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Mountain View
College

This catalog contains policies, regulations, and procedures in existence at the lime this publication
went to press. The College reserves the right 10make changes at any lime to reflect current Board
policies. administrative regulations and procedures, and applicable state and federal laws and
regulations. This catalog is lor informational purposes and does not constitute a contract., .



ACADEMIC CALENDAR

SUIIIIER SESSIONS, 1983

Rm~_~May30 M)
May 31June 1
June 3 F)
June 241~
June 30 R)
June 30 A)

Registration
Memorial day holiday
Classes begin
Las1 day for tuition refund
4111 class day
Last day to withdraw "W'
Final examinations
semester doses

Second S••• lon
July SiT) Aegistration
July7 A) Classesbegin
July 11 (M) last day for tuition refund
July 12m 4th class day
Aug.4 (R) Lastday to withdraw"W"
Aug.l0(W) Finalexaminations
Aug.l0(W) Semestercloses

FALL SEMESTER,1983
Aug. 17 (W) Faculty reports
Aug. 18, 19,22
(RFM) Registration
Aug. 23 (T) Faculty development
Aug.24(W) Classesbegin
Aug.27(S) Saturdayclassesbegin
Aug. 31 (W) Last day lor tuition refund
Sept.5(M) tabor Day holiday
Sept. 7 (W) 12th class day
Nov. 241R) Thanksgiving holidays begin
Nov.28 M) Classesresume
Dec.2 (F) last day tcwrtncraw "W"
Dec. 13m Last day of classes
Dec. 14-16,19
IWAFMI
Dec. 17($)
Dec. 19(M)

Final examinations
Final exams, Sat. classes
Semester closes

SPRING SEMESTER,1984
Jan: 9(M) Faculty reports
Jan.10.12(TWR) Registration
Jan. 13(F) Faculty development
Jan. 14($) Saturday classes begin
Jan. 16(M) Classes begin
Jan. 23 (M) Lastday lor tuition refund
Jan. 27 (F) 12thclass day
Feb. 16(R) District Conference Day
Feb. t 7 (F) Faculty development
Mar. 19(M) Springbreak begins
Mar. 23(F) SpringhOlidayfor all emplOyees
Mar. 26(M) Classes resume
Apr. 20 (F) Easter holidays begin
Apr. 23 (M) Classes resume
Apr. 27 (F) Last day to withdraw "W"
May 9 (W) Last day of classes
May 10.11, 14-15
IAFMT)
May 121S)
May15m
May1Sm

Finalexaminations
Final exams, Sat. classes
Graduation
Semester closes

SUMMER SESSIONS, 1984
FlrstS ... lo"

May 25(F)
May28(M)
May29(T)
May30(WI
June 1(F)
June 25(M)
JUIy2(M)
July 2(M)

SecondS,"lon
July 5(A)
JuIy9(M)
July 10m
July 12 (AI
Aug.3(F)
Aug.10(F)
Aug.10IF)

1

Registration
Memorial Day holiday
Classesbegin
last day for tuition refund
4th class day
Last day to withdraw "WOO
Final examinations
Semester closes

Registration
Oasses begin
Lastday for tuition refund
4th class day
Lastday to withdraw "W"
Final examinations
Semester closes
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MOUNTAIN VIEW COLLEGE

In southwest Dallas County,
Mountain View College is the
community learning center for
thousands of people. The second of
seven colleges in the Dallas County
Community College District, Mountain
View opened in the fall of 1970. It is
located at 4849 West Illinois Avenue in
the southwest Oak Cliff section of
Dallas and serves residents of South
Dallas, Oak Cliff, Duncanville, Cedar
Hill, and parts of Grand Prairie.

The various programs at Mountain
View are designed to meet a broad
range of educational needs. Students
may elect to complete their first two
years of study leading toward a
bachelor's degree, or they may prepare
for a career in an occupational or
technical area. Many students attend
Mountain View to train for advancement
in their present employment or to train
for an entirely new career opportunity.
Non-credit courses also are available
for people of all ages to gai n personal
enrichment, cultural awareness, or to
participate in productive leisure time
activities.

The Mountain View student body is
composed of people of all.ages and all
backgrounds. The college represents a
cross section of the community which it
serves. This rich opportunity to interact
with many varied people is an
important part of the educational
process and is well established in the
Mountain View tradition.

The Cam pUB
The campus sits on the crest of a

ridge that gives students an
outstanding view of the downtown
Dallas skyline to the north. Care has
been taken to prl!serve the natural
beauty of the 200 acre site. The long,
flat roofed buildings stretch out
gracefully along both sides of a rocky
ravine and natural creek which has
been landscaped into a very pleasant
interior courtyard and garden.

Footpaths and stone terraces provide a
beautiful area to walk, study, or relax.
An enclosed pedestrian bridge spans
the ravine, giving easy access to all
parts of the campus and providi ng a

\ .
beautiful architectural focal point to the
college.

Accreditation
Mountain View College is a

member of
• The Southern Association of Colleges
and Schools

• The American Association of
Community and Junior Colleges

• The League for Innovation in the
Community College. .

Mountain View College is recognized
and sanctioned by the Coordinating
Board of the Texas College and
University System and the Texas
Education Agency and is an Affirmative
Action Equal Opportunity Institution.
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EutTexes Stahl Untv .. B.S .• M,S. In l,S 

Smith, RIChard E. . .. Associate Dean, Extended Day Progratna 
Herding Unlv .. 8A; Unlv. of Texas, A.usttn, MA. 

5mJIh. Tommy E. . ............. " . 
North TeqsStat8 Unlv .. 8.S .• M.Ed.; Noya Untv .. EeI.O. 

51""",. Undo Colley . 
North Texas Slate UnlV., B.B.A . M B E. 

... PhysICal E~1JOn 

. VIce Pres.ident of InslrucrlOO 

Strain. Jttnmte F. ......... .•............................. ................ Go'iernrnenuHistory 
UnlY. of Texas. Aus1Ln, B.S.; East Te.as State Urnv., M.A.; Southem .... thOd"t UnlY., M.LA. 

Sill"". Mary. .. . . . . . . .. . .. . .. .. . . .. . . . . . .. . . ... ....................... PniIosol>/lylPsycI>ology 
EI Centro College. AA.; Hortn Texas State UniY., 8A; Southern Methodtst Untv .• M.lA 

T .rry . Joanne 

Tex .. LutheranCoUeoe. B.S.: Texas Tech Untv., .. A 
Thompson, OarreD H. 

Sam Houston State UnJv., 8.8A., .... BA 
T_.Ka" . 

Southern Methodist Untv., B.S., .... 5. 

. '.' CounseJOt 

. Electronlca 

WalSh.JoPv'l .... ~ ............................................................ MachlneShop 

Studies: UnlY 01 Texas, Allington; Univ. of Te .. s. Austin. ExtensIOn. Voc. Teaching Ceo.; Texas A& ... 
Eljlt. Extensbn Voc .. TeactllngCet1 

Wastmgbn, BUlie ....... . 

Stud.,.: "'ountai'"l V....., College: East Texas State Unt..... 
Whtt •. Marjorie A. . ... 

Our Lactyotthe lekeCcllege, BA: UrIN. ot Texas. Austin, M.A. Ph.D 
Whlletleld. Geneva 

UnIv.ot Arkansas, B.S., 8.04.: Eas1 Texas State UnlY., M.B.A. 

. ... OI.mtstry 

. Cornpur.r Science 

Wickersham. CI\attes H, ." ...... ...... DewtJoprMntal Mathematic • 
North re.asSlale Unrv., B.BA.: East Texas State Untv .. M.S. 

Wiliams. MOllie Ann ........... . . . . . . . . . . . .. . ........................ . . .. Counse1Qr 
Prairie VlewA&M College, B.S.; ElSt Texas Stat. Untv., M.S.; Nova Univ .• Ed.D. 

WdilS. John A. 

UnlY. of Arkansas, B.S.: Nonh Teus State UnlY .. U.BA 
Wilson. WilHem A. ......•.......•...............................•.......... O-Irectot, Counseling 

TheCltyCoilege 01 the City UnIY. 01 New York, BA~ Teachef8CoiIege, CorulTtbla Univ .. M.A.. Ed.D. 
Wilson, RCO'Iey M. . .......•. ... Theatre 

Northam lowe UniY., BA.: KensasStlte Um ..... .A 
Wone, Dew:! J. ....... . ....... . 

SoutMm "'ethoCIlSt UNY., BA.; Unlv, 01 C.rdOtnil~ ~ ~~ .. M~ 
... JouIT\llUStn 
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HISTORY OF THE DALLAS COUNTY
COMMUNITY COLLEGE DISTRICT
The Dallas County Community
College District is comprised of seven
colleges located strategically
throughout Dallas County. Together
the colleges enroll approximately
75,000 students and employ over
1,900 full-time faculty and staff
members.
The growth of the District into an

educational system with such impact
was not by chance. In May, 1965,
voters created the Dallas County
Junior College District and approved
a $41.5 million bond issue to finance
it. The next year the District's first
college, El Centro, began operation in
downtown Dallas. Eastfield College
and Mountain View College enrolled
their first students in 1970, and the
plans for a multi-campus district
became a reality. Richland College
became the District's fourth college
in 1972.
The voters of Dallas County

approved the sale of an additional
$85 million in bonds in September,
1972. This step provided for
expansion of the four existing
colleges and the construction of three
more colleges. A key part of the
expansion program was the
remodeling and enlarging of El Centro
College, a project completed in 1979.
Construction of new facilities resulted
in the opening of Cedar Valley
College and North Lake College in
1977. Brookhaven College, the final
campus in the seven-college master
plan, opened in 1978.

DISTRICT PHILOSOPHY AND GOALS

Since 1972, the District has been
known as the Dallas County
Community College District. The
name shows that the District has
outgrown the term "junior college."
The name also reflects the District's
philosophy. The colleges truly are
community institutions, meeting the
varied educational needs of the
growing Dallas County region. The
primary goal of the District and its
colleges is to help students of all
ages achieve effective living and
responsible citizenship in a fast-
changing region, state, nation, and
world. Each college is therefore
committed to providing a broad range
of educational programs for the
people it serves.
The needs, abilities, and goals of

each student are considered
important. The focus is on creating
an educational program for the
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I. GENERAL INFORMATION
individual rather than squeezing or
stretching the individual to fit an
"educational mold."
The District therefore has a place

for different kinds of students. There
is a place for the young person
setting forth toward a degree in .
medicine, and a place for the aduit
deiving into an interesting hobby to
enrich leisure hours. There is a place
for the person preparing to enter a
trade or technical field with a year or
two of studies, and a place for the
employed individual wanting to
improve occupational skills. There is
a place for the very bright high
school student ready to begin college
work in advance of high school
graduation, and a piace for the high
school dropout who now sees the
need for education in today's
complex society. In short, there is a
place for everyone.
How do the colleges meet the

educational needs of such a varied
family? The answer is found in four
categories of programs:
1.For the student working toward a
bachelor's or higher degree, the
colleges offer a wide range of first-
year and second-year courses
which transfer to senior colleges
and universities.

2. For the student seeking a
meaningful job, the colleges offer
one-year and two-year programs in
technical and occupational fields.

3.For the employed person wishing to
improve job skills or to move into a
new job, the colleges offer credit
and non-credit adult educational
courses.

4.For the person who simply wants to
make life a little more interesting,
the colleges offer community
service programs on cultural, civic
and other topics.
Additional programs are available

for the high school student, dropout,
and others with special needs. The
colleges help each student design the
educational program that best meets
individual needs. Every student is
offered intensive counseling to define
goals and identify abilities. Continued
guidance is available throughout the
student's college career in case
goals and plans change. This
emphasis on counseling, rare for
some institutions; is routine at all
District colleges.

DISTRICT RESPONSIBILITIES
To carry. out the District philosophy,
the colleges obviously must offer a
range of programs and courses,
including guidance services. These

programs and courses must help
each individual attain a high level of
technical competence and a high
level of cultural, intellectual, and
social development. In addition, high
professional standards for the
academic staff must be maintained
within a framework prescribed by the
Board of Trustees. At the same time,
the program and organization of each
college must make maximum use of
faculty and facilities.
The colleges have a basic

responsibility to provide educational
and cultural leadership to the
community. They must be sensitive
to changing community needs and
adapt readily to those needs.
Individuals capable of continuing their
educational development should be
given the opportunity to improve their
skills. Finally, to continue to meet its
responsibilities in changing times, the
college system must guard against
stagnation. Creativity and flexibility
are therefore fostered at the District
level and on each campus.

LEAGUE FOR INNOVATION

The Dallas County Community
College District is a member of the
League for Innovation in the
Community College. The League is
composed of 17 outstanding
community colleqe districts
throughout the nation. Its purpose is
to encourage innovative
experimentation and the continuing
development of the community
college movement in America.
Membership commits the District to
research, evaluation, and cooperation
with other community college
districts. The goal is to serve the
community with the best educational
program and the fullest use of
resources.



EQUAL EDUCATIONAL AND
EMPLOYMENT OPPORTUNITY POLICY

Dallas County Community College
District is committed to providing
equal educational and employment
opportunity regardless of sex, marital
or parental status, race, color,
religion, age, national origin, or
handicap. The District provides equal
opportunity in accord with Federal
and State laws. Equal educational
opportunity includes admission,
recruitment, extra-curricular
programs and activities, access to
course offerings, counseling and
testing, financial aid, employment,
health and insurance services, and
athletics. Existing administrative
procedures of the College are used to
handle student grievances. When a
student believes a condition of the
College is unfair or discriminatory,
the student can appeal to the
administrator in charge of that area.
Appeals to higher administrative
authority are considered on the
merits of the case.

FAMILY EDUCATIONAL RIGHTS
AND PRIVACY ACT OF 1974
In compliance with the Family
Educational Rights and Privacy Act of
1974, the College may release
information classified as "directory
information" to the general public
without the written consent of the
student. Directory information
includes: (1) student name, (2)
student address, (3) telephone
number, (4) dates of attendance. (5)
educational institution most recently
attended, and (6) other information,
including major field of study and
degrees and awards received.
A student may request that all or

any part of the directory information
be withheld HOm the publlc by giving
written notice to the Registrar's .
Office during the first twelve class
days of a fall or spring semester or
the first four class days of a summer
session. If no request is filed, .
information is released upon inquiry.
No telephone inquiries are
acknowledged; all requests must be
made in person. No transcript or'
academic record is released without
written consent from the student
stating the information to be given,
except as specified by law.

STUDENT CONSUMER INFORMATION
SERVICES
Pursuant to Public Law 178, the
College provides all students with
information about Its academic
programs and financial aid available
to students.

STANDARDS OF CONDUCT
The college student is considered a
responsible adult. The student's
enrollment indicates acceptance of
the standards of conduct published in
this catalog.

II. ADMISSIONS
AND REGISTRATION

GENERAL ADMISSIONS POLICY
The College has an "open door"
admissions policy. It insures that all
persons who can profit from post-
secondary education have an
opportunity to enroll. The College
requires certain assessment
procedures for use in course
placement prior to admission to a
certificate or degree program, but the
assessment is not used to determine
admissions.

ADMISSION REQUIREMENTS .
Beginning Freshmen .
Students enrolling in college for the
first time who fit one of the following
categories may apply for admission: .
a.Graduates from an accredited high
school or those who have earned a
General Education Diploma
(G.E.D.), who are 18 years of age or
older, and whose high school class
has graduated.

b.Graduates of an unaccredited high
school who are 18 years of age or
older. .

c. Persons who do not hold a high
school diploma or G.E.D. (but who
are 18 years of age or older and
whose high school class has
graduated) may be admitted by
giving evidence of an ability to
profit from college instruction,
Such admission will be on a
probationary basis.

d. High school seniors recommended
by their high school principal. The
College admits a limited number of
students in this category. The
students are concurrently enrolled
for a maximum of 6 hours of

special study each semester.
Students must continue to make
normal progress toward high school
graduation:

Transfer Students
Transfer applicants are considered
for admission on the basis of their
previous college record. 'Academic
standing for transfer applicants is
determined by the Registrar's Office
according to standards estabiished by
the College. Students on scholastic
or disciplinary suspension from
another institution must.petitlon the
Committee on Admissions and
Academic Relations for special
approval. Contact the Admissions
Office for further information.

Former Students
Students formerly enrolled in the
Dallas County Community College
District must submit an application
for readmission to any District
college. Students with unsettled
financial debts at any District college
will not be readmitted.

Non-Credit Students
Students enrolling for non-credit
courses apply through Community
Services.

International Students
The College is authorized under
federal law to enroll non-immigrant
alien students. International students
are not admitted, however, until all
admissions requirements are
complete. International students
must:
a. complete a personal interview with
the international student counselor
and receive approval from the
College administration,

b.present TOEFL (Test of English as a
Foreign Language) test scores of
525 or higher,

c. be proficient in I;nglish and provide
a letter in their own handwriting
indicating educational and
vocational plans,

d.show evidence of sufficient
financial support for the academic
year,

e.complete a health information form,
I. fulfill all admission requirements for
international students at least 30
days prior to registration,

g.enroll as a full-time student
(minimum of 12 credit hours),

h. supply official transcripts for all
previous academic work with a
minimum "C" average.

Contact the Admissions Office for
mtorrnatlon.
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APPLICATION AND ADMISSION
PROCEDURES
Applications may be submitted any
time prior to registration, but
applicants should submit materials at
least three weeks before registration
to insure effective counseling and
schedule planning. Earlier application
is desirable because the student's
place in registration is determined by
the date an applicant's admission file
is complete. A late place in .
registration may mean that the
student cannot register for some
courses because they are already
filled.
Appiicants must submit the

following material to the Admissions
Office to have a complete admissions
file:
a.An official application, available
from the Admissions Office.

b.An official transcript from the last
school (high school or college)
attended. Students seeking
certificates or associate degrees
must submit official transcripts of
all previous college work. The
College's accrediting agency
requires transcripts, and the
College uses them in program
advisement.

c.Written proof from a medical office
of (1) a negative tuberculin skin test
or chest X·ray, (2) a polio
immunization if the applicant is
under 19 years of age, and (3) a
diptherialletanus injection within the
last 10 years.

This medical proof is required by
slate law (Tex. ED. Code 2.09). Once
the above materials are submitted,
the applicant is assigned a place in
registration. All applicants may
select only those classes available
when they register. Students may
enroll in certain courses at times
other than regular semester
registration. See Flexible Entry
Courses in this catalog and contact
the Registrar's Office for additional
information.
TUITION
Tuition is charged on a sliding scale
according to the number of credit
hours for which a student is enrolled
and the student's place of legal
residence. Tuition is subject to
change without notice by the Board
of Trustees or the Texas Legislature.

ADDITIONAL FEES
Additional fees may be assessed as
new programs are developed with
special laboratory costs. These fees
will aiways be kept to a practical
minimum. A graduation fee is not
assessed, but each student must pay
for cap and gown rental.

9

SPECIAL FEES AND CHARGES
Laboratory Fee: $2 to $B a semester
(per lab).
Physical Education Activity Fee: $5 a
semester.
Bowling Class Fee: Student pays cost
of lane rental.
Private Music Lesson Fee: *$45 for
one hour per week (maximum) for
one course, $25 for one half hour per
week.

Audit Fee: The charge for auditing a
course is the same as if the course
were taken for credit, except that a
student service fee is not charged.
Credit by Examination: A fee will be
charged for each examination. * *
* Available only to music majors
enrolled for 12 hours or more.
* *This fee can change without prior
notice.

DALLAS COUNTY COMMUNITY COLLEGE DISTRICT
TUITION AND STUDENT SERVICES FEE*

FALL AND SPRING SESSIONS

Out-otState,or
Semester DallasCounty Out-ofDistrict Out-of-Country

Cr. Hours Tuition Fee Total Tuition Fee Total Tuition Fee Total
1 $ 25 $ 1 $ 26 $ 25 $ 1 $ 26 $ 41 $1 $42
2 25 2 27 42 2 44 82 2 B4
3 25 3 28 63 3 66 123 3 126
4 32 4 36 B4 4 88 164 4 166
5 40 5 45 lOS 5 110 205 5 210
6 48 6 64 126 6 132 246 6 252
7 56 7 63 147 7 154 287 7 294
8 64 8 72 166 8 176 328 8 336
9 72 9 81 189 9 198 369 9 378
10 80 10 90 210 10 220 410 10 420
11 66 10 96 216 10 226 451 10 461
12 92 10 102 222 10 232 492 10 502
13 98 10 108 228 10 236 533 10 643
14 104 10 114 234 10 244 574 10 584
IS 110 10 120 240 10 250 615 10 625
16 116 10 126 246 10 256 656 10 666
17 122 10 132 252 10 262 697 10 707
18 128 10 136 258 10 268 736 10 748
19 134 10 144 264 10 274 779 10 789
20 140 10 150 270 10 280 820 10 830

Semester SUMMEA.SESSlON~ Qu1-ol·S'ate, at
cr Hours Dallas County' : Oul.of·DIStrict" Oul-ol-eounlryo ••

, 25 30 "2 25 60 90
3 30 90 13'4 4. '20 180, SO 'SO 22'
6 60 '80 27.
7 64 . '64 31.
B .. '68 3SO
9 72 '92 390

. .. .
The follOWing definitions are brief gUidelines only: please diSCUSSany questions
regarding proper tuition classil.cation with Admissions Office personnel.
A Dallas County resident is one who (I) resides in Dallas County and (2) qualifies

as an in-state resident. Texas law defines an in-state resident as an individual "who
is employed full-time in Texas for the 12·month period preceding registration." The
Dallas County Community College District Board of Trustees has waived the
difference in tuition between the out-of-state or out-ot-dtstrtct rates and Dallas
County rates for a person and his/her dependents who owns real estate, business or
personal, within Dallas County. For information on documents necessary to prove
such ownership or dependency, consult the Admissions Office. Classification as a
state resident or qualification for a waiver of out-of-state fees applies only to U.S.
citlaens or permanent resident aliens.
The DCCCDBoard of Trustees defines an Out-of-Dlstrlct student as (I) a student

eighteen (18) years of age or older who resides in a Texas county other than Dallas
County or (2) a student who is iess than eighteen (18) years of age whose parents
live in a Texas county other than Dallas County, In either case, state residency
requirements must be fulfilled (see above).
An out-of-state student is one who has come to Texas from out-or-state within the

iz-montn period prior to registration. Anyone who enroils as an out-of-state student
is presumed to remain out-of-state as long as the residence of the individual in
Texas is for the purpose of attending school. An individual who would have been
classified as a resident for the first five of the six years immediately preceding
registration but who resided in another state for all or part of the year immediately
preceding registration shall be ciassified as a resident student.
A foreign national on any other than a permanent resident visa must pay out-or-

country tuition and fees.
- 'The tuition schedule above is subject to change without notice by action of the
District Board of Trustees or the State of Texas.



REFUND POLICY may submit the check to the Justice
Student tuition and fees provide only of the Peace for appropriate le'gal
a fraction of the cost of education. action and collection. The Vice
When students enroll in a class, iti~y President of Student Services' may
reserve places which cannot be . also implement disciplinary
made available to other students . procedures.
unless they officially drop the class ADVISEMENT PROCEDURES
during the first week of the semester. Individual assessment of skill levels is
Also, the original enrollment of
students represents a sizable cost to an important part of student success
the District whether or not they in college. Therefore, the District has
continue in the class. Therefore', a' . provided an assessment process
refund is made only under the. . . ., available through the counseling
. following conditions: . . centers at each of the District

colleges. Information gained from
a.No 100% refund is granted unless assessment is used to advise
College error is involved. students in the selection of courses

b.An 80% refund of tuition and fees which can provide the best possible
may be obtained through the date opportunity for academic success. All
noted in the college calendar. An students are required to go.through
80% retund may be given through an assessment process and should
:the first two class days of asix- scheduie it prior to initial registration.
week summer session or fast track Developmental studies are available
. semester. Refunds for Flexible for students who need skill
Entry Courses are considered development in reading; writing, or
through completion of the second math. Test data, transcripts, previous
day of class from the date of work, and counseling may be used to
enrollment. determine placement in this program.

c.No refund is given for advanced COURSE PREREQUISITES
placement or College Level
Examination Program (CLEP)tests. Prerequisites are established for

certain advanced courses to help
d.A physician'S statement must be assure that students have sufficient
submitted along with petitions when background in the subject area to
.medical reasons account for maximize their probability of success
withdrawal. Requests for refunds in the course. The College recognizes
must be submitted before the end that certain related life experiences
of the semester for which the may also provide necessary
refund is requested. background for success in these

e.No refund of less than $4 for tuition courses. Therefore, the division
and fees is made. chairperson is authorized to waive a

Refund Petition Forms are available course prerequisite.
in the Counseling Center and the. CHANGE OF SCHEDULE
Office of the Vice President of
Student Services. Students who Students should be careful in
believe their refund requests are due registering to schedule courses only
to extenuating circumstances beyond for the days and hours they can
the limits of the refund policy should attend. Students requesting class
state explicitly their circumstances on changes should contact the
the Refund Petition Form. All requests Registrar's Office during the time .
for refunds are referred to the Refund specified in the class schedule. No
Petition Committee. The Committee's change is complete until it has been
recommendations are made to the processed by the Registrar's Office.
Vice President of Student Services
who notifies the student of the action NON·CREDIT STUDENT (AUDJn
taken. Refund checks normally . .
require a minimum of one month from A person who meets the admission.
date of approval for processing requirements of the District may, With

. the consent of the divlslon
chairperson and instructor, enroll in a
credit course as a non-credit student.
A non-credit student may attend
class, but may not receive a final
grade or credit for a course. An
instructor may give an examination if
he determines the examination is an
essential component of the learning
process. The fee in a credit course is
the same for a non-credit student as
for a credit student.

RETURNED CHECKS
Checks returned to the Business
Office must be paid with cash or a
cashier's check within the time limits
prescribed by the notification letter.
An additional fee is added for
returned checks.
If a check for tuition is returned by a
bank for any reason, .including stop
payment, the college business office

TRANSFER OF CREDITS .

Transfer of credit is generally given
for all passing work completed at
accredited colleges and universities.
The Registrar's Office evaluates all
. transfer credit. Transfer students
admitted with a grade point'
deficiency cannot graduate until the
deficiency is cleared by earning
additional grade points. .'
Credits earned in military service
schools or through the U.S. 'Armed
Forces Institute are reviewed by the
Registrar and credit granted if
applicable.

DROPPING A COURSE OR
WITHDRAWING FROM COLLEGE
To drop a class or withdraw from the
College, students must obtain a drop
or withdrawal form and follow the
prescribed procedure.
Should circumstances prevent a
student from appearing in person to
withdraw from the College, the
student may withdraw by mail by
writing to the Reigstrar. No drop or
withdrawal requests are accepted by
telephone. Students who drop a class
or withdraw from the College before
the semester deadline receive a "W"
(Withdraw) in each class dropped.
The deadline for receiving a "W" is
indicated on the academic calendar.
Alter that time students receive a
performance grade in each course.

ADDRESS CHANGES
AND SOCIAL SECURITY NUMBER
Each student has the responsibility to
inform the Registrar's Office of
changes in name or address. Each
applicant for admission is asked to
furnish a Social Security number. This
number doubles as a student
identification number and insures
accuracy of student records. If a
student does not have a Social
Security number, another number is
assigned for record keeping.
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III. ACADEMIC
INFORMATION

DEGREE REQUIREMENTS
The College confers the Associate in
Arts and Sciences Degree upon
students who have completed all
general and specific requirements for
graduation. Each degree candidate
must earn the last 15 hours as a
resident student in the District
colleges or accrue 45 hours in
residence.
The degree must be awarded by the
college which offers the program in
which the student majored. If two or
more schools offer the program, the
student is granted the degree where
the majority of the hours were taken.
Correspondence work must be
approved by the Registrar for
graduation credit. No more than one-
fourth of the work required for any
degree or certificate may be taken by
correspondence.
ASSOCIATE IN ARTS
AND SCIENCES DEGREE
Students must have a minimum of 60
credit hours and a grade point
average of at least "C" (2.0) to
receive the Associate in Arts and
Sciences Degree. These 60 hours
may be earned at any District
college. They must include:
• English 101-102 plus an additional 6
hours of English for a total of 12
credit hours in English.
• 8 credit hours in Laboratory
Science (Music majors will substitute
Music 1010102 for this requirement.)
.12 credit hours of History 101-102
and Government 201-202. No
substitutions are allowed. Only 3
credit hours of history and 3 credit
hours of government may be earned
through credit by examination. CLEP
credit may not be used to meet this
requirement.
• 3 credit hours in Humanities,
selected from Theater 101, Art 104,
Music 104, Humanities 101 or
Philosophy 102.
• A maximum of 4 physical education
activity hours may be counted as
credit toward requirements for
graduation. Courses numbered 99
and below cannot be included to
meet deqree or certificate
requirements. Music 199, Art 199,
and Theater 199 may not be counted
toward the 60 hour minimum.
All students planning to transfer to

a four-year institution may complete
their four semester requirements in
physical education during their
freshman and sophomore year.
Students are urged to consult the
catalogs of the institutions to which
they may transfer for their special
requirements. These catalogs should
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be used by students and advisors in
planning programs.
ASSOCIATE IN APPLIED ARTS
AND SCIENCES DEGREE
AND CERTIFICATE CAREER
PROGRAMS

Students must have a minimum of 60
credit hours and a grade point
average of at least "C" (2.0) to
receive the Associate in Applied Arts
and Sciences Degree. For some
programs, more than 60 credit hours
are required. All prescribed
requirements for the specific
Technical/Occupational Program in
which the student is enrolled must be
completed. These programs may also
have other criteria in addition to
degree requirements.
See the Technical/Occupational

Programs section of this catalog for a
more detailed explanation.
The requirements for certificates are
detailed under specific programs
listed in the Technical/Occupational
Programs section of this catalog. A
"C" (2.0) grade point average is
required. A maximum of 4 physical
education activity hours may be
counted as credit toward graduation.
Courses numbered 99 and below may
not be included to meet degree or
certificate requirements. Music 199,
Art 199, and Theatre 199 may not be
counted toward the 60·hour minimum.
PROCEDURE FOR FILING DEGREE
AND CERTIFICATE PLANS AND FOR
GRADUATION
Students should request a degree
plan from the Registrar's Office at the
end of their freshman year. Official
transcripts of all previous college
work must be on file at the time of
request for degree plans. Students
following a one-year certificate
program should request an official
plan during the first semester of their
enrollment. Application for the
granting of the degree or certificate
should be filed in the Registrar's
Office prior to the deadline
announced by the Registrar.
. An annual graduation ceremony is
held at the conclusion of the spring
semester. Participation is ceremonial
only and confers on a student no
rights to a degree. January and
August graduates may participate in
the next commencement if they
desire, but they are not required to do
so. The Registrar's Office should be
notified if the student wishes to
participate. Instructions for
graduation are mailed to all
candidates thirty days prior to
commencement.
Within five years of initial

enrollment a student may graduate
according to the catalog

requirements in effect at the time of
first enrollment or any subsequent
catalog provided the requisite
courses are still being offered.
If a student fails to complete within
five years all requirements of the
catalog in effect at the time of initial
enrollment, then the student may be
required to graduate under a later
catalog at the discretion of the
institution.
RECOMMENDED ACADEMIC LOAD
The maximum academic load is 18
credit hours of course work per
semester or five classes plus
physical education. Students must
receive permission of the Registrar or
the appropriate college official to
carry a heavier load. Employed
students carrying a full load (12 credit
hours or more) should not work more
than twenty hours per week. Students
working more hours should reduce
their academic load proportionately.
The recommended load limit for day
or evening students who are
employed full· time is 6 credit hours.
The recommended load limit in a six-
week summer session is 6 credit
hours. A total of 14 credit hours is the
maximum that may be earned in any
twelve-week summer period.
CLASS ATTENDANCE
Students are expected to attend
regularly all classes in which they are
enrolled. Students have the
responsibility to attend class and to
consult with the instructor when an
absence occurs.
Instructors are responsible for

describing attendance policy and
procedures to all students enrolled in
their classes. Students who do not
attend class during the first twelve
days of a long semester or the first
four days of a summer session are
dropped by the instructor. After this
time, it is the responsibility of the
student to withdraw from the course.
A student, however, may be dropped
from the class roll prior to the
published withdrawal deadline notice
for lack of attendance at the
discretion of the instructor.
If an instructor drops a student, the

student is notified by a letter from the
Registrar's Office sent to the
student's address of record. The
effective drop date is stated in the
letter. A student who desires to
remain in class must contact the
instructor within the time specified in
the instructor's letter. With the
instructor's approval, a student may
be reinstated. Students dropped for
excessive absences prior to the
published withdrawal deadline receive
a grade of "W."



SCHOLASTIC STANDARDS:
GRADES AND GRADE POINT
AVERAGE

Final grades are reported for each
student for every course according to
the following grading system.

Grade Point
Grade Interpretation Value
A Excellent 4 points
B Good 3 points
C Average 2 points
D Poor 1 point
F Failing 0 points
I Incomplete Not Computed

WX Progress; Not Computed
re-enrollment
required

W Withdrawn Not Computed
CR Credit Not Computed

Grade points earned for each course
are determined by multiplying the
number of points for each grade by
the number of credit hours the course
carries. For example, a student who
takes a three hour course and earns
an "A" accumulates 12 grade points
for that course. A student's grade
point average is computed by adding
the total grade point values for all
courses and dividing by the number
of credit hours attempted during the
same period. For example. a student
who takes the following courses and
earns the following grades has a
grade point average 2.93:
Credit Hours Grade Grade Points
2·hour course A 8
3·hour course B 9
4·hour course B 12
3-hour course C 6
Total Credit Total Grade
Hours: Points:
12 35
35 ... 12 = 2.93
For repeated courses, only the latest
grade earned is included in
cumUlative grade point averages.
Transcripts do, however, indicate all
work completed in the District, even
if the latest grade Is lower than a
preceding grade. When a student
withdraws from a course being
repeated, the cumuattve grade point
average is calculated by using the
immediately preceding grade in the
same course.
If a student believes an error has

been made in determining a course
grade, the instructor or appropriate
division office should be contacted as
soon as possible. Requests for grade
changes will not be considered later
than two years following the last day
of the semester for which the g'rade
was assigned.
An incomplete grade "I" may be

given when an unforeseen emergency
prevents a student from completing'
the work in a course. The "" must

be converted to a performance grade
(one with a grade point value) wtthin
ninety days after the first day of
classes in the subsequent regUlar
semester. If the work is not
completed after ninety days, the "l"
is converted to a performance grade.
An Incomplete Contract is used to

convert an incomplete grade to a
performance grade and states the
requirements for the satisfactory
completion of the course. The
Incomplete Contract must be agreed
upon and signed by the instructor, the
student and the division chairperson
and submitted with the final grade
report. When an Incomplete Contract
must be submitted without the
student's signature, the instructor
must include a statement indicating
that the student is aware of and in
agreement with the contract.
Students who do not compiete

course requirements may receive a
"WX" grade when the instructor
determines. that reasonable progress
has been made and when the student
can re-enroll for course completion
prior to the certification date in the
next regUlar semester. If the student
re-enrolls and completes the course
requirements, the "WX" remains for
the first enrollment: a performance
grade is given for the second
enrollment. If the student does not re-
enroll, the "WX" is converted to a
performance grade.
ACCEPTABLE SCHOLASTIC
PERFORMANCE
College work is measured in terms of
credit hours. The number of credit
hours offered for each course is
given with the course description.
Acceptable scholastic performance is
the maintenance of a grade point
average of 2.0 (on a 4.0 scale) or
better. Students may not be
graduated from any degree or
certificate program unless they have
a cumulative grade point average of
. 2.0 or better. Grade points and hours
earned in courses numbered 99 and
below are included in computing a
student's scholastic standing, but
they cannot be used to meet
graduation requirements.
HONORS
FulI·time students who complete at
least 12 hours of credit and earn a
grade point average of 3.00-3.49 are
listed on the College's Honor Roll ..
Full-time students who complete at
least 12 hours of credit and average
3.50-4.00 are piaced on the Vice
President's Honor List. Part-time
students who take 6·11 credit hours
and maintain a 3.5 or higher grade
point average are placed on the
Academic Recognition List.

SCHOLASTIC PROBATION AND
SCHOLASTIC SUSPENSION
Full-time and part-time students who
have completed a total of 12 credit
hours are placed on probation if they
fail to maintain a 2.0 cumulative
'grade point average. Students may be
removed from probation when they
earn a 2.0 cumulative grade point
average. Students on scholastic
probation who achieve either a
cumulative grade point average of 1.5
or above or a previous semester
grade point average of 2.0 or above
are continued on scholastic
probation. Students on probation who
do not meet the requirements for
continued probation are placed on
scholastic suspension. Students on
suspension for the first time may not
register for the immediately following
semester or summer session without
special permission. Suspended
students must file a petition for
readmission. The conditions for
readmission are established and
administered by the Vice President of
Student Services.
GRADE REPORTS
A grade report is issued to each
student at the end of each semester
and gives the grade earned in each
course that semester. A transcript is
the official record of college work and
gives all grades earned throughout
the college career. Transcripts are
withheld from students who have not
met financial or other obligations to
the College. (See Student Codes and
Expectations: "Financial Transactions
with the College. ")

WAIVING OF SCHOLASTIC
DEFICIENCY'
Any student in an academic transfer
program may transfer to a career
program. In such a case, the student
may choose to have any grades .
below "C" disregarded. However, the
procedure for disregarding low
grades may only be exercised while
the student is in a career program. If
the student changes to an acade rnic
transfer program, the original
conditions of the academic transfer
program must be followed. including
the calculation of a cumulative grade
point average of all college credits
earned. The procedure for waiving
scholastic deficiency applies both to
students of this college and to
students transferring from other
institutions. The student who wishes
to use the procedure for waiving
scholastic deficiency should so state
in writing to the Registrar prior to
registration and should inform a
counselor of such intentions during
the pre- registration advisement
session.
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TRANSCRIPTS OF CREDIT

Upon the written request of a student,
the Registrar'S Office will send an
official transcript to the individual
student or to any college or agency
named. The transcript may be
withheld, however, until the student
has settled all obligations with the
College.

CLASSIFICATION OF STUDENTS

Freshman:
A student who has completed fewer
than 30 credit hours.
Sophomore:
A student who has completed 30 or
more credit hours.
Part-time:
A student carrying fewer than 12
credit hours in a given semester.
Full-time:
A student carrying 12 or more credit
hours in a given semester.

LEARNING RESOURCES CENTER
AND LIBRARY OBLIGATIONS
The Learning Resources Center (LRC)
supports classroom instruction. It is a
place where students can find books
and non-print materials to supplement
classroom learning or where - If
they choose - they can actually take
a course. The LRC helps students to
learn in their own ways and at their
own speeds. It provides books, slides,
tapes. and films. The College has a
growing collection of books on a wide
variety of general Information areas
to support Academic Transfer
Programs ana Technical/Occupational
Programs. In addition, there are
special collections of career
materials and pamphlets. The library
also subscribes to current popular
and technical periodicals as well as
to area and national newspapers.
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Classroom Resource Services is a
part of the LRC and supports the
instructional program. It is
responsible for all campus audio-
visual equipment and non-print
materials used in the classroom or by
individual students and for the
production of instructional materials.
Willful damage to library materials

(or property) or actions disturbing
users of the library may lead to the
loss of library privileges. Damage
cases are referred to the appropriate
authorities for further action. All
books and other library materials
must be returned before the end of
each semester. No transcript is
issued until the student's library
record is cleared.

IV. EDUCATIONAL AND
SPECIAL
OPPORTUNITIES

ACADEMIC TRANSFER STUDIES
Students who desire to earn a
bachelor's degree may complete the
first two years at this college before
transferring to a four-year instutition.
The academic transfer curriculum is
coordinated with senior colleges and
universities to facilitate the transfer of
credits to these schools.

TECHNICAUOCCUPATIONAL
PROGRAMS
Students who desire to enter a
chosen field as a skilled employee
after one or two years of college
work may enroll in one of the many
Technical/Occupational Programs
offered by the College.

Technical/occupational courses carry
college credit leading to a Certificate
of Completion or an Associate in
Applied Arts and Sciences Degree.
These programs are established only
after studies verify that employment
opportunities will exist at the time the
student completes training.

The College attempts to match the
community's labor requirements with
the ambitions and goals of its
students. This realistic approach to
occupational education is made
possible by the excellent cooperation
of local industry, business, and public
agencies. They increasingly depend
on District colleges to supply skilled
personnel. A continuous liaison is
maintained with prospective
employers to help place graduates
and to keep the training programs

current with job requirements.
Recommendations for adding new
programs to the College offerings are
made periodically and are based on
community studies which identify
additional training needs.

CREDIT BY EXAMINATION
Students who believe they already
meet the requirements of a course by
experience or previous training may
request credit by examination. The
Counseling Center has a list of
courses available through this
method. The examination may be a
section of the College Level
Examination Program (CLEP),
Advanced Placement Exams (CEES).
or a teacher-made test, depending on
the course.

The student pays an examination
fee for each course examination. This
fee must be paid prior to taking the
examination and is not refundable.
The colleges credit by examination
program is coordinated with similar
programs of four-year institutions.
Final acceptance of credit by
examination for specific degree
purposes is determined by the
degree-granting institution. Students
planning to use credit by examination
to meet degree requirements at other
institutions should check the
requirements of the receiving
institution.
Students must be currently enrolled

at this college to receive credit by
examination. Students may not
request credit by examination in
courses for which they are currently
enrolled. Students may earn as many
credits through examination as their
ability permits and needs require, but
the last 15 credit hours required for
graduation in any degree or
certificate program may not be
earned through credit by examination
except as approved by the Vice
President of Instruction.

Credit by examination may be
allempted only one time in any given
course. and a grade of "C" or better
must be earned in order for credit to
be recorded. A student may use
credit by examination for only three
(3) credit hours to apply toward the
degree requirements in history and
only three (3) credit hours to apply
toward the degree requirements in
government.

(CLEP exam does not meet this
requirement.)



NON·TRADITIONAL LEARNING
The College is committed to serve
students and the community in the
most effective manner possible while
maintaining high standards of
education. Students learn in a variety
of ways and through a multitude of
experiences; therefore, the College
shall assess Ihese learning activities
and grant equivalent college credit
according to the following guidelines:
1. A student must be currently
enrolled in the College to receive
equivalent credit for non-traditional
learning.

2. Credit may be granted for non-
traditional learning as it relates to
specific courses offered by the
college assessing the learning
experiences. Credit will be .
awarded on a course by course
basis only.

3. A student is required to complete
at least 12 semester hours of
course work with the District prior
to awarding of equivalent credits
for non-traditionat activities. The
"CR" grade is awarded for non-
traditional course work accepted
for credit.

4. Credit may be granted for
occupational courses approved by
the Texas Education Agency.

5. The number of equivalent credits
awarded may not exceed the total
number of credits required for the
student's specific associate degree
objective. No graduation,
residency, degree or program
requirements will be waived as a
result of credits earned as
provided by this policy.

Students desiring to take advantage
of this opportunity should consult with
the College Advocate For Non-
traditional Learning for additional
information. Students making
application for assessment of prior
learning through life experiences are
required to enroll in a Human
Development Course to facilitate the
process.

FLEXIBLE ENTRY COURSES
In keeping with its commitment to
meet individual educational needs,
the College makes available Flexible
Entry Courses. These courses are
often self paced, allowing students to
work at their own speed. Students are
cautioned to be aware of the time
specified by the College as to when
the course requirements need to be
completed. Students may register for
Flexible Entry Courses during the pre-
.semester registration periods or at
regular times during the semester.
Students should check with Ihe
Registrar to determine times for

registration in these cou rses.
Approval must be obtained for
enrollment.

TELECOURSES'

Students may take a variety of
college credit courses via television.
The schedule of telecourses varies
each semester and may include
courses in anthropology, astronomy,
business, earth science, ecology,
biology, English, economics,
government, history, humanities,
psychology, religion, and sociology.
Content and credit for these courses
are the same as for similar courses
taken on campus.
Telecourses include the viewing of

television programs on KERAIChannel
13 and on cable, plus reading, study

. guide and writing assignments.
Students come to the campus for an
orientation session at the beginning
of the semester, for one to four
discussion meetings, for three or four
tests, and for laboratory sessions in
science courses having laboratories.
These campus visits are normally
scheduled for a time convenient to
the students. Field trips are required
in some courses. Telecourses may be
taken in conjunction with on-campus
courses or by persons who are not
enrolled in anyon-campus courses.
Students may register for telecourses
by mail or through the reguiar on-
campus registration process.

COOPERATIVE WORK EXPERIENCE
EDUCATION
Students may enrich their education
in certain career programs by
enrolling in Cooperative Work
Experience Courses. These courses
allow students to combine classroom
study with on- the-job experience at
training stations approved by the
College. Students must have
completed at least two courses in
their occupational major to be eligible
for Cooperative Work Experience.
A full-time student (carrying 12

credit hours or more) must take two
courses which relate to the student's
work experience, and a maximum of
4 credit hours may be in Cooperative
Work Experience. Part-time students
(carrying under 12 credit hours) may
take a maximum of 4 credit hours of
work experience. They must be
concurrently enrolled in a course
related to their work experience (or a
support course to be applied toward
their occupational degree or
certificate).
-To enroll in a Cooperative Work

Experience Course, students must
have the approval of their
instructor/coordinator. Course credit

is awarded at the rate of 1 credit
hour for each 80 hours of approved
work experience during the semester.
The 80 hours is approximately 5
hours per week during a fall or spring
semester.
Additional information regarding

Cooperative Work Experience may be
secured from the Cooperative
Education Office. The
Technical/Occupational Programs
having work experiences are
indicated in the Course Descriptions
Section of this catalog.

INTERNATIONAL STUDIES
Selected programs combine learning
experiences with foreign travel. This
travel-study is under the direct
supervision of the faculty. These
courses support specific learning
objectives, and college credit may be
earned by students who successfully
meet the objectives.

HUMAN DEVELOPMENT
In Human Development Courses
students can explore the relatlonshlp
between meaningful education and
some of the dilemmas or questions
commonly brought to college. "Why
learn" and "how to learn" are put in
a perspective of "who is to learn. If

These courses are taught by
counselors and other qualified
instructors ..They offer academic
credit which transfers to most
surrounding tour-year Institutions. The
courses in human developmenf
enhance the total curriculum and
blend in with the total concept of the
community college.

EVENING AND WEEKEND COLLEGE
In dynamic, growing communities
such as those encompassing this
college, people have continuing
educational needs, yet many of them
have work schedules and personal
involvements which make it
impossible for them to attend college
during normal daytime hours. For this
reason, evening and weekend college
courses offer the same broad
spectrum of programs available for
full-time day students. Courses are
. offered both on campus and at
seleced community locations.
Evening and weekend courses offer

high quality instruction, excellent
facilities, and a variety of student
services, including counseling, health,
library, bookstore, food services,
financial aid, and recreation.
Instructors are selected from the
College'S own full-time staff, from
outstanding Dallas area educators,
and from other professional
specialists interested in teaching. To
enroll in the evening and weekend
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'courses, contact the Director of
Admissions, Information may also be
obtained by contacting the Extended
Day Administration Office,

SERVICEMEN'S OPPORTUNITY
COLLEGE

In cooperation with other community
colleges in the United States,
colleges of the Dallas County
Community College District
participate in the Servicemen's
Opportunity College, Through this
program, students can plan an
educational experience regardless of
location requirements of the military,
For further information, contact the
Admissions Office,
COMMUNITY SERVICE PROGRAMS
Community Service Programs are an
important element in the concept of
the community college, They greatly
expand the available opportunities for
persons of all ages to participate in
college programs and activities, And
courses are offered throughout the
year to meet a variety of community
needs,
Community Service Programs are
offered in the following categories:
• Continuing education opportunities
for individuals who want to
broaden their knowledge or learn
new skills for different
occupational fields,

• Cultural and community
enrichment studies for groups and
individuals seeking to enhance
their quality of life,

• Personal entertainment and
recreation for individuals wishing
to explore new activities for
personal growth and enjoyment

• Resources for industry,
government and professional
groups needing to supplement their
own training and development
programs,

Community Service Programs offer
short courses, seminars, workshops,
and institutes, The type of course
Offering is determined by the nature
of the material, instructional
approach, and needs of the
requesting individuals or
organizations, Generally there are no
entrance requirements or
examinations, Some courses may
have age restrictions or may require
a certain amount of experience for
enrollment Admission is on a first-
come, first-served basis, All one need
do to register is fill out the form and
pay the fee. Classes and activities
are held on campus and in a variety
of locations throughout the
community. Most classes and
activities are conducted on weekday
evenings, but many are also held on
weekdays and weekends.
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V. STUDENT SERVICES
The College is committed to providing
opportunities for each individual
student's total educational
development Specific student
services are integrated with the
instructional program of the College
to address individual needs for
educational, personal, social, cultural,
and career development

STUDENT DEVELOPMENT AND
ACTIVITIES
The Student Development Office
plans and presents programs and
activities for the general campus
population. Programs often are
coordinated with the various
instructional division to provide
students with valuable educationai
experiences. Many programs and
activities are offered to help the
student develop life enriching skills.
Other programs provide students with
interesting and entertaining ways to
spend leisure time on campus. The
goal of all programs is to facilitate the
development of cultured and well-
rounded human beings. Student
participation in the operation of
programs is highly encouraged.

Community Service Program
instructors are professional men and
women from the community who
have proven experience in their
fields, Their objective is to share their
knowledge, insight, and experience,
and to insure that students acquire a
greater perspective of the subject
and have a meaningful experience.
Although most Community Service
Courses do not require textbooks, the
nature of some special offerings do
require the purchase of books or
supplies. Students are notified of the
need for texts and other materials at
the first meeting.

Library privileges are available for
Community Service students during
the term they are registered. Contact
the Community Service Office for
further information.

CONTINUING EDUCATION UNITS
(CEU'S)

Although no college credit is awarded
for Community Service class
participation, Continuing Education
Units are transcripted for successful
completion of most courses. The
CEU, by nationwide definition, is "ten
contact hours of participation in an
organized continuing adult education
or extension experience under
responsible sponsorship, capable
direction, and qualified instruction,"
The CEU is a means of recording and
accounting for the various continuing
education activities one accumulates
over a period of years.

GUIDANCE AND COUNSELING
SERVICES

Individuals may find the couse ling
services helpfui as they make plans
and decisions in various phases of

. their development For example,
counselors can assist students in
selecting courses of study,
determining transferability of courses,
choosing or changing careers,
gaining independence, and
confronting problems of daily living.
Confidential assistance is provided by
the counseling staff in the follOWing
areas:
1. Career counseling to explore
possible vocational directions,
occupational information, and self-
appraisals of interest, personality
and abilities.

2. Academic advisement to examine
appropriate choices of courses,
educational plans, study skills, and
transferability of courses.

3. Confidential personal counseling to
make adjustment and life decisions
. about personal concerns.

4. Small group discussions led by
counselors and focusing on such
areas as interpersonal
relationships, test anxiety, and
assertiveness. Counselors will
consider forming any type of group
for which there is a demand.

5. Standardized testing to provide
additional information about
interests, personality and abilities
needed in planning and making
decisions.

6, Referral sources to provide indepth
assistance for such matters as
legal concerns, financial aid,
tutoring, job placement, medical
problems, or psychological
problems.



TUTORING SERVICES
For students needing special
temporary assistance in course work,
tutoring services are available.
Students are encouraged to seek .
services through self referral as well
as through instructor referral.

TESTING AND EVALUATION CENTER
The Testing Center admiri~iters
various tests. Types of tests include:
1. Psychological tests of personality,
vocational Interests, and aptitudes ..

2. Academic tests for college
instructional programs. Many
courses are individualized and sett-
paced, permitting students to be
tested at appropriate times.

3. Assessment tests for appropriate
class placement. These tests are
very strongly recommended to
insure student success.

4. Tests for selected national
programs.

HEALTH CENTER
Health is the most fundamental
human need, and a high standard of
physical and mental health is a basic
right of. every human being. The
Health Center helps maintain and
promote the health of students,
faculty, and staff. Services provided
by the Health Genter include .
education and counseling about
physical and emotional health,
emergency first aid treatment,
referral services to community
agencies and physicians, free
tuberculin skin tests and other
~creening programs, and programs of
Interest to students and faculty.
Students are encouraged to make an
appointment with the nurse to discuss
specific health problems. No
information on a student's health is
released without written permission
from the student, except as required
by law.

SERVICES FOR HANDICAPPED
STUDENTS
The Services for Handicapped
Students Office Offers a variety of
support services to enable .
handicapped students to participate
in the full range of college
experiences. Services are arranged
to fit the individual needs 'of the
student and include interpreters,
notetakers; tutors, mobility assistants,
loan of wheelchairs, readers for the
blind, and tape recorders. . .
Handicapped students should contact
the Office at least one month before
registration. The office will provide
students with an orientation session
.and registration information. For .

addmonarmtormation, contact the
Services for Handicapped Students
Office or the Counseling Genter.

STUDENT ORGANIZATIONS
Information about participation in any
organization may be obtained through
the Student Development Office. The
development of student organizations
is determined by student interest.
Categories of organizations include:
• Co-curricular organizations
pertinent to the educational
goals and purposes of the
College.

• Social organizations to provide
an opportunity for friendships
and promote a sense of
community among students.

• service organizations to
promote student involvement in
the community.

• Pre-professional and academic
organizations to contribute to
the development of students in
their career fields.

INTERCOLLEGIATE ATHLETICS
Participation on athletic teams is
voluntary on a non-scholarship basis
for students who meet requirements
established by the Metro Athletic
Conference. For more information
regarding eligibility, rules, standards,
and sports offered, contact the
Physical Education Office.

INTRAMURAL SPORTS
The College provides a campus
intramural program for students and
staff and encourages participation.
For additional information contact the
. intramural director in the Physical
Education Office or the Student
Development Office.

HOUSING,
The College does not operate
dormitories of any kind or maintain
listings of available housing for .
students. Students who do not reside
in the area must make their own
arrangements for housing.

CAMPUS SECURITY
Campus security is required by State
law to "protect and police buildings
and grounds of state institutions of
higher learning." Because all laws of
the state are in full force within the
campus' community, specially trained
and educated personnel are
commissioned to protect College
property, personal property, and
individuals on campus. Security
officers are certified peace officers.
They have the power to enforce all
Texas laws and rules, regulations,
and policies of the College, including
the Code of Student Conduct..

VI. FINANCIAL AID
Students who need financial aid to
attend college can apply for grants,
scholarships, loans, or job
opportunities. These aid opportunities
are provided in the belief that
education should not be controlled by
the financial resources of students.

Students needing financial
assistance are encouraged to complete
an application well in advance of regis-
tration for the semester they wish to
attend. The Financial Aid Needs Analy-
sis Forms take 8-10 weeks to process.
Early application allows the Financial
Aid Office to prepare a realistic finan-
cial aid package.
Some of the grant, scholarship,

loan and job programs available to
students are outlined in the following
paragraphs. Contact the Financial Aid
Office for detailed information about
any program and deadlines for
appiying. Some of the colleges have
established priority deadlines for state
grants and scholarships.

PELL GRANT

The PELL Grant is a federally funded
program designed to help
undergraduate pre-baccalaureate
students continue their education.
The purpose of this program is to
provide eligible students with a
"foundation" of financial aid to assist
with the costs of attending college.

All students applying for financial
assistance through the College must
apply for a PELL Grant. Other types of
financial aid may be awarded if the stu-
dent applies and qualifies. Eligibility for
PELL Grant is based on financial need
and satisfactory academic progress.
Applications and additional information
concerning the PELL Grant Program
are available in the Financial Aid Office
and in the counseling offices of most
high schools. The application process
takes approximately 8-10 weeks. In
response to the PELL Grant applica-
tion, a Student Aid Report (SAR) will
be mailed directly to the student. The
student should immediately review the·
SAR to make sure it is correct and
bring it to the Financial Aid Office. The
exactamount of the PELL Grant award
will depend upon the aid index on the
SAR and the number of hours for
which the student enrolls. In order to
be eligible, a student must enroll for at
least 6 credit hours each semester.
Students must apply each year. .
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SUPPLEMENTAL EDUCATIONAL
OPPORTUNITY GRANT (SEOG)
The SEOG is a Federal program to
help pre-baccalaureate students with
eligibility based solely on need. The
amount of a SEOG award depends on
the individual student's needs, the
total number of applicants, and funds
available. To be eligible, students
must enroll for at least 6 credit hours,
make satisfactory progress toward
their educational goal and have
financial need. Students must apply
each year for the SEOG.

TEXAS PUBLIC EDUCATIONAL
GRANT (TPEG)
The TPEG is a State program to
assist students attending state-
supported colleges. To be eligible,
students must make satisfactory
progress toward the educational goal
and have financial need according to
an approved needs analysis system.
Grants are awarded by eligibility on a
first-come, first-served basis for credit
and some non-credit courses.
Students must apply each year for
the TPEG.

TEXAS PUBLIC EDUCATIONAL -
STATE STUDENT INCENTIVE GRANT
(TPE·SSIG)
The TPE-SSIG is a state program. To
qualify, students must enroll for at
least 6 credit hours per semester,
make satisfactory progress toward
their educational goal, be a Texas
resident, and have financial need.
Grants are awarded by eligibility on a
first-come, first-served basis. Student
must apply each year for the TPE·
SSIG.

HINSON·HAZLEWOOD COLLEGE
STUDENT LOAN PROGRAM

The Hinson-Hazlewood College
Student Loan Program is a State
operated, federally insured student
loan program. To qualify, students
must enroll on at least a half-time
basis (6 credit hours in the fall or
spring semester), be a Texas
resident, and demonstrate financial
need. Students must apply for all
other types of aid before applying for
this loan, and they must apply each
year to renew the loan. New students
must have applied for and been
denied a Texas Guaranteed Student
Loan before applying for this loan.
Repayment begins six months atter

the student ceases to be enrolled for
at least one-half the normal course
load.
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Repayment may extend up to 10
years, but a minimum payment of $50
a month is required. The interest rate is
9% a year (adjusted).

STUDENT EMPLOYMENT
The College Work/Study Program is a
Federal program to assist students
through jobs both on and off campus.
To be eligible, students must
demonstrate financial need, be
enrolled in 6 or more credit hours,
and make satisfactory progress
toward their educational goal.
Students will generally work 20 hours
per week. The Student Employment
Program provides some jobs on
campus for students who do not meet
the financial need requirement of the
College Work/Study Program.
Students must be enrolled in 6 or
more credit hours and make
satisfactory progress toward their
educational goal. Students will
generally work 20 hours per week.

SOCIAL SECURITY ADMINISTRATION

The Social Security Administration
has offered benefits to students who
met its criteria. However, most
students who are not currently
receiving Social Security Educational
Benefits will not be eligible in Fall,
1982, because of a phase out of this
program as part of the Omnibus
Budget Reconciliation Act. Students
need to contact the regional Social
Security Administration Office
regarding eligibility. The Admissions
Office on campus acts as liaison
between students and the Social
Security Administration after eligibility
has been established.

BUREAU OF INDIAN AFFAIRS
The Bureau of Indian Affairs offers
educational benefits to American
Indian students. Students need to
contact the regional Bureau of Indian
Affairs Office regarding eligibility.
Bureau of Indian Affairs
1100 Commerce - Room 2C44
Dallas, Texas 75202

VOCATIONAL REHABILITATION

The Texas Rehabilitation Commission
offers assistance for tuition and fees
to students who are vocationally
handicapped as a result of a
physically or mentally disabling
condition. This assistance is generally
limited to students not receiving other
types of aid. For information, contact
Texas Rehabilitation Commission,
13612 Midway, Suite 530,
Dallas, Texas 75234.

VETERANS' BENEFITS PROGRAM

The Veterans' Benefits Program is
coordinated by the Veterans' Affairs
Office of the College. Services of this
office include counseling the veteran
concerning benefits, Veterans
Administration loans, Veterans
Administration work study programs,
financial problems, career counseling,
and other areas related to the
veteran's general welfare.
When testing indicates that a veteran
should enroll in developmental
courses such as reading, writing, or
math, the student may pursue these
courses with no charge to his or her
benefits. Tutoring services are also
available to the veteran who is having
learning difficulties in one or more
SUbjects. The veteran student should
be aware of some of the Veterans
Administration guidelines. Violation of
these guidelines causes
complications in receiving monthly
benefits or loss of those benefits.
1. Class attendance is mandatory.
Failure to attend ctass results in
suspension from class.

2. A veteran student who plans to
enroll in developmental courses
must be tested and show a need in
basic skills before enrolling in
these courses.

3. A veteran student enrolled in
television courses must be
pursuing more on-campus credit
hours than hours taken by
television.

4. A veteran student who has
successfully completed credit
hours at another college or
university must submit a transcript
from that college or university
before applying for VA benefits.
The transcript is evaluated and
credit granted when applicable.

5. A veteran student must enroll in
courses required for a degree
program. Information on dewee
requirements may be obtained
from the Registrar's Office.

6. A veteran student who withdraws
or who is dropped from all courses
attempted during a semester is
considered as making
unsatisfactory progress by the VA
and may lose future benefits. A
veteran student must also maintain
a satisfactory grade point average
as outlined in the catalog.

The above VA regulations are
SUbject to change without notice.
Students should contact the Veterans'
Affairs Office in order to be aware of
current regulations and procedures.



HAZELWOOD ACT

Under the Hazelwood Act certain vet-
erans who have exhausted remaining
educational benefits from the Veterans
Administration can attend Texas state-
supported institutions and have some
fees waived. To be eligible, students
must have been residents of Texas at
the time they entered the services, and
have resided in Texas for at least the
period of 12 months before the date of
registration, have an honorable dis-
charge and be ineligible for Federal
Student Aid Programs. Applications for
Federal Student Aid are available at
the financial aid office and will take a
minimum of eight weeks to process. To
apply, students must submit a Hazel-
wood Act application, a copy of their
discharge papers and a Student Aid
Report stating ineligibility to the Finan-
cial Aid Office.

TELEVISION COURSES

For financial aid purposes, lV.
courses are considered to be the
same as correspondence courses by
the Federal Government. Enrollment in
lV. courses may affect your financial
aid award, therefore, please contact
the financial aid office for additional
information if you intend to enroll in any
of these classes.

SELECTIVE SERVICE
Students who are born after December
31,1959, and who are required under
the Military Selective Service Act to
register for the draft, are required to file
a statement of compliance and pro-
vide a copy of the registration acknowl-
edgement letter from Selective Service
to the Financial Aid Office. Female stu-
dents must also file the statement of
compliance. Failure to comply con-
stitutes ineligibility to receive any
grants, loans, or work assistance
under Title IV of the Higher Education
Act of 1965.

ACADEMIC PROGRESS
REQUIREMENT
Students who receive financial aid
are required by government
regUlations to make measureable
progress toward the completion of
their course of study. For a detailed
description of the requirements,
contact the Financial Aid Office.
The 2.0 Grade Point average (GPA)
Requirement
a. Students funded for full-time
course loads must complete a full-
time course load with a minimum
GPA of 2.0 each semester an
award is made.

b. Students funded for part-time
course loads are expected to
achieve a minimum GPA of 2.0 on
all courses funded each semester.
No drops or withdrawals are
allowed.

Academic Compliance
a. If the 2.0 GPA requirement is not
met once, a warning notice is
mailed to the student. Transfer
students entering the District on
probation are considered to be in
this category.

b. If the 2.0 GPA requirement is not
met twice, no award is made for
six months.

c. A third chance may be approved at
the discretion of the Financial Aid
Director after the six-month
suspension period. The student
must sign acknowledgement of
conditional approval before the
award is made. If the 2.0 GPA
requirement is not met three times,
no award is made for two years.

d. A fourth chance may be approved
at the discretion of the Financial
Aid Director after the two-year
suspension period. If approved, the
student must sign a warning notice
before the award is made. .

Students may appeal the Financial
Aid Director's decisions to the Vice
President of Student Service. The
appeal must be in writing.
The Financial Aid Office reserves the
right to review and cancel awards at
any time because of (1) failure to
maintain an acceptable academic
record. (2) failure to meet the
minimum course load requirements.
(3) changes in the financial status of
the student or the student's family, or
(4) failure by the student to meet any
regulations governing the program
from which the student is receiving
aid. It is understood that the student
is aware of the conditions under
which aid is offered and agrees to
meet all requirements.

SHORT·TERM LOANS
The College offers students short-
term loans. Normally, a loan would
not exceed tuition, fees, and books,
but cheek with the Financial Aid
Office for further details. The loan
must be repaid within sixty to ninety
days or before the end of the
semester in which the money is
borrowed.
JOB PLACEMENT SERVICES

The Placement Office is available to
assist any student in job placement,
either on or off-campus. Job openings
are listed in the Placement Office.
The Placement Office also works
directly with students and community
employers to locate jobs and students

qualified to fill them. Career
placement assistance is available for
students nearing the end of their
course of study. In addition to listing
full- time career opportunities, the
Placement Office also assists
students in developing resumes,
preparing for interviews, and
developing successful job search
strategies.

COMMUNITY COLLEGE
DISTRICT STUDENT
RIGHTS AND
RESPONSIBILITIES
SYNOPSIS:
1. General Provisions
a. Preamble
b. Scope
c. Dellnitions

2. Acquaintance with POlIcies. Rules Regulations
3. Campus Regulations
a. Basic Standard
b. Enumerated Standards

(1) Studenlldenlilic"allon
(2) Use 01District Faclll!les
(3) Speech and Advocacy
(4) Disruptive Activities
(5) AlCoholicBeverages
(6) DNgS
(7) GambRng
(8) Hazing
(9) Academic Dishonesty
(10) Financial Transactions
(11) OtherOltenses

4. Disciplinary Proceedings
a. Administrative Disposition

(1) tnve.tlgatlon
(2) Summons
(3) Dlsposl!lon

b. SltJdenlDisciptineCommlltee
(1) Composition; Organization
(2) Notice
(3) Preliminary Mattera
(4) Procedure
(5) Evidence
(6) Record

c. Faculty·SlUdent Board 01Review
(1) Right to Appeal
(2) Board ComPOSition
(3) Conslderlilion of Appeal
(4) Petltlonfor Administrative Aevlew

5. Penalties
a. Authorized Disciplinary PenalUes
b. Definition 01Penalties

6. Parking and Traffic Regulations

1. 0'l1li,.1 Proyltlona
8. Pr.. mble
The primary goal 01the District and Its Colleges Is to help
students 01 all agea achieve ellectlve living and
responsible citizenship In a laat changing regIOn, stale,
nation and world. The District's primary concern is the
slUdenl. Each college attempts to provide an environment
which views slUdents in a whOUsti<:manner encouraging
end inviting them to learn and grow in<leperdently,
stressing the process and the acquisition olakUIs. SUchan
environment presupposes bOth rights and responalbllltea.
Free Inquiry and eKpresalon are essentlel parta Of thiS
Ireedom to teem and 01room lor growth and develOpment.
HONElVer,this anvlronment also demands appropriata
opportlJnlUes end conditIOns In the classroom, on the
campus end, Indeed, In the larger community. Students
must exercisemeee Ireedoms with responsibility.
The responsibl1lty to secure and 10 respecl general

conditions conducive 10the eeecem to learn and to grow
Is shared by all members of the college community. Dallas
County Community College uemet has a duty to develop
policies and procedures which provide and saleguard this
liberty and this environment. The purpose 01' this
stBtement Is to enumerate tha essential provisiOns lor
student freedom to learn and grow and the responsibilities
which go wlth these liberties as established by the Dalles
County Community College DlstrlCl Board of Trustees.

b. SCo5M
(1) This code apptleslo Individual sltJdenls anclsla18s the

lunctlon 01student. laculty, and admlnlstrallve stall
members 01the college in dlsclp~nary proceedings.

(2) The college has JurisdiCtion for disciplinary purposes
over a person woo was a sncem at the time he
allegedty violated a Board policy, college regulation,
or administrative rule.
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c. Dellnltlo",: In this code, unless the context requires a
dlllerentmeanlng:
(1) "Class day" means a day on which classes eercre

semester or summer sessiOn final examinations are
regularly scheduled or on which semester or summer
session Iinal examinalions are gi'len;

(2) "Vice Presidenl 01Sludent Services" means lhe Vice
Presidenl 01Student Services, his delegate(s) or his
represenlative(s);

(3) "Director 01 Student Development" means the
Director 01Student DevelOpment. his delegate(s) or
his representalive(s);

(4) "Director of Campus Securlty" means the Director Of
Campus Security, his delegate(s) or his
representali'le(s);

(5) "President" means the president 01a college 01the
Dallas County Community College District,

(6) "Studenr' means a person enrolled in a college 01the
Dallas County Community College District. or a
person accepted lor admission to the college;

(7) All vice presidents. deans, associal& deans, assistant
deans, direclors, and di'llslon chairmen 01the college
lor Itte purposes 01 Ittis code shall be called
"administrators" ;

(8) "Complaint" Is a wrrtten summary 01 the essential
lacts conslltutlng a viola lion 01a Board pOlicy.college
regulation or administrative rule;

(9) "Board" means the Board of Trustees, Dallas County
Community College District,

(10) "Chancellor" means the Chancellor 01 the Datlas
County Community College District;

(11) "Major violation" means one which can resun in
suspension or expulsion Irom the college or denial of
degree;

(12) "Minor violation" means one which can result In any
disciplinary action other than suspension or explJlsion
tram the college or denial of degree.

(d) The ViCe President 01 Swdenl Services may
impose disciplinary action as follows:
(i) For minor violations, any action authorized

by thiS code in the section on P.naltle.
(Irom 1-8. Le. Admonition through
SUspension01eilglbillty).

(II) For major violations. any action authorized
by thl3 code in the section on Penattl ..
(Irom 1·11, I.e. Admonition through
Expulsion)

2. Acqualntlinc. with Pollcl .. , Rules, Regulltlon.
The Student Rights and RespOrlSibUiliesstatement is subject
to change by actton of the Board 01Trustees. Each student is
expected to be lully acquainted with all pUblished policies,
rules, and regutalions of the College, capies 01which shall be
available to Bach sludent lor review at the offices 01the Vice
President of Student Services and Student Development. The
college wilt hold each student responsible lor compliance with
these policies, rules and regulations. The swdent is
reSpOnsiblefor Obtaining published materials to update the
items in this statement. Students are also eltP8Ctedto comply
with alilederal, state and loCal laws. This principle ell.tendsto
conduct 011campus which is likely to have an adverse effect
on theCollege or on the educallonal process.

3. C.mpus Regulilions
8. B.slc Stand.n!: The basic standard 01behavior requires
a student
(1) Not to violate any municipal. state, or le<teral laws,.""(2) Not to interfere with or disrupl the orderly educational

processes 01 any college 01 the DallaS County
Community College Distriet.

A student is not entitled to greater immunities or privileges
before the law than those enjoyed by other citizens generally.
b. Enllm.rIIt.d Standards: The Succeeding regu18Uons
describe offenses for which disciplinary proceedings may
be Initiated, but the college expects Irom lis sltJdents a
higher standard 01conduclthan the minimum required to
avoid discipline. The college ell.pects aUsfudents to obey
the law, to show respect lor properly constltuted authority.
to perform contractual obligations. 10 maintain absolute
integrity and a high standard of Individual honor in
scholasllc war!(, and to Observe standards 01 conduct
approPriate lor a community 01 scholars. In shOrt, a
student enrolled In the college assumes an obbgalior, to
conduct himself In a manner compatible WIth the college
lunctlon as an educational Instllullon.
(1) Stud.nt Id.nllllc.tlon:

a. IlIulnc. ImI Us.: 1.0. cards will be distribuled
during the first week 01 school and wHl be
required fOr the lotlowlr,g events and seviCes;
library usage. concerts, lectures, campus
movies, use of student center lacilitles, voting In
campus elections, and tickets lor campus and
community events. AU1.0.cards are Ihe property
at the college and must be shown on rSQuestof a
representative 01 Ihe college. Students are
required to be in possession 01their 1.0. cards at
allUmes and are prohibited Irom loaning their 1.0.
cards to any other person lor any reason.
likewise, II 1$ prohibited 10use any other card
except the one Issuedby the college.
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b. R.placement C.rd.: If lost, duplicate 1.0. cards
may be Obtainedin the business omce by pament
ola $4.00Charge.

(2) U•• of District Faclllt •• : Each college 01the Dallas
County Community College District is a public lacility
entrusted to the Board of trustees and college
olliclats lor the purpose of conducting the process ct
education. AclivUies which appear to be compatible
with this purpose are apprOVedthrough a procedure
maintained in theStudent Development oruce.
Activities which appear to be incompatible or in
opposltlon to the purposes of education are normally
disapproved. It is imperative that decisiOn be made
prior 10 an event In order to fullill the trust 01 the
public. No public lacility could be turned over to the
Indiscrimlnata use 01anyone lor a plaftcrm or forum
to promote random causes. These reasonable
controls are eJ(ercisedby college officials lor the use
of facilities to ensure the maximum use of the college
lor the purpose lor whieh It was Intended.
Therefore, anyone planning an activity at one 01 the
conegas 01 the Dallas County COmmunity College
District which requires space to handle two or more
persons 10 conduct an actiVity must have prior
approval. Application forms to reserve space must be
acquired through the Swdent Development Ollice.
This cuce also maintains a statement on procedures
lor reserving space.

(3) Sp.ech and Advocacy: Students have the right 01
tree expreselcn and advocacy; however, the time,
place, and manner of exercising speech and
advOCaCyshall be regulated In such a manner 10
ensure orderly conduct, non-Interlerence with college
functions or activities, and idantification 01sponsoring
groups or individuals. Meetlngs must be registered
with the Student Development Olliee. An activity may
be called a meeting when the lollowlng conditions
prevail at thaI activity:
(e) When two or more persons are sllling. standing,

or lounging soas to hear or see a presentation or
discussion 01a person or a group 01persons.

(b) When any special ellort to recruit an audience
has preceded the beginning 01 discussions or
presentations.

(c) When a person or group 01persons appears to be
conducting a syslematic diSCUssion or
presentaUonon a dellnable topic.

(4) Disruptive ActlvIU •• : Any activity which interrupts
the scheduled ectMlies or processes of education
may be classilied as disruptive; thus, anyone who
initiates In any way any gathering leading 10disruptive
activity will be violating college regulations ancuor
state law.
The lollowing conditions shall normally be sullieienl

to classify behavior as disruptive:
(a) BlOcking or In any other way interfering with

access to any lacility 01the college.
(b) Inciting others to violence and'or participating in

violent behaVior, eg .• assault; loud or vulgar
language spoken PUbUcly; or any 'orm of
behavior acted out for the purpose 01inciting and
Inlluencing others.

(c) Holding rallies, demonstrations, or any other form
01publie gathering without prior approval 01 the
college.

(d) Conducting any activity which causes college
ollicials to be drawn 011their scheduled duties to
intervene, supervise or ObServethe activity In the
intetest of maintaining order al the collage.

Furthermore. the Vice President of Student Services shall
enlorce the provisions 01 the Texas Educatlon Code.
Section 4.30(following page).

Education Code s~ii~~.:30 p~;kt·.·;;·······
(a) No person or group 01persons acting in concert maywiJlluUy

engage In disruptive activity or disrupt a lawful assembly on
the campus or prOperty Of any privale or public school or
Insti!tJUon Of higher eduC8ti9n or public VOCational and
technical school or institute.

(b) For the purposes of this secllon. dISruptiveactivity means
(1) ObStructing or restraining the passage 01 persons in an

ellit, enlrance. or hallway of any building without the
authorlzatlon 01the adminiStration 01the school;

(2) Seizing control 01any building or portion 01a building lor
the purpOSe 01 interlering with any admlnistrati'le,
educational, research, or other authorized activity;

(3) Preventing or altempting to prevent by lorte or violence or
the threat 01 lorce or violence any lawful assembly
euthorlZedby the school administration.

(4) Disrupting by force or violence or the threat of force or
violence a lawful assembly in progress: or

(5) Obstrucling or restraining the passage 01any person af an
exit or entrance to said campus or property or preventing
or anemp1ing to prevent by lorce or violence or by threats
thereal the Ingress or egress 01any person to or Irom said
property or campus without the authorization Of the
administration 01the school.

(c) For the purposes 01 this section, a lawful essembly is
disrupted when any peson in alfendance is rendered
incapable 01participating in the assembly due to the use 01
lorce or violence or due to a raasonable fear that force or
violence is likely to occur.

(d) A cerecn who Violatesany provisions 01this section is guilty of
a misdemeanor and upon conviction is punishable by a line
not to exceed $200 or by ccounernenr in jail lor nonees than
10days nor more than 6 months, or both.

(e) Any person who !s convicted the third time 01violating fhis
secUon shall not thereafter be eligible to attend any school,
college, or university receiving lunds Irom the State 01'texas
lOra period oltwoyears Irom such third ccrwcucn.

(I) Nothing herein shall be construed to Inlrlnge upon any rlghl of
tree speech or expression guaranteed by the ccnstnuncne of
the Unlled Stales or the State 01Texas.

(5) Drinking 01 AlcohoUc Be"'rII".': Each college of
the Dallas County Community College District
specilically forbids the drinking 01 or possession 01
alcOhOlicbeverages on its campus.

(6) Drug.: Each college ot the Dallas County Community
College District specllically torbids the illegal
possession, use, sale or purchase 01drugs, narcotics,
or hallucinogens on or off campus.

(7) O.mbnng: State law eJ(pressly lomlds gambling 01
any kind on state property.

(8) Hazing: Each college 01 the Dallas County College
District, as a mailer of principle and because It Is a
violation of slate law, is opposed 10end will endeavor
to prevenl hazing activities which tnvotve any ot the
following lactors singly or in conjunction:
(a) Any actions which seriously imperil the physical

wel~belng ot any smcent (all walks and all
calisthenics are held to be acnons which
seriously Imperil the physical wel~being 01
swdenta end are, therelore, accordingly
specifically prOhibited).

(b) Activities which are by nawre indecent
degrading, or morally ollensi'le.

(c) Acltvilies which by their nature may reasonably
be essumed to have a degrading elfect upon the
mental or moral altitude of the persons
participating therein.

The Institutional policy is one discouraging aU
actiVities incompatible with the dignity 01 the college
swdent and exercising disciplinary correction over
such 01activities as escape trom reasonable contrOl,
regulallon, and decency. From lhe institution's point
01 view, the reasonability lor the control 01 hazing
acltvitles, if engaged Inby an organization, rests in the
elected and responsible ollicials at the group. as
individuals, and in the group as a whole, since it sets
and approves the policy to be fOllOWedin these
matters. It Is accordingly recommended that all
groups be Inlormed that both their officers and the
group as a whole, will be held singularly and
collectively responsible lor any actions considered to
be unreasonable, Immoral, and Irresponsible with the
policy limits detailed above. Individual activity talling
in this category Shallbe handled on an individual basis
and will result in disciplinary action.

(9) Ac.d.mlc DI.hon •• ly
(a) The Vice President of Swdent Services may

initiate disciplinary proceedings againsl a sludent
accused of ecademlc dishonesty.

(b) "Academic dishonesty" includes, but Is not
limited to, Cheating on a le&l. plagiarism and
collusion.

(c) "Cheallng on a test" Includes:
(I) Copying from another sludent's lest paper;
(ii) Using, during a lest, materials not authorized

by the person giving the test;
(Ii~ Collaborating with another studenl during a

test without aulhorityi
(Iv) Knowingly using, buying, selling, stealing,

transporting or soliciting In whole or part the
contents 01an unadministered test.

(v) SUbStituting for another student, or
permitting another student to substitute for
one's sell, to lake a test; and

(vQ Bribing another person to obtain an
unadministered lesl or inlormation about an
unadministered lest.

(d) "Plagiarism" means the appropriation 01
anolher's wor!( end the unacknowledged
incorporation 01 that wor1<on one's written wor1<
offered lor credit.

(e) "Collusion" means the unauthorized
collaboration with anolher person in preparing
wrlttenwor1<offered for credit.

(10) Flnlnc'-I TrilnucUonl with the College
(a) NOstudent may reluse to pavor lailto pay deot

heo_s to the college.
(b) Nostudant may give the collage a check, dral1 or

order with Inlenlto defraud the college.
(c) A swcienfs failure to pay the college the amount

due on 8 check. draft, or order, on or belore the
filth class alter the day lhe business office sends
written notice that the drewee has righUul1y
relused payment on the check, drall or ordar. is
prima lacie evidence that !he student intended to
delraud the college.

(d) The Vice President 01 Student Services may
initiate disciplinary proceedings against a student
who has allegedly violal&d the provisions 01 this
sectlon.



(11) Ou..rOn.nan
(.) The Vic. President at Student servlces may

Initiate disciplinary proceedings against a student
who:
(Q Conducts hlmseH in a manner tt1at

slgnilicantly interleres with college teaching,
research, administration, dlsclpUnary
proceedings or other college activlties,
Including Its pubbc service lunctions, or with
other authorized Icllvlties on college
prlmises;

(i~Damages, cetecee or destroys cOllege
property or property Of I member 01 tt1e
college community or campus visitor;

(IIi) KrtOINlngly gives lalse inlormatlon In
response to requests Irom the college;

(Iv) Engages In hazing, as detlned by slate law
and college regulations;

(v) Forges, altell or misuses college
documents, records or 1.0. cards;

(vO Violates college policies or regulatiOns
concernIng par1l;ing,registration 01 student
organtzations, use of college lacilities, or the
time, place and manner 01pubtlc ellPresslon;

(vii) Falls to comply with directions 01 college
olllclalS acting in the performance of their
duties:

(vIU)Conducts himsell In a manner which
adversely affects his sultablUty as a member
01 the academic community or endangers
his own salety or the salety of others;

(Il) Ulegallypossesses, uses, sells, or purchases
drugs, nsrcollcs, halluclnooens, or alcohoUc
beverages on or oft campus:

(l) Commits any acl which Is classilled .s .n
Indictable offense under elttler slate or
lederatlaw.

4. DEtclpUnlry Proceedings
a. AdmlnlstratlYe Disposition

t 1) In •• Ug.OoR, Conl .... nc8 and Complaint
(.) When the Vice President of Sludant SIrvlces'

Office receives informatIOn that a student has
allegedly violated e Board polley.. coUege
regulation, or administrative rule, the Vice
President or a subordlnata delegated by him shall
Investlgatathe alleged viOlation.Aller completing
the preliminary InvelOgation. the Vice President
may:
(~ Dismiss the a~egations as unlounded, aithar

belore or .Iter conferring with the sludent: or
(ii) Proceed admlnlstrallvely and Impose

dlscfpbnary action; or
(iii) Prepare a complaint based on the aU~Uon

lor use in disciplinary hearings alonQwith •
tist 01witnesses end documentary evidence
supporting the .1Iegation.

(b) The President may take immediate Interim
disciplinary action, luspend the right ola Itudent
to be present on the campus and to attend
classes. or otherwise atler the status 01a student
for violation of a Board policy. college regulation.
or .dmlnlstr.tIve rute,when In the opinion of such
ofllclatthe Inlarest 01 the college would best ba
served by such action.

(c) No person shall search a studenrs personal
possessions tor the purpose of enlorclng this
cOdeunless the indlviduat's prior permissiOnhas
been obtained, searches by law enforcement
officers 01 such possessions shall be only as
authoriZedby law.

(2) SUmmons
(a) A student may be summoned to appear In

connecUOnwith an atleged vIOlation by sending
him a letter by cartlfied mail, return receipt
requested, addreased to the student at his
address appearing in the registrar's ofIlce
records. It Is tha student's responsibility to
immediately notify the registrar's office of any
change 01address.

(b) The teltar shall direct the atudentto appear at a
specified Urneand place not tess than three class
days affer the dala 01 the tetter. The letter shall
also describe brielly the alleged vIOlation and
ahen stale the Vice President Of Student
8ervlcu' Intention to handle the allegation as a
minor or major violation.

(c) The Vice President 01 Student services may
place on disciplinary probstlon a student who
I.lts without good cause to comply with a leller 01
summons, or the Vice President may procaad
against the student as stated below in the
sections ot Dlspos;ltlon and P.nahl ...

(3) DlsposJ1lon
(a) At a conference with a student In connacllon with

an alleged minor or major violation, the Vice
President shallacMse the student 01his rights.

(b) A student may rafuse administrative dISposition
of the alleged violation and, on refusal, ls entlUed
to a hearing. II a student accepts administrative
dlsposltlon; he shall sign 8 statament that he
understanda the naMa 01 the charges, his right
to a hearing or to waive the same. the penalty
Imposed, end h.1swaiver 01the right 01appeal.

(c) The Vlca President Of Student services shan
prepare an accurate, wnuen summary 01 each
adminIStrative dlsposillon aOOforward a copy to
the student (and, it the student is a minor, to the
psrent Orguardian 01the studen9. to the Director
01 StlJdent Development and to the Director 01
CampusSecurity.

(d) The Vice President Of Student services may
Imposedisciplinary action as follows:
(I) For minor violations. any action eumornee

by this ecee In me section on Penaltlel
(Irom 1·11. te. Admonition through
Expulsion).

b. Student DilclpDne Commlttee
(1) Composltlon;OrglRullon

(a) When a student rerceee administrative
disposition 01either a major or a minor violation,
he Ie entitled to a hearing betcre the Student
Discipline Commlnee. This reQuest must be
made In writing on or belore the sillth working day
following administrative disposlllon. The
ccnrranee shall be composed 01equal numbers0' ltudenta, admlnlltrllto,. end 'acuity ot the
college. The commillee shall be appOintedby the
President for each hearing on a rotating basis or
on e basis of availability.

(b) The Student Discipline COmmittee shall elect s
Chairman from the appOinted members. The
Chairman Of the committee shall rule on the
admissibility 01 evidence. motions. and
cejactltlns to procedure, but e maturity 01 the
committee members msy override the
Chairman's ruling. AU membera 01the Committee
are eligible to VOlein the hasring.

(c) Chairmen: TheChairman shall set the date, time,
and place for the hearing and msy summon
witnesses, and require the production Of
documentary and other evidence.

(d) The Vice President of Student Services shall
represent the college belore the Student
Disclptlne Committee and presant evidence to
support any allegations 01 violatiOns ot Board
policy, conege regulation, or administrative rules.
The Vice President of Student Servicas may be
assisted by legsl counsal when in the opinltln 01
the Vice President 01Student Services the best
Intereats 01 the student or the college would be
served by such assiStanca.

(2) NoUce
(a) TheCommillee Chairman Shallby letter notify the

student concerned of the date. time and place lor
tha hearing. The letter shell specify a hearing
date not lass than three (3) nor more than ten(10)
class days aller ttle dale Of the letter. It the
stlJdent is under 18 years 01age, a copy of the
leller shall be sent to the parents or guardian.

(b) The Chairman may lor good cause postpone the
hearing so long as all interested parties are
notllied olthe new hearing date, IImeand place.

(c) The Student Discipline CommUtae may hold a
nearing al any time II the student has actual
nollce 01the date, time, and place of the hearing,
and consents in writing thereto. and the
Prasldent. or his designated rapresentative in his
absence, states in wrillng to the commlltee that,
because 01 eltraorclinary circumstances the
requirements are inappropriate.

(d) The notice shall SPIcily whettler the charge or
charges are considered minor vlolallons or major
violations; shall direct the sludent to appear
balora the commillee on the data and at the time
and place specified, and shall advise the student
ot the Iollowing rights:
(0 Toa private hearing:
(II) To appear alone or with legal counsel (it

charges have been evaluated es a major
violation or il the college is represented by
legal counsel):

(Ill) To have his parents or tegal guardian present
at the hearing;

(Iv) To know the identity of each witness who will
testily against him;

(v) To cause the committae to summon
witnesses, require the production 01
documentary and oU'1erevidence possessed
by the college, and to ollar evidence and
argue In his own behatf;

(vI) To cross-examine each witness who testilies
against him;

(vii) To have a stenographer present at the
hearing to make e stenographic transcript of
tha hearing, at the student's expense, but the
student Is not permiUed to record the
hearing by electronic means;

(vBl)To appeal to the Faculty-Student Board Of
Review, subject to the limitations established
by the Faculty-5tudent Bo.rd 01 A..... w
secllon.

{e> The Vice President of Sludent services may
SlJspenda student whOfalls wltout good cauu to
comply with a letter sent under this secllon, or, at
his discretion, the Vice President of Stuclent
Services may proceed With the hearing in the
student's absence.

(3) p...llmlnary MeU.rs
(a) Charges arising out of a single «ansacncn or

cccurence. against one or more students, may be
heard together or, either at ttle option 01 the
Committee or upon request by one 01 the
srudents·ln-Interest, separate hearings may be
heid.

(b) At least three (3) class days before the hearing
date, the student concerned shall lurnish the
Committee Chairman with:
(i) The name 01 each witness he wants

summoned and a descriplion 01 eu
documentary and other evidence possessed
by the cOllegewhich newams prOduced;

(il) An objection that, if sustained by U'1e
Chairman 01 the Student Discipline
Committee, would prevent the hearing;

(iii) The name 01 legal counsel, il any. whO
appear with him;

(iv) A request tor a separate hearing. it any. and the
grounds tor such a recoeet.

(cl When the hearing is set uncler waiver 01nonce or for
other good cause defermined by the Commillee Chair·
man, the student concarned is entitled to lurnish the
Information desclibecl in paragraph (b) hereol at any time
before the hearing begins,

(4) Proe-du ...
(a) The hearing shall be Inlormat and the Chairman

shall provide reasonable opportunities lor
witnesses 10 be heard. The college may be
represented by stafl members 01 the Vice
President 01 Student Services' ollice, legal
counsel and other persons designalad by the
President. The hearing shalt be open to the public
so tongas space is available. but may Include the
10Uowingpersons on thalnvltabon 01the sruden!:
(i) Representatives 01theCotlegeCouncll;
(ii) A staff member 01the COllegenewspaper:
(Ill) Representatives 01the Faculty Association:
(Iv) Swdent'sleoal counsel. and
(v) Members 01 thestudent'slmmediete lamlly.

(b) The Commillee shall proceed generally as
follows during the hearing:
(I) The Vice President 01Student Services shaN

read the complaint;
(Ii) The Vice President 01Student Services shell

Inform the student of his rights, as stated ~n
the notice 01hearing;

(ill) The Vice President 01Student Services shall
present the College's case;

(Iv) The student may present his delense;
(v) The Vice President 01Student Services and

the student may present rebuttal evidence
and argument:

(vI) The Committee will vote tha issue of whether
or not there has been a violation 01 Board
policy. coUege regulation or administrative
rule; 11 the Committee linds the student has
violated a Board policy, college regulation or
administrative rule, the Commillee will
determIne an appropriate penally

(vii) The Commillec :.' ~" ,Iotorm tne stUdent 01
the decision and penally, il any;

(viii) The Committee shall state In writing each
linding 01 a viotallon of Board poticy. college
regulation or administrative rule, and the
penalty detarmlned. Each committee
member concurring in the finding and
penalty shan sign the statement. The
Commillee may Include in the statemant Its
reasons lor the Iinding and penalty.

(5) Evlcl.nce
(a) Legal rules 01 evldance shall not apply to

hearings belore the Student Discipline
Committee. and tha Committaa may admil anc!
give probative eflect to evidence that possesses
probative valua and Is commonly accepted by
reasonable men in the conduct 01 their eflairs.
The COmmltlee shan elclude irrelevant,
immaterial and unduly repetitious evidence. The
Commillee shall recognize as prlvlleged
communications between a student and a
member of the professional staff of the Health
center, Counseling end Guidance center, or lhe
Office 01the Vica President 01Student Services
where such communications wera made In the
course of parformance 01official duties and when
the mailers discussed were understood by the
staff member and the student to be confidentlai.
COmmillee members may Ireely question
witnesses.
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(b) The Commillee shall presume a snrcent Innocent
of the alleged violation unlil it is convinced by
clear and convincing evidence that the student
violated 8 Board ccscv. college regulation or
administrative rule.

(c) All evidence shall be offered to the Committee
during the hearing and made a part ot the hearing
record. Documentary evidence may be admilled
in the form 01 copies 01 extracts. or by
incorporation by reference. Real evidence may
be photographed or desc ribed.

(d) A studenl defendant may not be compelled to
testify against hlmselt.

(6) Record
(a) The hearing record shall include: a copy of the

notice 01 hearing: all documentary and other
evidence offered or admitted in evidence: written
motlons, pleas, and any other materials
cOflsidered by the Committee; and the
cownmee'e oececne.

(b) If notice of appea! is timely given as neremener
provided, the Vice President of Studenl Services,
at the cnecucn 01 the Committee Chairman, shall
send the record to the Board of Review, with a
copy to the student appellant on or oetcre the
tenth class day aller the notice 01 appeal is given.

b. Flcuhy-5tudent Board of ReYlew
(1) Right to Appe.1

(a) In those cases In which the disciplinary penalty
imposed was as prescribed in the section on
Pen.ltle., (6) Restilulion through (11) Expulsion,
the student may appeal the cectsicn of the
swoent Discipline ccnmntee. or the decision of
the President In an Interim action to the Faculty-
swcent Board 01 Review. Disciplinary acttons
taken under the section on Penalties, (1)
Admonition Ihrough (5) Bar agalnsl readmission,
cannot be appealed beyond the saeent
Discipline Committee. A ewcent appeals by
giving written notice 10 the Vice President of
Student Services on or before the third class day
aller the day the decision or action Is ennounced.
This notice may be inlormal, but shall contain the
student's name. the date of the decision or
action, the name 01 his legal counsel, II any, and a
simple request lor appeal.

(b) Nolice of appeal timely given auspends the
Imposition ot penalty until the appeal Is finally
decided, but Inlerim action may be taken as
auth",rlzed under the section on DI.clpllnlry
Disposition whICh authorizes the President to
take Immediate intarim disciplinary action.

(2) Board Composition
(a) The President shall appoint Boards of Review to

hear appeals under this code. Each such Board
shall have three faculty representatives and two
students appointed by the Presldenl in
alphabetical rota lion from available members of
the Review Panel.

(b) The Review Panel shall have twenty·flve (25)
members, selected as lollows:
(i) fifteen (15) representatives from the faculty.

recommended by the President of the
Faculty AssociaUon and appOinted by lhe
Presidenl of the college for Ihree-year
staggered terms.

(ii) Ten (10) shJdents shall be appOinted by the
Presldenl of the college for one'year lerrns.
Student members must have en overall 2.0
average on all college work all&mpted at the
lime 01 the nomination and must not hall'8 a
disclp"ne case pending.

(c) The President shall instruct the Board 01 Review
members on SlUdent disciplinary policies, rules,
and hearing procedures as soon as practicable
alter the members ate appointed.

(3) Consldel1lllon 01Appelll
(a) The Board of Review shall consder each appeal

on Ihe record of the Student Discipline
Comml1tee and for gOOd cause shown, original
evidence and newly discovered evidence may be
presenled.

(b) Upon timely appeal, the President shall select a
Board 01 Review as aforesaid and shall notify the
student appellant and the VICe Presidenl of
Student Services In writing 01 the time, date. and
place 01 the hearing as determined by the
President.

(c) The President will designata one of the members
01 the Board of Revlew 10 serve as chairman.

(d) Appellate hearings will fOllow the procedure
prescribed In this code.

(e) The Board of Review will hear oral argument and
receive wrilten briefs from the sludent appellant
and Vice President of Sl1Jdent Services or their
representallves.

(I) The Board of Review, after considering the
appeal, may affirm the Student Discipline
Commlttee's decisiOn, reduce the penalty
determined or otherwise modlty the decision of
the Sl1Jdent Discipline Commlt1ee, or dismiss the
complalnl.21

(g) The Board of Review shall modify or set aside the
finding 01 violatcn, penalty or bOth, if the
substantive rights ot the swdent were prejUdiced
because the Student Discipline Commiltee's
flnding of facts, conclusions or decisions were:
(I) In violation of a federal or state law, Board

policy, college regulation, administrative
rule, or authorized procedure:

(ii) Clearly erroneous in view 01 the reliable
probative and substantial evidence on the
complete hearing: or

(iii) capricious, or characterized by abuse ol
discretion or clearly unwarranted exercise of
discretion.

(h) The Board of Review may not increase a penalty
assessed by the Student Discipline Committee.

(4) Petllion for Admlnlstr.tiYe ReYie.
(a) A swcem is entitled to appeal In writing 10 the

Board of Trustees through the President, the
Chancellor, and tha Chairman of the Board. The
President shall automatically review every
penalty of expulsion.

(b) A petition for review is Informal but shall contain,
In addition to the information required, notice 01
appeal. the date of the Board of Review's action
on the snceore appeal and his reasons lor
disagreeing with the Board's action. A etceent
shall lile his petltion with the President on or
before me third class day alter the day the Board
Of Review announces its action on the appeal. If
the President rejects the pelition, and the student
appellant wishes to petition the Chancellor, he
shall file the petition with the Chancellor on or
betore the third class day alter the Presidenl
rejects the peution In writing.

(c) The President. the Chancellor, and the Board of
Trustees In their review may take any ecucn that
the Studenl Discipline Committee is authorized to
take. They may receive written briefs and hear
oral argument during their review.

4. Penlltl ••
a. Authol1zed Disciplinary Penaltle.: The Vice President Of

Student servces. the Student Discipllne Committee. or
the Faculty·Sl1Jdent Board of Review may Impose one or
more 01 the following penalties for violation 01 a Board
policy, college regulation, or administrative rule:
(1) Admonition
(2) Warning probation
(3) DisclpUnary prObation
(4) Withholding of transcript or degree
(5) Bar against readmission
(6) Restitution
(7) Suspension of rights or prtv"eges
(B) Suspension of eligibility for official athletic and non-

athletic extracurricular activities
(9) Denial of degree
(10) Suspension from the college
(11) ExpulsiOn from the collega

b. Dellnllion.: The lollowlng definitions apply to the
penaltles provided abova:
(1) An "Admonition" Is a written reprimand from the Vice

President of SlUdenl ServICes to the slUdent on whom
it Is imposed.

(2) "Warning probation" Indicates that furlher violations
may result In suspension. Disciplinary prObation may
be Imposed for any length Of time up to one calendar
year and the sludent shall be aulematlcally removed
from probation when the Imposed period expires.

(3) "Disciplinary probation" IndICates that further
violations may result in suspension. Disciplinary
probation mey tle Imposed lor eny length 01 time up 10
one celander year end !he slUclant sh.sll be
automatically removed from prObation wtlen the
Imposed period expires. Students will be placed on
disciplinary prObatlon for engagin in acllvltles such as
fhe following: being Intoxicated, misuse 01 1.0. card,
creating a disturbance In or on campus facUltles. and
gambl1ng.

(4) "Withholding 01 transcript 01 degree" Is Imposed
upOn a student whO falls to pay a debt owed the
cOllege or whO has a disciplinary case pending Iinal
disposition. The penalty terminates on payment 01 the
debt or final dispositlon of the case.

(5) "Ber against readmission" Is Imposed on a studenl
who has lell the college on enlorced withdrawal for
disciplinary reasons,

(B) "Restitution" Is reimbursemenl for damage 10 or
misappropriation 01 property. Raimbursement may
take the form of appropriate service 10 repair or
otherwise compensate for damages.

(7) "Disciplinary suspension" may be either or both of
the following'
(a) "Suspension of rights and privileges" Is an

elastic penalty which may impose limitations or
restrictions to lit the partlcular case.

(b) "Suspension Of eligibility for ctnce! athletic and
non-athletic extracurricular acuvmea" prohibits.
during the period of suspension, the student on
whom it is Imposed from joining a registered
student organiza1ion; taking part in a registered
student organlzatlon'S activities. or allendlng Its
meetings or functions: and from parliclpating In
an Official athletic or non-athleflc extracurricular
activily_ Such suspension may be imposed for
any length of time up to one calendar year.
Students will be pieced on disciplinary
suspension for engaging In activities such as the
following: having Intoxicating beverages In any
college facility; destroying state property or
student's personal property: giving lalse
Information in response to requests from the
college: instigating a disturbance or riOl; stealing:
possession, use, sale or purchase of illegal drugs
on or Off campus: any attempt at bodily harm,
which includes taking an overdose 01 pills or any
other ect where emergency medical enenncn Is
required: and conviction of any act which is
classified as a misdemeanor or felony under
state or federal law.

(B) "Denial of Degree" may be imposed on a ewcent
found guilty of scholastic dishonesty and may be
ImpOSed for any length 01 lime up 10 and Including
permanent denial.

(g) "Suspension from me College" crcnene. during the
period of suspension, the sludent on whom It Is
imposed from being Initiated lntc an honorary or
service organization: from entering the college
campus except In response to an Official summons:
and from registering, either for credit or tor non-
credit, for scholastic work at or through the college.

(10) "Expulsion" is permanent severance from the
college. This pOlley shall apply uniformly to all 01 the
colleges 01 the Dallss County Community College
Dislrlct.

In the event any portion of this policy conflicts with the state
law of Texas, the state law shall be lollowecl.
6. P.... lng .nd T"fflc

(a) Reserved Parking Areas
These reserved areas ae designated by signs; all other
parking areas are open and are non-reserved.
(1) Handicapped persons,Coliege visitors
(2) Motorcycles

(b) Tow Away Areas
(1) Handicapped persona area
(2) Fire Lanes
(3) Parking or driving on campus in areas other than

those designated for vehicular traffic
(4) Parking in "NoPandng" zone
(5) Parking on COUrtyards

(c) Generaltnformatlon
(1) College parking araas are regulated by state,

municipal and campus slatutes. College campus
officers are commissioned to cite violators.

(2) All vehicles which park on the campus of the College
musl bear a parking decal emblem. The pandng decal
may be secured from Ihe College Security Division or
during lall and spring registration periods. No fee is
charged for the decal.

(3) Placement of decal emblem:
(a) Cars: Lower lell corner of rear bumper.
(b) Motorcycles, Motor Bikes, elc .. Gas tank

(4) CsmpusSpeedllml18"
(a) 10M.P.H. in parking areas
(b) 2OM.P.H.elSewhereoncampus.
"Unless Otherwise POSled.

(5) All handlcappea parking must be authorlUld and
handicapped decal displayed on vahlcle prior 10
parking in handicepped reserved areas.

(d) Campus Parking ancl Driving Regulations
(1) The Colleges, acting by and through their Board 01

Trustees are authoriZed by state law to promulga18,
adopt and enforce campus parking and driving
regulatlons. campus officers are commissIOned
police officers, and as such. aU traffic and criminal
violations are within their Jurlsdiction.

(2) The College has authority lor the iSsuance and use of
suitable vehicle ldentulcalion Insignia .a permits to
paf1( and drive on campus. Permits may be suspended
for the violation 01 campus parking and driving
regula lions.

(3) The College campus Officers have the authority to
Issue the tralllc tlckats and summons of type now
used by Ihe Texas Highway Palrol. II Is the general
policy fO issue these tickets lor violations by visitors
and persons hOlding no Coltege permit. These tickets
are returnable 10 the Justice of Peace Court in which
the college is located, Furthermore the campus
olllcers are authorized to issue campus cltBlions
which are relUrnable to Ihe Department of Salety and
Security at the Business Office.



(4) Uncler me direction of the College President, the
Department 01 salety and Security shall post proper
tratlic and parking signs,

(5) teen student shan lile an application lor a parking
permll wllt1 the Security Qlliee upon lorms prescribed
by the College.

(6) These Uamc regulations apply not only to automobiles
but to motor bikes, motorcycles and ordinary
bicycles,

(el Procedures .
(1) All motor vehicles must be parked in the parking lots

between the parking lines. Parking in all other areas,
such as campus drives, curb areas, courtyards, and
loading ecoee. will be cited.

(2) Citations may be Issued lOr.
(a) Speeding (the campus speed limit Is 20 M.P,H.

eKcept where posled)
(b) Reckless driving
(c) Double parking
(d) Driving wrong way in one-way lane
(e) Parking In "No Parking" lane
(I) Improper parking (parts 01 car outside the limits

01 a par1t.lng space).
(g) Par1t.lng in wrong area (lor exmple, handlcappect

or "No Parking" areas)
(h) Parking traHers or boats on campus
(i) Parking or driving on campus in areas cmer than

those designated lor vehicular traffic
(j) Violalions ot all stale statues regulating vehicular

tralllc.
(k) Failure to display parking permit
(i) Collision with another vehicle or any sign or

Immovable Ob)ect

(3) A citatlonla nollcelhat a sbJdenf, parking permit has
been suspended. The service charge to reinstate the
parking and driving permit must be paid at the
Business Qlllce. Failure to pay the service charge will
result In the Impoundment 01 a vehicle that Is par1l.ed
on campus and whOse decal has been suspended.

(4) A person whO raceivlt! a campus citation shall have
the right wllhin ten deys 10 appeal In writing to tt1e
Vice President of Business, accoinpanlad by
whatever reason the person feels that the citation
should not have been Issued.

(5) II il becomes necessary to remove an ~properly
parked vehicle, an Ifldependent wrecker operator may
be called. The owner 01 the vehICle win be charged the
wrecker, lee In addition 10 the service charge lor
reinstatement 01driving and parking privileges.

(6) Visltora to campus are also required to lollow College
regulations

(7) 1t'te service charge lor reInstatement oj the perking
end driving permit wilt be $5,00 per citation.

(8) Four cltaUons par car during an academic year will
result In permanent suspension of parking and driving
permit lor the balance 01 that academic year. A new
total commences on August 1 01 each year.

(9) The College Is not responsible for the thelt ct vehicles
on campus or their conl8nl3.
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IMPORTANTINSTRUCTIONS

• All courses listed In this catalog
are not available at every college.
This catalog contains descriptions of
both General Education courses and
Technical/Occupational courses
oHered collectively by the seven
colleges of the Dallas County
Community College District. The
listing is alphabetical by course
subject title.

• Courses without notation are
approved for availability at every
college: However, please check the
current college class schedules for
availability during any given
semester.

• All courses listed In this catalog
may not be o"ered during the
current year. lt is suggested that
students plan their schedules with the
help of a college counselor well in
advance of registration.

ACCOUNTING (ACC)131 (3)
BOOKKEEPING I (3 LEC.)

The fundamental principles of double-
entry bookkeeping are presented and
applied to practical business situa-
tions. Emphasis is on financial
statements, trial balances, work
sheets, special journals, and adjusting
and closing entries. A practice set
covering the entire business cycle is
completed.
ACCOUNTING (ACC) 132 (3)
BOOKKEEPING II (3 LEC.)

Prerequisite: Accounting 1131. This
course covers accruals, bad debts,
taxes, depreciation, controlling
accounts, and business vouchers.
Bookkeeping for partnerships and
corporations is introduced.

ACCOUNTING (ACC)201 (3)
PRINCIPLES OF ACCOUNTING (3 LEC.)

This course covers the theory and
practice of measuring and interpreting
financial data for business units,
Topics include depreciation, inventory
valuation, credit losses, the operating
cycle, and the preparation of financial'
statements. (This course is offered on
campus and may be offered via
television.)

ACCOUNTING (ACC)202 (3)
PRINCIPLES OF ACCOUNTING II (3 LEC.)

Prerequisite: Accounting 20).
Accounting procedures and practices
for partnerships and corporations are
studied. Topics include cost data and
budget controls. Financial reports are
analyzed for use by creditors,
investors, and management.

ACCOUNTING (ACC)203 (3)
INTERMEDIATE ACCOUNTING I (3 LEC.)

Prerjlquisite: Accounting 202. This
course is an intensive study of the
concepts, principles, and practice of
modern financial accounting. Included
are the purposes and procedures
underlying financial statements,

ACCOUNTING (ACC)204 (3)
MANAGERIAL ACCOUNTING (3 LEC.)

Prerequisite: Accounting 202. This
'course is a study of accounting
practices and procedures used to
provide information for business
management. Emphasis is on the
preparation and internal use of
financial statements and budgets,
Systems, information, and procedures
used in management planning and
control are also covered.

ACCOUNTING (ACC)205 (3)
BUSINESS FINANCE (3 LEC.)

Prerequisites: Economics 201 or 202
and Accounting 201, This course
focuses on the financial structure in
the free enterprise system. Topics
include interest rates, value analysis,
the financing of business fi rms and
government. and security markets.
Financial requirements for oeclston-
making and capital formation are
analyzed.

ACCOUNTING (ACC)207 (3)
INTERMEDIATE ACCOUNTING II (3 LEC.)
This course continues Accounting 203.
Principles and problems in fixed
liabilities and the analysis' and inter-
pretation of supplementary statements
are also included.

ACCOUNTING (ACC)238 (3)
COST ACCOUNTING (3 LEC.)
Prerequisite: Accounting 202. The
theory and practice of accounting for a
manufacturing concern are presented.
The measurement and control of
material, labor, and factory overhead
are studied. Budgets, variance
analysis, standard costs, and joint and
by-products costing are also included.

ACCOUNTING (ACC)239 (3)
INCOME TAX ACCOUNTING (3LEC:)
Prerequisite: Accounting 202 or the
consent of the instructor. This course
examines basic income tax laws which
apply to individuals and sole
proprietorships. Topics include
personal exemptions, gross income,
business expenses, non-business
deductions, capital gains, and losses.
Emphasis is on common problems.

ACCOUNTING (ACC)
(See CooQerative Work Experience)
703,713,803,813 (3)
704,714,804,814 (4)

ANTHROPOLOGY (ANT) 100 (3)
INTRODUCTION TO
ANTHROPOLOGY (3 LEC.)

This course surveys the origin of
mankind involving the processes of
physical and cultural evolution, ancient
man, and preliterate man. Attention is
centered on fossil evidence,
physiology and family/group roles
and status.

ANTHROPOLOGY (ANT) 101' (3)
CULTURAL ANTHROPOLOGY (3 LEC.)

Cultures of the world are surveyed and
emphasis given to those of North
America. Included are the concepts of'
culture, social and political orqaniza-
tion, language, religion and magic, and,
elementary anthropological theory.
(This course is offered on campus ahd
may be offered via television.)

ANTHROPOLOGY (ANT) 110 (3)
THE HERITAGE OF MEXICO (3 LEC.)
This course (cross-listed as History
110) is taught in two parts each
semester, The first part of the course
deals with the archaeology of Mexico
beginning with the first humans to enter
the North American continent and
culminating with the arrival of the
Spanish in 1519 A.D. Emphasis is on
archaic cultures, the Maya, the Toltec,
and Aztec empires. The second part of
the course deals with Mexican history
and modern relations between the
United States and Mexico. The student
may register for either History 110 or
Anthropology 110 but may receive
credit for only one of the two.

ART (ARn 103" (1)
INTRODUCTION TOART (3 LAB.)

Materials and techniques of studio art
are introduced for the non-major.
Included are basic design concepts
and traditional media. Laboratory fee.
ART (ART) 104 (3)
ART APPRECIATION (3LEC.)

Films, lectures, slides and discussions
focus on the theoretical, cultural and
historical aspects of the visual arts.
Emphasis is on the development of
visual and aesthetic awareness.

ART (ART) 105 (3)
SURVEY OF ART HISTORY (3 LEC.)
This course covers the history of art
from prehistoric time through the
Renaissance. It explores the cultural,
geophysical and personal influences
on art styles.

ART (ART)108 (3)
SURVEY OF ART HISTORY (3LEC.)

This course covers the history of art
from the Baroque period through the
present. It explores the cultural,
geophysical and personal influences
on art styles.
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ART (ART) 110 (3)
DESIGN 1(2 LEC .. 4 LAB.)

Basic concepts of design with two-
dimensional materials are explored.
The use of line, color, illusion of space
or mass, texture, value, shape and size
in composition is considered.

ART (ART) 111 (3)
DESIGN II (2 LEC.. 4 LAB.)

Basic concepts of design with three·
dimensional materials are explored.
The use of mass, space, movement
and texture is considered. Labora-
tory fee.

ART (ART) 114 (3)
DRAWING I (2 LEC .. 4 LAB.)

This beginning course investigates
various media, techniques and
subjects. It explores perceptual and
descriptive possibilities and considers
drawing as a developmental process
as well as an end in itself.
ART (ART) 115 (3)
DRAWINGII(2LEC.4LAB.) "

Prerequisite: Art 114. This course is an
expansion of Art 114. It stresses the
expressive and conceptual aspects of
drawing, inclUding advanced
compositional arrangements, a range
of.wet and dry media, and the
development of an individual approach
to theme and content.

ART (ART) 116 (3)
INTRODUCTION TO JEWELRY 1(2 LEC .. 4 LAB.I

Prerequisites: Art 110, Art 111, or the
consent of the instructor. The basic
techniques of fabrication and casting
of metals are presented. Emphasis is
on original design. Laboratory fee.

ART (ART) 117 (3)
INTROOUCTION TO JEWELRY II (2 LEC.. 4 LAB.)

Prerequisite: Art t 16. This course
continues Art 116. Advanced
fabrication and casting techniques are
presented. Emphasis is on original
design. Laboratory fee.

ART (ART) 199 (1)
ART SEMINAR (1 LEC.)
Area artists, critics and art educators
speak with students about the work
exhibited in the gallery and discuss
current art styles and movements. They
also discuss specific aspects of being
artists in contemporary society. This
course may be repeated for credit.

ART (ART)201 (3)
ORAWING III (2. LEC.. 4 LAB.)

Prerequisites: Art 110, Art 111, Art 115,
Sophomore standing and/or
permission of the division chair. This
course covers the analytic and
expressive drawing of the human
figure. Movement and volume are
stressed. Laboratory fee.
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ART (ART)202 (3)
DRAWING IV (2 LEC.. 4 LAB.)

Prerequisites: Art 201, Sophomore
standing and/or permission of the
division chair. This course continues
Art 201. Emphasis is on individual
expression. Laboratory fee.

ART (ART)205 (3)
PAINTING I (2 LEC.. 4 LAB.)

Prerequisites: Art 110, Art 111, Art 115
or the consent of the instructor. This
studio course stresses fundamental
concepts of painting with acrylics and
oils. Emphasis is on painting from still
life, models and the imagination.

ART (ART)206 (3)
PAINTING II (2 LEC .. 4 LAB.)

Prerequisite: Art 205. This course
continues Art 205. Emphasis is on
individual expression. .

ART (ART)208 (3)
SCULPTURE I (2 LEC .. 4 LAB)

Prerequisites: Art 110, Art 111, Art 115
or the consent of the instructor.
Various sculptural approaches are
explored. Different media and
techniques are used. Laboratory fee.

ART (ART)209 (3)
SCULPTURE II (2 LEC .. 4 LAB)

Prerequisite: Art 208. This course
continues Art 208. Emphasis is on
individual expression. Laboratory fee.

ART (ART) 215 (3)
CERAMICS I (2 LEC.. 4 LAB)

Prerequisites: Art 110, Art 111, Art 115
or the consent of the instructor. This
course focuses on the building of
pottery forms by coil, slab and use of
the wheel. Glazing and firing are also
included. Laboratory fee.

ART (ART)216 (3)
CERAMICS II (2 LEC .. 4 LAB.)

Prerequisite: Art 215 or the consent of
the instructor. Glaze technology is
studied. Advanced problems in the
creation of artistic and practical
ceramic ware. Laboratory fee.
ART (ART) 217 (3)
WATEAcOLOR I (2 LEC .. 4 LAB.)

Prerequisites: Art 110, Art 111and Art
115 or the consent of the instructor. Art
217 is a studio course exploring tech-
niques in water base media. Emphasis
is placed on exploration of a variety
of modes and techniques as a means
to original expression.
ASTRONOMY (AST) 101 (3)
DESCRIPTIVE ASTRONOMY (3 LEC.)

This course surveys the fundamentals
of astronomy. Emphasis is on the solar
system. Included is the study of the
celestial sphere, the earth's motions,
the moon, planets, asteroids, comets,
meteors and meteorites. (This course
is offered on campus and may be
offered via television.)

ASTRONOMY (AST) 102 (3)
GENERAL ASTRONOMY (3 LEC.)

Stellar astronomy is emphasized.
Topics include a study of the sun, the
properties of stars, star clusters,
nebulae, interstellar gas and dust, the
Milky Way Galaxy and external
galaxies.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 100 (5)
AIRCRAFT BASIC SCIENCE (150 CONTACT
HOURS)

This course covers mathematics and
physics of flight used in computing
aircraft weight and balance. It also Is
an introduction to mechanic's
privileges and limitations, Federal
Aviation Regulations, and forms and
publications used by the aircraft
industry.

AVIATION MAINTENANCE
'TECHNOLOGY (APM) 101 (5)
APPLIED AIRCRAFT SCIENCE (150 CONTACT
HOURS)

Aircraft hardware and materials, non-
destructive testing, and precision
measurements are presented. The tab-
rication and installation of fluid lines
and fillings are included. Servicing
methods and ground operations are
also covered, as well as cleaning and
COrrosion control.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 102 (S)
BASIC ELECTRICITY (150 CONTACT HOURS)
The nature and relationships of
voltage, current, and resistance
designed specifically for aircraft
electrical systems are studied. Topics
include batteries, generators,
alternators, and motors. Service and
maintenance are both emphasized.
The interpretation of aircraft drawings,
charts, and wiring diagrams is also
covered.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 200 (5)
AIRFRAME STRUCTURES (150 CONTACT
HOURS)

This course introduces wooden
structures for aircraft. Covering
materials, finishes, and application
procedures are included. Fuel
systems, the use of oxyacetylene
welding equipment, and the inspection
of aircraft welds are also covered.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 201 (5)
SHEET METAL STRUCTURES (150 CONTACT
HOURS)

Sheet metal structures are the focus of
this course. Included are honeycomb
and laminated structures as well as
doors and windows. The identification,
selection, and installation of rivets and
lasteners are also covered.



AVIATION MAINTENANCE
TECHNOLOGY (APM) 202 (5)
HYDRAULICS AND LANDING GEAR(150
CONTACT HOURS)

Hydraulic and pneumatic principles
.are presented and applied to basic
units and systems. Topics include
wheels, tires, brakes, and fixed and
retractable landing gear. Inspection,
maintenance and repair are all
stressed.
AVIATION MAINTENANCE
TECHNOLOGY (APM) 203 (5)
AIRFRAME ELECTRICAL
SYSTEMS (150 CONTACT HOURS)

Electrical components and related
wiring are studied. Topics include
instrument systems, communications,
navigation equipment, power
requirements, and antenna use. Proper
methods of installation, removal,
disassembly, and repair are
emphasized.
AVIATION MAINTENANCE
TECHNOLOGY (APM) 204 (5)
UTILITY SYSTEMS (150 CONTACT HOURS)

This course covers atmospheric
conditions and their modification for
cabin heating, cooling, ventilation, and
pressurization. It is an introduction to
protection systems for ice, rain, and
fire. Emphasis is on assembly and
rigging by the use of manuals to install,
inspect, align, and balance structural
components.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 205 (5)
INSPECTION ANO REVIEW (150 CONTACT
HOURS)

Methods and procedures for
completing required inspections are
presented. Included is a review of all
general and airframe material. FAA
examinations for the Airframe
Certificate are taken upon the
completion of this course.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 220 (5)
RECIPROCATING ENGINES (150 CONTACT
HOURS)
This course focuses on the recipro-
cating engine. Topics include piston
displacement, compression ratio, and
horsepower calculations. The
classification and description of engine
types are also covered. Emphasis is on
the disassembly, inspection, overhaul,
assembly, and testing of reciprocating
engines.
AVIATION MAINTENANCE
TECHNOLOGY (APM) 221 (5)
GAS TURBINE POWERPLANTS (150 CONTACT
HOURS)
This course focuses on gas turbine
engines. Basic operating principles are
examined, the effects of temperature,
pressure, volume, and velocities of the
working gases are explored. Compo-
nents and functions are identified ..
Emphasis is on the disassembly,
inspection, assembly, and testing of
turbine engines.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 222 (5)
POWERPLANT ELECTRICAL
SYSTEMS (150 CONTACT HOURS)

Powerplant systems and their parts are
studied. Topics include powerplant
magnetos and ignition systems, starter
and generator,systems, engine
instrument systems, and engine fire
protection systems. Emphasis is on the
theory, construction, control, opera-
tion, maintenance, and serviCing of
these systems.

AVIATION MAINTENANCE.
TECHNOLOGY (APM) 223 (5)
POWERPLANT ACCESSORY
SYSTEMS (150 CONTACT HOURS)

Accessory systems are covered.
Included are aircraft propellers and
their control systems. LUbricating,
induction and supercharging, cooling
and exhaust systems are also
included.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 224 (5)
FUEL METERING AND _
TROUBLESHOOTING (150CONTACT HOllRS)
This course provides information about
the various fuel systems used for
aircraft engines. The principles,
operation', overhaul, and repair of
various carburetors and direct fuel
Injection units are presented.
Emphasis is on the recognition,
analysis, and elimination of common
powerplant troubles as well as engine
installation and removal.

AVIATION MAINTENANCE
TECHNOLOGY (APM) 225 (5)
POWERPLANT REVIEW ANO
INSPECTION (150CONTACT HOURS)

Methods and procedures for
completing an airworthiness inspec-
tion are the focus of this course.
Included is a review of all general and
powerplant material. FAA
examinations for.the Powerplant
Certificate are taken at the completion
of this course.

AVIATION TECHNOLOGY
(AVT) 110 (3)
INTRODUCTION TO AVIATION (3 LEC.) (48
CONTACT HOURS)

This course introduces various aspects
of the aviation industry. It covers the
history, development, and advances in
aircraft from balloon flight to the super-
sonic transport. The industry's
economic and sociological effects on
people and communities are also
included. Special emphasis is on the
origin and growth of airlines and the
aviation industry.

AVIATION TECHNOLOGY
(AVT) 121 (3)
GROUND SCHOOL PRIVATE(3 LEC.)(48
CONTACT HOURS)
This course includes the study of

Federal Aviation Regulations, flight
dynamics, meterology, navigation, use
of the' radio, and general service of
aircraft. The course is designed to
fulfill the Ground School Requirements
for the' FAA Private Pilot Certificate.

AVIATION TECHNOLOGY
(AVT) 122 (3)
AVIATION LAW (3 LEC.) (48 CONTACT HOURS)

Prerequisite: Aviation Technology 110
or concurrent enrollment in Air Trans-
portation. Procedural laws and regula-
tions are studied. Local, national, and
international procedures are included
as well as those relating both to public
and private sectors of air commerce.
Topics include the development of
aviation law, regulatory agencies, and
quasi-official study and advisory
groups. Special emphasis is on flight
procedures (flight plans), ports of
entry, customs, clearances,
contraband, quarantines, aviation
hazards, and liabilities. The present
legal structure and possible future
changes are covered, including
reciprocity agreements.

AVIATION TECHNOLOGY
(AVT) 123 (3)
GROUND SCHOOL COMMERCIAL (3 LEC.) (48
CONTACT HOURS)
Prerequsite: Private Pilot Certificate.
This course is an in-depth analysis of
all topics covered in the Commercial
Pilot written examination. Emphasis is
on problem development and
solutions. Advanced exercises are
included in the areas of aircraft
operation, meteorology, navigation,
communications, theory and hazards
of attitude instrument flight, flight
physiology, and emergency
procedures. This course is designed to
fulfill the Ground School Requirements
of the FAA for the Commercial Pilot
Certificate.
AVIATION TECHNOLOGY
(AVT) 128 (3)
AERO ENGINES AND SYSTEMS (3 LEC.) (48
.CONTAe;T HOURS)
Prerequisite: Credit or concurrent
enrollment in Aviation Technology 110,
Electronics Technology 235, or the
equivalent. Basic power plant types
and principles of operation are
presented. Reciprocating, rotary, jet,
and rocket engines are included. Also
covered are configurations, such as in-
line, radial, vee and horizontally
opposed, turbo-prop, turbo-jet, fan-jet,
and ram-jet. Also included are
numerous systems, such as the fuel,
ignition, electrical, environmental,
lubrication, hydraulics, pneumatics,'
fire detection and extinguishing,
cooling, tachometer, monitoring,
manual control, and power boosted
systems.
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AVIATION TECHNOLOGY
(AVT)135 (2)
FLIGHT BASIC (9 LAB.• 25 FLIGHT) (34
CONTACT HOURS)

This course provides 25 hours of flight
instruction (15 hours dual, 10 hours
solo flight). Two hours in the Synthetic
Flight Trainer are required. A current
Second-Class Medical Certificate is
required. Flight and laboratory fee.

AVIATION TECHNOLOGY
(AVT)137 (1)
FLIGHT PRIVATEPILOT (4 LAB .. 20 FLIGHT) (24
CONTACT HOURS)

This course provides 20 hours of flight
instruction (10 hours dual and 10 hours
solo flight). Pre-flight instruction and
briefing are included. Students receive
credit for the course upon completion
of the flight prerequisite for the Private
Pilot Flight Examination. Flight'and
laboratory fee.

AVIATION TECHNOLOGY
(AVT)210 (4)
FEDERAL AVIATION
REGULATIONS. AIRSPACEAND
AIR TRAFFIC CONTROL
SERVICES (3 LEC.. 4 LAB.)(52 CONTACT
HOURS)

It is recommended that this course be
taken concurrently with one of the
ground school courses. This course is
an in-depth study of Federal Aviation
Regulations, Air Traffic Controi
Procedures, the National Airspace
System, and NTSB RegUlations. Rated
pilots may take this course to prepare
for the 24-month flight review. A total of
4 hours in the Synthetic Flight Trainer
is required. Instruction is in the use of
various radar services. Laboratory fee.

AVIATION TECHNOLOGY
(AVT)212 (3)
AIRPORT MANAGEMENT (3 LEC.) (48 CONTACT
HOURS)

Prerequisites: Required core courses
and Business 136. The major functions
of airport management are presented.
Topics include the adequacy of
facilities and services, organization,
personnel, maintenance, planning and
zoning, operations, revenues and
expenses, public relations, ecology,
and safety. A study of the socio-
economic effect of airports on the
communities they serve is also
covered.

AVIATION TECHNOLOGY
(AVT) 220 (3)
AERO DYNAMICS (3 LEC.) (48 CONTACT
HOURS)

Prerequisite: Credit or concurrent
enrollment in Mathematics 196. The
aeronautical applications of physical
laws are studied. Areas considered
include gravitational laws. forces and
stresses, Bernoulli's principle, gyro-
scopic principles, and velocity-sonic
relationships. The dynamics of airfoils,
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high efficiency lift devices, energy
conversion to reactive forces related
to aerobatics, and precision flight are
also covered.

AVIATION TECHNOLOGY
(AVT)221 (3)
ADVANCED NAVIGATION (2 LEC.. 2LAB,)(64
CONTACTHOURS)

Prerequisite: Credit or concurrent
enrollment in Aviation Technology 226
or the consent of the instructor, This
course covers flight planning,
Consideration is given to adverse
atmospheric conditions, navigational
capabilities, and safety, The course
also includes the analysis of
atmospheric maps, charts, and
weather radar. The interpretation and
use of all operational data are also
presented, Laboratory fee.

AVIATION TECHNOLOGY
(AVT)223 (3)
AIRLINE MANAGEMENT (3 LEC,) (48 CONTACT
HOURS)

Prerequisites: Required core courses
and Business 136. This course covers
the organization, operation, and
management of an airline. Topics
include planning, facility requirements,
financing, aircraft selection criteria.
route feasibility studies, market and
passenqer trends, and population
trends affecting load factors, Problems
unique to airline operations are
explored,

AVIATION TECHNOLOGY
(AVT)224 (3)
GROUND SCHOOL INSTRUMENT (3 LEC,) (48
CONTACT HOURS)

Prerequisite: Private or Commercial
Pilot Certificate, This course presents
aircraft attitude control, flight
procedures, and maneuvering by
reference solely to cockpit
instruments. Completion of this course
will qualify the student to take the FAA
Instrument Rating Written
Examination.

AVIATION TECHNOLOGY
(AVT)225 (3)
AVIATION MARKETING (3 LEC,) (48 CONTACT
HOURS)

Prerequisites: Required core courses
and Business 233. The sigrlificance
and functions of marketing are
stressed from the airline viewpoint.
Topics include market research, sales,
advertising and promotion concepts,
traffic, demand analysis, and price
determination theory.

AVIATION TECHNOLOGY
(AVTj226 (3)
METEOROLOGY (3 LEC.) (48 CONTACT HOURS)

Basic concepts of meteorology are
studied. Weather data and measuring
devices are covered, Topics include
weather maps and symbols, U,S.

Weather Bureau documents, structure
and general circulation of the
atmosphere, theories of air mass,
fronts, pressure areas, temperature
gradients and inversions, violent
atmospheric activities, and ecological
considerations.

AVIATION TECHNOLOGY
(AVT)227 (2)
FLIGHT COMMERCIAL I (8 LAB .. 30 FLIGHT) (38
CONTACT HOURS)

Prerequisite; Private Pilot Certificate.
This course provides 30 hours of flight
instruction (10 hours dual and 20 hours
solo flight) to apply toward the
Commercial Pilot Certificate. Pre-flight
instruction and briefing are included. A
current Second-Class Medical
Certificate is required. Flight and
laboratory fee,

AVIATION TECHNOLOGY
(AVT)228 (3)
FLIGHT COMMERCIAL II (8 LAB .. 46 FLlGHD (54
CONTACT HOURS)

Prerequisite: Aviation Technology 227
and concurrent enrollment in Aviation
Technology 123, This course provides
46 hours of flight instruction (10 hours
dual instrument instruction, 6 hours
dual instruction, and 30 hours of solo
flight) to apply toward the Commercial
Pilot Certificate. Pre-flight instruction
and briefing are included, as are 5
hours of night flight. Flight and
laboratory fee.

AVIATION TECHNOLOGY
(AVT)229 (3)
FLIGHT COMMERCIAL III (4 LAB .. 46 FLlGHD
(50 CONTACT HOURS)

Prerequisite: Aviation Technology 123
and 228. This course provides 46 hours
flight instruciton (6 hours dual flight, 30
hours solo flight, and 10 hours dual and
practice flight in a more sophisticated
aircraft) to fulfill flight-law require-
ments for the Commercial Pilot
Certificate, Pre-flight instruction and
briefing are included. Students receive
course credit upon completion of the
flight prerequisite to the Commercial
Piiot Flight Examination. Flight and
laboratory fee.

AVIATION TECHNOLOGY
(AVT)230 (3)
FLIGHTCOMMERCIAL
IV·INSTRUMENT (26 LAB.• 20 FLlGHD (46
CONTACT HOURS)

Prerequisite: Private or Commercial
Pilot Certificate. This course provides
45 hours of flight instruction (25 hours
of instrument flight instruction and 20
hours instruction in an instrument,
synthetic trainer). Pre-flight
instruction and briefing are included.
Laboratory fee.
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AVIATION TECHNOLOGY (AVT)
249 (3)
AIR TRANSPORTATION, TRAFFIC AND CARGO
(3 L.EC.) .

Prerequisites: Required core courses
and credit or concurrent enrollment in
Management 136. Transportation
methods of passengers and cargo are
examined. The need, nature and
structure of the air transportation
segment of the aviation industry are
studied. Emphasis is on the
diagnosis and solution of problems at
terminals. Topics include air cargo,
air mail, air express, air freight, air
taxi, air carrier, commuter, business
and pleasure.

AVIATION TECHNOLOGY
(AVT) 250 (2)
FLIGHT INSTRUCTOR GROUND
SCHOOL (2 LEC.) (32 CONTACT HOURS)

Prerequisite: Commercial Pilot
Certificate or Private Pilot Certificate
with 200 hours logged flight time.
Principles of flight and ground instruc-
tion are presented. Instructional
techniques, analysis of maneuvers,
and Federal Aviation Regulations are
included. Completion of this course
should qualify the student to pass the
Flight Instructor Written Examination.

AVIATION TECHNOLOGY (AVT)
251 (2)
FLIGHT INSTRUCTOR AIRPLANE/SINGLE OR
MULTI-ENGINE (40 CONTACT HRS.)
Prerequisite: Commercial pilot certifi-
cate or private pilot certificate with 200
hours logged flight time. This course
focuses on the science of flight instruc-
tion. Evaluation of student performance
and maneuver analysis are included.
The required instructional flight disci-
plines are covered in order to qualify
students for the FAA Flight Instructor
Rating. Simulator fee. MVC ONLY

AVIATION TECHNOLOGY (AVT)
252 (3)
INSTRUMENT FLIGHT INSTRUCTOR GROUND
SCHOOL (48 CONTACT HRS.)
Prerequisites: Instrument Rating and
Commercial Pilot Certificate: pass
written examination on airspace and
regulations or concurrent enrollment in
Aviation Technology 210. Instructional
techniques of the Synthetic Flight
Trainer are presented. Included are
instrument flight rules, instrument
charts, instrument procedures, and the
use of aircraft instruments for instru-
ment flight. Emphasis is on developing
instructional techniques and materials.
The course is designed to prepare
students for the FAA Instrument Flight
Instructor Flight Test and Written Test.
Students will be required to conduct
instruction in Synthetic Ground
Trainers. MVC ONLY

AVIATION TECHNOLOGY (AVT)
253 (1)
FLIGHT INSTRUCTOR-AIRPLANE INSTRUMENT
(20 CONTACT HRS.)

Prerequisite: Certified Flight Instructor
Rating. This course includes 20 hours
of flight training in the science of flight
instruction including evaluation of
student performance and maneuver
analysis. The required flight disciplines
that qualify the student for the FAA
Flight Instructor-Airplane Instrument
Rating are covered. Ten (10) hours in
the Synthetic Flight Trainer are
required. Flight and laboratory fee.
MVC ONLY

AVIATION TECHNOLOGY (AVT)
254 (1)
FLIGHT ADVANCED I (16 CONTACT HRS.)

Prerequisite: A Private Pilot Certificate
or a Commercial Pilot Certificate. This
course includes 10 hours of flight
instruction. All flying is in modern twin-
engine aircraft and is desigfled to give
the advanced pilot a greater depth of
aircraft experience. The course
includes pre-flight instruction and
briefing. It leads to the FAA Multi-
Engine Pilot Rating. Flight fee. MVC
ONLY

AVIATION TECHNOLOGY (AVT)
255 (3)
TYPE RATING TURBO JET GROUND SCHOOL
(48 CONTACT HOURS)
Prerequisites: Commercial Pilot
Certificate and Instrument Rating.
This course will provide an analysis of
normal, abnormal and emergency
operation of ·the flight control, engine,
fuel, electrical, pneumatic, navigation
and auxiliary systems and use of the
manufacturer's performance data for
a specific make and model (type) of
small, multi-engine, turbo-jet powered
airplane. A review of procedures
related to pre-flight, takeoffs, enroute
flight, landings, engine-out
procedures, no-flap landings, collision
avoidance and wake turbulence
avoidance will also be included.

AVlAllON TECHNOLOGY (AVT)

~GHT A£~ANCED II - JET TYPE RATING
(13 CONTACT HOURS)

Prerequisites: Commercial Pilot·Certifi·
cate and Instrument Rating. This
course includes ten hours of flight
instruction, and ten hours of pre- and
post-flight instruction. All flying is in a
small multi-engine, turbo-jet powered
airplane. It leads to the FAA Multi-
Engine Jet airplane type rating.
Flight fee.

AVIATION TECHNOLOGY (AVT)
261 . (3)
AIRCRAFT DISPATCHER I (48 CONTACT HAS.)

This course includes a survey of FAA
regulations and duties of an aircraft
dispatcher plus basic flight planning for
transport category aircraft. MVC ONLY

AVIATION TECHNOLOGY (AVT)
262 (4)
PRACTICAL DISPATCHING (58 CONTACT HRS.)

The content of this course is described
in the' current FAA Aircraft Dispatcher
Circular. The content is designed to
prepare the student for the FAA written
exam for aircraft dispatcher. Ten hours
are required in the Simulated Flight
Trainer. (Simulated instrument flight
hours can be accumulated both on and
off campus but must be verified by the
instructor.) Simulator fee. MVC ONLY

AVIATION TECHNOLOGY (AVT)
263 (3)
FLIGHT ENGINEER GROUND SCHOOL
(48 CONTACT HRS.)

Prerequisites: Aviation Technology 261
and Aviation Technology 262 or the
equivalent experience and/or creden-
tials. This course'includes FAA regula-
tions; flight theory and aerodynamics,
basic meteorology with respect to
engine operations, center of gravity
computations, airplane systems and
equipment, and normal and emergency
operating procedures. This information
prepares the student for the flight engi-
neer's written tests. Specific emphasis
.is placed on the Boeing 727 and
Boeing 707 as aircraft which are used
for flight engineer training by civil
United States air carriers. MVC ONLY

AVIATION TECHNOLOGY (AVT)
264 (3)
AIR TRANSPORT PILOT GROUND SCHOOL
(48 CONTACT HRS.)

Prerequisites: Aviation Technology 261
and Aviation Technology 262 or the
equivalent experience and/or creden-
tials. This course is designed to prepare
the student for the Air Transport Pilot
Written Test and includes operations of
air. carrier aircraft, navigation by Instru-
ments, the general system and material
relative to weather information collec-
tion and dissemination, meteorology,
weather conditions, air navigation facili-
ties, airplane weather observations and
influence of terrain on meteorological
conditions, radio communications, and
'basic principles of loading and weight
distribution. MVC ONLY

AVIATION TECHNOLOGY (AVT)
270 (5)
ORIENTATION TO AIR TRAFFIC CONTROL
(80 CONTACT HRS.)

This course is designed to acquaint
new employees with the FAA organiza-
tion, the options within the air traffic
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service, and the emergency readiness
requirements. It provides a baste onen-
tation to the history, structure, and
functions of the FAA with emphasis on
air traffic service. National, local, and
individual policies and obligations are
also presented. MVC ONLY

AVIATION TECHNOLOGY (AVT)
272 (2)
AIRCRAFT TYPES AND CHARACTERISTICS/
AIR TRAFFIC CONTROL COMMUNICATIONS
(32 CONTACT HRS.)

This course is designed to introoucc
developmental controllers to the infor-
mation necessary to identify the types
of aircraft by name or model by its
physical characteristics and to state the
normal range of operating speeds, alti-
tudes, the weight class and category,
as well as developing the ability to
identify the procedures, phraseology,
and discipline pertaining to radio.
communications in accordance With
FCC regulations. Emergency communi-
cations and visual communications
used by air traffic control facilities are
also presented. MVC ONLY

AVIATION TECHNOLOGY (AVT)
274 (3)
AIR TRAFFIC COMPUTER OPERATIONS
(48 CONTACT HRS.)

This course is designed to train the
student to operate the components of
the central computer complex in an
enroute air traffic control center and
includes computer operations, input
and output devices and their operating
characteristics and message format,
content, and computer responses. MVC
ONLY

AVIONICS TECHNOLOGY (AY)
129 (3)
INTRODUCTION ro AIRCRAFT ELECTRONIC
SYSTEMS (2 LEC., 2 LAB)
This course relates aircraft electronic
systems to aircraft flight and
navigation. Emphasis is on the
operation and function of the
electronic systems. The laboratory
requirements include demonstrations
of the operation of the systems and
the use of some ramp test equipment.
Laboratory fee.

AVIONICS TECHNOLOGY (AY)
132 (4)
AIRCRAFT ELECTRICAL AND ELECTRONIC
SYSTEMS INSTALLATION (3 LEC., 3 LAB.)
Prerequisite: Avionics Technology
129. Suggested pre- or co-requlsites:
Electronics Technology 191 or
Electronics Technology 135. This is a
course of study and practical
experience in the installing of avionic
systems in aircraft, mounting of.
electronic equipment, construction
and installation of electrical wiring
and cables, proper use of tools,
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selection of materials, and accepted
methods and procedures to insure
aircraft safety, mechanical integrity,
electrical reliability, and compliance
with applicable FAA regulations.
Laboratory fee.

AVIONICS TECHNOLOGY (AV)
235 (4)
OPERATIONAL TESTING OF AIRCRAFT
ELECTRONIC SYSTEMS (3 LEC., 3 LAB.)
Prerequisite: Avionics Technology
129. Suggested pre- or co-requisites:
Electronics Technology 191 or
Electronics Technology 135. This
course integrates technical drawing
interpretation, wiring interface
checkout and the application of ramp
test equipment in common usage. In
the laboratory, the student will
perform functional checks of aircraft
electrical and electronic systems
using appropriate procedures for.
determining the operating condition of
the equipment and techniques .for
correcting equipment malfunctions.
The students should gain practical
experience in avionics equipment in
the aircraft and on the bench.
Laboratory fee.

AVIATION TECHNOLOGY (AVT)
AVIONICS TECHNOLOGY (AY)
COOPERATIVEWORK EXPERIENCE
701,711,801,811 (1)
702,712,802,812 (2)
703,713,803,813 (3)
704,714,804,814 (4)
BIOLOGY (BIO) 101 (4)
GENERAL BIOLOGY (3 LEC.. 3 LAB.)

This course is a prerequisite for all
higher level biology courses and
shouid be taken in sequence. Topics
include the cell, tissue, and structure
and function in plants and animals.
Laboratory fee.
BIOLOGY (BIO) 102 (4)
GENERAL BIOLOGY (3 LEC.. 3 LAB.)
This course is a continuation of Biology
101. Topics include Mendelian and
molecular genetics, evolutionary
mechanisms, and plant and animal
deveiopment. The energetics and.
requlatlon of ecological cornrnurutres
are also studied. Laboratory fee.
BIOLOGY (BIO) 115 (4)
BIOLOGICAL SCiENCE (3 LEC.. 3 LAB.)

Selected topics in biological science
are presented for the non-science
major. Topics include the cell concept
and basic chemistry as it relates to
biology. An introduction to genetics,
evolution, cellular processes, such as
mitosis, meiosis, respiration, and
photosynthesis, and plant and animal
reproduction is also covered. Labo-
ratory fee. (This course is offered on
.carnpus and may be offered via
television.)

BIOLOGY (BIO) 118 (4)
BIOLOGICAL SCIENCE (3 LEC.. 3 LAB.)

Selected topics in biological science
are presented for the non-science
major. Topics include the systems of
the human body, disease, drug abuse,
aging, evolution, ecology, and peopie
in relation to their environment.
Laboratory fee.

BIOLOGY (BIO) 120 (4)
INTRODUCTION TO HUMAN ANATOMY AND
PHYSIOLOGY (3 LEC., 3 LAB.)
Prerequisite: Prior enrollment in
Biology 115 is recommended for
those with no previous high school
biology. Major topics include cell
structure and function, tissues,
organization of the human body, and
the following organ systems:
skeletal, muscular, nervous, and
endocrine. This course is a
foundation course for specialization in
Associate Degree Nursing and Allied
health disciplines. Other students
interested in the study of structure
and function of the human body
should consult a counselor.
Emphasis is on homeostasis.
Laboratory fee.
BIOLOGY (BIO) 121 (4)
INTRODUCTION TO HUMAN ANATOMY AND
PHYSIOLOGY (3 LEC., 3 LAB.)
Prerequisite: Biology. 120. This
course is a continuation of Biology
120. Major topics include the
following orgar ~ystems: digestive,
circulatory, respllatory, unnary, and
reproductive. Ernphasls IS on
homeostasis. Laboratory fee.
BIOLOGY (BIO) 203 (4)
INTERMEDIATE BOTANY (3 LEC.. 3 LAB.)

Prerequisites: Biology 101 and 102.
The major plant groups are surve~ed
Emphasis is on morphology, phYSI-
ology, classification, and life cycles.
Evolutionary relationships of plants to
each other and their economic
importance to humans are also
covered. Laboratory fee.
BIOLOGY (BIO) 211 (4)
INVERTEBRATE ZOOLOGY (3 LEC.. 3 LAB.)
Prerequisite: 8 hours of biological .
science. This course surveys the major
groups of animals beiow the level of
chordates. Consideration is given to
phylogeny, taxonomy, morphOlogy,
physiology, and biology of the varrous
groups. Relationships and importance
to higher animals and humans are
stressed. Laboratory fee.

BIOLOGY IBIOI 216 (4)
GENERAL MICROBiOLOGY (3 LEC . 4 LAB.)
Prerequisites: Biology 102 or Biology
121 or the consent of the instructor.
Microbes are studied. Topics include
growth, repr~duction,. nutrition, \lenet-
ics and ecology of micro-organisms ..
Laboratory activities constitute a major
part of the course. Laboratory fee.



BIOLOGY (BIO) 221 (4)
ANATOMY AND PHYSIOLOGY 1(3 LEC" 3
LAB.)
Prerequisite: Biology 102 or the
consent of the instructor. This
course examines cell structure and
function, tissues, and the skeletal,
muscular, and nervous systems.
Emphasis is on structure, function,
and the interrelationships of the
human systems. Laboratory fee.

BIOLOGY (BIO) 222 (4)
ANATOMY AND PHYSIOLOGY II (3 LEC.. 3
LAB.)
Prerequisite: Biology 221 or the
consent of the instructor. Second
course of a two course sequence.
Structure and function as related to
the human circulatory, respiratory,
urinary, digestive, reproductive, and
endocrine systems. Emphasis is
placed on the interrelationships of
these systems. Laboratory fee.

BLUEPRINTREADING(BPR)171
BLUEPRINT READING (1 LEC" 3 LAB.)(64
CONTACT HOURS)
Engineering drawings are described
and explained. Topics include multi-
view projection, sections, auxiliaries,
bill of materials, symbols, notes,
conventions, and standards. The skills
of visualization, dimensioning, and
sketching of machine parts are
covered.

BLUEPRINTREADING(BPR)178 (2)
BLUEPRINT READING (1 LEC" 3 LAB.)(64
CONTACT HOURS)
Prerequisite: Blueprint Reading 177.
The different types of prints are read.
More complex prints are included.
TYpes of prints include machine,
piping, architectural, civil, structural,
electrical, electronic, numerical
control documents. and aircraft.
Calculations required in blueprint
reading are emphasized.

BUSINESS(BUS)105 (3)
INTRODUCTION TO BUSINESS (3 LEC.)
This course provides an overall pictur~
of business operations. Specialized
fields within business organizations
are analyzed. The role of business in
modern society is identified. (This
course is offered on campus and may
be offered via television.)
BUSINESS(BUS)143 (3)
PERSONAL FINANCE (3 LEC.)
Personal-financial issues are explored.
Topics include financial planning, in-
surance, bUdgeting, credit use, home
ownership, savings, investment. and
tax problems.

BUSINESS(BUS)234 (3)
BUSINESS LAW (3 LEC.)
This course presents the historical and

ethical background of the law and
current legal principles. Emphasis is
on contracts. property, and torts.

BUSINESS(BUS)237 (3)
ORGANIZATIONAL BEHAVIOR (3 LEC.)

The persisting human problems of
administration in modern organizations
are covered. The theory and methods
of behavioral science as they relate to
organizations are included.

BUSINESS(BUS)
COOPERATIVEWORKEXPERIENCE
701,711,801,811 (1)
702,712,802,812 (2)
703,713,803,813 (3)
704,714,804,814 (4)

CHEMISTRY (CHM) 101 (4)
GENERAL CHEMISTRY (3 LEC.• 3 LAB.)
Prerequisites: Developmental
Mathematics 093 or equivalent and
anyone of the following: high school
chemistry, Chemistry 115, or
equivalent. This course is for science

(2) and science-related majors: It covers
the laws and theories of matter. The
laws and theories are used to
understand the properties of matter,
chemical bonding, chemical
reactions, the physical states of
matter, and changes of state. The
fundamental prinicples are applied to
the solution of quantitative problems
relating to chemistry. Laboratory fee.

CHEMISTRY(CHM) 102 (4)
GENERAL CHEMISTRY (3UC" 3 LAB)
Prerequisite: Chemistry 101. This
course is for science and science-
related majors. It is a continuation of
Chemistry 101. Previously learned and
new concepts are applied. Topics
include solutions and colloids,
chemical kinetics and equilibrium,
electrochemistry, and nuclear
chemistry. Qualitative inorganic
anaiysis is also included. Laboratory
fee.

CHEMISTRY (CHM) 115 (4)
CHEMICAL SCIENCES (3 LEC" 3 LAB.)
Prerequisite: Developmental
Mathematics 091 or the equivalent.
This course is for non-science
majors. It traces the development of
theoretical concepts. These
concepts are used to explain various
observations and laws relating to
.chemical bonding reactions, states of
matter, solutions, electrochemistry,
.and nuclear chemistry. Also included
is the descriptive chemistry of some
common elements and inorganic
compounds. Laboratory fee.

CHEMISTRY (CHM)116 (4)
CHEMICAL SCIENCES (3 LEC., 3 LAB.)
Prerequisite: Chemistry 115 or the
consent of the' instructor. This

course is for non-science majors. It
covers organic chemistry and
biochemistry. The important classes
of organic compounds are surveyed.
The concept of structure is the
central theme. Biochemistry topics
include carbohydrates, proteins,
lipids, chemistry of heredity, disease
and therapy, and plant biochemistry.
Laboratory fee.

CHEMISTRY(CHM)201 (4)
ORGANIC CHEMISTRY I (3 LEC" 4 LAB.)
Prerequisite: Chemistry 102. This
course is for science and science-
related majors. It introduces organic
chemistry. The fundamental types of
organic compounds are presented.
Their nomenclature, classification,
reactions, and applications are
included. The reactions of aliphatic
and aromatic compounds are dis-
cussed in terms of modern electronic
theory. Emphasis is on reaction
mechanisms, stereo-chemistry,
transition state theory, and organic
synthesis. Laboratory fee.

CHEMISTRY(CHM)202 (4)
ORGANIC CHEMISTRY II (3 LEC" 4 LAB.)

Prerequisite: Chemistry 201. This
course is for science and science-
related majors. It is a continuation of
Chemistry 201. Topics include aliphatic .
and aromatic systems, polyfunctional
compounds. amino acids. proteins.
carbohydrates, sugars, and hetero-
cyclic and related compounds. In-
strumental techniques are used to
identify compounds. Laboratory fee.

CHEMISTRY(CHM)203 (4)
OUANTITATIVE ANALYSIS (2 LEC,,6 LAB.)
Prerequisite: Chemistry 102,
Mathematics 101 or Mathematics 104
or the equivalent. Principles for quanti-
tative determinations are presented.
Topics include gravimetry, oxidation-
reduction, indicators, and acid-base
theory. Gravimetric and volumetric
analysis is emphasized. Colorimetry is
introduced. Laboratory fee.
COLLEGELEARNING SKILLS .
(CLS)100 (1)
COLLEGE LEARNING SKILLS (1 LEC.)
This course is for students who wish to
extend their learning skills for
academic or career programs. Individ-
ualized study and practice are pro-
vided in reading. study skills and comp-
osition. This course may be repeated
for a maximum of three credits .

COMMUNICATIONS(COM)131 (3)
APPLIED COMPOSITION AND SPEECH (3 LEC.)

Communication skills are studied as a
means of preparing for one's vocation.
Practice in writing letters, applications,
resumes, and short reports is included.
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COMMUNICATIONS (COM) 132
APPLIED COMPOSITION AND
SPEECH (3 LEC)

Prerequisite: Communications 131 or
consent of ;nstructor. The study of
communication processes is
continued. Emphasis is on written
persuasion directly related to work.
Expository techniques in business
letters and documented reports are
covered. Practice in oral
communication is provided.
COMPUTING SCIENCE (CS) 174 (3)
FUNDAMENTALS OF COMPUTING (3 LEC.)
Prerequisite: Two years high school
algebra or Developmental
Mathematics 093. This course is an
introductory course designed
primarily for students desiring credit
towards a minor or major in computor
science or other scientific field. It
includes a study of algorithms and an
introduction to a procedure-oriented
language with general applications.

COMPUTING SCIENCE (CS) 175 (3)
INTRODUCTION TO COMPUTER SCIENCE (3
LEC.)
This course is an introduction to the
fundamentals of information
processing machines. Topics include
history of computers, vocabulary,
cultural impact, development of basic
algorithms, number systems, and
applications of elementary
programming logic made through the
use of the BASIC programming
language.

COMPUTING SCIENCE (CS) 181
INTRODUCTION TO FORTRAN
PROGRAMMING (2 LEC.. 2 LAB.)
Prerequisites: Computing Science 174
or Computing Science 175 and Math
101 or the consent of the instructor
based on equivilent experience. This
course is an introduction to
computing techniques using the
FORTRAN language. Emphasis is on
applications used to solve numeric
problems in engineering, physical
science, and mathematics.
Laboratory fee.

COMPUTING SCIENCE (CS) 182 (3)
INTRODUCTION TO BASIC PROGRAMMING (2
LEC., 2 LAB.)
Prerequisites: Computing Science 174
or Computing Science 175 or the
consent of the instructor based on
equivilent experience. An introduction
to the BASIC programming language.
Proficiency will be developed as the
student codes and executes several
BASIC programs using interactive
computing equipment. Laboratory fee.

COMPUTING SCIENCE (CS) 183 (3)
INTRODUCTION TO PUl PROGRAMMING (2
LEC.. 2 LAB.)
Prerequisites: Computing Science 174
or Computing Science 175 or the
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(3) consent of the instructor based on
equivilent experience. Study of PU1
language with numeric and non-
numeric applications. Computing
techniques will be developed in such
areas as program design, basic
aspects of string processing,
recursion, internal search/sort
methods. and simple data structures.
Laboratory fee.

COMPUTING SCIENCE (CS) 184 (3)
INTRODUCTION TO COBOL PROGRAMMING
(2 LEC.. 2 LAB.)
Prerequisites: Computing Science 174
or Computing Science 175 or the
consent of the instructor based on
equivilent experience. An introduction
to the COBOL programming
language. Topics will include
algorithmic processes. problem
solving methods, programming style,
flow charts, and various files
processing techniques. Emphasis is
on the language, its fleXibility and
power rather than on applications.
Laboratory fee.

COMPUTING SCIENCE (CS) 185 (3)
INTRODUCTION TO PASCAL PROGRAMMING
(2 LEC., 2 LAB.)
Prerequisites: Computing Science 174
or Computing Science 175 and Math
101 or the consent of the instructor
based on equivilent experience. This
course is an introduction to PASCAL.
Topics will include problem solving
and structured programming
techniques introduced through

(3) examples from applications such as
text processing, numerical
computing, and simulation, together
with programming assignments.
Laboratory fee.

COMPUTING SCIENCE (CS) 186 (3)
INTRODUCTION TO ASSEMBLY LANGUAGE (2
LEC., 2 LAB.)
Prerequisites: Computing Science 174
or Computing Science 175 and six
semester hours of computer
programming or the consent of the
instructor based on equivalent
experience. This course is an
introduction to ASSEM BLY language
programming. Topics wili include
machine representation of data and
instructions, logical inpuUoutput
control systems, subroutine and
addressing concepts, and
presentation of selected macro
instructions. Laboratory fee.

COMPUTING SCIENCE (CS) 250
CONTEMPORARY TOPICS IN COMPUTER
SCIENCE (3 LEC.)
Prerequisite: Will vary based on
topics covered and will be annotated
in each semester's class schedule.
Recent developments and topics of
current interest are studied. Topics
may include introduction to

micro/mini computer systems,
programming languages, or other
advanced data processing concepts
such as CICS. May be repeated when
topics vary.

COMPUTING SCIENCE (CS) 251 (4)
SPECIAL TOPICS IN COMPUTER SCIENCE (3
LEC.. 3 LAB.)
Prerequisite: Will vary based on
topics covered and will be annotated
in each semester's class schedule.
Current developments in the rapidly
changing field of computer science
and data processing are studied.
Such topics may include advanced
programming language concepts in
BASIC, RPG II and RPG III, and
PASCAL, or advanced data entry
concepts. May be repeated when
topics vary. Laboratory fee.

COOPERATIVEWORK EXPERIENCE
701,711,801,811 (1)
702,712,802,812 (2)
703,713,803,813 (3)
704,714,804,814 (4)
723, 733, 724, 734 for CVC ON LY
723, 733, 823, 824, 834 for SHC ONLY
Prerequisite: Completion of two
courses in the student's major or
instructor or coordinator approval.
These courses consist of seminars and
on-the-job experience. Theory and
instruction received in the courses of
the students' major curricula are
applied to the job. Students are piaced
in work-study positions in their tech-
nical occupational fields. Their skills
and abilities to function successfully in
their respective occupations are tested.
These work internship courses are
guided by learning objectives
composed at the beginning of each
semester by the students, their instruc-
tors or coordinators, and their supervi-
sors at work. The instructors determine
if the learning objectives are valid and
give approval for credit.

DANCE (DAN) 116 (1)
REHEARSAL AND PREFORMANCE (4 LAB.)
This course supplements beginning
dance techniques classes. Basic
concepts of approaching work on the
concert stage - stage directions,
stage areas, and the craft involved in
rehearsing and performing are
emphasized. This course may be
repeated for credit.

DANCE (DAN) 150 (3)
BEGINNING BALLET I (1 LEC.. 3 LAB.)

(3) This course explores basic ballet
techniques. Included are posture,
balance, coordination, rhythm, and
flow of physical energy through the art
form. Theory, terminology, ballet
history, and current attitudes and
events in ballet are also studied.
Barre excercises and centre floor com-
binations are given. Laboratory fee.



DANCE(DAN)151' (3)
BEGINNING BALLET II (1 LEC., 3 LAB.)

Prerequisite: Dance 150, This course is
a continuation of Dance 150, Emphasis
is on expansion of combinations at the
barre, Connecting steps learned at
centre are added, Jumps and pirou-
ettes are introduced, Laboratory fee.

DANCE(DAN)155 (1)
JAZZ I (3 LAB.)

.The basic skills of jazz dance are
introduced, Emphasis is on technique
and development. rhythm awareness,
jazz styles, and rhythmic combinations
of movement. Laboratory fee,

DANCE(DAN)156 (1)
JAZZ II (3 LAB.)
Prerequisite: Dance 155 or the consent
of the instructor. Work on skills and
style in jazz dance is continued.
Technical skills, combinations of steps
and skills into dance patterns, and
exploration of composition in jazz form
are emphasized. Laboratory fee,

DANCE(DAN)160 (3) .
INTROOUCTION TO OANCE
HISTORY (3 LEC.)

A history of dance forms is presented,
Primitive, classical, and contemporary
forms are included.
DANCE(DAN)250 (3)
INTERMEDIATE BALLET I (1 LEC" 3 LAB,)
Prerequisite: Dance 151. The
development of ballet technique is
continued. More complicated
exercises at the barre and centre floor
are included, Emphasis is on long
series of movements, adagio and
.jumps, Precision of movement is
stressed. Laboratory fee.
DANCE(DAN)251 (3)
INTERMEOIATE BALLET II (1 LEC" 3 LAB.)
Prerequisite: Dance 250. This course
begins pointe work for women,
Specialized beats and tours are begun
for men. Individual proficiency and
technical virtuosity are developed,
Laboratory fee.

DANCE(DAN) 252 (1)
COACHING ANO REPERTOIRE (2 LAB.)
Prerequisite: Demonstrated ability in at
least one technique and the consent of
the instructor. This course is designed
to give the dancer individual coaching
in one or more dance techniques with
special attention to the correction of
individual problems. This course may
be repeated for credit. Laboratory fee.

DATA PROCESSING(OP)129 (4)
DATA ENTRY CONCEPTS (2 LEC., 5 LAB.)
Prerequsite: Office Careers 172 or
one year of typing in high school or
equivilent. This course provides skills
using buffered display equipment.

\ .

Emphasis is on speed and accuracy.
Topics include performing the basic
functions record formalting with
protected and varible fields, and
using a variety of source documents,
Program control, muttlpte programs,
and program chaining are also
covered, Laboratory fee,

DATA PROCESSING(OP)133 (4)
BEGINNING PROGRAMMING (3 LEC., 4 LAB.)
Prerequisites: Computing Science 175
or the consent of the instructor.
Concurrent enrollment in Data'
Processing 138 is advised, This
course introduces programming skills
using the COBOL language, Skills in
problem analysis, flowcharting,
coding, testing, and documentation
are developed, Laboratory fee,

DATA PROCESSING(OP)136 (4)
INTERMEDIATE PROGRAMMING (3 LEC., 4
LAB,)
Prerequisites: Data Processing 133
and Data Processing 138 or the
consent of the instructor. Study of
COBOL language continues. Included
are levels of totals, group printing
concepts, table build and search
techniques, ISAM disk concepts,
ma,tching record, and file
maintenance concepts using disk.
Laboratory fee.
DATA PROCESSING(OP)137 (3)
DATA PROCESSING MATHEMATICS (3 LEC.)
Prerequisites: One year of high
school algebra or Developmental
Math 091 or the consent of the
instructor. This course introduces the
principles of computer computation,
Topics include the number system,
fundamental processes, number
bases, and the application of
mathematics to typical business
problems and procedures,
DATA PROCESSING(OP)138 (3)
SYSTEMS ANALYSIS AND DATA PROCESSING
LOGIC (3 LEC.)
Prerequisite: Computing Science 175
or the consent of the instructor.
Concurrent enrollment in Data
Processing 133 is advised. This
course presents basic logic needed
for problem solving with the
computer. Topics include fiowcharting
standards, techniques for basic logic
operations, table search and build
techniques, types of report printing,
conditional tests, multiple record
types, and sequential file
maintenance. System flowcharting is
introduced,

DATAPROCESSING(DP)139 (3)
TECHNICIAN (2 LEC" 4 LAB.)
Prerequisite: Credit or concurrent
enrollment in Computing Science 175
or the consent of the instructor. The
interrelationships among computer

systems. hardware, software, and
personnel are covered, The role of
personnel in computer operations,
data entry, scheduling, data control,
and librarian functions is included,
Other topics include the importance of
job documentations, standards man-
uals, and error logs. The relationship
between operating procedures and the
operating system is described, Job
control language and system
DATA PROCESSING(OP)142 (3)
RPG PROGRAMMING (2 LEC., 2 LAB.)
Prerequisite: Data Processing 133 or
the consent of the instructor. This
course introduces programming skills
using the RPG II language, Emphasis
is on language techniques and not on
operation and functioning of the
equipent. Programming problems
emphasize card images and disk
processing, and will include basic
listings with levels of totals, multicard
records, exception reporting. look
ahead feature, and multifile
processing. Laboratory fee,

DATA PROCESSING(OP)231 (4)
ADVANCED PROGRAMMING (3 LEC., 4 LAB,)
Prerequisite: Data Processing 136 or
the consent of the instructor, This
course focuses on basic concepts
and instructions in the IBM 3601370
Assembler language, using the
standard instruction set emphasizing
the decimal features, with a brief
introduction to fixed point operations
using registers, Selected macro
instructions, table handling, editing
printed output, and reading memory
dumps are included. Laboratory fee,

DATA PROCESSING(OP)232 (4)
APPLIED SYSTEMS (3 LEC" 4 LAB.)
Prerequisite: Data Processing 136 or
the consent of the instructor. This
course introduces and develops skills
to analyze existing systems and to
design new systems. Emphasis is on
a case study involving all facets of
system design from the original
source of data to final reports.
Flowcharts and documentation are
included.

DATAPROCESSING(DP)233 (4)
OPERATING SYSTEMS AND
COMMUNICATIONS (3 LEC., 4 LAB.)

Prerequisite: Data Processing 133 or
the consent of the instructor. Concepts
and technical knowledge of an oper-
ating system, JCL, and utilities are
presented, The internal functions of an
operating system are analyzed,
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DATAPROCESSING(DP) 234 (4) DATA PROCESSING (DP) 244 (3)
ADVANCEDASSEMBLYLANGUAGECOblNG - BASICPROGRAMMING(2 LEC.. 2 LAB.)
(3 LEC.. 3 LAB.) Prerequisite: Computing Science 175
Prerequisite: Data Processing 231. or the consent of the instructor. This
The development of programming course covers the fundamentals of
skills using the assembly language the BASIC programming language.
instruction set is covered. Topics Students gain proficiency by writing
include indexing, indexed sequential and debugging programs using
file organization, table search metn- interactive microcomputers.
ods, data and bit manipulation tech- Laboratory fee.
niques, code translation, advanced DATAPROCESSING(DP) 246 (4)
problem analysIs,. and debugglnQ DATABASESYSTEMS(3 LEe..4 LAB.)
techniques. Fioatlng point operations . . .
are introduced. Laboratory fee. Prerequlsites: Data Processing 136 or

the consent of the Instructor. ThiS
course is an introduction to applica-
tions program development in
database environment with emphasis
on loading, modifying, and querying a
database using a higher-level lan-
guage. Discussion and application of
data structures: indexed and direct file
organizations; storage devices, data
analysis, desiqn, and implementation:
and data administration are included.
Laboratory fee.
DEVELOPMENTAL
COMMUNICATIONS (DC)095
COMMUNICATIONSKILLS(3 LEC.)
This course focuses on strengthening
language communications. Topics in-
clude grammer, paragraph structure,
reading skills, and oral communi·
cation. Emphasis is on individual
testing and needs.
DEVELOPMENTAL
COMMUNICATIONS (DC)120 (3)
COMMUNICATIONSKILLS(2 LEC..2 LAB.)
This course is for students with
significant communication problems. It
is organized around skill development,
and students may enroll at any time
(not just at the beQlrlning of a _
semester) upon the referral of an
instructor. Emphasis is on individual
needs and personalized programs.
Special attention is given to oral
language. Contacts are made with
other aepartments to provide other.
ways of learning for the students.
DEVELOPMENTAL LEARNING
(DL)094 (1)
LEARNINGSKILLS
IMPROVEMENT(2 LAB.)
Learning skills are strengthened.
Emphasis is on individual needs and
personalized programs. This course
may be repeated for a maximum of
three credits.
DEVELOPMENTALMATHEMATICS
Developmental Mathematics Courses
offer a review of mathematics skills.
Developmental Mathematics 093 .
satisfies prerequisites for MathematiCs
101, 104, 111,and 115.Developmental
Mathematics 091 satisfies
prerequisites for Mathematics 130,
139, and 195.

DATA PROCESSING (DP) 236 (4)
ADVANCEDCOBOLTECHNIQUES(3 LEC"4
LAB.)
Prerequisites: Data Processing 133
and Data Processing 136 or the
consent of the instructor. This course
provides advanced programming
techniques using structured
programming with the COBOL
language, Random and sequential
updating of disk files, table handling,
report writer, the internal sort verb,
and calling and copying techniques
are emphasized. Laboratory fee,
DATA PROCESSING (DP) 240 (4)
TELECOMMUNICATIONSI (3 LEC.. 4 LAB.)
.Prerequisite: A minimum of two
semesters of a high level language
and credit in Data Processing 138 or
the consent of the instructor.
Telecommunications concepts are
introduced, Topics include ,
configuration of a teleprocessing
network on a third generation
computer, vocabulary, modems,
terminal configuration, polling
simulation, and common carrier
characteristics. An existing
telecommunications system and a
student conceived national data
system are investigated, analyzed,
and designed. Laboratory fee.

DATA PROCESSING (DP) 241 (4)
TELECOMMUNICATIONS"(3 LEC.. 3 LAB.)
Prerequisite: Data Processing 240 or
the consent of the instructor. This
course is a continuation of Data
Processing 240. Topics include basic
telecommunications programming,
terminal configurations, line
configurations, synchronous
transmission, asynchronous
transmission, and polling techniques
at the central unit. Laboratory fee.
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(3)

DEVELOPMENTAL MATHEMATICS
(DM)06O (1)
BASICMATHEMATICSI (1 LEC.)
This course is designed to give an
understanding of fundamental opera-
tions. Selected topics include whole
numbers, decimals, and ratio and
proportions.
DEVELOPMENTALMATHEMATICS
(OM)061 (1)
BASICMATHEMATICSII (1 LEC.)
This course is designed to give an
understanding of fractions. Selected
topics include primes, factors, least
common multiples. percent, and basic
operations with fractions.
DEVELOPMENTAL MATHEMATICS
(DM) 063 (1)
PREALGEBRA(1 LEC.)
This course is designed to introduce
students to the language of algebra
with such topics as integers, metrics,
equations, and properties of counting
numbers.
DEVELOPMENTALMATHEMATICS
(DM)070 (1)
ELEMENTARYALGEBRAI (1 LEC.)
Prerequisites: Developmental Math·
ematics 090, 063 or equivalent. This
course is an introduction to algebra
and includes selected topics such as
basic principles and operations of sets,
counting numbers and integers.
DEVELOPMENTALMATHEMATICS
(DM)071 (1)
ELEMENTARYALGEBRAII (1 LEC.)
Prerequisite: Developmental Mathe·
matics 070 or equivalent. This course
includes selected topics such as
rational numbers, algebraic polynorn-
ials, factoring, and algebraic fractions.
DEVELOPMENTAL MATHEMATICS
(OM)072 (1)
ELEMENTARYALGEBRAIII(1 LEC.)
Prerequisite: Developmental Mathe·
matics 071 or equivalent. This course
includes selected topics such as
fractional and quadratic equations,
quadratic equations with irrational
solutions, and systems of equations
involving two variables.
DEVELOPMENTAL MATHEMATICS
(DM)060 (1)
INTERMEDIATEALGEBRAI (1 LEC.)
Prerequisites: Developmental Mathe·
matics 072,091 or equivalent. This
course includes selected tOPiCSsuch
as systems of rational numbers, real
numbers, and complex numbers.
DEVELOPMENTAL MATHEMATICS
(DM) 081 (1)
INTERMEDIATEALGEBRAII(1 LEC.)
Prerequisite: Developmental .
Mathematics 080 or equlvalent. Tbls
course includes selected topics such
as sets, relations, functions,
inequalities, and absolute values.



DEVELOPMENTAL MATHEMATICS
(DM) 082 (1)
INTERMEDIATE ALGEBRA III (1 LEC.)

Prerequisite: Developmental Mathe-
matics 081 or equivalent. This course
includes selected topics such as
graphing, exponents, and factoring.

DEVELOPMENTAL MATHEMATICS
(DM) 090 (3)
PREALGEBRA MATHEMATICS (3 LEC.)

This course is designed to develop an
understanding of addition, subtraction,
multiplication, and division of whole
numbers, fractions, decimals and
percentages and to strengthen basic
skills in mathematics. It is the most
basic mathematics course and
includes an introduction to algebra.

DEVELOPMENTAL MATHEMATICS
(DM) 091 (3)
ELEMENTARY ALGEBRA (3 LEC.)
Prerequisite: Developmental Mathe-
matics 090. This course is comparable
to the first-year algebra course in high
school. It includes special products
and tactorlnq.tracnons, equations,
graphs, functions, and an introduction
to geometry.

DEVELOPMENTAL MATHEMATICS
(DM) 093 (3)
INTERMEDIATE ALGEBRA (3 LEC.)
Prerequisite: One year of high school
algebra or Developmental Mathe-
matics 091. This course is comparable
to the second-year algebra course in
high school. It includes terminology of
sets, properties of real numbers, fund-
amental operations of polynomials and
fractions, products, factoring, radicals,
and rational exponents. Also covered
are solutions of linear, tractional,
quadratic and systems of linear
equations, and graphing.

DEVELOPMENTAL READING
Students can improve their
performance in English courses by
enrolling in Developmental Reading
Courses. Developmental Reading 090
and 091 are valuable skill development
courses for English 101. Reading 101
is especially helpful in English 102 and
the sophomore-level literature
courses, See the catalog descriptions
in reading for full course content.

DEVELOPMENTAL READING
(DR)090 (3)
TECHNIOUES OF
READING/LEARNING (3 LEC.)
Comprehension, vocabulary
development, and study skills are the
focus of this course. Emphasis is on
learning how to learn. Included are
reading and learning experiences to
strengthen the total educational back-
ground of each student. Meeting
individual needs is stressed.

DEVELOPMENTAL READING
(DR)091 (3)
TECHNIOUES OF READING AND
LEARNING (3 LEC.)

This course is a continuation of
developmental reading 090. Meeting
individual needs is stressed,

DEVELOPMENTAL WRITING
Students can improve their writing
skills by taking Developmental Writing.
These courses are offered for one to
three hours of credit. Emphasis is on
organization skills and research paper
styles, and individual writing
weaknesses.

DEVELOPMENTAL WRITING
(DW)090 (3)
WRITING (3 LEC.)

Basic writing skills are developed,
Topics include spelling, grammar, and
vocabulary improvement. Principles of
sentence and paragraph structure are
also included. Organization and
composition are covered. Emphasis is
on individual needs and strengthening
the student's skills,

DEVELOPMENTAL WRITING
(DW)091 (3)
WRITING (3 LEC.)

This course is a sequel to Writing 090.
It focuses on composition. Included
are skills of organization, transition,
and revision. Emphasis is on individual
needs and personalized assignments.
Brief, simple forms as well as more
complex critical and research writing
may be included.

DEVELOPMENTAL WRITING
(OW)092 (1)
WRITING LAB (3 LAB.)

This course is a writing workshop.
Students are given instruction and
supervision in written assignments.
The research paper and editing are
both included.

DRAFTING (DFT) 135 (2)
REPRODUCTION PROCESSES (1 LEC.. 3 LAB.)
(64CONTACT HOURS)

Equipment and processes used to
reproduce technical art are studied:
Included are the graphic arts process
camera, lithographic offset printing,
diazo reproduction, blueprinting,
photodrafting, microfilming,
photocopying, silk screen printing,
printed circuit board etching, thermo-
graphy, typographics, Xerography,
engravings, and others. The rapidly ,
expanding field of computergraphics IS
also covered. Lab work includes the
preparation of flats for offset printing of
brochures, Laboratory fee.

DRAFTING (DFT) 138 (3)
GEOLOGICAL AND LAND
DRAFTING (2 LEC., 4 LAB.) (96 CONTACT
HOURS)

Prerequisites: Drafting 183 or the
equivalent and Mathematics 196,
Equivalent is based on high school
drafting courses or on student's work
experience. Sample of drawings and/or
high school transcript must be .
presented. This is a specialty course to
prepare one to work in civil drafting.
Various drawings are completed, such
as relief maps, plan and profile
drawings, roadways, pipelines, and
petroleum and geophysical maps,
Calculations are made from surveyor's
notes to plot a traverse and contour
lines and to determine area and
volumes. A set of drawings is prepared
for a residential subdivision, a
shopping center, or some other type of
land development.

DRAFTING (DFT) 180 (2)
MANUFACTURING
FUNDAMENTALS (2 LEC.)

Manufacturing fundamentals and
production methods are studied.
Modern fabrication techniques and
equipment used in industry are
presented, The functions and role of
drafting are described. ECC ONLY.

DRAFTING (DFT) 182 (2)
TECHNICIAN DRAFTING (1 LEC.. 3 LAB,)(64
CONTACT HOURS)
This course focuses on the reading and
interpretation of engineering drawings,
Topics include multiview drawings,
pictorial drawings, dimensioning,
measurement with scales, schematic
diagrams, and printed circuit boards.
Laboratory fee,

DRAFTING (DFT) 183 (4).
BASIC DRAFTING (2 LEC.. 6 LAB.)(128
CONTACT HOURS)

, This course is for students who have
had little or no previous experience in
drafting, Skill in orthographic, axone-
metric, and oblique sketching and
drawing is developed. Topics include
lettering, applied geometry, fasteners,
sectioning, tolerancing, and
auxiliaries, Experience is provided in
using handbooks and other resource
materials and in developing design
skills. U.SAS.I., government, and
industrial standards are used:
Emphasis is on both mechanical skills
and graphic theory. Laboratory fee,

DRAFTING (DFT) 184 (3)
INTERMEDIATE DRAFTING (2 LEC.. 4 LAB.) (96
CONTACT HOURS)

Prerequisite: Drafting 183 or the
equivalent. Equivalent is based on high
school drafting courses or on student's
work experience, Sample of drawings
and/ or high school transcript must be
presented, Drafting problems, design
function, and specialized drafting
areas are examined, Included are the
detailing and assembling of machine
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parts, gears, cams, jigs, fixtures,
metals, and metal forming processes.
Drawing room standards and
reproducing drawings are studied.
Detail and assembly drawings are
made. Laboratory fee.

DRAFTING (OFT) 185 (4)
ARCHITECTURAL DRAFTING (2 LEC., 6 LAB.)
(128 CONTACT HOURS)

This course begins with architectural
lettering, and drafting of construction
details, Emphasis is on technique and
use of appropriate material symbols
and conventions, Working drawings
are prepared, including plans,
elevations, sections, and details.
Drawings for buildings using steel,
concrete, and timber structural
components are covered.·Reference
materials are used to provide skills in
locating data and in using handbooks,

DRAFTING (OFT)230 (3)
STRUCTURAL DRAFTING (2 LEC.. 4 LAB,) (96
CONTACT HOURS)

Prerequisites: Drafting 184 and
Mathematics 196. Stresses and
thermal and elastic qualities of various
materials are studied, Beams,
columns, and other materials are
included, Structural plans, details, and
shop drawings of components are
developed for buildings using steel,
reinforced concrete, and timber
structures. Emphasis is on drafting
appropriate drawings for fabrication
and erection of structural components ..
DRAFTING (OFT)231 (3)
ELECTRONIC DRAFTING (2 LEC.. 4 LAB.) (96
CONTACT HOURS)

Prerequisite: Drafting 183, This course
focuses on drawings used in the
electronics industry. Topics include
block and logic diagrams, schematic
diagrams, interconnecting wiring
diagrams, printed circuit boards,
integrated circuits, component
packaging, chassis design and current
practices.
DRAFTING (OFT)232 (3)
TECHNICAL ILLUSTRATION (2 LEC.. 4 LAB.) (96
CONTACT HOURS)

Prerequisite: Drafting 183. The
rendering of three-dimensional .
drawings is covered. Orthographic
views and engineer's sketches are
developed into isometric, dimetric,
perspective, and diagramatic drawings
of equipment and their environments.
Technical sketching, and hand
mechanicalleltering, air brush
retouching of photographs, handling of
commercially prepar-e pressure
sensitive materials, and layout of
schematics, charts, and graphs are
practiced. Laboratory fee.

DRAFTING (OFT) 233 (4)
MACHINE DESIGN (2 LEC.. 6 LAB.) (128
CONTACT HOURS)

35

Prerequisites: Drafting 184, Physics
131, and credit or concurrent
enrollment in Engineering 186 and
Mathematics 196. The principles of
physics, statics, strength of materials,
and physical properties of materials
are applied to the design of machine
elements. Topics include function,
environment, production, problems,
and cost. Emphasis is on the practical
application of design principles in
graphic form.

DRAFTING (OFT) 234 (4)
ADVANCED TECHNICAL
ILLUSTRATiON (2 LEC.. 6 LAB.)(128 CONTACT
HOURS)

Prerequisite: Drafting ?32. An area of.
specialization is chosen and pursued In
depth. Examples are pictorials for
color separation printing, air brush
renderings, letterforms for logos and
hand lettering, complex exploded
views in isometric, perspective
renderings, design of commercial
displays and art for slide presentations.
Laboratory fee.

DRAFTING (OFT) 235 (3)
BUILDING EQUIPMENT
(MECHANICAL AND
ELECTRICAL) (2 LEC., 4 LAB.) (96 CONTACT
HOURS)

Prerequisite: Drafting 183 or Drafting
185. Plans and details for mechanical
equipment are drawn. Equipment
includes air conditioning, plumbing,
and electrical systems. Emphasis is on
the use of appropriate symbols and
conventions. Mechanical and
electrical features are coordinated
with structural and architectural
components. Laboratory fee.

DRAFTING (OFT)238 (3)
PIPING AND PRESSURE
VESSEL DESIGN (2 LEC., 4 LAB.) (96 CONTACT
HOURS)

Prerequisites: Drafting 183 and
Mathematics 195 or the equivalent.
This course presents the methods of
piping of fluids for refineries,
petrochemical plants, and industrial
facilities, ASME codes are applied to
the design of pressure vessels,
pipefitting, welded and seamless
piping, pumps, and heat exchanges. ,
Drawing techniques are emphaslzed In
orthographic and isometric
projections, Laboratory fee.
DRAFTING (OFT) 245 (3)
COMPUTER AIDED DESIGN (2 LEC., 4 LAB.)
Prerequisites: Drafting 183 or
Engineering 105. Capabilities and
limitations of the electronic computer
as an aid to the designer are studied.
Drafting procedures using an
interactive system with computer
graphics are practiced. Forms and
uses of computer aided products are
viewed in perspective with the overall
design process. Laboratory fee.

DRAFTING (OFT) 246 (3)
ADVANCED CAD - ELECTRONlc
(2 LEC .. 4 LAB )

Prerequisite: Drafting 245. Advanced
uses of the electronic computer as an
aid to the desillner are studied. Spe-
cial emphasis IS given to printed cir-
cuit board and integrated circuit
design. Menu and library construction
will be practiced while using the inter-
active graphic system. Laboratory fee.

DRAFTING (OFT) 248 (3)
ADVANCED CAD - MECHANICAL
(2 LEC .. 4 LAB)

Prerequisite: Drafting 245. Advanced
uses of the electronic computer as
an aid to the designer are studied.
Special emphasis is given to three-
dimensional design, specifically
mechanical. Menu and library con-
struction will be practiced while using
the interactive graphic system. Labo-
ratory fee.

DRAFTING (OFT) 250 (3)
SHEET METAL DESIGN (2 LEC . 4 LAB)

Prerequisite: Drafting 183. Trus course
includes the preparation of drawings
for sheet metal developments. Toprcs
include bend allowance. reuet, stan-
dard bends for specinc applications,
cost factors to consider In manufac-
turing, metal specifications, finishing,
coating, fasteners, and weldments.
Laboratory fee. EFC ONl.Y
DRAFTING (OFT) 251 (3)
INDUSTRIAL DESIGN (2 LEC . 4 LAB)

Prerequisite: Drafting 250. This course
includes the design of metal and plastic
packages tor electronic, optical, and
mechanical components. Topics
include standard boxes, panels,
mounts, brackets, fasteners, grommets,
and other standard parts used in the
design ot packages. Standard catalogs
and manuals are used to design pack-
ages for specific situations. Laboratory
fee. EFC ONLY
DRAFTING (OFT)
COOPERATIVE WORK
EXPERIENCE
701,711,801,811
702,712,802,812
703,713,803,813
704,714,804,814

ECOLOGY (ECY)291
PEOPLE AND THEIR
ENVIRONMENT II (3 LEC)

Environmental awareness and know-
ledge are emphasized. Topics include
pollution, erosion, land use, energy
resource depletion, overpopulation,
and the effects of unguided techno-
logical development. Proper planning
at societal and indiVidual action In
order to protect the natural environ-
ment is stressed. (This course may be
offered via television.)

(1)
(2)
(3)
(4)

(3)



ECONOMICS (ECO) 201 (3)
PRINCIPLES OF ECONOMICS I (3 LEC.)

Sophomore s!anding is recommended.
The principles of macroeconomics are
presented. Topics include economic
organization, national income deter-
mination, money and banking, mone-
tary and fiscal policy, economic fluc-
uations, and growth. (This course is
offered on campus and may be offered
via television.)

ECONOMICS (ECO) 202 (3)
PRINCIPLES OF ECONOMICS II (3 LEC.)
Prerequisite: Economics 201 or the
consent of the instructor. The
principles of microeconomics are
presented. Topics include the theory of
demand, supply, and price of factors.
Income distribution and theory of the
firm are also included. Emphasis is on
internationai economics and contem-
porary economic problems.

ELECTRONICS TECHNOLOGY (ET)
135 (6)
DG-AC THEORY AND CIRCUIT ANALYSIS (5
LEC., 3 LAB.)
Prerequisites: Credit or concurrent
enrollment in Mathematics 195 or the
equivalent. This is an accelerated
course combining DC circuits (ET
190) and AC circuits (ET 191) in one
semester for students with previous
electronics experience or a good
mathematics background. Topics
include the analysis of resistive,
capacitive, inductive, and
combination circuits. Magnetism,
resonance, schematic symbols, and
sine wave analysis are also included.
Series, parallel, and series-parallel
clrcuits are covered. Laboratory fee.

ELECTRONICS TECHNOLOGY
(ET)190 (4)
oc CIRCUITS AND
ELECTRICAL MEASUREMENTS (3 LEC.. 3 LAB.)

Prerequisite: Mathematics 195 or the
equivalent recommended. The
mathematical theory of direct current
circuits is presented in combination
with laboratory fundamentals.
Emphasis is on elementary principles
of magnetism, electric concepts and
units, diagrams, and resistance. Elec-
tromagnetism, series and parallel
circuits, simple meter circuits,
conductors, and insulators are also
stressed. Laboratory fee.

ELECTRONICS TECHNOLOGY
(ET)191 (4)
/>CCIRCUITS (3 LEC.. 3 LAB.) (96 CONT/>CT
HOURS)

Prerequisites: Electronics Technology
190 and credit or concurrent
enrollment in Mathematics 195 or the
equivalent. This course covers the
'fundamental theories of alternating
current. The theories are applied in
various circuits. Included are
·Iaboratory experiments on power

factor, sine wave analysis, resonant
circuits, capacitance, inductance, Q of
coils, magnetism, and resistance.
Laboratory fee.

ELECTRONICS TECHNOLOGY
(ET)193 (4)
/>cTIVE DEVICES (3 LEC.. 3 LAB.)

Prerequisites: Electronics Technology
190 and credit or concurrent
enrollment in Electronics Technology
191. Semiconductors (active devices)
are the focus of this course. Topics
include composition, parameters,
linear and non-linear characteristics, in
circuit action, amplifiers, rectifiers,
and switching. Laboratory fee.

ELECTRONICS TECHNOLOGY
(ET)194 (3)
INSTRUMENTATION (2 LEC.,'3 LAB.)
Prerequisites: Electronics Technology
190 and credit or concurrent
enrollment in Electronics Technology
191 and 193. Electrical devices for
measurement and instrumentation ale
studied and applied to work situations.
Included are basic /lC and DC
measurement meters, impedance
bridges, oscilloscopes, signal
generators, signal-tracers, and tube
and transistor testers. The course
concludes with a study of audio
frequency test methods and
equipment. Laboratory fee.

ELECTRONICS TECHNOLOGY
(ET)231 (4)
SPECIAL CIRCUITS WITH
COMMUNICATIONS
APPLICATIONS (3 LEC., 3 LAB.)
Prerequisites: Electronics Technology
193 and 194. Active devices are
applied to circuitry common to most
communications equipment. Both the
theory of operation and practical
applications of the circuits in
laboratory experiments are included ..
Circuits including power supplies,
voltage regulators, tuned and untuned
amplifiers, filters, oscillators,
modulators and detectors, with
application to various types of
intelligence transmission and
reception are emphasized in the
course. Laboratory fee.

ELECTRONICS TECHNOLOGY
(ET)232 (4)
ANALYSIS OF ELECTRONICS
LOGIC AND SWITCHING
CIRCUITS (3 LEC.. 3 LAB.)
Prereqliisites: Electronics Technology
193 and 194. The course presents
circuitry common to electronic control
systems and automatic measuring
systems. Typical circuit functions
covered include clamping, gating,
SWitching, and counting. Circuits
Include voltage discriminators,
multivibrators, dividers, counters and
gating circuits. Boolean algebra ~nd
binary numbers are reviewed.
Emphasis is on semiconductor
devices. Fluidic switching devices are
introduced. Laboratory fee. .

ELECTRONICS TECHNOLOGY
(ET)234 (3)
ELECTRONIC CIRCUITS AND
SYSTEMS (6 LAB.)

Prerequisites: Completion of all
Electronics Technology Courses up to
and including Electronics Technology
231 : and may take Electronics
Technology 232 and Electronics Tech-
nology 231 concurrently with
Electronics Technology 234. The
design, layout construction, and
calibration of an electronics project
are covered. Students develop
independent project and prepare term
papers on functions of components,
operating specifications, and
schematics. Laboratory fee.
ELECTRONICS TECHNOLOGY
(ET)235 (4)
FUNDAMENTALS OF
ELECTRICITY (3 LEC.. 3 LAB.)
This course is an introduction to
electricity for students in related
programs. Topics include basic /lC and
DC theory, voltage, current, and
resistance, and electrical wiring
principles and schematics.
Transformers, relays, timers, electrical
measuring devices, and basic
electrical calculations are also
included. Laboratory fee.
ELECTRONICS TECHNOLOGY
(ET) 237 (4)
MODULAR MEMORIES AND
MICROPROCESSORS (3 LEC.. 3 LAB.)

Prerequisites: Electronics Technology
232. Read only memories (ROM's),
random acess memories (RAM's), and
microprocessors are presented.
Emphasis is on specifications,
applications, and operation. Control
buses data basis, addressing, coding,
and programming of typical micro-
processor units are included.
Microprocessor system is constructed,
tested, coded, and programmed.
Laboratory fee.
ELECTRONtCS TECHNOLOGY
(ET)238 (4)
LINEAR INTEGRATED
CIRCUITS (3 LEC.. 3 LAB.)
Prerequisites: Electronics Technology
190, 191, and 193. Differential
amplifiers, operational amplifiers, and
Integrated circuit timers are
investigated. Topics include
comparators, detectors, inverting and
non-inverting amplifiers, OP AMP
adders, differentiating and integrating
amplifiers, and Instrumentation
amplifiers. Digital to analog
converters, analog to digital
converters, special OP AMP
applications, and integrated circuits
timers are also included. Limitations
and specifications of integrated
circuits are covered. Laboratory fee.
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ELECTRONICS TECHNOLOGY (ET)
239 (3)
MICROWAVE TECHNOLOGY (3 LEC.)
Prerequisites: Electronics Technology
194 and Electronics Technology 231.
Microwave concepts such as
propagation, transmission lines
including waveguides, standing
waves, impedance matching, basic
antennas and various basic
microwave measurements are
covered. Microwave measurement
techniques such as power and
frequency meter measurements and
calibration, VSWR determinations,
klystron characteristics, and
waveguide tuning will be
demonstrated. A basic radar system
is discussed as time permits.

ELECTRONICS TECHNOLOGY (ET)
240 (4)
ELECTRONICS THEORY AND APPLICATION
OF DIGITAL COMPUTERS (3 LEC., 3 LAB.)
Prerequisites: Mathematics 196 and
Electronics Technology 193. The
course presents the electronic
switching circuits for digital computer
systems, Logic symbology, gates, and
related Boolean algebra are covered.
Computer terminology and number
systems are included. An introduction
to BASIC language programming for
electronic circuit analysis is also
included. Laboratory experiments in
addition to computer programming
include basic logic gate analysis and
test procedures. Laboratory fee.

ELECTRONICS TECHNOLOGY (ET)
COOPERATIVEWORK EXPERIENCE
701,711,801,811 (1)
702,712,802, 812 (2)
703,713, 803, 813 (3)
704,714,804,814 (4)

ENGINEERING (EGR) 106 (3)
DESCRIPTIVE GEOMETRY (2 LEC .. 4 LAB.)

Prerequisite: Drafting 183 or
Engineering 105, This course provides
training in the visualization of three·
dimensional structures. Emphasis is on
accurately representing these struc-
tures in drawings by analyzing the true
relationship between points, lines, and
planes. Included are the generation
and classification of lines, surfaces,
intersections, developments, auxil-
iaries, and revolutions. Laboratory fee.
ENGINEERING (EGR) 186 (2)
MANUFACTURING PROCESSES (1 LEC .. 2 LAB.)
(48 CONTACT HOURS)
This course introduces the student
enrolled in technical programs to the
many steps involved in manufacturing
a product. This is accomplished by
involving the class in producing a
device with precision, The student
gains practical experience with
working drawings, a variety of machine
tools and the assembly of components.

37

The student is made aware of the
factors involved in selecting materials
and economical utilization of
materials, Laboratory fee.

ENGINEERING (EGR) 188 (3)
STATICS (3 LEC.) (48 CONTACT HOURS)

Prerequisite: Credit or concurrent
enrollment in Mathematics 196, This
course is a study of force and force
systems, resultants, friction, centroids,
conditions of equilbrium, analysis of
trusses, and frame structures, Both
numerical and graphical methods are
used,
ENGINEERING (EGR) 189 (3)
CHARACTERISTiCS AND
STRENGTHS OF MATERIALS (3 LEC.)(48
CONTACT HOURS)

Prerequisites: Engineering 188. The
characteristics and strengths of
materials are examined. Emphasis is
on loads, stresses, and deformations
within the elastic range.
ENGLISH
(Also see Developmental Reading and
Developmental Writing,) Additional
instruction in writing and reading is
available through the Learning Skills
Center.

ENGLISH IN THE SOPHOMORE YEAR
English 201, 202, 203, 204, 205, 206,
215 and 216 are independent units of
three credit hours each, from which
any combination of two will be selected
to satisfy degree requirements in
sophomore English. Student should
consult catalog of the senior college he
expects to attend for requirements in
his major before choosing English
courses.

ENGLISH (ENG) 101 (3)
COMPOSITION AND
EXPOSITORY READING (3 LEC.)

The development of skills is the focus
of this course. Skills in writing and in
the critical analysis of prose are
included, (This course is offered on
campus and may be offered via
television.)

ENGLISH(ENG)102 (3)
COMPOSITION AND
LITERATURE (3 lEC.'
Prerequisite: English 101, This course
continues the development of skills in
writing. Emphasis is on analysis of
literary readings, expository writing,
and investigative methods of research.
(This course is offered on campus and
may be offered via televlslon.)
ENGLISH (ENG) 201 (3)
BRITISH LITERATURE (3 LEC.)
Prerequisite: English 102. Significant
works of British literature are studied.
The Old English Period through the
18th century is covered.

ENGLISH (ENG) 202 (3)
BRITISH LITERATURE (3 LEC.)

Prerequisite: English 102. Significant
works of British literature are studied.
The Romantic Period to the present
is covered.

ENGLISH (ENG) 203 (3)
WORLD LITERATURE (3 LEC.)

Prerequisite: English 102. Significant
works of continental Europe are
studied, The Greek Classical Period
through the Renaissance is covered.

ENGLISH (ENG) 204 (3)
WORLD LITERATURE (3 LEC.)

Prerequisite: English 102. Significant
works of continental Europe, England,
and America are studied. The time
period since the Renaissance is covered.
ENGLISH (ENG) 205 (3)
AMERICAN LITERATURE (3 LEC.)

Prerequisite: English 102. Significant
works of American writers before Walt·
Whitman are studied, Emphasis is on
the context of the writers' times,

ENGLISH (ENG) 206 (3)
AMERICAN LITERATURE (3 LEC.)

Prerequisite: English 102. Signigicant
works of American writers from Walt
Whitman to the present are studied.
ENGLISH (ENG) 209 (3)
CREATIVE WRITING (3lEC.)

Prerequisite: English 102. The writing
of fiction is the focus of this course,
Inciuded are the short story, poetry,
and short drama.

ENGLISH (ENG) 210 (3)
TECHNICAL WRITING (3 LEC.)
Prerequisite: English ldl and 102 or
Communications 131 and 132. The
technical style of writing is introduced.
Emphasis is on the writing of technical
papers, reports, proposals, progress
reports, and descriptions,

ENGLISH (ENG) 215 (3)
STUDIES IN LITERATURE (3 LEC.)
Prerequisite: English 102. Selections in
literature are read, analyzed, and dis-
cussed, Selections are organized by
genre, period, or geographical region.
Course titles and descriptions are
available each semester prior to regis-
tration, This course may be repeated
for credit.
ENGLISH (ENG) 216 (3)
STUDIES IN LITERATURE (3 LEC.)

Prerequisite: English 102. Selections in
literature are read, analyzed, and dis-
cussed, Selections are organized by
theme, interdisciplinary content or
major author. Course titles and
descriptions are available each
semester prior to registration. This
course may be repeated for credit.



FRENCH (FR) 101 (4)
BEGINNING FRENCH (3 LEC., 2 LAB.)

The essentials of grammer and easy
Idiomatic prose are studied. Emphasis
is on pronunciation, comprehension,
and oral expression. Laboratory fee.

FRENCH (FR) 102 (4)
BEGINNING FRENCH (3 LEC.. 2 LAB.)

Prerequisite: French 101 or the equiva-
lent. This course is a continuation of
French 101. Emphasis is on idiomatic
language and complicated syntax,
Laboratory fee.

FRENCH (FR1201 (3)
INTERMEDIATE FRENCH (3 LEC.)

Prerequisite: French 102 or the equiva-
lent. Reading, composition, and
intense oral practice are covered in
this course, Grammar is reviewed,

FRENCH (FR) 202 (3)
INTERMEOIATE FRENCH (3 LEC.)

Prerequisite: French 201 or the equiva-
lent. This course isa continuation of
French 201. Contemporary literature
and composition are studied. '

FRENCH (FR) 203 (3)
INTRODUCTION TO FRENCH
LITERATURE (3 LEC.)

Prerequisite: French 202 or the
consent of the instructor. This course
is an introduction to French literature.
It includes readings in French litera-
ture, history, culture, art, and
civilization,
FRENCH (FR) 204 (3)
INTRODUCTION TO FRENCH
LITERATURE (3 LEC.) ,

Prerequisite: French 202 or the
consent of the instructor. This course
is a continuation of French 203. It
includes readings in French literature,
history, culture, art, and
civilization,

GEOGRAPHY (GPY) 101 (3)
PHYSICAL GEOGRAPHY (3 LEC.)

The physical composition of the earth
is surveyed, Topics include weather,
climate, topography, plant and animal
life, land, and the sea. Emphasis is on
the earth in space, use of maps and
charts, and place geography.
GEOGRAPHY (GPY) 103 (3)
CULTURAL GEOGRAPHY (3 LEC.)
This course focuses on the
development of regional variations of
culture. Topics include the distribution
of races, religions, and languages.
Aspects of material culture are also
included, Emphasis is on origins and
diffusion.
GEOLOGY (GEO) 101 (4)
PHYSICAL GEOLOGY (9 LEC.. 3 LAB.)

This cou rse is for science and non-
science majors, It is a study of earth
materials and processes. Included is

an introduction to geochemistry, geo-
physics, the earth's interior, and
magnetism. The earth's setting in
space, minerals, rocks, structures, and
geologic processes are also included,
Laboratory fee.

GEOLOGY (GEO)102 (4)
HISTORICAL GEOLOGY (3 LEC.. 3 LAB.)

This course is for science and non-
science majors. It is a study of earth
materials and processes within a de-
velopmental time perspective. Fossils,
geologic maps, and field studies are
used to interpret geologic history,
Laboratory fee,

GEOLOGY (GEO) 103 (3)
INTRODUCTION TO OCEANOGRAPHY (2 LEC"
2 LAB,)
The physical and chemical
characteristics of ocean water, its
circulation, relationship with the
atmosphere, and the effect on the
adjacent land is investigated, The
geological development of the ocean
basins and the sediment in them is
also considered, Laboratory fee.

GEOLOGY (GEO) 205 14/
FIELD GEOLOGY (3 LEC .. 3 LAEl.

Prerequisites: Eight credit hours of
geology or the consent of the instruc-
tor. Geological features, landforms,
minerals, and fossils are surveyed.
Map reading and interpretation are
also included. Emphasis is on the
identification, classification and collec-
tion of,specimens in the field. This
course may be repeated for credit.
GERMAN (GERI101 (4)
BEGINNING GERMAN (3 LEC.. 2 LAB.)
The essentials of grammar and easy
idiomatic prose are studied. Emphasis
is on pronunciation, comprehension,
and oral expression. Laboratory fee.

GERMAN (GER) 102 (4)
BEGINNING GERMAN (3 LEC.. 2 LAB.)

Prerequisite: German 101 or the equiv-
alent. This course is a continuation of
German 101. Emphasis is on idiomatic
language and complicated syntax.
Laboratory fee.

GERMAN (GER)201 (3)
INTERMEDIATE GERMAN (3 LEC.)
Prerequisite: German 102 or the equiv-
alent or the consent of the instructor.
Reading, composition, and intense oral
practice are covered. Grammar is
reviewed.

GERMAN (GER)202 (3)
INTERMEDIATE GERMAN (3 LEC.)

Prerequisite: German 201 or the equiv-
alent. This course is a continuation of
German 201. Contemporary literature
and composition are studied.

GOVERNMENT (GYn 201 (3)
AMERICAN GOVERNMENT (3 LEC.)

Prerequisite: Sophomore standlnq
recommended. This course is an tntro-
. duction to the study of political
science. Topics include the origin and
development of constitional demo-
cracy (United States and Texas), fed-
eralism and intergovernmental rela-
tions, local government, parties,
politics, and political behavior. The
course satisfies requirements for
Texas State Teacher's Certification.
(This course is offered on campus and
may be offered via television.)

GOVERNMENT (GYn 202 (3)
AMERICAN GOVERNMENT (3 LEG.)

Prerequisite: Sophomore standing
recommended. The three branches of
the United States and Texas
government are studied. Topics
include the legislative process, the
executive and bureaucratic structure
the judicial process, civil rights and '
liberties, and domestic policies. Other
topics include foreign relations and
national defense. This course satisfies
requirements for Texas State
Teacher's Certification. (This course is
offered on campus and may be offered
via television.) .
GOVERNMENT (GVT) 205 (3)
STUDIES IN GOVERNMENT (3 LEC.)

Prerequisite: Sophomore standing and
6 hours of history or government.
'Selected topics in government are
presented. The course may be
repeatred once for credit when
different topics are presented.
HISTORY (HST) 101 (3)
HISTORY OF THE UNITED
STATES (3 LEG.)
The history of the United States is pre-
sented, beginning with the European
background and first discoveries. The
pattern of exploration, settlement, ana
development of institutions is followed
throughout the colonial period and the
early national experience to 1877. (This
course is offered on campus and may
be offered via television.)
HISTORY (HST) 102 (3)
HISTORY OF THE UNITED STATES (3 LEG.)
The history of the United States is
surveyed from the reconstruction era
to the present day. The study
includes social, economic, and
political aspects of American life. The
development of the United States as
a world power is followed. (This
course is offered on campus and may
be offered via television.)
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HISTORY (HSf) 105 (3)
WESTERN CIVILIZATION (3 LEC.)

The civilization in the West from
ancient time through the Enlighten-
ment is surveyed. Topics include the
Mediterranean world, including Greece
and Rome, the Middle Ages, and the
beginnings of modern history.
Particular emphasis is on the Renais-
sance, Reformation, the rise of the
national state, the development of
parliamentary government, and the
influences of European colonization.
HISTORY (HSf) 106 (3)
WESTERN CIVILIZATION (3 LEC.)
This course is a continuation of
History 105. lt follows the
development of civilization from the
enlightenment to current times.
Topics include the Age of Revolution.
the beginning of industrialism, 19th
century. and the social. economic.
and political factors of recent world
history.

HISTORY (HS1) 110 (3)
THE HERITAGE OF MEXICO (3 LEC.)

This course (cross-listed as Anthro-
pology t 10) is taught in two parts each
semester. The first part of the course
deals with the archaeology of Mexico
beginning with the first humans to enter
the North American continent and
culminating with the arrival of the
Spanish in t 519 A.D. Emphasis is on
archaic cultures, the Maya, the Toltec,
and the Aztec empires. The second
part of the course deals with Mexican
history and modern relations between
the United States and Mexico. The
student may register for either History
110 or Anthropology t 10. but may
receive credit for only one of the two.

HISTORY (HSf) 112 (3)
LATIN AMERICAN HISTORY (3 LEC.)

This course presents developments
and personalities which have
influenced Latin American history.
Topics include Indian cultures, the Con-
quistadors. Spanish administration, the
wars of Independence. and relations
with the United States. A brief survey
01 contemporary problems concludes
the course.

HISTORY (HSf) 120 (3)
AFRO·AMERICAN HISTORY (3 LEC.)
The role of the Black in American
history is studied. The slave trade and
slavery in the United States are
reviewed. Contributions of black Amer-
icans in the U.S. are described.
Emphasis is on the political, economic,
and sociological factors of the 20th
century.
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HISTORY (HSf) 204 (3)
AMERICAN MINORITIES (3 LEC.)

Prerequisites: Sociology 101 or 6 hours
of U.S. history recommended.
Students may register for either
History 204 or Sociology 204 but may
receive credit for oniy one of the two.
The principal minority groups in
American society are the Iocus ofthis
course. The sociological significance
and historic contributions of the groups
are presented. Emphasis is on current
problems of intergroup relations. social
movements. and related social
changes.

HISTORY (HSf) 205 (3)
STUDIES IN u.s. HISTORY (3 LEC.)
Prerequisite: Sophomore standing and
6 hours of American history. Selected
topics in the history of the United
States are presented. The course may
be repeated once for. credit when
different topics are presented.

HOROLOGY (HOR) 139 (6)
ANTIQUE CLOCK THEORY AND
REPAIR (2 LEC" 23 LAB.) (275 CONTACT
HOURS)

The history. design, and repair of
clocks are covered. French, German,
English. and Early American clocks are
included. and both weight-driven and
spring-driven clocks are studied. Types
of clock movements to be recondi-
tioned include grandfather. wall. shelf.
and Westminster chime. Emphasis is
on cleaning, rebushingplates,.
repivoting wheels, and adjusting chime
and strike trains for count wheel and
rack-and-snail types. The use and care
of specialized hand tools and
equipment are also covered.
Laboratory fee.

HOROLOGY (HOR) 140 (6)
MODERN CLOCK THEORY AND
REPAIR (2 LEC., 23 LA~.) (275 CONTACT
HOURS)

This course presents design factors
and repair techniques of American,
German, and Swiss clocks. Included
are clocks with weight. spring. motor.
and battery power in the t-day, a-day.
and 400-day, and continuous
synchronous electric variations.
Repair and adjustment of anniversary,
cuckoo. travel, alarm. timers, electric.
cordless, and atmos clocks are
included. Laboratory lee.

HOROLOGY (HOR) 141 (6)
WATCH CLEANING AND
ASSEMBLY (2 LEC., 23 LAB.) (275 CONTACT
HOURS)

Hand cleaning and ultrasonic machine
cleaning of watch movements are
covered. Included are the removal of
rust and scale. inspection, and
lubrication of subassemblies. Pocket
watches and gent's wrist and ladies'
baguette sizes are included. Emphasis

is on the use and care of precision
hand tools. personal work habits, and
attitudes. The polishing case. crystal.
and band is also stressed. Timing
record analysis is introduced.
Laboratory fee.

HOROLOGY (HOR) 142 (6)
WATCH PART REPLACEMENT (2 LEC" 23 LAB.)
(275 CONTACT HOURS)

The precise selection and replacement
of damaged watch parts are the focus
of this course. Detailed procedures are
covered for changing balance staffs.
stems, crown, gaskets, hands. roller
jewels, balance and plate jewels, pallet
jewels. and mainsprings. Emphasis is
on nomenclature. movement identifi-
cation, and metric measurement. The
use and care of many special tools are
introduced, with particular emphasis
on the staking tool. Laboratory fee.

HOROLOGY (HOR) 143 (6)
ADVANCED WATCHMAKING I (2 LEC" 23 LAB.)
(275 CONTACT HOURS)

This course emphasizes the jeweled
lever escapement principles, hair-
spring rnanipulations. and position
adjusting. Electronic timing machine
records are analyzed to find causes of
error and to make corrections. Self-
winding devices and calendar watch
features are thoroughly presented.
Laboratory fee.

HOROLOGY (HOR) 144 (6)
ADVANCED WATCHMAKING II (2 LEC" 23 LAB.)
(275 CONTACT HOURS)

The repair and adjustment of
complicated watches are presented.
including the stopwatch and wrist
chronograph. Also covered are electric
and electronic movements with tuning
fork and quartz crystal resonators and
electronic modules. Customer and
business relations are practiced
through estimating repairs, ordering
parts, and participation in local and
national craft organizations.
Laboratory fee.

HUMAN DEVELOPMENT
(HD) 100 (1)
EDUCATIONAL ALTERNATIVES(1 LEC.)
The learning environment is
introduced. Career. personal study
skills, educational planning, and skills
for living are all included. Emphasis is
on exploring career and educational
alternatives and learning a systematic
approach to declsion-rnaktnq. A wide
range of learning alternatives is
covered, and opportunity is provided to
participate in personal skills seminars.



HUMAN DEVELOPMENT (HD)
102 (1)
SPECIALTOPICSINHUMANDEVELOPMENT(1
LEC.) .
This is a course intended to help the
student succeed in college. Topics
such as stress management, communi-
cations training for the handicapped,
career exploration techniques, or
educational concerns of adult students
may. be included. This course may be
repeated for credit.
HUMAN DEVELOPMENT·
(HD) 104 (3)
EDUCATIONALANDCAREER
PLANNING(3LEC.)
This course is designed to teach
students the on-going process of
decision making as it relates to
career/life and educational planning.
Students identify the unique aspects of
themselves (interests, skills.values).
They investigate possible work
environments and develop a plan for
personal satisfaction. Job search and
survival skills are also considered.
HUMAN DEVELOPMENT (HD)
105 (3)
BASICPROCESSESOFINTERPERSONAL
RELATIONSHIPS(3 LEC.)
This course is designed to help the
. student increase self-awareness and to
learn to relate more effectively to
others. Students are made aware of
their feelings, values, attitudes and
behaviors. The course content focuses
on developing communication skills
such as assertiveness, verbal and non-
verbal behavior, listening, and conflict
resolution.
HUMAN DEVELOPMENT (HD)
106 (3)
PERSONALANDSOCIALGROWTH(3 LEC.)
This course focuses on the interaction
between the individual and society.
Societal influences, adjustment to
social change, personal roles, and
problem-solving are stressed. Compo-
nents of a healthy personaiity, alterna-
tive behaviors, and ~festyles that
demonstrate a responsibility to self and
society are studied. .

HUMAN DEVELOPMENT (HD)
107 (3)
DEVELOPINGLEADERSHIPBEHAVIOR(3 LEC.)
The basic purpose of this course is to
help the student develop leadership
and human relation Skills. Topics
include individual and group produc-
tivity, vaiue systems, appropriate
communication skills, and positive atti-
tudes in a group environment. The
concepts of leadership are explored
through both theory and practice.
These leadership activities can be
applied to the student's personal, busi-.
ness, and professional interactions,

HUMAN DEVELOPMENT IHD) staff assignments are made for the
110 111 student newspaper. Assignments
ASSESSMENTOF PRIORLEARNING may be made in writing, advertising,

(1 LEC.) photography, cartooning, or editing.
Prerequisite: Limited to students in Students are required to work at
Technical/Occupational programs. prescribed periods under supervision
The consent of the instructor is and must attend staff meetings.
required. This course is designed JOURNALISM (IN) 105 (1)
to assist students in documenting STUDENTPUBLICATIONS(3 LAB.)
prior learning for the purpose of Prerequisite: The consent of the'
applying for college credit. instructor. This course may not be
Students develop a portfolio which taken for credit concurrently with
includes a statement. of educa- Journalism 102 or 103. This course
lional/career goals, related non- is a continuation of Journalism 104.
collegiate experiences which have
contributed to college-level JOURNALISM (IN) 106 (1)
learning, and documentation of STUDENTPUBLICATIONS(3 LAB.)
. such experiences. This course may Prerequisite: The consent of the
.be repeated for credit. . instructor. This course may not be
HUMANITIES (HUM) 101 (3) taken for credit concurrently with
INTRODUCTIONTOTHE Journalism 102 or 103. The course is
HUMANITIES(3LEC.) a continuation of Journalism 105.
Related examples of humans' creative JOURNALISM (IN) 201 (3)
achievements are examined. FEATUREWRITING(3 LEC.)
Emphasis is on understanding the Prerequisite: Six hours of journalism
nature of humans and the values of. or the consent of the instructor. This
human life. (This course is offered on course covers research, interviewing
campus and may be offered via techniques, and the development of
television. Laboratory fee required for feature stories for use in newspapers
television course.) and magazines.
JOURNALISM (IN) 101 (3)
INTRODUCTIONTOMASS
COMMUNICATIONS (3 LEG.)

This course surveys the field of mass
communications. Emphasis is on the
role of mass media in modern society.

JOURNALISM (IN) 102 (3)
NEWSGATHERINGANDWRITING
(2 LEC.. 3 LAB.)
Prerequisite: Typing ability. This course
focuses upon recognizing news-
worthy events, gathering information
and writing the straight news story. It
provides a basis for future study in
newspaper and magazine writing,
advertising, broadcast journalism
and' public relations. Students are
required to write for the campus
newspaper,

JOURNALISM (JNll03 (3)
NEWSGATHERINGANDWRITING
(2 LEC.. 3 LAB.)
Prerequisite: Journalism 102 or pro-
fessional experience approved by the
instructor. This course is a continuation
of Journalism 102. Students study
and practice writing more complex
stories, such as features, profiles, fol-
low-up stories, and sidebars. Students
are required to write for the campus
newspaper.

JOURNALISM (IN) 104 (1)
STUDENTPUBLICATIONS(3 LAB.)
Prerequisite: The consent of the
instructor. This course may not be
taken for credit concurrently with
Journalism 102 or 103. Individual

JOURNALISM (IN) 204 (3)
NEWS EDITING AND COPY
REAOING(3 LEC.)
Prerequisite: Journalism 102. This
course focuses on editing news for
newspaper, radio, and television.
Emphasis is on writing headlines and
laying out pages.

LIBRARY SKILLS (LS) 101 (3)
INTRODUCTIONTOLIBRARY
RESEARCH(3LEC.)
In this course the student explores the
various types of print and non-print
sources of information and learns to
document research. Emphasis is on
practical skills with a great deal of
hands-on experience. The course skills
consist of lectures as well as the
following learning experiences:
(1) examination of the specific
materials covered in the lecture, (2)
completion of appropriate exercises
designed to build basic skills used in
research, and (3) conference with each
student to determine rate of progress
and to provide guidance on an
individual basis.
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MACHINE PARTS INSPECTION (MPI)
122 (3)
INDUSTRIAL QUALITY CONTROL AND
PROCEDURES (3 LEC.)

Prerequisite: The consent of the
instructor. An overview of the history of
industrial practices, present trends and
opportunities in the field of quality
control are explored. Emphasis is on
stimulating interest in the quality
control field, and information is
provided to help prepare the student for
possible future employment. MVC
ONLY

MACHINE PARTS INSPECTION (MPI)
124 (5)
BASIC INSPECTION FUNDAMENTALS (1 LEC., 8
LAB.)

Prerequisite: The consent of the
instructor. The basics of inspection
fundamentals are stressed and include
terminology, use of basic measuring
instruments, and measuring tech-
niques. The student gains a respect for
the complex nature of industrial quality
control techniques in practice today.
The laboratory experiences bring
together theory and practical applica-
tions appropriate to prepare for the
entrance into productive industrial
experiences. The use and care of
measuring instruments becomes a
familiar daily task through laboratory
exercises. MVC ONLY

MACHINE PARTS INSPECTION (MPI)
135 (5)
INTERMEDIATE INSPECTION CONCEPTS (1
LEC .. 8 LAB.)
Prerequisite: Machine Parts Inspection
124 or the consent of the instructor.
The more complicated aspects of
industrial inspection are emphasized as
the basics are reviewed and applied
through the laboratory experiences.
Inspection bookkeeping is introduced
as a more specific part of the curric-
ulum, and more complex measuring
and holding devices are explored.
Accuracy and reliability are stressed as
more amplification is introduced in
each measuring technique. Optical and
pneumatic comparators are introduced,
and light wave systems are discussed.
MVC ONLY

MACHINE PARTS INSPECTION (MPI)
138 (3)
GEOMETRIC TOLERANCING AND TRUE
POSITIONING (2 LEC .. 2 LAB.)
Prerequisite: The consent of the
instructor. This basic course is
designed to prepare students entering
the manufacfuring industries for the
complex techniques and practices
using geometric symbols related to
engineering, production, and quality
control operations. The advantages of a
system of geometric symbols which
provides dimensioning and tolerancing
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with respect to actual function and rela-
tionship of part features are stressed.
Practical application connects this
complex theory with the practical world
of automated, computerized industry
today. MVC ONLY

MACHINE PARTS INSPECTION (MPI)
220 (3)
INTRODUCTION TO MATERIALS AND
PROCESSES (3 LEC.)

Prerequisite: Machine Parts Inspection
122 and Quality Control Technology
122 or the consent of the instructor.
Information concerning properties of
materials inherent and acquired in
industry today is presented, including
basic information to help prepare a
student for making decisions
concerning future training in special-
ized fields. The areas covered include
metals, woods, plastics and natural
products and their relationship to
industry in the natural state, during
processing, and the final usage. MVC
ONLY

MACHINE PARTS INSPECTION (MPI)
223 (5)
ADVANCED INSPECTION CONCEPTS (1 LEC .. 8
LAB.) -

Prerequisite: Machine Parts Inspection
124 and 135 or the consent of the
instructor. Reviews of all inspection
techniques are covered before
embarking on the study of the most
complex equipment and techniques.
Coordinate measuring instruments,
optical flats, X-ray inspection and elec-
tronic comparators are studied. Cali-
bration of all types of measuring and
inspection equipment is studied under
classroom and laboratory - field trip _
on the job conditions. The most
complex systems and techniques are
encountered and explored. MVC ONLY
MACHINE PARTS INSPECTION (MPI)
227 (3)
NON-DESTRUCTIVE TESTING (3 LEC.)

Prerequisite: Machine Parts Inspection
121, 220 and Quality Control Tech-
nology 122 or the consent of the
instructor. An in-depth study is made of
ultrasonic, radiographic, and magnetic
particle techniques relallng to moustnat
testi ng. An overview of all the related
areas of non-destructive testing is
included in the program. MVC ONLY

MACHINE PARTS INSPECTION (MPI)
230 (3)
INTRODUCTION TO STATISTICAL QUALITY
CONTROL TECHNIQUES (3 LEC.)
Prerequisite: The consent of the
instructor. This course provides a
review of the basic application of statis-
tical methods in a simplified form.
Concepts of tolerances, acceptance
sampling, standard sampling plans,
control chart, and analysis of process
variation are introduced. Only basic
arithmetic is required. MVC ONLY

MACHINE PARTS INSPECTION (MPI)
237 (3)
GAGE CONTROL STANDARDIZATION AND
PRECISION MEASUREMENT (2 LEC., 4 LAB.)

Prerequisite: The consent of the
instructor. Inventory and gage security
and calibration are stressed with
emphasis on a general knowledge of all
inspection equipment and a practical
use of all items. Statistical treatment of
data is introduced. MVC ONLY

MACHINE PARTS INSPECTION (MPI)
803 and 813 (3)
(See Cooperative WorkExperience)

MACHINE SHOP (MS) 133 (5)
BASIC LATHE (1 LEC., 8 LAB.)

Practical experience is provided in the
use of hand tools, layout, and hand
threading. Various types of drill press
work and engine lathe operations are
introduced. Emphasis is on safety
measures. The types and uses of
machine oils, greases, coolants, and
cutting oils are also included.
Laboratory fee.

MACHINE SHOP (MS) 134 (5)
BASIC MILLING MACHINE (1 LEC., 8 LAB.)

This course focuses on hand
threading. Drill press work and milling
machine operations are presented.
Machine parts, cutters, and arbors are
covered. Emphasis is on safety
measures. The types and uses of
machine oils, greases, coolants, and
cutting oils are also included.
Laboratory fee.
MACHINE SHOP IMS) 135 (5)
INTERMEDIATE LATHE (1 LEC.. 8 LAB.)

Prerequisite: Machine Shop 133. This
course is the intermediate study of the
engine lathe. Workpieces are more
complicated and tolerances more
exacting. Various machines and work·
holding methods are used. Precision
layout and measuring tools are
introduced. Additional work in deter-
mining cutting speeds and feeds is also
included. Laboratory fee.

MACHINE SHOP (MS) 138 (5)
INTERMEDIATE MILLING
MACHINE (1 LEC., 8 LAB.)

Prerequisite: Machine Shop 134. This
course is the intermediate study of the
milling machine. Workpieces are more
complicated and tolerances more
exacting. Various machines and work-
holding methods are used. Precision
layout and measuring tools are lntro-
duced. Additional work in determining
cutting speeds and feeds is also
included. Laboratory fee.



MACHINESHOP(MS)151 (3)
BASIC MACHINE OPERATION
FOR WELD TOOLING (1 LEC., 4 LAB.)

Simple weld tooling is studied.
Shop safety is stressed. Actual weld
fixture components and weld fixtures
are made using engine lathes, the
milling machine, and drill presses.
Laboratory fee.

MACHINESHOP(MS)233 (5)
ADVANCED LATHE (1 LEC.. 8 LAB.)

This course is the advanced study of
the engine lathe, Skill is developed in
making open setups and in locating
holes by means of layout and
triangulation. Various attachments and
accessories are used, Surface grinding
and grinding wheel safety are intro-
duced. Laboratory fee.

MACHINESHOP(MS)234 (5)
ADVANCED MILLING MACHINE (1 LEC.,8 LAB.)

This course is the advanced study of
the milling machine. Skill is developed
in making open setups and in locating
of holes by means of layout and
triangulation. Various attachments and
accessories are used. Surface grinding
and grinding wheel safety are .
introduced, Laboratory fee.

MACHINESHOP(MS)235 (5)
APPLIED LATHE (1 LEC.. 8 LAB.)
Students are encouraged to take
Machine Shop 236 concurrently with
Machine SI1op.235. In this course the
student must independentiy carry out
assignments on the lathe. Emphasis is
on the interchangeability of
workpieces, fits, and finishes, Initiative
and ingenuity are encouraged, Tool .
and cutter grinding is introduced,
Laboratory fee.

MACHINESHOP(MS)236 (5)
APPLIED MILLING MACHINE (1 LEC.. 8 LAB.)
The student is encouraged to take
Machine Shop 235 concurrentiy with
Machine Shop 236, In this course the
student must independently carry out
assignments on the milling machine.
Emphasis is on the interchangeability
of workpieces, fits, and finishes,
Initiative and ingenuity are
encouraged, Tool and cutter grinding is
introduced. Laboratory fee,

MACHINESHOP(MSI
COOPERATIVEWORKEXPERIENCE
701,711,801,811 (1)
702,712, 802, 812 (2)
703,713, 803, 813 (3)
704,714,804,814 (4)
MANAGEMENT(MGn 138 (3)
PRINCIPLES OF MANAGEMENT (3 LEC.)

The process of management is
studied. The functions of planning,
organizing, leading, and controlling are
included. Particular emphasis is on
policy formulation, oectslon-rnakino
processes, operating problems,
communications 'theory, and rnottva-
non techniques. .

MANAGEMENT(MGn 137 (3)
PRINCIPLES OF RETAILING (3 LEC.)

The operation of the retaii system 01
distribution is examined. Topics
include consumer demand,
requirements, computer use, store
location and layout, and credit policie-
Interrelationships are emphasized.

MANAGEMENT(MGT1150 (4)
MANAGEMENT TRAINING (20 LAB.)

Prerequisite: Concurrent enrollment in
Management 154 or the consent of the
instructor. This course consists of
supervised on-the-job training, giving
practical experience to students of
Business Management. The course is
designed to develop the student's
manageriai skills through the cornple-
tion of job-related projects which will
enhance. and complement classroom
knowledge.
MANAGEMENTIMGn 151 (4)
MANAGEMENT TRAINING (20 LAB.)

Prerequisite: Concurrent enrollment in
. Management 155 or the consent of the
instructor. This course consists of .
supervised on-the-job training, giving
. practical experience to students of
Business Management. The course is
designed to develop the student's
managerial skills through the compte-
tion of [ob- related projects which will
enhance and complement classroom
knowledge.

MANAGEMENT(MGn 153 (3)
SMALL BUSINESS MANAGEMl:.NT"
(48 CONTACT HOURS)

The student will be studying the
fundamental approaches to planning,
establishing and operating a small
business, The day-to-day operation of
the business and reporting procedures
will be studied as well as exploring the
concepts of general management.

MANAGEMENT(MGn 154 (2)
MANAGEMENT SEMINAR: ROLE OF SUPERVI·
SION (2 LEC.)
Prerequisite: Concurrent enrollment in
Management 150 or the consent of the
instructor. This seminar is designed
to explore the role of the supervisor
from an applied approach. Emphasis
is on improving leadership skills, moti-
vational techniques, effective time
management: goal-setting, planning
and overcoming communication
problems.

MANAGEMENT(MGn 155 (2)
MANAGEMENT SEMINA~: PERSONNEL MAN·
AGEMENT (2 LEC.)
Prerequisite: Concurrent enrollment in
Management 151 or the consent of the
instructor, This course is designed to
explore the manager's role in attract-
ing, selecting, and retaining qualified
employees, Planning for and recruiting
employees, selectmq high perform-
ers, improving interviewing skills,

conducting performance appraisals,
training, EEO legislation, and labor
relations are emphasized through an
applied approach.

MANAGEMENT(MGn 157 (3)
SMALL BUSINESS
BOOKKEEPING AND
ACCOUNTING PRACTICES (3 LEC.)

This course focuses on basic book-
keeping and accounting techniques for
the small business. The techniques are
applied to the analysis and preparation
of basic financial statements.

MANAGEMENT(MGn 171 (3)
INTRODUCTION TO
SUPERVISION (3 LEC.)

Prerequisite: Enrollment in Techni-
cal/Occupational program or the
consent of the instructor, This course '
is a study of today's supervisors and
their problems. The practical concepts
of modern-day, first·line supervision
are described. Emphasis is on the
supervisor's major functions, such as
facilitating relations with others,
motivating, communicating, handling
grievances, recruiting, counseling, and
cost accounting.

MANAGEMENT(MGn 206 (3)
PRINCIPLES OF MARKETING (3 LEC )

The scope and structure of marketing
are examined. Marketing functions,
consumer behavior, market research,
sales forecasting, and relevant state
and federal laws are analyzed,
MANAGEMENT(MGn 210 (3)
SMALL BUSINESS
CAPITALIZATION,
ACQUISITION AND FINANCE (3 LEC.)

The student studies alternative
strategies of financial pianning,
capitalization, profits, acquisition, ratio
analysis, and other related financial
operations required of small business
owners. The preparation and
presentation of a loan proposal are
included.
MANAGEMENT(MGn 211 (3)
~MALL BUSINESS OPERATIONS 13LEC.)

Problems of daily operations of small
business are introduced, Topics
include compliance with regulations,
personnel administration, accounts
receivable management, and business
insurance.
MANAGEMENT(MGn 212 (1)
SPECIAL PROBLEMS IN
BUSINESS 11LEC.)
Each studenf will participate in the
definition and analysis of current
business problems, Special emphasis
will be placed upon relevant problems
and pragmatic solutions that integrate
total knowledge of the business
process in American society. This
course may be repeated for credit up
to a maximum of three hours credit.
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MANAGEMENT (MGn 230 (3)
SALESMANSHIP (3 LEC.)

The selling of goods and ideas is the
focus of this course. Buying motives,
sales psychology, customer approach
and sales techniques are studied.

MANAGEMENT (MGn 233 (3)
AOVERTISING AND SALES
PROMOTION (3 LEC.)

This course introduces the principles
practices, andrnecia of persuasive '
communication. Topics include buyer
behavior, use of advertising media,
and methods of stimulating sales-
people and retailers. The management
of promotion prog rams is covered
including goals, strategies, evaluaiion,
and control of promotional activities.

MANAGEMENT (MGn 242 (3)
PERSONNEL ADMINISTRATION (3 LEC.)

This course presents the
fundamentals, theories, principles, and
practices of people management.
Emphasis is on people and their
employment. Topics include recruit-
ment, selection, training, job
development, interactions with others,
labor management relations, and
government regulations. The
managerial functions of planning,
organizing, staffing, directing, and
controlling are also covered.

MANAGEMENT (MGTI 250 (4)
MANAGEMENT TRAINING (20 LAB.)

Prerequisite: Concurrent enrollment in
Management 254 or the consent of the
instructor. This course consists of
supervised on-the-job training, giving
practical experience to students of
BUSiness Management. The course is
designed to deveiop the student's
managerial skills through the comple-
tion of job-related projects which will
enhance and complement classroom
knowledge.

MANAGEMENT (MGTI 251 (4)
MANAGEMENT TRAINING (20 LAB.)
Prerequisite: Concurrent enrollment in
Management 255 or the consent of the
instructor. This course consists of
supervised on-the-job training, giving
practical experience to students of
BUSiness Management. The Course is
designed to develop the student's
managerial skills through the comple-
tion of job-related projects which will
enhance and complement classroom
knowledge.

MANAGEMENT (MGTI 254 (21
MANAGEMENT SEMINAR ORGANIZAflONAL
DEVELOPMENT (2 LEC.)

Prerequisite: Concurrent enrollment in
Management 250 or the consent of the
instructor. The role of managers in
managing human resources, group
Interaction and team building, moti-
vational dynamics, improving interper-
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son a! communication skills, and
dealing with company politics and
conflict are explored In this course
through an applied approach.

MANAGEMENT (MGTI 255 (2)
MANAGEMENT SEMINAR PLANNING, STRAT-
EGY, AND THE DECISION PROCESS (2 LEC.)

Prerequisite: Concurrent enrollment in
Management 251 or the consent of the
instructor. This course is designed to
develop managerial skills in individual
and group decision-making and
cause analysis. Rational and crealive
problem-solving skills are developed.
Personal and organizational strategy
skills are enhanced.

MATHEMATICS
(See also Developmental
Mathematics. Supplementary
instruction in mathematics isavailable
through the Learning Resources
Center.)

MATHEMATICS (MTH) 101 (3)
COLLEGE ALGEBRA (3 LEC )

Prerequisite: Two years of high school
algebra or Developmental Mathe-
matics 093. This course is a study of
functions and relations, absolute
values, variation, quadratic equations,
complex numbers, functions of two
variables, systems of equations and
inequalities, elementary aspects of the
theory of equations, progressions, the
binomial theorem, and algebraic proof.

MATHEMATICS (MTH) 102 (3)
PLANE TRIGONOMETRY (3 LEC.)
Prerequisite: Mathematics 101 or
equivalent. This course is a study of
angular measure, functions of angles
identities, solution of triangles, '
equations, inverse trigonometric
functions, logarithms, and complex
numbers.
MATHEMATICS (MTH) 111 (3)
MATHEMATICS FOR BUSINESS
AND ECONOMICS I (3 LEC)

Prerequisite: Two years of high school
algebra or Developmental Metne-
manes 093. This course includes
equations, inequalities, matrices
linear programming, and linear, quad-
ratic, polynomial, rational, exponential
and logarithmic functions. Applications
to business and economics problems
are emphasized. .

MATHEMATICS (MTH) 112 (3)
MATHEMATICS FOR BUSINESS
AND ECONOMICS /I (3 LEC.)
Prerequisite: Mathematics 111. This
course includes sequences and limits
differential calculus, integral calculus:
and appropriate appHcations.

MATHEMATICS (MTH) 115 (3)
COLLEGE MATHEMATICS I (3 LEC.)

Prerequisites: One year of high school
algebra and one year of high schooi
geometry or two years of high school
algebra or Developmental Mathema-
tics 093. Designed for liberal arts
students, this course includes the
study of logic, mathematical patterns,
mathematical recreations, systems of
numeration, mathematical systems,
sets and statements and sets of
numbers. Historical aspects of
selected topics are emphasized.

MATHEMATICS (MTH) 116 (3)
COLLEGE MATHEMATICS II (3 LEC.)

Prerequisite: One year of high school
. algebra and one year of high school
geometry or two years of high school
algebra or Developmental Mathema-
tics 093. Designed for liberal arts
students, this course includes the
study of algebra, linear programming,
permutations, combinations,
probability and geometry. Historical
aspects of selected topics are
emphasized.

MATHEMATICS (MTH) 117 (3)
FUNDAMENTAL CONCEPTS OF
MATHEMATICS FOR
ELEMENTARY TEACHERS (3 LEC.'
This course includes the structure of
the real number system, geometry, and
mathematical analysis. Emphasis is on
the development of mathematical rea-
soning needed for elementary
teachers.

MATHEMATICS 121 (3)
ANALYTIC GEOMETRY (3 LEC.)

Prerequisite: Mathematics 102 or
equivalent. This course is a study of
the real numbers, distance, the
straight line, conics, transformation of
coordinates, polar coordinates, para-
metric equations, and three-dimen-
sional space.

MATHEMATICS(MTH) 124 (5)
CALCULUS I (5 LEC.)
Prerequisite: Mathematics 105 or 106
or 1<!1or the equivalent. This course i~
a study of limits, continuity, derivatives,
and Integrals of algebraic and trancen-
dental functions, with applications.

MATHEMATICS (MTH) 130 (3)
BUSINESS MATHEMATICS (3 LEC.)

Prerequisite: One year of high school
algebra or Developmental Mathe-
matics 091 or the equivalent. This
course is intended primarily for
students in specialized occupational
programs. It is a study of simple and
compound interest, bank discount
payrolls, taxes, insurance, mark up and
mark down, corporate securities
depreciation, and purchase discounts.



MATHEMATICS (MTH) 195 (3)
TECHNICAL MATHEMATICS (3 LEC.)(48
CONTACT HOURS)
Prerequisite: One year of high school
algebra or Development Mathematics
091 or the equivalent. This course is
designed for technical students. It
covers a general review of arithmetic.
the basic concepts and fundamental
facts of plane and solid geometry.
computational techniques and
devices. units and dimensions. the
terminology and concepts of
elementary algebra. functions.
coordinate systems. simultaneous
equations. and stated problems.

'MATHEMATICS(MTH) 196 (3)
TECHNICAL MATHEMATICS (3 LEC.)
Prerequisite: Mathematics 195. This
course is designed for technical

. students. It includes a study of topics in
algebra. an introduction to logarithms.
and an introduction to trigonometry,
trigonometric functions and the solu-
tion of triangles.
MATHEMATICS(MTH)202 (3)
INTROOUCTORY STATISTICS (3 LEC.)

Prerequisite: Two years of high school
algebra or consent of instructor. This
course is a study of collection and
tabulation of data. bar charts. graphs,
sampling. measures of central ten-
dency and variability. correlation,
index numbers, statistical
distributions, probability, and
application to various fields.

MATHEMATICS(MTH) 221 (3)
LINEAR ALGEBRA (3 LEC.)
Prerequisite: Mathematics 124 or
equivalent. This course is a study of
matrices, linear equations. dot
products, cross products, geometrical
vectors. determinants. n-dimensional
space, and linear transformation.

MATHEMATICS(MTH) 225 (4)
CALCULUS II (4 LEC.)
Prerequisite: Mathematics 124 or the
equivalent. This course is a study of
techniques of integration, polar coordi-
nates. parametric equations. topics in
vector calculus, sequences, series.
indeterminate forms, and partial differ-
entiation with applications.

MATHEMATICS(MTH) 226 (3)
CALCULUS III (3 LEC.)
Prerequisite: Mathematics 225 or the
equivalent. This course is a study of
topics in vector calculus, functions of
several variables. and multiple integrals.
with applications.

MAT\iEMATICS (MTH) 230 (3)
DIFFERENTIAL EQUATIONS (3 LEe:)
Prerequisite: Mathematics 225 or the
consent of the instructor. This
course is a study of ordinary
differential equations; including linear
equations, systems of equations.
equations with variable coefficients,
existence and uniqueness of
solutions, series solutions. singular
points, transform methods. boundary
value problems, and applications.

MUSIC(MUS)101 (4)
FRESHMAN THEORY (3 LEC.. 3 LAB.)

Musicianship skills are developed.
Emphasis is on tonal and rhythmic
perception and articulation. The essen-
tial elements of music are presented.
and sight-singing, keyboard, and
notation are introduced.
MUSIC(MUS)102 (4)
FRESHMAN THEORY (3 LEC.. 3 LAB.)
Prerequisite: Music 101 or the consent
of the instructor. This course
introduces part-writing and harmoniza-
tion with triads and their inversions.
Also included are the classification of
chords. seventh chords. sight-singing.
dictation, and keyboard harmony.

MUSIC(MUS)103 (1)
GUITAR ENSEMBLE (3 LAB.)
Music composed and arranged for a
guitar ensemble is performed. Works
for a guitar and a different instrument
or for guitar and a voice are also
included. This course may be repeated
for credit.
MUSIC(MUS)104 (3)
MUSIC APPRECIATION (3 LEC.)

The basic elements of music are
surveyed and examined in the music
literature of western civiliazation,
particularly from the Baroque Period to
the present. Cultural influences on the
music of each era are observed.

MUSIC(MUS)110. (3)
MUSIC LITERATURE (3 LEC.)
The music of recognized composers in
the major periods of music history is
examined. Topics include the charac-
teristics of sound, elements of music,
performance media. and musical
texture. Emphasis is on the music of
the late Gothic, Renaissance and
Baroque eras.
MUSIC(MUS)111 (3)
MUSIC LITERATURE (3 LEC.)
Prerequisite: Music 110. This course is
a continuation of Music 110. The comp-
ositional procedures and forms used
by composers are studied. Emphasis is
on the Classical. Romantic. and
. Modern periods.

MUSIC(MUS)112 (3)
GUITAR LITERATURE ANO
MATERIALS (3 LEC.)
The body of music for the guitar is
surveyed. Emphasis is on the
repertoire of instruments in the guitar
family. such as the lute. Transcription
and arranging are studied as well as
the selection of a program for public
performance.
MUSIC(MUS)113 (3)
FOUNDATIONS OF MUSIC I (3 LEC.)

This course focuses on participation
and skills for satisfactory performance
in singing. piaying an instrument.
listening. and creating rhythmic
responses. The ability to manage
notation (music reading) is developed.

MUSIC(MUS).114 (3)
FOUNDATIONS IN MUSIC II (3 LEC.)
Prerequisite: Music 113. This course
prepares students with limited music
training for Music totano increases
their general music understanding.
Emphasis is on rhythmic and melodic
training. chord functions. melody, tex-
tures. and basic analysis of music.

MUSIC(MUS)115 (2)
JAZZ IMPROVISATION (1LEC .. 2 LAB.)
The art of improvisation is introduced.
Basic materials. aural training.
analysis. and common styles are pre-
sented. This course may be repeated
for credit.
MUSIC(MUS)117 (1)
PIANO CLASS I (2 LAB.)
This course is primarily for students
with no knowledge of piano skills. It
develops basic musicianship and piano
skills. This course may be repeated
for credit.
MUSIC(MUS)118 (1)
PIANO CLASS II (2 LAB.)
The study of piano is continued.
Included are techniques, skills. har-
monization. transposition. improvis-
ation. accompanying. sight-reading.
and performing various styles qf reper-
toire. This course may be repeated
for credit.
MUSIC(MUS)119 (1)
GUITAR CLASS I (2 LAB.)
This course is primarily for students
with limited knowledge in reading
music or playing the guitar. It develops
basic guitar skills. This course may be
repeated for credit.

MUSIC(MUS)120 (1)
GUITAR CLASS II (2 LAB.)

Prerequisite Music 119 or the
equivalent. This course is a
continuation of Music 119. Emphasis is
on classical guitar techniques and
music reading skills. This course may
be repeated for credit.
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MUSIC(MUS) 121·143 (1)
APPLIED MUSIC-MINOR (1 LEC.)

This course is open to students
enrolled in music theory, ensembles,
and other music major and minor
courses. It provides private instruction
in the student's secondary area and
consists of a one-half hour lesson a
week. Fee required. Private music may
be repeated for credit.

MUSIC(MUS)150 (1)
CHORUS (3 LAB.)

Prerequisite: Consent of instructor. A
wide variety of music representing the
literature of the great eras of music
history is studied and performed. This
course may be repeated for credit.

MUSIC(MUS)151 (1)
VOICE CLASS 1(2 LAB.)

This course is for non-voice majors. It
presents the principles of breathing,
voice production, tone control,
enunciation, and phrasing in two group
lessons a week. This course may be
repeated for credit.

MUSIC(MUS)152 (1)
VOICE CLASS II (2 LAB.)

This course is a continuation of Music
151. It is open to all non-voice majors.
Emphasis is on solo singing, appear-
ance in studio recital, stage deport-
ment, and personality development.
Two group lessons are given a
week. This course may be repeated
for credit.

MUSIC(MUS)155 (1)
VOCAL ENSEMBLE (3 LAB.)

A group of mixed voices concentrates
on excellepce of performance. Mem·.
bership is open to any student by audi-
tion. The director selects those who
possess speciai interest and skill in the
. performance of advanced choral litera-
ture. This course may be repeated
for credit.

MUSIC{MUS)156 (1)
MADRIGAL SINGERS (3 LAB.)
A group of vocalists read and perform
literature for small ensembles.
Membership is by audition with the
appropriate director. This course may
be repeated for credit.

MUSIC(MUS)160 (1)
BAND (3 LAB.)

Prerequisite: The consent of the
instructor is required for non-wine
instrument majors. The band studies
and performs a wide variety of music in
all areas of band literature. This course
may be repeated for credit.
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MUSIC(MUS)170 (1)
ORCHESTRA (3 LAB.)

Experience is provided in performing
and reading orchestral literature
and in participating in the college
orchestra. This course may be
repeated for credit.

MUSIC(MUS)171 (1)
WOODWIND ENSEMBLE (3 LAB.)

A group of woodwind instrumentalists
read and perform literature for small
ensembles. Membership is by audition
with the appropriate director. This
course may be repeated for credit.
MUSIC(MUS)172 (1)
BRASS ENSEMBLE (3 LAB.)

A group of brass instrumentalists read
and perform literature for small
ensembles. Membership is by audition
with the appropriate director. This
course may be repeated for credit.
MUSIC(MUS)173 (1)
PERCUSSION ENSEMBLE (3 LAB.)

A group of percussion instrumentalists
read and perform literature for small
ensembles. Membership is by audition
with the appropriate director. This
course may be repeatd for credit.

MUSIC(MUS)174 (1)
KEYBOARD ENSEMBLE (3 LAB.)

A group of keyboard instrumentalists
read and perform literature for small
ensembles. Membership is by audition
with the appropriate director. This
course may be repeated for credit.
MUSIC(MUS)175 (1)
STRING ENSEMBLE (3 LAB.)

A group of string instrumentalists read
and perform literature for small
ensembles. Membership is by audition
with the appropriate director. This
course may be repeated for credit.
MUSIC(MUS)176 (1)
SYMPHONIC WIND ENSEMBLE (3 LAB.)

In the symphonic wind ensemble
students study and perform stylistic
literature of all periods. This course
may be repeated for credit.

MUSIC(MUS)177 (1)
CHAr/iBER ENSEMBLE (3 LAB.)

A group of chamber instrumentalists or
vocalists read and perform literature
for small ensembles. Membership is
by audition with the appropriate
director. This course may be repeated
for credit.

MUSIC(MUS)161 (1)
LAB BAND (3 LAB.)

Prerequisite: The consent of the
instructor. In the lab Band students
study and perform all forms of
commercial music, such as jazz, pop,
avant-garde, and soul. Student
arranging, composing, and conducting

is encouraged. This course may be
repeated for credit.

MUSIC(MUS)185 (1)
STAGE BAND (3 LAB.)

Prerequisite: The consent of the
instructor. In the Stage Band students
study and perform a wide variety of
music. Emphasis is on the jazz- .
oriented, big-band styles of the 1960's.
This may be repeated for credit.

MUSIC(MUS)199 (1)
RECITAL (2 LAB.)

Students of private lessons perform
before an audience one period each
week. Credit for this course does not
apply to the Associate Degree. This
course may be repeated for credit.

MUSIC(MUS)201 (4)
SOPHOMORE THEORY (3 LEC" 3 LAB.)

Prerequisite: Music 101 and 102 or the
consent of the instructor. This course
is a continuation of the study of theory.
Topics inciude larger forms, thematic
development, chromatic chords such
as the Neapolitan sixth and augmented
sixth chords, and diatonic seventh
chords. Advanced sight-singing, key-
board harmony, and ear training are .
also included.

MUSIC(MUS)202 (4)
SOPHOMORE T.HEORY (3 LEC" 3 LAB.)
Prerequisite: Music 201 or the
equivalent or the consent of the
instructor. This course is a
continuation of Music 201. Topics
include the sonata-allegro form and the
ninth, eleventh, and thirteenth chords.
New key schemes. impressionism,
melody, harmony, tonality and formal
processes of 20th century mUSIc are
also included. Sight-singing, keyboard
harmony, and ear training are
developed further.

MUSIC(MUS)203 (3)
COMPOSITION (3 LEC.)

Prerequisite: Music 101 and 102 or the
consent of the instructor. This course
covers composing in small forms for
simple media in both traditional styles
and styles of the student's choice. The
course may be repeated for credit.
MUSIC(MUS)204 (2)
GUITAR PEDAGOGY (2 LEC.)
Guitar method books are surveyed.
Emphasis is on the strengths and
weaknesses of each method.
Structuring lessons and optimiZing
each individual teacher-student
relationship are also discussed.

MUSIC(MUS) 221-243 (2)
~PPLIED MUSIC-CONCENTRATION (1 LEC.)

This course is open to students
enrolled in music theory, ensembles.
and other music major and minor
courses. It provides private instruction



in the area of the student's concentra-
tion and consists of two half-hour
lessons a week. Fee required. Private
music may be repeated for credit.
MUSIC (MUS) 251·270 (3)
APPLIED MUSIC·MAJOR (1 LEC.)

This course is primarily for music
performance majors and is open to
students enrolled in music theory,
ensembles, and other music major and
minor courses. It provides private
instruction in the area of the student's
major instrument, and consists of two
half-hour iessons a week. Fee
required.

OFFICE CAREERS (OFC) 103 (4)
SPEEDWRITING THEORY (3 LEC.. 2 LAB.)

Prerequisite: Credit or concurrent
enrollment in Office Careers 172 or
one year of typing. The principles of
speedwriting are introduced. Included
is the development of the ability to
read, write, and transcribe
speedwriting notes. Basic spelling,
grammar, and punctuation rules are
reviewed.

OFFICE CAREERS (OFC) 104 (3)
SPEEDWRITING DICTATION
AND TRANSCRIPTION (3 LEC.)

Prerequisite: Office Careers 103,
Office Careers 172, or one year of
typing. Principles of speedwriting are
applied to build dictation speed and
transcription rate. Special attention is
given to lIIe review of grammar,
spelling, and punctuation rules.

OFFICE CAREERS (OFC) 143 (1)
CONTEMPORARY TOPICS IN OFFICE CAREERS
(1 LEC.)
Prerequisite: The consent of the
instructor. This course emphasizes
current topics of interest in office
career fields. Realistic solutions to
problems relevant to the needs of .
industry are presented. This course
may be repeated for credit with
different emphasis up to six hours.
OFFICE CAREERS (OFC) 152 (3)
INTRODUCTION TO RECORDS MANAGEMENT
(3 LEC.)
A survey course in the policies and
principles affecting the creation,
protection, circulation, retrieval,
preservation and control of business
and institutional records. The course
i~cludes basic classification systems,
history and status of records
management, retention and
disposition of records, maintenance
procedures and career ladders.

OFFICE CAREERS (OFC) 159 (4)
BEGINNING SHORTHAND (3 LEC., 2 LAB.)
Prerequisites: Credit or concurrent
enrollment in Office Careers 172 or
one year of typing in high school.
The principles of Gregg Shorthand
are introduced. Included is the

development of the ability to read,
write, and transcribe shorthand
outlines. Knowledge of the
mechanics of English is also
developed. Laboratory fee.

OFFICE CAREERS (OFC1160 (3)
OFFICE CALCULATING MACHINES (3 L~C.)

This course focuses on the develop-
ment of skills in using electronic cal-
culators. Emphasis is on developing
the touch system for both speed and
accuracy Business math and funda-
mentals are reviewed.

OFFICE CAREERS (OFC) 182 (3)
OFFICE PROCEDURES (3 LEC.)
Prerequisite: Office Careers 172 or one
year of typing in high school. The
duties, responsibilities, and personal
qualifications of the office worker are
emphasized. Topics include filing,
reprographics, mail, telephone,
financial transactions, and job
applications.

OFFICE CAREERS (OFC) 185 (3)
INTRODUCTION TO WORD
PROCESSING (3 LEC.)
Prerequisite: Office Careers 174 or
concurrent enrollment in Office
Careers 174. This course introduces
word processing and describes its
effect on traditional office operations.
Word processing terminology and
concepts for organizing word
processing centers are studied.
Training in the transcription and
distribution of business cornrnunica-
tions is provided. English skills and
mechanics are reinforced.

OFFICE CAREERS (OFC) 168 (4)
INTERMEDIATE SHORTHAND (3 LEC.. 2 LAB.)
Prerequisites: Office Careers 159 or
one year of shorthand in high school,
Office Careers 172 or one year of
typing in high school. The principles
of Gregg Shorthand are studied.
Emphasis is on increased speed
dictation, accuracy in typing from
shorthand notes, and beginning
techniques of transcription skills.
Also included are oral reading,
speedbuilding, and grammar.
Laboratory fee.

OFFICE CAREERS (OFC) 187 (3)
LEGAL TERMINOLOGY AND
TRANSCRIPTION (3 LEC.)
Prerequisite: Completion of Office
Careers 174 or typing speed of 50'
words per minute; completion of Office
Careers 165. Legal terms are the focus
of this course. Included are the
spelling and use of legal terms and
Latin words and phrases. Intensive
practice is provided in building speed
and accuracy in the transcription of
legal terms.

OFFICE CAREERS (OFC) 172 (3)
BEGINNING TYPEWRITING (2 LEC., 3 LAB.)
This course is for students with no
previous training in typewriting.
Fundamental techniques in
typewriting are developed. The skills
of typing manuscripts, business.
letters, and tabulations are
introduced. Laboratory fee.

OFFICE CAREERS IOFCl173 (3)
INTERMEDIATE TYPING (2 L~C .. 3 LAB.)

Prerequisites: Office Careers 172 or
one year of typing in high school. Typ-
ing techniques are deveioped further.
Emphasis is on problem solving.
Increasing speed and accuracy in typ-
ing business forms, correspondence,
and manuscripts are also covered.
Laboratory fee.

OFFICE CAREERS (OFC) 176 (1)
BEGINNING TYPING I (1 LEC .. 1 LAB.)

This course is for students with no pre-
vious training in typing. The course
introduces the typewnter parts. Alpha-
betic keys, numeric keys, and symbol
keys are covered. Fundamental tech-
niques are refined, and speed is devel-
oped. Laboratory fee.

OFFICE CAREERS (OFC) 177 (1)
BEGINNING TYPING II (1 LEC.)
Prerequisite: Office Careers 176.
Practical techniques for business
correspondence are developed.
Memorandums, personallellers, and
business letters are covered.
Exercises to increase skill are
stressed.

OFFICE CAREERS (OFC) 178 (1)
BEGINNING TYPING III (2 LAB.)
Prerequisite: Office Careers 176. The
typing of manuscripts and tables is
emphasized. Production typing is
included, and proper report typing is
developed. Exercises to increase skills
are also included. Laboratory fee.

OFFICE CAREERS (OFC) 187 (2)
INTERMEDIATE SHORTHAND I (2 Lee.)
Prerequisite: Prior shorthand
experience equivalent to office
careers 159 or one year in high
school. This course is for students
who have a basic knowledge of Gregg
Shorthand Theory and ability to take
dictation at approximately 50 words
per minute. The course is a review of
selected shorthand phrases, brief
forms, word families, andword
beginnings and endings. Included are
the proper use of basic punctuation,
typing format, and simple business
letters ..
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OFFICE CAREERS (OFC) 188 (1)
INTERMEDIATE SHORTHAND II (1 LEC.)
This course is designed for students
who have a sound knowledge of
Gregg Shorthand Theory and the
ability to take dictation at
approximiately 70-80 words per
minute. The course is a review of
selected shorthand phrases, brief
forms, word families, and word

OFFICE CAREERS (OFC) 189 (1)
INTERMEDIATE SHORTHAND III (2 LAB.)
This course is designed for students
who have a thorough and complete
knowledge of Gregg Shorthand
Theory and are interested in
increasing speed. Special attention is
on producing mailable letters within
certain time periods. The dictation
speed is flexible and depends on
student abilities.

OFFICE CAREERS (OFC) 192 (1)
OFFICE MACHINES I (1 LEC.)
Business mathematical skills needed
to operate office machines are
reviewed. Ten-key touch development
is introduced. Speed development is
incorporated with accuracy
requirements.

OFFICE CAREERS (OFC) 193 (1)
OFFICE MACHINES II (1 LEC.)
Prereqisite: Office Careers 192. This
course covers extensive training on
the basic office machines. Speed
development and business
applications are included.

OFFICE CAREERS (OFC) 194 (1)
OFFICE MACHINES III (1 LEC.)
Prerequisite: Office Careers 192.
Extensive training on basic office .
machines is continued. Speed
development and business
applications are stressed.

OFFICE CAREERS (OFC) 231 (3)
BUSINESS COMMUNICATIONS (3 LEG.)

Prerequisites: Credit in Office Careers
172 or one year of typing in high
school: credit in Communications 131
or English 101. This practical course
includes a study of letter forms, the
mechanics of writing and the
composition of various types of
communications. A critical analysis of
the appearance and content of
representative business correspon-
dence is made.

OFFICE CAREERS (OFC) 250 (3)
RECORDS CONTROL (3 LEC.)
Prerequisite: Office Careers 152.
This course includes a
comprehensive study and application
of the knowledge and skills involved
in the control of records and record
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systems. The course includes the
control procedures for the
management of routine and unique
correspondence, directives,
proposals, reports and forms,
inventory, scheduling, vital records
control, records storage centers, and
archives.

OFFICE CAREERS (OFC) 252 (3)
MICROGRAPHICS (3 LEC.)
Prerequisites: Office Careers 152.
Microform (microfilm, microfiche,
jacket, aperture card and COM)
selection, recording, retrieval, and
reproduction and technologies in an
information system are studied.
Special emphasis is on micrographic
systems, system design, and
micrographic standards.

OFFICE CAREERS (OFC) 258 (3)
OFFICE MANAGEMENT (3 LEC.)

This course focuses on the organi-
zation, design, and control of office
activities. Topics include office prac-
tice, office services, and wage
payment plans. The selection, training
and supervision of employees are
covered. Office pianning, organizing,
and controlling techniques are
presented. Responsibilities 01. the
office manager are also included.

OFFICE CAREERS (OFC) 285 (3)
WORD PROCESSING PRACTICES
AND PROCEDURES (3 LEC.)

Prerequisite: Office Careers 165. This
course concerns translating ideas into
words, putting those words on paper,
and turning that paper into
comrnunicatlon. Emphasis is on
training in composing and dictating
business communications. Teamwork
skills, priorities, schedUling, and
procedures are included. Researching,
storing, retrieving documents, and
managing word processing systems
are also covered. Transcribing and
magnetic keyboarding skills are
developed. Typing skills and English
mechanics are reinforced.

OFFICE CAREERS (OFC) 266 (4)
ADVANCED SHORTHAND (3 LEC., 2 LAB.)
Prerequisites: Office Careers 166 or
two years of shorthand in high
school, Office Careers 174 or two
years of typing in high school.
Emphasis is on building dictation .
speed. Producing mailable, typed
transcriptions under timed conditions
is also stressed. Vocabulary and
extensive production work capabilities
are developed. Laboratory fee.

OFFICE CAREERS IOFC1273 121
ADVANCED TYPING A~PLlC TIONS (1 LtC.,
2 LAB.)

Decision-making and production of
all types of business materials under
time conditions are emphasized. A
continuation of skill development and a
review of typing techniques are also
stressed. Accuracy at advanced
speeds is demanded. Laboratory fee.

OFFICE CAREERS (OFC) 274 (3)
LEGAL SECRETARIAL
PROCEDURES (3 LEC.)

Prerequisite: Office Careers 174 or
typing speed of 50 words per minute;
Office Careers 166 or shorthand
dictation speed of 80 words per
minute. This course focuses on
procedures of the legal secretary.
Topics include reminder and filing
systems, telephone usage, dictation
and correspondence, the preparation
of legal documents, and the court
system. Client contacts, use of the law
library, research techniques,
timekeeping, billing, bookkeeping, and
ethics are also covered. Ways to obtain
a position as a Legal Secretary are
described.

OFFICE CAREERS (OFC) 275 (3)
SECRETARIAL PROCEDURES (3 LEC.)

Prerequisites: Credit or concurrent
enrollment in Office Careers 174
credit or concurrent enrollment in
either Office Careers 166 or Office
Careers 265. Emphasis is on initiative
creative thinking, and follow-through. '
Topics Include In-basket excercises
decision-making problems, and use'of
shorthand and transcription skilis.
PUblic and personal relations, super-
visory principles, business ethics, and
the organizing of time and work are
also covered.

OFFICE CAREERS (OFC)
(See CooQerative Work Experience)
703, 71;J,803, 813 (3)
704,714,804,814 (4)

PHILOSOPHY (PHI) 102 (3)
INTRODUCTION TO
PHILOSOPHY (3 LEC.)
The fundamental problems in philos-
ophy are surveyed. Methods to deal
with the problems are discussed.
Ancient and modern views are
examined as possibie solutions.

PHILOSOPHY (PHI) 105 (3)
LOGIC (3 LEC.)

The principles of logical thinking are
analyzed. The methods and tools of
logic are applied to real·life situations.
Fallacies, definitions, analogies,
syllogisms, Venn diagrams. and other
topics are discussed.



PHILOSOPHY (PHI) 202 (3)
INTRODUCTION TO SOCIAL
AND POLITICAL PHILOSOPHY (3 LEC.)

The relationships of philosophical
ideas to the community are presented.
Emphasis is on concepts of natural
rights, justice, education, freedom, and
responsibility.

PHILOSOPHY (PHI) 203 (3)
ETHICS (3 LEC.)

The classical and modern theories of
the moral nature of the human are
surveyed. Alternative views of
responsibilities to self and society are
posed. Ethical issues and their meta-
physical and epistemological bases
are vivified. Emphasis is on applying
ethical principles in life.

PHILOSOPHY (PHI) 210 (3)
STUDIES IN PHILOSOPHY (3 LEC.)

Prerequisite: 3 hours of philosophy and
the consent of the instructor. A
philosophical problem, movement, or
special topic is studied. The course
topic changes each semester. This
course may be repeated for credit.

PHOTOGRAPHY (PHO) 110 (3)
INTRODUCTION TO
PHOTOGRAPHY AND
PHOTO-JOURNALISM (2 LEG .. 4 LAB.)

Photography and photo-jouranlism are
introduced. Topics include the general
mechanics of camera lenses and
shutters and the general character-
istics of photographic films, papers,
and chemicals. Darkroom procedures
are presented, including enlarging,
processing, contact printing, and
exposing films and papers. Artificial
lighting is studied. Laboratory fee.

PHOTOGRAPHY (PHO) 111 (3)
ADVANCED PHOTOGRAPHY AND
PHOTO·JOURNALISM (2 LEC.. 4 LAB.)
Techniques learned in Photography 110
are refined. Emphasis is on
photographic communication.
Laboratory fee.

PHOTOGRAPHY (PHO) 120 (4)
COMMERCIAL
PHOTOGRAPHY I (3 LEC.. 3 LAB.)
Commercial or contract photography is
studied. Field, studio, and darkroom
experience for various kinds of
photography is discussed. Included
are social photograpny, ponrait and
studio photography, fashion and
theatrical portfolio, publicity photo-
graphy, and convention photography.
The use of natural, stationary, flash,
and strobe artificial lights is covered.
Laboratory fee.

PHOTOGRAPHY (PHO) 121 (4)
COMMERCIAL
PHOTOGRAPHY II (3 LEC.. 3 LAB.)

This course is a continuation of Photo-
graphy 120. Publicity photography,
architectual photography, interior
photography, and advertising photo-
graphy are included. The latest
equipment, papers, films, and
techniques are explored. Exchanges
are made with sample clients,

~~tf~~Xt~r~'f~~diOS, and agencies.

PHOTOGRAPHY (PHO) 207 (3)
PHOTOGRAPHY FOR PUBLICATIONS (2 LEC.,
4 LAB.)
This course is designed for the
student who is interested in
journalistic editing, publlcatlons
photography, and graphic arts
procedures. It encourages skills in all
three areas and prepares the student
for a broad job market that includes
photojournalism, printing, editing,
composing, and general copy
preparation. Students who enroll in
this course should have a background
in journalism, photography, and
'graphic arts and be of sophmore
standing. Laboratory fee.

PHYSICAL EDUCATION
ACTIVITY COURSES
The Physicai Education Division
provides opportunity for each student
to become skilled in at least one
physical activity for perccnat
enjoyment of leisure time. Activity
courses are open to both men and
women. A laboratory fee is required.
Students are urged to take advantage
of the program by registering for a
physical education activity course
each semester.

PHYSICAL EDUCATION
NON·ACTIVITY COURSES
PEH 101,109,110,144
PHYSICAL EDUCATION
(PEH) 100 (1)
LIFETIME SPORTS
ACTIVITIES (3 LAB.) .
Various lifetime sports are offered.
Courses offered may include archery,
badminton, bowling, golf, handball,
r~_qu~tball, softball, swimming, tennis,
and other sports. Activities may be
offered singularly or in combinations.
Instruction is presented at the
beginner and advanced-beginner
levels. Both men and women parti-
cipate . This course may be repeated
for credit when students select
different activities. Laboratory fee.

PHYSICAL EDUCATION
(PEH) 101 (3)
FUNDAMENTALS OF HEALTH (3 LEC.)

This course is for students majoring or
'minoring in physical education or
having other specific interest. Personal
health and community health are
studied. Emphasis is on the causes of
mental and physical health and
disease transmission and prevention;

PHYSICAL EDUCATION (PEH)
104 (1)
TOUCH FOOTBALL/SOCCER (3 LAB.)

Touch football and soccer are taught
and played. Emphasis is on skill devel-
opment. A uniform is required. Labora-
tory fee.

PHYSICAL EDUCATION (PEH)
109 (3)
OUTDOOR RECREATION (3 LEC.)
Outdoor recreation and organized
camping are studied. Both the develop-
ment of these activities and present
trends are covered.
PHYSICAL EDUCATION
(PEH) 110 (3)
COMMUNITY RECREATION (3 LEC.)

This course is primarily for students
majoring or minoring in health,
physical education, or recreation. The
principles, organization, and function
of recreation in American society are
covered.
PHYSICAL EDUCATION (PEH) 112 (1)
BEGINNING SOFTBALL AND SOCCER (3 LAB.)
Basic softball and soccer skills, rules
and strategies are taught. Class tour-
naments are conducted. 24 class
hours are devoted to each activity.
Laboratory fee.

PHYSICAL EDUCATION (PEH) 113 (1)
BEGINNING HANDBALL AND RACQUETBALL
(3 LAB.)

Basic handball and racquetball skills.
rules and strategies are taught and
class tournaments are conducted.
24 class hours are devoted to each
activity. Laboratory fee.
PHYSICAL EDUCATION (PEH)
114 (1)
BEGINNING BADMINTON (3 LAB.)
The history, rules, and skills of
badminton are taught. A uniform is
required. Laboratory fee.

PHYSICAL EDUCATION (PEH)
115 (1)
PHYSICAL FITNESS (3 LAB.)

The student's physical condition is
assessed. A program of exercise for life
is prescribed. Much of the course work
is carried on in the physi.C1l1pertor-
mance laboratory. A uniform is
required. This course may be repeated
for credit. Laboratory fee.
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PHYSICAL EDUCATION (PEH)
116 (1)
INTRAMURAL ATHLETICS (3 LAB.)

Intramural competition in a variety of
activities is offered for men and women.
A uniform is required. This course may
be repeated for credit. Laboratory fee.

PHYSICAL EDUCATION.IPEH) 117 (1)
BEGINNING ARCHERY (3 LAB.)

Basic skills, rules and strategies of
archery are taught. Equipment is fur-
nished. Laboratory fee.

PHYSICAL EDUCATION(PEH) 118
BEGINNING GOLF (3 LAB.)

Basic skiils, rules and strategies of golf
are taught. Equipment is furnished.
Laboratory fee.
PHYSICAL EDUCATION (PEH)
119 (1)
BEGINNING TENNIS (3 LAB.)

This course is designed for the
beginner. Tennis fundamentals are
taught and played. A uniform is
required. Laboratory fee.

PHYSICAL EDUCATION(PEH)
120 /1)
BEGINNINd BOWLING (3 LAB.)

Basic skiils, rules and strategy of bowl-
ing are taught. All equipment is fur-
nished at an off campus bowling lane.
Laboratory fee.
PHYSICAL EDUCATION(PEH)
122 (1)
BEGINNING GYMNASTICS (3 LAB.)

Beginning gymnastics is offered.
Emphasis is on basic skills in tumbling
and In the various apparatus events. A
uniform is required. Laboratory fee.

PHYSICAL EDUCATION(PEH)
123 (1)
BEGINNING SWIMMING (2 LAB.)

This course teaches a non-swimmer to
survive in the water. A uniform is
required. Laboratory fee.
PHYSICAL EDUCATION
(PEH) 125 (1)
CONOITIONING EXERCISE (3 LAB.)
This course focuses on understanding
exercise and its effect on the body.
Physical fitness is improved through a
variety of conditioning activities. A
uniform is required. Laboratory fee.
PHYSICAL EDUCATION (PEH)
126 (1)
AEROBIC DANCE (3 LAB.)
This is a dance class which
rhythmicaily combines dance
movement with walking, jogging, and
jumping to cause sustained vigorous
combination of steps, geared to raise
the heart rate to a proper target zone
for conditioning purposes. Each
routine can be "danced" at different
intensities, depending on the physical
condition of each participant. A
uniform is required. Laboratory fee.
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PHYSICAL EDUCATION(PEH)
127 (1)
BEGINNINd BASKETBALL AND VOLLEYBALL
(3 LAB.)

Basic basketball and voileybail rules,
skiils and strategies are taught and
class tournaments are conducted.
Sections using men's rules and
women's rules may be offered sepa-
rately. 24 class hours will be devoted
to each sport. Laboratory fee.

PHYSICAL EDUCATION (PEH)
129 (1)

(1) MODERN DANCE (3 LAB.)
This beginning course is designed to
emphasize basic dance technique,
including body alignment and
placement, floor work, locomotor
patterns, and creative movements. A
uniform is required. Laboratory fee.

PHYSICAL EDUCATION(PEH)
130 (1)
BEGINNINd TUMBLING AND TRAMPOLINE
(3 LAB.)

Basic skiils and techniques involved in
tumbling and trampolining are taught.
24 class hours wiil be devoted to each
activity. Laboratory fee.
PHYSICAL EDUCATION
(PEH) 131 (1)
WEIGHTTRAINING AND
CONDITIONING (3 LAB.)

Instruction and training in weight
I'raining and conditioning techniques
are offered. A uniform is required. This
course may be repeated for credit.
Laboratory fee.
PHYSICAL EDUCATION
(PEH) 132 (1)
SEL~·DEFENSE (3 LAB.)

Various forms of self-defense are
introduced. The history and philosophy
of the martial arts are explored. The
student should progress from no
previous experience in self-defense to
an adequate skiillevel covering basic
self-defense situations. Both mental
and physical aspects of the arts
are stressed.
PHYSICAL EDUCATION
(PEH) 134 (1)
OUTDOOR EDUCATION (3 LAB.)
Knowledge and skills in outdoor
education and camping are presented.
Planned and incidental experiences
take place, including a week-end
camp-out. Laboratory fee.

PHYSICAL EDUCATION
(PEH) 144 (3)
INTRODUCTION TO PHYSICAL
EDUCATION (3 LEC.)

This course is for students majoring in
physical education and is designed for
professional orientation in physical
education, health, and recreation. The
history, philosophy, and modern trends
of physical education are surveyed.

Topics include teacher qualifications,
vocational opportunities, expected
competencies, and skiil testing.

PHYSICAL EDUCATION
(PEH) 147 (3)
SPORTS OFFICIATING I (2 LEC.. 2 LAB.)

This cou rse is for students who choose
officiating for an avocation and who
want to increase their knowledge and
appreciation of sports. Sports covered
in this course are footbail, basketbail,
and other sports as appropriate.
Students are expected to officiate
intramural games.

PHYSICAL EDUCATION
(PEH) 148 (3)
SPORTS OFFICIATING II (2 LEC.. 2 LAB.)

This course is for students who choose
officiating for an avocation and who
want to increase their knowledge and
appreciation of sports. Sports covered
in this course are softbail, track and
field, basebail, and other sports as
appropriate. Students are expected to
officiate intramural games.

PHYSICAL EDUCATION
(PEH) 200 (1)
LIFETIME SPORTS
ACTIVITIES II (3 LAB.)

This course is a continuation of
Physicai Education 100. Students
participate in selected activities.
Instruction is at the intermediate and
intermediate/advanced levels. This
course may be repeated for credit.
Laboratory fee.
PHYSICAL EDUCATION (PEH)
217 (1)
INTERMEDIATE ARCHERY (3 LAB.)

This course is for the student who has
previous experience in archery. Targel
shooting and field archery are empha-
sized. The student must furnish equip-
ment. Laboratory fee.

PHYSICAL EDUCATION (PEH)
218 (1)
INTERMEDIATE GOLF (2 LAB.)
Prerequisite: The consent of the
instructor. Skills and techniques in
golf are developed beyond the
"beginner" stage. Green fee paid by
student. Laboratory fee.
PHYSICAL EDUCATION (PEH)
219 (1)
INTERMEDIATE TENNIS (3 LAB.)

Prerequisite: The consent of the
instructor. Skiils and techniques in
tennis are developed beyond the
"beginner" stage. A uniform is
required. Laboratory fee.

PHYSICAL EDUCATION (PEH)
222 (1)
INTERMEDIATE GYMNASTICS (3 LAB.)

Prerequisite: Physical Education 122.
Skills and techniques in gymnastics are
developed beyond the "beginner"
stage. A uniform is required. Labora-
tory fee.



PHYSICAL EDUCATION
(PEH) 223 (1)
INTERMEDIATE SWIMMING (2 LAB.)

Prerequisite: Beginning swim
certificate or deep water swimmer.
This course advances the swimmer's
skills. Stroke analysis, refinement, and
endurance are emphasized. A uniform
is required. Laboratory fee.

PHYSICAL EDUCATION
(PEH) 225 (2)
SKIN AND SCUBA DIVING (1 LEC.. 2 LAB.)

Prerequisite: Physical Education 223
or the consent of the instructor. This
course includes the use of equipment,
safety, physiology, and open water
diving. All equipment is supplied·
except mask, fins, and snorkel. The
student may rent needed equipment at
the time on registration. Students
completing course requirements
receive certification as basic scuba
divers from the Professional Asso-
ciation of Diving Instructors (PADI) or
the National Association of
Underwater Instructors (NAUI).
Laboratory fee.
PHYSICAL EDUCATION
(PEH) 226 (1)
ADVANCED LIFE SAVING (2 LAB.)

Prerequisite: Physical Education 223
or deep water swim ability. This course
qualifies students for the Red Cross
Advanced Lifesaving Certificate. A
uniform is required. Laboratory fee.

PHYSICAL EDUCATION (PEH)
232 /1)
INTERMEDIATE SELF DEFENSE (3 LAB.)

Prerequisite: Physical Education 132 or
the consent of the instructor. Students
will be introduced to intermediate
forms of defense and combination 'of
self defense methods. Emphasis is on
practicai application of self defense
movements. Laboratory fee.
PHYSICAL EDUCATION
(PEH) 234 (2)
WATER SAFETY INSTRUCTOR(! LEC.. 2 LAB.)

Prerequisite: Current Advanced Life
Saving card. The principles and
techniques for instructors in water
safety and life saving classes are
covered. Completion of the course
qualifies the student to test for .
certification by the Red Cross as a
water safety instructor. A uniform is
required. Laboratory fee.
PHYSICAL EDUCATION
(PEH)236 (3)
THE COACHING OF FOOTBALL .
AND BASKETBALL (2 LEC.. 2 LAB.) .
The skills and techniques of coaching
football and basketball are presented.
Included are the history, theories,
philosophies, rules, terminology, and
finer points of the sports. Emphasis is
on coaching techniques. .

PHYSICAL EDUCATION
(PEH) 257 (3)
ADVANCED FIRST AID AND
EMERGENCY CARE (3 LEC.)

The Advanced First Aid and
Emergency Care course of the
American Red Cros's is taught,
presenting both theory and practice.
Various aspects of safety education
also are included.
PHYSICS (PHY) 110 (4)
INTRODUCTORY PHOTOGRAPHIC SCIENCE (3
LEC.. 3 LAB.)

Prerequisites: Photography 110, Art
113, or the consent of the instructor;
and access to a camera with variable
speed and aperature. This course intro-
duces the physical and chernicat princi
pies which form the basis for photo-
graphic technology. Topics covered
include the production of light, its
measurement and control, principles of
optics and the formation of images, the
basic chemistry of black and white and
color processes, film structure and
characteristics, filter characteristics,
lasers, and holography. Laboratory fee.
PHYSICS (PHY) 111 (4)
INTRODUCTORY GENERAL
PHYSICS (3 LEC.. 3 LAB.)

Prerequisite: Two years of'high school
algebra, including trigonometry, or the
equivalent. This course is for pre-
dental, biology, pre-medical, pre-
pharmacy, and pre-arcrutecture
majors and other students who need a
two-semester technical course in
physics. Mechanics and heat are
studied. Laboratory fee.

PHYSICS (PHY) 112 (4)
INTRODUCTORY GENERAL
PHYSICS (3 LEC.. 3 LAB.) .

Prerequisite: Physics 111.This course
is a continuation of Physics 111.
Electricity, magnetism, light, and
sound are studied. Laboratory fee.

PHYSICS (PHY) 117 (4)
CONCEPTS IN PHYSICS (3 LEC.. 3 LAB.)
This course is for non-science majors.
It introduces principles of physics and
does not require a mathematical back-
ground. Emphasis is on classical
mechanics and thermodynamics.
Historical developments and their
impact on daily life are inciuded. The
principle of energy conservation is
stressed, and current problems of
wortd-wtde energ'y production are
examined. Laboratory fee.

PHYSICS (PHY) 118 (4)
CONCEPTS IN PHYSICS (3 LEC.. 3 LAB.)
This is for non-science majors. It intro-
duces principles of physics and does
not require a mathematical back-
ground. Emphasis is on modern devel-
opments in physics. Toptcs include
acoustics, electricity and magnetism,
light and the electromagnetic
spectrum, atomic physics, and
. relativity. Laboratory fee.

PHYSICS (PHY) 131 (4)
APPLIED PHYSICS (3 LEC.. 3 LAB.)

Prerequisite: Mathematics 195 or
concurrent enrollment in Mathematics
195. This course is primarily for
students in technical programs.
The properties of matter, mechanics,
and heat are introduced. Emphasis
is on uses and problern-solvinq.
Laboratory fee.
'PHYSICS (PHY) 201 (4)
GENERAL PHYSICS (3 LEC., 3 LAB.)
Prerequisite: Credit or concurrent
enrollment in Mathematics 124. This
course is designed primarily for
physics, chemistry, mathematics, and
engineering majors. The principles
and applications of mechanics, wave
motion, and sound are studied.
Emphasis is on fundamental
concepts, problem-solvlnq, notation,
and units. The laboratory includes a
one-hour problem session. Laboratory
fee.

PHYSICS (PHY) 202 (4)
GENERAL PHYSICS (3 LEC., 3 LAB.)
Prerequisites: Physics 201 and credit .
or concurrent enrollment in
Mathematics 225. This course
presents the principles and
applications of heat, electricity,
magnetism, and optics. Emphasis is
on fundamental concepts, problem
solving, notation and units. The
laboratory includes a one-hour
problem session. Laboratory fee.
POSTAL SERVICE
ADMINISTRATION (PSA) 110 (3)
INTRODUCTION TO POSTAL ,
SERVICE (3 LEC.)
This survey course of the Postal
Service, taking a historical view, will
depict and compare the private, cor-
porate, and governmental agencies
.wntch have been responsible for mail
service throughout the world. The
current U.S. Postal Organization,
mandated by public law, is studied.
Also included in the course are
discussions of postal philosophies,
policies, procedures, rules and
regulations, and the history of the
Postal Inspection Service. .

POSTAL SERVICE
ADMINISTRATION (PSA) 120 (3)
MAIL PROCESSING (3 LEC.)
Through discussion of mail processing
and transportation procedures of the
U.S. Postal Service, this course will
provide the student with an in-depth
view of revenue determination and
flow characteristics involved fn
movement of mail from senoer to
recipient. The course will also include
a study of the systems devised to
attain maximum efficiency in mail
handling with a minimum of errors.
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POSTAL SERVICE
ADMINISTRATION (PSA) 122 (3)
CUSTOMER SERVICES (3 LEC.)

This course provides functional
information about mail delivery and
collection systems and in-depth'
information about services provided
for postal customers. Included in the
course are rural and city delivery
systems, marketing of postal products
and services, and techniques of
effective public relations.

POSTAL SERVICE
ADMINISTRATION (PSA) 125 (3)
POSTAL ECONOMICS AND
FINANCE (3 LEC.)

This course explores how postal
revenues are established, controlled,
received, processed and used to
defray operating costs. With emphasis
on planning, organization, cost control,
budget preparation, cost benefit
analysis and related office services
functions, the course will deal in depth

, with control techniques and account·
ability required of the Postal Service.

POSTAL SERVICE
ADMINISTRATION (PSA) 210 (3)
LABOR RELATIONS (3 LEC.)

This course will provide an overview of
the laws and practices leading to the
current labor situation in the Postal
Service. Discussion will focus on
development of labor unions, problems
and/or issues in the Postal Service,
national and local agreements,
bargaining units, grievance
procedures, disciplinary action
procedures and the relationships to the
national labor relations board.

POSTAL SERVICE
ADMINISTRATION (PSA)212 (3)
EMPLOYEE SERVICES (3 LEC.)

This course details the actual functions
of the employee relations office with a
view of the services provided for Postal
Service employees. Among the topics
included are policies and practices
concerning selection, placement,
training, and promotion of employees,
the Equal Employment Opportunity
Act, programs for alcoholic recovery,
insurance and retirement benefits,
awards programs, salary schedules,
and safety and heaith rules.

POSTAL SERVICE
ADMINISTRATION (PSA)214 (3)
POSTAL PROBLEMS ANALYSIS (3 LEG.)
This course provides opportunity for
practical application of Postal Service
and management theories. Students
must use system analysis, problem
solving grids and other tools of
management decision-making to
assess a stated Postal Service
problem and to determine appropriate
solution(s).
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PSYCHOLOGY (PSY) 103 (3)
HUMAN SEXUALITY (3 LEC.)
Students may register for either
Psychology 103 or Sociology 103 but
recieve credit for only one of the two.
Topics include physioiogical, .
psychological, and sociological
aspects of human sexuality.
PSYCHOLOGY (PSY) 105 (3)
INTRODUCTION TO
PSYCHOLOGY (3 LEC.)

Principles of human behavior and
probiems of human experience are
presented. Topics include heredity and
environment, the nervous system,
motivation, learning, emotions,
thinking, and intelligence. (This course
is offered on campus and may be
offered via tetevislon.)

PSYCHOLOGY (PSY) 131 (3)
HUMAN RELATIONS (3 LEC.)

Psychological principles are applied to
human relations problems in business
and industry. Topics include group
dynamics and adjustment factors for
employment and advancement.

PSYCHOLOGY (PSY)201 (3)
DEVELOPMENTAL PSYCHOLOGY (3 LEC.)

Prerequisite: Psychology 105. This
course is a study of human growth,
development, and behavior. Emphasis
is on psychological changes during
life. Processes of life from prenatal
beginnings through adulthood and
aging are included. (This course is
offered on campus and may be offered
via television.)
PSYCHOLOGY (PSY)202 (3)
APPLIED PSYCHOLOGY (3 LEG.)

Prerequisite: Psychology 105.
Psychological facts and principles are
applied to problems and activities of
life. Emphasis is on observing,
recording, and modifying human
behavior. Some off-campus work may
be required,
PSYCHOLOGY (PSY)205 (3)
PSYCHOLOGY OF PERSONALITY (3 LEC.)
Prerequisite: Psychology 105.
Important factors of successful human
adjustment such as child parent
relationships, adolescence, anxiety
states, defense mechanisms, and
psychotherapeutic concepts are
considered. Methods of personality
measurement are also included.

PSYCHOLOGY (PSY)207 (3)
SOCIAL PSYCHOLOGY (3 LEC.)
Prerequisite: Psychology 105 or
Sociology 101. Students may register
for either Psychology 207 or Sociology
207 but may receive credit for only
one. Theories of individual behavior in
the social environment are surveyed.
Topics include the socio-psychological
process, attitude formation and
change, interpersonal relations, and
group processes.

PSYCHOLOGY (PSY) 210 (3)
SELECTED TOPICS IN
PSYCHOLOGY (3 LEC)

Prerequisite: Psychology 105. An
elective course designed to deal with
specific topics in psychology.
Examples of topics might include
"adult development," "adolescent
psychology," and "behavioral
research." Course may be repeated
once for credit.
OUALITY CONTROL
TECHNOLOGY (OCn 122 (3)
DIMENSIONAL MEASUREMENT (2 LEC.. 2 LAB.)

This course provides an opportunity to '
obtain a practical and theoretical
understanding of many types of
mechanical and optical measuring
devices which are used in dimensional
inspection. Laboratory fee.
READING (RD) 101 (3)
EFFECTIVE COLLEGE READING (3 LEC.)

Comprehension techniques for reading
fiction and non-fiction are presented.
Critical reading skills are addressed.
Analysis, critique, and evaluation of
written material are included. Reading
comprehension and flexibility of
reading rate are stressed. Advanced
learning techniques are developed in
listening, note-taking, underlining,
concentrating, and reading in
specialized academic areas.

READING (RD) 102 (3)
SPEED READING
AND LEARNING (3 LEC.)

Reading and learning skills are
addressed. Speed reading techniques
and comprehension are emphasized.
Learning and memory skills are also
covered.

RELIGION (REL) 101 (3)
RELIGION IN AMERICAN
CULTURE (3 LEC.)

This course examines the nature of
religion in America. It covers important
influences from the past and charac-
teristics of current religious groups
and movements. Emphasis is on
understanding the role of religion in
American life.

RELIGION (REL)201 (3)
MAJOR WORLD RELIGIONS (3 LEC)

This course surveys the major world
religions. Hinduism, Buddhism,
Judaism, Islam, and Christianity are
included. The history of religions is
covered, but the major emphasis is on
current beliefs. Other topics may also
be included, such as the nature of
religion, tribal religion, and alternatives
to religion.

SOCIAL SCIENCE (SS) 131 (3)
AMERICAN CIVILIZATION (3 LEG.)

Theories and institutions of modern
society are introduced. Psychological,
historical, sociocultural, political, and



economic factors are considered. The
nature of the human being and the
relationships of the individual are
examined. Emphasis is on the national,
state, and local experiences which
affect daily life.

SOCIALSCIENCES(SS)132 (3)
AMERICAN CIVILIZATION (3 LEC.)

Prerequisite: Social Science 131.
Topical studies are made of the
theories and institutions of modern
society.Psychological, historical,
sociocultural, political, and economic
factors are all considered. Emphasis is
on analyzing and applying theory to life
experiences.

SOCIOLOGY(SOC)101 (3)
INTRODUCTION TO SOCIOLOGY (3 LEC.)

This course is a study of the nature of
society and the foundations of group
life. Topics include institutions, social
change, processes, and problems.

SOCIOLOGY(SOC) 102 (3)
SOCIAL PROBLEMS (3 LEC.)

This course is a study of social prob-
lems which typically include: crime,
poverty, minorities, deviancy, popula-
tion, and health care. Specific topics
may vary from semester to semester to
address contemporary concerns.

SOCIOLOGY(SOC)103 (3)
HUMAN SEXUALITY (3 LEC.)
Students may register for either
Psychology 103 or Sociology 103 but
recieve credit for only one of the two.
Topics include physiological,
psychological, and sociological
aspects of human sexuality.

SOCIOLOGY(SOC)203 (3)
MARRIAGE AND FAMILY (3 LEC.)

Prerequisite: Sociology 101 recom-
mended. Courtship patterns and
marriage are analyzed. Family forms,
relationships, and functions are
included. Sociocultural differences in
family behavior are also included.

SOCIOLOGY(SOC)204 (3)
AMERICAN MINORITIES (3 LEC.)
Prerequisite: Sociology 101 or 6 hours
of U.S. history recommended.
Students may register for either
History 204 or Sociology 204 but may
receive credit for only one. The
principal minority groups in American
society are the focus of this course.
The sociological significance and
historic contributions of the groups are
presented. Emphasis is on current
problems of intergroup relations, social
movements, and related social
changes.
SOCIOLOGY(SOC)207 (3)
SOCIAL PSYCHOLOGY (3 LEC.)
Students may register for either
Psychology 207 or Sociology 207 but

may receive credit for one. Theories of
individual behavior in the social
environment are surveyed. Topics
include the socio-psychological
process, attitude formation and
change,interpersonal relations, and
group processes.

SOCIOLOGY(SOC) 209 (3)
SELECTED TOPICS (3 LEC.)

Prerequisite: Sociology 101 or the
consent of the instructor. This is an
elective course designed to deal with
specific topics in sociology. Examples
of topics might be: "urban sociology,"
"women in society," or "living with
divorce." As the topics change, this
course may be repeated once for
credit.
SPANISH(SPA)101 (4)
BEGINNING SPANISH (3 LEC.• 2 LAB.)
The essentials of grammar and easy
idiomatic prose are studied. Emphasis
is on pronunciation, comprehension,
and oral expression. Laboratory fee.

SPANISH(SPA)102 (4)
BEGINNING SPANISH (3 LEC.. 2 LAB.)

Prerequisite: Spanish 101 or the
equivalent. This course is a
continuation of Spanish 101. Emphasis
is on idiomatic language and
complicated syntax. Laboratory fee.
SPANISH(SPA)201 (3)
INTERMEDIATE SPANISH (3 LEC.)

Prerequisite: Spanish 102 or the
equivalent or the consent of the
instructor. Reading, composition, and
intense oral practice are covered.
Grammar is reviewed.

SPANISH(SPA)202 (3)
INTERMEDIATE SPANISH (3 LEC.)

Prerequisite: Spanish 201 or the
equivalent. This course is a
continuation of Spanish 201.
Contemporary literature and
composition are studied.
SPANISH(SPA)203 (3)
INTRODUCTION TO SPANISH
LITERATURE (3 LEC.)
Prerequisite: Spanish 202 or the
equivalent or the consent of the
instructor. This course is an
introduction to Spanish literature. It
includes readings in Spanish literature,
history, culture, art, and civilization.

SPANISH(SPA)204 (3)
INTRODUCTION TO SPANISH
LITERATURE (3 LEC.)
Prerequisite: Spanish 202 or the
equivalent or the consent of the
instructor. This course is a con-
tinuation of Spanish 203. It includes
readings in Spanish literature, history,
culture, art, and civilization.

SPEECH(SPE)100 (1)
SPEECH LABORATORY (3 LAB.)

This course focuses on preparing
speeches, reading dialogue from
literature, and debating propositions.
Presentations are made throughout the
community. This course may be
repeated for credit each semester.

SPEECH(SPE)105 (3)
FUNDAMENTALS OF PUBLIC
SPEAKING (3 LEC.)
Public speaking is introduced. Topics
include the principles of reasoning,
audience analysis, collection of
materials, and outlining. Emphasis is
on giving well prepared speeches.

SPEECH(SPE)109 (3)
VOICE AND ARTICULATION (3 LEC.)

Students may register for either
Speech 109 or Theatre 109 but may
receive credit for only one of the two.
The mechanics of speech are studied
Emphasis is on improving voice and
pronunciation.

SPEECH(SPE)110 (1)
FORENSIC WORKSHOP (2 LAB.)

This course focuses on preparing
speeches, readings, and debate
propositions. Presentations are made
in competition and before select
audiences. This course may be
repeated for credit.

SPEECH(SPE)201 (1)
FORENSIC WORKSHOP (2 LAB.)
This course focuses on preparing
speeches, readings, and debate
propositions. Presentations are made
in competition and before select
audiences. This course may be :
repeated for credit.

SPEECH(SPE)205 (3)
DISCUSSION AND OEBATE (3 LEC.)

Public discussion and argumentation
are studied. Both theories and
techniques are covered. Emphasis is
on evaluation, analysis, and logical
thinking.

SPEECH(SPE)206 (3)
ORAL INTERPRETATION (3 LEC.)
Techniques of analyzing various types
of literature are examined. Practice is
provided in preparing and presenting
selections orally. Emphasis is on
individual improvement.

SPEECH(SPE)208 (3)
GROUP INTERPRETATION (3 LEC.)
Prerequisite: Speech 105 and 206.
Various types of literature are studied
for group presentation. Emphasis is on
selecting, cutting and arranging prose
and poetry, and applying reader's
theatre techniques to the group
performance of the literature. Although
not an acting class, practical .
experience in sharing selections from
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fiction and non-fiction with audiences
will be offered.
THEATRE (THE) 100 (1)
REHEARSALANDPERFORMANCE(4 LAB.)
Prerequisite: To enroll in this course, a
student must be accepted as a
member of the cast or crew of a major
production. Participation in the class
will include the rehearsal and pre-
formance of the current theatrical
presentation of the division. This
course may be repeated for credit.
THEATRE (THE) 101 (3)
INTRODUCTIONTOTHE
THEATRE(3 LEC.)
The various aspects of theatre are
surveyed. Topics include plays, play·
wrights, directing, acting, theatres,
artists, and technicians.

Emphasis is on complex character-
ization, ensemble acting, stylized
acting, and acting in period plays.
THEATRE (THE) 108 (3)
MOVEMENTFORTHESTAGE(2 LEC..3 LAB.)
Movement is studied as both a pure
form and as a part of the theatre arts.
It is also presented as a technique to
control balance, rhythm, strength,
and flexibility. Movement in all the
theatrical forms and in the
development of characterization is
explored. This course may be repeated
for credit.
THEATRE (THE) 109 (3)
VOICEANDARTICULATION(3 LEC.)
Students may register for either
Speech 109 or Theatre 109 but may
receive credit for only one of the two.

THEATRE (THE) 102 (3) Emphasis is on improving voice and
COMTEMPORARYTHEATRE(3 LEC.) pronunciation.
This course is a study of the modern THEATRE (THE) 110 (3)
theatre and cinema as art forms. The
historical background and traditions of HISTORYOFTHEATRE1(3 LEC.)
each form are included. Emphasis is Theatre is surveyed from its beginning
on understanding the social, cultural, through the 16th century. The theatre
and aesthetic significance of each is studied in each period as a part of
form. A number of modern plays are the total culture of the period.
read, and selected films are viewed. THEATRE (THE) 111 (3)
THEATRE (THE) 103 (3) HISTORYOFTHEATREII(3 LEC.)
STAGECRAFTI (2 LEC..3 LAB.) Theatre is surveyed from the 17th
The tec.bnical aspects of play century through the 20th century. The
production are studied. Topics include theatre is studied in each as a part of
set design and construction, stage the total culture of the period.
lighting, make-up, costuming, and THEATRE (THE) 112 (3)
related areas. BEGINNINGDANCETECHNIQUE
THEATRE (THE) 104 (3) INTHEATRE(2 LEC..3 LAB.)
STAGECRAFTII (2 LEC..3 LAB.) Basic movements of the dance are
Prerequisite: Theatre 103 or the explored. Emphasis is on swing
consent of the instructor. This course movements, circular motion, fall and
is a continuation of theatre 103. recovery, contraction and release, and
E'!1phasis isen individual projects in contrast of literal and abstract move-
set and lighting design and con- ments. Body balance, manipulation of
struction. The technical aspects of play trunk and limbs, and the rhythmic flow
production are explored further. of physica! energy are developed.
THEATRE (THE) 105 (3) THEATRE (THE) 113 (3)
MAKE-UP FOR THE STAGE (3 LEC.) INTERMEDIATE DANCE (2 LEC.. 3 LAB.)

The craft of make-up is explored. Both Prerequisite: Theatre 112 or the
theory and practice are included. consent of the Instructor. Various
Latioratory fee. aspects of dance are surveyed. Topics

Include the role of dance in total
THEATRE (THE) 108 (3) theatre, the evolution of dance styles,
ACTING1(2 LEC..3 LAB.) and the jazz style. Emphasis is on the
The theory of acting and various flow of movement, body placement,
exercises are presented. Body control, dynamic intensity. level, tocus, and
voice, pantomime, interpretation, direction.
characterization, and stage movement
are included. Both individual and group
activities are used. Specific roles are
analyzed and studied for stage pre-
sentation.
THEATRE (THE) 107
ACTINGII (2 LEC..3LAB.)
Prerequisite: Theatre 106 or the
consent of the instructor. This course
is a continuation of Theatre 106.

(3)
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THEATRE (THE) 115
MIME(1 LEC..2 LAB.)
Prerequisite: Theatre 108. Mime is
studied. Both the expressive
significance and techniques of mime
are included.

(2)

THEATRE (THE) 199 (1)
DEMONSTRATIONLAB(1 LAB.)
This course provides practice before a

live audience of theory learned in.
theatre classes. Scenes studied in
various drama classes are used to
show contrast and different perspec-
tives. This course may be repeated for
credit.
THEATRE (THE) 205 (3)
SCENESTUDYI (2 LEC..3 LAB.)
Prerequisite: Theatre 106 and 107. This
course is a continuation of Theatre
107. Emphasis is on developing
dramatic action through detailed study
of the script. Students deal with
stylistic problems presented by the
staging of period plays and the
developent of realism. Rehearsals are
used to prepare for scene work.
THEATRE (THE) 207 (3)
SCENESTUDYII(2 LEC..3 LAB.)
Prerequisite: Theatre 205. This course
is a continuation of Theatre 205.
Emphasis is on individual needs of the
performer. Rehearsals are used to
prepare for scene work.

THEATRE (THE) 208 (3)
INTRODUCTIONTOTECHNICAL
DRAWING(2 LEC..3 LAB.)
Basic techniques of drafting are
studied. Isometrics, orthographic pro-
jections, and other standard
procedures are inclUded. The
emphasis is on theatrical drafting,
including groundplans, vertical
sections, construction elevations, and
spider perspective.
THEATRE (THE) 209 (3)
LIGHTINGDESIGN(2 LEC..3 LAB.)
Prerequisite: Theatre 103 and 104. The
design and techniques of lighting are
covered. Practical experience in
departmental productions is required I

for one semester.
THEATRE (THE) 235 (3)
COSTUMEHISTORY(3 LEC.)
Fashion costorne and social customs I

are examined. The Egyptian, Greek,
Roman, Gothic, Elizabethan, Victorian, I

and Modern periods are included,

WELDING (WE) 111 (2)
OXYFUELI (60 CONTACTHOURS)
This course gives both theory and
practice in basic tools, equipment
and processes used in welding and
brazing guage materials. Lab work I

includes preparation and performance
of welded and brazed joints.
Laboratory fee.
WELDING (WE) 112 (2)
OXYFUELII (60 CONTACTHOURS)
Prerequisite: Welding 111, This
course gives both theory and practice
in the basic tools, equipment and
procedures used in layout, cutting,
shaping, forming and the heat
treating of metals. Lab work includes



the selection and use of fuel gases
for heat treating and the set-up and
usage of semi-automatic and manual
cutting equipment. Laboratory fee.
WELDING(WE)113 (2)
SHIELDED METAL ARC WELDING I (60
CONTACT HOURS)
This course gives both theory and
practice In the identification and
usage of shielded metal arc welding
electrodes. Laboratory work includes
the use of E60 and E70 series
including low hydrogen electrodes
primarily in the flat and horizontal
position. Laboratory fee.
WELDING(WE)114 (2)
SHIELDED METAL ARC WELDING II (60
CONTACT HOURS)
Prerequisite: Welding 113. This
course includes both theory and
laboratory work, emphasizing the
production and properties of mild
steel alloys. Arc welding equipment
set-up and operation are also
included. Laboratory work will Include
the use of E60 and E70 series
electrodes primarily In the vertical
and overhead position. Laboratory
fee.
WELDING(WE)115 (4)
SHIELDED METAL ARC WELDING III (120
CONTACT HOURS)
Prerequisite: Welding 114. This
course gives both the theory and
practice in code quality welding.
Laboratory work includes passing
standard test according to the
American Welding Society and
American Society of Mechanical
Engineers for certifying procedures
for 3/16" . 3/4" thickness range
material in all positions. Laboratory
fee.
WELDING(WE)116 (4)
. SHIELDED METAL ARC WELDING IV (120
CONTACT HOURS)
Prerequisite: Welding 115. This
course is designed to introduce the
basis of shielded metal arc welding of
pipe. Lab work includes welding 3"
through 10" schedule 40 mild steel
pipe. The vertical, horizontal rolled
and fixed using E60 and E70 series
electrodes are included. Laboratory
fee.
WELDING(WE)117 (3)
GENERAL METAL LAYOUT (90 CONTACT
HOURS)
Prerequisite: Drafting 182 or
equivilent. This course gives both
theory and practice in blueprint
reading, welding symbols, layout work
and fabrication techniques of metal
weldments. Lab work consists of
developing shop drawings and
fabrication of designed structures.
Laboratory fee.

WELDING(WE)116 (4)
WELDING INSPECTION AND QUALITY
CONTROL (120 CONTACT HOURS)
Prerequisites: Welding 117 and.six
credit hours of welding lab courses or
equivilent. This course is both a
theory and practical application of
welding codes, processes, testing
procedures, testing equipment and
weld discontinuities. Lab work
emphasis is on inspection and
qualification of welds and welding
procedures.
WELDING(WE)211 (2)
GAS TUNGSTEN ARC WELDING I (60
CONTACT HOURS)
This course gives both theory and
practice in the set-up and use of gas-
tungsten arc welding of plate.
Laboratory work will include setting
up and using 18 gauge through 3/8"
thick mild steel, stainless and
aluminum. Welds will be made
primarily in the flat and horizontal
positions. Laboratory fee..
WELDING(WE)212 (2)
GAS TUNGSTEN ARC WELDING II (60
CONTACT HOURS)
Prerequisite: Welding 211 or
equivilent. This course gives both
theory and practice in the set-up and
use of gas tungsten arc welding of
pipe. Lab work Includes the welding
of thin wall tubing and schedule 40
pipe. Welding is primarily in the
vertical, horizontal rolled and
horizontal fixed positions. Laboratory
tee,
WELDING(WE)213 (4)
GAS TUNGSTEN ARC WELDING III (120
CONTACT HOURS)
Prerequisite: Welding 212 or
equivilent. This is an advanced theory
and skills course in the use of gas
tungsten arc welding of plate and
pipe. Lab work will include passing
the standard qualification test in a
variety of metals in all positions.
Laboratory fee.
WELDING(WE)214 (2)
GAS METAL ARC WELDING I (60 CONTACT
HOURS)
This course gives both theory and
practice in the set-up and use of gas
metal arc welding processes of plate.
Lab work will be on setting up and
using gas metal arc welding
equipment in welding 18 guage 3/8"
thick mild steel, stainless and
aluminum, primarily in the flat and
horizontal position. Laboratory fee.
WELDING(WE)215 (2)
GAS METAL ARC WELDING II (60 CONTACT
HOURS)
Prerequisite: Welding 214. This
course gives both theory and practice
in the set-up and use of gas metal arc

welding processes of pipe. Lab work
includes the welding of schedule 40
mild steel pipe in the vertical,
horizontal rolled and fixed positions.
Laboratory fee.
WELDING(WE)216 (4)
GAS METAL ARC WELDING III (120 CONTACT
HOURS)
Prerequisite: Welding 215. This is an
advanced theory and skills course in
the use of gas metal arc welding of
plate and pipe. lab work will be on
passing the standard qualification test
in plate and pipe on plate and pipe in
a variety of metals and thickness
ranges in all positions. Laboratory
fee.
WELDING(WE)217 (3)
BASIC WELDING METALLURGY (90 CONTACT
HOURS)
This is a theory type course designed
to assist those students in welding
and related industries to refresh and
extend their knowledge of the
behavior of the various fabricating
metals during welding. The effects of
the joining processes and procedures
on the fabrication and service
performance of weldments are also
considered. Laboratory fee.

WELDING(WE)218 (3)
APPLIED WELDING METALLURGY (90
CONTACT HOURS) .
Prerequisite: Welding 217 and six
credit hours of welding lab courses.
This course is designed to assist the
student in improving communication
skills with welding engineers and
metallurgists. The course includes a
study of welding processes and their
relationship to and effect upon metals
and why they can or cannot be used
for certain applications: the theory of
heat treating and its many uses; the
value of preheat, lnterpass
temperature, and post-heat in welding
procedures. This course should
increase the students knowledge of
what metals are made of and why
they are used for specific industrial
applications; to strengthen the
knowledge and understanding of the
grain structure of metals and the
effect that welding processes have on
them. Laboratory fee.
WELDING(WE)219 (3)
WELDING DESIGN (90 CONTACT HOURS)
Prerequisites: Welding 117, and six
credit hours of welding lab courses or
equivilent. Concepts in designing
products for welding, joint design and
selection, weld size determination,
welding costs, codes and applications
in welding. A design project is chosen
and carried to completion using the
design team concept. Laboratory fee.
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WELDING (WE)220 (2)
SPECIAL WELDING APPLICATION 1(60
CONTACT HOURS)
This is an advanced skills
development course designed to
allow the student to program his own
specialization area course objectives
under instructional supervision. This
will allow a student to upgrade his
present skills development level in
order to meet employment
reclassification requirements of a
selected potential employer. This
course is open only to those students
in advanced standing or who are
presently employed and in need of
additional skill development. This
course may be repeated for credit.
Laboratory fee.

WELDING (WE)
COOPERATIVE WORK EXPERIENCE
701,711,801,811 (1)
702,712,802,812 (2)
703,713,803,813 (3)
704,714,804,814 (4)
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Technical/Occupational
Programs
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RECIPROCAL TumON AGREEMENT 

DCCCD PROGRAMS 
The follONlng programs offered by 
Dallas County Community College 
District may be taken by Tarrant 
County residents at In-county Iultlon 
rates: 
Program 
Advertising Art 
Animal Medical Technology 
Apparel Design 
Aviation Technology 

Air Cargo 
Air Traffic Control 
Aircraft Dispatcher 
Airline Markellng 
Career Pilot 
Fixed Base Operations 

Avionics 
. Automotive Parts 
Automotive Machinist 
Building Trades 

Carpentry 
Electrical 

C8mpus 
BHC 
CVC 
ECC 
MVC 

MVC 
BHe 
BHC 
NLC 

Commercial Design & AdvertislngCVC 
Commercial Music evc 
Construction Management RLC 
Diesel Mechanics NLC 
Distribution Technology NLC 
Engineering Technology RLC 
Food Service Operations ECC 
Graphic Communications EFC 
Horology MVC 
HoteUMolel Operations ECC 
Human Services EFC 
Interior DeSign ECC 
Motorcycle Mechanics evc 
Optical Technology NLC 
Outboard Marine 

Engine MechanicS 
Pattern DeSign 
Purchasing Management 
Retail Management 
Solar Energy Technology 
Vocational Nursing 

TCJC PROGRAMS 

cve 
ECC 

EFC. NLC 
BHC.CVC 

NLC 
ECC 

The fOllowing programs offered by 
Tarrant County Junior College may be 

U1 taken by Dallas County residents at 
00 in-county tuition rates: 

Program 
Agribusiness 

Campus-

Cast Metals TeChnology 
ClvUlConstruction Technology 
Dental Hygiene 
Emergency Medical Technology 
Industrial Supervision 

NW 
NE 
NE 
NE 
NE 

S 

~BLEENTRYCLASSES 

For the convenience of those stu­

COOPERAnVE WORK 
EXPERIENCE 

dents who are not able to regisler The Cooperative Work Experience 
during the regular registration period. program at Mountain V_ College 
many of the oourses offered at Moun- ects as a bridge between classroom 
lain VIew College are aVailable on a instruction and on-the-job experienoe. 

Long Term 
Health Care Administration 

Media Technology 

flexible entry basis. "Flexible Enlry" Students enrolled in the Cooperative 
NE simply means that the courses set Work Experience program are able to 
NE up on this basis can be entered or _ eam college credit. and get valuable 
NE begun at times other than the nonnal on-fhe-job training while earning a Medical Records Technology 

Nondestructive 
Evaluation Technology 

Physical Therapist Asslstanl 
Property Tax Appraisal 
Radio-TV Repair 

*NE - Northeast Campus. NW­
Northwesl Campus. S - South 
Campus. 

S 
NE 
NE 

S 

STUDENT1I CONSIDERING TRANSFER 
TO A FOUR-YEAR INSTITUTION 
The following programs have been 
designated to provide marketable skills 
in varied occupations. All courses in 
thase lechnical/occupational programs 
are credit courses leading to an 
associate degree. Some courses are 
transferable to four-year institutions. 
Students who plan to transfer are 
advised to consult with a counselor to 
develop a technical/occupational 
course plan which best meets the 
degree requirements of the chosen 
four-year college or university. 

semester registration times. Students salary. 'The Co-op program is coor­
may register for courses designated dlnaled with many of the Technical! 
flexible entry in the Registrar'S Office Oocupallonal programs offered In­
the first Monday of most months dur- eluding: 
ing the ecadernic year. Approval by 
the Instructor of the course Is re­
quired. Courses from the following 
programs are Included In the fleXible 
entry registration arrangement: 
Aviation Technology 
Blueprint Reading 
BuSiness 
Qooperative Work Experienoe 
Dralting & Design Technology 
Horology (Clock & Watch Repair) 
Learning Skills Center Courses 
Machine Shop 
Office Careers 
Physical Education 
Welding Technology 

Accounting Associate 
Electronics/Avionics Technology 
Data Processing 
Drafting & Design Technology 
Machine Shop 
Office Careers 
Welding Technology 

Students interested in more infor­
mation on the Cooperative Work Expe 
ence program should contact Jim 
Kavalier at 333-8756 or 1;10 by the 
Cooperative Work Experience office. 
W23S. 
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DALLAS COUNTY COMMUNITY COLLEGE DISTRICT 

eve He 

SHe - Brookn • ...." COlilge 
eve - Cedar Valley COllege 
EFC - EaaUletd COllege 

ECC - EI COllege 
NVC - Mountain View College 

NlC - North Lake College 
RLe - Richland College 

BHe eve Rle 

.r. onered a' ttl'designaled colleges through EI Centro College . 
•• Second Vaa, courses are ottered 81 thadeaignated COlleges through EI Centro College. 
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ACCOUIITINa A880CIATB 
(Associate Degree) 

The Accounting Associate two-year program is designed to prepare a student 
for a career as a junior accountant In business. Industry and government. 
Emphasis will be placed on internal accounting procedures and generally 
accepted accounting principles. 

The Associate in Applied Arts and Sciences Degree is awarded for 
successful completion of at least 63 credit hours as outlined below. Students 
desiring a less comprehensive program that emrhaSizes bookkeeping 
procedures and practices should consider the Genera Office Certificate with 
elective emphasis on accounting careers. The General Office Certificate Is 
available in the Office Cereers Program. CREDIT 

sEMErnRI 
ACC201 
BUS 105 
COM 131 

ENG 10' 
MTHI30 

MTH 111 
OFCI60 

SEMESTER II 
ACC202 
COM 132 

ENG 102 
CS175 
MGT 136 

t OFC 172 

SEMESTER III 
ACC203 
ACC204 
EC0201 
GVT201 

t Electives 

SEMESTER IV 
ACC238 

ACC239 
BUS 234 
EC0202 
OFC23' 

t Electives 

Principles of Accounting I 
tntroduction to Business 
Applied Composi'lon and Speech or' 
Composition and Expository Reading 
Business Mathematics or 
MathematiCS for Business and Economics 
Office Calculating Machines 

Principles of Accounting II 
Applied Composition and Speech or' 
Composition and Literature 
Introduction to Computer Science 
PrinCiples of Management 
Beginning Typing 

Intermediate Accounting I 
Managerial Accounting 
Principles of Economics I 
American Government 

Cost Accounting or 
Income Tax Accounting 
Business Law 
Principles of Economics II 
Business Communications 

Minimum Hours Required: 
, Electlv88 - A minlrrnlm of 9 credit hours musl be seleel8d Irom 11>0 loIlowIng: 

HOURS 

3 
3 
3 

3 

_3_ 
15 

3 
3 

3 
3 

_3_ 
15 

3 
3 
3 
3 
~ 
15-18 

3 

3 
3 
3 
~ 
15-18 

63 

AfX205 
AfX207 
Arx238 
AfX239 
AfX703-713 

803-813 
AfX704-714 

804-314 
BUS 143 
BUS 237 
CS250 
CS251 

BusIness Finance 
Inlermedlale Accounting II 
COol AecounUng 
Incomo Tax Accounllng 
Cooperative Work Experience 

Cooperative Work Experience 

Personal Finance 
Organizational Bahavior . 
Conlemporary Topics In Computer Science 
SpecIal Topics In Ccltrl>uler Science and 
Oata Processing 

MGT 20S Principles 01 Marketing 
PSY 105 Inlroduction 10 Psychology or 

PSY131 HumanRela~ 
SPE 105 Fundamantals 01 Public Speaking 
Arr/ CS or DP Programming course 

-, 
3 
3 
3 
3 
3 

4 

3 
3 
3 
4 

3 
3 

3 

• ENG 101 and ENG 102 may be subsUtuled lor OOM 131 and COM 132 prOYlded that SPE 105 Is 
also taken. 

I Stuclonts who can demonstrate proficiency by previous training, experience, or placement tests 
may substitute. course Irom the electlv88 listed lor this progrsm. 
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(Associate Degree) 

This program is designed to provide a technical course of study which 
prepares the student for a career in aircraft maintenance. Such maintenance 
Includes service. repair. and overhaul of aircraft engines and aircraft 
accessory systems. Upon completion of the program. the student Is eligible to 
take the Federal Aviation Administration examinations for the Airframe and 
Powerplant Maintenance Technician School. 

Training is provided by Mountain View College In cooperation with Braniff 
Education Systems. Inc. Braniff holds Air Agency Certificate 202·58 issued by 
the Federal Aviation Administration. and certifies approval as an aviation 
maintenance technician school. 

Mountain View College will Issue a Certificate of Completion when the 
Required Core Courses and either the Powerplant Curriculum courses OR the 
Airframe Curriculum courses are completed. If the Required Core courses. 
Powerplant AND Airframe Curriculum courses are completed. the student Is 
qualified to receive an Associate of Applied Arts and Sciences degree in 
Aviation Maintenance Technology. 

SEMESTER I 
APM 100 
APM 101 
APM 102 

SEMESTER II 

Aircraft Basic Science" 
Applied Aircraft Science" 
Basic Electricity" 

APM 200 Airframe Structures" 
APM 201 Sheet Metal Structures" 
COM 131 Applied Composition and Speech or 

ENG 101 Composition and Expository Reading 
Any APM 200 level course except APM 205 and APM 225 

SEMESTER III 
psy 131 Human Relations 
Any three APM 200 level course except APM 205 and APM 225 

SEMESTER IV 
APM 205 Inspection and Review" 
APM 225 Powerplant Review and Inspection" 
Any APM 200 level course 
55 131 American Civilization or 

HST 101 History of the United States 

Minimum Hours Required: 

CREDIT 
HOURS 

5 
5 

_5_ 
15 

5 
5 
3 

_5_ 
18 

3 
--1L 

18 

5 
5 
5 

_3_ 
18 
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• Each APM cau'eels taken Inel.p.nel.nlly and each course conllnuaa 10' only sbc_. 

SEMESTER III 
AVT221 
AVT224 
AVT227 
AVT228 
PSY 131 

PSY 105 

SEMESTER IV 
AVT212 
AVT229 
AVT230 
AVT250 
SPE 105 

Advanced Navigation 
Ground School Instrument 
Flight Commercial I" 
Flight Commercial 11* . 
Human Relations or 
IntrOduction to Psychology 

Airport Management 
Flight Commercial III" 
Flight Commercial IV . Instrument" 
Flight Instructor Ground School 
Fundamentals of Public Speaking 

Minimum Hours Required: 

I Mathematics elective must be selected Irom the loIlOWIng: 

11TH t 01 College A'9ob'a 
11TH I I I Maihematicslor Business and Economics 
MTH lao Business M._tIcs 
11TH 195 Technical Mathematics 

3 
3 
2 
3 
3 

14 

3 
3 
3 
2 

_3_ 
14 

61 

3 
3 
3 
3 

• Fllghl cau .... arellexille enrollmenland maybe taken In sequance rega'dIosa oIs_Ie'. 

ADDITIONAlCERTlFICATION AVAILABLE FOR CAREER PILOT CPTION 

Flight Instructor Certificate 
AVT 250 Flight Instructor Ground School 
AVT 252 Instrument Flight Instructor Ground Schoo 
AVT 251 Flight Instructor· Airplane 
AVT 253 Flight Instructor Airplane Instrument 

Multi Engine Rating 
AVT 254 Flight Advanced I 

Flight Engineer 
AVT 263 Flight Engineer Ground Schoo 

Air Transport Pilot 
AVT 264 Air Transport Pilot Ground School 

Type-Rating (small. mult~engine. turt»jet powered airplane) 
Type Rating Turbo Jet Ground School 

AVT 256 Flight Advanced 11- Jet Type Rating 

IfBtrAS 
2 
3 
2 
1 

1 

3 

3 

3 
1 



'" '" AIR TRAPPIC CONTROL OPTIOII 
(Associate Degree) 

Mountain View offers a specialized degree program in Air Traffic Control in 
conjunction with the Southwest Region ARTC. The Program provides students 
with the background and general experience in aviation which may enable 
them to enter an air traffic control career with the FAA. Career opportunities in 
Air Traffic Control include positions such as control tower operator, approach 
control, air route traffic control and flight service station specialist. 

Students interested in admission to the Air Traffic Control degree program 
must have completed 15 credit hours (Aviation Technology courses 
recommended) prior to enrollment into the specialized Air Traffic Control 
courses and must meet FAA eligibility requirements. 

SEMESTER I 
• AVT 121 Ground School Private 

AVT 135 Flight Basic' 
AVT 137 Flight Private Pilot' 
AVT210 FAA Regulations, Airspace & Air Traffic Control 
AVT221 Advanced Navigation 
AVT226 Meteorology 

SEMESTER II 
AVT270 Orientation to ATC 
AVT272 Aircraft TypeS/ATC Communications 
AVT274 ATC Computer Operation 
AVT704 Cooperative work Experience 

SEMESTER III 
AVT224 Ground School Instrument 
ENG 101 Composition & Expository Reading 
MTH 195 Technical Math. 
psy 131 Human Relations 
SPE 105 Fundamentals of Public Speaking 

SEMESTER IV 
AVT212 Airport Management or 

MGT 136 Principles of Management 
AVT223 Airline Management or 

MGT 242 Personnel Administration or 
PSY 131 Human Relations 

AVT804 Cooperative Work Experience 
ENG 102 Composition and literature 

SEMESTER v 
AVT814 Cooperative Work Experience 

Minimum Hours Required: 

CREDIT 
HOURS 

3 
2 
1 
3 
3 

_3_ 
15 

5 
2 
3 
4 
14 

3 
3 
3 
3 

_3_ 
15 

3 

3 

4 
_3_ 

13 

4 

61 
• Flight courses afe Ilexible enrollment and may be taken in sequence regardleSS of semester. 

t Electtves - MUS1 be selected from the following: 
An. DP or CS course (Including DP 700600 Cooperative Worle E_rionca) 

DP 129 Data Entry Concepts 
MGT 136 Principles of Menagement 
MGT 206 Principle. 01 MarlceUng 
BUS 234 Busln ... Law 
BUS 237 OrgonlzaUonalBellavior 
ECO 202 PrInciple. of Economics II 
MTH 202 Introductory Statlstlca 
EOO210 TechnlcalWrnlng 
BUS 105 Introductlon 10 Bualnoas 
ECO 201 Prlnclplas of Economics I 

• MTH 111, MTH 112. MTH 130 or an equivalent busln ... math course 
"/IlX 131- BooIdcooping I. andACC 132- BooIdcaeping II maybe .ubst~utodfor 

/IlX 201 - Princ~1es of Accounting 

4 
3 
3 
3 
3 
3 
3 
3 
3 
3 

NOTE: Studen", may obtain crodn toward a dogree or certHlcate for only one of each of the pair. 
of cou .... llstod below: 

DP 133 orCS 184 
DP231 orCS 186 
OP 244 orCS 182 
CS1750rCS174 

DRAPTlIIQ &liD DUIGII TBCHIIOLOGY 
(Associate Degree) 

This program prepares the student for employment In a wide range of 
Industries as a drafter or engineering aide. Information In related fields is 
provided to enable the student to work effectively with the engineer and 
professional staff. Enrollment in Drafting Cooperative Work Experience 
Courses (Co-op) provides on-th&-job exparlence while in the program 

SEMESTER I 
OFT 183 Basic Drafting 
OFT 135 Reproduction Processes 
COM 131 Applied Composition and Speech or 

ENG 101 Composition and Expository Reading 
MTH 195 Technical Mathematics or 

MTH 101 College Algebra 
t Technical Elective 

SEMESTER II 
OFT 160 Manufacturing Fundamentals 
Drafting Course' 
Drafting Course' or Co-op" 
COM 132 Applied Composition and Speech or 

ENG 102 Composition and Literature 
MTH 196 Technical Mathematics or 

MTH 102 Plane Trigonometry 

CREDIT 
HOURS 

4 
2 
3 

3 

_3_ 
15 

2 
3 

3-4 
3 

3 

14·15 



AVlATlOIl TECHIIOLOGY 
Because of the varied and Interrelated aviation career options available, 
Mountain View's Aviation TechnolOgy program is designed to allow students to 
take a group of core courses which Includes selected aviation, English, 
Mathematics and human relations courses and then proceed with specialized 
courses in the specific career option they wish to enter. 

The AssOCiate Degree of Applied Arts and Sciences degree options are (1) 
Career Pilot including Flight Instructor Certificate, Multi·engine Rating, Flight 
Engineer and Air Transport Pilot Ground School and type.rating for small, multi 
engine, turbo jet powered airplane; (2) Air Cergo Transport; (3) Airline 
Marketing; (4) Fixed Base Operations/Airport Management; (5) Aircraft 
Dispatcher end (6) Air Traffic Control. A one year certificate program is 
available in Aircraft Dispatcher. , 

CMU. PILOT OPTIOII 

(AsSOCiate Degree) 

The Career Pilot Option provides students with flight training and ground 
school through the commercial certificate. All ground school instruction and 
flight training conform to Part 61 and 141 of the Federal Aviation 
Administration Regulations. Prior to admission to the program, registration 
and payment of fees, consultation with and approVal by an Aviation 
Technology instructor is necessary. Simulator fees, flight fees and fees for 
pre-and post·fllght briefing are In addition to the regular tuition charge. 

Students completing this option may find employment opportunities as an 
airline pilot, corporate pilot, flight engineer, flight instructor and other general 
avaitalon positiOns. It Is recommended that students In the Career Pilot option 
schedule flight training during the summer months in addition to the spring and 
fall semesters to aid in completing the program within a two year period. 

SEMESTI:RI 
AVT 110 
AVT 121 
AVTI22 
AVT 135 
AVT210 
AVT226 

SEMESTI:RII 

Introduction to Aviation 
Ground School Private 
Aviation Law 
Flight Basic· 
FAA RegulatiOns 
Meteorology 

AVT 123 Ground School Commercial 
AVT128 Aero Engines and Systems 
AVT 137 Flight Private Pilot· 
AVT 220 Aero Dynamics 
ENG 101 Composition and Expository Reading 

t Mathematics Elective 

CREDrr 
HOURS 

3 
3 
3 
2 
3 

_3_ 
17 

3 
3 
1 
3 
3 

_3_ 
16 

AIR CARGO TRAIISPORT OPTIOII 

(ASSOCiate Degree) 
This option is deSigned to provide students WIth an overview of transportation 
methods and technology associated WIth the aVIatIon Industry. Upon 
completion of the program, students may be eligible to be employed on 
pOSitions such as air cargo sales, air freight transportation and cargo loadIng. 

SF'AESTEn : 
AVT 110 
AVT 121 
AVTI22 
AVT210 
BUS 105 

SEMESTER II 

Introduction to Aviation 
Ground School Private 
Aviation Law 
FAA Regulations 
Introduction to Business 

AVT226 Meteorology 
AVT 249 Air Trans'portation, Traffic and Cargo 
ACC 201 Principles of Accounting I 
ENG 101 Composition and Expository Reading 

t Math Elective 

SEMESTER III 
AVT212 
AVT223 
MGT 136 
PSY 131 

PSY 105 
SPE105 

SEMESTER IV 
AVT225 
AVT703 

BUS 234 
ACC202 
CS 175 
EC0201 

Airport Management 
Airline Management 
Principles of Management 
Human Relations or 
Introduction to Psychology 
Fundamentals of Public Speaking 

Aviation Marketing 
Cooperative Work Experience or 
Business Law 
Principles of Accounting II 
Introduction to Computer Science 
Pronciples of Economics I 

Minimum Hours Required: 

CREDIT 
HOURS 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

3 

3 
3 
3 

_3_ 
t5 

60 



AIAUII •• ARKmIlG OPTIOII 
(AsSOCiate Degree) 

This Airline Marketing option stresses the significance and functions of 
marketing from the airline .... iewpoint. Students completing the program may 
opt to enter a .... ariely of marketing related positions in the areas of customer 
service. sales and promotion. crew scheduling or entry-Ie .... el management. 

SEMESTER I 
AVT 110 
AVT 121 
AVT 122 
AVT210 
BUS 105 

SEMESTER II 

Introduction to A .... iation 
Ground School Pri .... ate 
Aviallon law 
FAA Regulations 
Introduction to Business 

AVT 249 Air Transportation. Traffic and Cargo 
ACC 201 Principles of Accounting I 
CS 175 Introduction to Computer Science 
ENG 101 Composition and Expository Reading 

t Mathematics Elective 

SEMESTER III 
AVT212 
AVT223 
EC0201 
psy 131 

psy 105 
SPE 105 

SEMESTER IV 

Airport Management 
Airline Management· 
Principles of Economics I 
Human Relations or 
Introduction to Psychology 
Fundamentals of PubliC Speaking 

AVT 225 Aviation Marketing 
AVT 703 Cooperative Work Experience 
ACC 202 Principles of Accounling II 
ECO 202 Principles of Economics I 

l Technical Elective - Management 

Minimum Hours Required: 

1 Math EI8cUve must be •• l8cled trom tho following: 

MTH 101 CoIlog .... lgobra 
MTH 130 Business M.thematics 
MTH 195 Technical Mathematics. 

t TechnICal Electlve - M.naoomonl musl be seleCted frOm the following: 

MGT 206 PrincipleS of Mar1<.tlng 
MGT 230 Salesmanship 
MGT 233 Advertising .nd Salos Promotion 

CREDIT 
HOURS 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

60 

3 
3 
3 

3 
3 
3 

AI~CRAPT DISPATCH ... OPTIOII 

(Associate Degree) 

The job performed by an aircraft dispatcher is an Integral part 01 the overall 
flight operations for airlines. An indi .... idual in this position works in conjunction 
with an airline pilot and .is responsible for regulati~n compliance. weather and 
loading procedures pnor to take-off. In the Alfcraft Dispatcher program 
students may earn a certificate after approximately one year or choose. to 
complete the Associate Degree In Applied Arts and Sciences. . 

Entry into either program will be in accordance WIth Federal AVlalion 
Administration Regulations and with instructor approval. Upon completIon of 
the courses in the desired program. students may be recommended to apply 
to take the FAA wriHen examination for Aircraft Dispatcher. 

CREDIT 
HOURS 

SEMESTER I 
h-VT 110 Introduction to Aviation 3 
AVT 121 Ground School Private 3 
AVTI22 A .... iation law 3 
AVT210 FAA Regulations. Airspace & Air Traffic Control 3 
AVT226 Meteorology _3_ 

15 

SEMESTER II 
AVT 123 Ground School Commercial 3 
AVT 128 Aero Engine and sYcstems 3 
AVT221 Advanced Navi~t on 3 
CS175 Introduction to mputer Science 3 
ENG 101 Composition and Expository Reading _3_ 

15 

SEMESTER III 
AVT224 Ground Schoollnstnument 3 
AVT261 Aircraft Dispatcher 3 
MTH 195 Technical Math 3 
PSY 131 Human Relallons 3 
SPE 105 Fundamentals of PubliC Speaking _3_ 

15 

SEMESTER IV 
AVT262 Practical Dispatching 3 
AV129 Introduction to Aircraft Electrical Systems 3 
BUS 105 Introduction to Business 3 
MGT 136 Principles of Management 3 
MTH 196 Technical Math _3_ 

15 

Minimum Hours Required: 60 



PIXIID .AU o.IIMTIOII8IAlRPORT IlAllAO .. ..,. OPTIOII 

(Associate Degree) 

This option provides students with a general administrative overview 
combining aviation and business courses stressing terminology, management 
techniques and functions as they apply to the aviation industry. Students 
completing this program may qualify for support or training positions in airport 
management, as staff members to operation superintendents or aviation 
authority boards. Positions as fixed base operators for aircraft dealers may 
Include equipment sales and service and aircraft sales. 

SEMESTER I 
AVT 110 
AVT 1;11 
AVT 122 
AVT210 
BUS 105 

SEMESTER II 

Introduction to Aviation 
Ground School Prlvete 
Aviation Law 
FAA Regulations 
Introduction to Business 

AVT226 Meteorology 
AVT 249 Air Transportation, Traffic and Cargo 
CS 175 Introduction to Computer Science 
ENG 101 Composition and Expository Reading 

t Mathematics Elective 

SEMESTER III 
AVT223 
ACC201 
EC0201 
psy 131 

PSY 105 
SPE 105 

SEMESTER IV 
AVT212 
AVT703 

MGT 153 
ACC202 
BUS 234 
EC0202 

Airline Management 
Principles of Accounting I 
Principles of Economics I 
Human Relations or 
Introduction to Psychology 
Fundamentals of Public Speaking 

Airport Management 
Cooperative Work Experience or 
Small Business Management 
PrinCiples of Accounting II 
Business Law 
PrinCiples of Economics II 

Minimum Hours Required: 
, Math Electlva must be selected from tho following: 

MTH tOt 
MTH t95 
MTH 130 

Collaga Algebra . 
Techntca\ Uathemabcs 
Business Mathematics 

CREDIT 
HOURS 

3 
3 
3 
3 
3 
15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

3 
3 

3 
3 

_3_ 
15 

60 

3 
3 
3 

AIIICIlA" DlSPATCHBR 
(Certificate) 

SEMESTER I 
AVT 110 
AVT.121 
AVTI22 
AVT210 
AVT226 
AVT261 

SEMESTER II 
AVT 123 
AVT 128 
AVT221 
AVT224 
AVT262 

Introduction to Aviation 
Ground School Private . 
Aviation Law 
FAA Regulations, Airspace & Air Traffic Control 
Meteorology 
Aircraft Dispatcher 

Ground School Commercial 
Aero Engine and Systems 
Advanced NavigatIOn 
Ground School Instrument 
Practical Dlspetchlng 

Minimum Hours Required: 

CREDIT 
HOURS 

3 
3 
3 
3 
3 

_3_ 
18 

3 
3 
3 
3 

_3_ 
15 

33 



DATA PROC .... IIO PROGRA ..... 
(Associate Degree) 
This curriculum is intended for the preparation 01 entry-level or trainee 
computer programmers who will work in an applications setting to support the 
general, administrative, and organizational information processing function of 
Industry, commerce, business and government service. It is designed as a 
tw~year career program to prepare students for jobs. Graduates should be 
able to work in conjunction with a systems analyst in the programming 

. environment usually lound in a medium to large job shop. It is intended to 
provide a sufficient foundation so that graduates with experience and 
continued learning may advance in career paths appropriate to their own 
particular interests and abilities. 

CREDIT 
HOURS 

SEMESTER I 
CS175 Introduction to Computer Science 3 
BUS 105 Introduction to Business or 3 

MGT.I36 princ~les of Management . 
DP137 Data rocessing Mathematics or 3 

any business math' 
COM 131 Applied Composition and Speech or 3 

ENG 101 Composition and Expository Reading 
ACC201 Principles of Accounting I" _3_ 

15 
SEMESTER II 

DP133 Beginning Programming (COBOL) 4 
DPI36 Systems Ana~SiS and Data Processing LogiC 3 
EC0201 PrinCiples of conomics I or . 3 

EC0202 Principles 01 Economics" 
ACC202 Principles of Accounting II 3 
COM 132 Applied Composition and Speech or 3 

ENG 102 Composition and Literature 

SEMESTER III 
IS 

DP136 Intermediate Programming (COBOL) 4 
DP 142 RPG Programming or 3 

DP244 Basic Programming 
DP233 Operating Systems and Communications 4 
ACC203 Intermediate Accounting or 3 

ACC238 Cost Accounting 
T Elective --H-

SEMESTER IV 
17-18 

DP231 Advanced Programming (ALC) 4 
DP232 Applied Systems 4 
DP236 Advanced COBOL Techniques or 

other 200 level DP or CS course 3-4 
Any approved OP or CS course --H-

'" 
14-16 

'" Minimum Hours Required: 62 

SEMESTER III 
Dralting Course' 
EGR 106 Descriptive Geomelry 

t Technical Elective or Co-op" 
GVT 201 American Government or 

HST 101 History of the United States 
HD 105 Basic Processes of Interpersonal Relationships or 

PSY 13 I Human Relations 

SEMESTER IV 
Dralting Course' 
Dralting Course' or Co-op" 

t Technical Elective 
PHY 131 Applied Physics 
GVT 202 American Government or 

HST 102 History of the United States 

Minimum Hours Required: 

• Oraltlng Courses to be selected from the fottowtng: 

OFT f 38 Geological and Land Drafting 
OFT 184 Inte_te Drafting 
OFT 185 Arcl1~ecturaJ Drafting 
OFT 230 Structural Drafting 
OFT 23f Electronic Drafting 
OFT 232 TecI1nlcallllllstration 
OFT 234 AdvancedTecI1n1ca1lltustration 
OFT 235 . Building EQlJ'l>rn8nt <Mechanlcal.nd ElectrIcaO 
OFT 238 . PipIng and Pr88S1Jre V .... I DesIgn 
OFT 245 ComslUter AIded Oeslgn 
OFT 246 AdvanCed CAD-Eleclronic 
OFT 248 Advanced CAO-MechaniCai 
OFT 250 Sheet Metal Design 
OFT 251 Induotrlal Oostgn 

•• Drafting Co-op Courses to be sal8Cted from the following: 

OFT 703 Cooperative Work experience 
OFT 713 Cooperallve WOr!< experience 
OFT 803 Cooperative WOr!< experience 
OFT 813 Cooperative WOr!< Experience 
OFT 704 Cooperallve Wor\( expertenca 
OFT 714 Cooperative Wor\< experience 
OFT 804 Cooperative WOr\( experience 
OFT 814 Cooperative WOr!< experience 

3 
3 
3 
3 

3 

lS-16 

3 
3-4 

3 
4 
3 

16-17 

61 

3 
3 
4 
3 
3 
3 
4 
3 
3 
3 
3 
3 
3 
3 

3 
3 
3 
3 
4 
4 
4 
4 

I Technicel Electives may be .elected Irom Drafting. Applied Science or Er.glnaaring 
T achnologieS es _roved by the Drafting Oepartmenl 



en ... 
• LBCTROIIIC8 TRCHIIOLOGY 
(Associate Degree) 

This two year program will prepare stuClents for work as electronics 
technicians by familiarizing them with most electronic testing equipment. 
training them in technical communications and providing them with electroniC 
theory and skills. CREDIT 

SEMESTER I 
ET 190 DC Circuits and Electrical Measurements or 

ET 135 DC-AC Theory and Circuit Analysis 
COM 131 Applied Composition and Speech or 

ENG 101 Composition and Expository Reading 
HST 101 History of the United States or 

GVT 201 American Government 
OFT 182 . Technical Drafting or 

OFT 183 Basic Drafting or 
DFT231 Electronic Drafting 

Any Technical or College Level Mathematics 

SEMESTER II 
ET 191 AC Circuits (Unless ET 135 Completed) 
ET 193 Active Devices 
ET 194 Instrumentation 
COM 132 Applied Composition and Speech or 

ENG 102 Composition & literature 
Any Technical or College Level Mathematics 

SEMESTER III 
ET23t 

ET232 

ET238 
ET803 

ET240 

Special Circuits with Communications 
Applications 
Analysis of ElectroniCS Logic and Switching 
Circuits 
Linear Integrated Circuits or 
Cooperative Work Experience 
Electronic Theory and Application of Digital 
Computers 

Applied Physics or College Level PhysiCS 

SEMESTER IV 
ET234 
ET237 
ET.239 
HST 102 

GVT202 
t Elective 

Electronic Circuits and Systems 
Modular Memories and Microprocessors 
Microwave Technology 
History of the United States or 
American Government 

Minimum Hours Required: 
1 Eleclivos musl be se1ecled hom lhe lailOWIng 

HD 104 Educational or Career Pfanning 
HD 105 Ba9ic ProceSS&9ot Interpersonal Relationships 
PSV 105 InlroduclionloPsychology 
PSV 131 Human Relalions 

HOURS 

4·6 

3 

3 

2 
_3_ 
15·17 

(4) 
4 
3 

3 
_3_ 
13·17 

4 

4 

3·4 

4 
4 

19·20 

3 
4 
3 

3 
_3_ 

16 
63·66 

3 
3 
3 
3 

HOROLOGY 
(Certificate) 

These intensive programs have the objectives of developing the student"s 
manual dexterity, judgment, and skill in the repair and adjustment techniques 
required to service all types of modern timekeeping mechanisms: watches, 
clocks, tuners, chronographs, self·windin9, calendar, electric and electronic 
movements. Employment opportunities for skilled horologists may be found in 
jewelry stores, trade shops, or in one's own business. All Horology courses 
are on a Flexible Entry mode of registration on a space available basis. 
Students may enroll at the general registration tor the fall and spring semester 
or they may enroll the first Monday in October and November in the fall 
semester and on the first Monday in February and March during the spring 
semester. 

CLOCK REPAIR 
SEt,lE.SIER I 

HOR 139 Antique Clock Theory and Repair 
COM 13 t Applied Composition and Speech 

SEMESTER II 
HOR 140 
MGT 153 

Modern Clock Theory and Repair 
Small Business Management 

Minimum Hours Required: 

WATCH REPAIR 
SEMESTER I 

HOR 141 
HOR 142 
COM 131 

SEMESTER II 
HOR 143 
HOR 144 
MGT 153 

Watch Cleaning and Assembly 
Watch Part Replacement 
Applied Composition and Speech 

Advanced Watchmaking I 
Advanced Watchmaking" 
Small Business Management 

Minimum Hours Required: 

CREDIT 
HOURS 

8 
_3_ 

11 

8 
_3_ 

I I 
22 

8 
8 

_3_ 
19 

8 
8 

_3_ 
19 
38 



-..cTROIII1C8 nc".aLOQY - AV-.oMlCI OPTIOII 
(Associate Degree) 

The Associate Degree program In Avionics Is an option to the Electronics 
Technology Program. This option provides the student with an eletronics 
background and specialized skills in avionics. In this program a level of 
knowledge and practical skills adequate to gain entry-level employment in the 
Installation and maintenance of aircraft electronics systems (avionics) is 
gained by students. CREDIT 

SEMESTER I 
ET t 35 OC-AC Theory and Circuit A.,alysis or 

ET 190 DC Circuits and Electrical Measurements 
AV 129 IntroductIOn to Aircraft Electrical Systems 
COM 131 Applied Composition and Speech or 

ENG 101 Composition and Expository Reading 
Any Technical or College Level Mathematics 

SEMESTER II 
ET191 
ET 193 
AV235 

AC Circuits (Unless ET 135 Completed) 
Active Devices 
Operational Testing of Aircraft Electronic 
Systems 

COM 132 Applied Composition and Speech or 
ENG 102 Composition & Literature 

Any Technical or College Level MathematiCS 
Applied Physics or College Level Physics 

SEMESTER III 
ET231 

ET232 

ET238 
ET803 

ET240 

t Elective 

SEMESTER IV 
ET231 
ET239 
AV132 

MGT 153 
El813 

Special Circuits with Communications 
Applications 
Analysis of Electronic Logic and Switching 
Circuits 
Linear Integrated Circuits or 
Cooperative Work Experience 
Electronic Theory and Application oj Digital 
Computers 

Modular Memories and Microprocessors 
Microwave Technology 
Aircraft Electrical and Electronics Systems 
Installation 
Small Business Managment or 
Cooperative Work Experience 

Minimum Hours Required: 
I EleCtives must be selected Irom the loUowIng 

HO 104 Educational or Career Planning 
HD lOS Basic Processes 01 Interpersonal ReletionshlPS g: PSY lOS Introduction to PsychOlogy 
PSY 13 t Human Reletions 

HOURS 

6 
(4) 
3 

3 
_3_ 
1~15 

(4) 
4 

4 

3 
3 
4 

16-22 

4 

4 

~4 

4 
_3_ 

19 

4 
3 

4 

_3_ 
14 

66-68 

MACHI •• PARTS IIISNCTIOII 
(Associate Degree) 

This program is designed to prepare the trainee In the techniques of quality 
control pertaining to Machine Parts production processes and inspection 
procedures based on sound metrological concepts. Because of the 
uniqueness In laboratory facilities required for this program, it is designed for 
in-plant training. Only support courses and courses requiring no laboratory will 
be taught on campus. 

SEMESTER I 
MPII22 
COM 131 
MTH 195 
BPR 177 

SEMESTER II 
MPI124 
BPR 178 
MTH 196 
OCT 122 

SEMESTER III 
MPI135 
MPI138 
EGR 186 
psy 131 

SEMESTER IV 
MPI220 
MPI227 
MPI803 
PHY 131 

SEMESTER V 
MPI223 
MPI230 

MPI237 

MPI813 

Industrial Quality Control &. Procedures 
Applied Composition and Speech 
Technical Mathematics 
Blueprint Reading 

Basic Inspection Fundamentals 
Blueprint Reading 
Technical Mathematics 
Dimensional Measurement 

Intermediate Inspection Concepts 
GeometriC Tolerencing& True Positioning 
Manufacturing Processes 
Human Relations 

Introduction to Materials and Processes 
Non-Destructive Testing 
Cooperative Work experience 
Applied Physics 

Advanced I nspection Concepts 
Introduction to Statistical Quality Control 
Techniques 
Gage Control Standardization & PreCision 
Measurement 
Cooperatille Work Experience 

Minimum Hours Required: 

CREDIT 
HOURS 

3 
3 
3 

_2_ 
11 

5 
2 
3 

_3_ 
13 

5 
3 
2 

_3_ 
13 

3 
3 
3 
4 
13 

5 

3 

3 
_3_ 

14 

64 



.ACHI .... HOP 
(Associate Degree) 

The Machine Shop program will prepare the student for employment as an 
entry-level machinist in industry. It will also prepare him for entry Into an 
apprentice or trainee program for machinist, tool and di&-maker, etc. 
Successful students will find access to supportive type jobs in the metal 
working fleid such as planner, programmer, etc. 

Enrollment In Machine Shop courses Is open on the first Monday of October 
and November In the fall semester and the first Monday of February and 
March in the sprln~ semester. In each case, such enrollment is subject to 
completion of specified prerequisite competencies. The program Is designed 
to be self-paced by the student but students can generally plan to spend 18 
months of study to complete the entire program. 

CREDIT 
HOURS 

SEMESTER I 
MSI33 Basic Lathe 5 
MSI34 Basic Milling Machine 5 
BPR 177 Blueprint Reading 2 
MTH 195 Technical Mathematics _3_ 

15 

SEMESTER II 
MS135 Intermediate Lathe 5 
MSI36 Intennedlate Milling Machine 5 
BPR178 Blueprint Reading 2 
MTH 196 Technical Mathematics 3 
OCT 122 Dimensional Measurement _3_ 

18 

SEMESTER III 
1.45233 Advanced Lathe 5 
1.45234 Advanced Millinl/ Machine 5 
COM 131 ~Ied Composition and Speech 3 
EGR 186 anufacturlng Processes or 

1.45702 Cooperative Work Experience 2 
PHY 131 Applied Physics _4_ 

19 

SEMESTER IV 
M5235 Applied Lathe 5 
M5236 Applied Milling Machine 5 
PHY 132 Applied Physics or 

M5704 Cooperative Work Experience 4 
PSY 131 Human RelatiOns _3_ 

17 

Minimum Hours Required: 69 

MANAGEMENT CAREERS - SMALL BUSINESS MANAG·EIIENT OPTION 

(Associate Degree Program) 
The Small Business Management option is designed to assist owners and 
managers of small businesses In developing the skills and techniques neces­
sary for operation. This option IS also deSigned for students who plan to 
become owners or operators of small businesses. 

Credil 

SEMESTER I 
MGT 136 
MGT 153 
COM 131 
HUM 101 

t Elective 

SEMESTER II 
MGT 157 
COM 132 
CS 175 
MTHlll 

MTH 112 
MTH 130 
BUS 105 

SEMESTER III 
MGT 206 
MGT 211 
ECO 201 
PSY 131 

t Elective 

SEMESTER IV 

Principles of Management 
Small Business Management 
Applied Composition and Speech" 
Introduction to the Humanities 

Small Business Bookkeeping and Accounting Practices"" 
Applied Composition and Speech" 
Introduction to Computer Science 
Mathematics for Business & Economics I or 
Mathematics for Business & Economics II or 
Business Mathematics 
Intro to Business 

Principles of Marketing 
Small Business Operations 
Principles of Economics I 
Human Relations 

Hours 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 

_3_ 
15 

MGT 210 Small Business Cap~aJization, Acquisition and Finance 3 
BUS 234 Business Law 3 
ECO 202 Principles of Economics II 3 
Social Science or Humanities Elective 3 

t Elective _3_ 
15 

Minimum Hours Required 60 

tElective - May be selected from Iheloilowing: 

MGT 212 Special Problems in Business 1 
OFC 160 Office Calculating Machines 3 
OFC 172 Beginning Typing 33 
ACC 201 Principles of Accounting I 

"Students may substitute ENG 101 lor COM 131 and ENG 102 for COM 132 wilhpermission 
of !he Division Chair. Students must take Speech t05 as an elective wilen substrtuting ENG 101 
and 102. 

"Students may substitute ACC 201 for MGT 157. 



.AIIA ... ...,. CARUIIS - .1D-1lA." ..... T 0"1011 
(Associate Degree) 

The Mid·Management option is a cooperative plan with members of the 
business community whereby the student attends college classes in 
management and related courses and concurrently works at a regular. paid. 
part· time or full· time job in a sponsoring business firm. To enter the Mid­
Management option. students must make formal application and "be 
interviewed by a member of the Mid-Management 'acuity before final 
acceptance will be granted. CREDIT 

SEMESTER I 
MGT 136 
MGT 150 
MGll54 
BUS 105 
COM 131 

SEMESTER" 
MGT t5t 
MGT 155 
COM 132 
CS175 
HUM 101 
MTH 111 
MTH 112 
MTH 130 

SEMESTER'" 
MGT 250 
MGT 254 

ACC201 
EC0201 
psy 131 

SEMESTER IV 
MGT251 
MGT 255 

Principles 0' Management 
Management Training 
Management Seminar: Role of Supervision 
Introduc\1on to Business 
Applied Composition and Speech" 

Management Training 
Management Seminar: Personnel Management 
Applied Composition and Speech" 
Introduction to Computer Science 
Introduction to the Humanities 
Mathematics for Business and Economics I or 
Mathematics for BUSiness and Economics II or 
Business Mathematics 

Management Training 
Management Seminar: Organizational 
Development 
Principles of Accounting I" " 
Principles of Economics I 
Human Relations 

Management Training 
Managemenl SelTllnar: Planning Siralegy. and 
lhe Decision Process 

ECO 202 Principles of Economics II 
Social Science elective or Humanities elective 

t Elective 

Minimum Hours Required: 
t Elective - May De selected from the follOWing: 

MGT 137 PrinCiples 01 Rele~LOg 
MGT 153 Small Business Managemenl 
MGT 212 Special Problems,n Sus.,ess 
MGT 230 Salesmanship 
MGT 233 AdveniSing and Se,"s Promolion 
OFC 160 otfic:e Ca)co dating Machines 
OFC 172 BegnnLOg Typing 

HOURS' 

3 
4 
2 
3 

_3_ 
15 
4 
2 
3 
3 
3 
3 

18 

4 

2 
3 
3 

_3_ 
15 
4 

2 
3 
3 

_3_ 
15 

63 

3 
3 
I 
3 
3 
3 
3 

·Students may subSliMe ENG 101101' COM 131 and ENG 102 lor COM 132 wilh permission oIlhe 
DIvision ChOIr. Students must take Speech 105 as an elective when substiMing ENG 101 and 
102. . .-student. may subs1,Me MX.131 and ACC 132 lor ACC 201. Only tIUge hours may be applied 
to !he /8QUiI8d rwmbe< 01 hours 101' granting !he dog..... '. 

IIAII"._T 110""_-_ ..... Tlunn' •• _u __ I vr I lUll 

(Associate Degree) . 

The Administrative Management option offers a continuation of the traditional 
management and business studies. This option is deSigned for students 
seeking a detailed examination of management practices. techniques. and 
theories. 

SEMESTER I 
MGT 136 
BUS 105 
COM 131 
HUM 101 

t Elective 

SEMESTER II 
MGT 206 
ACC20t 
COM 132 
CS175 
MTH 111 

MTH 112 
MTH 130 

SEMESTER '" 
ACC202 
BUS 234 
EC0201 
psy 131 

t Elective 

SEMESTER IV 
MGT 242 
BUS 237 
EC0202 
OFC 231 

t Elective 

Principles of Management 
Introduction to Business 
Applied Composition and Speech" 
Introduction to the Humanities 

PrinCiples of Marketing 
PrinCiples of Accounting I"" 
Applied Composition and Speech" 
Introduction to Computer Science 
Mathematics for Business and Economics lor 
Mathematics for BUSiness and Economics II or 
BUSiness Mathematics 

PrinCiples of Accounting II 
Business Law 
Principles of Economics I 
Human Relations 

Personnel Administration 
Organizational Behavior 
PrinCiples of Economics II 
Business Communications 
Social Science elective or Humanities elective 

Minimum Hours Required: 
t Electives - May be $Meted hom the following: 

MGT 137 Principles of Retailing 
MGT 153 Small BUSiness Management 
MGT 212 Special Problems in BUSiness 
MGT 230 Salesmanship 
MGT 233 Advertising 8nd Sales Promotion 
OFC 160 otfic:e Cal<> """"19 MachiMs 
OFC 172 Beginning Typing' 

CREDIT 
HOURS 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 
3 

15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 
3 
3 

18 

63 

3 
3 
I 
3 
3 
3 
3 

" Studenl. may subSl~u1e ENG 10110r COM 131 and ENG 102 tor COM 132 with permission ot 
the Division Chair. Students mUSllake Speec/1 105 as an eIect'.e wilen Substrtu1ing ENG 101 
and 102. 

" "Stuctont• may S.-ttu18 AOC 131 and AOC 132 tor AOC 201. Only three hours may be applied to 
the required nLfl\bet' of hours tor granting the degree. 



..... -
OPf'ICil CARIIIIRS - ADM'N,aTRATIYII A .... TAIIT OPTION 
(AsSOCiate Degree) 

The primary objective of the Administrative AsSistant Option to the Office 
Careers Program is to prepare students tor positions as aSSistants to 
administrators within public and private firms and agencies. Emphasis in this 
pr~ram Is on the development of organizational and management skills in 
addition to basic office skills. 

CREDIT 
HOURS 

SEMESTER I 
OFC160 Office Calculating Machines 3 

lOFC172 Beginning Typing" or 3 
OFC 173 Intermediate Typing (3) 

tCOM 131 Apptied Composition and Speech 3 
MTH 130 Business Mathematics 3 
BUS 105 Introduction to Business 3 

t Elective _ 3_ 
18 

SEMESTER II 
t OFC 173 Intermediate Typing or 3 

OFC273 Advanced Typing Applications (2) 
OFC 162 Office Procedures 3 
OFC 165 Introduction to Word Processing 3 
CS175 Introduction to Computer Science 3 
MGT 136 PrinCiples of Management 3 

tCOM132 Applied Composition and Speech _3_ 
17-18 

SEMESTER 1\1 
t OFC273 

t Elective 
Advanced Typing Applications or 2 

OFC231 Business Communications 3 
ACC 131 Bookkeeping I or 3 

ACC201 PrinCiples of Accounting 
psy 131 Human Relations or 3 

- PSY 105 Introduction to Psychology 
t Electives _ 6_ 

17 

SEMESTER IV 
OFC256 Office Management or 3 

BUS 237 Organizational Behavior 
HUM 101 Introduction to Humanities 3 

t Electives _9_ 
15 

Minimum Hours Required: 67 

OPFlca CAIUIIIRa - L8GAL ACRRTARY OPTION 
(AsSOCiate Degree) 

The primary objective of tnis option is to prepare students to become competent 
legal secretaries. capable of performing Office and clerical duties within public 
and private firms and agencies. Students enrolled In the program will have an 
opportuntly to secure intensive training in basic skills. An Associate in Applied 
Arts and Sciences Degree is awarded for successful completion. 

CREDIT 
HOURS 

SEMESTER I 
OFC 159 Beginning Shorthand or 

OFC 103 Soeedwriling 4 
OFCI60 Office Calculating Machines' 3 

l OFC 172 Beginning Typing" or 3 
OFC 173 Intermediate Typing (3) 

tCOM 131 Applied Composition and Speech 3 
MTH 130 BUSiness Mathematics _3 _ 

16-19 

SEMESTER II 
OFC 166 Intermediate Shorthand'" or 4 

OFC 104 Speedwriting Dictation (3) * OFC 173 Intermediate Typing or (3) 
OFC273 Advanced Typing Applications (2) 

OFC 162 Office Procedures 3 
ACC 131 Bookkeeping I or 3 

ACC20t Principles 01 Accounting I 
BUS 105 I ntrOduction to Business 3 

tCOM 132 Applied Composition and Speech _3_ 
17-19 

SEMESTER III 
OFC 165 Introduction to Word Processing 3 
OFC 167 Legal Terminology and Transcription 3 
OFC231 BUSiness Correspondence 3 

IOFC266 Advanced Shorthand 4 
OFC273 Advanced Typing Applicalions or 2 
t Elective (3) 

CS175 Introduction 10 Computer Science _3 _ 
18-19 

SEMESTER IV 
OFC265 Word Processing Practices and Procedures 3 
OFC274 Legal Office Procedures 3 
OFC275 Secretarial Procedures or 3 

OFC803 Cooperative Work Experience or 
OFC804 CooperatIve Work Experience (4) 

HUM 101 Introduction to Humanoties 3 
psy 131 Human Relations or 3 

PSY 105 Introduction to Psychology 
15-16 

Minimum Hours Required: 66 



llAllAG.aarCA 
(Associate Degree) 

The MId-Management option Is a coopefative plan with members of the 
business community· whereby the student attends cOllege classes in 
management and related coUrses and concurrently workS at a regular, paid, 
part-time or lull-time job in a sponsoring business lirm. To enter the MId­
Management option. students must meke lormal application and-be 
interviewed by a member of the Mid-Management faculty. before final 
acceptance will be granted. CREDIT 

SEUESTERI 
MGT 136 
MGT 150 
MGT 154 
BUS lOS 
COM 131 

SEMESTER II 
MGT 151 
MGT 155 
COM 132 
CS175 
HUM 101 
MTH 111 
MTH 112 
MTH 130 

SEMESTER III 
MGT 250 
MGT 254 

ACC201 
EC0201 
psy 131 

SEMESTER IV 
MGT 251 
MGT 255 

Principles of Management 
Management Training 
Management Seminar: ROle 01 Supervision 
Introduction to Business . 
Applied Composition and Speech' 

Management Training 
Management Seminar: Personnel Management 
Applied Composition and Speech' 
Introduction to Computer Science 
Introduction to the Humanities 
Mathematics lor Business and Economics I or 
Mathematics lor Business and Economics II or 
Business Mathematics 

Management Training 
Management Seminar: Organizational 
Development 
Principles 01 Accounting I" 
Principles of Economics I 
Human Relations 

Management Training 
M8"8g81i"~ Seminar. Planning SIra!egy. and 
the 08ci&I0n P!ccess 

ECO 202 Principles 01 Economics II . 
Social Science elective or Humanities elective 

f Elective 

Minimum Hours Required: 
, Elective - May be _led '.roro ,he '-'9: 

HOURS 

3 
4 
2 
3 

_3_ 
15 
4 
2 
3 
3 
3 
3 

. 18 

4 

2 
3 
3 

_3_ 
15 
4 

2 
3 
3 

_3_ 
15 

63 

MGT t 37 Pmc:lptes of RehIRing . 3 
MGT t 53 SmaillIusilesslolal>agomont 3 
MGT 212 SpeclaJ ProbIet'lSin BUsiness .' 1 . 

~~ ==~SalesPromoIIon ~ 
OFC leo 0IIIce CM"""",, MacI,.".. 3 
OFC 172 lIeg-'ninQ TypIlg 3 

'SIudontsmay..-ua ENG 101 far COM 131 and ENG 102 far COM 132 with ~ 01 the 
.... 0Mai0n CIoal, SIudonIs muoI_ ~ 105 as .... eIec:INe whaf) sub&UtuIing ENG 101 _ 
(;) 1Q2. 

0'Sludenls may ......... NX 131_ NX 132 lor NX 201. Onty _ hours may be applied 
10 the iIICPIIid number r:A hours lor granting !he cI8go8e'. 

.·U· .. • ... ·UII_-Dy. CA" • _ .1I.1I11 ..... 'nW&ahUIA ..... T CWOi iN 
(Associate Degree) 

. The Administrative Management option offers a continuation of the traditional 
management and business studies_ This option is designed lor students 
seeking a detailed eXSiTlinatiOn of management practices. techniques. and 
theOties. 

SEMESTeR I 
MGT136 
BUS lOS 
COM 131 
HUM 101 

t Elective 

. SEMESTER II 
MGT 206 
ACC201 
COM 132 
CS175 
MTH 111 

MTH 112 
MTH 130 

SEIoIEmR 111 
ACC202 
BUS 234 
EC0201 
PSY 131 

t Elective 

~IV 
MGT 242 
BUS 237 
EC0202 
OFC231 

t Elective 

Principles of Man8!l«"ent 
introduction to BuSiness 
Applied Composition and Speech' 
Introduction to the Humanities 

Principles of Marketing 
Prtnciplesof Accounting , .. 
Applied Composition and Speech· 
Introduction to Computer Science 
MathematiCs lor Business and Economics I or 
Mathematics lor BUSiness and Economics II or 
BusineSs MathematICs 

PrincipleS 01 Accounting II 
Business Law 
Principles 01 Economics I 
Human Relations 

Personnel Administration' 
Otganlzational8ehavior: 
Principles 01 Economics II 
BUsiness Communications .. 
Social Scienca elective or Humanities elective 

Minimum Hours Required: 
t El8cttYes - May be _eel from lhe Iollowing: 

CREDIT 
HOURS 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 
3 

15 

3 
3 
3 
3 

_3_ 
15 

3 
3 
3 
3 
3 

_3_ 
18 

63 

IoIGT 131 Prlnc/plas 01 Rolalltng 3 
MGT 153 Sinal Business Management 3 
MG1212 Speclal Problems In Business 1 
IoIGT 230 Salesmanah¥> 3 
Mar 233 _dai'll_s.&Promotlon 3' 
OFC 180 0IIicI Ca"","""" MIItI1ineII .• : . 3 
OfC 112 8egMIng-TypInV". ..' . 3 

• 6luderits may: Pfb<!'ute ENG 101 lor COU 131 and ENG102br ClOt.! 132 willi pennIoalon 01 
the DIvtaIon QlaIr. SIudonIs mUll 1_ Speec:Io.l05 88 an etectlve When ..-noltlng ENG 101 

·_102. .' .. 
"1liI&qInIa may _uteAOC 131and.NX 132fQr NX201. Only tn_hourS maybe IIIlPIed to 

the rilqu)tedn_ofholor8br gr~tn.degree. 



..... ... 
OPPICII CAIUIIIRS - eM.N.STUTIVII A ... 8TAIIT OPTION 

(Associate Degree) 

The primary objective of the Administrative Assistant Option to the Office 
Careers Program Is to prepare students for positions as assistants to 
administrators within public and private firms and agencies. Emphasis in this 
program Is on the development of organizational and management skills in 
addition to basic office skills. 

CREDIT 
HOURS 

SEMESTER I 
OFCI60 Office Calculating Machines 3 

t OFC 172 Beginning Typing" or 3 
OFC 173 Intermediate Typing (3) 

tCOM131 Applied CompoSition and Speech 3 
MTH 130 Business Mathematics 3 
BUS 105 Introduction to Business 3 

t Elective _3_ 
18 

SEMESTER II 
t OFC 173 Intermediate Typing or 3 

OFC273 Advanced Typing Applications (2) 
OFC 162 Office Procedures 3 
OFC 165 Introduction to Word Processing 3 
CS175 Introduction to Computer Science 3 
MGT 136 Principles of Management 3 

tCOM 132 Applied Composition and Speech _3_ 
17-18 

. SEMESTER 11\ 
t OFC273 Advanced Typing Applications or 2 

t Elective 
OFC231 Business Communications 3 
ACC 131 Bookkeeping I or 3 

ACC201 PrinCiples of Accounting 
PSY 131 Human Relations or 3 

PSY 105 Introduction to PSychology 
t Electives 6 

17 

SEMESTER IV 
OFC256 Office Management or 3 

BUS237 Organizational Behavior 
HUM 101 Introduction to Humanities 3 

t Electives 9 
IS 

Minimum Hours Required: 67 

oPPIca CARB11R8 - UlQAL HCRBTARY OPTION 
(Associate Degree) 

The primary objective of this option is to prepare students to become competent 
legal secretaries, capable of performing office and clerical duties within public 
and private firms and agencies. Students enrolled in the program will have an 
opportunity to secure intensive training in basic skills. An Associate in Applied 
Arts and Sciences Degree Is awarded for successful completion. 

CREOIT 
HOURS 

SEMESTER I 
OFC 159 Beginning Shorthand or 

OFC 103 $peedwriting 4 
OFC 160 Office Calculating Machines' 3 

1 OFC 172 Beginning Typing" or 3 
OFC 173 Intermediate Typing (3) 

t COM 131 Applied Composition and Speech 3 
MTH 130 Business Mathematics 3 

16-19 

SEMESTER II 
OFCI66 Intermediate Shorthand'" or 4 

OFC 104 Speedwriting Dictation (3) * OFC ;73 Intermediate Typing or (3) 
OFC273 Advanced Typing Applications (2) 

OFC 162 Office Procedures 3 
ACC 131 Bookkeeping I or 3 

ACC201 Principles of Accounting I 
BUS lOS Introduction to Business 3 

tCOM 132 Applied Composition and Speech _3_ 
17-19 

SEMESTER III 
OFC 165 Introduction to Word ProceSSing 3 
OFC 167 Legal Terminology and Transcription 3 
OFC231 Business Correspondence 3 

N OFC266 Advanced Shorthand 4 
OFC273 Advanced Twing Apptications or 2 
t Elective (3) 

CS175 Introduction to Computer Science _3_ 
18·19 

SEMESTER IV 
OFC265 Word Processing Practices and Procedures 3 
OFC274 Legal Office Procedures 3 
OFC275 Secretarial Procedures or . 3 

OFC803 Cooperative Work Experience or 
OFC804 Cooperative Work Experience (4) 

HUM 101 Introduction to Humanities 3 
PSY 131 Human Retations or 3 

PSY lOS Introduction to Psychology 
15·16 

Minimum Hours Required: 66 



TElectIYea - Must Do taken from tno tOlIOWlng: 
OFC Any OFC course may De selected 
OFC 8031804 Cooperative Wor1< Experience 
ACC 132 BooIdteoping II 
ACC 202 Principles of Accounting II 
BUS t43 Personal Finance 
BUS 234 Business Law 
BUS 237 Organizational BehaVIOr 
MGT t36 Principles ot Management 
MGT 242 Personna! Adr'ninistratlOll 
es 250 Contemporary T OPOCS m ~er Science 
es 251 Special TopICs in CompIJter Science 
ECO 201 Principles ot Economics I 
SPE 105 Fundamenlals 01 PublIc Speaking 

3-4 
3 
3 
3 
3 
3 
3 
3 
3 
4 
3 
3 

IS1uden18 may De placed In typing courses _ on proficiency level determ1ned by prevtous 
training, experience and/or plscementtes18. 

f6tuden18 may substitute ENG lOt lor COM 131 and ENG 102 lor COM 132 wl1n permission 01 
tile Division Chair. However, students must take SPE 105.s an elective when S1Jbs1,tutlng ENG 
101 and ENG 102. 
'OFC 192 OFC 193 and OFC 194 taken cumulatlvaty woll t>e equivalent to OFC 160. 

"OFC 176: OFC 177 andOFC 178 taken curmJlatlvaty will De equivalent to OFC 172. 

OPPlCaCAIUIIIM - PROPUS.OIlAL •• CRBTARY OPTIO. (Associate Degree) 
The primary objective of this option is to prepare students to become competent 
secretaries, capable of performing office and clerical duties Within public and 
private firms and agencies: Students enrolled in the program WIll. have an 
opportunity to secure intenSive training in basic ski Us. An AsSOCiate In Applied 
Arts and Sciences Degree is awarded for successful compleUon. 

SEMESTER I 
Office Calculating Machines' CREDIT 3 OFC 160 

OFC 159 Beginning Shorthand or . HOURS 4 
OFC 103 Speedwriting 

3 t OFC 172 Beginning Typing" or 
OFC 173 Intermediate Typing (3) 

tCOM 131 Applied Composilion and Speech 3 
MTH 130 Business Mathematics _3_ 

SEMESTER II 16-17 

OFC 166 Intermediate Shorthand'" or 4 
OFC 104 Speedwriting Diclation (3) * OFC 173 Intermediate TYPin~ or !~l OFC273 Advanced TYPing pplications 

OFC 162 Office Procedures 3 
ACe 131 Bookkeeping I or 3 

ACC201 Principles of Accounting I 
3 BUS 105 Introduction to Business 

tCOM 132 Applied Composition and Speech _3_ 

SEMESTER III 17-19 
OFC165 Introduction to Word Processing 3 
OFC231 Business Correspondence 3 
CS175 I ntroduction to Computer Science 3 

,OFC266 Advanced Shorthand 4 
psy 131 Human Relations or 3 .... PSY 105 Introduction to Psychology 

2 N OFC273 Advanced Typing or 
t Elective ...ill... 

18·19 

I ~1UC11Ves - MUS1 De uueen Hom 108 fOllOWIng: 

OfC Any OFC course may be selected 3.4 
OFC 803J804 Cooperative Work Experience 
ACe 132 _eepingll 3 
ACe 202 Principles at Accountino II 3 
BUS 143 Personal Finance 3 
BUS 234 BuSiness Law 3 
BUS 237 OrganlZahonal Behavior 3 
MGT 136 PrincipleS ot Management 3 
MGT 242 Personnel AdminlstraUon 3 
CS 250 Contemporary Topics in Computer Science 3 
CS 251 Special T epics in ~ter Science & D8ta Processing 4 
ECO 201 Principles of Economics t 3 

t SPE 105 Fundsmentals of Pullioc Speaking 3 
lSludents may be placed in typing courses oased on proficiency level determined by previous 

training. e:cperishee andlor placement tests. 
.. Stooents may substitute ENG 101 for COM 131 and ENG 10210( COM 132 with permission of the 

Oivis&on Chair. However, students must take SPE 105 as an elective when substituting ENG tOl 
and ENG 102. 

, If OFC 103 and OFC 104 are taken. an approved elective may be substituted. 
-OFC 192. OFC 193 and OFC 194 taken cumutativety 'MIl be eQU~lenlto OFC 160. 

- -OFC 176. OFC 1 77 and OFC 1 78 taken CUl'TlYlativety will be equIValent to OFC 172. 
- - -OFC 187. OFC 188 and OFC 189 taken cumulativety will be equIValent to OFC 166. 

SEMESTER IV 
OFC265 
OFC275 

OFC803 
OFC804 

HUM 101 
t Electives 

Word Processing Practices and Procedures 
Secretarial Procedures or 
Cooperative Work Experience or 
Cooperative Work Experience 
Introduction to Humanities 

Minimum Required Hours: 

'Electives - Must be taken 'rom the foltowmg: 

OFC Any OFC course may be selected 
OFC803J804 Cooperative Work Experience 
ACe 132 Bookkeeping II 
At::/.: 202 Principles of Accounting II 
BUS 143 Personal F irulnce 
BUS 234 Busoness law 
BUS 237 OrganiZational BehaVIOr 
MGT 136 Prlnciple.of Management 
MGT 2.2 Personnel Administration 
CS 250 Contemporary Topics in Computer Science 
CS 2S 1 Special T opK:S in Computer Science & Data Processing 
ECO 201 Principles 01 EconomICS I 

t SPE 105 Fundamentals of Put>l1c Speaking 

3 
3 

(4) 
3 

....2:L 
15·17 

66 

3-4 
3 
3 
3 
3 
3 
3 
3 
3 
4 
3 
3 

lStudents may be placed in typing Courses based on profiCiency kNei determlned by previous 
trailing. experience andlof placement tests. 

... Students may substitute ENG 101 for COt.4 131 and ENG 102 lor COM 132 with permission of the 
DMsion Chan. However. students must take SPE 105 as an elective When SUbstituting ENG 101 
and ENG t02. 

, It OFC 103 andOFC 104 are taken. an approved elective may be subStituted. 

'QFC t 92. OFC 193 and OFC 194 taken CumulatlVaty will Do equivatent to OFC tOO 
·-OFC 176. OFC 177 andOFC 178 taken cumulativetywill be equivalent to OFC 172 

'''OFC 187, OFC 188 and OFC 189 taken cumulatively will Do equivalent to OFC t 66 



.... 
w 

OPPICI! CARI!I!RS - OOI!RAL OPPICI! 

(Certificate) 

The General Office Certificate Program is designed to provIde the student with a 
basic working knowledge and skIlls in various offIce actIvIties. A general 
knowledge of business concepts and procedures is provIded. 

SEMESTER I 
OFC 160 

t OFC 172 
COM 131 
MTH 130 

t Electives 

SEMESTER II 
ACC 131 
BUS 105 
CS175 

I Electives 

Office Calculating Machines· 
Beginning Typing·· 
Applied Composition and Speech 
Business Mathematics 

Bookkeeping I 
Introduction to Business 
Introduction to Computer Science 

M,n,mum Hours Required: 

tEIeClives - Must be taken from the following: 

OFC , 03 5peedwri1ing Theory 
OFC 104 Speedwriting Dictallon 
OFC , ~9 Beginnong Shonhand 
OFC 162 Office PrOCedures 
OFC 16~ Introduction to WOfd Processing 
OFC 166 Intermediate Shorthand-·· 
OFC 113 Intermediate Typing 
OFC 231 BusinessCommumcBlions 
ACC '32 a-keep;ng II 
ACC 201 Principles 0' Accounting I 
COM 132 ApplIed ComposLtion and Speectl 
PSY 105 IntlOduction to Psychology or 

psy 131 Human Relations 
UGT 136 Prtrlciples of Management 
BUS 234 Business Law 
CS250 Contemporary Topics inGomputer Science 
OFC 273 Advanced Typing ApplrCallOns 
OFC 275 SecretarialP'rocecSures 
OFC803 Cooperative Work Experience or 

OFC 804 Cooperative Work Experl8nce 

CREDIT 
HOURS 

3 
3 
3 
3 
7 
19 

3 
3 
3 
7 
16 

35 

• 3 
4 
3 
3 • 3 
3 
3 
3 
3 
3 

3 
3 
3 
2 
3 
3 

(0) 

15tUdents who can demonstrate proficiency by preVIOUs training, experience or placement tests may 
substitute a course from the electIVes listed tor the program. 

-OFC 192. OFC 193 and OFC 194 taken cumulalivetywilt be equivalent toOFC 160 
--OFC 176. OFC 117 andOFC 178 taken cumulativetywLtl be equivalent toOFC 172. 

- - -OFC 187. OFC 188 and OFC 189 taken cumulativety w~1 be equivalent to OFC 166. 

O .... ICI! CARI!I!M - OI!NI!RAL O .. PICE 

(<;;ertificate - Office Clerical Emphasis) 

SEMESTER I 
OFC 160 
OFC 162 

t OFC 172 
COM 131 
MTH 130 

t Elective 

SEMESTER II 
OFC 165 
OFC 173 
OFC231 
ACC 131 
BUS 105 
CS175 

Office Calculating Machines· 
Office Procedures 
Beginning Typing'· 
Applied Composition and Speech 
Business Mathematics 

Introduction to Word Processing 
Intermediate Typing 
Business Communications 
Bookkeeping I 
Introduction to busoness 
Introduction to Computer Science 

Minimum Hours Required: 

tElectives - Must be taken from the following: 

OFC '03 
OFC '04 
OFC '59 
OfC '66 
OFC23' 
ACC '32 
ACC20, 
COM '32 
psy 10~ 

PSY,31 
MGT 136 
BUS 234 
CS250 
OFC273 
OFC27~ 
OFC803 

OFC804 

5peedwrrtlng Theory 
Speedwnhng Dictation 
Beginning Shorthand 
Intermediate Shorthand- -­
Business Communications 
BooI<keeping II 
PrincIPles ot Accounting I 
Applied Composilion and 5I>eech 
Introducllon to PsychOlogy or 
Human Relat;ons 
PrinCiples of Management 
Business Law 
Cont8f'l'll)Orarv TOS:lIcs in Corrouter Scl8nce 
Advanced Tvoino Applicalions 
Secretanal Procedures 
Cooperative Work Experience or 
Cooperative Work Experience 

CREDIT 
HOURS 

3 
3 
3 
3 
3 
3 
18 

3 
3 
3 
3 
3 

_3_ 
18 
36 

4 
3 
4 
4 
3 
3 
3 
3 
3 

3 
3 
3 
2 
3 
3 

(4) 

tStudents whO can demonstrate proficiancy by previOUS lrainLng. experience or placement tasts may 
substitute a course from the electIVes ILSted for the program 

-OFC 192. OFC 193 and OFC 194 taken cumulat.rvery will be equivalent to OFC 160. 
- ·OFC 176. OFC 177 and OFC 178 taken CUlTlYlatrvely will be eqUIValent to OFC 172. 

-··OFC 187. OFC 188 and OFC 189 taken cumulalivelywill ba equNalenl to OFC 166. 



OFPlCR CARRRRS - OEIIRRAL OFFICI! 
(CertIficate - Accounting Emphasis) 

SEMESTEIlI 
OFC 160 

t OFC 172 
ACC 131 

ACC201 
COM 131 
MTH 130 

t Elective 

SEMESTER II 
tACC132 

t Elective 
BUS 105 
CS175 

t Electives· 

Office Calculating Machines' 
Beginning Typing" 
Bookkeeping I or 
Principles of Accounting I 
Applied Composition and Speech 
Business Mathematics 

Bookkeeping II or 

Introduction to Business 
Introduction to Computer Science 

Minimum Hours Required: 

tElaetives - Must be taken ftorn the following: 

OFC 103 Sj>eedwrlling ThaOfy 
OFC 104 Sj>eedwriling Doclohon 
OFC 159 Beginnll1g Shol1hand 
orc 162 OIIice PrOCedUres 
OFC 165 Introduction to WOld Processing 
OFC 166 InlermedioleShorlhand'" 
OFC 173 Inlermediale Typing 
OFC 231 Busoness Corrvn\Inicahons 
ACe 132 Bookl<eeplng II 
ACe 201 Principles of Accounting I 
COM 132 Applied Cof1ll)OSlhon and Speech 
psy 105 IntroducUon to Psychology or 

psy 131 Human Relations 
MGT 136 Principles of .... anagement 
BUS 234 Business law 
Cs 250 Conlernc>orarv TopiCS in Computer Science 
OFC 273 AdvanCed TVOlng Applocallons 
OFC 275 Secretartal Ii,OceOures 
OFC 803 Coopelsfive Work Experl6nce or 

QFC 804 Cooperatl .... e Work Experience 

CIlEDIT 
KOUIlS 

3 
3 
3 

3 
3 

_3_ 
18 

3 

3 
3 

_8_ 
17 

35 

4 
3 
4 
3 
3 
4 
3 
3 
3 
3 
3 
3 

3 
3 
3 
2 
3 
3 

(4) 

tStucJents who can det'nonsltare proficiency by previous traWling. experience or placemenllests may 
substitute a course from the electives listed for the program. 

... Required if ACC , 31 was taken previously, 

·OFC 192. OFC 193 and OFC 1 g.c taken cumulatively will be equMilenllO OFC 160. 
··OFC 1 16. OFC t77andOFC 1 18 taken cumulativelyWlf' beequiva,ent toOfC '72. 

•• ·OFC 187. OFC 188 and OFC '89 taken cumulativety will be eQuivalent to OFC 166 

POSTAL SI!RVICI! ADMINISTRATION 

(Associate Degree) 

The Postal Service Administration curriculum is deSigned as a two-year 
program that teadS to an Associate Degree on Applied Arts and Sciences. The 
program aIds the student in developIng postal skills and provides the student 
with an inSIght Into multi·level functions employed throughout the postat 
servIce system. Emphasis is directed to the areas of methOdotogy. 
technology. management. and leadership concepts reflected in modern day 
technology as applied to public service related agencies. 

CREDIT 
HOUIlS 

SEMESTER I 
PSA 110 IntroductIon to Poslal Service 3 
PSA 120 Mail Processing 3 
COM 131 Applied CompositIon and Speech 3 
MTH t30 Business Mathema(ics 3 
psy 105 Introduction to Psychology _3_ 

15 

SEMESTER II 
PSA 122 Customer Services 3 
PSA 125 Postal Economics and Finance 3 
COM 132 Applied CompoSItion and Speech 3 
CS 175 Introduction to Computer Science 3 
PSY 131 Human Relatoons _3_ 

15 

SEMESTER III 
PSA210 Labor Relatoons 3 
PSA212 Employee ServIces 3 
MGT 171 IntrOduction to SupervIsIon 3 
PSY202 Applied Psychology 3 
SOC 101 IntrOduction to Sociology 3 

t Elective _3_ 

SEMESTER IV 18 

PSA214 Postal Problems Analysis 3 
BUS237 OrganIzational BehaVIor 3 
MGT 242 Personnel Admlnistrallon 3 
GVT 201 American Governmen( 3 

t Elective _3_ 
15 

Minomum Hours Required: 63 
t ElectiVes must be selected from lhe 101lWlng' 

HD 104 Educational or Career Planning 3 
HD 105 BaSIC processes of InterPersonal RelafJonshlPS 3 
PSY 105 InlroduCliOn 10 PsycholOgy 3 
PSV 131 Human Relations 3 



04 .8LDI1ICl TIICIIIIOLOQY 

(Associate Degree) 

The Welding Technology program is designed to prepare the student in the 
basic processes of oxyacetylene and arc welding plus many specialized 
welding applications as options to fit the specific needs of the student. In 
addition, inslruction is offered in related support areas such as metallurgy, 
tooling, drafting, pallern layout and characteristics of materials. Thus, the 
program offers preparation for both entry level jobs as well as weldIng 
inspectors. 

The student will be required to purchase a basic set of tools whi~h will be 
used in class and later on the job. Tool lists WIll be gIven out by the Instructor 
during the first week of classes. 

SEMESTER I 
WE 111 
WE 112 
WE 113 
WE 114 
OFT 182 
MTH 195 
COM 131 

·SEMESTERII 
WE 115 
WE 117 
WE 118 
PSY 131 
WE 703 
T Elective 

SEMESTER III 
WE211 
WE212 
WE214 
WE215 
WE 217 

PHY 131 

SEMESTER IV 
WE 116 
WE213 
WE216 
WE219 

t Elective 

Oxyfuell 
Oxyfuelll 
Shielded Metal Arc Welding I 
Shielded Metal Arc Welding II 
Technician Dralting 
Technical Mathematics 
Applied Composition and Speech 

Shielded Metal Arc Welding II 
General Metal layout 
Welding Inspection and Quality Control 
Huhlan Relations 
Cooperative Work Experience or 

Gas Tungsten Arc WeldIng I 
Gas Tungsten Arc Welding II 
Gas Metal Arc Welding I 
Gas Metal Arc Welding II 
BaSic Welding Metallurgy 
Applied PhysicS 

Shielded Metal Arc Welding IV 
Gas Tungsten Arc Welding III 
Gas Metal Arc Welding III 
Welding Design 

Minimum Hours Required: 
f EleCtives must be selected trom the following: 
ACC131 _oepjngl 
ACe 132 BooIckeeptng II 
GVT 201 American Governmenl 
"-TH 111 Mathematics for 8tJSlness and EconomiCS 
WE 218 AoI>Iied Welcling Melallu'gy 
WE 220 Special Welding Applicahon I 

CREDIT 
HOURS 

2 
2 
2 
2 
2 
3 
3 ---,-e 
4 
3 
4 
3 
3 

~ 
2 
2 
2 
2 
3 
4 

1'5 
4 
4 
4 
3 
2 
~ 

65 

• ....,1110 TaCMIIGLOaY 

(Certificate) 

SEMESTER I 
WE 111 
WE 112 
WE 113 
WE 114 
WE211 
WE212 
WE214 
WE215 

SEMESTER II 
WElt5 
WE 116 
WE 117 
WE213 
WE216 

Oxyluell 
Oxyfuelll 
Shielded Metal Arc Welding I 
Shielded Melal Arc Welding II 
Gas Tungsten Arc Welding I 
Gas Tungslen Arc Welding II 
Gas Melal Arc Welding I 
Gas Melal Arc Welding II 

ShIelded Melal Arc Welding III 
Shielded Metal Arc Welding IV 
General Metal layout 
Gas Tungsten Arc Welding III" 
Gas Melal Arc Welding III" 

Minimum Hours Required: 
• WE 704 Cooperahve Work Experience maybe substrluted lor WE 213 or WE 216 

CREDIT 
HOURS 

2 
2 
2 
2 
2 
2 
2 
2 
16 
4 
4 
3 
4 
4 
19 

35 

Enrollment in welding courses is open on the first Monday of October and 
November in the fall semester and the first Monday of February and March in 
lhe spring semesler. In each case such enrollment is subjeclto completion of 
specified prereqUIsite competencies. The program is designed to be self· 
paced by the student bul in general Ihe sludenl should plan to spend 18 
months in study 10 complete Ihe program. 
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