
~11.--students-.are encouraged to ·use any phase of the counseling service at any 
time. 
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.--. .... ni.JciV'llt: ADVISORS 

Each student will be assigned to an academic advisor after his or her initial 
registration._ The advisor serves as· a consultant concerning: class performance 
and problems, and l.nstitut~ activities. Advisors wni normally . be- from- the 
student's. major field. The advisor also helps to identify students who need 
counseli'ng or specialized counseling services. 

'l'INANCIAL AID 

The school ~ccepts responsibility and concern for every student who lacks­
financial means to obtain a college education. Every effort is i:nade to enoourage 
the student with seriousness of intent to pursue and secure a· higher edu~ation. 
Although the student and his/her parents are expected to· make a rtl-asonable 
sacrifice to meet the cost of higher education, financial assistance may be avair· 
able to a student through Montgomery Technical Institute. Opportunities for 
financial assistance though not unlimited, are -within the reach of alf!toSt every 
student who can show acceptable academic achievement and definite financial 
need. When it is realized that he or she- will be unable to meet the expenses 
of a- higher education without assistance, the. student should make every 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 
need, the school participates in the ACT {American College Testi'ng Program) 
financial assistance program. The ACT Family Financial Statement assists the 
school in determining the students need for financial assistance. Students 
should submit the Family Financial Statement io the school by May 1 of the 
year that they intend to enroll. Along with this the student must also supply 
the· school with the Basic- Educational Opportunity· Grant Student Eligibi~ity 
Report. This report will allow the school to determine the amount of financial 
assistance that the student will receive from the FederaUy sponsored aid pro· 
gram. All applicants for assistance must submit these two forms before assist· 
ance can be granted (the ACT·FFS and BEOG·SER). 

Other forms of aid available that are campus based or organizationally 
sponsored programs include (1) CETA - Comprehensive Educational Train 
ing Act, (2) The Migrant and Seasonal Farmworkers.Association (3) Programs 
that are intended to assist veterans and their dependents, (4) Scholarships, 
(5) College Work Study, (9) Social Security, (7) Vocational Rehabilitation; 
(8) BEOG, (9) North Carolina Incentive Grant. 

for further information about any of the above mentioned programs, 
please contact the financial aid office at Montgomery Tech~ical Institute. 

REGISTRATION 

Students who have been admitted wil.I register with the Director of Student 
Services on the dates set by the in~titute for this purpose. 
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'PRE•REGISTRATION FOR RETURNING STUDENTS 

Pre-RegistratiOn · is scheduled several weeks prior to the ending of each 
·qtJarter '·fOr"·the purpose of af.19wing returning students to register early with· 
out ha:ving to r~turn. on the scheduled registration day:. No deferred payments 
are granted,, .cfurlng. the, pre·regi_stration period; Returning students not pre­
r.egiS:tering_,:mus't register on the regufar registration date or be charged a late 
registraticin.fee. 

EDUCATIONAL RECORDS 

l. FAMILY RIGHTS AND PRIVACY POLICY AT MTI 
(Public Law 93·380) 

,J?~Ca.use Montgomery Technical Institute is a post-secondary school 
:ar~;i.ts-:s_tUd.ents are eighteen years ol.d or older, this policy will be 
add~essed' to-.students 'rather than to parents. 

Stu_dents at Montgomery Technical Institute shall be informed an 
n,ua.llY'- of the lnstl.tutional policy regarding the rights of students- re 
Qarding their educational records and the privacy of those records. 
The a·nnuaf notice to students include th.e following; 
1. The types of educational records and the· information contained 

therein. 

2. The name and position of the official responsible for maintenance 
of educational records, the persons who have access to the records, 
arid tbe·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. 
6. Categories.of information designated by thp institution as directory 

information and the.condition for release of this inft?rmation 
7. Other ri.ghts and requi'rements. 

Educational Records include records, files, documents, or any other 
·material' containing information dire.ctly related to a student such as 
grades, 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 
has ·signed a waiver~ A .student may obtain a copy of his/her records 
'upoh request. A student will be allowed two copies of his/her edu­
cational- record without charge;·. after this, a fee of $1.00 will be charged 
per copy. 

The curriculum student's permanent records are in the form of a 
transcript -with microfilm copy placed in a local bank safety deposit 
box. 

Veteran's paperwork and financial aid reCords are kept in separate 
folders. 
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...• _ •• , ... ,.crv11, :.r1c:111 not oe 
111gae avallable without the written consent of the student to any party 
other than: 

1. Instructors and other school officials having a legitimate edu­
cational interest. 

2. Officials of other schools in which the student seeks to enroll 
3. Authorized representatives of the Comptroller General of the 

U.S, the Secretary, the Commissioner, the Director of the 
National Institute of Education, the assistant Secretary fdr 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 studies for educational agencies. 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. Jn compliance with judicial order or a /awfully issued subpoena. 

The student shall be notified of_ any such transfer of his/her edu­
cational records, and a r_e·cord of such releases will be in his/her file. 

Personally identifiable information shall be released to a third party 
only on the condition that s_uch a party will not permit 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 Us~ 
And May Not Be Released To Any Other Individual, Agency, Or 
Organization In Any Form Without The Written .Consent Of The 
Student." 

IV Montgomery Technical Institute wi/J review records periodically and 
remove all dod.Jments vvhich 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. 

V Public directory information relating to a student includes the follow-
ing: name, address, ·telephone number, birthda.te, birthplace, major field 
of study, dates of attendance and degrees and awards received. 
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·'·~Judents· shall; be ·advised.that directory information may be released.· 
:A s.t.udent may;request.in writing that the Director of Student Services 
i1,ot>ref0ase ·directory· information on him/her. Such request will be 
·honored. 

A"':.~tutj~ot. at.. Montgomery Technical Institute shall have the right to 
inspeCt "his/her ···iiidiViduar educational records upon writt~n request to 
the. ,Di rec.tor .of Student Services~ The request shall be granted with in 
30·. d"ays.' The students ·shall see the records in the presence of th~ Di­
re,ctor. 

The·.· proce"dure for challenging. the content of the educationar record 
is' as follows: 

'flhe student shaU submit a request for a hearing to the Director of 
StUdent Services~ The hearing wiH be an informal. discussion with the 
student. It should be held and. a decision rendered within a reason 
able. pe_riod of time. 

l:f .Jhe· .informal hearing does not resolve the issue, a formal hearing 
rria.v.··be· .requested by either party {student or the Institution). A 
formal hearing.shall include: 

.1. ·The hearing shall be conducted within a reasonable period of time 
fol/owiilg the request. 

-2. The hearing shall be conducted and the decision rendered by the 
President of the Institute. 

.3 .. The student shall' be given a full and fair opportunity to present 
.. ,evide_nce ,~elevant to the issues raised. 

NOTE: ·This does. not include a challenge to an assigned grade. 
4 .. The decision should be rendered in writing within a reasonable 

period.of time after the· hearing. 

ORIENTATION 

." .·:.:·:·:.~:-.:~:~'.'?·~i_e,n,t_atl~n .session. for all .new. full-time students is held during the first 
;'.:..\iyeek.;of the fall·session. Topics are: calendar of events for up-coming academic 
:··ye~r~_.· stuclen~ conduct, attendance policy, academic probation, withdrawal 
fro_m -class -or school, grading system, report cards, student insurance, pay­
ment.::.pr'ocedures, refund policy, placement policy, counseling services, devel · 
4Pn:i~n.tcil. education program; high school and GED completion information 
)V!fh.~h(ap~lic~bl.e); SGA,_ catalo?ue revisions, faculty and staff introduction, 

·: '· 1pQlic_ies ··.ancf ··procedures regarding educational records and privacy of those 
;'records~ ·Eind iriformation concerning usage·of Library and Individualized In· 

struc_tion Center', and-Procedural Due Process. 

STUDENT ACTIVITIES 

Extra class activities, such as sports, dances, picnics, socials,· and student 
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p,-;; .··.~.·.· ... · .. <.~.! 
~~·;' '·'. 

. ,-· -·~'"" uy Ultl <:>1.JA, the SGA advisor, and 
...... u11t!caor ot Student Services. Final 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 IN POLITICAL ACTIVITIES 

MT! endorses the concept 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 whh the tOlloWing 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 candidate will be permitted only in the 
student commons or vocational lounge. 

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

5. On-campus activities in no way indicate that MTI is supporting any 
political candidate. 

JOB PLACEMENT 

Whenever an employer contacts the institute concerning a position avail 
able, the Public Information Officer will notify curreht students and graduates 
in areas related to the position avai18ble. -Graduates wishing to be -informed 
about positions as they become available should fill out a locator card with the 
PIO upon completing graduation r.equirements. The ·institute does not guar· 
antee any graduate in a curriculum division placement on a job. 

HOUSING 
The Institute does not have dormitory facilities. Student Services will 

aid prospective .students in contacting loca1 realtors; however, each prospective 
student will be responsible for making his or her necessary living arrangements. 

HEALTH SERVICES 

Each student is required to ·submit a health checklist which becomes part 
of his or her permai'ient record .. The Institute does not have a paid medical 
staff on campus: however, it is in close proximity to-a number of medical 
facilities. Students are referred to the emergency room of Montgomery Memor~ 
ial Hospital when emergency treatment is needed. In the event that treatment 
not of an emergency -nature is required,· Student Serv.ices should be contacted 
to obtain the student's personal physician's name. Caution must be exercised · 
in transporting anyone requiring .health services. 

t·'' 
f·/;. E~9ti.·;sljop:ii.~- equipped with a ·first aid kit. Accident insurance is available 
/,.:;.· for-' au students . 

STUDENT CLUBS 

,SJVDENT GOVERNMENT ASSOCIATION 

The_:. Student·. GOvernrnent Association _of Montgomery Technical Institute 
i, is_: .. th~r ·0:ff.i.cial ,gQverning· agency representing the students. SGA objectives are; 
I:.;>.-. A~:--·:;r,o.·,: Pl'.Qmot!i m_ut_ual. goodwill and understanding between the student 
;,:':'_: ~ .. ~·-J~,?cty\an_t:I :the,officlals of Montgomery Technical Institute. 

!'r::::;'::: , ,B~> ''To:;further'; support, 8nd protect the interests of Montgomery Technical 
·. I ns_titu_te. 

!·:<.:·; 
f.;' 
t\r.·-'. 

C. To a.ct as represen\atives of a.nd ambassadors for Montgomery Technical 
l~stiiute from the student body. 

!:<:::'>·_ .... -. D; :TP .... encourage student participation in school functions. both formal 
t~\w_:- ·· · -;,:,~::· ?:'_<-an·(i;in'fo'rma1. · 
2:~:~:iI:;:i.;:: ... -... :-:',- . <"<·' . -. 

~~'.;i'.~: '.-.:.t(,;.:.:.··~~;:~·:1:e,·~·,~-:~r~.'·Pfi·q.f:f.icers qf the SGA takes place not later than twenty {20) 
~.,., ... ~~~~:~eIT/·,i,d.;:d~:X~.::-ot·_~h.~·.fi"rst full school day of the fall quarter. All officers of 
~~::>, ··.~f1~-Ji-:~~.f:·:~~f¥:,·~1 .. eCte'd:-:.bX the student _body. All officers hold office from in-

JI·.·.· .. '~.'.•.-,.;~.:,·:.-.:.: ... • .. : a_ugur:a~u10;Q.:t.o:'lnaugurat1on. 
..... ". H"~;:q~~,d~}~;-~nd.:regul~tion_s for _organizing and securing approval for campus 
!:·'"-',. ;SJ,~,f?~i,~p,~·--,?~g~ni~atio,ns. are outlined in the Student Handbook. 

r1~ VETERANS AFFAIRS 

r:;;: ,:,::_/. :·,:f'.Th.e:;_:.-C)ff;Ce of Veterans Affairs serves" ,to assist the verteran in the pursuit 
~?~t; ::B·t.~:.~·hH;cnr!.h:e,r;eQucational·.objective •. The following information .js provided for 
1c,· ;~~:e:t~i-Bn~:_·:.d~.siring i_nformation concerning veterans affairs. Further. information 
w~-" :·.ro_~V:::b:El'··~~t~ined-' Monday thru Friday from 8:00 a.m. until 4:00 p.m. and on 
l·i/; .JVJpiid.~.viarid,Wednesday evenings from 7:00 p.m. until 9:00 p.m. 

[µ '·!'E(IGl~·l
1

llTV: As a veteran, you are eligible for Veteran's Educational Assist­
i/'.,.;::.anc~.;.ifcypJl.';meet the. following conditions: 
[~:',\<:' :;~:,:1;l.<_.¥?':J:;,llJYSt h!ive- served on acti,ve duty for at least 181 days (active duty 
(:t?,\_(;-'< · ,· .... '.1fq(:Natjona1'-Guard or Reserve Training does not count}. 

F-, 
f:·:.;, ('2).; You must-have-served at least one day after January 31, 1955, and 
,.-,,., 
\;f'"','', J3J :Ypur Pischarge must have .been under honorable conditions. 
~&.'.~::.-:· 
"" . "'" 1:. DEPEllJIJEN:)''.S:ELIGIBILITV: In addition to veterans, the following categories 
,;,.,. ~f;.'~~pepdents:_-~lso qualify for educational benefits: 
t'.'{:·, -, :fl) .·~.Children and wives of service personnel who died of service-connected 

·:jnjUries. 

·{2) Children and wives of -service personnel who are missing-in-action 
· IMIA's), prisoners of war (POW's), or totally or permanently disabled 
>as: a·· result of ·servic0'-connected injuries. 
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' .... - ...... ~•u•r l<'v111.;t:rr11ng oenetits under Chs. 31 and- 35 are avail~ l. 
able at your local- veterans service office. {>·, '«·-.(?); Y_8tera_n:~hpu_ld_ take DD-214, marriage· license, (if applicable) and birth 

ENTITLEMENT: If you are eligible for the GI Bill, you will receive 1-1/2 
months- of educational benefits for each month of active. duty less than 1-8 
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 Bl LL (Chapter 34) & 
Dependents' Program (Chapter 35*) 

f/;·,- .c:ertif-ii:C!_W:s·of.'chUdren Of applicable) to his/he'r local or county 
, ·:service-- Office. and -obtain VA Form 22-1999 (VA Enrollment Gerti-· 

!1·.{.~ ., (3) ~:::~:~)~hould also complete VA Form 22-1995, (Request tor Change 
. ':of·:·erOQrafTI:.or._' Place- of Training) if he/she has previously used any VA 

)/ · Ed_ucation"al 'Entitlement. These forms ·are available at the local 
[.:::.; ... (.. <>·Ve:te_r'an~\~erv.ice Office or at the Veterans Affairs Office at 

K_r.:·.:.-.: ··_.(4'.): --~:t~;:-~:·:~-~~~c::~~i~n;~it~t:~tgomery Technical Institute the VA 

;,'·i···' .•..•. '.'.·.' ··. \focm,22'1999 and VA Form 22-1995 (if applicable) to the Veterans 
. . Affairs Office at MTL 
t·::!·>·: 

\:PHOSE:DURE FOR VETERANS CURRENTL y OR 

No One Two Each Add. 
Rates For: Deoend. Den end. Deoend. Oenend. 

No une 
Denend. Depend. 

Two 
Depend. 

.. .·:·l'FlEVIOUSLY ENROLLED AT MTI 
EachA

1
'J' 

Oeoen ~~1 
'.J1 ?:}\<:1:/: ·:qpinpl~~e_>~-e~. _application for admissi0n for the ~esired curriculum 
t};-~·:·'..i ,;:;::./:' __ -/'.,:'.:Viii .~h- ~-r:~:.:Adf!l i ss ions Office at MT I ; Firll-Tim,, 311 370 422 2R ?41 29B 351 26 

.,., 
' 

3/4 Time . ?3~ ?77 317 19 181 224 263 19 
;,;) 

1 /2 T:.....,e f'''·JBl.:;Fo,"1Pl.ete VA Form 22-1995 (Request for Change of Program or Place 
f/\.!.'.'k{'.,,'.:\:;:_: .:-9f,;!fr~_i)lingt,-on/y and submit -it to the Veterans Affairs Office at MTI. 

*Students attending under Chapter 35 (Dependents Educational.)'\,\.'><·.·'· '"i[~}s fQfm;is;avai/_a_bfe upon request from MT/ or from the Local 
Assistance Program) receive the rates 1-isted above under "No Depend- {lY,". ''-'"' --- \VetEl,ranS Service Office. 

1"" 1R5 211 13 120 149 176 13 %j'. 

ents" according to the rate of pursuit. t,f: }f ?t~_), _::It')~: _:not necessary' that veterans who have been previously enrolled 
V-.>-::; ' .. ::_:.·.;~or:_·V'A,benefits.at MTI to go to the local Veterans Service Office. 

RATE OF PURSUIT f:'f_::;:\ ''r\V'''. 

VA payments are based on an individual's credit hours per quarter for ·ti;, ~'.·\-, ·_;;:;::'._:·· ._., .. 
degree programs as follows: [i}-; .:'c;;~\:~1'·L:Ni~F0~>Pa,y-· PUrposes; .. veterans are allowed only a one quarter probation 

ADDITIONAL GUIDELINES 

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 ho1.:1rs 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 plu's 11-15 contact hours 

For HIGH SCHOOL COMPLETION PROGRAMS and PREPARATION 
PROGRAMS, VA Payments are .based on contact hours 'Per 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 CE;RTIFICATIONS. 
(1) Veteran should complete institutional application for program desiring 

admission into; 
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{'.'.<. :!_,.{,,·/: (;,p_e,r!,'p'~~.«--~·ITI·the'.·'veteran·does not achieve the necessary GPA, proper 
!;f;{':;A;,\: .. ;:.;;, -,-.p~pet.work--·Will ·be··,submitted to the Veteran's- Administration indi­
g~.1,::;<:\:,::··,,_.\._ .. ,:i(.o'qatrn.g.! .. ?nsad_~fact~ry·.progress-for termination of benefits. 

~~'.'.<:~~:I~:::!·.f.\·Y~:t~:t~,d~, ·~hq-~.r,~: ~:erniinated to the V~terans Administration for pay 
t'f;· )·L-o: .. d-'· :r,,~rp-?,,~ .. e~i'}O\. u_r,i.sat1sfac~ory progress and/or conduct must go through 
_f;.'.·:i'- ;';_-.::·;>_:-; :«~C?P.Q~.e!!,r;t9 l,JefC?~e they can be reinstated for pay purp6ses. 

-lr::: '~,)'i~;:i~~'.:;j/~~.!:i:'~~0.( wlio __ ::a.r_e ·iermi~ated to the Veterans Adminlstration due to 
..... ,..;\,:-"; -_:;,\:~.b~--~._n,~~.s·:-~,ur:i_ng __ any part.of the term may not be reinstated for pay 
1::.i.';:.. ~.:18~J~9.~e~iJ;~~ti,I Jhe beginning of the next term unless there are extenu~ 
'.'·l·~.~ •• ~ .. ::.f .•. :~.:·:.:··;,· - >·:·:ati.~~,;circ_umstanc_e_s_ causing the absences that are beyo'nd the control 
!:' ._,- --;--:<:>t-.:~~?~<Y~~~__ran. Veterans whose pay is termiriated tO the Veterans 
-:- ·.··,;;::..-;: '~_'f:\,91J1).!1i~tptt!o.n.-.. b_ecau~e of unsatisfactory attendance, need not go 

-[:'.-': ~ .... ,, -~f:lfO,l,lg~;- qC?u11.seling_ in order to be reinstated at the beginning of the 
k·· <l ... ,:,.: ·ne,~·tt~r'1J. 

;.-·· ·,:,,:~:.4:~·;;. ;; .. fiQ~.-'._:pay· _purposes· onl~ ·bY law, no veteran may receive educational 
f: .. ' ":·-'':': >'-?.''(l~_sist_ance, ·a.11.0ll\fance ,for any course being repeated that is necessary 
!::::·.-·:: ,-. · ', ·fo.~'.: .. _g~_aduat1on·•due to _f_ailing or low marks unless all marks previously 
u\:-.:::. . .~arned are used. to compute the overall grade point average. 
r-< 
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, """N\;IAL INFORMATION 

DEGREE AND GUIDED STUDIES PROGRAMS 

TUITION 

TOTAL 
CREDIT HOURS 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 (or More) 

IN·STATE 
COST 

3.25 
6.50 
9.75 

13.00 
16.25 
19.50 
22.75 
26.00 
29.25 
32.50 
35.75 
39.00 

OUT-OF-STATE 
COST 

16.50 
33.00 
49.50 
66.00 
82.50 
99.00 

115.50 
132.00 
148.50 
165.00 
181.50 
198.00 

Senior Citizens, students over the age of 65 years, are exempted 
tuition in accordance with chapter 606 of the 1975 Sessions Laws. 

Residence Status For Tuition Payment 

\' ~·~:' 
F· , ,, " 

!~: ··: .. ·:~,:~'.1.y:-.. '.·r~);t!c)p?·_:_;_~f4nct- .for_stude~ts shall not be made unless the student is, in the 
f:.:._'.;·fJu?.9~'?-~q~:;·o~:,:tfl_e.,._institution,· C_ompelled to Withdraw for Unavoidable reasons. 
L0.cJ~· sue!) ;cas~s,.tvyo thirds (2/3) of the student's tuition maybe refunded if the 
;}'.~;;;_~!,~-~~n~_;_:w_it~;c'~aws within. ten (10) calendar days after the first day of classes 
tf·\a_s~·:'·_PYPn.sb~d;_;_in-.-the .. -~hool :calend_ar. Tuition refunds will not be considered 
k/:<'af1:.~p--that·~-~roe'. Tuition refunds will not be considered for tuition of five dollars 

tl;-';'-: J,.~,:_QQl):.pr:;;J~ss,r,::except_ -if a course or curriculum fails to materialize, in which 
t:rf.c_as_e.i;~IJst_h.e:;~t_l!de.l)ts~ ·. tµjtions·.sh al I· be refunded. 
_t;.;,:)_-'/'-·.: .. :··-·::·.' .. /:;"-,,-'_:\·.-.,,;. ,'."' 

REFUNDS 

h');':,.'.: .. '.:·.·,,~,}~:pt~,V~~~1/":'.f~_e.s/_stud_ent insurance, late registration fee and any other fee 
.{':- ·thJ'lt::js~not'd~S_ignated-as tuition fee are not refunded. 

f•:, ••:>"!~~!C)i;ec;~; Qf Student Services must approve all refunds. 

IX·< ·· .•.·· ......•. · .. ··•.•• LA.·T .. E. REGISTRATION FEE ""' ........... • .. 
--~.!1 ;·;'..{:_.'.·:·;,~i-~liife;}t~~J~-trcition· fee of $3.00 is charged to all students who complete 
·W!i:'.;r~.9.i~'i:Y:~-t.!,0:0'.''.'0ftef:·.:the .. date of registration as listed in the fnstitute's Academic 1t!.'/•-'. ·,,,- ',_ .,- -- ' i•--- ·--'' - ' 
f;;p:~S~.l.~."-ci.~·~.:·i9!:/'E~ent~. ·· Registration is not complete until all fees are paid or 
f;f'.)'.,i9-~f:~r.f:r~?-i;;·:ev;;.:.:tll~:t·(.~.l:J~Jn~_~:S :IVlanager and the student's registration form is vali­
:·~lir:~~~~-~-*--~.\o;;,:t-'?.7:'·~u;;iness··Office. The late registration fee does not apply to appli· 
·¥~,;'.~~.~IJ!s::·.,~p~!.Yi.o~·- for_.~dmission after the registration period during the first ten 

from f~;':!Jqa.l.7_11~.a_r.gays of the:qyarter. . 
'f:·::~-'~:·;:'.'.·::':.t" ·-'•"" - ' .. - - c 

STUDENT ACTIVITY FEE 

~~,: •. ,c. ··•·· •.. . . 
r:;:'.'::lu:.:.:>· ;_~AJb~:~t~dents -registering for six {6) or more curriculum quarter credit hours 

General Statute 116.143.1 (b) passed by the 1973 General Assembly of !.i .. ·.•.• .. :·~·f·l····.·· ... 'e. q.•u ... ir.·.• .. •.d ... ·· .. ·.·.·tw the Institute to pay .a. $3.00 activity fee _per quart~'·. Th.is fee 
North Carolina reads: l~'·::,1·~i·;~sed~,i~r.support -the Student Act1v1t1es Program and will be adm1n1stered by 

4'To qualify for in~state. tuition a legal resident must have main· - 1?i~1)i:m,fi!,,<~t4~-~~l."_O:ovemment Association in accordance with procedures and re­
tained his domicile in North Carolina for at least the 1:2 months immed· :k,:,-,;,'.~~-~!_?~1pps;,s~t.forth by·the Institute. Any student may pay this activity fee and 
iately prior to his.classification as a resident for tuition purposes. In order ··%ri/H'.f~i~ip~te'ir:t· .. a11 SGA activities as. an associate member. · 
to be eligible for such classification, the individual must establish that his -l§~'._t' ·.:f-:;_"".~~ 
or her presence in the state during·such twelve-month period was for pur- hi:·'-<~<:· POTTERY FEE 
poses of maintaining a bona fide domicile ra.ther than for purposes of mere ·F:;L;_:.;> 
temporary residence incident to enrollment in an institution of higher ts::;.:::,: _:~;~p_~9!,af-f.ee·for pottery students is charged as follows per quarter: 
education; further, ( 1) if the parents {or court-appointed legal guardian) ·.f:~ .. ~~::~;~.-<:):::~·,·f,· :· .. $~0~_00 for Students taking 12 or more credit hours. 
of the individual seeking resident classification are {is} bona fide dom- ~,~~:;;'.<<:-._<-· ·i.; $,.10,'00 for Students taking 6 to 11 credit hours. 
iciliaries of this state, this fact shall be prima. facie evidence of domicil- t0·>:.'\·':·:: .. '.·: ... " $ 3.90·..tor Students taking 1 to 5 credit hours. 
iary status of the individual applicant and {2) if such parents or guardian /!.~;::_~\.' · 
are not bona fide domiciliaries of this state, this fact shall· be prima facie F!;·::".: .... ', INSURANCE 
evidence of non-domiciliary status of the individual." ·h~~:·.-.:::····_.'::·A,1.1 .. '.;~p.idents are. expected t~ purchase accident insurance; this insurance 

:.tv\~:r:~.~:~-'1·~.1.Y-:-.~osts:.$3.50 per academic year. 
Regulations concerning the classification of' students by residence for pur· ~(·:.<·<~.:.,_, '. · 

pose of applicable tuition differentials. are set forth in detail in A Manual to I;.;:·;. GRADUATION FEE 
Assist the Publi.c Higher Ed_u~ti~n lnstitu!i?ns of North Carolina in the Matter_,:~!i::\Y;~:\'.'.'\;>:'. .. ·:'-__ . . -. . 

~~ ~I 
1 

i i\j 24 .•. 1 .. l·········i··.··········•.•.' .•.•. ·,········· I 

of Student Residence Class1f1cat1on forTu1t1on Purposes. E_ach_enrolled student :fz~·..,1:::::-;:_:-;.~:;~-~·a_q.ll~t1_9n fee of $10.00 1s assessed upon registration for the student's 
is responsibl.e for knowing the_ contents of that manual, which is the controlling ·.1Fd~:~~.,:_;g~a~~.r.: .. t:)f -work .. Graduation exercises are held annually at the end of the 
administrative. statement of policy .on this subject. Copies of the Manual are f:;:~u~ .. me,r:;~'.qu.f!r_ter. Graduating students are expected to attend and may only be 
available on request at Student Services. {i!:~:~!'.!~sed:-by his or her .advisor. A list of those not going through the exercises 

l,•c1f I ' . 

'\·.:>;,i\_:o::· .. /::,,c...\.~,"-~-""'''~~~:~··.•04~~"·''""-'"---"-"'"~~.,.~ .. ,._~ .. - .. ~ .. -.~·~~-------------------------------------------------------
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mu~< o~ presented .to the Director of Student Services. Gradu?tes. not partici· lj~'(/" · , ;·'-<woorunoumStone - (1) 
pat1ng in the exercises must make arrangements to pick up their diploma after r ....... ·.:.·• .. :.· ... ',<.·::·.: ;:·._._-__ ,J:!?;·:o -~92;:fJsh;-l<rllte-:·~-N0:·-202~{1) 
the commencement date. No diploma will be mailed unless self-addressed pre- fa:i:-,:,;_-:, '">:.:::~;.}~~-~--: J-H.~~vy.-~a~_ge_Needle-·No.'202 (1) 
paid postage manilla envelopes are provided to the Assistant Registrar or the 1:i,.'. · .Twenty-Two Air Brush Lessons For Beginners d . . d I I• .15: J,jand Pins 1-1 /2 - No. 237 ( 1 box) 
require postage ·1s pa1 to the nstitute ln advance. J;" .. \ .. _-_ ,· · '1;£L · l:faAd-Pins 2 _ No. 237 (l ·box) 

l I~,' :,::rh~:~pproximate cost for items 1. 16 above is $50.00. 

The Institute will provide for each student, upon written _request from theJ:I:; '/:]:h~·.:fbu6:Wib((item . 

TRANSCRIPT FEE 

student. two transcripts without charge. Additional transcripts beyond two will f" ;·\"!;. "•,·•,·>· •: • s are optional for Vocational students to purchase· 

be provided only after a transcript fee of $1.00 is paid to the Institute. ~;' ';~J,S9P~'.!i~~indg & Refrigeration Supplies & tools $ 150 . 
BOOKSTORE . i:·;:. ''·' .Rmo1y~• . o. y.ftepairSupplies & tools 150 

. :~i''··· ::J\Ptp~.9~-!v~_:;M~chanics Supplies & tools 150 

The bookstore is operated for the convenience of students and employees.·~;£; ).:~;~~~~~\~.! .. ':~!.~~.·:~~1j!~~; ~~~=intenance Supplies & tools. -90 
Textbooks and supplies are sold through the bookstore. It is under the direction1:!~f;;{ ::~-~:a;~iR_i:~~_.r·~-:SeryiciJ'.)g Supplies & tools 150 
of the Business Manager. .'~'.<.·.'.·3 ... , :sinalf-E -.. -·"\ .. , :,' · ·- . - · . 150 

1.,, r··_:;;:".':;·:\'.·>'?9}~~~ &_Equ_1pmeJ.lf Repair Supplies & tools -150 

TEXTBOOKS I''? \Y!l~,n~§41'1llies .& tools 150 

Textbooks vary in price from $10.00 per quarter to $70.00 per quartef~!j;i,,· ',' ' , 
depending on the course of study. 'fo\:i<:}:{ .. ·,· ... . CONTINUING EDUCATION FEES 

SPECIAL PROGRAM EXPENSES ;~:;·)0:;'i'?~.,~~~llk~ is charged for Continuin · · l~"':f:9~a~j!'1~;.,a'l':~ue, a,nd ,payable at the third gcl~!u~:::~o~ cla~~~· s Such fees'. when 

The following supplies are mandatory for all nursing assistant students::-.l.t~\.1~.'i--'-.'.:'..·".·':1.'. .. ~.'-~'.a~-~~.--t.,hrough. the Institute bQo·kstore. Wh 1 • k and supplies ~re {!\~J'."-£~.n~rs, ~th~ ·..:JnSti;tute.'s books-tore makes jt p:oss~~I c fass~ mkeet at community 

-t~~;~rm ~;~:~~ ~:~~~~::~:~::~~ :jf~;;1'"a~;~ht';rnmunity center. e or oo s to be purchased 

Watch with second hand $15.00 (approximately) 1;~f;:_:: 
Name Tag $ 3.00 (approximately) _·\..it(-.:-> ?-,_, • 

Scissors . $ 4.00 (approximately) _.-it;-{:.'.'.:-':· ... 

The following supplies are mandatory for all Licensed Practical.Nurse Students~ir; '.;('.:;.;:::;;,'.,., 
Shoes $25.00 (approximately) ~:.''"·, '.).\ 
Uniform $20.00 (approxim.ately) p(1:_::( 
Watch with second hand $15.00 (approximately) Ji-'.'.:?'.'.;;·;.,._: 

The following supplies are mandatory .for all'Taxidermy Students: 

1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 

Hook & Chair-No. 194 (1) 
Brain & Eye Hook - No. 171 (1 I 
Pinning Needles -No. 188 (6) 
Cartilage Knife) No. 172 (1) 
Scalphel -No. 193 (1) 
Scissors - No. 197 ( 1) 
Spoon Tool - No. 200 (1 I 
Assortment of Needles - No. 238 I 1) 
Bone Cutting Pliers -No. 170 (1) 
Awl -No. 203 (1) 
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l·i\t'.ii ;_;;- -:, -.. . _. 
1-, .. -..-. tVV:~~,:;·-o!f~ii.ll)COµ-rses .. for ·which he or she is registered. Quality points .will not 
,!.-;.-; ' - " -ACADEMIC INFORMATION fi?;~:· ::Q~:_·~J:itnP_u.t~d;·rt~r'..credit'given. 

SCHEDULE CHANGES (DROP/ADD) !!.·;.~.'.--:.:, .. · ....... ~ .. - ·_--);:;.:,;<lb~~i_j~·~tr!J.~_t91-_:_~i11-.:iiotify Student_-·serviCes when a st~dent has missed 
;p!',as .. s.</!.-~-C.J~~.s1v.e .. tv·=--a.·~c.or.din~ to the class absence policy unless the student has 

;:~·:t\ ·:q{ffr;iaH'Y)Nithdrawn. - · 
A student may change his or her: schedule by dropping and/or adding -f:/+· -. -

courses during the published drop/add dates and times. The proper procedure J]0'.:'.:::·· CHANGE OF 

for t:'.s isC::::~:~th advisor and obtain necessary Registration Change Notice f ~; %~J~:J~~j~: t):.ri~:Vi!: ~~:n~~u~:n~;s~:~;;i~~~h~~~~s:~n!~~~ ~~:~~~~~~ f' iy&'n?~~~i~i('thethlinge of maior. form. 

2. 

3. 

4. 

Complete form and obtain signatures of_ instructors of courses -being 
dropped and/or added. 
Go to Student Services Office to adjust fees and credit hours appro-. 
priately. Obtain signature of Director of Student Services or Assist· 

ant Registrar. 

Have form validated by Business Office. 

ti.: <> . RE-ADMISSION 

k-, ·'.:-::··;.;·'.~'::.:'Wh~·~,:i.~,~·.~,tu_d_~~-i withdraws in good .standing, he or she may re~enter at 
~;;~t~ !:ttie:.':'Y(!91i:v;ii.!1~l-of :aiquarter which offers courses for which he or she is eligible. 
:MJ::~+tr:;,·~:'..'~~93~n~~:1;_i_ir'--d_ism_issed, not in good ·standing, application for re-admission r '1;'-'~rryu~t·.'_he:Tn.ad~':,'to the- Director of Student Services. The decision for re~admission 

I
' 

1 

will be made by the Student Services Director and Counselor. 
Withdrawal From A Course(s) After Drop/Add Period . ' /'.' ' ~ 

,' ' ' , ' GRADING SYSTEM 

insti~t~~~':~~ir:V~ ~~:~~~i:~:~:~~~wt:;~:ha ~u~~e~l; ~.~~l~~ta~~~:r t~~ ~~~;'<.i'.:@i~~~~~~rade is used to indicate the quality of a student's work in a course. 
completing the ·following steps: !1:;/~;;·{~-~~-~-~:_,'.pg!pp;:.are:·-assigoed for each letter so that a grade-point average can be 

1. Consult with advisor and obtain necessary. Registration Change Notice ',f~\~t;.;;'.\C~_lcuf~t~q;;.YT:_f)e:grading system is as follows: 
form. h!%t;: ·:·:.:)tF:<{-'/ 

2. Obtain signature of instructor(s) for course(s) involved. .tfr'!-~'. ~-'~·~g,:g'-_::·, 
3. Go to Student services Office to adjust credit hours appropriately. -f:"c.·-:_ :·.:7.J'}./:·,;-.;_-.-

EXPLANATION 

Obtain proper signature. :;f'.i*(~;, i-.J,';iV!~;~; .. ,;.;-_;,, -- .;:.:. ,-

4. Submit completed form to Business Office for validation. :!f{r1.~ A.:(93~1'00\ ~ ~::EX:cellerit 
I,.,,,. Jl,486<92) Abo.ve Average 

A student who withdraws from a course{s}, or fro~ ~e institution after ··~~.)\'.A'';;;:gyf0:il~~-5},)::'.-, ;;:Average· 
the 29th day of the quarter, may. be given -a grade of F on that course(s) .. _,.fJ'~~::\'.;Oj_!(?iiPZ.?'.?:f,:,<.-~JJ';?s.~i.rig 
and. quality points will be computed u~less due to circumstan~es beyond .s:w· '.tf·:.1;_(·:·; .• \.:P·;···:·:·:~, .. -(.' ... ~.' .. ;e·· .... ·.-.. ~§ .. w.····.'-.. · .... · •. F·:···P···:·.·.~;.· .. f? ... '·.·.·.iJ_u··· r .. •. 
dent's control. When circumstances exist, they must be explained in writing ·r;,);;;i)lt;-~i~\<:~':,:,::~::;·::<·~;','i·l_nco_i:nplete 
to the Director of Student Services. -:~~'.'~~:)V1_,;_:,i;::J~:{·'./;/,:ir: .O~!i.9.i_~tWithdrawal 

Note: tn the event an advisor has not yet been appointed, consult the Student .fl{~)~:;\~~iVi~W<(l '/,:,' ::~r~~'j\_·ifv~P7~~~~:ncy Exam 
Services Office. ~J>f;j;9:'\.·: .>_.:.'>. ·-: v::,:·:':: ;S~ti~f_aCtory .Progress 

,,, \Y\ ·:' ,::\~:.§f~,:~:/::·>.::: :: l)n.Sa~t~Jtic;!Q_ry· _Progress 

QUALITY POINTS 
PER CREDIT 

4 
3 
2 
1 
0 
No Credit 
No Credit 

OFFICIAL WITHDRAWAL FROM THE INSTITUTION 
; ·i~:6~~r¢!\:JM~,~~~·:_::·~i~I >b~ _ .r.ec=orded for Guided Studies and Remedial Studies 

A student desiring to officially withdraw from school should contact his ·- '· _, :~:q,-~;',~ .. ;;1Y:,;;~~t>~he-'discretion·of the instructor, be used to show Practicum 
faculty advisor to obtain the Registration Change Notice form. This form '~PlPl.~~i~rl_.:··:·.; -
shoUld be completed and all the required signatures obtained- as indicated on the .!., :v.-

0
- ·''·'-'\:·1 ,,-,, ... -.--, 

form. When the signatures are obtained, the student s~~uld ta_ke the Regist· ~,·:~t~_f:~'.~;'.K:_/a_n{r-cE ·are not considered as credit hours attempted, nor are 
ration Change Notice to Student Services. Failure to off1c1ally withdraw at any {·;~f~(S!!.~V,;:_P.~~,~1~,«~\11.(fJrded.-. Jhe mafk of CE will result in the recording of proper 
time within the quarter may result in an "F", for the student on all courses for:: '.·;G:~~~.j~,-i!h9,U_~·_:_e~rn_ed:_according' tO:its assigned value for the purpose of crediting 
which he is enrolled and his transcript may not be released. A student who. ,:,,,r/:P,."Q:P~rgr:e'di,t_· .. h().ur.5::"-~,cessary for graduation requirements. 

ff, · II withdraws from school during the quarter may be given a grade of.T::.i:',;/,:!_/.>··,;~ .. ,, " '-· -- ., ,.. " · , 
o 1c1a y 1~'_-':~';. _, 
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-·"I""'"•" vvu• ae gtven when circumstances justify additional ti~e to c~m­
P1-;te the course. Any -incomplete not removed by the. ~.nd of the succeed1~-g 
quarter wil1 be .changed. to an F, unless additional time ts granted by the 1~· 
structor. tncompletes wH1 -11ot be considered for credit hours attempt_ed until 
the grade. is changed -by the 0instructor or is reverted to an F due to .lack of 
proper .action -by the student. 

GRADE POINT AVERAGE 

Grade Point Average is .computed by dividing the- total qual_ity poi~ts 
earned by the tot-al -credit -hours attempted. Minimum cumulative grade point 
average for degree and diploma programs are as follows: 

Attempted Credit 
Hours 

1·20 
21·40 
41-62 
53.79 
80"99 
100ilr over 

DEGREE PROGRAMS 

Required Miriimum cumulative 
GPA to be re--adrnitted 

none 
.25 

1;00 
1.50 
1.75 
1.90 

DIPLOMA PROGRAMS 

GPA below which 
student is .on 

pmbatjon 

1.00 
1.25 
1.50 
1.75 
1.95 
2.00 

''.\he/'..·C_oUrs~-- of·studY will be placed on academic probation. While on probation, 
-'.::·-:._th~~!stycte~nt- must··continue·· to earn the required n:iinimum cumulative grade 
·--._._PoJnf·~av~rag~-required to be_ re•adrnitted. The student will be removed from 
.~:,_ .. asatjeffiic·- probation when he or she raises his or her grade point average above 

_' .. _t~~:>a¢ademic:· probation level as indicated by the number of credit hours com­
i;plet~d. 

._ Stµdents on academic probation may be required to consult with a coun-

·.~·i·!.~.: .•. ·.:···:.:.•.~.;;:elo•W may be required to ~:::::~:d ::::::l:~:N 
r ,, , :/;_f:ai.llJJe.-.to earn the required minimum cumulative grade point average re­
:~~~:.:;:.<'· ~!l_i~eft.t?~-:b~·x.e-ad~itted. for the next q~arter will result in academic suspension. 

l
.r{ , Acade!J}IC suspenston w1!1 be for a penod of at least one quarter. The student 
' may be required to take the Guided Studies Preparation Program before being 
' " " re-admitted. . 
( ' REINSTATEMENT FROM ACADEMIC SUSPENSION 
1\ .. >::.-::·.>,,'· ,., 

.~U;·;···f.ii.!.~~.:~ ... ·.·.;:.:::.·.-.:.·,;.,<'···;·T.,.: .. ,:~.-.e ...... •.-:·~~U. dent_ must place. i~ writing a request for reinstatement after hav~ng 
--~J_;:,_-,·::-'."'_;·,b .. !;!en·,;on"suspens1on for a minimum of one quarter. For the quarter fo!low1ng 
'~\~:)Ae:'e_ir:l~~.~~·ment, the student must take the equivalency of a full quarter's work 

· ~~;_t!J;,f:;/~p_d:·_'{!\~S~- -.earn a minimum of 2.00 grade point average on that quarter's work. 
\;,:';'«f,:·.F,ail.Ure•to-.earn this will result in suspension for a period of one year. 

~(.m;f:i:\·.:'~':·----·,::.ri_i:~~oC_.i.al __ Aid. and Veteran recipients ·have·only one q·uarter to raise their 
, ,':.-.::.· .. · •. ,)_,:_'.;9~.!)JUl~!_ive·. _grade point average above the academic probation level. Fail-

:~~-~;~ ':;.,,_ure.<tor.do,this will result in termination of VA benefits.or financial aid. 

Attempted Credit Requ~red Minimum-cumulative 
GPA to be re,admitted 

~1:r'.; ;j/;;, ?;G/-: 
~:U~!l~:::ich ~~f';':.''./< SPECIAL NOTE ON ACADEMIC SUSPENSION 

1·:f~!:.;'.1:·:y;f.·_' . .--:--:-:;f\t,~:tl:l.e_-._. discretion of a counselor and with concurrence of the student's 

J.12 
13·24 
.25·36 
36·48 
48 or .over 

.none 
;50 

1.00 
1.50 
1.90 

-~pr_o_~.ation ·,tlt-'.:\;:{~:;:;~4~t~9~;.; .S .:st~dent not meeting the minimum cumula~ive grade point average 
J~l'.0f:h;-~~:9;tiJ_r,~d_i_for .re-enrollment may be given ~he opportu~ity t~ continue .his or ~er 
-fSt~~X~ts-f~.~i.1_~-~;_--_pr_qv_1d.ed the co~~.selor ~nd advisor determ_1nf:! this student is maki~g 
ri;::;_::'.:,·:·1.progtess·,.::and ·needs additional time for proper adJustment to the academic 
:t}~(;fr:;hfq\/Jr,oi;iJn1:1nt. -,- .(If a veteran or a financial aid recipient, benefits are terminated.) 
~i'!""·;''', "'"!·~ ~h; .. · Licensed Practical Nursing Program, every .major specialty course 

1.00 
1.25 
1;!i0 
1.75 
2.00 

) \J 

~
;1' must be passed each quarter before enrolling for the following quarter. 

•. . , ACADEMIC HONORS LIST 
SATISFACTORY ACADEMIC PROGRESS hi·.:.''. .. . . 
· · -fJ;('\\·-<<::'.::;:'·_M_c,:i,iJ~gQ·me~y Technical Institute recognizes outstanding achievement by a 

Each student at Mil is ~xpected to .maintain satisfactory academic -pro- __ )[~-~1;'.i:~-~~~~t;)_hrough the Academic Honors List. The Academic Honors List is com-

d. I At tbe ·end of eac. h quarter a -st. udent'.s·· W~ .. ·.·.'.;1.-~·;-<!:?-PJi.e__tJJQt:.stµdents who are en_rolled for at least 12 quarter hours and earn a grade grass-toward a degree or 1poma. - ' -t11:::/;,·!·"'-'·'··_ · .. ,. 3 · h · · d 
. - f h te · a d his or ·her cumulative· gr_ade polnt .1:,··.1: .. ·.·.·.·.r.··.•.•.P.}~,t~.-J.··.•.-~v ... ~r.a_ge of at least .00 fort e quarter, with no incomplete grade~ an 

grade point ave~age or t at .quar r n ~'j:(;,\.ijj1b:::n·o·.<gr_ad_e: lower than a "C". 
average are-examined. · -·U~r\:-/.',';:;:; ·· -·- ·- · _, 

\ffl):'/ . COURSE REP EA TS 

Any student failing::::::~~ :::::::.:~point average for his or 1~1;,(i;'.; ~/·~tudents wishing to retake a course(s) to raise his/her grade may do so. 
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l"'\uu1uu11e111y, tne 1nst1tute recognizes that certain .factors (age, maturity, 
advanced preparation, etc.) play 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. 

TRANSFER OF CREDITS 

From Other Post-Secondary Institutions 

Applicants wishing to transfer credits from another institution of higher 
edUcation must request an official transcript(s) showing credi~ earned before 
any e.valt.iation 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 educatio·nal record in a 
special section clearly identifiable. This section will include the institution 
awarding the credit, the course number, the mark earned, and credit hours 
passed. 

- - · -··· · • ·" ~-.-.vui.11NG, SHORTHAND CREDITS 
f'.,! <" 
E:\:;_ b -'A_r1.~one _wishing to transfer these credits into a curriculum program may 
r+-j,i, --~ _-:~equ1red to take a _proficiency test to determine acceptability of previous 
B -credits .. 

~\/;>. PROFICIENCY EXAMINATION FOR CREDIT 

~h;i:,:;;_;-;,_.·, __ .. ·A>s:~ud_~n_t _w~o ·7an ~emonstrate abilities -in a subject area may request a 
r,;J:.!):P~9:-ryp1_en_cy--e~am1nat1on -1n that subject. in order to accelerate his.or her studies. 
:~;.-;;.'.Bt,~~~ri~~--_Who_ ~ave completed courses 1n a vocationa·1 area may request exami­
,-~i:.;'.-'°~-t~.?:~:.~-1n:_-techn.1ca/ ar~a courses for which their previous training might qualify 
;~\!;f~l~!ii'.~·~-w~IJtam special examinations the student should follow the procedure 

•• 

-!_;_:_.:_; __ :_";_;:'_'.;_•_'::··_.:._

1

_:_•-__ -_-_.: __ ,,1~_-_._-_.:.R~_--·.~_:~e._.nt :in- ·Writ~ng to th~ Director of Student Services a request to chal­
f~;\;L.,-:--/ -·.}e:nge .for_ cre~1t a ~articular course(s). If approved, the Director of 
5:'.:_'..c,,-;.;-;i:/~_: '.-"Stµd~nt.Serv1ces will recommend the proper faculty memb~r for the 
ft/~IJ.F·}:;:: '._ S,lt!d.er;1t to see: The ~a~ulty member_ i.:'ill determine the proficiency of the 
r:.~:t\.~_.<;'_'. ______ ·_-~_tu_d,ent and will adm1n1ster the prof1c1ency examination. 

Example: Transfer Credits From Name University B 

MAT 101 Introduction to Mathematics '·:'"-'""._.,,. R.eg1strar. 
5 .• --1f;_;~_-•.•. -. __ '._.---.• ·_·_·_·_,.·_:_· __ -_· __ ._·_·_-_.·.·_;_· .__;°?t:_;;_T_-.,.h-~.-:_P _ _.rOficiency examination results_, should credit be awarded, shall be \->'.-\-;:"-- ,, __ ~ /J:e_p~rted on a Grade Sheet by the faculty member to the Assistant 

From Within The Institute _:;~f;}{_:'.·-·:; >3::;:0~!.Y- .. :-~he ._course, course number, and number of hours .credit will be 

A student changing curricula within the institute is required to submit ~i',.:1) • :,'J~te~s ?,~E~~.e student's record. The grade will show on the tran-

a new application for admiSsion stating the new curriculum being applied for ;~_:::/;_;~- ___ .---:1; . ._:,?'.--~-e.,_))i_rector of Occup~t~ona/ Education has the final say as to what 
prior to registration. Courses for which previous training might qualify for ,tttH:.f, .";:.-: __ ;x~r9:~:fs~s.may use the-prof1c1ency exam for credit. 
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 b8ar­
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) 

COLLEGE LEVEL EXAMINATION PROGRAM 
~i;!;t;:;:., 
;~:~"''''.·:;-_}9r:~dit 0-.[:9_ay be allowed for up to 32 quarter hours of college work based 

.:~fg?h.f1:;~:~BP~0Rriate. scores of the 1 CLEP General Examination where appropriate to 
l:.'.P,i:.-'.t_. S:,<;student's .program of study CLEP b" · -· · 
w~j;,_"';_~·:·:':·~--- -"--_,- >:'.~ ._ • " SU Ject ·exam1nat1ons are evaluated 

!
:~!'.: ,_"~Lua_{yifappilcable to the program of study. 

Students desiring to transfer credits into a curriculum from a course com· --~.;_i_• .• ·_._,_' __ ;_·-.·-'_•_'_ •• _._••'_•_-_c_.·-_'_--~-----_·_E ___ • __ P ____ -__ -•._·_1_._"".'-_-•·--_H_ OURS, CONTACT HOURS, AND COURSE LOAD 
pleted while enrolled in a Continuing Education Program (course not leading 1-·,-..·:,·, , ' · 

to a degree or diploma) may do so according to the following guidelines: j~~:;,:~i_;'(1\~-~~h-~"--~9~~~~e li_sted Is followed by a notation on the number of quarter 
A. The course or units shall be judged by the Student Services Staff as being ;;~i;b,.~H!-s:>~re:_~-'~'- 1 t: carries. Normally, the number of quarter hours earned is based 

relative to the curriculum being applied to for credit. .:{W0:~P:·:>t,? .. ~"::~,~-r-1.P~r of class, laboratory,or shop hours spent- under the supervisio.n 
8. Credit hours will be awarded at a value of one-tenth (1/10) of the course 'f~!}~r~;:~:-~_'.:~-~:':'~~e-.. _instructor per week for the quarter. 

or units total contact hours successfully completed. ·~~~-._{-:;~: .. :·/:i9~·e/f1_l,_quarter hour credit ·is given for each hour of class per week, for 
C. All passing grades will be considered for credit. No CEUs will be used @:;;~ .. ~-_en:-,,t·~,~-;,~.9.~rs of laboratory work per week, or for each threehoursofmanip-

in computing the grade point ave~age. t'f;~~~,/;a.~_~;~~,;_!_:q?~~~t_ory or shop-per week. 

D. No more than 33-1 /3% of the curriculum's total credit hours required ;ffl;~{;\::i,':·~9--~~~c-t.--hours are the number of actual clock hours a student is in atten­
"&J'.~f;!~r:iq.1rftpring pne weei.. 

E. ~~~:,~~:~:~ioe:::~n~~i:~~t:~:gb:d~e:a~:~~ u~~~~re CEU credits may be ~if•i/•(iefti)~~nts ~nrolled for 12 or more credit hours are classified as full-time 
awarded. -·i~1~:_: .. 1;1 __ ~~_;,_; __ ~_--_1 __ s ____ ·· __ '>St_udents enro/le~ in less t~an 12 credit hours are classified as part-

j:f§';T:7·.: .. ~t-~?~nts.. The max1mun:i credit hour load that can be taken without 

·-·-·-~-', __ ._1._._:_:_,;,_._•; __ ;_._:_._._:_ •.• ,._-.·_·_·_·--·-· ···. . " 

··-··· . ,()i 
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pational Education is 22 hours. -· ·- ----"" • 
0 

aumu< ana uirector of Occu- fi , ·, 

ATTENDANCE . ~f 
Students are expected to attend all scheduled class-es for which they are -t:::;::-::- _;>·,-.,-.· 

registered. Althou_gh spec~al circui:istances may cause ~ st_udeni to be absent, f~:i:'.,'.;;- ,i--"",. 
regular attendance 1s essential to satisfy.regular course ob1ectrves. ~ii>'· 

All absences will be evaluated b'v the instrUctor of. the class which the :~J~;~:~,'.­
student has mis~ed. Individual. iristructors will determine whether absences:.j~·(? -·:·,.:.·:-:_---:'_ · 

CONTINUING EDUCATION 

are excused or unexcused. _ 1!.i_~'.- '. _i •• ;··;-:; 

Students who anticipate an absence should contact their instructor before~~::~ ~Se:.U:RPOSE 
the class meets. Should his/her prior notice to the instructor be impossible,,!' ' <······ ...... ;PJ=I.OGHAM AREAS 
the student should expect to explain his/her absence upon return to class. , , ' /},GENERAL INFORMATION 

All work missed during absences must be made up. Failure to make up~;, 
work vvhich is missed will adversely affect the student's final grade for the,>' · -":·,., -Ad-missio.n 
course. To receive credit for· a cours·e, a student should attend 80 percent o~~V:.:.;:::·:,~: . .,. ·::--_-_·_,- - .:F.ees 
class and 80 percent of lab hours. ,\_1.1:::;.-::+- ,. · .• _ . .-_.,.-.-. < • .,Certificates 

Due to the nature of certain courses, special attendance retjuirements are;:'.~.\;'{+: -:,,.. __ ;,, :,. -. 
necessary. Whenever attendance requirements vary from the stated policy in·~'i;~/X;:\. :.:-);/:_-._; '_C-1a·ss Locations 
the catalogue, the instructor must notify his/her students, the Director oti!i~!{'. ',•;,:', "'Class Information 

'""'~::.~::::::::.::~::::: .:::;. """" , .. 11i ' ,~::'.::~::~~ 5_.,,,,,, 
equivanency of one full-time quarter's work) at Montgomery Technical Institute· a~'.'.\.;:;:1o_S;;,D :,::~1:1?.,"RiOGRAMS 
before a degree, diploma, or certificate can be awarded. l~!f' --··· .-· :Hpspita lity Education 

~£!·'<<. ,· ... Law Enforcement Training 
'.~iji ':' . Di_stributive Occupational Education 

REQUIREMENTS FOR GRADUATION 'tfc'." General Occupational Education 
Astudentmust: _· '.~~;,;;; > General Adult Education 

1. Complete the prescribed courses-to meet the minimum number of crediL1i\r:iici! ·.•·.·_·.·.· ..• :.N_,_ ew And Expanding Industry Traint"ng 
hours required for a degree, diploma, or certificate; '!1~;::,?J.!::·. · M 

2. Have sufficient quality points tor an overall 2.0 average (CJ; 1<li'1.i. .. '.i · _anagement Development Training 
3. RemoveallfinanciaiobligationstoMTI; 

1f::v!5 .-, •F1re Service Training 
4. Meet the Residency Requirements set forth by the Institute. ~·;.. ,, •• ' .~du If: Basic Education Program 

'. ,:· > , Handicapped And Disadvantaged Program 
;,; · tiluma.n Resources Development Program 

• !>chool Of Information 

·.:--·· 
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1
1 
.. :,i.•.:,•.'::·'.;··.·.• .. :,:.·.•.•.•.: .•. •.•.·•.·.• .. ;:;! A .number of adult classesC~~:sh;l~c~~i~~= Institute campus. Classes are 
,., ::~JS,Q, __ c,o.rJducted in any community of the Montgomery Technical Institute 

CONTINUING EDUCATION 

Purpose 
.:s.e_(viC_~· area whenever a sufficient number of students have indicated an interest. 

Education is a process that continues throughout an individual's life. The ,;~;; .'." -
recent rapid .developmef)ts in technology have made it imperative that individ· ;,-~.~~;;\;_'./·::. __ Class Formation 
uals make purposeful plans in order that they might keep abreast of these Generally, classes in Continuing 'Education are established on a demand 
developments both in the societal. and.physical chan~es that have taken place. '$f {.\ba_~ls_'.-. Different program areas have different requirements far number of 
It is the lnstitute's aim to ·afford every individual in Montgomery County the h ~:·.:.-·.stu.diarits;·'c:ost, and places to meet. Course offerings·. will reflect the needs and 
opportunity to develop to his fullest Potential in whatever areas of voci:itional {~1.: tri~~rests- of the citizens. This means 'that Montgomery Technical Institute 
and cultural endeavor that he or she desires. ·jf:, .... ~pu11ts .. on_ ,its ·public to request courses. At times, courses will .be announced 

PROGRAM AREAS 

"Your lmagina1ion Is The Only- Limit" 

GENERAL 
INTEREST 

Adult Basic Educati6n 
Adult High School 
Art 
Sewing 
Interior Decorating 
Bricklaying 
Speed Reading 
Decoupage 
ABC Shorthand 

OCCUPATIONAL 
UPGRADING 

In-plant or ln~lass 
Such as: 
Blueprint Reading 
Textile Dyeing 
Basic Electricity 
Knitter-Fixer Training 
Power Sewing Operator 
Sewing Machine Operator 

SPECIAL 
OCCUPATIONAL 
Management 
Development 
Hosp-itality Education 
Firemanship Education­
Law Enforcement 
New & Expanding 
lndustrles 

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

GENERAL INFORMATION 

Admission 
Any adult who has reached the age of eighteen (18} and is not enrolled in 

public school is eligible to enroll. 

::~/;, :;~~%n~:~~ ~=~~~;~~est~~~~~~·uin~ ~~~c~~::: ;~~~:t'!e~~i~ h~~~t~~;:.~~ 
:'f'.;:-.,">· tecl)nical Institute. Your cooperatio11 in recruiting a group of your friends 
f~!~~·;:.'..;;~d--n_eighbors for a course is appreciated. 

- '\~c,\.,,.i 
Enrollment 

:i~t'.J:~;:,::;:;:.'./?:·,"·. ~Or:'.,a.n adult ~o enroll in a. class, he can follow either of two procedures: 
· w-:\T::~:·;r;1::l:, ..... 8-lll1P.IY. show up for an announced ~lass .and take a chance On the class 
f;;jr~·;::ibefn~.;f!l.fe_d,_ or (2) pre-register by telephone with the secretary to the Director 
~~,~~ i><lf9Pl).ti_nuing.Education and assure himself/h~rseff of a place in the class. 
J:(,-.. '/. 
:;V':\'.:':'.,/ :_' Community Services 
«;:-:;:X,'--'-· .,·,-->-::·::Montgomery _Tech.nical Institute_ facilities are available for the use of 
'.;!i::{;_,:'.f9.nl,tnunity~based groups. These groups are scheduled at a time which does 
~~\(Jh1o:r::c9n_f.lict with cl.ass schedules. 
;·j• 

HOSPITALITY EDUCATION 
~;·,\(,,,\' .. ' ' 

ffr~~.:./;:/'_~:\;'~~-e-'.,hospitality industry ls the thii"d largest inOustry in -North Carolina and 
f.'."'.'.-. "' _, '-, - .. ,. :" ' 
r;~{f;f:;'f!ff<:wds.,:many employment opportunities to the people of this state. Training 

. Jil\:~.:.i$:. p[.~Vided for personnel in the motel, restaurant, service station, hospital, 
''-~: ... <"i\':-;' '"" _·: 

~ittf'.-S~ta.i_l: .. _bu'sinesses and recreation services, including such subject a~as as: 

Sales Promotion 

Fees .:~f;/:~:.i 
A small fee iS charged for adult education classes. Such fees, when charged, 'F', .. ",_,. -.- -

are due and payable at the third class session. ·Books and supplies are available ~!:tif~/·:·::>:">·· 

Food and Beverage Management and Service 
Maintenance and Engineering 

Front Office Procedure 
Service Station Attendant Training 

LAW ENFORCEMENT TRAINING 
~~:o~~:ti:~:e'!n~~~~=to~~o~:~;:· it :o~:~bl~1~~;sb:oe~t t~1 =~~r~~~~~dcea~t~~s~ ,'.'.i[:\~!:~,:::~.:::/!'~',>. 
community center. 'N::':<::./:}-~\.::'_\:.J::,.e~.~ers in law enforcement have. felt the need for more nearly uniform 

f~c:·.\X:~~~.iqb;i.R_.for: many years. This program is des_igned ~o meet that need in such 
Certificates and Diplomas j'Y:{':;;_;'..C!>;\!'f:~-·i"~,:t_he1t. departments of all sizes can participate. MTI is certified by the 

Certificates are awarded students meeting requirements for any of the·; /;:;;·;<~~·,i:SfG,t,j,Wi~al-Just_ice Training and Standards Council. 
classes and programs for adults. Adult Education High School Diplomas are; i.,f:<., ::·;i> .. · ·. 
awarded to adults satisfactorily completing requirements in the High School ·., DISTRIBUTIVE OCCUPATIONAL EDUCATION 
Program. These diplomas are presented by the local school board of the countv 
or city in which the student resides. >:A" 'Continuing need for better-trained retail and whol.esale: personnel is 
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suoJect areas are: 

Business Management 
Marketing Research 

_. ·-· ~ "'"'"'vi lur11ry ror training. Some of the 

Shop-lifting Prevention 
Customer Relations 

GENERAL OCCUPATIONAL EDUCATION 
/_n -addition to the specialized offerings, M.T.l. can offer a wide variety of 

occupational preparation and upgrading courses. The limit is simply .what 
people need and want to learn. Of particular significance for Montgomery 
County are: 

Basic Chemistry for Textiles 
Electrical Code 

Textiles, General 
The Framing Square 

This list, however, is only suggestive. Any person desiring some course 
should ca-11-M.T.I. and express the- desire_. Any industry desiring. an up-grading 
or pre-training course should contact the Director of Continuing Education 
at M.T.I. Courses will usually be tailor-made to the situation. lnStructors will 
be agreed upon by all parties concerned. 

GENERAL ADULT EDUCATION 
Most adults have areas of specialized interest to them which they would 

like to pursue. Whatever the limits of·human interests are is the limit of General 
Adult Education. Courses in Flower Arranging, Interior Decorating, Brick­
laying, ·and Kentucky Rifle Making are some of the most popular. Any adult 
with an interest who wishes· to pursue that interest in an organized manner is 
encouraged to call MTI and ask for a course. 

Other possibilities are: 

Ir 

from the company and from outside sources. 

3; Payment of ins~ructor's wages for the duration of the training program. 

· 4. Provision of suitable space for a temporary training facility· prior to the 
completion of the new plant, should such temporary space be required . 
. This may be space with Montgomery Technical Institute or leased space 
in the community. 

5. Assumption for one-half the cost of equipment in the temporary training 
·.- fa~ility. 

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

~j.'( •· This pro:r~::::::::oDp:::~~:.:u::: ::~:::r:i:rs at various 
·.~,·~.·.~.::::.'.:.·.;.:.',._,:·.·~"\· :--1.e.vels of management. Subjects include such areas as human relations, com 
,. ;;:_munications,.job methods, job analysis, time and- motion Studies, etc. 

,~,{: • The growing Pied:~:~r~aE:V~:: ~a::i1n: 1::ires expansion of fire-
'.·", , .. ~i!Jhting .units and continuous upgrading of fire-fighting personnel. Courses to 

.'~r~.irl fire service personnel in the latest techniques and methods of fire-fight­
;-'.'.H.~.·;_-~~e ·provided. The Fire Service Training Program provides training sessions 
;(j,9_-.'.:_Jpp~l -fire departmerits. This allows the men to be trained as an organized 
(~[o_yp· utilizing equipment that they would ordinarily use in controlling fires. 

Fire $ervice classes include_ the following areas of study and others: 

::;o'.~orcfble Entry 
:~ad_dei: Practices 
.~:alV.age ·and Overhau·1 Practices 

Fire Apparatus Practices 
Rescue Practices 

Protective Breathing Equipment 

Adult Driver Education 
Art 
Ceramics 

~~::~:~~~t~~~g ~~;it:i/i ~he primary pur::U~Tt:A::~ltE~a~~:~~::on (ABE) program at 
··4~:i~:f{1\'Mp,_ri.~g?mery Technical Institute is to provide literacy, consumer, and social 
:,R~;t~>.:-'?''.:~q~.~C!.t1onal. upportun ities for all adults eighteen { 18) years of age or older to But, these ar8 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 locate and older 
industries to expand in a particular area. Services offered are; 

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

2. Selecting and training of instructors. These instructors may be recruited 
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iB~i'.¥'.f.1\·,·,.,,-,:tjevel.op·these. abilities to the level they desire. 
;feA-1'_+·;<\:_<·>::-'· -, 

··~·.~~~;:t;<{:J~-y; .. ,~· .. J:h.e_ ·A.BE emphasis at MT/ is on consumerism·. The philosophy of the ABE 
. ·,t~(~;I·~-~:>:.'.·"..~Fr_iC'.t:i_lum. js that "the 3 R's" can best be taught in terms and methods used 
. ~J::'.i:.:.;>/,h'f.)_h_e·.-students. Also included in the major program areas will be social studies 
_Ji;~A\'.~::':':'~nJ:f-:.science· programs, crafts, and implementation of standard materials to im­
·;,;y;.r.':·1·· ;J:>ioy~i·the reading, writing, and mathematical capabilities of the ABE students. 

.qg;·:;,::;~·; <·'.·:::'./">)Adult Basic Education ·classes are offered in the five major communities 

~.".i.·.: .. ;·I.'.·.·~.·.'.·.•·;··.~ .•. ~ ...•. ! .•...•. ·• ·~~~z~~:J::;~~n~:~0;:c:;~::r£ ~~~~::1i~;~:~~~J;;~::;~~~~ 
~,. . •· ,adult can enter the program at any time during the year. There is no cost tor 

ii1,;f 
!1~:\ .:·::fjJ· .. A 

·,.p}~1s:: \<.·'1• 
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- ....... !;1•dlfl. 

Montgomery Technical Institute wilJ assist any interested organization or 
group of individuals in setting up any new ABE classes. Wherever there is 
sufficJent interest, MT-1 will establish an ABE class. 

An adult may obtain additional information or enroll by one of the follow· 
ing methods: ( 1) come by MTI, (2) telephone the Continuing Education 
Director, or (3) show up for the announced class. 

DISADVANTAGED AND HANDICAPPED PROGRAM 

Montgomery Technical. Institute actively promotes the participation -0f dis· 
advantaged and handicapped persons in its regular programs. 1-n addition, special 
counseling is available to these -individuals. This counseling is directed toward 
bringing ·into focus the numercius agencies that are active in fill-ing the needs of 
the disadvantaged and handicapped. ·11 is our purpose to emphasize the skills 
and abilities of the Individuals with whom we associate. 

HUMAN RESOURCES DEVELOPMENT PROGRAM 

Human Resources Development; called HRD, at MT! is designed to aid 
people who have problems ·getting or keeping a job ·and who have educational 
deficiencies. Orientation to the world of work and motivation to realize 
individual potential is stressed throughout the program. 

MT! offers eight-week H RD classes featuring training in self-motivation and 
skills needed to apply for a job, as well as providing students an opportunity to 
work toward their GED or Adult High School 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 year of job placement. 

THE SCHOOL OF INFORMATION 

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

The classes meet once a week from 9 a.m. until 12 noon in different com~ 
munities, and they engage in many activities. films and slides are shown to ,'-~,, 
them; they are taught many crafts; consumer education is a very vital part -­
of the classes; sewing, crocheting, and knitting are thoroughly ~njoyed; home· 
making techniques and proper diets are also taught; proper gardening techniques 
,and other phases of horticulture are very helpful aspects; and the classes are 
taken on tours to places of interest in the area and out of the cou.nty. 
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LEARNING RESOURCES CENTER 

INTRODUCTION 
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. 

INDIVIDUALIZEDJNSTRUCTION CENTER 
A special feature Of the 'LRC is the Individualized Instruction Center. This 

center has the capacity of providing a variety of educational experiences for 
community citizens. Amon9 these .are the .High School Completion program, 
the Guided Studies ·Prepciration Program, courSes'o·fgener:al 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 personafized learr:iiilg 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 servi"ng the a·dministration and community. The 
function of the library is to support and enrich classroom instruction thi:ough 
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-med_ia ·center,. has a carefully selected and growing 
collection consisting of more than 8,0dO-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 patrons. The collection is increasing rapidly 
toward a 12,000 volume collection. B~oks and materials may be circulated 
for a two-week period. 

Through contract with the North Carolina State Library, the library 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-improveme_nt, 
and enjoyment. Professional staff are on duty to assist with reference, research, 
tutorial assistance and reading guidance. The staff provides assistance and 
orientation in the use of the center. The LRC is open Monday through 
Thursday from 8:00 a.m. to 10:00 p.m. and on Friday from 8:0.0 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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ADULT HIGH SCHOOL 

. '~j::· ... , . M!I provides adult~ with two methods for completing the.ir high school 
"··.,··~·: ':.~'~-u-~.at1.o.n, The Adult High Schaar Diplo.ma·Program. is-designed, in cooperation 

f,:;, .•. ::~.'.l ... ·.·· .. · ::'.~.1:~h. ,t~e local school ~oard, to. provide the student with an adult high school 
>-,, .~-~1~Jom~- upon completion of the required units of study. These units are a­
',;['.·:-\'' ch1~ved, through the use of programmed materiafs and-individualized- instruction 

;'~),'.t~:·"~ ·;.by_,-.staff members and tutors. The General Educational Development (GED) 

·.,',;.·.'.{./:.·:".'.(' ;;~-.'O\fVSh. :-cthe s~udent to receive a high school equivalency certificate issued by the 
. ,, ·:. o.~·' arol1na Board of Education upon satisfactory completion of a battery 
;iii'".- . . :?:tJ1,ve ... ~tandardized achievement tests. Staff members, tutors, individualized 

, .·,·.~.',;,,!~,.,i.'.;.}, .. ; ... ).~ .;1n.~truct1oaal m·aterials, and- a pre-testing program are used to aid Jn preparing 
/," · tl)e_.s-tudent for these tests. 

'JFi' · .. _ .-·A, student may be accepted into either high school completion program 

't{;Jft::h~e:s:ee~ i:h::~~::i::g:::~:ic::~::s~f age, and has been out of school 
±~~;,( ~t~~~:n:i;f ~~h~=~s, o~rhas obtained written approval from the Super-

:· r~:.},;:,\if:':·:·. :b. He!she is between the ages of sixteen and eightee.n and has obtained 
. wntten approval from the Superintendent of Schools and meets re-

j1:::~'i;" quirements for special students under 18 to attend· MTI. 

".··~.~l: .. ··,~.:·.;\:•.• .. ·.·.·,•.··.i .. ·• .. ·.~·.-~.~.·.·.::,; .. , •. :· :"'"·.Under.no circumstance will a student be awarded a diploma prior to the 
. 51,m,~.tha.t his/her class graduates from the public schools. 

~~!;')'. in~ FJ:~:~er::,0~:~':r f:: ::.:P:~~;~;;.~:~~,:,Cahno::na:ec~:~~:~~:~~~~.the Learn-
011 
·}i' 

GUIDED STUDIES PROGRAM 
PREPARATORY COURSES 

· ...•...•. 1IB·!!·,;··.·.'.·.:····· .. ·.·,···.·····:: .•. '. •.•. •.· .• ·•·.·•· ... •.·.· •• • .• · .... ·.·.;:·~!~e:s~:~~J~:,:tch~~!~:ch1~~;!1~0;::~~~=! r;;re~::;,~~u;~:~rh:~~li~~e:" !es~ge~~r: ·~c- :.,;i; .... ,:_:- _;,, ~ In eir osen cur~iculum. This_ appr.oach has been successful 
:·:,Jo,r,_µpgrad1_ng s_tudents. whose achievement level indicated additional instruction 
'.;~as necessary for successful learning at the post-secondary education level. 

, iiB~;;··;ir/ .courses listed in this Preparatory Curriculum are not substitutes for regular 
't:i;!:):-,_.cut:.r,1c~lum col{rses . but have been d,eveloped specifically for the purpose of 

,fij'.\' pr~pe1nng students to enter the- regular curriculum courses. 

,J:t'l~·: ; ... ,:;::·-.The Gui?ed Studi'es program operates in conjunction with the office of 
, ;}'i";:,- ~-~udent Services. Students needing remedial instruction are identified through 
· fif'' .~.i~h school transcripts, placement test scores, and observation in admission 

•~'.i'i;: m:~.:;:::ommon need of all under-prepared students involves strenghtening 
·,~t.;;~;./: !J.as1.c._sk1fls in Re~dingr English Grammar, English Composition, and Mathematics. 
, .,. ·· -Students ar~ ass~gned to _courses depending on the extent of their deficiencies. 
~~· .sevecal options m removing deficiencies and acquiring basic skills are available 

'· .. 1··.~·.i ;.[:·' 
·,'./, 
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... v i..11e student in the Guided Studies Curriculum: 
{1) The student may receive supplemental instruction while continuing 

to take a credit course. 
(2) The student' may drop a, credit course,, enroll in a Guided S~ud.ies 

Course, and upon acquiring the necessary' skills, may r.e·enroll 10 the 

credit course. 
(3} The student may take required_ hiQh schoof credits not previously 

c~mpleted necessary for enrollment in,certain curriculum programs. 

Any combination of these- options that are most beneficial to the student 
in acquiring the necessary skills is_ available to the student, upon the request 
of the student-and recommendation of his/her advisor, instructor, or counselor. 

GUI 0010 
GUI 0012 
GUI 0014 
GUI 0020 
GUI 0022 
GUI 0024 
GUI 0035 
GUI 0040 
GUI 0041 

Hours Ot. Hrs. 
GUIDED STUDIES COURSES Per Week Credit 

Spelling and Vocabulary Improvement 
Reading Improvement 5 
Grammar and Composition 5 
Basic Mathematics 5 
Introductory Algebra ·5 
Metric System 5 
Introduction to Business 5 
General Science 5 
Biology 5 

GUIDED STUDIES PREPARATORY PROGRAMS 

{) (5)* 
0 {5)* 
0 (5)* 
0 (51* 
0 (5)* 
0 (51* 
0 (51* 
0 (51* 
0 (5)* 

GUI 0006 General Education Preparation Open Open 
GUI 0008 Technical Education Preparation 22 0 {11): 
GUI 0009 Vocational Education Preparation 22 0 (11) 

*Number in parenthesis represents maximum credit hours value 
for purposes of assessing fees. ·Courses may be taken fewer hours 
according to the need. 

GUI 00111 

GUI 0012 

GUI 0016 

GUIDED STUDIES COURSE DESCRIPTION 

Spelling and Vocabulary - Designed to make the student aware 
of their reasons for incorrect spelling and the need for correct 
spelling. The course concentrates on sounds, meanings, and rules 
associated with correct spelling. 

Reading Improvement - Designed to develop read~ng com~re· 
hension and vocabulary building techniques at an intermediate 
level. Emphasizes the development of increased speed and co~· 
prehension rates while enhancing the student's vocabulary, die· 
tionary, and research skills. 

Grammar and Composition - A review course of English grammar 
and· punctuation with emphasis on usage and major sentence errors. 
P.rov-ided for_the student who needs an extensive review of English 
before undertaking English 101. 

0020 Basic Mathematics - An introductory course for students who 
need to acquire basic skills in mathematics. 'tourse covers opera~ 
tions witf1 whole numbers, fractions, decimals, percentages 
and ratio and proportion. 

0024 Metric System - A self paced course that introduces the student 
to metric vocabulary and skills that are necessary to understand 
a'nd use the metric system. 

0035 Individual 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, tailored 
to the specific need of the individual. 

0040 General Science - A review course in human anatomy and phys· 
iology, matter and energy, Biology, cells and reproduction and 
ecology. 

0041 Biology - A foundation course designed to introduce the student 
to the following topics: the cell, reproductory genetics, photo 
synthesis, respiration, evolution and-ecology. 

0006 General Education Preparation - Individuals who desire to im­
prove basic skills but who are deficiei:it .in certain subject areas 
will be provided with the opportunity to take General Education 
Preparation. The student can choose the number of hours of 
instruction per week desired. 

0008 Technical Education Preparation -The Technical Education prePe· 
ratic;>n course is designed to help upgrade the basic skills of 
selected students whose education achievement levels ·indicate 
that additional instruction is necessary to succeed at the post­
secondary education level in Technical Educational Associate 
Degree programs. 

0009 Vocational Education Preparation - The Vocational Education 
Preparation course is designed to help upgrade the basic skills of 
selected students whose education achievement levels indicate 
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 

i:~SSOCIATE DEGREE IN GENERAL EDUCATION 

1ti ; .. :::,·The General Education Program at Montgomery Technical Institute is 
', ~!t7:: ::i.~8:~i.gned· to prov/de two years of general studies· for students who seek personal 

;- ,ni~{i '';:'gr()wth and intellectual enrichment. The program was developed cooperatively 
· i ... y · ·-.,~;ifr several area four-Year- institutions, and therefore, the courses are college 

·•. -J,,(,i1.t,·.~.·.:: .•. ::; -:JeVef in their academic content. Senior institutions may accept crdit from the 
";_ .:G"e_Reral Education Program, but this is determined solely· by the accepting 

·; ~~}. ;;)_nst_itution and the student desiring to continue his/her education.· 

.,-,ei-~~:r·;,-.::-..- The General Education Program can culminate with an earned Associate 
.: ')!;;'.:\<-:'_o·e_g_ree in General Education with the successful completion of 96 quarter 

.O);f1Y)~_~µ_rs .credit. Studen~ -who do _not desire the degree may enter the program 
rz:i;,;;_->:_and- -_take courses that enable them to more fully appreciate the intellectual, 
~\?t;\[\\n~~-iona/, and political world of today. 

ASSOCIATE IN APPLIEO SCIENCE DEGREE PROGRAMS (TECHNICA~ I(~:,,• 
''@~;;• ASSOCIATE DEGREE IN GENERAL EDUCATION 

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 lnstal.lation & Maintenance 
Licensed Practical Nursing 
Light Construction 
Pottery Production 
Radio & Television Servicing 
Small Engines & Equipment Repair 
Taxidermy 
Welding 
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, 1¢(,\::REUUIREO COURSES Class/lab./Credit 

• ~~~,·~~~ 101 Composition 5 O 5 
jr;\'{Yifil\JG 102 Composition 5 o 5 
,>('!'El\JG 201 English Literature 5 O 5 

· ~;~~»:-~;:,EN_G 202 English Literature 5 a 5 
K¢\ 
'U; ;.·>: 

Algebra 5 0 5 
Trigonometry 5 0 5 

General Biology 3 2 4 
General Biology 3 2 4 
General Biology 3 2 4 

Western Civilization 5 0 5 
Western Civilization 5 0 5 

Introduction to Psychology 5 0 5 

Art Appreciation 5 0 5 

Approved Electives Class/lab./Credit 

Economics 5 0 5 
American Literature 3 0 3 
Introduction to Sociology 5 0 5 
American History 5 0 5 
American History 5 0 5 
Fundamentals of Speech 3 0 3 
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Required Quarter Hours Credit 
Elective- Quarter Hours Credit 

62 
34 

·the compt·e~iOn of the MTI Guided Studies or Developmentaf 
Studies Math course. 

5 

Total Required for Associate o·egree in General Education. 96 
' ir{~ BIO 101 General Biology SCIENCE 3 2 4 

GENERAL EDUCATION COURSE DESCRIPTIONS 

Required Courses 

ENGLISH 

ENG 101 Composition 5 0 5 
An introductory study of the use of the English language through the mediums 
of grammar, composition, reading, speaking, and writing. 

Prerequisite: Appropriate score on the MTI placement examination 
or 
Completion of the MTI developmental English course 

ENG 102 Composition 
A continuation of ENG 101 

Prerequisite: ENG 101. 

ENG 201 English Literature 
A study of English literature from Beowulf to the romantic period. 

Prerequisite: None 

5 0 5 

5 0 5 

ENG 202 English Literature 5 0 5 
A study of English literature .from the romantic period through the modern 
period. 

Prerequiste: None 

'!.~:-.;,>: ·_·An ilitroduction to the biological concepts including a study of the chemical tll ;~:;::~:!:~:::::~s0~fst~~;~:~.gf~~;i:~'.~~~,~~~~t~~'.mal groups are studied 
:')/ i,810 102 General Biology 3 2 4 
,~~~51 ·:),,JX, s'tudy of various plant groups approached from the point of view of structure, 

·;- > 'fUnction, and habitat. x;, 

· 1;~ ;;:e~~:it:e:::: Biology 3 2 4 
·~:!-':}'..·- ··~~~~dy of the anatomy and physiology of the human body, genetics, and evolu 

! ~f Ji • :~~::u~s;~:E:c:ne 
'(• < ·HIS 101 Western Civilization 5 0 5 

. 
·~.:~,t'.;'.:: P(:general survey of the history of western civilization from the ancient Near 

E_·ast through the year 1750. 

5 0 5 ~i; •=l:e;~;it:.::: Civilization 
_ -?~X'.,;·;·, ~~:s~~t~y of the history at western civilization from the year 1750 to the 

" ~~(:i"· Pi-erequisite: N·one 

'',:~·~; 
MATH '{Jj. :·~~~ ;~~r:d~::::~us:~:~ :: :::~c~~~:V. The course includes the study :f :rin~ 
MAT 102 Algebra 5 0 5 b.f/ .,ciples of behavior in the areas ot motivation, preception, learning, intelligence, 
An axiomatic presentation of the real number system as an ordered field, in·., >1{{_:>' 'an·d-the organization of personality. 

which .axioms, definitions, and theorems are used to justify traditional algebraic · ~!/,_?(-'' · Rrer_equisite: None 
processes, involving such topics as algebraic fractions, factoring, exponents, ~~i~;S,;·:-:: 
logarithms. and the solution of equations and inequalities. ART 

ART 101 Art Appreciation 5 0 5 

Prerequisites: Appropriate score on the MTI placement eX:amination or An introduction of fundamental elements and principles of creative art ex~ 
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t-1• t1:s:s1on emphasizing composition, design, shape, value, styles, and movements. 

Prerequisite: None 

Approved ·Electives 
ECO 101 Economics 5 0 5 
A study of today's economic system, including the laws of supply and demand, 
prices and costs, .wages and rents, interests and profits. Business cycles, money 
banking, and the federal reserve system are also included. There is also i com· 
parison of capitalism, socialism, communism, and fascism. 

Prerequisite: None 

ENG 204 American Literature 3 .o 3 
An introductory study of the major American writers from the b~ginning of· 
American Literature through the present. 

Prerequisite: None 

SPH 101 Fundamentals of Speech 
An introduction to the theory and practice of speech communication. 

Prerequisite: None 

SOC 201 Introduction to Sociology 

3 0 3 

5 0 5 
A study of the fundamental principles and concepts of sociology with emphasis 
on contemporary American institutions in relation to the technological change, 
ethnic groups, population trends, and social control. 

Prerequisite: None 

HIS 201 American History 5 0 5 
A study of the o'rigins and development of the United States through the period 
of the Civic War. 

Prerequisite: None 

HIS 202 Amurican History 5 0 5 
A study of the history of the United States from the period of the Civil War to 
the present. 

Prerequisite: None 

GEO 104 World Georgraphy 3 0 3 
The major physical and cultural elements of the environment and their influence 
on man's activity. 

Prerequisite: None 

HIS 205 Montgomery County History 
A study of the history of Montgomery County 

Prerequisite: None 

. POL 201 The American Federal Government 

3 0 3 

3 0 3 
The study of the origins, development, structure, and functioning of the federal 
government. 

Prerequisite: None 

50 

3 0 3 
of the metric system of- measurements. Topics include: length and 

distances, area, volumes; weight, and temperature. 

cc./·, This CO!"cludes the approved list of electi.ves for the General Education cur.ri· 
_cUJum. Other courses may be selected b.y the student with prior approval from 

. thearn>rn.oriate advisor. 

51 



•. -- ,,, ,- .... 1 cu ~Cl ENCE 
DEGREE PROGRAMS 

ACCOUNTING 

Accounting is one of the fastest growing employment fields in American 
today. Due to increasing business and industrial expansion, tbere is a growing 
need for trained people in the area of accounting to help managers keep track 
of a firm's operations. The Accounting curriculum is designed to fill this need 
by offering students the necessary accounting theories and skills for entry into 
the accounting profession. 

Curriculum Objectives: 

The specific objectives of the Accounting curriculum are to develop the 
following competencies: 

1. Undersfanding of the principles of organization and management in 
business operations. 

2. Understanding of the fundamentals of accounting and analysis of fin-
ancial sta:tements. · 

3. Understanding and skill in eff~ctive communications for business. 

OccupationBI Opportunities: 

The duties and responsibilities of an accountant vary somewhat in different 
firms. Some of the things .an. 6';~ountant might do are record transactions, 
render periodic reports, maintain cost records, ·ma.ke special reports, complete 
tax ·returns, audit the books, and advise management in areas of financial affairs. 

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

ASSOCIATE IN APPLIED SCIENCE DEGREE 
IN 

ACCOUNTING 

Required Courses 
T-BUS 101 Introduction to Business 
T-BUS 102 Typewriting I 
T·BUS 110 Business Machines 
T -BUS 120 Principles .of Accounting I 
T-BUS 121 Principles of Accounting II 
T-BUS 122 Principles of Accounting Ill 
T·BUS 206 Business Communications 
T;BUS 223 Intermediate Accounting I 
T-BUS 224 Intermediate Accounting II 
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Class/Lab./Credit 
5 0 5 
2 2 3 
2 2 3 
5 0 5 
5 0 5 
5 0 5 
5 0 5 
5 0 5 
5 0 5 

,£>:'' 
Bvi<''' ·'T:~BUS .225 Cost Accounting 
,#:;•;: 'f:;sus 229 Taxes 
;;1: T-BUS 269 Auditing 
,t•!, .' 

''"' TENG 101 Grammar 
~'..i~.1.:,,··,, ··:if~ENG 102 Composition 
·.· ·. T-ENG 204 Effective Speaking 
~~; •.'!;.MAT 102 Metrics 
··/ .'··1>MAT 110. Business.Math 
c,:•. T-ECO 102 Economics I 
~11::>. T-PSY 206 Introduction to Psychology 

Approved Electives: 
'T-BUS 103 Typewriting II 
·T-BUS 115 Business Law I 
t.BUS 116 Business Law II. 

.. T.~BUS·· 123 Business Finance 
•T·BUS 226 Payroll Record Accounting 

~.~.l.i~.· .'.:~::~~ ~!; ~~;i~0e~;rnsurance 
r~. 'T.-BUS 272 Principles of Supervision 
;,·:JiiJr ''T~EDP 104 Introduction to Data Processing 

}\ ~:~t6 ~6~ ~~~~~~i:·~~ II ;;:;< 

5 
5 
5 
3 
3 
3 
3 
5 
5 
3 

0 
0 
0 
0 
0 
0 
0 
0 
0 
0 

5 
5 
5 
3 
3 
3 
3 
5 
5 
3 

Class/Lab./Credit 
2 2 3 
3 0 3 
3 0 3 
3 0 3 
3 0 3 
5 0 5 
3 0 3 
3 0 3 
3 0 3 
3 0 3 
5 0 5 

i'f'::' 
~0:.':: icO.ther electives may be selected from other degree programs with. prior approval 

~~J: .. fro.i:n the appropriate advisors. 

:;t<': 
"f~;;:.y·c 

Total Required-Hours for Associate OegT-ee in Accounting 

· i;fir:·.~-.:,~ourse Description: 

81 
15 

96 

::fi\.: T-ENG 101 Grammar J o 3 
~~F,':· ·o __ esigned to aid the stud.ent in the improvement of self-expression in grammar. 
.?r;I~;.: >The apProach is functional with emphasis on graffiinar, dictiOn, sentence struc· 
1·:,,,~\ ,tUre. punctuation, 8nd spelling. Intended to stimulate students in applying the 

i:i':;Y' ~a8-ic principles of English grammar in their dav·to-day situations in industry 
':-~nd social life. 

~(,>, 

;;:::·."·Prerequisite: None 

"' t-ENG 102 Composition 3 0 3 : i~f: -:-·Designed to aid the student in the imp_raverrient of self-expression in all types 

·t::·:; 
'I''.• 
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- ......... ~ ....... .,,,~ vv111 n.ave tne experience of writing many types of 
expository themes as welf as a fully researched and documented term· paper. 
Prerequisite: T-ENG 101 

T'ENG 204 Effective Speaking 3 0 3 
A study of basic concepts and principles of oral communications to enable the 
student to communicate with others. Emphasis is placed on the speaker's 
attitude, improving diction, voice, and the application of particular techniques 
of- theory to correct speaking habits and- to prodi.Jce effective oral presentation. 
Particular attention is given to conducting meetings, confer{!nces, and inter-· 
views. 

Prerequisite: T-ENG 101 

T-PSY 206 Introduction to Psychology 3 0 3 
A basic course presenting a study of behavior in terms of perception motivation 
learning heredity, environment, and emotion. The ·student is i~troduced t~ 
di-fferent areas and specializations with-in the field of psychology. 

Prerequisite: None 

T-MAT 102 Metrics 3 0 3 
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 5 0 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 

T-MAT 110 Business ~lath I 5 0 5 
This course stresses -the fundamental op~rations 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 TypeWFiting I 2 2 3 
An introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence. 

Prerequisi-te: None 

T-BUS 110 Business Machines 2 2 3 
A general survey of the business. _machines. Studen'ts 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 1-1'0 or proficiency test in math 

T-ECO 102 Economics I 5 0 5 
An introductory survey of fundamental economic principles. Topics include 
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.~~ ,_-:t~_e_rnarket system, supply and demand, cost benefit-an·aJysis, money and bank­
,1_;. ·(._ing, fiscal and rnonetary policy, production and distribution of national income. 
··>/ 
·~;.-.:;._:··Prerequisite: None 
if'',' 
'~:,: T·BUS 206 Business Communications 5 0 5 
._,,_., 
rg;: <Develops skills in techniques in writing business communications. E·mphasis is 
{!-''··' ··.pla_ced on writing action-getting sales letters, business reportsr letters involv­
/:::. <-j~g- credit, collections, adjustments, complaints, orders, acknowledgments, 
-.:, ·' re_mittances, and. inQuiry. 

~fD Prerequisite: T-ENG 102, T-BUS 102 

5 .o' 5 
Vr A'pplication of federal and state taxes to various businesses and business combi­
:fh:, _nations. A study of following taxes: income, payroll, intangible, capital gain, 
.~ti\.:'. ·safes and use, excise, and inheritance. Practical experience with actual tax 
.. ~-:;·· Jorms. 

~0:: .:-Prerequisite: None 
\~:1;.:J, 

;.;,·. T-BUS 115 Business law I 3 0 3 
.'i'.?·A· _general course designed to acquaint the student with certain fundamentals 
~'..;:~-aOd principles of business law, including ,contracts, negotiable instruments, and 

_J ~:~.!\· agencies. 

'l;f;·:~ ;Prerequisite: None 

".· TcBUS 120 Principles of Accounting I 5 0 5 
)',. 

;~(':.:This ·course has as its purpose the development of the principles, techniques, 
"{if_,\\_ :-a-nd ·an understanding of the mechanics of accounting. Collecting, sUmmariz­
~~":··. in·g, analyzing, and reporting information about service and mercantile enter 
t,::. prises will include practical application to the principles learned. 
y;: 
,,;,,, Prerequisite: None 
}_\;:: 
I 'J,BUS 121 Principles of Accounting II 5 0 5 
~~':;:.:-_This is a continuation of the study of accounting principles with emphasis 
qf' on .accounting for purchases, sales inventory, and assets. All these types of 
~-<· :business organizations (single proprietorship, partnership, and corporation) 
~;:;\{ will be studied. 

~;'.~/·'.:Prerequisite: T-BUS 120 

,, T·BUS 122 Principles of Accounting Ill 5 0 5 
'~{:;::·--. 
~1·:_.-' This is a study of corporation. The accounting for capital stock, corporate 
ef.:.\ . bonds, branch operations, and the preparation of annual reports will be covered. 

.~; .Prerequisite: T·BUS 121 

,., i;'.::_; 

·.~:· 'T·B US 222 Intermediate Accounting I 5 0 5 
)'.!:.;. An introduction to and a review of fundamental processes of -accounting. Em­
t-:"· ·:~':lasis. is placed upon a thorough working knowledge and understanding· of 

·J.< ., f1nanc1al statement. Individual items in the balance sheet and income state-
'.1:1_,_'.·,>; ment are analyzed and evaluated. 

.li"' 'Prerequisite: T-BUS 122 
·1i.'· 
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~ _ --v "'"''mediate Accounting II 5 O 5 
This course presents additional study of intermediate accounting. Special 
problems peculiar to corpoiations and analysis of financial reports are con­
sidered. 

Prerequisite: T-BUS 222 

T-BUS 225 Cost Accounting 5 0 5 
Nature and purposes of cost accounting: accounting for direct 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 5 0 5 
Principles of conducting audits and investigations, setting· up accounts based 
upon audits; collecting data and working papers; arranging and systemizing the 
audit, and writing the audit report are studied in this course. 

Prerequisite: T-BUS 223 

T -MAT 111 Business Math II 3 0 3 
A contir:iuatiOn of the study of business- math with emphasis on payroll and 
taxes, financial statements, insurance, bonds, stocks, and annuities. 

Prerequisite: T ·MAT 110 

T-BUS 103 Typing II 2 2 3 
Instruction emphasizes the development of speed and accuracy with further 
mastery of correct typewriting techniC:tues. These skills and techniques are 
applied in tabulation, manuscript, corresponden.ce, and business forms. 

Prequisite: T-BUS 102 or equivalent (Speed requirement: 25 words per 
minute for three minutes) 

T-BUS 115 Business Law I 3 O 3 
A. general course designed to acquaint the student with certain fundamentals 
and principles of business law, including contracts, negotlable instruments, 
and agencies. 

Prerequisite: T-BUS 101 

T-BUS 116 Business Law II 
A continuation of Business Law I 

Prerequisite: T-BUS 115 

T-BUS 239 Marketing 

3 0 3 

5 0 5 
A general survey of the field of marketing, with a detailed study of the funct­
ions, policies, and institutions involved in the marketing process. 

Prerequisite: None. 

T-BUS 123 Business Finance 3 0 3 
Financing of business units, as individual, partnership, corporation, and trusts. 
A detailed study is made ~f-short-term, long-term, and consumer financing. 

Prerequisite: T-SUS 101 
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'fi?L> 
~::.: if'ECO 1 OJ Economics II 5 0 5 
'f:l1' ·A .continuation of basic economic principles introduced in. T-ECO 102, with 
J{:(' ::BQa.lysis in .relation to selected social issues. Topics also include international 
,.si. '·{rade and finance and current economic problems. 

iD;:· ·:~rerequisite: T-ECO 102 
;~·;,\: 

J;: T-BUS 272 Principles of Supervision 3 0 3 
':'i> 

"·~·,-\'Introduces the basic responsibilities and duties of the supervisor and his re­
+t!? ·'lationship to superiors, subordinates, and associates. Emphasis on securing 
F· ~;·an ceffective work force and the roles of the supervisor. Methods of super­
f;;,:. -'.vision are stressed. 

'i!6 ·~rerequisite: T·BUS 101 

::. J:::, :'T'BUS 247 Business Insurance 3 O 3 
't \Wt 

~··; .;oA·,:presentation of the basic -principles of risk insurance and their application. 
, ki.i· :~·-:·A-survey of the various types of insurance is included. 

, : '~,'. >:'-Prerequi_site: None 

l ~\1''.>T-E DP 104 Introduction to Data Processing 3 O 3 
,
1
:j ~il~/:'f.undamental concepts and operational principles of data processing systems, 
';J ~tr:i~'ssan aid in developfng a basic knowledge of Computers, prerequisite to the 

::) ~Ii i,<·:.::a~1'i ~~~:~a~~fn~~~~~:~5~omputer problems. This course is a prerequisite 

J~~, :Prerequisite: None 

.i1\:::\:·; 
K·,· 

~~>·· BUSINESS ADMINISTRATION 
In North Carolina the opportunities in business are increasing. With the 

;:N ':"'increasing population and industrial development in this state, business has 
~:,;:;-:~ ::b_ecome more competitive and automated. Better opportunities in business 
,;);_~'will be filled by students with specialized education beyond the high sehool 
';,\;{;·~evel. The _Business Administration curriculum is designed to prepare the stu­
"fi-:·'-'_··~dent for employment in one of maliy occupations common to business. Train 
l1i'.'> )ng is aimed at preparing the student in every phase Of administrative work 
;:;.\'.that.might be encountered in the average business. 
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uccupational Opportunities: 

The graduates of the ausiness Administration currictifum may ~nter a 
variety of careers from beginning sale's person or office clerk to manager trainee: 
The duties and responsibilities of this graduate may iric!ude: making up and 
filing reports, tabulating .and posting data in various bcioks,-sending out bills, 
checking calculations, adjusting complaints, operating various office machines, 
selling, and assisting managers in supervising. Positions .are aVailable in bus~ 
inesses such as advertising, hanking, credit, finance, retailing, wholesaling, 
travel industry, insurance, t_ransportation, an.ct communications., 

ASSOCIATE IN APPLIED SCIENCE DEGREE 
IN BUSINESS ADMINISTRATION 

Required Courses Class/Lab./Credit 

T-BUS 101 Introduction to Business 5 0 
T-BUS 102 Typewriting I 2 2 
T-BUS 110 Business Machines 2 2 
T-BUS 115 Business Law I 3 0 
T-BUS 116 Business Law II 3 0 
T-BUS 120 Principles of Accounting ! 5 0 
T-BUS 121 Principles of Accounting 11 5 0 
T-BUS 122 Princip'les of Accounting Ill 5 0 

T-BUS 123 Business Finance 3 0 

T-BUS 206 Business CommunicatiOns 5 0 
T-BUS 229 Taxes 5 0 
T-BUS 239 Marketing .5 0 
T-BUS 272 Principles of Supervision 3 0 
T-ECO 102 Economics I 5 0 
T-ECO 103 Economics 11 5 0 
T-MAT 102 Metrics 3 0 
T-MAT 110 Business Math 5 0 
T-ENG 101 Grammar 3 0 
T-ENG 102 Composition 3 0 
T-ENG 204 Effective Speaking 3 0 
T-PSY 206 Introduction Psychology 3 0 

Approved Electives 
T-BUS 103 Typewriting II 2 2 
T-BUS 232 Sales Development 3 0 
T-BUS 247 Business Insurance 3 0 
T·BUS 245 Retailing 3 0 
T·MAT 111 Business Math II 3 0 
T-EDP 104 Introduction to Data Processing 3 0 
T-ISC 213 Production Planning 3 O· 
T,GEO 204 Cornparitive .Economics 3 0 

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

Required Quarter Hours credit 
Elective Quarter Hours credit 
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83 
15 . 

. Total ReqUired Hours for Associate Degree in Business Admin.istration 98 

......... Description 

T 'ENG 101 Grammar 3 0 3 
Designed to aid the student in the improvement of self·expression in grammar. 
The approach ·is functional with emphasis on grammar, diction, sentence struc· 
ture, punctuation, and spelling. Intended to stimulate students in applying the 
·basic princip!es of English grammar in their day~to·day situations in industry 
and social life. 

Prerequisite: None 

T•ENG 102 Composition 3 0 3 
DeSigned to aid the student in the improvement of self~expression in all types 

. of composition. T-he student'will have the experience of writing many types of 
expos'itory themes as well as a fully researched and documented term paper. 

Prerequisite: T-ENG 101 

T-ENG 204 Effective Speaking 3 O 3 
A study of baste concepts and principles of oral communications to enable 
the student to communicate with others. Emphasis is placed on the speaker's 
attitude, improving diction, voice, 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, conferences, and 
interviews. 

Prerequisite: T ·ENG 101 

T .PSY 206 Introduction to Psychology 3 0 3 
A. basic course presenting a study of behavior in terms of perception, moti· 
vation, learn-ing, heredity, environment, and emotion. The student is intro· 
duced to different areas and ·Specializations within the field of psychology. 

Prerequisite: None 

T -MAT 102 Metrics 3 0 3 
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 5 0 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 organizat~on, and management. 

Prerequisite: None 

T ·MAT 110 Business Math I 5 0 5 
This course stresses the fundamental operations and thfi.ir. applications to bus· 
iness problems. Topics covered include bank and sales records, price marketing, 
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-....• vv•"'""' tJt:rcentages in business, financial charges, 
depreciation, and pertinent uses of mathematics in the field of business. 

Prerequisite: None 

T-BUS 102 Typing I 2 2 3 
An introduction to the touch typewriting system With emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence. 

Prerequisite: None 

T- BUS 110 Business llilachines 2 2 3 
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 Accounting I 5 0 5 
This course has as its purpose the development of the-principles, techniques, 
and an understanding of the mechanics of accounting. Collecting, summarizing, 
analyzing, and reporting information about service antj mercantile enterprises 
will include practical application to the principles learned. 

Prerequisite: None 

T-BUS 121 Principles of Accounting II 5 D 5 
This is a continuation of the study of accounting principles with emphasis on 
accounting .for purchases, sales, inventory, and assets. All these types of business 
organizations (single proprietorship, partnership, and corporation) will be 
studied. 

Prerequisite: T-BUS 120 

T-BUS 122 Principles of Accounting Ill 5 0 5 

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

Prerequisite: T-BUS 121 

T-ECO 102 Economics I 5 0 5 
An introductory survey of fundamental economic principJes. 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: None 

T-BUS 272 Principles of Supervision 3 0 3 
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. 

Prereq~isite' T-BUS 101 

T-ECO 103 Ec.onomics II 5 0 5 
A continuation of basic· economic principles-.introduced in T-ECO 102, with 
analysis in relation to selected social issues. Topics also fnclude international 
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'trade and finance and current economic problems. 

Prerequisite: T-ECO 102 

T-BUS 206 Business .Communications 5 0 5 
Develops skills in techniques in writing business communications. Emphasis 
is placed on writing action·getting sales letters, business reports,. letters involv­
ing credit, collections, adjustments, complaints; orders, acknowledgments, 
remittances, and inquiry. 

Prerequisite: T-ENG 102, T-BUS 102 

T-B US 229 Taxes 5 O 5 
_ .Application. of federal and state taxes to various businesses and business com· 

binations. A study of following taxes: inco'me, payroll, 'iritangible, capital 
gain, sales and use, excise, and inheritance. Practical experience with actual 
tax forms. 

Prerequisite: None 

T-BUS 11.5 Business Law I 3 0 3 
A general course designed to acquaint the student with certain fundamentals 
and principles of business Jaw, including contracts, negotiable instruments, 
and agencies. 

Prerequisite: T-BUS 101 

T-BUS 123 Business Finance 3 0 3 
Financing_ o! business units, as in_dividual, partnership, corporation, and trusts. 
A detailed study is made of short-term, long·term, and consumer financing. 
Prerequisite: T-BUS 101 

T-B US 116 Business law II 
A confinuation of BUsiiiess Law I 

Prerequisite: T-BUS 115 

T-8 US 239 Marketing 

3 0 3 

5 0 5 
·A general .survey of the field of marketi.ng, with a detailed study of the fun­
ctions, policies, and institutions involved in the marketing process. 
Prerequisite: None 

T-MAT 111 Business Math II 3 0 3 
A continuation of the study of business math with emphasis on payroll and 
taxes, financial statements, insurance, bonds, stocks, and annuities. 
Prerequisite: T-MAT 110 

T-BUS 103 Typing II 2 2 3 
Instruction emphasizes the development of speed and accuracy with further 
mastery of c·orrect typewriting techniques. These -skills and techniques are 
applied in tabulation, manuscript, correspondence, and bUSiness forms. 

Prerequisite: T-BUS 102 or equivalent (Speed requirement: 25 words per 
minute for three minutes} 
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--··t" ... uuve economics 3 0 3 
A study of the major economic systems with an emphasis on existing Capitalist, 
Socialist, . and. Communist economics. Topics also include the economic pro· 
blems of the developing countries. 

Prerequisite: T-ECO 102 

T-ISC 213 Production Plannin.u 3 0 3 
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. 

Pre.requisite: T-BUS 101 

T,Bus 232 Sales Development 3 0 3 
A study of retail, wholesale, and specialty selling. Emphasis is placed upon 
mastering and-applying the fundamentals of selling. 

.Prerequisite: T-BUS 101 

T-BUS 247 Business Insurance 3 0 3 
A presentation of the basic principles of risk insurance and their application. 
A survey of the various types of insurance is included. 

Prerequisite: ·None 

CRIMINAL JUSTICE/PROTECTIVE SERVICE TECHNOLOGY 

The Criminal Justice and Protective Servjce program is designed-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 criminal law, c~unseling, 
criminal!stics, psychology, and socioJagy 

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

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

Required Courses 
T-PSC 1O1 Police Science I 
T-PSC 102 Police Science II 
T-PSC 103 Police Science Ill 
T-PSC 104 Criminal Law 
T-PSC 205 Constitutional Law 
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Class/Lab./Credit 
5 0 5 
5 0 5 
5 0 5 
5 0 5 
5 0 5 

T-PSC 208 Police Problems & Practices 5 0 5 
T-CJC 101 Patrol Procedures I 3 0 3 
T-CJC 102 Juvenile Delinquency & Adolesc. Ps,ych. 3 0 3 
T-CJC 202 Patrol ProCedure 11 5 0 5 
T-CJC 203 Criminology 5 0 5 
T-CJC 204 C'riminal Investigation I 5 0 5 
T'CJC 205 forensic Sciehce 5 0 5 
T-CJC 206 Criminal lnvestiQation II 5 0 5 
T-CJC 207 Police Management 5 0 5 
T-MAT 101 Math 5 0 5 
T-MAT 102 Metrics 3 0 3 
T-ENG 101 Grammar 3 0 3 
T-ENC 102 Composition 3 0 3 
T-ENG 204 Effective Speaking 3 0 3 
T-PSY 206 lntroduc~~an to Psychology 3 0 3 

Approved Electives Class/Lab./Credit 
T-PSC 207 Arms Care, Identification & Train. 3 0 3 
T-PSC 207 Police Organization & Administration 3 O· 3 
T-POL 104 National Government 3 0 3 
T-POL 103 Local & State Government 3 0 3 
T-SOC 107 Introduction to Sociology 3 0 3 
T-SOC 108 Current Social Problems 3 0 3 
T-SOC 109 Rural & Urban Community Organization 3 0 3 

Other electives may be selected from other degree programs with prior approval 
from the appropriate adv is ors. · 

Required Quarter Hours Credit 
Elective Quarter Hours .Credit 

86 
21 

Total Required Hours· for Associate Degree in Criminal Justice/Protective 
Service Technology 107 

Course Descriptions 
T-ENG 101 Grammar 

Descriptions 
3 0 3 

Designed to aid the student in the improvement of self-expression in grammar. 
The approach is functional with emphasis on grammar, diction, sentence struc­
true, punctuation, and spelling. Intended to stimulate students in applying the 
basic principles of Engli'sh grammar in their day·to·day situations in· industry 
and social life. 

Prerequisite: None 

T-ENG 102 Composition 3 0 3 
Designed to aid the student in the improvement of self-expression in all types 
of composition. The student will have the experience of writing many types 

63 



T·ENG 204 Effective Speaking 3 0 3 
A study of basic concepts and principles of oral communications to enable 
the student to communicate with others. Emphasis is placed on the speaker's 
attitude, improving diction, voice, 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, conferences, and interv'iews. 

Prerequisite: T-ENG 101 

T·PSY 206 Introduction to Psychology 3 0 3 
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 field of psychology. 

Prerequisite: None 

T ·MAT 102 Metrics 3 0 3 
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-PSC 101 Police Science I 5 0 5 
This course is designed to introduce the student with the history and-philosophy 
of law enforcement, with concentration in the basic mechanics of the criminal 
justice process. 

Prerequisite: None 

T·PSC 102 Police Science II 5 0 5 
Topics ineluded are laws of arrrest, search and seizure, laws and rules of evi­
dence, criminal investigation, motor vehicle accident ~eporting, communications, 
and NC alcoholic-beverage control laws. 

Prerequisite: T-PSC 101 

T·PSC 103 Police Science UI 5 0 5 
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 writing, juveniles, defense tactics and firearms, and public 
relations. 

Prerequisite: T-PSC 101 & 102 

T -PSC 104 Criminal Law 5 0 5 
Focus on the North Carolina general statutes is the emphasis of this course. 
Chapters 15A, 14, 20, 18, and 90 will be th"e main areas of concentration. 

Prerequisite: None 

T -CJC 203 Criminology 5 O 5 
This course has as its concentration a study into the causation of crime and 
delinque"nt behavior. 
Prerequisite: ·None 
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l'CJC 204 Criminal Investigation I 5 0 5 
l_ncluded. in this course are general investigative processes, collection and pre­

;{ji·:>':. servation of evidence, interview and interrogation, case preparation, courtroom 
-\~'>:· presentation, and crime scene search. 

1Zf:(· (Pr_erequisite: -None 

,., ,, 17'CJC 207 Police Management 5 O 5 
;_b1 .;!\This course is designed for the use of administrators of small law enforcement 
i'.';' .-.:d_epartments. It includes such topics- as budgets, staffing, training, reporting 

;)·i:::r, __ _procedures, and· the uniform crime report system. 

:';}."! Prerequisite: None 
',"/,'· 

5 0 5 ;~! ;f•CJC 206 Criminal Investigation II 
~\,:\·.,:::An advanced course which is concerned with all aspects of police investigation. 

. .. -~rime scene and courtroom simulations are also a major aspect of this course. 

jC .. :.prerequisite: T-CJC 204 & 205 
P,:.> "*:, 'f·CJC 101 Patrol Procedures I 3 O 3 
t,, .... A ·basic introductory course which will aid the student in performance of'his or 
~)~.:·_,· ber duties as an officer assigned to uniformed patrol duties. 
~;'.'> f?rerequisite: .None 
:1;i:~-
,\,''' 'l·CJC 202 Patrol Procedures II 5 0 5 
~r: An advanced course which has as its primary· concern officer survival and police 
1:\' tactics in hazzardous situations. 

;?;{~- Prerequisite: T-CJC 101 

5 0 5 ~: :T-CJC 205 Forensic Science 
\,;';':: This course is designed to acq'uaint the student with the areas of scientific 

{1t: ··investigation which are used in crime labs and in the collection and preser8 

;;,.:- · -vation of evidence. 
i/', 

~' ~;::";~~: ;~::t~tu:~o:al Law 5 0 5 
;"~:,:· _, 

''~ .• :;:,,!.· _ AC. stutdy dinhto ththe constit
1 

utiophal of 11 ~ws a1~d rulings made by the U.S. Supreme 
_ our an ow ey app y ~o t e po ice :of 1cer in the field. 

ffe;.'',:: ·Prerequisite: Non_e 
i;;· 

''T-PSC 208 Police Problems and Practices 5 0 5 
'.\;:··:-~his course deals with problems that confront the law officer such as: public 
,::;,: ·-relations, applied psychology, drugs, gambling, and many more problems in large 
y_~ and small.cities and towns. 
31-:\•' 
·,.--=·--.Prerequisite: None 
t?''-'_-

f.·,•·.,··,

1
.•

1

:.·, .• ,· JT-CJC.
1
10

0
2 Juvenile D

1 
elinquency and Adolescent Psychology 3 O 3 

uven1 e eflnquency Child Psychology is a course in which social factors 
•'!:::'!' ;and influences in child psychology and juvenile delinquency are studied. Special 
-;~;:;· .emphasis is pl.aced upon the role of the family, the peer groµp and the school 
t;~-:; on .a child's life. An attempt is also made to identify the problem of juvenil~ 
'.~.>. delinquency and to present students_ with a number of different views as to the 
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, --~·~· ...... u1uuons to the problem of juvenile delin- -,·'·t 

quency. 

Prerequisite: None 

Course Descriptions (Electives) 
T-POL 103 local and State Government 

.,,, 

A study of -state and -local government, state-federal interrelationships, the 
tunct_ions and prerogatives of the branches. Problems of administration, legal +;j 
procedures, law enforcement, police power, taxation, revenues, and appropri- '.:-1 

ations. Special attention will be given to North Carolina. . 

Prerequisite: None 

T-POL 104 The national Government 
,,~~ 

3 0 3 : 
English and colonial background, the articles of confederation, and the framing· 
of the federal constitution. The nature of the federal union, national, federal 
powers, and political parties. The general organization and functioning of 
national government. 

Prerequisite: None 

T·SOC 107 Introduction to Sociology 3 0 J 
The study of the characteristics Of human society. Special emphasis is: placed 
on the inter-relationships of culture and personality, the development of social 
groups and social institutions, and the influence of social structure upon in­
dividual behavior. 

Prerequisite: None 

T .SOC 109 Urban and Rural Community Organization 3 0 3 
A study of the regions of a geographic area with a concentration in the parti· 
cUlar problems which are existent in a particular area. 

Prerequisite: None 

T .SOC 108 Current Social Problems 3 0 3 
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 acquainted with the cause and effect relationship of some of the 
significant social problems today. 

Prerequisite: None 

T -PSC 207 Police Organization and Administration 3 0 3 
Introduction to principles of organization and administration, discussion of 
the service functions, e.g., personnel management, police management, training,. ·~:: 
communications, records, property maintenance, and miscellaneous services. 

Prerequisite: None 

T .PSC 209 Arms Care, Identification, and Training 3 0 3 
This course acquaints the student with the proper care and use of.the weapons 
in the police arsenal. The student also is taught how to effectively shoof the 
police service revolver on the pistol range. 

Prerequisite: None 
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EARLY CHILDHOOD SPECIALIST 

The Early Childhood Specialist program has been designed to provide 
students with the necessary educational tools to pursue the following 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. 
Auxiliary day care - head start, public scho_ol, and child welfare personnel. 
Day care administration assistants. 

With additional individualized attention in specialized areas, students may 
also learn to operate their own child care facilities. 

Three exit levels are possible within the curriculum: 
(1) Child care worker certificate - completion of one to three quarters 

of the Early Childhood Specialist curriculum. 
{2} Child Care Diploma - campleti.on of at least one year or four quarters 

of work in the Early Childhood Specialist curriculum. 
{3) Early Childhood Specialist Degree - completion of two years or eight 

required quarters~ 

ASSOCIATE OF APPLIED SCIENCE DEGREE 
IN EARLY CHILDHOOD SPECIALIST 

Required Courses 
*+T-EDU 101' Working With Young Children 
*+T-EDU 123 Creative Activities for Young Children 
* + T ·EDU 124 Introduction to Early Childhood Education 

- * T-EDU 114 Audio-Visual Instruct 
• T-EDU 226 Early Childhood Curriculum 
* T-EDU 230 Seminar on Day Care 
* T-EDU 229 Parent Education 
*+T-ENG 101 Grammar 
*+T-ENG 102 Composition 

• T -ENG 204 Effective Speaking 
* T-ENG 217 Children's Literature 
* T·ENG 218 Language Arts for Young Children 
*+T-PSY 105 Human Growth &·Development I 
* T.,PSY 106 Human Growth·& Development II 
• T-PSY 120 Child Psychology 
*+T·PSY 206 Introduction to Psychology 
*: T·MAT 102 Metrics 
• T-SOC 105 Marriage & Family 
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Class/lab./Credit 
3 0 3 
3 2 4 
3 0 3 
3 2 4 
3 0 3 
5 0 5 
3 0 3 
3 0 3 
3 0 3 

3 
3 
3 
4 
4 
3 
3 
3 
3 

0 
2 
0 
0 
0 
0 
0 
0 
0 

3 
4 
3 
4 
4 
3 
3 
3 
3 



---·- _..,.., ...... ,..,,. 1ur r oung {;hildren 3 0 3 
*+T-NUT 102 Nutritioh for Young Children 3 0 3 
*+T-EDU 176 Practicum 1 10 2 
"+T-EDU 177 Practicum 1 10 2 
"+T-EDU 178 ·Practicum 1 10 2 
"+T-EDU 179 Practicum 1 10 2 
* T-EDU 180 Practicum 1 10 2 
* T-EDU 181 Practicum 1 10 2 
* T-EDU 182 Practicum 1 10 2 
* T-EDU 183 Practicum 1 10 2 

+Required courses for Diploma 
*Required courses for Associate Degree 

Approved Electives Class/Lab./Credit 
T-ENG 105 Reading Improvement 3 0 3 
T-EDU 225 Day Care/Preschool Children 3 0 3 
T-EDU 227 Staff Training for.Day Care 3 0 3 
T-EDU 228 Organization & Administration of Day Care Cen. 4 0 4 
T-SDC 104 Family: A Cross-Culture Survey 3 0 3 
T-BUS 102 Introduction to Typing 3 0 3 
T-PSY i21 Exceptional Children 3 0 3 

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

Required Quarter Hours Credit 
Elective Quarter Hours Credit 

Total Required for Associate in Early Childhood Specialist 

Required Quarter Hours Credit 
Elective Quarter Hours Credit 
Total Required for Diploma in Early Childhood Specialist 

Suggested elective oourses 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-SOC 105 Marriage and Family 
T-ENG 218 Language Arts for Young Children 
T-EDU 225 Day Care of Pre-School Children 

86 
12 

98 

41 
9 

50 

It is suggested that those persons who plan on working in or operating Child 
Care Centers take T-EDU 228 Organizatioii and Administration of Day Care 
Centers and 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 
Literature. 
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;,'.:-. 
"' . Course Descriptions 
}U:, T-ENG 101 Grammar 3 0 3 
_j:;.-.'- :. Designed to t:iid the student' in the improvement of self-expression in gramniar. 
'.:::)\:. The approach is functionaf with emphasis on grammar, diction, sentence struc­

;;;;>,· ture, punctuation, and spelling. Intended to stimulate students in applying the 
-·basic principles of English grammar in thefr day-to-day situations in industry 
. and social life. 

·e_rerequisite: None 

_T-ENG 102 Composition 3 0 3 
Designed to aid the ·student in the improvement of self-expression in all types 
of composition. 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 

Z~:, J-ENG 204 Effective Speaking 
~~'.,/ 

3 0 3 
.,<.,,, --·A study of basic concepts and principles of oral communications to enable ~!;, 

ir..:- -:-the student to communicate with others. Emphasis is placed on the speaker's 
-1~~(. :attitude, improving diction, voice, and the application of particular techniques 
!:-l/ of theory of correct speaking habits and to produce effective oral presentation. 
;{\:-~- Particular attention is given to. conducting meetings, conferences, and inter­
~f views. 

Prerequisite: T-ENG 101 

'J-PSY 206 Introduction to Psychology 3 0 3 

):-

,;!\-basic course presenting a study of behavior in terms of perception, motivation, 
"l_'earning, heredity, environment, and emotion. The student is introduced to 
;-different areas and specializations within the field of psychology. 

·.X:). Prerequisite: None 

3 0 3 'f T -MAT 102 Metrics 
-!;;'> _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. \); 
-Z' , Prerequisite: None 

;: :T-EDU 101 Working With Young Children 3 O 3 
'i};;. :: __ An introductory course designed to help students become familiar with the pre­
t· ·school child, with primary focus on the development of the child as influenced 
ti;· 'by family, peers, and siblings. 
t{ 'prerequisite: None 
_,,. __ 

;{ 'J-ENG 105 Reading Improvement 3 O 3 
}t' [).8signed td 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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4 0 4 
___ _. ... , .... 1:; aes1gned to give students theoretical background and ·practlcal 

knowledge in the application _of general principl_es in child development. 

Prerequisite: None 

T-PSV 106 Human Growth and Development II 4 0 4 
This course is designed to .continue application of principles learned -in T··PSY 
105 and introduce the student to principles of adolescent and adult growth and 
development. 

Prerequisit8' T-PSY 105 

T·EDU 123 Creative Activities for the Young Child 3 2 4 

Individual and group exploration of activities and media for promoting optimal 
overall development of children, with special emphasis on music, art, science, 
and oral language development. Laboratory experiences provide opportunities 
to plan specific activities tar pre-school children. 

Prerequisite: None 

T·EDU 124 Introduction to Early Childhood Education 3 0 3 
This course is designed to introduce students to the various "schools of thought·' 
in Early Childhood Education and their applications, in Schools for Young 
Children. 

Prerequisite: None 

T-NUT 102 Nutrition for Young Children 3 0 3 

Study of basic nutrition, with emphasis· on {1) methods o: helping child_ren 
and their famili~ learn nutritional concepts, and {2) planning balanced diets 
for pre-school children. 

Prerequisite: None 

T-PSV 120 Child Psychology 3 0 J 

This course is designed to instruct in the "nature and nurture" of young children 
in their homes and in comm!Jnity /school experiences. 

Prerequisite: T-PSY 105 & 106 

T -H EA 101 Personal Health and Hygiene 3 0 3 
A. study of the health of the individu_al as it relates to understanding the fun­

' ction, care, and interaction of persons and their environment. 

Prerequisite: None 

T-MUS 101 Music Education for Young Children 
Introduction to music and its influence on the developing child. Emphasizes 
music as an aid to motor development, socialization, and language development. 

Prerequisite: None 

T-EDU 225 Day Care of Pre-School Children 
The day care approach to care and education of young children and its role in 
the co~munity as a supplemental family are the primary focus of this course. 
Students enrolled in this course will work with current and historical appro· 
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aches to day care; 

Prerequisite: T·EDU 124 

T·EDU 226 Early Childhood Curriculum 3 0 3 
A study of- the principles of curdculum in the nursery school, kindergarten, 
day care center, and early· pdmary grades. Students will learn curriculum 
cons~ruction ahd development, with emphasis on the pre-school child. 

Prerequisite: T·EDU 101 & 124 

T -ENG 217 Children's Literature 3 2 4 
.An introductory course, which emphasizes understanding children and their 
needs in relationship to children's literature~ authors, and artists. This course 
has a two-hour lab and students enrolled in the course will practice developing 
materials used in children's literature during lab time. 

Prerequisite: T~EOU 101 

T -EDU 227 Staff Training for Day Care 3 0 J 
The application of staff job descriptions and in-service training in day care are 
the primary 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 Instruction 3 2 4 
An introduction to the nature and use of audio-visual materials. Laboratory 
experiences 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, slide, opaque, overhead, 
and movie projectors. 

Prerequisite: None 

T-EDU 228 Organization and Administration of Child Development Center 
404 

An introductory course in day care administration, with primary emphasis on 
general principles in good business management and their application in day 
care centers. 

Prerequisite: None 

T·EDU 229 Parent Education 3 0 3 
Study of ways parents can be irlvolved in the child development center, of the 
purposes and value of hoine visitation, and of techniques for reporting child 
progress to parents. The role of the early childhood specialist in aiding parents 
in guidance of the child's development is emphasized. Each student will develop 
a series of programs appropriate for presentation to the parents of pre-school 
children. 

Prerequiste: None 

T·EDU 230 Seminar on Day Care 5 0 5 
This course is designed as a student "in-put'' course, efforts are concentrated 
toward the relationship between the early childhood courses taken and the 
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Prerequisite: T CENG 217 & T-EDU 226 

T-ENG 218 Early Childhood Experiences in Language Arts 3 0 3 
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 
developmentar skills. 

Prerequisite: None 

T-SOC 104 Family: A Cross-Culture Survey 3 0 3 
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 evolution 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 3 0 3 
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. 

Prerequisite: None 

T-BUS 102 Typewriting I 3 0 3 
An introduction to the touch typewriting system with emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence. 

Prerequisite: None 

T-SOC 105 Marriage and Family 3 0 3 
·Study of the family -as a social unit, with primary focus on -the influences of. 
family relationship$ during infancy and. -childhood. Historical patterns and the 
evolution of family roles in various types·-of cultures provide opportunities to 
analyze and interpret the influence of the culture and the family in relation to 
the larger society. 

Prerequisite: None 

EXECUTIVE SECRETARIAL SCIENCE 

The demaOd for better qualified secretaries to work with professional 
persons -continues to increase·. These cu·rricula are designed to produce in­
dividuals who. will be well-versed in the accepted procedures they will en-
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counter on the job. 

The graduate of the· Executive Secretary program can expect employment 
as a stenographer or secretary in organizations such as insurance companies, 
banks, industrial plants, and state government. 

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 techniques needed iii 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 course in the 
theory and practice of reading and writing shorthand. Students who demon· 
strate proficiency are exempted from the first course~ 

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 
JN SECRETARIAL SCIENCE 

Required Courses Class/Lab./Credit 

. T-BUS 101 Introduction to Business 5 0 5 
T-BUS 102 Typewriting I 2 2 2 
T-BUS 103 Typewriting 11 2 2 2 
T-BUS 104 Typewriting 111 2 2 2 
T-BUS 105 Typewriting IV 2 2 2 
T-BUS 106 Shorthand I 2 2 2 
T-BUS 107 Shorthand 11 2 3 3 
T-BUS 108 Shorthand 111 2 3 4 
T-BUS 109 Dictation·& Transcription 2 3 3 
T-BUS 110 Business Machines 2 2 3 
T-BUS 112 FiHng 3 0 3 
T-BUS 115 Business Law I 3 0 3 
T-BUS 120 Principles of Accounting 5 0 5 
T-BUS 206 Business Communications 5 0 5 
T-BUS 210 Dictation & Transcription 2 2 3 
T-BUS 211 Office Machines 4 0 4 
T-BUS 212 Secretarial Procedures 5 0 5 
T-BUS 213 Secretarial Practicum 3 3 4 
T-ENG 101 Grammar 3 0 3 
T-ENG 102 Composition 3 0 3 
T-ENC 204 Effective Speaking 3 0 3 
T-MAT 102 Metrics 3 0 3 
T-MAT 110 Business Math 5 0 5 
T-ECO 102 Economics I 5 0 5 
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1-PSY 206 Introduction to Psychology 

Approved Electives 
T-BUS 116 Business Law II 
T-BUS 123 Business Finance 
T-BUS 247 Business Insurance 
T-BUS 239 Marketing 
T -BUS 272 ·Principles of Supervision 
T-EDP 104 Introduction to Data Processing 

3 0 3 

Class/Lab./Credit 
3 0 3 
3 0 3 
3 0 3 
5 0 5 
3 0 3 
3 0 3 

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

Required Quarter Hours Credit 
Elective Quarter Hours Credit 

Total Required Hours for Associate Degree in Secretarial Science 

62 
34 
96 

Course Descriptions 
T-ENG 101 Grammar 3 0 3 
Designed to ai~ the st~dent i.n the improvement of self-expression in grammar. 
The approach 1s functional with emphasis on grammar, diction, sentence stfuc­
tur~, pu~ct~at.ion, and spelling. Intended to stimulate students in applying the 
_basic· p:1nc_1ples· of English grammar in their day-to-day situations in industry 
and social life. 

Prerequisite: None 

T-ENG 102 Composition J o 3 
Designed t?. aid the student in the improvement of self-expression in all types 
of comp?s1t1on. The student will have the experie.nce 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 Speaking J o 3 
A study of basic concepts and principles of oral communications to enable 
th~ stude~t to ~omm_un_icate ~ith others. Emphasis is placed on the speaker's 
attitude, improving d1ct10~, voice: and the application of particular techniques 
of t~eory to cor~ect ~pe~k1ng habits and to produce effective oral presentation. 
Particular attention is given to conducting me~tings, conferences, and inter­
views, 

Prerequisite: T-ENG 101 

T-PSY 206 Introduction to Psychology 3 o 3 
A ba~ic course ~resenti~g a study of behavior in terms of Perception', motivation, 
le_arn1ng, heredity, environment, and emotion. The student is introduced. to 
different areas and specializations within the field .of psychology. 

Prerequisite: None 
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102 Metrics l 0 3 
This. will be a thorough. study of the fnetric system. All- of the various symbols 
and: terms as well' as weights, sizes, and measurements will·be taught. -

Prerequtslte: None 

T-B US 106 Shorthand I 2 2 3 
A beginning course in the theory and practice of reading and writing shorthand. 
Emphasis on phonetics, penmanship, word families, brief forms, and phr.ases. 

Prerequisite: None 

T-BUS 107 Shorthand II 2 3 3 
Continues the study of theory with greater emphasis on dictation and elemen­
tary transcription. , 

Prerequisite: T-BUS 106 & 102 

T-B US 108 Shorthand Ill 2 3 3 
Theory and speed-building. lntroducti'on to office-style dictation. Emphasis 
On development of speed in· dictation and accuracy in- transcription. 

Prerequisite: T-BUS 106 & 107 

T-BUS 109 Dictation & Transcription I 2 3 3 
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 di'ctation of familiar and unfamiliar material at varying rates 
of speed. 

Prerequisite: T-BUS 106, 107, 108, & 109 

T-BUS 210 Dictation & Transcription II 2 2 3 
Further practice and development of the skill of taking dictation and of trans­
cribing at the typewriter materials appropriate to the business office, which 
rncludes a review of the theory and the dictation of familiar and unfamiliar 
material at varying rates of speed. 

Prerequisit~: T-BUS 106, 107, 108, & 109 

T-BUS 102 Typewriting I 2 2 3 

An introduction to the touch typeyvriting system· with emphasis on correct 
techniques, mastery of the keyboard, simple business correspondence. 

Prerequisite: None 

T-BUS 103 Typewriting II 2 2 3 
Instruction emphasizes the development of speed and accuracy with further 
mastery of correct typewriting techniques. These skills and techniques are 
applied in tabulation, manuscript, correspondence, and business forms. 

Prerequisite: T·BUS 102 or the equivalent 
(Speed requirement: 25 words per minute for three minutes) 

T-BUS 104 Typewriting Ill 2 2 3 

Emphasis on production typing problems and speedbuilding. Attention to 
the deveJapment of the student's abil'ity to function as an expert typist, pro-
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ducing mailable copies. The production units are tabulation, manuscripts, 
correspondenc.e antj business forms. 

Prerequisite: T-BUS 1"03 or the equivalent 
{Speed requirement: 35 words per minute. for five minutes) 

T-BUS 213 Secretarial Practicum J 3 4 
Designed to prOvide work experience in a simulated office environment. 
Prerequisite: A!! Other Secretarial Requirements. 

T-BUS 101 Introduction to Business 5 0 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, inter· 
nal organiZation, and management. 
Prerequisite: None 

T-MAT 110 Businesslli1ath 5 0 5 
This course stress_es the fundamental operations and their applications to bus­
iness problems. T epics covered-.inc!ude 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-ECO 102 Econom.ics I 5 0 5 
An introductory survey of fundamental economic principles. Topics include 
the market system, supply_ and demand, costbeiiefit analysis, money and _hank· 
ing, fiscal and monetary policy, production and distribution of national income. 
Prerequisite: None 

T·BUS 206 Business Communications 5 0 5 
Devel9ps 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 inquiry. 

Prerequisite: T-BUS 102 & T-ENG 101 

T ·BUS 110 Business Machines 2 2 3 
A general sorvey of the business machines.. Stuqents will receive training in 
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 .jn math. 

T·BUS 120 Principles of Accounting 5 0 5 
This course has as its purpose the development of the prihciples, techriiques 
and an understanding of the mechanics· of accounting. Collecting, summa­
rizing, analyzing, and reporting information about ·serviCe and mercantile enter­
prises will include practical application to the principles learned. 
Prerequisite: T-MAT 110 
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T-BUS 115 Business Law I 3 0 3 
A general course designed to acquaint the student with certain fundai:nentals 
and principles of business law, including contracts, negotiable instruments, 
and agencies. 

Prerequisite: None 

T-BUS 211 Office Machines 4 0 4 
Instruction in the operation of the 'bookkeeping-accounting machines, dupl­
icating and reproducing equlpment, and dictating and trariscribing machines. 

Prerequisite: T·BUS 102 

T-BUS 112 Filing 3 0 3 
Fundamentals of indexing and filing, combining theory and practice by the use 
of miniature letters, filing boxes and guides. Emphasis is placed on alphabetic, 
geographic, numeric, and subject filing. 

Prerequisite: None 

T-BUS 212 Secretarial Procedures 5 0 5 
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 
records, purchasing of suppli.es, office organization, and insurance claims. 

Prerequisite: All other Secretarial Requirements 

T-BUS 105 Typewriting IV 2 2 3 
This is a~ advanced course with emphasis on production typing problems and 
speedbuilding. Particular attention is given to the development of the student's 
ability to function as an expert typist, producing mailable copies. 

Prerequisite: T-BUS 104 or the equivalent {Speed requirement: 50 words 
per minute for five minutes) 

T -BUS 272 · Principles of Supervision 3 0 3 
Introduces the basic responsibilities and duties of the supervisor and his re­
lati'onship to superiors, subordlnates, and associates. Emphasis on securing 
an effective work force and the roles of the supervisor. Methods of supervision 
are stressed. 

Prerequisite: T ·BUS' 101 

T-BUS 123 Business Finance 3 .. 0 3 
Financing 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 Law II 
A continuation of Business Law I. 

Prerequisite: T-BUS 115 

T-BUS 247 Business Insurance 

3 0 3 

3 0 3 
A presentation of the basic principles of risk insurance and their appUcation. 
A survey.of the various types of insurance is included. 
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T-B US 239 Marketing 5 0 5 
A general sutvey. of the field of marketing, with a detailed study of the funct~ 
ions, policies~ and institution~ involved in the marketing process. 
Prerequisite: None 

T-EDP 104 Introduction to. Data Processing 3 0 3 
Fundamental concepts and operational principles. of data processlng systems, 
as an: aid in developing a basic knowledge of computers, prerequisite to the 
detailed study of particular computer problems. 

Prerequisite: None 
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VOCATIONAL DIPLOMA PROGRAMS 

AIR CONDITIONING AND REFRIGERATION 

In recent years the use cif air conditioning and refrigeration equipment has 
increased tremendously. Practically all- new building construction for business 
and commercial use have "all year" comfort systems. Many homes now have air 
conditioning and the trend is toward greater use of uall year" _systems of cooling 
and heating. .The food 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 
trained personnel to install, operate, maintain and service this equipment. 

This curriculum ls designed to give the students practical knowledge that 
will enable them to become capable-service people in the industry. The prin· 
ciple objective has been to outline the required technical. and related instruction 
to enable them .to u_nderstand the basic principles involved in the construction, 
operation, and maintenance of equipment. Job opportunities exist with com· 
panies that specialize in air conditioning, automatic heating, sheet metal and 
commercial refrigeration installation and service. The service person is employ· 
able in areas of sales, maintenance, installation and in the growing fields of 
trucks and trailer refrigeration. 

Required Courses 

AHR 1121 Air Conditioning and Refrigeration I 
AHR 1122.Air Conditioning and Refrigeration II 
AHR 1123 Air Conditioning and Refrigeration Ill 
AHR 1124 Air Conditioning and Refrigeration IV 
ENG 1'102 Communication Skills 

Class Shop Credit 
l:"frs. Hrs. Hrs. 

15 12 19 
10 17 15 
5 22 12 
5 22 12 
3 0 3 

Contact 
Hrs. 

297 
297 
297 
297 

33 

Total Credit Hours Required.For Graduation ...................... 6t 
Total Contact Hours ·1n Program .............. ." .............. 1221 

Course Descriptions 
FIRST QUARTER 

AHR 1121 Air Conditioning and Refrigeration I 15 12 19 
lncl"uded in ·this course will be a study of ,the· principles ·o.f :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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-· ·- '""' 1u111.;L1on or the basic component parts of 
the systems will be looked at. , Other topics will include the basic laws 
of refrigeration, the characteristics and comparison of the various refriger­
ants, along with the use and construction of valves, 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 dimensioning procedures will be studied. 

Prerequisite: None 

SECOND QUARTER 

AHR 1122 Air Conditioning and Refrigeration II 10 17 15 

This course will include the study of applied electricity, automatic controls, 
and blueprint reading for air conditirining. 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. Jn the area of automatic 
CQntrols, the types of controls and their functions in the air conditioning 
system will be studied. The controls to be included in this tudy will be 
electric and pneumatic controls 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 Ill 5 22 12 

This course will include the study of domestic and commercial refrigeration. 
Domestic refrigeration servicing of conventional, hermetic, ·and absorption 
systems wilt be studie_d. Cabinet care, controls, and system maintenance 
in domestic r'efrigerators, freezers, and window air conditioning units is 
stressed. Commercial refrigeration servicing- of -display cabinets, walk-in 
cooler and freezer units, and mobile refrigeration systems are studied. The 
use of manufactui-er's catalogue in sizin_g and matchirig System components 
and a study of controls, refrigerants, and servicing methods are ma.de. 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 IV 5 22 12 

The modern all-year con-fort systems will be studied during this quarter. 
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The auxHiary equipment used in cqnjunction with refrigeration systems 
to provide both heating and air conditioning for all-year comfort wiH. be 
studied and set up in the laboratory. Included will be oil-fired systems, 
gas-fired systems, water~circulating systems, and electric resistance systems. 
The· installation of heat pumps _will be studied along with servicing tech­
niques. R·eversing valves, special types of thermostatic expansion valves, 
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 wiH be required to take a 
course in Communications· SkHls 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 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 in our Individualized Instruction Center in 
which they might have an interest. The students may t!'lke these courses 
at their q_onvenince. 

ENG 1102 CommunicationsSkills 
Designed to promote effective communication through correct language 
usage in speaking and w_riting. 

AUTO BODY REPAIR 

The field of automotive body repair and painting needs may more we//­
trained people to meet 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 fearnihg skills and practicing these skills on car bodies and their 
component parts .. Every attempt is 'made to make these practical experie.nces 
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 

AUT 1111 Auto Body Repair I 
AUT 1112 Auto Body Repair 11 
AUT 1113 Auto Body Repair 111 

Class 
Hrs. 
5 
5 
5 
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Shop 
Hrs. 
22 
22 
22 

Credit 
Hrs. 
12 
12 
12 

Contact 
Hrs. 
297 
297 
297 



..... ..., vuoy Kepair IV 
ENG 1102 Communication Skills 

5 22 12 297 
3 0 3 33 

Tata!. Credit Hours Required For Graduation ...................... 51 
Total Contact Hours In Program ............................. 1221 

COURSE DESCRIPTION 

FIRST O.UARTER 

AUT 1111 Auto Body Repair I 5 22 12 

:4-uto Body Repair I includes a thorough study of the forming of stee.1 
into the. complex contours of ~he presen_t day. vehicle. Additonally, the 
s~udent is exp?sed to the. straightening and aligning of damaged areas. 
The student will also be introduced to the basic principles of welding 
during this quarter. 

Prerequisite: None 

SECOND 0.UARTER 
AUT 1112 Auto Body Repair 11 5 22 12 

Auto Body Repair Ii will be a thorough study of the requirements for a 
metal worke~. Th~ use of essential tools, the forming of flanges a·nd beads, 
and the stra1ghtentng of typical auto body damage will be included. The 
student should begin to acquire skills such as the shaping of angles of the 
body and fenders, metal working and painting. There will be continued 
practices in automotive welding skills. 

Prerequisite: AUT 1111 

THIRD 0.UARTER 

AUT 1113 Auto Body Repair Ill 5 22 12 

This course will include a thorough study of metal finishing and pa.inting 
as well as trim, glass_, and radiator repair. The use and application of .power 
tools along with the complete vehicle painting process will be included in 
this quarter. The student will -be exposed 1:0 the methods of removing 
and installing interior trim, as well as glass removal, cutting, fitting, and 
installations. The cooling system of an automobile with particular emphasis 
on the radiator will also be studied. 

Prerequisites: AUT 1111, AUT 1112 

FOURTH O.UARTER 

AUT 1114 Auto Body Repair IV 5 22 12 

This course will include instruction in the alignment of the automotive 
frame as well as the front end suspension system. The student wilJ also 

be exposed to all ph8ses of automotive body repair training during this 
quarter. This training wifl. include repair· order writing, parts purchasing, 
the estimating of damage, as well as all phases of general automotive body 
repair and refinishing. 

Prerequisities: AUT 1111, AUT 1112, AUT 1113 

Speical Note on Related Courses 

Automotive Body Repair students will be re.quired to take a course. in 
Communications Skill's before they are ellgibl'e far graduation. Also, they 
may be. required to take a- course in Basic Mathematics if such a need is 
determined. Additionally, stadents in Auto Body Repair may take courses 
in Beginning Typing~ Smalt Business_ Operations, Business- Law, Small 
Business Taxes, the [Vletric· 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 convenienc_e. 

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

AUTOMOTIVE MECHANICS 

The Automotive Mechanics Program of studies prepares students for entry 
e~ployment as automotive mechanics. The program emphasizes practical shop 
experience to develop mechanical and teChnical skills. Related technical in­
struction covers the functional principles and operational characteristics· of the 
components of a modern automobile. 

Instructional units are devoted to automotive fundamentals, engines, auto· 
motive electrical and fuel- systems, automotiv-e chassis and· power. train units, 
autornotive air-conditioning, chassis and suspension systems, and general repair 
and s_ervicing practices. Successful COO'.lpletion of the program allows individuals 
to enter the following occupational fields: Auto Mechanic; Parts Manager; 
Truck Mechanic; Maintenance Service; Dealer Service Manager; Factory 
Representative; and Sales Technician. 

Each student may choose the training program desired. The options are: 
(1) One Year Diploma Program -4 quarters; {2} Two Year Diploma Program-
8 quarters. 
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REQUIRED COURSES Class/Shop/Credit/Contact 

AUT 1101 Automotive Mechanics I 5 22 12 297 
AUT 1102 Automotive Mechanics 11 5 22 12 297 
AUT 1103 Automotive Mechanics 111 5 22 12 297 
AUT 1104 Automotive Mechanics IV 5 22 12 297 
ENG 1102 Communication Skills 3 0 3 33 

T0;ta! Credit Hours Re.quired For Graduation ............. ,_ ........ 51 
(One Year Diploma Program) · 

Total Contact-Hours in Program ........................ ~. 1221 

TWO VEAR OPTION: COmpletion of One Year 9iploina Pro~ram Plus 

AUT 1105 Automotive Mechanics V 5 22 12 297 
AUT 1106 Automotive Mechanics VI 5 22 12 297 
AUT 1107 Automotive Mechanics VI I 5 22 12 297 
AUT 1108 Automotive Mechanics VIII 5 22 12 297 

Total Credit Hours- Required For-Graduation .................... 99 
Total Contact Hours In Program .......................... 2409 

COURSE DESCRIPTIONS 

FIRST QUARTER 

AUT 1101 Automotive Mechanics I 5 22 12 
This course will emphasize the fundamentals principles of the internal 
combustion .engine. Studies will be made on engine design, engine con­
struction, and engine operation. Emphasis will be placed on how design 
and construct.ion clffect the operation and power produCtion. Mechanic 
tools and shop safety rules and regulatian·s will be emphasized during this 
course. 

Prerequisite: None 

SECOND QUARTER 

.AUT 1102 Automotive Mechanics II 5 22 12 
This course will be an introduction to the sub-sVstems of the internal 
combustion engine. The sub-systems will ihclude the· electrical system, 
the fuel system, and .cooling systems. The students should be.gin to see· -the 
very close and necessary relationship that these systems have in the com­

. plete operation of the automotive engine. 

Prerequisite: AUT 1101 
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THIRD QUARTER 

AU'f 1103 Automotive Mechanics HI 5 22 12 
A study of the automotive p_ower train system will be made during· this 
course. Emphasis will. be placed on the various kinds pf transmissions, 
the drive-line, the rear axle, and the differential. 
Prerequisite: None· 

FOURTH QUARTER 

AUT 1104 Automotive Mechanics IV 5 22 12 
This- course will be an introduction to the automotive braking and sus­
pensions systems. -The types of brakes, their requirements, and the special 
tool needs will be studied. Additionally,· the automotive chas_sis and sus 
pension systems will be looked at with special emphasis placetl on shock 
absorbers, springs, steering systems, steering leakage, and the front-end 
alignment. 

Prerequisite: None: 

Special Note on Related Courses 
Automotive Mechanics students will be required to take a course ·jn 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 Automotive Mechanics may tal<e .courses 
in Beginning Typirlg, Small Business operations, Business law, Small 
Business Taxes, the Metric System, and any other course that is taught 
in our lndividua(ized Instruction Center in whicli 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. 

FIFTH QUARTER 

AUT. 1105 Automotive Mechanics V 5 22 12 
This course will be a comprehensive study of the performance require­
ments and the diagnostic testing of the automotive engine and the related 
systems that make up the 'power base in the _automobile. Also included 
will be the operation of· engine testing equipment and· of the machining 
processes. 

Prerequisite: AUT. 1101 

SIXTH QUARTER 
AUT 1106 Automotive Mechanics VI 5 22 12 
This course will pro_vide-"an in-depth study of all components in the power 
train. Testing and rebuilding of the power train will be emphasized during 
th is quarter. 

Prerequisite: AUT 1103 
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SEVENTH QIJARTER 

AUT 11117 Automotive Mechanics VII 5 22 12 
Testing and rebuilding of all units of the automotive braking and suspension 
systems-wU-1 be Included i.n this course; Special emphasis will be placed on 
wheel_ alignment and the machining processes involved in repairing brakes. 

Prerequisite: AU-T 1104 

EIGHTH QUARTER 

AUT 1108 Automqtive Mechanics VIII 5 22 12 
This course is designed to acquaint .the student-with the day-to-day opera­
tional processes of the automotive shop. Job ·estimating, parts purchasing, 
and proper customer reJatrons will be emphasized. North Carolina Inspect­
ion Laws and shop- safety regulations will be tau91t in this course. The 
student will also be provided the opportunity to practice his previous 
training· experiences In ,this curriculum. 

Prerequisite: Completion of all other automotive courses. 

ELECTRICAL INSTALLATION ANO MAINTENANCE 

The rap.id expansion of the national economy and the increasing develop­
meiit of new etectrical. products is providing a growing need for qualified people 
to install and maintain electrical equipment. By mid-1960 more. than 350,000 
were employed as eit~er 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-
1.edge, 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 
taugh~ in class. 

The gradl!ate of the electrical trades program will ·be qualified to enter an 
electrical trade as an on-the-job trBinee or apprentice, and to assist in the-plan­
ning, layout, iiistallation, 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 
wHI·. have a basic knowledge of motor and motor ·control systems; industrial 
e-lectronlc control systems; business procedures, orgariization, and practices; 
communicative skills; and the necessary background tO be able to advance 
through experience and additional training through upgrading courses offered 
in the center. 
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REQUIRED COU.RSES Class Shop Credit Contact 
Hrs. Hrs. Hrs. Hrs. 

ELG 1122 Electrical Installation & Maintenance 5 22 12 297 
ELG 1123 Electrical lnstaflation & Maintenance 5 22 12 297 
ELG 1124 Electrica.l Installation & Maintenance 5 22 12 297 
ELG 1125 Electrical Installation & Maintenance 5 22 12 297 
ENG 1101 Communication Skills 3 0 3 33 

Total Credit Hours Required For Graduation ....................... 51 
Total Contact Hours In Program ............................. 1221 

FIRST QUARTER 

ELC 1122 Electrical Installation & Maintenance I 5 22 12 

This course will proyide basic background information on electricity for 
the student. The production of electricity, its many uses, and the neces­
sar)y precautions when dealing with electricity will be emphasized. The 
fuRdamentals of blueprint reading, planning, layout, and installation of 
wiring in houses will also be covered. 
Prerequisite: None 

SECOND QUARTER 

ELC 1123 Electrical Installation & Maintenance II 5 22 12 
This course will continue the emphasis on residential wiring. Such things 
as services, switch-boards, lighting, fusing, wire sizes, branch circuits, cpn­
duits, and the National Electrical Code Regulations will be studied~·--.During 
this. quarter the student will be provided the oppdrtunity to install Wiring 
in a residence. This will be actual live project experi.ence. 

Prerequisite: ELC 1122 or prior electrical experience 

THIRD QUARTER 

ELC 1124 Electrical Installation & Maintenance Ill 5 22 12 
This course will be an in-depth study of in'dustrial motors and-.con_trols. 
fncluded will -be single and polyphase alternating .current circuiJ:Voltages; 
currents, power measurements, and industrial motors. lnstructiorl.-,-.wU./ 
also be provided in the use of electrical test instruments in circ_uit .~\·lal_y~iS. 
The basic concepts of alternating and direct curr-ent machines as ·weu as 
the study of thermostats and/or sequencing switches will be·intrOdUced.' 

Prerequisite: ELG 1123 
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FOURTH QUARTER 

ELC 1125 Electrical Installation & Maintenance IV 5 22 12 
This course will include the study of commercial and· industrial· wiring. 
Included will be commercial and industrial layout, planning, and instal­
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 Electrical 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 
convenience. 

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

LIGHT CONSTRUCTION 

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

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

Carpentry is ·covered thoroughly frOm rough fralning to cabinet making 
and trim work. A well 'equipped.woodworking shop is pi"ovided so that students 
gain experience with a wide range of'woodworking machinery. 

Electrical and mechanical installati'ons are covered so that students are made 
aware of the problems ot' several trades working together tp bi.Jild a finished 
structure. 
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' l 
:REQUIRED COURSES 

Class Shop Credit Contact 

·'! 

\, i 

CONS 1001 Light Construction J 
CONS 1002 Light Construction II 
CONS 1003 Light Construction JJJ 
CONS 1004 Light Construction JV 
ENG 1102 Communication Skilis 

Hours Hours 

5 22 
5 22 
5 22 
5 22 
3 0 

Hours Hours 

12 297 
12 297 
12 297 
12 297 
3 33 

Total Credit Hours Required For Graduation ...................... 51 
Total Contact Hours In Program ............................. 1221 

COURSE DESCRIPTION 

Class/Shop/Credit 

FIRST QUARTER 

CONS 1001 Light Construction I 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 Li~t Construction II 5 22 12 
This course will include expe~ience with all power·hand tools and shop 
equipment. All woodworking techniques, basic cabinet construction, 
blµeprint reading will be· included. Actual construction experiences will 
will.be provided during this quarter. 

Prerequisite: CONS 1001 or prior experience 

THIRD QUARTER 

CONS 1003 Light Construction Ill 5 22 12 
This course will provide an in-depth study of the processes of construction 
framing, sheathing, and insulation. The processes involved in estimating, 
in drawing up specifications and in actual construction contracts will -be 
studied. Actual live project experiences will be provided the student during 
this time. 

Prerequisite: CONS 1002 
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~uiu~ 1UU4 light Construction IV 5 22 12 
lnc~uded. in this cou.rse Will be a session on advanced framing, along with 
ba~ic stair. con~truct_1on. Also included will be extensive experience in ex­
terior and i~terror tr~m work. By the end of this quarter, the student sholild 
have extensive experience in all light construction processes. 

Prerequisite: CONS 1002, CONS 1003 

Special Note on Related Courses 

Ligh~ C?nstruc~ion students will be required to take a course in Com­
mun1cat_1ons Skills before they are eligible for graduation. AtsO, ,they may 
be_ required t? .take a course in Basic Mathematics if such a need is deter­
~1ned. . ~dd1t1o_na.lly, students in Light Construction may take courses 
in ~eg1nn1ng Typing, S~all Business Operations, Business Law, Small 
~usiness Ta_x~s, t~e Metric System, and any other course that is taught 
~n our lnd1v1duahzed Instruction Center in which they might have an 
interest. The students may take courses at their convenience. 

ENG 1102 Communications Skills 
Designed to Promote effective 
usage in speaking and writing. 

communication through correct language 

LICENSED PRACTICAL NURSE 

T~e acc~~erated growth of . .popu.lation in North Carolina and rapid advance­
ment Jn med1ca1 tech~ology demand in increased- number of well-trained per­
sonn~I for health .services. Realizing this need, the State Department of Com­
mun1~ Colleges, in c~nju~ctic;in with local hospitals, administers programs of 
practical ~u~se education 1n local systems, community co·l!eges, tech0ical insti­
tutes and 1n industrial education centers throughout the state. 

!.he ai.m of· the Practical Nurse Education Program is to mak~ available to 
qualified pe~sons ~he opportunity to prepare for participation in care of patients 
a! _all ages, 1n various states of dependency, and with a variety of illness con­
d1t1ons. 

Stude~ts are sel~cted on the basi~ of de~Onstrated aptitude -for nursing 
as determined by pre-entrance tests, rnterviews with faculty members high 
~ch~ol record, character references, and reports of medical and dental 'ex -
1natron. am 
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__ .,. .. --~ ~"" vr1c-yt:tff program the student is expected to grow con­
tinuously in acquisition of knowledge and understandings related· to nursing, 
the biological sciences, the social sciences. and in skills related to nursing prac­
tice, communications, interpersonal relations, and use of good judgement. 
Evaluation of student performance consists of tests on all phases of course 
content, evaluation of adjustment to the responsibilities of nursing. A passing 
score of 80 is required on all graded work, plus demonstrated progress in appl­
ication of nursing skills to actual patient care. 

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

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

Job requirements for the Licensed Practical Nurse include suitable per­
sonal characteristics, ability to adapt knowledge and understandings of nurs­
ing principles to a variety of situations, technical skills for performance of 
bedside nursing, appreciation for differences of people and for the worth of 
every requirements of nursing ethics and hospital policies. 

REQUIRED COURSES 

FIRSTUUARTER Class/Lab./Credit/Contact 

PNE 1101 Anatomy 5 0 5 55 

NUT 1101 Nutrition 5 0 5 55 

NUR 1101 Basic Nursing (Microbiology~ 3 0 3 33 

PSY 1114 Psychology 5 0 5 55 

MAT 1119 Math 2 0 2 22 

NUR 1102 Lab 0 10 3 110 

20 10 23 330 

SECOND QUARTER 

NUR 1106 LP.N. Clinical Lab 4 12 8 176 

91 
! 

·i 



).' . 

0 33 
..,---• •vUJ;)l[jg 3 0 3 33 

I IU(S Obstretics 3 0 3 33 
PNE 1111 Pharmacology 3 0 3 33 
NUR 1103 Lab 0 6 2 66 

16 18 22 374 

THIRD QUARTER 

NUR 1107 LP.N. Clinical Lab 6 18 12 264 PNE 1103 Pediatrics 2 0 2 22 PNE 1106. Medical·Surgical Nursing 2 0 2 22 PNE 1109 Obstretics 2 0 2 22 PNE 1112 Pharmacology 2 0 2 22 NUR 1104 Lab 0 4 1 44 
14 22 21 396 

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 
PNE 1110 Obst reties 2 0 2 22 
PNE 1113 Pharmacology 2 0 2 22 
PNE 1114 Geriatrics - Legal Aspects 2 0 2 22 
NUR 1105 Lab 0 2 0 22 

16 20 23 396 

Course Descriptions 

FIRST QUARTER 

PNE 1101 Anatomy 5 0 5 
A study of the structure of the human body, including a discussion of the 
body's main structural units and the interworking rel<itionship between 
systems. 

NUT 1101 Nutrition 5 0 5 
A study of how the .body takes in and uses food for' growth and deVelopment 
and the maintenance of good health concl_uding with a section on diet th-
erapy during disease. 

NUR 1101 Basic Nursing - Microbiology 3 0 3 
Includes a history of nursing, personal health and hygiene, introduction 
to ethics and legal aspects of nursing, and causes and prevention of disease, 

PSY 1114 Psychology 5 O 5 
Emphasizes individual, family, and community physical and mental health 
and assists students In developing attitudes basic to effective nursing of 
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patients of all ages and backgrounds. 

MAT 1119 Math 2 0 2 
This course includes a review of basic principles. of mathematics with an 
introduction to new principles necessary for pharmacology. 

NUR 1102 lab 0 10 3 
An introduction to the basic fundamentals and procedures of nursing 
developed through planned laboratory experiences. 

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 to current classroom and 
laboratory learnings. 

PN E 1102 Pediatrics 3 0 3 
An introduction to care of the sick child including discussions of the most 
common illness conditions and growth and development of the child. 

PNE 1105 Medical-Surgical Nursing 3 0 3 
An introduction to common medical-surgical condition including infection 
control, rehabilitation, and pre-operative and post-operative care. 

PNE 1108 Obstetrics 3 0 3 
An. introduction to maternity nursing, including pre-natal care and anatomy 
and physiology of the reproductive system. 

PNE 1111 Pharmacology 3 0 3 
This course includes an introdcution to the basic fundamentals of pharm­
acology, administration of medications and legal aspects. 

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

THIRD QUARTER 

NUR 1107 L.P.N. Clinical Lab 6 18 12 
A continuation of second quarter, including more complex situations of 
patient care and two weeks of nursing home experience. Also includes 
administration of medications to patients. 

PNE 1103 Pediatrics 2 0 2 
A continuation of care of the sick child in the hospital setting and an in· 
troduction to common pediatric procedures. 

PNE 1106 Medical·Surgical Nursing 2 0 2 
A study of each system of the body and the diseases and disorders which 
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PNE 1109 Obstetrics 2 0 2 
This course includes labor and delivery and common complications, and 
care of the newborn infant. 

PN E 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 4 1 
Activities are planned to assist students in gaining knowledge of needs of 
patients who are seriously ill and plan effective nursing care. 

FOURTH QUARTER 

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

PNE 1104 Pediatrics 2 0 2 
A discussion of diseases and disorders of the child related to body 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 aid care. 

PNE 1110 Obstetrics 2 0 2 
A continuation of the study of drugs related to body system and illness 
conditons. 

PNE 1114 Geriatrics - Legal Aspects 2 O 2 
An introduction to common problems and illness conditions of the elderly, 
reviews nursing laws and discusses job applications and resignations. 

NUR 1105 lab 0 2 .0 
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 quarters that cover the basic and advanced 
techniques of throwing, glaze calculation, marketing, and kiln building. The 
class enrollment is limited to insure individualized instruction. Each year, 
speGia! projects and guest craftsmen are introduced to enlighten students in 
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ne·w ideas and technical developments in clay. There is a spacious classroom 
area. The equipment consists of shimpo and Lockerbie wheels, electric kilns, 
stoneware, raku, and a salt kiln. 

REO.UIRED.COURSES Class/Shop/Credit/Contact 

CER 1001 Pottery I 5 25 12 330 
CEA 1002 Pottery II 5 35 16 440 
CER 1003 Pottery Ill 5 32 15 407 
CER 1004 Pottery IV 5 35 16 440 
ENG 1102 Communication Skills 3 0 3 33 

Total Credit Hours Required For Graduation ...................... 62 
Total Contact Hours In Program .............................. 1650 

COURSE DESCRIPTIONS 

Class/Shop/Credit 

FIRST QUARTER 

CER 1001 Pottery I 5 25 12 
This course will include the fundamentals· of the preparati.on and use of 
Clay. Methods of fabrication from hand building to wheel-thrown ware 
will be included. The processes of stacking and firi.ng the electric;: kiln as 
well as the exploring of different glazing and decorative techniques will 
be studied. 

Prerequisite: None 

SECOND QUARTER 

CER 1002 Pottery II 5 35 16 
The student will be 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
niques. An in-depth study of low fire kilns and glazes wit11 emphasis placed 
on Raku will be made. 

Prerequisite: CEA 1001 Or prior experience 

THIRD O.UARTER 

CER 1003 Pottery Ill 5 32 15 
This. course will 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 development of clay bodies and glazes 
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Prerequisite: CEA 1002 

FOURTH QUARTER 

CER 1004 Pottery IV 5 35 16 
This course wi·ll 'include concentrated instruction in high. and low fire glaze 
formulation. Also included will be the actual participation in the con­
struction of a kiln. The individual will ·Continue working on his ·own pr<r 
jects as well as ·study.ing marketing and sales techniques. ·Before graduation, 
each student will formally present their work.at any show of their choice. 

· Prerequisites: .CE R 1002, CEA 1003 

Special Note on Related Courses 

Pottery Production students will be required to take a course in Com­
munications Skills before they are eligible for graduation. It is suggested 
that the student take the communications skills requ·irement during the 
third quarter - three {3) hours per week time has been provided for this 
purpose. Also, they may be required to take a course in Basic Mathematics 
if such a need is determined. Additionally, students.in P-ottery Production 
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 stud.ents may take courses at their convenience. 

ENG 1102 Communications.Skills 
Designed ·to promote effective communication through correct language 
usage in spea.king and Writing. 

RADIO AND TELEVISION SERVICING 

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

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

The Radio & Television Servicing Program will prepare the student .. to 
establish his/her aWn business maintain an inventory and meet the.public in the 
repair shop and on service calls. 
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REQUIRED CDURSES Class/Shop/Credit/Contact 

ELN 1126 Radio & -Television Servicing I 5 22 .12 297 

ELN 1127 Radio & Television Servicing" 5 22 12 297 

ELN 1128 Radio & Television·Servicing Ill 5 22 12 297 

ELN 1129 Radio & Television Servicing IV 5 22 12 297 

ENG 1102 Communication Skills 3 0 3 33 

Total Credit Hours Required For. Graduation . , ............... · .... 51 
Total Contact Hours In Program ............. · ............. · .. 1221 

COURSE DESCRIPTIONS 

FIRST QUARTER 

ELN 1126 Radio & Television Servicing I 5 22 12 

In this quarter 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 circuit analysis as is 
applied to Radio & TV Servicing. To understand the operation o~ the 
system and in order to make certain repairs, the student must be able to 
make certain mathematical computations. Because of this, the student 
will be taught the.necessary mathematical skills during··this.quarter. 

Prerequisite: None 

SECOND QUARTER 

ELN 1127 Radio & Television Servicing 11 5 22 12 
During· this quarter instruction will include transistor theory, operation, 
characteristics and their· application to audio and radio frequency am­
plifier and os~illator ,circuits.. Principles of radio reception and practices· 
of servicing techniques on AM and FM receivers will be included. 

Prerequisite: ·eLN 1126 or prior experience. 

THIRD QUARTER 

ELN 1128 Radio & Television Servicing Ill 5 22 12 
This quarter will. include a continuatio~ Of transistor theory~ The·.pro.c.esses 
involved in radio trouble-Shooting will also be taught .during .this time. 
lns:tl-uction in the techniques o'f trou.ble-shooting and repair of ~-V receivers 
wi.th the proper .use of associated test equipment .will ~e stressed. Ad­
ditional study of mare specialized servicing techniques .and oScillOscope 
wave form analysis will be used in the adjustment, trouble-shooting, an.d 
repair of the television circuit. 

Prerequisite: ELN 1127 
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ELN 1129 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 a 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 othe'r 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. 

SMALL ENGINES AND EQUIPMENT REPAIR 

The program in Small Engines and Equipment Repair wi11 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 maintenance. 

The knowledge and use of practical skills wiH be explored in these various 
engines: lawn mowers, tractors, boat motors, mini·bikes· and motorcycles. 

REQUIRED COURSES Class/Shop/Credit/Contact 

PME 1101 Small Engines & Equipment Repair I 5 22 12 297 
PME 1102 Small Engines & Equipment Repair II 5 22 12 297 
PME 1103 Small Engines.& Equipment Repair 111 5 22 12 297 
PME 1W4 Small Engines &·Equipment Repair JV 5 22 12 297 
ENG 1102 Communication Skills 3 0 3 33 

· Total Credit-Hours .Required ·For Graduation .... 1 ••••••••••••••••• ·51 
Tota1 ·Contact Hours -In Program ..•. 1 •••••••• , • • • • • • • • • • • • • • • • 122-1 
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COURSE DESCRIPTIONS 

FIRST QUARTER 

PME 1101 Small Engines & Equipment Repair I 5 22 12 
This course will be a detailed study of the single cylinder, air-cooled engine. 
This study will include the engine systems for .ignition, fueling, cooling, 
lubrication, and how they are coordinated. Also included will be both 
two-cycle and four-cycle engines. The specific application of these engines 
to lawn mowers, garden tractors, and motor cycles will be taught. Exposure 
to the necessary welding processes will also be included during this quarter. 

Prerequisite: None 

SECOND QUARTER 

PME 1102 Small Engines & Equipment Repair II 5 zz 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, systematic diagnosis of problems, and recognition 
of detect~ve parts as well as routine servicing. Special attention is given 
to th~ cranking and charging systems that are unique to small engines in 
which the starter also serves as the generator. 

Prerequisite: PME 1101 or prior experience 

THIRD QUARTER 

PME 1103 Small Engines & Equipment Repair Ill 5 22 12 
This coUrse will introduce the students to the drives, brakes, and suspens· 
ion systems that are unique to riding lawn mowers and garden tractors. 
A complete study will be stressed. Hydraulic systems as they are used in 
lawn mowers and garden tractors will be studied in theory and practice 
during th is quarter. 

Prerequisite: None 

FOURTH QUARTER 

PME 1104 Small Engines & Equipment Repair IV 5 22 12 
This ·quarter will include a study of both motorcycle mechanics and out· 
board engines. Included will be motorcycles, motor scooters, rnini~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 

Special Note on Related Col(rse 
Small Engines & Equipment Repair students will be required to take a 
course in Communications Skills before they are eligible for graduation. 
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_ -· -~ .. , ud~I(; iv1atnematics if such a 
.. -~ ..... '" ucu:rrnined. Additionally, students in Small Engines & Equipment 
Repair 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 
convenience. 

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 nE:lcessary for them to become a competent taxidermist. 

. Dur_ing this program, the student will receive instruction and experience 
in the areas of preparing, stuffing, and mounting birds, fur-bearing animals, 
and fish. Instruction will also include in-depth study of local, state, and federal 
game laws as we!Las general ecology and the preservation of species. 

Students who receive the diploma in Taxidermy will be able to operate 
their own business or work for other taxidermists. 

REQUIRED COURSES Class/Shop/Credit/Contact 

TXY 1101 Taxidermy I 10 17 15 297 
TXY 1102 Taxidermy II 10 17 15 297 
TXY 1103 Taxidermy II! 10 17 15 297 
TXY 1104 Taxidermy IV 5 22 12 297 
ENG 1102 Communication Skills 3 0 3 33 

Total Credit Hours Required For Graduation .................. ~ ... 60 
Total Contact Hours In Program .............................. 1221 

COURSE DESCRIPTIONS 

FIRST QUARTER 

TXY 1101 Taxidermy I 10 17 15 
This course will concentrate on the bird kingdom with major emphasis 
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on game birds. Included will be proper measurin~ techniques, descomposit­
ion, and rebuilding 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 huntir1g and mounting 
of fish, fowl, and mammals is made. 

Prerequisite: None 

SECOND QUARTER 

TXY 1102 Taxidermy II 10 17 15 
This course will be a detalled study with related laboratory experience 
in the mounting of fur-bearing game animals. Included will be proper 
measuring techniques, decomposition, and rebuilding into mounted form 
and proper coloration. Mammal identification and study is emphasized 
as we'll as proven nlethods in the area of specie preservation. 

Prerequisite: None 

THIRD QUARTER 

TXY 1103 Taxidermy Ill 10 17 15 
This course will concentrate on the fish kingdom with related laboratory 
experience in th·e 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. Practical art techniques including the mixing and 

' application of paint to animal bodies, making paper mache' bases, and 
proper construction of wall plaques will be studied. 

Prerequisite: None 

FOURTH QUARTER 

TXY 1104 Taxidermy IV 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 research and pro­
jects related to taxidermy. This final course will also deal with environ­
mental problems of air, water, chemicals, and wastes as related to animals, 
plants, and birds. 

Prerequisite: TXY 1101, TXY 1102, TXY 1103 

Special Note on Related Courses 
Taxidermy 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 MathSroatics if such a need is determined .. Add­
itionally, students in Taxidermy may take courses in 13eginning Typing, 
Small Business Operations, Business Law, Small BuSiness Taxes, the Metric 
System, and any other course that js taµght in our Individualized Instruct~ 
ion Center in which they might have an .interest. The stUdents may take 
these courses at their convenience. 
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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 ihe 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 studEint 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 Class/Shop/Credit/Contact 

WLD 1120 Welding I 5 22 12 297 
WLD 1121 Welding II 5 22 12 297 
WLD 1122 Welding Ill 5 22 12 297 
WLD 1123 Welding IV 5 22 12 297 
ENG 1102 Communication Skills 3 o 3 33 

Total Credit Hours Required For Graduation .......................... 51 
Total Contact Hours In Program ..................... , ............. 1221 

FIRST QUARTER 

WLO 1120 Welding l 5 22 12 
This course will be an introduction into the basic gas we(ding and cutting. 
A study will be made of the various kinds of-welding equipment as well as 
the tools and terminology of the trade will be included. The student will 
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 blueprint reading will also be 
included. 

Prerequisite: None 
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SECOND QUARTER 

WLO 1121 Welding II 5 22 12 
Studies will be made of welding heats, polarities, and e/ctrodes 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. 

Prerequisite: WLD 1120 or prior experience 

THIRD QUARTER 

WLO 1122 Welding Ill 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. Also during this quarter, machines 
shop practices will be introduced so that the student can gather some basic 
skills in this area. 

Prerequisite: WLD 1121 

FOURTH QUARTER 

WLD 1123 Welding IV 5 22 12 
This course will involve extensive practices involved in the welding process. 
Also studied will be the metal bending processes involved in certification 
test procedures. 

Prerequisite: 

Special. Note on Related Courses 
WekJing 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 jf such a need is determined. Add­
itionally, students in Welding may take courses in Beginning Typing, Small 
Bcisiness 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 Jan_guage 
usage in speakin_g and wr-itin.g. 
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