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Montcalm Community College exist
to provide educational services. Feel free
to ask questions and make comments.
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Dr, Clifford J, Bedore, Ji.

FOREWORD

Mo_ntcalm.Community College exists to provide opportunities for people
in its serwce.area to adiance their pursuit of post-secondary education,
The catgiog is a general tool. The purpose of a college catalog is to be.
helpful- in planning use of the services of the college. Assuming that each
poten-tial user_of services is unigue, there may be gther information needed
that is not in the catalog. Montcalm Community Callege encourages
questions and comments about its activities in order to improve its
response to needed services. Your input can help make a good institution

gven bett_er,
Sincerely,

./ Clifford J. Bedote, Jr.
President
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CENERAL INFORMATION

Historicol Review

As the result of the efforts of a group of concerned citizens, the Montcalm Community
College idea passed through the study stages and became 2 reality by means of an election
held March 2, 1965, The newly-elecied Board of Trustees, provided with a one mill tax
levy and a will to confront the task, selected a president and a business manager who
pegan their official work in August of 1965. The processes of selection of a site and an
architect were completed in early fall of 1965. Construction bids for the first building
were opened in September of 1966 and the first buildings were dedicated September 26,
1967.

in order to emphasize the strong community cammitment 1o vocational education, the
third professional 1o join the Montcalm Community Gollege staff on February 1, 1966,
was a Dean of Vocaticnal/Technical Studies. The first full-time programs of Montcalm
Community College were vocational programs which started on August 29, 1986, By late
fall of 1967, all of these programs were housed on campus.

The Liberal Arts, or academic aspect of the college, vas started by offering several
courses in the fall of 1966 at the Central Montcalm High School. ln the fall of 1967, the
college transfer and general education programs: were also housad on the campus. During
the ensuing years the quality of these programs fas been proven by the suecess of the

students who have transferred to baccalaureate institutions.

in August, 1966, a Director of Learning Resources began assembiing materials for a
comprehensive study center for Montcair Community College.

On Jufy 1, 1967, with the arrival of the first Dean of Students, the formal counseling,
admissions, and registration program began. Student activities such as student newspaper,
choir, student governmant and interschalastic athletics began during the fail semester of
the 1967-68 academic year.

Because of the recognized role of community involvement in a community coliege and
the pressing priorities demanded of other administrators, on February 1, 1969, the
position Director of Community Services was filied. This division assumed responsibility
jor coordinating needs of varipus groups from the community and the resources of the
coblege. The results have been adult education courses, non-credit courses, short courses,
conferences, and cultural activities. The development of off-campus teaching centers has
been another direct result of efforis by Community Services. The community service
activities are now directed hy the Dean of Student and Community Services.

The college staff, Board of Trustees, and citizens of Montcalm Community College
District will strive to maintain the college as an institution dadicated to the service and
wetl-being of the community it serves. ’




e e Bl S

2 General laformation

The Educational Plon

Mission: The primary mission of Mantcalm Commusity College is to meet the
educational needs of its post-secondary constituents.

EDUCATIONAL OBJECTIVES
Montcalra Community College subscribes fuily to the following institutional cbiectives:

1. To provide vocational and technical study leading t¢ occupational competence at the
semi-professional and skitled levels; also ta assist in upgrading the skilts of unempioyed
persons.

2. To provide academic study at the freshman and sophomore levels transferable 1o
senior institutions and acceptable toward a baccalaureate degree.

3. To provide assistance for all students through social, vocational, and educational
counseling and guidance. .

4. To provide general education for those who study primearily to become more
knowledgeable about their cultural, social and scientific environment.

5. To provide adult and continuing education, both through the regular curricuium and
through stucly designed to meet specific objectives. :

8. To provide a center for community service through exhibiis, fectures, concerts, and
similar cultural activities; also, to provide facilities in which community groups may
carry on similar projects.

7. Through an organized program of student activities, to provide for growth in social
skills and the development of responsible community citizenship.

Being aware that the above objectives describe a comprehensive community college, the
staff and trustees of Montcalm Community College are utilizing them as guidelines in the
develapment of this college.

However, to describe the objectives of Mantcalm Community College solely in such

general terms is stating only one aspect of the goals. The important purposes are better

flefined in terms of the people who wiil participate in the educational program, the
instructors and students—the comemunity learners mentioned above. Only to the extent
that the educational needs of -students are met wil] the objectives of Montcaim
Camrmunity Coellege be realized. '

In establishing the programs, certain assumptions have been madle regarding these needs:

1. ?tlclieast 50% of the student body will request programs in the vocational/technical
ields.

2. At least 10% of the enrolled students will successfully transfer to senior institutions to
compiete work on a baccalaureate dsgree, and some of these will be in technical
programs at Montealm Community College.

3. All students—youth and adult, academic and vocational/technical, transfer and
non-transfgr-will expect to understand a great deal about today’s complex society
after completing study at this institution.

4. All students will anticipate a quality collegiate program of studies—including skillful
teaching, opportunities for creative thinking, and the challenge to become self-directive
in their academic life.

5, Each student at Montcalm Community College expects that the chief outcome of his
educational expsrience at this institution will be the skifl, mental awareness, and
persistent desire to Becomes a lifetime iearner.

R . e AT
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Both the institution and parsenal objectives stated above have become a mandate to those
in whom the responsibility for the development of this college has been vested, These will
consistently form the master guidelines against which decisions regarding the program of
studies, building design, and provisions for student life are measured,

ACCREDITATION
Montcalm Community College holds full accreditation with North Central Association.

Almost from the moment the Tisst president began his work with Montcalm Community
College, the institution aggressively followed the prescribed steps which led to
accreditation under the North Central Association of Colleges and Secondary Schools. By
jate 1265, the Association had appointed Dr. Daryl Pendergraft of the State University of
Northern lowa as the Cansultant/Examiner for this college.

To expedite the transfer of Montealm Community Coilege students to four-year
institutions during the normal period of five or mare years befare accreditation, Michigan
public and private colleges and universities assured—in writing—the accepiance of
academic credits at full value for which a grade of “C" or better has been earned at
Mantealm Community College.

While technical and vocational courses were designed primarity to promote accupational
competency for students enrolled in the programs, certain state universities agreed to
appraise these Montcalm Community College credits for possible transfer where they are
appropriate to a student's program,

Montcalm Community College was awarded status as a Candidate for Accreditation by
the North Central Association in April of 1969, in the minimum time possible. An
extensive self-study was then prepared and submitted te NCA for evaluation. In
December of 1973, a four-person evaluating team visited the MCC campus and in Mareh,
1974, representatives from Montcalm Community Coliege appeared hefore a committee
of the NCA Commission on Institutions of Higher Education. Shortly, thereafter, MCC
was awarded full accreditation by NCA.

Montealm Community College holds full membership in the North Central Association of
Colleges and Secondary Schools, the American Assaciation of Community and Junior
Colleges, the North Central Council of Community and Junior Colieges, the Michigan
Community College Association, the Association of Community College Trustees, and the
Association of Governing Boards,

EDUCATIONAL PHILOSOPHY

Mantcalm Cemmunity Callege has @ basic educational philosophy of which the student

¢hould be aware. The college is committed to the fallowing premisss:

1. That setting personal goals is a jifelong process, and success in life often depends upen
fulfilling those goals which one has set for himnself. Also, that gozl-setting Is ofien a
shaping and re-shaping process in which the student is an active participant who must
find a greater awareness of himself in society. Further, that while the short time spent
at,Montcalm Community College does not fulfill many \ifetime goals, the daily close

contact between instructor and learner helps establish goals and plan how o achieve

them.
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2. That all educational pursuits are of equal dignity. As Governor George Romney
remarked at the Montcalm Community College groundbreaking ceremonies on
ﬁ:p‘;en}})glr_'h%, ;!IQBG,f“AII work is good, whether it is done with the head or the

nds, e college foresees that its student body wi ivi
between the academic and vocational/technical divisi\gns :Ldb:n:iit):?:attezcleIs»;r‘:?flzvrll?:l'?
level uf‘ apcomplishment in both. Further, it is believed that a person whose major
emphasis fies in one division would benefit from educational experiences in the other.

That IGeneFai Education, as presented by Montcalm Coemmunity College and described
Ie_xter in this catalog, is an effective means of providing for knowledgeable citizenship
through the understanding of our physical, social and cultural world. Further, that the
General Education approach is also effective in providing the basic ground'worl( for
upper division collegiate study after transfer to senier institutions,

. That stimulating, exciting and challenging'teaching is vital to learning.

.That. instrutftipn at Montecalm Community College must péovide the basis for
contintous lifeleng learning, -

. That high standards of moral and spiri
spirituai character are an essenti i
ersoral woll-beie, sential attribute for

The MCC Activities Building, completed in summer, 1976

. A TP o
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Instructional Focilities

The 1967-68 academic year became the era of transition from teaching in rented or
horrowed facilities to full scale on-campus operations in buildings designed especially for
Montcalm Community Coflege. During the year, students and instructors began using
what are now named Instruction East, Vocational/Technical Building, and the
Library/Administration  Building. The Heating Plant/Service Building was also
functioning. :

The upper level of the Library/Administration Building is the cantral study area and
Library. The lower level houses administration offices.

In addition to regular classrooms, Instruction East features three demanstration/lecture
rcoms for the sciences, each adjacent to a well equipped laboratory; a business secretarial
wing with laboratories for businass machines and shorthand transition; the practical
nursing labaratory and ¢lassrooms, and the art room,,

Instruction West was first used in August, 1963 In addition to a number of regular
classraoms, it includes two lecture demonstration auditariums with seating for 100 and
135 persons, a small group seminar raom, and a speed-reading laboratary.

Early planning for instructional facilities at Montealm Community College provided for a
building which would accommodate bath technical degree and vocational programs of
study. However, facilities for a number of the classroom-otiented occupational
studies—practical nursing, business educatien, drafting—were integrated into Instruction
East. During the 1966-67 year it became obvious that there was a rapidly growing need
for instructional space for the industrial/mechanical skilis. Cansequently, planning began
in January, 1967, for the Vocatienal/Technical Building which was ready for use by
automotive mechanics, welding, industrial technology and apprenticeship beginning in
January, 1968. The 1971 addition doubled the floor space permitting space for aircraft
mechanics and a residential construction laboratory.

The Barn Theatre has been developed for drama activities of campus and community
groups. Several miles of nature 1rails have been developed for nature study.

The most recent addition to the MCC campus is the Activities Building, completed late
summer, 1976. This building was designed to provide space Tor large assemblies such as
commencement exercises and indoor athletics. 1t provides space for physicel education
classes, music instruction, swimming, and other recreation, dining areas, pius student
organization offices and lounge, Also included in this building project were outdoor
tennis ceurts and a saftball diamond,
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Rdmission to the College

Applicants shall passess a high school diploma or, if over the age of 18 years, shall submit

to an educational eguivalency examination as preseribed by the Dean of Student and
Community Services.

Exceptions to the above, in keeping with the “Open Door Policy” of Montcalm

Community College, may be made at the discretion of the Dean of Student and
Comrmunity Services,

ADMISSIONS PROCEDURE

The following procedure is foliowed by all students enrolling for the first time at
Montealm Community College.

1. Submit an applicatioh [available gt your high school office or the cotlege Admissions
{ffice). Include a check for the $5 admission fee.

2. Request that your high school office forward one copy of your transcript of grades
and standardized test results to the Admissions Office.

3. The American Coliege Test {ACT) is recommended but not required cf students

e'ntering the college. Students who anticipate later transferring to four-year institutions

should continue to register Tor the ACT.

Students transferring from other post-secondary schools should also have a transeript

of college work sent to the Registrar. '

Ly
b

Students making last-minute pfans to attend Montcalm Community Caollege may enroff on
a tentative basls. |t will not be possible, however, to grant official credit for courses
completed unless all admissions requirements are met.

POLICY AGAINST DISCRIMINATION

It is the policy of Montcalm Community College that no person shall, on the basis of sex,
race, religion, color, national origin, or age, be excluded from participation in, be denied
the benefits of, ar be subjected to discrimination in any of its programs, activities, or in
employment.

Mrs. Lois Springsteen is the college EEQ Officer/Title X Coordinator. Her office is
located in the Library/Administration Building — telephone (517} 328-2111, extension
220,

R i e o LR
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Expenses

The Trustees of Montcaim Community College sincerely desire to keep the cost of
attending this institution as low as possibie for the student. However, tuition charges are a
direct reflection of the present economy, and the costs of operating a coliege are like the
aconomy--changing rather rapidly-

if a tuition change becomes necessary for the foilowing academic year, ail present
students and new 1977-78 applicants will be notified.

RESIDENCY POLICY

Determination of residency status is goverred by the following:

1. Residence within the confines of the Montcalm Community College District for a
period of six consecutive months prior io the last day of registration for any term wiil
be considered evidence of district residence.

2. Residence within the confines of the State of Michigan for a period of six consecutive
months prior to the last day of registration for any term will be considered evidence of
State residence.

3. The residence of any unmarried student under 18 years of age shall be determined by
the residency of hisfher parentis) or legal guardianis) if the student resides with the
legal guardian.

4. Students previousiy registered as a nan-resident may change to district resident staius

upon satisfying the conditions of this policy.

5. A person in the military service of the United States and the spouse or minor children
shall be considered Michigan or district residents as appropriate.

. The residence of a resident alien shail be determined in the same manner as & United
States resident.

7. Initial residency and change of status will be determined by the person charged with
the responsibility for registration.

It is the student's responsibiiity to notify the Records Office prior to completion of
registration for any semester of any change in residence that would affect the residence
clagsification. The burden of proof rests with the student. Formal leases, purchase
agreements, verifiable rent receipts, drivers license or other verifiable documents may be
presented to the Coilege as evidence that one has officially adopted a domicile within the
boundaries of the Montcalm Communizy College District (or State) and has continuously
maintained such residence for a period of not less than six months prior to registration
for any semesier.

Students'who wish to appéai the status decision may request a review by writing to the
Montcalm Community College Business Office.
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TUITION

Resident of Montcalm GCommunity College District
Michigan Non-Resident Siudents

%13 per credit hour
$19 per credit hour

Qui-of-State Students $30 per credit hour
FEES .

Application for Admission (paid only once) ' $5
Ciass Fee $2 per crediy hour
Late Registration 35

(Tuition charges) for college credit apprenticeship programs shall be made in accordance
with the residency requirements for all other students.

Non-credit course fees shall be established and assessed for each course,

PAYMENT OF TUITION AND FEES

1. Tuition and fees are due and payable in full on the day of registration.

2. Students unable to pay the tuition and fees should consult the Business Office con-
cerning & Joan no less than three weeks prior to the enrollment date.

3. No other credit arrangements can be made through the college.

TUITION REFUNDS FOR ON-CAMPUS CLASSES

1. Refunds for students over 18 years of age wifl be made payable to the student and
mailed to the address given by him/her, except in paragraph two {2) below,

2. Studenis under special scholarship and/or loan programs administered by Montcalm
Community Coilege will receive no refund; the refund will be returned to the donor,
Those scholarships given directly to the student and not administered by the college
will be refunded as in paragraph one {1} above.

Tuition is 100% refundable during the enrcliment period. The end of the enrollment
periad will be designated by the Hegistrar on the schedule for each academic sassion and
shall coincide with the end of the drop and add period. '

TUITION REFUNDS FOR OFF-CAMPUS CLASSES
Ne refunds after first night of classes.

FEES ARE NOT REFUNDABLE.

General Information 9
Acodemic Regulations

Certain academic policies, regulations and practices prevail at Montcalm Cammunity
College. These provide the basic framewark within which a student’s achievement and
academlc status are expressed. Their appearance here is to be interpreted as official policy
of the College enabling the community of jearning to function,

SEMESTER SYSTEM

Montcalm Community College operates on the basis of two semesters per year. The first
semester begins right after Labor Day and is completed prior ta Christmas. The second
semester opens in early January and ends about mid-May. Six and eight-week summer
sehool sessions are usually offered by the college.

CLASSIFICATION OF STUDENTS

FRESHMAN - A student who has completed fess that twenty-five semester hours of
study,

SOPHOMORE - A student who has sucessfully completed at least twenty-five semester
hours of study but who has not yet qualified for an Associate Degree or a certificate.
EULL-TIME - By leaal definition, one who carries twelve oy more semester hours of
study. However, the student must bear in mind the number of credit hours required for

“an Associate Degree and his/her common desire to graduate after four semesters of study,

PART-TIME - A student carrying less than twelve semester hotirs.

GRADUATION REQUIREMENTS

Students working toward a certificate or diploma in a vocational/technical field must
complete all established requirements for the award, including at least a 5.00 grade point
average on a 12.00 point scale.

Those pursuing an Associate Degree must complete not anly the required semester
credits, but also the proper sequence of courses as herein presented, with an overall 5.00
grade peint average. :

Trapsfer students who have earned credits at other institutions of higher education may
request that these crediis be applied toward an Associate Degree at Montealm
Community College. However, 24 credits of the total presented for graduation must be
earned at Montcaim Community College, and the student must be enrolled at this
institution during the final semester before receiving his/her degree.

SELECTION OF PROGRAM QF STUDY

Selection of a student’s praogram of study takes place at the admission counseling
interview prior to registration and/or the start of classes. During the counseling interview
the student will be advised of specific course requirements necessary for completion of
hisfher progeam.

Exceptions to specific program requirements will be made only by the Dean of the
appropriate division of the college or the Dean of Student and Community Services
and/or his/her designated representative. Exceptions must be authorized in writing,

TR
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CLASS ATTENDANCE

The faculty and administration of MCC encourages students to attend all classes in which
they are registered. Absence from classes shall, in no way, relieve the student from
cempletion of assigned work,

T.he matter of regular class attendance shall be resclved between each instructor and
hisfher students. When absences are anticipated, advance arrangements should be mads
for completion of work,

VETERANS

Montcalm Cemmunity College has besn approved for study under the “G.1. Bill” by the
Veterans Administration.

Applic;.ations for entitlement to G.1. Biill benefits and information regarding study for
ex-servicemen and women at Montcalm Community College are available at the
- Student Services Office.

GRADING SYSTEM

Academic achievement wifl be appraised and recorded by means of the following system
of letter grades:

_ Grade Honor Point Value
At 12
A ‘ 11
A- : 10
B+ . g
B 8
B- 7
Cr B
Cc 5
C- 4
D+ 3
o 2
D- 1
E Failure 0
W Withdrew while passing 0
F Withdrew while failing 0
| Incomplete

v Audit

N Preceding a grade indicates credit s not
recommended for transfer-terminal credit
only

S Satisfactory ({Granted in Community

. Education caurses only.)
Audit applies to the situation where a person pays tuition far a course but is not required
to complete assigniments or examinations. -

e o mm—— S
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iINCOMPLETE GRADES

The | grade will be empioyed sparingly. It will be awarded in the case where a student has

found it impossible to complete required course work by the claose of a semester far

reasons beyond his/her control, It is an indication by the instructor of his belief that the
student will receive a passing grade when the requirements have been fulfilled. The
following procedure is observed:

1. An “I” mark shall be entered on the record when & course of study is incomplete at
the termination of the scheduled semester.

2. An “I* mark shall remain without alteration indefinitely or until such time as the
requirements of the course are satisfied and warranted in wiriting by the instructor to
the Registrar.

3. An “I*' mark shal! not be averaged with other grades to gstabiish a grade point average
(GPA).

HONORS

Each semester a Dean’s Honor List will include those students enrolled for at least 12
semester hours and who have no “incompletes” recorded for that semester. Students on
this list will have attained a Grade Point Average from 9.0C through 5.99.

_The President’s Honor List will include those students who fulfitl the above requirements

and whose GPA for that semester is 10.00 or higher and meet the sbove conditions, .

The Dean’s Scholars will include onty those students who have a cumulative GPA from
9.00 through 9.99 and have completed at least 24 semester hours and having na
Lncompletes for thelr total period of enrofiment, The President’s Scholars will be those
students with a cumulative GPA aof 10.00 or higher and who meet the above conditions.

ACADEMIC PROBATION AND DISMISSAL

Al students attending Mantcalm Community College will be subject t¢ the following

grade point reguiations:

1, Students who attain less than a 1.00 Grade Point Average {D- average) for their first 15
hours at Montcalm Community College will be dismissed. Dismissed students may
refer to item 5 below,

7 Students who attain less than a 4.00 Grade Point Average. (G- average) at the end of
their first enrollment period will be placed on academic probation.

3. Returning students who maintain less than a 5.00 cumulative Grade Point Average (C-
average) will be placed on academic probation. .

4. Students on probation who achieve less than a 5.00 Grade Point Average will be
dismissed. Dismissed students may refer to the item below. )

E. Students who have been dismissed may accept the dismissal or appeal to the Dean of
Student and Community Services for special consideration.

6. Students dismissed for academic reasons either from Montealm Community College or
any other college, may be required to wait for a full semester before re-entering the
college.

7. Students transferring into Montcalm Community College shail be subject to all
reguiations stated above from the beginning of their enrollment.
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DROPPING/ADDING CLASSES

In arder 1o officially drop/add a class or classes, students must follow this procedure:

1. Stu.clexa_ts must get a Drop/Add form from the Registrar. This form may be cbtainad
beginning with the first day of classes.

2. After the student has properly filled out the Drop/Add form, the student wil} take the -

form ta the instructor of the class he/she wishes to drop/add for signature and return
the farm to the Registrar,

3. It is important to officially drop/add in order that you recsive proper course credit,

4, The dates of the drop/add period for each academic session are listed in the class
s:fhedu[e. After the close of the drop/add period, no more classes may be added. To
discontinue a class the withdrawal procedure must be followed.

WITHDRAWAL PROCEDURE

Students who wish to discontinue a class after the close of the drop/add period must

follow this procedure:

1. To initiate vyithdrawaf from a class the student must obtain a withdrawal form from
jche counseling office, fill in the required information and present the form to the
instructor prior to the final day of class.

2, To .honer the reques't the instructor witl sign, date and return a copy to the student,
mdlcate_ the grade with a W or F and present the completed form to the registrar prior
1o the final day for grades,

3. No refund of tuition is granted for withdrawal.

STUDENT RIGHTS REGARDING RECORDS

Students have the right to challenge the content of their records at any time. The college
may not release personally identifiable records ar files of students without their written
consent other than to other school officials, schools of transfer, compirolier general
sacretary of HEW, etc., financial aid offices or under court order.
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Student Life

The academic and social atmosphere in which a student Jives, works and plays is a vital
part of the college experience.

Students, as citizens in the college community, find that & large measure of the
management of student affairs is in their own hands. The student body elects
representatives to the Student Senate and students actively participate in the maintenance
of the discipline that is essential in an academic community, and share in the foundation
of other MCC palicies.

ORGANIZATIONS

“The following -extracurricular activities are normally available to interested students, It is
common for new groups and organizations 1o be formed each year, and for some fo
become inaciive, depending upon current student interest.

Archery Chair Stage Band
Bridge Club Drama Student Senate
Art Club Intramurals Veterans Club

Chaerleading Ski Club

STUDENT CODE - -
Within the fimitations which govern an ordered community, the college accords student

freedom of inguiry, expression and action. Freedom is not to be interpreted as license,
for a corallary of freedom is responsibility.

* Citizenship in the Mantcalm Community College plan involves respect for the dignity and

rights of each individual, respact for public and personal property, and personal academic
honesty. Since regulations are necessary in any community, guidelines have been
established in the form of a Student Code which accords students the greatest possible
freedom consistent with the welfare of fellow students and of the institution, Violation
of the Code may result in dismissal fram the college.

|
%
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Services for Students and Cammunity

SERVICES FOR STUDENTS
AND COMMUNITY

Finoncial Rid -

The financial zid policy of Mantcalm Cc:ummuni‘ﬁ;r College reflects the desire of the college

for a student body of the highest i i
3§ possible promise. No student should fail to apply f
admission to the coilege because of financial considerations, PR

In general, the college attempts to aid students with the most need first, recognizing both
the negd§ and resources of MCC and the needs of the individual apg;iicaht Montealm
Comrr{umty College is a member of the Colfege Scholarship Service Ass;embiy and
sub.scnbes to the principles of financial aid of the organization. Before any financial
assistance can be given to a student, a Confidential Statement must be filled ouit and sent
to the Cotlege Scholarship Service so a needs analysis can be determined.

Mcc bel'le_ves ir.1 the self-help concept in financing the college education and assumes
every famaiy will make all reasonable sacrifices in financing their son's or daughier’s
education before applying to the college for assistance. The college awards the package

form of financial aid, usuall ini i i }
, vy combining scholarships with grants, job
meet each student’s need, P ’ + Job andfor loans to

BASIC GRANT PROGRAM

The Ba_sic Grant »Program is one of the major new programs authaorized by the Higher
Educat_lon Amendments of 1972, The intent of this program is that every eligible student
be_ entitled to Federal Grant assistance as a matier of right. To determine eligibility for
this program, the student must fill out an Application for Determination of Basic Grant

Eligibility. This form is readily available at colle i blic librari
ges, high schools, publ
some other pubiic offices. ’ paplic ffbraries and

SQPPLEMENTAL EDUCATIONAL OPPORTUNITY GRANTS

This Federal program of assistance is intended for students “wha for lack of financiai
- means of their own or of their families, would be unable to obtain such benefits without
such a grant.’” These grants must be matched with assistance of an equal amount in.a
paciage which may include other grants, loans or college-sponsored employment.

Services for Students and Community 15

WORK/STUDY

Priority in making this Federal prcgram's‘award is given to those students having
“greatest financial need.” A number of on-campus and off-campus jobs are available to
students enrolled and carrying at least six credit haurs.

LOANS ‘ :

The coliege has besn approved by the Michigan Higher Educatianal Assistance Authority
for participation in the financial aids program sponsored by the Michigan Legislature,
Through this program, leans to individuals for higher education purposes are guaranteed
by the legislature which pays the interest charges during the time of college attendance.
Seyeral Jocal Montcalm area banks are participants in the Authority and application for
the MHEAA loans should be made directly with them, High school counselors and the
Montealm Community College Financial Aid Officer have information regarding member
banks.

In addition, the college is under the loan provisions of the National Direct Student Loan
program. The National Direct Student Loan is a continuation of the Mational Defense
Student Loan Program authorized by Title Lf of the National Defense Act of 1958, To be
eligibie for this loan, a student must demonstrate financial need through the college
scholarship service and carry at least six credit hours,

BOARD OF TRUSTEES SCHOLARSHIPS AND ASSISTANTSHIPS

1. A minimum of two full-tuition and fees schoiarships and one per each fifty graduates
or fraction thereof over 100 are awarded per area high schoal to students who have
demonsirated outstanding academic and citizenship ability during their high school
vears. -

2. Two full-tuition and fees scholarships, one to a student pursuing a vocational
curriculum and one to a student pursding an academic program, are presented to
students from each of seven area high schools.

3. One full-tuition and fees Basic Education Scholarship per area high school is awarded
to students having a less than satisfactory academic record and desire to attempt
college level work.

4. Twenty full-tuition athletic scholarships are awarded to students of the area high
schools; ne more than ten of which shali be for students of either sex.

5. Two full-tuition and fees Adult High School Scholarships are awarded to students in
each of the high schools in the Montealm Community College District having a high
school completion program for adults. The Scholatship is for seven semester credit
hours to be used the following school year. Scholarship recipients are selected by
the Area High Schoo! Community Education Directot.

6. Seven full-tuition Performing Arts-Music Schotarships are awarded to students of the

area high schoals.

. “Ten full-tuition Assistantships are awarded to resident, full-time students.

. Thirty full-tuition Instructional Schalarships are awarded 1o full-time resident MCC

students.
9. Persons who are residents of the MCC district, and who are sixty years of age or older,

may enroll in college credit classes without paying any tuition. Only the minimal fees
will be charged.

o~
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#?CM/-‘_\I%AND MICHIGAN COMPETITIVE SCHOLARSHIPS
. The Michigan Higher Educational Assistance Authorit i
! r Ed i5 y program zlso prevides fora pro
of s.cflola.rshlpls (_I’\Illc.hlgan Competitive} for which the college has been degargtr:]an;
;naﬂartu:lplatmg lnstltu_tlon. Students taking the qualifying examination may designate
ontcalm Community College as the institution at which their scholarships will be used

Sarvices for Students and Community 17

Student Development and
Community Services

A nember of tocal scholarshi The college student development services are designed to aid students and community

e 5 . . H H ieti 1 i i i i

Qo not recire » Cont el p5 taa;:moefrf:r:dbea{:h ;:_oliege year. Some- of th.ese scholarships members in planning realistic coristructive lives. Community services are based upon the

inquire about these scholarships Grou;)s (:hc;r:'v'::e' CO:}'aC’IE th? e e arice 0 B s soprtun il o otk from ane cemmen o1

. ing particular interest in helpin idi it i

students attend Montcalro Community College include: ping =T providing the epRoTiuMEEs doscrtbet el
Alyce Ann Beckmeyer Scholarship
Alvin M. Bentley Foundation
Farm Bureau

i ———t e

Fertis Township Scholarship COUNSELING

Gr i i i

Grzgz::::z zﬁder:’monfoé\!\!omen The counseling staff looks torward to discussing with students the wide range of
amoey of Lommerce ' questions that probe ail their fives: guestions that tend to tiit life for us socially, -

Greenville Lions Club

Greenville Junior Chamber of Commerce
Qre-ida Foods, Inc.

Sidney Sportsmen’s Club ‘
Southside Child Study Club ;
Stan and Marion Kemp Scholarship :

personally or academically, Counselors are available for personal counseling and it is best
to schedule an appointment.

Stanton American Legion PROGRAM ADVISEMENT -
United Memorial Hospitat Guild ) ] _Students may plan each semester’s program with the assistance of the caunseling staff,
VEW Lester J. Sitts Post 5065 and however, each student should become familiar with his/her curriculum requirements.
Auxiliary Academic Scholarship Students planning to transfer should review the graduation requirements, not only of
' Montcalm Community College but also of their intended transfer institution, Students are
Many new local scholarships are made available each year, encouraged to discuss their program and occupational/educationat goals with the
I A o ) counseling staff and members of the college faculty, '

CAREER INFORMATION, LIBRARY, AND TESTING

Montcalm Community College recognizes the fact that the people who wish 1o continue
thelr aducation may have questions abaut their abilities or about the educational or
occupational avenues open to them. In response 1o this need the college makaes available a
variety of testing instruments, @ well-stocked career information library, and the
assistance of trained counselors, )

STUDENT DEVELOPMENT CLASSES

Classes emphasizing self-awareness and personal growth are offered. The current offerings
are SD100 Human Potential and $0110 Career Planning, Course descriptions are given on
page 70.

! TUTORING ‘

§ Tutoring is available for students who, for a variety of reasons, find themselves in need of
supplemental assistance. Veterans should also keep in mind that their G.t. Bill benefits
will allow tutaring in addition to their regular financial entitlements, Students may
contact a counselor about these services or may be referred by an instructor.

Photo - Greenville Daijly News




8 Services for Students and Community

PLACEMENT

Students interested in finding employment should register in the Office of Student
Sarvices. We maintain 2 file of career placement information and a list of alf students who
are seeking either part-time or full-time employment. ’

A library of college catalogs is maintained in the Office of Student Services to assist
students In planning proper transfer to four-year institutions. Qur counseling staff will
also assist In the planning of transfers to other coileges or training schools,

SHORT COURSES AND CULTURAL ACTIVITIES

Short courses, confersnces, workshops, cultural enrichment activities, exhibits and a
community chorus are offered by Montcalm Community Callege, Other activities include
seryices to senior citizens, C,E.T.A. training, and Haison with community agencies and
organizations,

CAMPUS TOURS AND THE USE OF COLLEGE FACILITIES

Campus wurs and the use of college facilities are encouraged. These activities are
scheduled through the Office of Student and Community Services,

Use of the Activities Buiiding is scheduled through the Directer of Special Programs.

Services for Students and Community 19

Consumer Education Program

The Consumer Education Program is designed for persens with special needs, lts main
thrust is to provide information for persons regarding “life-living’* skiils, The program
presents ideas, theories and practical sxperiences for the consumer in the marketplace.

Consumer Education utilizes the community as its [aboratory, and sessions are geared to
the individual and the environment he/she lives in, Persons in the program are expectad to
reflect upon past experiences in the marketplace and 1o evaluate them in the light of
present knowledge and behaviors of consumers.

Broadcast and prini media serve as the textbook for the individual in this program, All
materials are designed to fill relevant needs of the participants and participant input is
mast important in the planning of the consumer sessions. .

INFORMATION AND REFERRAL

The information and referral service is an important part of the Consumer Education
Program. A vertical file of current consumer information has been established as well as
an area agency directory. The materials that have been developed are available for public
use and this service is free for the asking.

NEWSLETTER

The Consumer Education Program publishes and distributes a monthly newsletter. This
newsletter cantains information from many sources, as well as local announcements
concerning the community. This publication is available to persons participating in the
Cansumer Education Program as well as other individuals who may request it
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Learning Resources Center

I ——

v The l.earning Resources Center is the central study and research area of the college. The
collection of books and other materials was started in 1966. At the present time, the
materials collection includes 19,000 veiumes of boeoks, mare than 200 periedicals, a
number of national and local newspapers, back issues of needed journals on microfilm
and several hundred disc and tape recordings. '

Physical facilities provide for individual study carrels, group seating, conference rooms for
both group and individual study, and a microfilm viewing room.

It should be noted that the use of the materials and facilities is not limited to only
students and staff of the college, but that area residents are also encouraged to make use
of what the Learning Resources Center has to offer.

College Opportunity - Prison Extension

Mary MCC students do nat attend classes on the Sidney campus. These are “full-fledged”’
college students, but they temporarily reside within the walls of two state prisans in
lania.-Currently COPE students made up nearly one third of the total college enrallment.

Recognizing these men as potential students, MCC began offering credit courses in the
Michigan Reformatory in 1968. Since that early beginning the prison pregram has grown
o include hurdreds of COPE students served by a full-time staif which provides program
coordination, academic and placement gounseling, and library assistance.

Regular college facuity and part-time teachers from atrea institutions currently staff over
130 classes per year at the Reformatory and the medium security Michigan Training Unit.
The COPE schedule of courses enables students to pursue an Associate Degree or one of
several vocational/technical degrees or certificates.

The goal of the COPE staff is 1o live up to the meaning implied in the acronym, o help
these men cope with the difficult futures they face.
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INSTRUCTIONAL
INFORMATION

Montcalm Community College programs offer several alternatives. _

1. Two years of study which are transferabie to fouryear colleges and continued study
toward a bachelors degree. _ -

2, Specialized carger training which provides for immediate enwy into a specific
occupation. Credits earned in two-yeas occupational programs are transferable to some
college four-year degree programs.

3. Courses for personal enrichiment and career development.

G@ner&! Education

A group of inter-disciplinary general education courses provide insight into the areas of
communication, natural science, social science, and the humanities. MCC expects thatlali
graduates in degree Programs he proficient in these areas. This general education
requirernent will better equip graduates to be intelligent citizens of a complex world, to
continue learning heyond completion of the degree, and ta procesd through advanced
study toward additional degrees,

Degrees Offered

Associote in Arts ond Sciences

The following courses are required for all students pursuing the Degree of Associate in
Arts and Sciences:

Credit
Course Title Course No. Semesters Hours
Freshenan English 1 and Ui LA100-101 2 _ g
*Bjological and Physical Science NS100-101 2 :
Social Science | and L §5100-101 i :
Humanities | and &l +iU200-201 z s
Contemporary Problems 55200-201 2
Total General Education Credits

*Srudents with significant science packgrounds may take alternate science courses. See the counselor
concerning the science requirements for your prograri.

- emermpp et 4 S o A T e R T Ty
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In addition to the above required general education courses, the student may complete
the degree requirements of twenty-gight additional hours by selecting elective courses -

from the academic or vocational/technical areas. Sixty (60} semester credit hours are
required for graduation.

Associote in Applied Arts ond Sciences

The Degree of Associate in Applied Arts & Sciences differs fram the Associate in Arts &
Sciences in two major ways:

1. Fewer general education courses are required.

2. Program requirements are clearly defined and total minimum credit hours vary with
the program.

General Education Requirements

Credit

Course Title ' Course No. Semesters Hours
Frashman English | and 11 LA100-101 2 6
*Social Science | and 1} $5100-101 2 8
Contemporacy Problems §52060 1 1
Minimum General Education Credit Hours 15

*Student may elect to substitute one of the following for SS100: NST10Q or 101, HU200 or 207.

To comgplete the requirements, the student must follow the prescribed curricula for the
program selegted. Minimum credit hours for graduation vary with each curricula and must
be strictly observed. The student should refer to curricuia outlined on the following
pages,

Associote in Generod Studies

This degree will provide students the opportunity to be directly involved in planning their
curriculum, by allowing them to choase courses which will meet their individual needs.
Dependent upon the courses selected, credits may or may not transfer to four-year
colleges or universities. The fulfiliment of course requirements for this degree must be
approved by the Dean of Student and Community Services.

Degree requirements include the following:

1. A total of sixty semester hours of credit in academic, vacationai/technical or
community education.

2. Fifteen hours of academic credit from at least three academic departments (LA, MA,
S5, NS or HU},
3. SS107 or 55240 (state requirement).




24 instructional Information

Progroms of study

The programs of study on the foliowing pages are the hasis for awarding of the Degree or
Certificate and should be carefully reviewed and undersiood.

Academic/Liberal Arts
Apprentice Training
Autemotive & Diesel Maintenance
Aviation Maintenance Technology
Business Education
Mid-Management
Secretarial Science

Practical Nursing
Residential Construction Technology
Welding Practices

Acodemic Liberol Arts

A broad Liberal Arts curriculum provides the opportunity to complete the equivalent of
two years of study toward a four-year cellege dagrea. In additicn to the humanities,
language arts, mathematics, natural science and social science, students wishing to
concentrate in human services, corrections, social services and education should meet
with a counseler to select the proper specialized courses, Students with aspiratiéns
toward a bachelors degree shouid discuss course selections with counselors to insure
maximum transfer of credits to a four-year collega.

Required Courses

LA100 3 55101 4
LA101 3 HU200 4
NS100 4 HU201 . 4
NS101 4 ' 5200 1
55100 4 $5201 1

' 2
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Apprentice Training

Admission into the apgrenticeship training program is gained by way of employment
and/or sponsorship by the employer and contingent upon the development of a training
agreement between the employer, employee and the United States fByreau of
Apprenticeship and Training. Montealm Caommunity Gollege coordinates the training pian
and provides the related instruction,

The semaster in apprentice related instruction is 17 weeks in length with the trainee
usually taking two 2-credit hour courses per semesier. A competency examination may
result in waiver of.a requived course. Official transcripts may also be used.

Entrance requirements are estabiished by the employer in accordance with existing BAT
standards. Continuation of the training program is contingent upon employment staius
and/or related instruction level of achievement,

Apprenticeship training is presently established for the Tool & Die Maker and Machinery
Repairman Trades. Other apprenticeship trades may be pursued praviding suitable
training plans are established. ’ '

RELATED llNSTRUCTlONAL COURSE OF STUDY
{Total Clock Hours - 672)

Clock Clock

© Courses Hours Courses - Hours
AP100~"  Machine Tool Operations ‘Theory 42 wAPt30 Metallurgy & Heat Treatment 36
AP105-106 Blueprint Reading 72 VAP‘!SS-‘] 38  Tool & Die Design {Sht. Metal) or
,.',A'P1 10-113 Shop Mathematics 138 yAP140-143 Tool & Die Design {Plas. Mold}.168
v’ﬁi’ﬂﬁ Swength of Mat. & Hydraulics 42 «~AP1456 Use of Machinist’s Handbook 42
n’f,NZO Shop Drawing 36 1AP150 Soeial Econamics 30
ZAP125 Welding Theory and Practices 48 YAP155 Safety & First Aid 18
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Automotive & Diesel Maintenance

{81 credit houts required)

The Automotive Maintenance Mechanics curriculurn provides for the development of the
skill and knowledge essential n the performance of the inspection, diagnosis, repair and
adjustments of automotive yehicles and diesel engines, A thoraugh understanding of the
technical principles of operation and maintenance procedures of the madern automobile,
its components and accessories is developed through classroom study and intensified live
laboratory experience. Includea in the pregram is a study of the diesel engine and its
special properties with the emphasis on maintenance, servicing, diagnosis and repair of
diesel component parts and accessories, Laberatory instruction is performed on modern.
equipment and live training units. Students are required to provide basic hand tools for
utilization in the iaboratory.

ASSOCIATE IN APPLIED ARTS & SCIENCE - The following colrses are required in
addition to the 15 hours of general education requirements on page 23.

FIRST YEAR
Cradit Credit
First Semester Hours  Second Semester Hours,
~ w~"AM130  Automotive and Diesel Engines, AM131 Automotive Fuel, Ignition and
Clutches and Manuat Transmissions 11 Emission Contrel Systems 11
. VE110 Shop Mathematics AM120 Automotive Chassis
~VE250 ° Basic Electricity 3 " Elegtrical Systems 3
17 VE253  Hydraulics & Fluid Power 3
17
SECOND YEAR
. Credit Cradit
Third Semester Haurs Fourth Semester Hours
w AM230 Automotive Chassis and AM235 Diesel Engines and Auxiliary
Aufomatic Transmissions 11 Systems 11

AM232  Pacis Managament
.Y.r'WE‘l 10 Related Welding Skills

2 AM233  Service Managemsent
3 AM231 Automotive Air Conditioning
16 Systems

pry
o)

pey
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Automotive & Diesel Mointenance
Mechanics

Two-Year Certificate of Achievement
{71 credit hours required)

FIRST YEAR
; Credit Credit
First Semester Hours Second Semester Hoturs
AM130 Autcmotive and Diesel Engines, AM131 Automotive Fuel, ignition and
Clutehes and Manual Transmissions 11 Emission Control Systems 11
VE11Q0 Shop Mathematics 3 AM120  Automotive Chassis and
VE2EQ Basic Electricity 3 Electricat Systems 3
. 17 , VE253 Hydraulics & Fluid Power 3
17
SECOND YEAR
Credit Cradit
Third Semaster Hours Fourth Semester Haurs
AM230 Automotive Chassis and Automatic . AM235 Diesel Engines and Auxiliary
Transmissions 11 Systems 11
AM232 Paris Management 2 AM233  Service Management 2
VE100 Vocaticnal Communications 3 . AM231 Automotive Air Conditioning
WE110 Related Welding Skilts 3 Systems 3
19 VE102  Technical Writing and Speaking __ 2
18
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Aviotion Maintenonce T;echnology

{89 credit hours required) &

The Awviation Maintenance Technician Program is designed to provide the skily and
knowledge necessary to meet the requirements for the Federal Aviation Administration
mechanics licenses with the Airframe and Powerplant {A-& P} Ratings. This 72-week
program of studies 15 structured to provide the required 1900 clock hours of classroom
and laboratory training in compliance with FAA regulations. Enroiiment in this program
is limited and selection of qualified students may be based upon academic record,
background of experience, andfar proficiency examination. The required courses are
presented here in a suggested schedule form and beginning students should follow this
schedule if possible. A certificate is awarded upon successfut completion of the program,
A mechanics license is awarded upon successful completion of FAA tests.

FIRST YEAR
First Semester Credit Second Semester Credit
Clacle Hrs. . Hours Cloek Hys, Hours
AV101 30 Introduction to Aviation 1 AV111 B0 Airrame Assem. & -
AV105 75 Basic Science 3 Rigging 3
AVi02 75 Airframe Nonmetat Struciures 3 AV112 150 Hydraulie & Pneumatic L : - . A
AV103 150 Adrframs Sheet Metal Structures 6 Systems 8 Aviation students studying the fuel feed system of a Jet engine.
AV104 60 Aircraft Welding 3 AV113 105 Alrfralt Electrical Systems 4
AV1168 45 Matarials & Processes | 2 AV114 120 Alreraft Instru. & Controls 5
AV117 B0 Materials & Processes li 2 AV315 75 Aircraft Fuet Systems 3
o5 20 Bi0 o 1 AVIATION MAINTENANCE TECHNOLOGY
SECOND YEAR :
Third Samester Credit Fourth Semester Credit
Clock Hrs. Hours Cloclk Hrs. Hours
AV201 120 Aircraft Reciproecating Eng. 5 AV208 45 Aircraft Drawing 2
AV202 75 Metal Processing 3 AV211 120 Alrcraft Recip. Eng. Ovhl. 5
AV203 120 Engine Electrical Systems 5 AV212 50 Aircraft Eng. ign. Systems 4
AV204 60 Engine Lubrication Systems 3 AV213 120 Eng. Fuel & {nduction Sys. 5
AV214 60 Turbine Engines 3
375 6 435 G
SECOND YEAR
Summer Semester (12 week session)
Credit
Ctoek Hrs. Haours
AVZ15. 90 Alrocraft Propellers 4
AVZ16 105 Aircraft Servicing 5"
AV217 45 Weight and Balance . 2
AV218 _ 30 FAA Review 2 N atn
710 13 -

Awiation studants working on a jet engine
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Business Education
Mid-Monagement
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Finance
(62 credit hours required}*

Job entry into the environment of business is continually requiring a higher level of

preparation. These curticulums are prepared ta’ provide the necessary qualifications far
entrance above the lowest managerial levels and for advancement to the highest
managerial levels, The student is provided with the necessary business skills as well as the ~
theoretical and practical applications of business and industrial management. This is an
Associate Degree program and it is possibie for the student to concentrate in the
foltowing areas: accounting, finance, manufacturing and retaiiing. it is important that a
student meet with a counselor to plan the proper sequences of courses for gach of the

above areas.

Credit

REQUIRED FINANCE COURSES Hours

BE135  Introduction to Business 3
BE201  Business Law 1 3
BEZ238 Money and Banking 3
BEZ52  Financial Principles 3
BE263  Principles of investiment 3
BE268  Crediss and Cotlections 3
18

“fr s Important that a student wishing to

REQUIRED COURSES FOR EACH CONCENTRATION

concentrate in the above area meet with his/her
counselor. These coursgs must be token in the

Gredit

BUSINESS ELECTIVES Hours
BEi00  Beginning Typing 13!
BE103  Beginning Shorthand 4}
BE240  Business Machines i4)

BE280  tntroduction 1o Electronic

Data Processing _i3)

10

A total of 10 credit hours are required from this
aroup.

GENERAL EDUCATIONE LECTIVES

Cradit Credit proper sequence.
) Hours Hours LAZ10  Speech (3)
BE115 Account!ng i LA10¢ Freshman English | 3 §5215  Principles of Economics {3)
BE116 Acc_ounrlng 1l 3 LA101  Freshman English I 3 55240  Political Science {3}
Eélé;go Business Math 4 5100  Social Science | 4 3
0  Business Law | 3 85101  Sociat Science 1| 4 eredi j i
BE237 Management ) 3 55200+  Contemporary Froblems ;;S;al of 3 credit hours are required from this
31 .
Accounting
{62 credit hours required}*®
Credit i
REQUIRED ACCOUNTING COURSES  tiours Treai
BE100 Beginning Typing 3 BE246  TFax Accounting 3 i
gggog Business Law 11 3+ BE250 Personnel Relations 3 anUfQCtU"ng :
1 Cost Accounting | 3 LA210  Speech 3 H H # -
ggglg (é‘.os.t Acc;:\:ﬂunt'jng ] 3 388215  Principles of Economics 3 (62 credit hours required) Credit Credit
usiness Machines 4.
§5220  General Psychology -——3%* REQUIRED MANUFACTURING COURSE Hours  BUSINESS ELECTIVES Hours
BE435 Introduction 1o Business 3 BE100 Beginning Typing ((3}
*ft Js important that & student wishing to concentrate in the above area meet with his/her counseior. BE23§  Production Management 3 BE103  Beginning Shorthand 4
These courses must ba taken in the pro, . ) BE250 Personnel Relations 3 BE240  Business Machines 4}
proper sequence. BE255 Purshasing 3 BE280 Introduction to Electronic
BE272  Industrial Relations 3 Data Processing _ 3
- BE278  Production and Quality Control 3 [
18

wit js important that a student wishing to comn-
centrate in the above area meel with hisiher
counselor. These courses must be taken in the
proper sequence.

A total of 10 credit hours are required from
this grougp.

GENERAL EDUCATION ELECTIVES

LA21Q3 Speech 3)
88215  Principles of Economics (3}
85240  Political Science {3}

-3

A total of 3 credit hours are required fram
this group.

g L TR T AT

PR
I




32  Instructional Information

Retailing

{65 credit hours reguired)®

Credit

REQUIRED RETAILING COURSES Hours
BE135 Introduction to Business 3
BE233 Merchandising § 3
BE234  Merchandising 11 3
BE248  Advertising 3
BE28C  Perscnnel Relations 3
BE265  Sales Managemant 3
BEZ68  Credils and Collections 3
' 21

#r js important that a student wishing to
. concentrate in the above area meet with his/her
caunselor. These courses must be taken in the
proper sequence.

Credit

BUSINESS ELLECTIVES Hours
BE100 Beginning Tyging (3}
BE103  Beginning Shorthand {4)
BE240  Business Machines (4}

BEZ80 Introduction to Electronic

Data Progessing (3)
0

A total of 1Q eredit hours are required from
this group.

GENERAL EDUCATION ELECTIVES

LAZ2i0 Speech 3
5521%  Principies of Economics (3}
§5240  Palitical Science {3

3

A total of 3 credit hours are required from this
group,

EEAS ALY
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Sacretoriol Sciences

Executive Secretary
(67 credit hours required)

The graduate of the Executive Secretarial Science curriculum will have {1} a knowledge of
business technology, and {2} a skill in dictation and accurate transeription of business
letters and reports, The graduate is prepared 1o be employed as a stenographer or a
sscretary. Stenographers are primarily responsible for taking dictation and transcribing
letters, meimoranda or reports. The secretary, in addition to taking dictation and
transcribing, is responsible for meeting office callers, screening telephone calls, and
assisting the executive. An Associate Degree will be awarded upon successful complation
of this program.

ASSOCIATE IN APPL[ED ARTS & SCIENCES - The following courses are required in
addition to the 15 hours of general education requirements on page 23.

Credit. Credit
REQUIRED BUSINESS COURSES Mours  REQUIRED BUSINESS COURSES Hours
*gE101  Intermediate Typing 3 BE130  Business Correspondence |1 3
BE202Z  Advanced Typing 3 BE230 Typing & Office Practice 3
*BE104  Intermediate Shorthand 4 BE137  Clerical Accounting 3
BE203  Advanced Shorthand 4 BEZ200  Business Law 3
BE120  Business Math 4 BE24C  Business Machines 4
BE135° Introductien ta Business 3 BE250 Personnel Relations 3
BE120  Business Correspondence ! 3 BE280. Introduction to Electronic Data
Processing 3
46
=Srudents without high schoo!l typing and sharthand must take BET00 and BE103 before placemant in
tirese COUrSes.
Credit -
RELATED COURSES Hourts
VE290 Field Experience Co-Op | 3
VEZ291 Field Experience Co-Op 1l 3
or 6

Academic and Business electives from LA21Q,
55215, L.A160, BE23T, BE255, ar BEZ20.

R ST S R T T e o
i
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Stenogropher
(34 credit hours required)

Th|§ curricuium is planned for the high scheol graduate who has majared in business and

descllres advanced stl:Jdies to perfect skills, but who can spend anly one year in college. A

5::::[ ent who 4had !lttlE or no preyious l_)usiness training and can spend only ons year. in
ege may also wish to fallow this curriculum. This is a one-year certificate pragram.

tlvﬁlonbzomple;i%n of this one-year intensive business program, a certificate of achisvement
awarded. The student may also elect to continue for the Associate Degree

COIY pletmg the academic and re i q 8!
main n requirerm h
ing business educatio Irerments ]5/ er second

Credit I3
: Credit
glEr?OSeme]ster _ . Hours Second Semester Hr:u:s
: 1 ntermedfate Typing ) 3 BE202  Advanced Typing 3
gE:gg Inte.rmedlate Shortl:land 4 BE203  Advanced Shorthand 4
b g:.:m_ness Mathem.at]cs 4 BE130  Business Correspondence [ 3
e & er_scal Agcounting 3 BE230 Typing & Office Practice 3
usiness Law 3 BE240  Businass Machings 4

17 17

Cleds-Typist

{32 credit hours required)

The demand for §killed and well-qualified personnel is rapidly expanding. The objecti

of .the Clerl(—"_l'yplst curricufum is to prepare persons of any age for enép]oymerit inwae
v?r!ety of ofhce ocoupations which include the development of skills in the use of all
cta f.mf: mflchme_ry a_nd tf-fe knowledgeﬁeedgd 10 carry on rouiine office functions. Previous
raining in typing is desirable, A certificate will be awarded upon successful completion of
the pregram requirements. A student wishing to continue training may apply credit:
earned toward the degree program in Secretarial or Management programs. ‘ Y ;

i Credit ‘
First Semester Hors
] ) Hours Second Semester y
SE: g; ;nte'rmedlate Tvpln_g 3 BE202  Advanced Typing H““";
o C:.::sr‘i::slsAhg::LiTi?gws g BE‘E 30 Business Carrespondence 11 3
‘ ] BE230 | Typing & Offi i

BE135 intreduction to Business 3 BE250 F:rzf:nel gg;‘:t?opr::ct|ce ’ :

BE129  Business Correspondence | 3 BE240  Business Machines ?1
16 16
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Proctical Nursing

{49 credit hours required)

After completion of this forty-two week program, students are qualifiéd 1o take the

Michigan Board of Nursing Examinations to become licensed to practice. This program is

conducted with the approval of the Michigan Board of Nursing.

Montcalm Community College is affitiated with four area hospitals. They are United
Memorial Hospital in Greenville, Carsen City Hospital, Kelsey Memorial Hospital in
lakeview, and lonia County Memoriat Hospital in lonia.

Requirements for Admission:

1. Applicants must be 17 years old. The usual maximum age is 55. All applicants will be
considered individually.

2. All applicants must be high school graduates, or the equivalent. Appticants without
high school diplomas must pass the GED fest, equivalent to the 12th grade level.

3. All appiicants are required 1o submit & physical examination,

4. Applicants are required to take the PSB Test which Is scheduled through the Director

of Nursing Office. .
5. All applicants must schedule a personal interview with the Director of Nursing or a

member of the nursing staff.

Credit Credit
First Semester {pre-clinicall Hours Second Semester Hours
#N100  Nursing Foundaiions | 7 PN200  Maternal and Child Health 3
PN110  Food in Health and Disease 2 PN2t0  Nursing Foundations Ll 7
PN120  Personal and Environmental Health 2 PN220  Medical-Surgical Nursing 7
PM130  Body Structure and Function 7  PN225  Mental Health b
SN140  Human Growth and Behavior 3 18

21

The student wiil have more clinical experience

Clinical practice takes placet the first semester..
and fewer format classes.

However, the main emphasis is on classreom
studies. :

Supuner Semestar

PN23¢  Pharmacoclogy 5]
PN240  Mursing 111 _a
10

“The student will have full-time clinical experience.

P R R TR e L
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Residentiol Construction Technology

(34 credit hours required)

“The Construction Technology Program is designed to provide the student with trade entry
skills and to upgrade those presenily in the occupation. The instruction s practical in
nature, supplemented with theoretical lecture sessions. The program is intended to be
terminiai, in that it provides training for iob placement, the do-it-yourself home busilder,
and the hobby builder. i1 is a one-year certificate program, howsver, 8 two-year Associate
Degree may be obtained. The program may also be transferred to some four-year
institutions at a full transfer status.

Credit Credit
Fall Semester Hours Spring Semester Hours
RC120  Construction | 12 RC123  Construction 1 12

RC110  Construction Methods & Materials I3 RC1HT, Construction Methods &

Elective from RC161, RC130, RC115, RC140___2 - Materials 11 3
17 Elective from RC280, RC292, RC150,

RC170 2

37

Residential Construction program in action
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Welding Proctices

(37 credit hours required)

Welding is a skill which is essential to many industries. This program stresses the
development of techinigues and understanding of quality weldments. Effects of heat and
stress on welded materials are siudied and practiced in the laboratory. The student may
develop sufficient skill for AWS Certification and receive the Certificate of Achiévernent
upon successful campletion of program requirements which follow.

Credit Credit
First Semester Hours Second Semester Hours

WE100 Welding Fundementals & Practices 17 “WE101  Advanced Welding "

" WE110  Shop Mathematics 3 VET00 Vocational Communications 3
VE104 Shop Drawing 2 VEI02 Technical Writing & Speaking 2
VEZ253  Hydraulics & Fluid Mechanics 3 VE105 Blueprint Reading -2

19 18

The student may elect to enroll in ona or more advanced special welding courses to-
accomplish a greater in-depth study of a special technique or skill, The student may alect
from the following:

WE102  Advanced Welding Laboratory | {3}
WE103 Advanced Welding Laboratory 11 (3}
WE104 Advanced Weiding Laboratory 1t (3)

“In lieu of WE1TO0, WE110 a student may enrail in WE102, WET103, WE 104 and WE?110 and repeat
these courses until necessary skills arg developed and required credit hours are met.
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Course Descriptions

The fotlowing alphabetical list of courses will be offered by Montcalm Community
College, each course appearing on schedules at least once in two years, Most will be
offered more frequently. The 1877-78 Course Schedules specify class offerings, times and

locations.

Numbers in the parenthesis { ) which follow course tities represent the total credits,
hours of lecture/demonstration, and nours of labaratory in that order. {For example-
(4,2,2) represents four sermester hours of credit given for the course, two of the four
hours will be lecture/demonstration, and two of the four hours will be laboratary-type

classes.) 1n some cases the instructor may designate additional hours of laboratory.
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Allied Heolth

The following courses have been developed by Manicalm Commanity College to meet
specific community needs. The college offers these courses when adequate student
interest and enrallment exists.

Courses for Persons Employed in the Operating Room

AF100

AH101

AH102

AH103

AH104

introduction to ORT {1,1,0,) 16 contact hours

This course will provide the student with background information regarding
technician functions, the background of surgical practice, a brief history of how
surgery has evolved over the centuries, correct usage of medicat terminoiogy, and
units of weights and measures. Emphasis will focus on the student code of
behavior and will include ethical, moral, and legal responsibilities.

Body Structure and Function (4,4,0} 64 contact hours )
The student will acquire a broad foundation in regard to basic understanding of
body structure andg functions, Each system will be studied independentiy and
the interrelationships of the body systems will be emphasized. {Students having
completed PN130 in the Practical Nurse Program will not be reguired to take
this course,}

Microbiology (2,2,0) 32 contact haurs

This course will provide the learner with a firm understanding of micrabiology
so that a clear appreciation of the relationship of micro-organisms with the
maintenance of health and the prevention of disease will be maintained,
especially as it applies to the practice of operating room technology. The trainee
wiil learn that infecticn control requires constant vigilance and
interdepartmental cooperation. A tharough understanding aof the principles
involved in sterilization procedures will be developed.

Surgical Principies & Procedures | (4,2,4) 96 contact hours
This course provides the trainee with beginning knowledge for uniform and safe

. performance in the operating room, The total needs of the surgical patient,

pre-operative preparation, and other routines are emphasized, Also included is
coordinated clinical practice with emphasis -on basic surgical technician skiils
including the scrub, proper use of equipment and identification, and care and
use of instruments.

Surgical Principles & Procedures 11 {5,3,3} 86 eontact hours

This course will develop in-depth knowledge sufficient for the technician trainee
to be a safe and productive assistant to the professional in the operating room.
Specific types of surgical procedures will be learned with full develapment of the
skills to assist with these surgical procedures, The coordinated clinical experience
is vital to the technmician training. Prereguisite courses: AH100, AH1O1 or
PN130, AH 102, and AH103.
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Courses for Adult Foster Care Home Operators and Employees

AH120

AH130

AH140

AH150
AH160

AHT70

AH180
- AH180

AH200

Adult Foster Care Training | {2,2,0}

A course designed to assist adult foster care providers to meet the rulés and
re_gulations of the Department of Social Services affective in 1876, Attention
wiil be given to these specific areas: Department of Mentat Health phiiosophy of
A.E.C.: home management and administration; client programming; health care;

needs of the aging; needs of the chronically ili; needs of the mentally iil; and
needs of the mentally retarded, '

Care of the Older Aduit {1,1,0}

A course designed 1o .assist adult foster care providers in dealing with the
problems associated with caring for the etderly resident, Attention will be given
to these specific areas:

.. Physiological and psycholfogical characteristics of the aging process.

. Medical aspects of the aging process.

. Spurces of stress for the elderly resident.

Interpersonal communication,

. Death and dying,

. Information and referral

. In-home programs.

. The attitude of the homeowner as it relates to the emotional and psychological
problems of the resident.

mNOHRWN-

Mental Retardation (1,1,0)
Currently being developed.

Emergency Health Care (1,1,0}
Currently being developed.

Administration - Srnall Facilities {1,1,0)
Currently being developed,

Administration - Large or Multiple Facilities {1,1,0}
Currentty being developed.

Support Staff Development (1,1,0)
Currently being developed. ’

Mental Uiness {(1,1,0)
Currently being developed,

Behavioral Management (1,1,0)
Currently being developed.

£
|

i
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Rpprentice Training -

APi00

AP105

AP106

AP110

AP1T

AP112

AP113

AP115

AP120

Machine Tool Operation Theory (2 credit hours, 42 clock hours)

A lecture course consisting of the definition, history, operation and application
of the various toal ropm machines. Toal topics covered include lathe, shaper,
horizontal and vertical mills and surface and pedestal grinding. Emphasis is also
piaced on specific and special operations of these machines.

Blueprint Reading I {2 credit hours, 36 clock hours)

This course covers the following: three view prolections, line alphabet, location
of dimensions, sketching, shop terminotogy, drafting terminology, tolerance,
decimal and anguiar tolerances, machine operations, sectional drawing, thread
representation, finished surfaces reprasentation, auxiliary views, vielations of
theory of true projection, arrangements of view, scale drawing, phantom
outlines, structural steel shapes, mechanical accessories, AS.A. symbols, systems
of drill sizes and gear formulas.

Blueprint Reading (2 gredit hours, 36 clock hours}
A continuation of AP108.

Shop Mathematics ! {2 credit hours, 38 clock hours}

This courss covers the siudy of propetties of common fractions, analyzing
decimals, square root, using formuias, understanding percentages, equations,
measuring  instruments, applied geometry, geometric construction and
applications and logarithms. Also covered in this course are shop trigenometry,
taper and tapering urning, screw threads, puliey and gear, applied mechanics
and strength of materials, speed and feeds, gears, slide rute and milling machine
indexing.

Shop Mathematies 1l (2 credit.houts, 36 clock hours}
A continuation of AP110.

Shop Mathematies 11 (2 credit hours, 36 clock hours)
A continuation of APT1%

Shop Mathematics IV {2 eredit hours, 36 clock hours)
A continuation of AP112.

Strength of Material and Hydraulies {2 credit hours, 42 ¢lock hours)

Areas cavered by this course are. simple stresses, shear, riveted joints, siresses in
shin-walled cylinders-weld torsion, ceam-shear and moment diagrams, stresses in
hearns, beam deflection, combined axial bending stresses, columns and materials.

Shop Drawing {2 credit hours, 36 clock hours)

A condensed course covering the basic principles and techniques of shop drafting
stressing the essentials as: lettering, instrument usage, technicsl terms, applied
geometry, free hand sketching, orthographic auxiliaries and section drawings,
dimensioning practices, detail and assembly drawing, conventions and standard
drafting practices. Pictorial drawing and presentation of engineering data
through the medlia of charts and graphs is also inciuded.
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AP125

AP130

AP135

AP136

AP137

AP138

AP140

AP141

AP142

AP143

APF145
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WeFding Theory and Practice {2 credit hours, 48 clocl hours}

This course is a study of technigues and processes used to fabricate metal
products by welding. Laboratory experiences include oxyactylene welding and
cutting, soldering and brazing, shielding metal-arc We!ding, inert-gas-shielded
{mig-tig), and other special welding processes.

Metallurgy and Heat Treatment {2 credit hours, 36 clock hours)

Studied in this colse are properties of metals and tests to determine their use
chemical metalluray, producing iron and steel, physical metallurgy, shaping am:;
forming of metals, properties and nonferrous alloys, study of properties of steel
surface treatments, power metallurgy, and classification of sieels, ’

To?l and Die Design - Sheet Metal | {2 credit hours, 42 clock haurs}

This course covers instruction on die design standards, solid and spring stripper
d_rop through blanking dig, inverted type blanking die, compound blank and
pierce die, composite section blanking, solid forming dies, single and multiple

nressure pad forming dies, and progressive type dies such as pierce, biank, notch
countersink, cutoff and form. ’

Tool and Die Design - Sheet Metal 11 (2 credit hours, 42 clock hours)
A continuation of AP135,

Tool and Die Design - Sheet Metal 111 {2 eredit hours, 42 clock hours}
A continuation of AP136.

Tool and Die Design - Sheet Metal IV {2 credit hours, 42 clock hours)
A continuation of AP137. ’

Tool and Die Design - Plastic Moid I {2 credit hours, 42 clock hours)

This course covers the fundameniais of plastic molding, plastic product design,
types of molds, tooimaking processes, equipment and methods, materials for
model making and designing and drafting practices. Also studied are compression
and transfer molds, injection molds for thermaoplastics, coid mold design,
gxtrusion dies for thermopiastics, biow mold construction and design, mold
design for expanded polystyrene, and special fixtures, ‘

“fool and Die Design - Plastic Mold I (2 eredit hours, 42 clock hours)
A continuation of AP140. :

Tool and Die Desian - Plastic Mald {li (2 credit hours, 42 closk hours)
A continuation of AP141, ’

Toal and Die Design - Plastic Mold 1V {2 credit hours, 42 clock hours}
A continuation of AP142.

Use of Machinists Handbook {2 credit hours, 42 clock hours}

This course jncludes: tables of squares, cubes, circles and logarithms, solution of
trizngles and trig tables, geometry, machanics, wire and sheet metai gages, uses
of iron and steel-heat treat and hardness, helical springs, and keys or keyways.

}

R

AP180
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Social Economics (1 credit hour, 30 clock hours}

This course studies tabor in our economy, including labor's obligations to the
employer, the employer's obligation to the labor, services for amployees, logic
behind coljective bargaining, the union contract and how tebor unions operate.
Covered under our econamic system are competitive prices in action, capital
equipment, wages, profit, and money and banking. Also included in this course

* are business cycles, circular flow of maney, problems of instability, inflation and

AP155

AM120

AM130

AM131

AN230

AM231

deflation, the role of the government in the economy, and the study of

international trade.

Safety and First Aid {1 credit hour, 18 clock hours}

This course studies the “why ang how of first aid.” Subjects covered are
wounds, commaen and special; shock, physical and elactrical and heart attack;
artificial respiration, injuries to benes, joints, and muscies of the human body
and skeletal injuries; burns and ill effects of heat and cold; common emetgesncies,
transpotrtation, causes and industrial types of accident prevention; and first aid
kits and supplies.

~ Automotive Mechanics

Automotive Chassis Electrical Systems {3,3,0)

This course is designed to furnish the student the necessary technical knowledge
and the practical experience 1@ diagnose and repair chassis electrical problems.
Spacial emphasis will be placed on lighting cireuits, horn cireuits, directional
signal circuits, power accessory systems, heating circuits, and all warning systems
cireuits.

Automotive and Diesel Engines, Clutches and Manual Transmissions {11,4,12}
This course covers instruction in theoty, laboratory procedures, diagnosis and
operations for automotive and Dieset engines, clutches  and manual
transmissions. Shop work consists of the overhaul or rebuilding of engines,
clutches and manual transmissions. All popular engines are covered, including
the study of the gas turbine and the Wankel engine.

Automotive Fuel, fgnition and Emission Control Systems (11,412}

This course is designed to develop the student’s abilities as a diagnostician of
tune-up man. Diagnosis is stressed on actual problems. The student receives an
in-depth study of fuel, carburetion, starting, charging, standard ignition,
electronic ignition and emission control systems.

Automotive Chassis and Automatic Transmissions {11.4,12}

This course covers front end alignment, brakes, steering, drive line, differentials
and automatic transmissions. Laboratory experience invalves diagnasis and
repair on live late medet units using latest methods on modern equipment.

Automotive Air Conditioning Systems {3,1,2) Spring Semester .

The theory, servicing and diagnosis of automotive air conditioning units is
covered in depth, Laboratory experiences are on live units using modern
equipment in both areas. Advancements in emission contrals are studied in

depth-as new systams are intraduced.
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AM232

AM233

AM235

Automotive Parts Management (2,2,0}

This course provides an in-depth study of the operation and management of the
automotive replacement parts section of the Automaotive Trades. Familiarization
with parts coding along with inventory control, pricing, and sales technigues
constitutes a major part of the course. Included in the course are the
fundamentals of bookkeeping and the handling of currency as it applies to parts
management and sales. Parts coding systems and unique features of ait major
automobile manufacturers in the United States as weil as popular foreign car
makers will be included, ‘

Automotive Service Management (2,2,0}

A comprehensive course in the managernent of the service department of the

auto dealership or service garage, The major emphasis of the course will be on
the accurate diagnosis of automobile defects, cost estimating, quality contrad,
personnel management, scheduling, and customer relations. All aspects of service
management will be explained and pragticed through simulated and actual
seryice procedures.

Diesel Engines and Auxiliary Systems {11,4,12)
This course is designed to furnish the student the necassary technical knowledgs
and the practical experience to service, repair and diagnose diesel engines in the
truck, farm or heavy equipment fields. Special emphasis will be placed on the
fuel injection systems, governors, and trbo-charger. Prerequisites: AM130,
AN1T31, AM230, AM110, VE250, WE110, VE253, VE110, (VE100 or LA100)
or qualified work experience.
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Aviation Mechanics

AViOt

AV102

AV103

AV104

AV105

AViTI

AV112

AV113

AV114

AV115

AV116

Introduction to Aviation (1,2,0)
An introductory course including aircraft nomenclature, theory of flight, and
principles of aircraft maintenance and repair.

Airframe Nonmetat Structures (3,2,3}
This course includes the study of the repair of woad structures, fabric coverings,
and the application of aircraft finishes.

Airframe Sheet Metal Strustures (6,4,6}
This course includes the study of the repair of sheet metal structures; inciuding
various types of fasteners, plastics, honeycomb, and interiar fugnishings.

Aircraft Welding 13,1,3)

This cousse is designed to provide the student with skills for seldering, brazing,
gas-welding, and arc-welding. |t will also provide the - student with an
understanding of the procedures for welding magnesium and titanium,

Basic Science (3,3,2)

This course is designed to provide the student with a basic understanding of
electricity, physics, and basic mathematical skills, i

Airframe Assembly and Rigging {3,2,2)

This course provides the student with an understanding of the method of
assemnbly and rigging of both rotary-wing and fixed-wing aircraft, including
alignment of structures and the balancing of movable surfaces. Preraquisites:
AV101, AV105.

Hydraulic and Pneumatic Systems (6,4,6)

This course is Gesigned to provide the student with an understanding of
hydraulic and pneumatic power systems and components, including a study of
landing gear systeins.

Adrcraft Electrical Systeims (4,3,4}

This course will provide the student with an understanding of aircrait electrical
system operation and the repair of electrical system componenis. Prerequisite’
AV 105,

Aircraft Instruments and Controls {5,4,4)

This course includes the study of cabin atmosphere control systems, instrument
systems, communication and navigation systems, and position and warning
systems, Prevecuisites: AV 101, AV105.

Aircraft Fuel Systems (3,2,3}
This course is'a study of aircraft fuel system requirements, fuel systems, fuel
system components, and the repair of fuel systems and their components.

Materials and Processes | (2,1,2) .
This course includes the study of nondestructive testing methads, heat-treating
processes, aircraft hardware, and cleaning methods.
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AVITY

AV201

AV202

AV203

AV204

AV205

AvV211

AVZ212

AV213

AV2i4

AV215

Materials and Processes 1} (2,1,2}
This course includes the study of aluminum alloys, heat treatability and
weldability, as wal as heat treat code designations. !t also includes the study of

the causes of corrosion, its identification, removal, and the protecticn of parts
from further erosion,

Aircraft Reciprocating Engines (5,4,4)

This course includes the study of the aircraft piston type engine including the
engine parts and their function. The course will also study engine displacement,
compression ratio, and horsepower.

Metal Processing {3,2,3}

This course includes a study of hand and power toals used in shaping and
processing of metal,

Engine Electrical Systems (5,4,4}

This course inctudes the study of the engines electrical system, its components,
and the repair of those components; as well as engine instrument systems and
five protection systems. Prerequisite: AV 108,

Engine Lubrication Systems {3,2,2)

This course covers the source of tubricants, their use, and engine lubricating

systems,

Aitrcraft Drawings (2,1,2)
This course will include the study of basic drawing procedures, making sketches,
and reading blueprints, graphs, and charts.

Aircraft Reciprocating Engine Overhaul (5,3,5)

This course includes the study of the overhaul procedures for conducting a
major overhaul on a reciprocating engine and the procedures for removing and
reinstalling an engine on an aircraft. Prerequisites: AV201, AVZ04,

Aircraft Engine lgnition Systems {4,2,4)

This course inciudes the study of the operating principles of the aircraft
magneto, its overhaul and the repair and replacement of. ignition harness.
Prerequisite: AV105. o

Engine Fuel induction Systems (5,3,5} )

This course includes the study of the operation and averhaul of float
carburetors, pressure: carburetors and fuel injection systems. The student will
also study engine fuel systems, induction systems, including superchargers,
engine cooling systems and engine exhaust systems. Prerequisite; AV105,

Turbine Engines {3,2,2)

This course is designed to provide the student with a basic understanding of the
theory of operation, disassembly and reassembly of jet engines as well as
operating procedures and troubleshooting practices.

Aircraft Propetlers {(4,2,4)
This course includes a study of the operation and repair of fixed pitch, constant
speed and feathering propellers,

T

AVZ16

AV217

AV218

AV250
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Aireraft Servicing (5,2,5) ) .

This course includes the study of the requirements for maling an alrfra'me and
powetplant conformity and airworthiness inspection. The course also includes
instruction in ground operations, servicing, maintenz_ince forms an.d ‘rer:?rds,
maintenance publications, and mechanics privileges and  timitations,
Prerequisites; All AV courses except AV215, AV217 and AV218.

Weight and Balance (2,1,2] o )

This course includes the study of the proper procedures for weighing an _alrcra_ft,
finding the center of gravity and the movement of the center of gravity with
changes in loading. Prerequisite: AV105.

FAA Review (2,2,0)

This course is a review of all previously studied subjects designed to prepare the
student to take the FAA written, orsl and practical examinations for both the
airframe and powerplant mechanics lTicenses. Prerequisites: All AV courses
except AV215, AV216 and AVZ17.

Pilot Ground School (3,3,0}

This course provides the student with information regarding pre-flight planning,
airplane systems, airports, communications, air traffic c?ntro], weight a.nd
hatance, metsorolegy, Federal Aviation Regulations, the Airman's I?for_matuon
Manual, the use of the flight computer, hasic navigation, radio navigation and
medical facts of flight.‘Successful completion of this course should be very
helpful in taking the FAA pilot's written exam.




48  Instructional information

Business Educotion

BE100 Beginning Typing (3,1,3}
This is an intraduction to and a mastery of the typewriting keyboard, Personal

and business letters, elementary tabulation, simple outlines, and manuscript
writing are included.

BE101 Intermediate Typing (3,1.3)

The writing of business letters with practice in proofreading, tabulation, spscial

communication forms and “reports, application and employment procedures.
Prerequisite: BE100 or equivalent,

BE103 Beginning Shorthand (4,3,2} :

A course in the elementary principles of Gregg Shorthand. Prerequisite: BE100
or equivalent.

BE104 Intermediate Shorthand {4,3,2} Fall and Spring Semester

Intensive training in theary of shorthand, the development of shorthand.

outlines, and development of the ability to take new matter dictation.

BE115 Accounting | (3,3,0)
An introduction 1o accounting and fundamentals; the meaning and purpose of
accounting statemernts, batance sheets, and profit and idss statements. The
theory of debits and credits; accounts payable and receivable; the triat balance;

adjusting and closing entries; accounting for notes, interest, unearned and
acerued items are examined,

BET16 Accounting Il {3,3,0)
A study of the basic procedures used to account for partnerships, corporations,
and manufaciuring costs with the intent to provide understandable and
reasonably accurate financial reports. Prereguisite: BE115 or equivalent.

BE117 Clerical Accounting {3,3,0)
This course, designed primarily for students on a secretarial/clerical program,
cavers the basic terminalogy and fundamental principles of accounting. Most of
the emphasis is on the practical business application of the materials covered,
with major consideration given to the preparation of accounting statements,
_ balance sheet and income statement,

BE120 Business Mathematies (4,4,0)
This course reviews fundamental arithmetic processes and their business and
consumer applications, and includes cash and trade discounts, mark-ups,
depreciation, inventory, ‘valuation, Inierest caiculations, payroil deduction,
metric system, statistics, and probability.

BE129 Business Correspondence ! (3,3,0) Fall Semester
The basic communication skills are developed through a review of language
structure. Attention is given to grammar, English for business use, vocabulary,
punctuation, capitalization, and numbers.
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BE130 Business Correspondence Ll {3,3,0) Spring Semester N
A study of effective correspondence in business. Prerequisite: BE100.

BE125 Introduction to Business {3,3,0) B
The student is introduced to the environment, nature, and opportun_ltles of
husiness. Types of ownership are cavered and the operation of .busmess is
investigated through marketing, location and layout, personnet,_ﬂnanc:e, and
conwols for decision making. The legal environment of business 15 also
investigated.

BEZ200 Business Law (3,3,0) Fall Semester ) . . .
A study of the relationship between law and society. Through cage discussion
the rules of law, as they apply to contracts, petsonal property, bailments, and
sales, wiil be better understood by the individual.

BE201 Business Law 11 {3,3,0) Spring Semester _
A continuation of BE20Q. Security devices, commercial paper and agency and
employment are considered. Special emphasis s placed on corporate and
partnership faw. -

BE202 Advanced Typing {3,1,3} Spring Semester — .
Continued  speed-building techniques; advanced praduc:ﬂon t.ypewrltlmgl
techniques; skill in husiness letters, tabuiations, manu_scnpt writing, lega
documents, and businass forms, Prerequisite: BE101 or egjuivalent,

BE203 Advanced Shorthand {4,3,2) Spring Semester o o .
Further development of the abijity to write new matter dlCtatl?l‘] with lncreasmg
emphasis on speed and accuracy in transcription. Prerequisite: BE101 an

BE104.

EZ15 Cost Accounting | 13,3,01 Eali Semester _
® A study of cost information systems and accumulation proce_dures for the
purpose of budgetary planning, The recording of and preparation of faf;]to;y
overhead, material, and labor costs in a form acceptable to AICPA will be

taught. Prerequisite: BE116.

BE216 Cost Accounting I} {2,3,0) Spring Semester )
Planning for profits and sales and controiling of costs and. Proflts are covered.
Emphasis will be placed on cost ang profit anaiysis, Prevequisite: BE215.

BE220 Voice Transcription ) ) .
Development of transeription skili is stressed with the operatian of belt-type and

disc-type transcribers. Emphasis is placed on typing skills, the _correc‘f use of
grammar and punctuation for efficient transeription, and the skill of dictating.
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BE234

BEZ35

BE236

BE237

BE238

BEZ40

BEZ246

BE248

BE250

BE252

P

Merchandising t} (3,3,0) Spring Semester
A continuation of BE233 with emphasis placed upon contro! of the operation.
Prerequisite: BE233 or equivalent.

Smnall Business Management {3,3,0) On Demand
A study of the operation of small business. Included in the course are topics
dealing with organization, financial structure, record keeping and promation of
small business. Alse included are topics dealing with salesmanship, persanneal
relations, customer psychology and business law.

Production Management (3,3,0) Fall Semester

The management functions as applied to the production af products. The inputs
of capital, labor, design, and purchasing are covered with emphasis upon the
process including alt types of control. Prerequisite: MA159 or equivalent.

Management {3,3,0) Fall Semester

A study of management with three primary purposes: to caver in detail the
managerial process, to understand the purposes of organizations and how they
function, and 10 understand human behavior as it relates to organizations,

Money and Banking 13,3,0

The nature and origins of money and credit; the history of banking institutions,
with emphasis upon the Federal Reserve System; along with statutory cantrols
of money, credits, and banks are studied.

Business Machines (4,1,3}

A study of four (4} types of business machines with a dual intent: 1o develop
cornputational speed and accuracy. Addition, subtraction, multiplication, and
division will be mastered on the full key-board, electronic display, and electronic
printer. Preparation of information storage cards on the key-punch using raw
data Is included. Prerequisite: BE120 or equivatent.

Tax Accounting (3,3,0) Spring Semester

Local, state and federal taxes of sole proprietarships, parinerships, and
corparations are studied. Tax practices and procedures relating to assessment
and collection are also covered. Prerequisite: BE116.

Advertising (3,3,0) Spring Semester

The role of advertising in society is investigated along with its institutions and
media. The creation and planning of advertising is covered along with effective
promotional activities. .

Personne! Relations (3,3,0) Spring Semester

This course covers the methods of selecting and training personnel, discipline
problems, marale, wages, fringe benefits, promotions, separations, and other
related areas,

Financial Principles (3,3,0) :

Monetary and credit systems are covered extensively with emphasis placed on
meeting the demand far funds, the factors affecting the supply of funds, and
monetary and credit policies and preblems.
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Principles of Investment (3,30

The student is introduced to the securities market with special attention to
corporate securities and financial policies. Limited income securities, common
stock, and special classes of securities are covered. Sscurity analysis and
portfolioc development policies are investigated. Prerequisite: BE135 or
equivalent.

Purchasing (3,3.0)

The purchasing department’s role in logistics, objectives and contributions are
studied. Coordination of purchasing with othey management functions such as
materiais management, the computer, and ethics are studied, Prerequisite:
BE237.

Saies Management (3,3,0) Spring Semester ' o
To provide the student with necessary background in organization, management,

_and operation of an effective sales force. The laws of effective selling are coverad

extensively.

Credits and Collections {3,3.,0} Fall Semester

This course is designed to provide the student with understanding of basic credit
principtes. Use of credit as a tool, analysis of deater’s and individual’s ability to
pay, use of credit references, and development of skills and techniques normally
used in a credit department for collection of past due accounts are covered.

Industrial Relations {3,3,0) )
The compenents of personnet  prablems, supervision skills, organization,
manpower, and employment development are investigated. Incentives and
management responsibilities are covered also.

Praduction and Quality Control {3,3,0)

Chrganizing for production, intermittent and continuous production are stuclied.
Controi for job shops, repetitive production, continuous production, and
automatic production along with mathematical methads for solving problems are
covered. Prerequisite: BE236.

introduction 1o Electronic Data Processing {3,2,1} Fall Semester ) )
This course provides the student with a basic understanding of the procadures,

uses and limitations of unit record data processing eguipment as applied to

various areas of business.
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Foreign Languoges

FL120

FL121

FL130

FL131

Elementary French (4,4,0)

Fundamental training in basic language skilts stressing oral and written
expression as well as aural comprehension. Open to students with no French
background or one year of high school French, Students electing this class
shouid plan to take FL121 second semester.

Elementary Erench (4,4,0}
A continuation of French 120. Prerequisite: FL 120 or equivalent.

Elementary Spanish {4,4,0}

An intraductory course in the Spanish language with emphasis upon grammar,
vocabulary, diction and conversation. There will be considerable use of tape and
disc recordings in the Listening Center. {(Normally affered onty at. the prison
extensions.)

Etementary Spanish (4,4,0)

A continuation of FL130. Prerequisite: Spanish 130 or equivalent. {(Normaily
offered only at the prison extensions.) '

Humonities

HU110

HU120

HU122

HU125

HU126

HU130

Musie in the Elementary Classroom (3,2,1)

This course is designed to give the student a knowledge of well-rounded music
programs for the elementary grades. Stress is placed in creative experiences, use
of appropriate materials and methods pertinent to the elementary classroom,

Introduction to Art {2,1,2) Lecture and Studio
This course combines instruction in design theory and art appreciation with
studio work in a variety of twa and three dimensional materials and techniques,

Drawing {3,1,3) Studio

This course explores traditicnal and experimental drawing techniques using a
variety of subjects and materials.

Painting | (3,1,3) Studio
This course inciudes basic instruction in composition, color, and the techniques

of painting with oils, acrylics, or water colors. Studio work is in the student's
chosen medium.

Painting It {3,1,3) Studio
This course is a continuation of HU125 with emphasis on development of
individual expression, :

Ceramics | {3,1,3) Studio

This course includes instruction in the basic matsrials and techniques of working
in clay. Studio work cansists of forming, decorating, and glazing hand built
pottery and sculpture,

e § e g o, U TR
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Ceramies !l {3,1,3) Studio ) .

This course is a continuation of HU130 with emphasis on ti:le techmquz_es of
throwing on the potier's wheel. Studic work consists of ferming hand built ot
wheel thrown pottery and sculpture, and learning firing procedures.

oir (1,1,0 )
gt\:fers( sltu'de!nts interested in the performing arts an opporiunity to furtr}er
develop musical talents. The choir performs at s‘evel_'al campus ‘and comfm;mty
events throughout the academic year, Oppartunity is also prowfied to perform
with stnall vocal ensembles whase members are selected from choir persennel.

Choir {1,1,0}
A continuztion of HU1981, . .

ial E ble {1,0,1) o
'F;'It:'l:zﬂgrﬁffprg are appropriate for musicians who _anjoy performmg_ in ds.lrr}all
instrumental and/or vocal ensembies. Participants will be sele?ted aftet_ audition
with the director. Each ensemble will meet once per week with the dlrecto; to
rehearse and to set up rehearsal schedules. There will be voc_al ensembies sucl ias1
mixed ensemble, girl's ensembie and men's quartgt. Following are the_potent a
instrumental ensembtes; brass choir, woodwind quintet, and trurmnpet trio.

Special Ensemble (1,0,1)
A continuation of HU193.
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HU195 Stage Band (1,0,1}

HU1986

HUZ200

HU201

" HU225

Loanguoge Arts

LATO0

LATO01

LA150

This group is made up of instrumentalists having previous band experience. Re-
hearsals are held two times per week. The schedule will be arranged after the first
class meeting.

Stage Band (1,0,1)
A continuation of HU195.

Humanities | (4,4,0)

Thfe Purgose of this course is to develop the student’s understanding of the
artistie, literary and philosophical nature of man. Viewed historically, selected

to:?ics integrate material from the fields of art, literature, philosophy and
religion. '

Humanities 11 {4,4,0}

Continugtion of HU200. Emphasis on the modern historical developmeant of
thought in art, literature, music, philosophy and religion.

Ar‘f for the Elementary Teacher {2,1,2) Lecture and Studio
This course combines instruction in the practice and philosophy of teaching arts

and crafts to children, with studio work in a vari i i
¢ ; variety of materials and tech
suitable for their use. ’ riates

Freshman English | (3,3,0}
The purpose of this course is to introduce the student to the nature and function

of .the English language. The student wilf attain a basic competency jn oral and
written communication. '

Freshman English 11 {3,3,0}

The; purpase of this course is to develop the student’s ability to analyze the
Vat:lf)us processes of formal and informal communication and to improve the
ability to recognize and utilize effective argumentative and expository prose
Prerequisite: LA100 or by cansent of instructor. )

Reading b.ab {1,2,0) -

This course is designed to increase reading speed and comprehension in addition
to rectifying various deficiencies of the students. The laboratory exercises wilf be
afiopted to the neads of the individual. The course may be repeated as many
times as is deemed necessary, but a maximum of two credits will be gllowed.
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Journalism {3,3,0)

An introduction course which inciudes the basic techniques of writing, the
principles of effective news writing, a survey of newsroom organization and
practical experience provided through laboratory sessions. (Normally offered
only at the prison extensions.)

Journalism Lab § {1,0,2)
This course provides practical exparience on the prison newspaper, Hilltop News.

Journalism Lah 1) {1,0,2)
Advanced practical experience on the prison newspaper, Hilltop News,

American Thought and Literature (33,0}

This course intraduces the student to Ametican literature through the
nshematic” approach. The student, while required to know the traditional
histotical framework, actually reads madern literature as well as the older
literature, guiding his/her reading accartling to the recurring themas, problems,
and “continuing causes” which have concerned Americans from the beginning 1o
the present day.

American Thought and Literature {3,3,0]

This is a survey of American literature arranged according to thematic concerns
{recurring themes, probiems, “eauses™), and which emphasizes writing of the
twentieth century.

Speech {3,3,0}

Speech 210 is an intreductory course in public speaking, designed mainly to
provide practice in speaking with interest and purpose before an audience.
Through presenting a series of brief talks before peers, the student will become
familiar with the basic principles of speech organization, preparation and
delivery.

Oral lnterpretation (3,3,0) )

Through analyzing and reading aloud selected prose, poetry and drama, the
student will improve hisfher own understanding of these works and increase
his/her abitity to communicate with others. The course will relate interpretative
reading to the other areas of speech: public address, television, theatre, speech
improvement, and the teaching of literature.

English Litetature from the Beginnings to 1798 {3,3,0}

This is a systematic study of English literature which stresses the principle
authors and their works, Reading and discussion will include representative
writings of the period from the beginning to the end of the eighteenth ceniury,
and will also survey current critical approaches,

o g e T
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LAZ2 English Literature from 1798 to Present (3,3,0] o m h H
This is a systematic study of English literature which emphasizes the principle Qt emO«tICS

authors of the nineteenth and twentietn centuries. Reading and discussion will
include representative worlcs and will also review current critical attitudes,

LA230 Short Story (3,3,0} )
This is a study of the strengths and limitations of the short story, which the
student Jearns to read with delight and understanding. Prerequisites: 1n general,
this course should be open 1o students who are willing to work at a sophomore

level, MA100 Elementary Algebra (3,3.0)
This courss is a review of the properties of the basic number systems, using the
LA240 The Novel 3.3.0) taols of beginning algebra, Additional topics include first degree equations and
This is a study of the novel with duat intent: to increase the bensfits one receives inequalities, special products and factoring, graphs and linear systems, raclicals
from reading, through systematic discussion of each novel; and to betwer and quadratic equations, Prerequisite: nane,

understand how the "“more than casual” reader approaches fietion through study
of the several schools of literary criticism.
MA102 Trigonometry {3,3,0}
The right tiangle is studied 1o introduce the students to the trigonometric

LA250 Creative Writing (3,3,0} . N i functions. Further topics include wrigonometric identities, additianal formulas,
The purpose of this course is to gilow the student to sharpen hisfher ability 1o k law of sines, law of cosines, complex numbers and DeMoivre’s Theorem.
use the English language in expressing creative thought in any or all of the : Prerequisites: one and one half years of high school algebra and one year of high

traditional genres. The student will be encouraged to graater aghievement i'n ) school geometry.
types of writing he/fshe has aiready tried and will be expected to attempt wark In
new areas. A workshap atmosphete with comman exchange of ideas wil} prevail,
‘ 3 MA104 Intermediate Algebra (3,3,0)

Y This course will provide students with the algebraic skills, including
manipulation and proofs necessary for the study of college algebra and znalytic
geomeiry. Topics covered include the usual topics through guadratics plus the
exponentiat and legarithmic functions, the binomial theorem, sequences,
systems of equations, complex numbers, permutations and combinations with an
introduction to probability. Prerequisite; MA100 or equivalent.

LA260 Drama {3,3,0) ‘ ) )
This course 1s an introduction to drama as a literary form, and requires the
student to read representative writings of the period from classical times to the
present,

LA261 Drama {3,3,0) Drama as & Performing Art ) o
Students are invaived in the producing, acting, staging and directing of plays.

NMA151 Math for Elementary Teachers {3,3,0) Fail Semester
This course wilt provide the elementary teacher with the necessary background
to teach mathematics in the elementary school, Such subjects as the arigin of

LAZ70 Poetry (3,3.0) ] | " iy to systems of numeration, sets, systems of whole numbers, bases other than ten,
The course compares contemporary and classic examples of POEITY systems of integers, rational and real numbers will be discussed.

historically durable examples of structure and content.

f
i[

MA152 College Algebra (3,3,0) Fali Semester
Topics include the quadratic equation in two variables, sequences and series,
complex numbers, DeMoivre’s theorem, synthetic division, mathematical in-
duction, matrices, combinations and permutations. Prerequisite: trigpnometry or
trigonometry may be taken concurrently,

ot e =

LA280 A Survey of Black American Literature (3,3,0} _
A chronalogical survey of Black American writing from 1760 1o the present with
emphasis on twentieth century examples of poetry, figtion, drama and :

autobiography. 7 :

1
i
i

MA160 Analytic Geometry (3,3,01 Spring Semester
This course covers the straight line, the circle conics, algebraic curves,
transcendental curves, parametric equations, planes and lines, and guadratic
surfaces. Prerequisite: MA158 or equivaient.

LAZ95 Children's Literature (3,3,0) .

This is a survey of literature for children.in the elementary grad_es, aimed at

developing techniques for using books with chitdren, storytetiing, and the
criteria for book selection.
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MA190 Elementary Statistics (3,3,0)

This course is designed to intraduce students to basic statistical techniques,
Topics studied include mean, standard deviation, frequency, orobability,
binomial distribution, the normal curve, samgple means, confidence limits,
hypotheses testing, chi-square, linear correlation and regression. Each topic is
introduced with examples and problems, Practice in the use of appropriate tables

will be sufficient to insure canfidence in their use. Prerequisite: one vear of high
school algebra,

MAZ50 Calculus | (4,4,0) Fall Semester

MAZ51

Naturol Sciences

NS100

N§101

N§102

This course covers functions and continuity, limits differentiation, applications,
integration, and the definite integral with applications. Prerequisite: MA 160,

Calculus 1Y {4,4,0)

This course covers logarithms and exponentials, arc length, polynemials, pariial
fractions, Taylor's series, special methods of integration, and partial
differentiation. Prerequisite: MAZ250 or equivalent.

Biological Science (4,3,2)

“This course provides a basic general education in the major biological sciences
{biochemistry, botany, ecology, genetics and zoolegy) and also a basis for the
individual to relate to his total environment. |t presents an opportunity for the
student to evaluate his ar her own interest and potential in & biological science.

Physical Science (4,3,2)

The purpose of this course is to provide a basic general education in the major
science areas (astronomy, geology, physics, and chemistry) so that the student
wilj better be able to understand and evajuate the results of scientific and
technological achievement and their impact upen society, 1t alse provides a basis

for the student to evaluate his or her own Interest and potentiat in physical
science,

Physical Georgraphy {3,3,0) (Earth Science}

A study of the earth-sun relationships, climatic factors on the earth, the
geographic grid, land forms, rocks and minerals, Opportunity will also be
provided to gain skills in map reading. The caurse will also include the study of

the earth’s natural resources and the part played by people in the depletion of
these vital materials.

et
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all Semester )
ioz':\?’ey('4f1:‘%l)1: plilant kingdom from the simplesj: tq the mote corr_\piex. Stu]c]hes
of structure, classification, physiology and ecoiog}cai relationships .as well as
economic values of the plant kingdom, shall be considered. Stud_ents wiil Ijave alﬂ
opportunity t submit a collection from the_local flora and special e_at;ent;cson Wof
be given to taxenomic principles and collection procedures along with the use
keys.

Zoology (4,3,3} Spring Semester _ ) ) .

A gen?;;a! survey of the animal kingdom including c(_:umparatwe s'tudles of the
structure, function, and behavior of representatives of‘ animal groups;
Laboratory work includes dissection of representative animats from eac
phylum,

i ing Semester
Human Anatomy and Physiology (4,3,2) Spring : . .
An elementary course in human anatomy and physiclogy with emphasis on
narmal function and common discrders.

43,2 ) )
ﬁatfl;glad&:::rs(e’v\;h;ch pravides students with a background _Of mformatl.on
enabiing them to go into the out-of-doors with a degn_ae of confidence knofwilczg;
they will be able to recagnize, and know samething about, many do' e
comiman plants and animats found in the local area. The_laboratory use t;sct i
gut-of-doors and the purpose of the course is 1o aid students to Dete
understand the environment in which they find themselves.
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NS220 General Chemistry {4,3,4) Fall Semester

N§221

NS225

N§226

Physicol Education

FET01

PE102

PE103

PE104

PET05

Fundamental theories, principles, and problems of chemistry will be emphasized.

Prerequisite: One year of high school algebra, NS101 or permission from the
instructor, '

General Chemistry (4,3,4}

A continuation of NS220, Organic and biachemistry will be introduced and the

jast five weeks will cover qualitative analysis.

Coilege Physics 1 {4,4,2)
An introductory course in mechanics, heat and sound. This is a technical course

designed for those majoring in engineering or science. Caleulus should be taken
concurrently,

Callege Physics H (4,4,2)
A.continuation of N5225. Light, electricity and magnetism, and modern physies
will be considered. Calculus shoutd be taken concurrentiy.

Golf {1,0,2)
This course is designed to teach the fundamental techniques of golf.

Bowling (1,0,2)
This course is designed to teach the fundamentals of nowling. The fundamentals

covered will include equipment selection, stance, approach, delivery, scoring and
rules. :

Personalized Body Conditianing {1,0,2}

This is a course involving supervised [ifting of weights and body conditioning. Two
tracks are possible: track one is for weightlifting; track two is a personalized
canditioning program for athletes and others,

Archery {1,0,2}

This course is designed to teach the fundamentals of archery. Fundamentals
covered include equipment selection, safety pracedures, archery games and
rounds, and shooting techniques. '

Diversified Activities (1,0,2}
A coeducational course designed to teach recreational activities involving lawn
jarts, table tennis, chess, checkers, volleyball, badminton, horseshoes, and other

* quiet recreational activities.

PE107

_ Cross Country Skiing {1,0,2)
The student will learn the fundamantal principles of cross country skiing. This -

witl include properlequipment selection, use, and maintenance, The primary
tearning process will be via skiing in the field.

n
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Modern Ballroom Dancing {1,0,2)

This course will teach the student basic steps in modern social dancing {swing,
foxtrot, cha-cha, waltz, disco, etc.) and the courtesies necessary for developing
poise and confidence on the dance floor.

Folk Dancing {1,0,2}
A general course designed to develop skills and technigues in the various country
and folk dances.

Karate I {1,0,2}
This course is designed to teach the student the basic kicks, punches, and blocks
of karate,

Karate 11 (1,0,2)
A continuation of PE111. Students completing this course will be encouraged to
atiempt thé tests for their lower degree behs.

Beginning Western Horsemanship (2,1.1)

This course is designed to teach the student the basic principles of western
horsemanship, Western horsemanship will be covered from horse care and
preparation through riding and ring etiqustte.

Personal Self-Defense {1,0,2) -
This course is designed to teach the student basic methods of seif-defense as welt
as avoiding personal dangers. Kafate is the primary methad used for the
self-defense portion of the class, :

Racquetball {1,0,2)
This course is designed to teach the student the fupdamental skills needed to
piay racquetball or handpatl for fun and physical conditioning.

Beginning Trampoiine (1,0,2}
This caurse is designed to teach the basic skills and safety procedures for
recreationat usé of the trampoline.

Bieyeling (1,0,2)

This course is designed to- teach the student how to select, adjust, maintain, and
use eguipment properly. The student will alsa learn safety and riding technigques.
Studsnts are expected to log 150 to 200 miles during the semester.

Beginning Tennis {1,8,2)

This course is designed to teach the basic skills of tennis including serves,
forehand and backhand ground strokes. Students wilt aiso learn the rules and
strategy of the game. A class tournament will be held during the last week of
class.

Intermediate Tennis {1,0,2} .
This course is designed to further refine the skills (ground strokes, serving,

volleying} and knowledge {rules, strategies, and techniques of participation) of
the beginning tennis player.
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PE122 Beginning Skiing (1.0,2) ‘
This course teaches the basic ski maneuvers. Students will be instructed through

wide-stance parallel turns, This course includes information on ski maintenance
and waxing, & study of different types of skis and bindings and offers a basic

knowledge of ski equipment,

PE121 Sports Officiating (1,0,2)

This course presents tihe rules of major sports, officiating techniques,
relationship with players and’ school officials and game administration, Major
emphasis is to stimulate students into becoming registered officlals with the

State association,

PE123 Intermediate Skiing (1,0.2)
This course includes all intermediate ski maneuvers with special emphasis on

parallel skiing pius an intraduction to ski racing inciuding a study of different
types of courses and styles. Ski maintenance and technical information on skis

and bindings will be studied.

pE124 Advanced Skiing {(1,0,2}
Fundamentals of ski instruction and advanced ski technigues. This course will

consist of the theary of ski mechanics, theory of teaching skiing, theory of basic
ski maneuvers, practice teaching and advanced ski techniques.

PE130 Beginning Swimming 1,0,2)
This course wiil cover the back
and human stroke. The course will  atso

drownproofing.

stroke, breaststroke, butterfly, sidestroke, crawl
include safety, rescue and

PE131 Intermediate Swimming (1,0,2)
This course is designed to improve
strokes. Water safety, diving, water games, and element:

will also be covered.

the swimmer's skill irs the basic swimming
ary teaching technigues

PE133 Advanced Lifesaving and Water Safety (1,02}
This course will train the student to work as a lifeguard in those situations where

a Red Cross Advanced Lifesaving and Water Safety Certificate s requited,

; PE134 Water Safety Instructors Certification {1,0,2}
This ceurse will train the student to work as a Red Cross certified swimming
instructor. Basic stroke evaluation as well as teaching techriques and water

safety will e covered.

PE135 Skin and Scuba Diving (2.1,2)
This course is designed to teach the stu
scuba diver. Students suceessfully eompleting the cours

take certification tests.

dent those skills needed to become a safe
¢ will be encouraged 1o

PE140 Gymnastics {1,0,2]
This course will cover the nasic features of gymnastics. Women will concentrate

on the balance beam, Lineven parallels, vaulting and floor exercise. Men wit work
primarily with the rings, high bar, vaulting, pommet! horse, paraliel bars and floor

gxercise,

PE205 Emergency Health Care {2,2,0) ]
The course covess first aid for wounds, shock, buens, poisening, etc., s well as

CPR. Students suceassiully completing the course will qualify for the Red Cross
Standard First Aid certification. )




B4  Instruetional Information

Proctical Nursing

PN100

PNT10

PN120

PiN130

PN140

PN200

PN210

PN220

Nursing Skills {7,3,9)

This course provides the nursing student with the informaiion and skills
necessary to build a foundation for efficient bedside nursing. Students not only
gain skill in basic nursing procedures they are to perform, but also increase their
ability to communicate with patients and members of the health team.

Food in Heaith and Disease {2,2,0)
Basic nutrition facts are presenied with their relaticnship to health. The student

becomes familiar with food nutrients, good nutrition, and variations of diet
therapy.

Personal and Environmentai Health (2,2,0)

The person as & nurse is studied in this course. It contributes 1o self
understanding and what in nursing history and education has evelved as the
present role of a member of the nursing profession. The student will be
intreduced 1o preventive medicine, laws of sanitation, the community health
team and each member's role in megting the total needs of its citizens.

Body Structure and Function (7,7,0} .

This course introduces the student to the study of the human body structure,
dynamics and functions, and disease. The concept of the dependence of one
system on another and the contributions of each system to the well-being of
the body is stressed.

Human Growth and Behavior {3,3,0)

The developmental processes of the human being are studied with emphasis on
early childhood growth and development and the child-parent relationships,
Nursing skills essential to the care of children and the study of the common
childhood disease conditions are also presented.

Maternal and Child Health (3,2,6}

This course teaches the student facts about pregnancy which provide a
background for understanding the care, treatment and possible complications of
the mother before, during, and following delivery. Care of the newborn infant is
included. Prerequisite courses: PN100, PN130.

Nursing Skills 1 {7,3,9)

This cousse provides the nursing student with the knowledge and ability to
perform sterile procedures, assist the doctor with more technical procedures, and
administer first aid and medications. Prerequisite courses: PN100, PN$30.

Medical-Surgical Nursing (7,3,9)
This course presents the more common medical and surgical canditions and the

treatments involved in providing nursing care. The course is intended to present .

the concept of assessing and meeting the total needs of the patient and a return
to normal functioning life, Prerequisite courses: PN100, PN120, PN130, and
PN140.

[
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PNZ25 WMental Health (1,1,0)

This course in mental health is given to help students ic.ientify and meet the
emotional needs of all patients in general hospital situations. T_he course als?
surveys concepts of the psychiatric patient and their apphcat}ons ta all
interpersonal situations. At the completion of the course, the nursing stud.ent
will be abie to identify basic dynamics of human behavior ar_1d d[fferentlate
among patterns of behavior. The correlation betwen_an phys!ca! lllpess and
emotional instability ar_e'leamed as factors to consider in planning patient care.
Prerequisite courses: PN100, PN130.
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Residentiol Construction

Technology

RC110 Construction Methods & Materials 1 {3,2,1}

RC111

Thi . . .

brc:;:;:::s:elzcciﬂgn:c: p:lmaniy to suppiement RC120 in that it is designed 1o
A of instruction gained in RC120. The i j

trips to various censtruction j i i i o e
ps job sites (residential and i

e commercial}, a truss
ilding factory, modular home factory, and various points of interest relative to

the construction indust Y. i ectures by gUESt EpEakE[S on construction will be
1 C]Uded. Basic mathematics is also included this course

Constn_,lction Methods & Materials 1§ {3,2,1)
A continuation of RC110.

RC116  Architectural Blueprint Reading (2,1,2)

A .
Conletcture_/laborator.y course designed to teach students the art of reading
struction blueprints as they relate to residential and commercial construction

RC120 Construction | {12,2,16})

RC121

RC130

RC140

RC150

RC161

A i involvi '
mop;::;lﬁgtc;??arls;ealnc\irolvm}? f;ll-scale construction of a residential building using
nd methods. This course will involw i
'l £ ! e i
covering and closing against the weather, rough framing, exterior

Construction 11 {12,2,16)

A continuati of RC120 in 1 i
\!DIVlng dly\N T
a IO 1 allmg, p]aStB 1ng and interior finish J

House Wiring {2,1,2)

A ) . . . .

W“;:obt.;rs;ﬁ::ﬁ(r:zsll?gn;m: hous_ehwmng technigue and wiring codes, Instruction
W ature with studen i iri ises in g |
pihely ents doing wiring exercises in a labaratory

tse of the Framing Square {1,1,1}
.;r;;;a:t;;:alf course cansisting of the theory and application of the use of the
s framing square. Topics covered include comm i
‘ r on, hip, vaile j
_raf’:ers, roof types and pitches; and rafter and stairway layout. b v andjack

Formica Countertopping (1,1,7)

A labaratory/iectur irt
e coyrse coveririg the installation of plasti i
as i
tools used for successful instailation, plastic aminates and the

iasic Btocik Laying and Brick Laying (2,1,2)

SWilaihorator\,r/Iec_tu.re course c.;overiﬂg the following topics: building corners
N Eng _mortar, j.OInt reinforcing, tooling of joints, laying to a line, buttering;
[Bt? joints, Iayjmg If_zeaders, rowlocks and soldiers. The student will gain
aboratory experience in the above mentioned topics.

——— it e g T T

|
.i
:

RC170

RC290

RC292

IASLIUCLILNaL Intonbias.dt

Fiveplaces and Arches (21,2}
A laboratory/lecture course covering the following topies: basic arch
canstruction, basic fireplace and chimney construction, fireplace canstruction
with shest metal forms and fire brick. The student will gain faboratory

experience in the abave mentioned topics.

Basic Plumbing (2,12}
A laboratory/iecture course covering the following topics: plumbing codes,

instaliation of fixtures, sweating copper tubing joints, gluing plastic pipe, and
current plumbing innovations.

Residential Heating 21,2}
Topics covered inciude forced air heating, hot water_ heating, electric heating,

and solar heating.

Social Sciences

85100

§5101

£5140

§5145

55200

§s8201

Introduction to Social Science (4.4,0)

This course is designed 10 introduce the student to the interdisciplinary
approach to ihe study of the development of human behavior. Emphasis witl be
placed upon those concepts and theories which have influenced people’s
thinking about their individual nature and social refationships. {Materials from
the following disciplines will be utilized: history, anthrepology, sociology,
political science, psychology and economics.}

Inttoduction to Social Science (44,0}
This course is 4 continuation of 85100, It is designed 1o study those patterns of

behavior which have led 1o the creation of forces that have shaped modern
society. Special emphasis will be given 10 the rights and responsibilities of
citizanship and the form and function of government, Emphasis will also be

" given 10 specific problem arees which confront the contemporary world. {This
course also satisfies the state requirements for political science.)

Introduction to Corrections {3,3.0}
An examination of the total correction process from law enforcement througt

the administration of justice, probation, prisons and corveciional institutions,
{Normally offered only at the prison extensions.}

Corrections Practicum {4,400
This course incosperates several aspects of the corrections process including the

role of the practitioner, social and psycholegical aspects of the client, and othe
impariant information related 1o correctional work {Available onby through th

Corrections Department.]

Contemporary Problems {1 1,00

This is a series providing for study and examination of prablems and concesr
for which, hopefully, solutions can be found. Such areas of concern ma
include, but are not limited to, envivonment, ethics, personal identity, politit

and drugs. -

Contemparary Problems {1,1,0
A continuation of $5200.
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§$8215 Principles of Economics (3,3,0)

$5220

85221

§5230

88235

§5240

This is a one-semester survey course in introductory ecanomics. Although this
course provides exposure 1o both macroeconemics and microeconomics, greater
attention is given to macroeconomics, which is related to issues of national
economic policy. Studies include foundations of economic analysis, the public
economy, national income, stabilization, growth, employment, and taxes.

General Psychology (3,3,0)

This course is designed to familiarize the beginning student with the basic
concepts and methods used by psychelogists to study human behavior, Among
the subjects covered are experimental methods, human growth and development,
intelligence, perception, Jearning, motivation and emotion, personality disorder
and therapy, and group behavior. Daytime, on-campus sections of this course are
taught using a meodified Kelier Plan approach; other sections follow a more
traditional classroam.lecture-discussion format. '

Child Psychology (3,3,0}

Students in this course study psychalegical theory and experimental findings as
they apply to understanding and influencing children’s growth and development.
Emphasis is placed upen such basic concerns as the effects of heredity and
anvironment, the processes of maturation, intellectual growth and development,
and childhood anxiety. In on-campus sections of this course, students pursus
learning objectives at their own pace on their own time, with an individualized
schedule of assignments, due dates, and meetings with the instructor.

Saciology {3,3,0)

This course is designed 1o familiarize the beginning student with the basic
concepts and methods used by sociologists to study society. Among the topics
covered are culture, social structure, social class, institutions, demography,
deviance, and social change. Emphasis is placed upon acquainting the student
with the sociological perspective of human behavior and our modes of social
organization, Daytime, on-campus sections of this course are taught using a
modified Keller Plan approach; other “sections follow a more traditional
classroom lecture-discussion format. '

Social Problems (3,3,0)
Students in this course study the sociofogicaf approach to social problems.
Subjects covered include mental fllness, crime, poverty, family and community
disintegration, violence, ecology, and current events. On-campus sections of this
course follow a format of regularly scheduled elassroom meetings for lectures,
discussions, and testing.

Political Science (3,3,0}

An intreduction to the institutions and functions of the national government.
Special emphasis will be placed upon the evolution of the present national
governmental system, and also upon the need to probe and define the problems
of American gavernment and politics in terms of changing times and conditions.
This course is designed to satisfy the political science requirements of all
curricula as weli as the state requirements for political science.

§8250

§8251

55260
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.S. History to 1865 (3,3,0 . )
Kssul:;v ofv the history of the United States from thT pe{;od of :;gl;;zt;ofnozc:‘
ivi i is will be placed upon
tose of the Civil War. Spetial emphasis Wi : :
g;i;ca! and social institutions; the influence of the frontier, the conflicts

i { nationalism; implications and
between individualism, sectionalism, and nationalism; and the implicatio
consequences of disunion in the Civil War.

. History from 1865 to the Present {3,3,0} u B
'll-'lﬁsichIZurs\; is a continuation of 55280, A survey of Americas political,

- “Grea
econamic and diplomatic histary from the close ?f tlcwle C|v11t}ﬁ‘V:;Ez;:;rui;io;
jety”’ wi ial emphasis wili be placea upan
Society” will he made. Specia ¢ siuctios
f the South, the industrial transition, the Progresst moverr;esrigso,ntuf e
3\rars the dos%estic wars, the emergence of the US. into a B .

leadership and the rasponsibility of this maturity.

Cultutal Anthropology (3,3,01‘
in this course students wi y ¢
preliterate ones. Subjects studied will include foo
pattetns, status and kinship systems,
religion, language, art, @ :
anthropologists. Qn-campus sections
scheduled classroom imeetings

Il study about different cultures, parficularly
d-gathering and settlerqent
ecanamic and political organization,
nd special concepts and methods used by cultural
of this course follow a format of regularly
far lectures, discussions, and testing.

gy < o T P O PR T



70 . Instructiona) Information

Student Development

50100  Human Potential {1,0,1}

ED110

I;le pu_rpcme of this course is to intreduce the student to the nature and function
exepo‘smve sgh‘ evaluation _and'ln‘e planning. The student, through small group

rcises, will deyelop skilis in value clarification, identifying motivational
patterns, goal setting, and long range planning.

Career Planning {1,0,1}

Tlt:: p:urpc_)lfe of thi.s course is to introduce the student to the topic of career
!3 drjn{jﬂg. hrough interest and personality testing, group exercises, lectures and
in l|(\n ual research, students will deveiop skills in career awareness, decision
making and the use of occugational information sources, i '

"H“mdfe—%chnic@i Fducation

VE100 Voeational Communication Skills {3,3,0) Fall Semester

VE102

VE104

YE110

VE250

VE253

A;::_u.rse s} dfaveiop reading, \n{riting and speaking skills. Emphasis is placed on
o) |smn,_ciarliy and orgamzatlon of written and oral communications. Methods
and techhiques of applying for jobs will be included. -

Technical Writing and Speaking (2,2,0} Spring Semester

A study of the nature of concise writing of technical papers, reports and

cor_respondence demanded of the technician is made, providing ample practic
assignments in the student’s area of study. Topics covered include: Effecti ;
organlzatigq, style, mechanics, tables and figures, contents and tecl.ﬁni ue V?‘
;e;ort wrmng, formal reports, figures, contents and spegial letters, merr?os Stf?e
Ceotter of Tpphcation, w_:he bib]iography, abbreviatians, spalling and athers. 'This

urse also emphasizes the value and necessity for effective verbal
communications, Persuasive oral presentations are a part of the course, :

Shop Drawing (2,1,2}
thskf:ourse is %iasigned to enable students to deveiop skilf in the production of a
orking drawing, Programmed instruction involving fine work, projection

d;tme_nsmning and idef@ifiéation is the major emphasis of the course, (Normall
offered only at the prision extensions in lonia.) ' Y

Shop Mathematics (3,3,0)

This course Inleudes_ a review of fractions, decimals, simple computations
measurements {including the Metric System), and applied shop problems ‘

Basic Electricity (3,2,2)

I:;pzur:éa:tsse gfcthlsdcgtgse. is t_o give a stude_nt a basic knowledge of electrical

componen é and D circuits, and electrical mgasuring instruments. Other
pies include schematic symbols, power, capacitance, inductance, impedance

m‘a}gnetlsm, electromagnetism, transformers and motors. This cours:a emphasi .

a “hands on* approach with the use of modern components and equipm?ntaﬂms

Hydraulics and Fluid Mechanics (3,3,0)

I:ts courss includes ag_JpIie_d pf)ysics, hydraglic principles and formulas, fiuid
aracteristics and basic circuits and theory, In practice the units of the

\
1
f
+

VEZ290

VE291
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hydraulic system are disassembled, inspected, and tested. The piping, tubing,
hose and common trouble sources in hydraulic systems are covered through
laboratory demenstrations and  experiments on specialized  fluid power

gguipment,

Field Experience {3-9 credit hours)

A course consisting of a carefully-planned cooperative wark experience in
business industry and a weekly seminar. To receive eredit for the course the
student must meet the following requirements: (1} acquire approved waork
experience, {2) show evidence of satisfactory progress through biweekly
employer reports, {3} cormplete a minimum of 75 clock hours work for each
semester hour of credit granted. {Permission of coordinator required.)

Field Experience {3 credit hours)
A eontinuation of VE220.

Welding

WE100 Welding Fundamentals and Practice (11,4,12}

This course is designed specifically to provide basic skills, fundarmental
knowledge, and practical capability in the welding field, A major share of the

. course is devoted io actual welding practice designed to master the technigues

for making welds in ail pesitions with a wide variety of manual processes.
Instruction is given in oxyacetylene wetding, brazing, cast iran welding, pipe
welding, silver soldering and flame cutting. Lecture, discussion, and test and
study guide assignments provide the ssential background materiai needed by the

welder,

WE101 Advanced Welding (11,4,12}

This course incorporates theory and practice in improved mastery of welding

- techniques, use of processes, join design, weld symbols, and inspection and

testing of weids.

WE10Z Advanced Welding Laboratory 1 (3,0,4)

Major emphasis in this advanced laboratory course is directed toward modifying
manipulative techhiques 1o produce welds in all positions which meet American
Welding Society Standards for certification. The use of the largest practical
diameter electrodes witl be stressed and comparative analysis of electrode
celection of optimum welding economy will be expected from each student.
Eatly completion of certification requirements will enable the student to
develop ability to make process comparisons and economic feasibility studies.

WE103 Advanced Welding Laboratory 11 {3,0,4)

A continuation of WE102,

WE104 Advanced Welding Laboratory 111 {3,0,4}

A continuation of We103. <.

WE110 Related Welding Skills (3,1,3}

This course covers welding theory and practice in oxy-acetylene cutting, welding
and brazing. Electric arc welding theory and practice with mild steel electrodes
in flat and vertical positions to meet visual inspection requirements as they

wouid apply in automotive areas,

TR 19 v
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