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It is the policy of Montcalm Community Cotlege that no person shali, on the basis
of sax, race, religion, color, national origin, age, or handicap, ke excluded from .
participation in, be denied the benefits of, or be subjected to discrimination in any
of its pragrams or activities,
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GENERAL INFOR

historical review

As the result of the efforts of a group of concerned citizens, the Montcalm Community
Céllege idea passed through the study stages and became a reality by means of an electicn
held March 2, 1965. The newly-elected 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
began 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 commitment to vocational education, the
third professional to join the MCC staff on February 1, 1966, was a Dean of
Vocational/Technical Studies. The first fuil-time programs of MCC were vocational
programs which started on August 29, 1966. By late fall of 1967, all of these programs
were housed on carmpus.

The Liberal Arts, or academic aspect of the college, was started by offering several
courses in the #all of 1966 at the Central Mortcalm High School. in the fall of 1967, the
college transfer and general education programs were also housed on the campus. During
the ensuing years the quality of these programs has been proven by the success of the
students who have transferred to bacealaureate institutions.

In August, 1966, a Director of Learning Resources began assembling materials for a
comprehensive study center for MCC.

On July 1, 1967, with the arrival of the first Dean of Studenis, the formal counseling,
admissions, and registration pragram began. Student activities such as student newspaper,
chair, student government and interscholastic athletics began during the fall semester of
the 1967-68 academic year. ‘ .

Beczuse of the recognized role of community involvement in a community college and
the pressing priotities demanded of other administrators, on February 1, 1969, the
position Director of Community Services was filled. This division assumed responsibility
for coordinating needs of variots groups from the community and the resources of the
college. The results have been aduit education courses, non-credit courses, short courses,
conferences, and cultural activities. The development of off-campus teaching centers has
heen another direct result of efforts by Community Services.

The college statf, Board of Trustees, and citizens of Montcalm Community College
District wil} strive to maintain the college as an institution dedicated to the service and

well-being of the community it serves.

Both the institution and personat objectives stated above have become a mandate to those
in whom the responsibility for the development of this college has been vested. These wili
consistently form the master quidelines against which decisions regarding the program of
studies, building design, and pravisions for student life are measured.
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accreditation history

Montcalm Community College holds full accreditation with North Central Association.

Almost from the moment the first president began his work with MCC, the institution
aggressively followed the prescribed steps which led 1o accreditation under the North
Central Association of Golieges and Secondary Schools. By late 1965, the Association had
appointed Dr. Daryl Pendergraft of the State University of Northern lowa as the
Consultant/Examiner for this cellege. '

To expedite the transfer of MCC students 1o four-year institutions during the pormal
period of five or more years before accreditation, Michigan public and private colleges
and universities assured—in writing—the acceptance of academic credits at full value for

which a grade of “C’" or better has been earned at MCC.

While technical and vocational courses were designed primarily to promate occupationat
cempetency for students enrolied in the programs, certain state universities agreed to
appraise these MCC credits for possible transter where they are appropriate to a student’s
pragram,

MCC was awarded status as a Candidate fof Accreditation by the North Central
Association in April of 1969, in the minimum time possible. An extensive seif-study was
then prepared and submitted to NCA for evaluation. In Dacember of 1973, a four-person
evaluating team visited the MCC campus and in March, 1974, representatives from MCC
eppeared befdre a committee of the NCA Commission on Institutions of Higher
Education. Shortly, thereafter, MGG was awarded full accreditation by NCA.

1980 ACCREDITATIONS and AFFILIATIONS
Michigan Department of Public Instruction Approved

Michigan Commission on College Accreditation
Morth Central Association of Colleges and Secondary Schools .

Education Directory, Part 3, Higher Education
U.S. Department of Health, Education and Welfare

American Association of Junior and Community Colleges

American Council on Education

College Entrance Examination Board

Michigan Association of Collegiate Registrars and Admissions Officers
Michigan Board of Nursing

Michigan Community College Association

Michigan Occupational Deans Administrative Couneil

Michigan Occupational Education Association

American Vocational Association
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mission and gools

MISSION . ' .
The main purpose of Montcalm Community College is to meet the educational needs o

the area citizens.

EDUCATIONAL GOALS _
MCC subscribes fully to the following institutional goa|§: . )
~to provide opportunity for vocational and technical study Ieadlr}g.to occupat[opa!
competence for the new learner and for the person desiring retraining or upgrading
skills. )
—1to provide opportunity for liberal arts, sciences and technu?al st_ui:lv at the freshman
and sophomore levels transferable to othet colleges and universities and accepiable
toward a baccalaureate degree. o
—to provide opportunity for general education for those who study primarily to
become more knowledgeable or skilled in an area of interest.
~to provide assistance for all students through educational counseling and guidance
sarvices, . . )
—to provide a center and resourcas for community services {educational, recreational,
and cultural). . -
—to provide an opportunity for organized activities to promote sacial skills and
responsible citizenship. - ‘
—to provide educational leadership through the promotion of coopetation between
area organizations and institutions. .
The goals of MCC set forth above have been formulated as guidelines fr:vr ;_ievelopmg 2
comimunity of learning to enrich the lives of the participants through social involvemnent
and practical and thegretical studies, :

These stzted goals are a mandate to the staff and trustees to cor)tint_le r_evie_wing and
updating of the college’s academic programs, developing an appropriate institutional plan
and insuring that the oppertunity for education is available to the peopie served by the

college.
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instructionod focllities

The 1967-68 academic year became the era of transition from teaching in rented or
borrowed facilities to full seale on-campus operations in buildings designed especially for
Montcalm Community College. During the year, students and instructors began using
what are now named Instruction East, Vocational/Technical Building, and the

Library/Administration Building. The Heating P N bl
functioning. g ing Plant/Service Building was also

T!1e upper level of the Library/Administration Buil'd‘mg is the central study area and
Library. The lower fevel houses administration offices.

In addition to rggu!ar classrooms, Instruction East features three demonstration/lecture
rooms f_or the sciences, each adjacent to a well equipped laboratory; a business sectetarial
wmg{ with taboratories for business mechines and shorthand transition; the practical
nursing Izboratory and classrooms, and the art room. ’

Instruction We.st was first used in August, 1969. In addition to 4 number of regular
gl:{?':l;srooms, it includes two quture demonstration auditoriums with seating for 100 and
persons, a small group seminar room, and a developmental skilis laboratory.,

Early p}lanning for inétr_uctiona[ facilities at MCC provided for a building which would
accommodate both technical degree and vocational programs of study. However, facilities
for 2 r}umber of the classroom-oriented occupational studiies—practical nursingr business
education, drafting—were integrated into Instruction East During the 1966-6'7 year it
yecame obvious that there was g rapidly growing need for instructional space for tha
industrial/mechanical skills. Consequently, planning began in January, 1987, for the
Voca_tional/Technical Building which was ready for use by autom&)'tive l\liechanics
wek_:hpg, industrial technology and apprenticeship beginning in January, 1968. The 19?1'
qdd:tzon doubled the floor space permitting space for aircraft mechanics and a residential
construction labaratory,

The Barn Theatrg has been developed for drama activities of campus and community
groups. Several miles of nature trails have been developed for nature study.

The most recent addition to the MCG campus is the Activities Building, completed late
summer, 1876, This building was designed to provide space for farge assemblies such as
cdmmencem'ent. exercises and indoor athletics. 1t provides space for physical education
classes, music instruction, swimming, and other recreation, dining areas, plus student

I;unge.dﬁ\lso included in this building project were outdoor tennis courts and a softball
iamond.
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odmission to coliege
Applicants shall possess a high school diploma or, if over the age of 18 years, shall submit
to 2n educational equivalency examination as prescribed by the Director of Student
Services.
Exceptions to the above, in keeping with the "Open Door Policy” of Montealm
Cemmunity College, may be made at the discretion of the Director of Student Services.

HOW TO APPLY FOR ADMISSION

1. You may abtain the application form from your high school counselor or the MCC
Adrmissions office.

2. Fill out and send the application with the non-refundable fee to the college’s
Admissions Office.

3. Have your high school send a copy of your transcript or high school equivalency
examination {GED} to us.

4. Refer any questions you have to your high school counselor or the Admissions Office
at MCC.

GUEST APPLICATION

A guest applicant is a student wha'is currently enrolled in 2 program at another college or
university, and who wishes to complete a course at MCC as part of that program. Guest
applicants may complete the regular application procedure, or camplete 2 Guest
Application Form, and receive permission to attend MCC. Guest Application Forms are
usually available at the Records Office of the student’s home college or university. A
student may not attend as a guest for iwo consecutive semesters.

FORMER STUDENTS

MCC extends to all students a continuous matriculation; therefore, former students need
only to contact the Admissions Office to update the personal information file and
reactivate their registration status. The only exception to this regulation applies to
students who have been formally dismissed. They must re-apply through the Director of
Student Services Office. Former students need not complete an admissien form.

POLICY AGAINST DISCRIMINATION .

It is the policy of MCC that no person shall, on the basis of sex, race, refigion, color,
national erigin, age, or handicap be excluded from participation in, be denied the benefits
of, or be subjected to discrimination in any of its programs, or activities.

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

T Ak B
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SXEENSESs

The Trustees of Montcalm Community College sincerely desire to keep the cost of

attending this institution as low as possible for the student. However, tuition charges are a

direct reflection of the present economy, and the costs of operating a college are lile the

economy-changing rather rapidly. ’ '

If a tuition change becomes necessary for the following acadernic vyear, all present
. studlents and new applicants will be notified.

RESIDENCY POLICY

Determination of residency status is governed by the following:

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

2. Residence within the confines of the State of Michigan for a peried of six consecutive

menths 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 his/her parent(s) or legal guardianis) if the student resides with the
legal guardian. :
4. Students previcusly registered as a nen-resident may change to district resident status
upan satisfying the conditions of this policy. '
5. A person in the military service of the United States and the spouse or minor children
shalf be considered Michigan or district residents as appropriate.
8. The residence of a resident alien shall be determinad in the same manner as a 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 responsibility to notify the Business Offico priot to completion of
regisiration for any semester of any change in residence that would affact the residence
classification. 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 College as evidence that one has officially adopted a domicile within the
boundaries of the Montealm Community College District (or State) and has continuously
maintained such residence for 2 period of not less than six months prior to registration
for any semester.

Students who wish to appeal the status decision may request a review by writing to the
MCC Business Office.

TUITION

Resident of Montealm Community College District
Michigan Non-Resident Students
Out-of-State Students

$17 per credit hour
$25 per credit hour
$35 per credit hour

OVER SIXTY?

Tuition is freet! The free tuition policy does not include a waiver of other required fees.
So come out -of retirement and back to college today. It's the best educational bargain
around.

Ganeral Information 7

FEES

Application for Admission (paid only once) . $5
Activities [maximum $12 per semester} $1 per credit ogtg
l.ate Registration

Tuition charges for college credit apprenticeship programs shall be made in accerdance
with the residency reguirements for alf other students.
Non-credit course fees shall be established and assessed for each course.

HOW MUCH DOES IT COST? -
A college education at Montcalm Community College may be one of the be.st_educatlonal
investments you can make. Tuition is low and you can save expenses by living at home.
The figures below are for the 1980-82 school year, beginning with Fall 1980. o
An average semester for a full-time student consists of four or five courses totaling fifteen

semester hours. The year's total, then, would be based on thirty semester hours, All costs .

are subject to change by the Board of Trustees.

Montcalm County residents Semester Year
Tuition and Fees ($17 per credit hour} $255 $gég
Buooks and Supplies (estimate) . 100 . e
Transpertation {estimate) 250

Total i $605 $1210

These figures do not include personsl expenses or maintenance at home O5ts.
Michigan Non-Residents

Tuition and Fees {$25 per credit hour) $375 $7gg
Books and supplies {estimate} . 100 ) gso
Transportation {estimate} 325

Total $800 $1600
These figures do not incfude personal expenses or maintenance at home costs.
Out of State Residents $35 per gredit hoqr

PAYMENT OF TUITION AND FEES [FEES ARE NOT REFUNDABLE]

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

2. Students unable fo pay the fuition and fees should consult the Business Office
concerning a Joan ne less than three weeks priot to the enrollment date.

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

TUITION REFUNDS FOR ON-CAMPUS CLASSES

1. Refunds for stucdents over 18 years of age wiil be made payable to the student and
mailed to the address given by him/her, except in paragraph two.(?) below. _

2. Students under special scholarship and/or lpan programs administersd by MCC .Wl”
receive no refund; the refund will be returned to the donor. Th?se schalarships 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 enrollment period. The end of th‘e enrc_:!lment

period will be designated by the Registrar on the schedule for each academic session and

shall coincide with the end of the drop and add period.

TUITION REFUNDS FOR OFF-CAMPUS CLASSES
No refunds after first night of classes.

St ]
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acodemic regulations

Certain acadernic policies, regulations and practices prevail at Montcalm Community
College. These provide the basic framework within which a student’s achievernent and
academic status are expressed. Their appearance here is to be interpreted as official policy
of the College enabling the community of learning to function.

SEMESTER SYSTEM

MCC operates on the basis of two semesters per year. The first semester begins during the
last week of August and is compieted prior to Christmas. The second semester opens in
early January and ends about mid-May. §ix and eight-week summer school sessions are
usually offered by the college.

CLASSIFICATION OF STUDENTS

FRESHMAN - A student who has completed less than twenty-five semester hours of
study. .
SOPHOMORE - A student whe has successfully completed at least twenty-five semester
hours of study but who has not vet qualified for an Associate Degree or a certificate.
FULL-TIME - By legal definition, one who carries twelve or frore 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 hours.

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 2.00 grade point
average on z 4.00 point scale. .

Those pursuing an Associate Degree must complete not only the required semsster
credits, but also the proper sequence of courses as herein presented, with an overall 2,00
grade point average.

Transfer students who have earned credits at other instituticns of higher sducation may’

request that these credits be applied toward an Associate Degree at MCC, However, 24
credits of the total presented For graduation must be earned at MCC, and the student

must be enrolled at this institution during the final semester before receiving his/her
degrea.

SELECTION OF PROGRAM OF STUDY

Selection of a student’s program of study takes place prior to registration znd/or the start
of classes. During the counseling interview the student will be advised of specific course
requirements necessary for completion of his/her program.

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

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
completion of assigned work.

Fhe matter of regular class attendance shall be resolved between each instructor and

s e o e
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his/her students. When absences are anticipated, advance arrangements should be made
for completion of work.

GRADING SYSTEM . ‘
Academic achievement wilt be appraised and recorded by means of the following system
of letter grades:

Grade ‘ ’ Honor Point Value
A ‘ 4.0
A- 3.7
33

. _ 3.0
B- ) 2.7
C+ 2.3
c . 2.0
C- 1‘.7
D+ 1.3
D 1.0
D- ' 7
E Failure 0
W Withdrew while passing .

E Withdrew while failing .

1 incomplete Not gomputed in GPA.
hi's Audit

S Satisfactory completion

N Preceding a grade indicates credit is not

recommended for transfer-terminal credit only

*Audit appliss to the situation where a person pays tuition for a course but s not required

to complete assignments or examinations.

INCOMPLETE GRADES

The [ grade will he employed sparingly. It will be awarded in the case where 3 student has

found it impossible to complete required course work by the close of a se‘mester for

reasons beyond his/her control. lt is an indication by the instructor of his belle.f that the
student will receive a passing grade when the reguirements have been fulfilled. The

following procedure is observed: ‘ ) o

1. An 1" mark shall be entered on the record when a course of study is incomplete at
the termination of the scheduled semester. E ]

2. An ”1I” mark shall remain without alteration indefinitely or until such time as the
requirements of the course are satisfied and warranted in writing by the instructor to
the Registrar. : ] .

3. An """ mark shall not be averaged with other grades to establish a grade point average
({GPA), . )

4. Any student who receives veteran’s benefits and receives an
year to complete the *1”.

e

in a course has one
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HONORS

Each semester an Honors List will include those students enrolled for at least 12
semester hours who have attained a-Grade Point Average from 3.3 through 3.69.

The President’s Honor List will include i
those siudents who fulfill th i
and whose GPA for that semester is 3.7¢ or higher. 1l the above requirement

ACADEMIC PROBATION AND DISMISSAL

All studenis attending Montcalm Cormmuni
grade point regulations:

1. ﬁtudents who at'tain le.ss t}ﬁan a .7 Grade Point Average (D- average) for their first 15
) Sou;s at MCC will l?e dismissed. Dismissed students may refer to item 5 below.
. Itu_ e:‘ns who attain Iess‘; than a 1.7 Grade Point Average (C- average) at the end of
. ‘;wtrr fu:st enrz:lment period will be placed on academic probation
- hetrning students who maintain less than a 2.00 cumulati - i
; : ative Grade P
g\rerage) will be placed on acadernic probation. e Foint Average (C
- Students ‘on probation who achieve less than i
tude - pr a 2.00 Grade Point Av i
cshsr;lssed. Dismissed students may refer to the item below. Fterage will be
- Students who have been dismissed may acce fsmis
_ pt the dismissal or appeal to the Da
. g}tugent agcl Community Services for special consideration. : ot
- Students dismissed for academic reasons either from MCC
i ' I or any other college, ma
required to wait for a full semester before re-entering the college. ’ 7y be

. Students transferring into MCC shall be sui
den sulzject to all regulation
beginning of their enroliment. fulerions stated above from the

ty College will be subject to the Toliowing

Services 1;1

SERVICES FOR STUDENTS
AND COMMUNITY

B = @ £ om gy o
student services |
The college student services are designed 1o aid students and community members as they

plan for learning, change and development in their [ives,

The Student Services Office at Montcalm Community College, lucated on the lower level
of the Library/Administration Building, offers a variety of services to compiement the
learning process. For your convenience, the Student Services Office is open the following
hours: Monday threugh Thursday, 8 a.m. - 8 p.m. and Fridays from 8 a.m. - b p.m.
Following is a list of the services:

ADMISSIONS/ORIENTATION .
Information about admissions, orientation, and campus tours should be directed to the
Director of Admissions or the Admissions Office, ext. 234 or 260 '

PROGRAM ADVISEMENT

The counseling staff will assist in program planning including transfer information. All
students are encouraged to make use of this service prior to registration.

REGISTRATION
Processing is in the Student Services Office. 1f you have questions you may contact the
Student Services Office, ext. 247 or 226.

COUNSELING

Concerns of a personal nature may be discussed in private sessions, most conveniently
arranged by appointment. Counseling staff members can be contacted directly or an
arranged time can be scheduled by the Student Services Office secretary, ext. 224.

GENERAL INFORMATIOM

Publishing of the daily “Happenings,” counseling appointments, health insurance, .

emergency procedures, class schedules, lost and found and other topics of general college
information are handled in the Student Services Office.

TESTING ]

Such testing 'as the ACT (Amaerican College Test}, GED {Migh School Equivalency),
career otiented interest surveys and personality inventories can be scheduled by
contacting the Stucdent Services Office. Basic skills, testing in Reading, Mathematics and
Writing is available prior to registration or by appointment with the Developmental Skills
Coordinator,

RECORDS

Accurate records of enrcliment, grade reposts, and transcripts are maintainad. Questions
concerning these records should be directed to the Assistant Registrar or Registrar's
Office.
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VETERAN'S AFFAIRS

We have a vete'ran’s counselor on campus once 2 week to assist veterans and eligible
depgﬂden{ts of_dxsabied and deceased veterans who are attending the college. Cantact the
Registrar's Office for normal VA information about eligibility, benefits, or processing.

FINANCIAL AID

Information about grants, loans, work study opportunities, and scholarships is available.

g?for guestions concerning need, eligibility, etc., should be ditected to the Financial Aid
icer.

TUTORING

MCC provides funds for student tutors under supervised conditions. Students in need of

tutorial assistance should contact the Developmental Skitls Coordinator, located in
[nstruction West.

CAREER LIBRARY

Qar career I.it{rary contains the basie information needed for pefsonal planning. College
catalogs, ‘frammg schooi brochures, job descriptions, and employment trends are some of
the materials that you have access to by contacting the Student Services Office.

JOB PLACEMENT

We have careef piacement information and a list of all students who are seeking eithar
part or full time employment. If you wish to list your name as a person seeking
employment, contact the Student Services Office.

DEVELOPMENTAL SKILLS

The De_veloprnental Skills Lab, located in Instruction West, provides individualized
instruction in basic mathematics, writing and reading skills, These one credit courses are
Entended to allow students to progress at their own learning pace while following an
instructional program taifored to the individual's needs and desires.

lrj addit'ion, t.hruughout the year, the Lab sponsors periodic mini-lessons, provides
diagnostic testing upeon request, and coordinates the peer tutoring program.

Services 13

student life

“The acadernic and social atmosphere in which a student lives, works and plays is a vital
part of the college experience.

Students, as citizens in the college community, find that a 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 planning

and operation of student activities and share in the foundation of other Montcaim
Community College policies.

ORGANIZATIONS

The following extracurricular activities are normally available to interested students. Itis
common for new groups and organizations to be formed each year, and for some to
become inactive, depending upon current student interest.

Archery Chaoir Student Senate
Art Club Intramurals Photography Club
Cheerleading Ski Club Aero Club -
Aduit Club _ Stage Band

STUDENT CODE

Within the limitations which govern an ordered community, the college accords student
freedom of inquiry, expression and action. Freedom is not to be interpreted as license,
for a corollary of freedoen is responsibility.

Citizenship in the MCC plan involves respect for the dignity and rights of each individual,
respect for public and personal property, and personal academic hanesty. Since
regulations are necessary in eny community, guidelines have been established in the form
of a Student Code which accords students the greatest possible freedom consistent with
the weifare of fellow students and of the institution. Violation of the Code may result in
dismissal from the college.

. , 2 2 .
g@mmmaty S@fViCes
Community Services is that function of the college which assumes responsibility for
identifying those needs not already being met by the more traditional instructional
services of the college. Community Services may mean short-term courses and seminars;
lectures and performances; off-campus classes and special events offered in an attempt to
enrich the inteflectual, recreational, and cuitural life of the community. Such a program
strives to develop life-fong learning experiences based on the belief that “the one who is
educated today and quits learning tomorrow is uneducated the day after.”

tt is the intent of the Community Services Department at Montcalm Community College
to seek a personalized relationship with individuals and groups in the college’s service
region. An open ifwitation is made to all who wish to express suggestions for educational,
recreational, and culturaf programming.

The Community Services office is located in the fower level of the Library/Administra-
tion Building. I you have any questions or would like ajsistance in this area please cali,
ext. 250.
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finonciol ossistance

Montcalm Community College operates a responsive and Hexible financial aids program.
Through a program of 1) scholarships, 2) grants, 3} campus employment, and 4} loans;
MCC strives to make a coilege education possilile for all qualified students. Any student
who is seriously interested in MCC should not hesitate to apply for admissions because of
a lack of financial resources. :

In the selection of students who are to receive financial assistance, primary emphasis is
placed on finarcial need and potential to succeed in a program of study.

The Financial Aid office is an integral part of the student and community services at
MCC. Individual counsefing is avaitable for students and their parents relative to expenses,
budgeting, and other circumstances related to college costs. The office is located in
Student Services. .

HOW TO APPLY FOR STUDENT FINANCIAL ASSISTANCE_

The procedure for requesting financial aid through the college involves a few simple steps.

It is important to note that you may use one application o earn consideration for all the

aid programs handled by the college. Students should follow these steps:

1. Submit an “Application for Admission” to the Oféice of Admissions. {Does not apply
to students who are currently enrolled in a program of study.}

2. Submit a Financial Aid form 1o the College Scholarship Service after Januzry 1, prior
ta a fall semester enrollment, designating MCGC as a vecipient of the analysis. This form,
available from your high scheol or MCGC, may be used for Michigan Competitive
Scholarships, basic grants, and other campus-based fnstitutional and federal financial
aid programs.

PREFERRED DEADLINE FOR APPLICATIONS

There are no “official deadlines” in applying for financial aid. However, tg insure
adequate time for handling of application materials and notificetions of awards, the
necessary forms should be submitted approximately two months prior to the semester for
which the student intends to enroll.

MONTCALM COMMUNITY COLLEGE ADMINISTERED SCHOLARSHIPS

Students interested in the specific awards available should consult their high school
counseler or the adinissions office at Montealm Community College.

1. Board of Trustees Scholarships
A. Board of Trustees Scholarships of tuition and fees shall be offered to each of the
seven constituent high schools at the rate of a minimum of two per area high schaot
and ane per each 50 graduates or fraction thereof over 100.
B. Fifteen out-of-district Board of Trustees Scholarships of tuition and fees shall be
offered to the high schools cutside Montcalm County at a rate of no more than
three per school.

2. Area High Scholarships

A. Seven Vocational Scholarships of tuition and fees shall be granted to a student from
each area high school who enrolls in a Vocational/Techinical pragram at MCC. [

_impossible to find somaane within 2 school for this division, the scholarship may be.

granted to someone in ancther school but must be in the same division.
B. Seven Academic Scholarships of tuition and fees shall be granted to a student from
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each area high school who entolls in an academic program at MCC. I impossible to
find someone within a school for this division, the scholarship may be granted to
.someone in another school but must be in the same division.

3. Basic Education Scholarships -

A. One tuition and fees scholarship may be grented to each area high school for a

student with a less than satisfactory academic record, a desire to a:ctempt coliege

level work and needing assistance in developing scholastic skills, and J!..ldged to have

the moral character desired to good citizens. |f impossible to find someor}e

within a school for this division, the scholarship may be granted to someane in
another school but must be in the same division.

4, Athletic Scholarships . )
A. Up to 20 Athletic tuition scholarships shall be awarded. No m°fe than ten c?f which
shall be for students of either sex, and all of which shall be subject 1o requirements

currently n effect.

5. Music Scholarships :
A. Up to 15 Performing Arts/Music tuition scholarships may be awarded and alf shall
be subject to requirements currently in effect.

6. Area Adult Scholarships -
A.Up to 10 Area tuition and fee scholarships may be awarded to independgnt

stuclents and all shall be subject to requirements currently in effect.

7. ‘Adult High School Completion Scholarships _
A. Tuition and fee scholarships $or up to seven credit hours will be awarded each
year to students in adult high school completion programs.

8. Over 60 Scholarships
A, Tuition scholarships shall be available to persons age B0 or older and shatl be

subject to requirements currently in effect.
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LOCAL SCHOLARSHIPS

A number of local scholarships are offered each college year. Some of these scholarships
do not require a Financial Aid Form to be on file. Contact the individual group ar the
financial aid office of Montcalm Community Gollege for more information. Groups
showing particular interest in helping area students attend MCC include:

Alyce Ann Beckmeyer Scholarship

Ferris Township Scholarship

General Telephone Co.

Greenville Federation of Women

Greenville Chamber of Commerce

Greenville Lions Cluh

Greenville Junior Chamber of Commerce

Ore-1da Foods, Inc.

Sidney Sportsmen's Club

Southside Child Study Club

Stan Ash Scholarship

Stan and Marion Kemp Scholarship

Stantan American Legion

United Memorial Hospital Guild

VEW Lester J. Sitts Post 5065 and

Auxiliary Academic Scholarship

Many new local scholarships are made available each year.

STATE OF MICHIGAN STUDENT FINANCIAL AIDS PROGRAMS

Michigan Competitive Schalarships

Michigan residents who qualify on the national ACT exam prior to entering college and
demonsirate financial need are eligible for this award, 1 you attend & Michigan
community college or university on a fulk-time basis, your award could be equal to the
cost of wition and fees not to exceed a $1,200 maximum. Contact your high school
guidance office to obtain the ACT test registration blank. For general information about
the program write directly to thé Michigen Department of Education, Financial Aids
Setvice Area, Box 30008, Lansing, Michigan 48909 or call 517 373-3394.

Michigan Guaranteed Student Loan

Michigan residents who enroli on at least a half-time basis at an eligible institution may
borrow funds up to $2,500 per academic year under this program. Repayments begin
nine months after the student terminates his studies. A list of participating lending
institutions may be obtained from MCC's Office of Financial Aids. Application forms
must be obtained from a local participating bank, credit union or savings and [oan
association. For general information write directly to Michigan Department of Education,
Financial Aids Service Area, Box 30047, Lansing, Michigan 48909 or call 517 373-3394,
State Direct Student Loan Program

The Michigan Higher Education Student Loan Authority was created by ACT 222 of the
Public Acts of 1975 to provide a source of loans to eligible students who are unable to
secure loans from private lenders. Students accepted for enroilment or enrolled in good
standing at a participating institution (college, university, community college or

vocational school) may obtain 2 direct loan application kit from the Financial Aid Office
1o help pay educational expenses.

Eligible students must {1) be unable to obtain funds from commercial lenders; (2) be a
Michigan resident; (3) be attending a participating institution on at least a part-time basis;
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(4) and the loans must be eligible for guarantee by the St‘ate Guarantee Agency. The
annual percentage rate on these loans is.seven percent simple interest.

The maximum Joan for any academic level canpot exceed $2,500 for underg_radua.tes or
$5,000 for graduate/professionals or the total cost of education less ofzher firancial aid
received, and should not be more than 50 percent of the total education costs for the
year involved. The Student Loan Authority will determine the amount of each loan after
consideration of the school’s recommendations.

FEDERAL LOANS

Mational Direct Student Loan Program )

This loan program is $or students who are enrolled at least half time and who have need

for financial assistance to meet their education expenses. ) )

A student, provided funds are available, may borrow a total of: {a) $2,500 if he/she is

enrofled in a vocational program or has completed less than two years of a program

leading to a bachelor’s degree; (b) $5,000 if he/she is an undergraduate student who has

completed two years of study toward a bachelor's degree. Accurnulated loans at MCC

may not exceed $2,500.

A borrower may have up to ten years and nine months, after he/she ceases 1o be at least a

half-time student, to repay his/her loans. Repayments and interest of three percent per

vear begins nine months after a student receives 2 degree or permanently leaves an

institution. o . .

No repayments are required for up to three years while a student serves in the Armed

Forces, Peace Corps, or VISTA. _ ) o

loan cancellation provisions are available for horrowers who go into certain fields of

teaching or spacified military duty.

“Ta be considered for a loan under this program a student must:

1. Be acitizen or permanent resident of the United States. . o

2. Enroll as at least a hatf-time student {six credit hours or more}. FIVI'S‘t priority is given
to full-time students. : : o

3. Show that they are making satisfactory academic progress toward a degree.

4. Demaonstrate financial need as evidenced by a financial statement,

FEDERALLY FUNDED EMPLOYMENT

College Work-Study Program N
Students, whose demonstrated financial need seems to be the greatest and who desire a
job to help pay for their coliege expenses, are eligible for employment at Montcalim
Community College under this program. . ‘ ‘
Students may work up to 20 hours weekly while attending classzes full-time and, if
funding is available, during vacation period or the summer, The work is normally arranged
around the student's class schedule. )
The student should bear in mind that his employment should no:c detract from his
studies. Assignments are made on the basis of financial need, academic record, and class
schedule. ' o

Interested students should contact the Office of Financial Aids.

FEDERALLY FUNDED GRANTS

Basic Educational Opportunity Grants ) o
Available to any undergraduate student who enrofls on at jeast a half-time basis in a
program of study which is six months in length or longer. The amount of the award is
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based on a F.ederal formula which measures the ability of you and/or your family to meet
;:;;ra:(:c::manal expgnses. ,‘ﬂ\wards are made to qualified students enrolled in eligible
programs pprove pubhcl and private colleges, universities, community colleges,

cational schools and hospital schools of nursing. For further information and

applicetion forms col i i i
ool ntact your high school guidance counselor or our Office of Financial

Suppletental Education Opportunity Grants

. This Federaluprogram of assistance is intended for students "who for lack of financial
me:!ans of the]: 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
package which may include other grants, loans or college-sponsored employment. ne

-
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learning resources center
The Learning Resources Center is the central study and research area of the college. The
collection of hooks and other materials was started in 1966. At the present time, the
materials collettion includes 20,000 volumes of books, periodicals, national and local
newspapers, back issues of needed journals on microfitm, and several hundred disc and
tape recordings.
Physical facilities provide for individual study carrels, group seating, conference rooms for
hoth 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.

CORS PIOOIOMm

Many Montcalm Community College students do not attend classes on the Sidney
carnpus. These are “full-fledged” college students, but they temporarily reside within the
walls of three state prisons in lonia. Currently, COPE {College Opportunity-Prison
Extension} students fhake up nearly 40 percent of the total college enroliment.
Recognizing these men as potential students, MCG began offering credit courses in the
Michigan Reformatory in 1968, Since that early beginning the prison program has grown
to include hundreds of COPE students served by a full-time staff which provides program
coordination, counseling, library assistance and instruction.

Regular college faculty and part-time teachers from area institutions currently staff over
250 classes per vear at the Reformatory, Michigan. Training Unit, and Riverside
Correctional Facility. The COPE schedule of courses enables students to pursue an
Associate Degree or one of several vocational/technical programs.

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

- o -
bookstore
The college Bookstore serves as a source for students to obtain textbooks, supplies, and
materials required for each course. Average cost Tor textbooks is estimated at $25 per
course. Used books are often availalyle at some savings to the students.
In addition to textbooks, some courses require the purchase of hand tools or instruments.
Project-centered courses such as art and technical courses also reguire the periodic
purchase of special papers and supplies. Costs for such items may be obtained by visiting
the college Bookstore located in the Activities Building.

[——
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velteran's information

If a :student dt_esirsfs 10 receive veterans’ benefits while enrolled, it is necessaéy to {1}
sul;m(:;)a?l app:lce'x{"c_:on for benefits to the Veterans Administration prior 1o enrolfiment,
an ave his/her enrollment certified to the Veterans Admini i ing
S stration after being
Q'Fte.r ihe veteran has enrolied, it is his/her responsibility to notify the Office of the
lemsﬁ;jar of (1Lany changes in training program or credit hour class load; {2} an extended
class absence of more than one week; [3} a cease in attendance (withd
v ; rawal frof ;
and (4) any change in dependents. m cotlege;
Veterans are remjnded that they may be held liable for any overpayment of benefits as
thg result of fal!%n'e to report any such changes. They are further reminded that
sa‘usfe_mtory pursuit of study or training toward completion of an educational or
vocational goal must be maintained. :
ASS'IStaﬂCE in obtaining forms, .completing forms, and support services for veterans is
available through the office of the registrar or the veterans representative on campus. All

veterans must read the section n the stude 1t handbook dEa ng with stu T V|
|| g re
- . th st den s receiving
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ossociote degress offered

ossociote in arts and sciences

The sixty (60) semester credit hours required for an Associates Degree in Arts and
Science must include the following courses:

s

Course Number Credit Hours
LA-100 3
LA-101

Course Title
Freshman English |
Freshman English 11
QR if B+ or better in LA100
any other LA course [except LAZ10) 3
Biological & Physical Science NS-100 & NS101
" OR with sufficient science background

two other lab science classes 8
Introduction to Social Science | §5-110 4.
Introduetion to Social Science 11

OR two other SS courses dor B
Humarities § HU-200 4
Humanities 1§ His-201 __2_1'____‘

- 30 0r 32

associote in applied arts and sciences

The Degree of Associate in Applied Arts & Sciences differs from the Associate in Arts and
‘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. :

A student pursuing the Associates in Applied Arts and Sciences must follow a prescribed
program curriculur. Minimum credit hotrs for graduation vary with each curricutum and
must be strictly observed. The student should refer to the program outlines on the
following pages, and take the following general education requirements as well.

Credit Hours

Course Title Cotirse Number

Ereshman English | LA-100 3
Freshiman English [ 1.A-101

OR if B+ or better in LA-100

any other LA course {except 1LA-210) 3
introduction to Social Science 1 55-110 4
Introducticn to Social Science 11

OR NS100 OR 107, HU200 OR 201, OR

another $S course 3ord

i3or 14




s i e X i ol s

22 Instructional informatich

associote in general studies

'T'hls' degree will provide students the opportunity to be directly involved in plarning their
curriculum, by allowing them to choose courses which will meet their individual needs
Dependent upon the courses selected, credits may or may not fransfer to four-yea;
college_s or universities. The fulfillment of course requirements for this degree ‘must be
approved by the Dean of Student and Community Services.

Stud_en_ts pursding the Associate in General Studies Degree must complete 60 hours of
credit in academic, vocational/technical or community education. Of the B0 hours, 15
must be academic credits from at least three academic discipfines (humanities IangL‘Jage
arts, mathematics, natural science or social sciences). $5110 or §5240 must be'incfuded.

Montcah:n Co.mmurfit}r College also offers certificates in the following programs:
Apprenticeship Training Medical Office Assistant

Au'tm:notive_ Practical Nursing
Aviation f\fla:ntenance Resicjential Construction
Clark-Typist Stenographer
Cosmetology

Welding Technol
Legal Office Assistant ? o

Program outlines for the certificates may be found in the MGG Program Guids.

Motice of Intent to Graduate

A no1i|'ce of intent to graduate must be filed by each student who wishes to receive an
Asgfnm?te Degree or Certificate. The notice must be filed in the Records Office at. the
begmmrjg of the semester in which the student will complete the requirements for
graduation, The requiremenis may be completed during any semester but the graduation
ceremony is held only at the close of the spring semester,
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course code index

This page will help [ocate descriptions of individual courses, such as HU122, Introduction
to Art, and LA210, Speech. Use the index below in the following manner: find the
subject matter in which you are interested, the letter prefix that follows tells where to
find descriptions of the courses which cover that subject matter. For example, art course

descriptions would be found under HU.

Accounting/BA

Acting/LA

Advertising/BA

Airframe Mechanics/AV
Airframe & Power Mech/AV
Algebra/MA

Allied Health/AH

Analytic Geometry/MA
Anatomy/NS

_Anthropology/SS

ArtfHU
Art (Appreciation)/HU
Automotive Mechanics/AM
Aviation Mechanics/AV
Biolagy/NS
Biueprint Reading/VE
Blueprint Reading

{Building & Const.)/RC
Biueprint Reading

[Machine Tool} (App.)/AP
Bookkeeping/OE
Botany/NS
Businass Communications/0E
Business Cotrespondence/OE
Business Law/BA
Business Mathematics/OE
Calculus/MA
Ceramics/HU
Chemistry/NS
Comimunications/LA
Communications (Business) /OE
Coemposition/LA
Computer Programming/DP
Cormputers/MA,BE
Correspondence/OE
Data Processing/DP

Die Drafting {Apprentice)/AP
. Diesel Engine/AM ’

Directed Studies/XY
Drafting Technology/VE
Drafting & Design (App.}/AP
Drarma/LA

Drawing/HU
EconomicsfS5
English/i_A
Executive Sec. Studies/OE
Finance {Personall/BA
Fire Science/F§
First Aid/CE,
Fitness/PE
French/FL
General Business/BA
Geography/SS,BA
Gaverninent/SS
Heat Treatment
{Ferrous Metais} (App.)/AP
History/SS . '
Humanities/HU
Human Relations/BA
Hydraulics/VE
Income Tax {Individuall/CE
Industrial Supervision and
Management/BA,VE
Journalism{LA
Law {Businass}/BA
Law Enforeement/LE
Legat Secretarial/OE
Literature/LLA
Magchine (Lab) [Apprentice}/ AP
Machine Shop/VE
Management/BA
Manufacturing Processes/VE
Markezing/BA
Mathematics/MA
Mathematics (Apprenticel/AP
Mathematics {Business)/BA
Mathematies (Technical/VE
Medicat Shorthand/QE
Medical Terminology/CE
Metallurgy Theory {App.J/AP
Metals Machining Technology/VE
Mold Making & Die Cast Dies
{Apprentice /AP

Naturat Science/NS
Nursing {Practicall/NUR
Office Machines/OE
Gftica PracticefOE

Oral Interpretation/LA
Painting/HU
Philosophy/HU
Physical Education/PE
Physical Fitness/PE
Physical Science/NS
Physics/NS
Physioiogy/NS
Plumbing {Apprentice) /RC
Political Science/SS
Psychology/SS
Reading/5D
Religion/HU
Salesmanship/BA
Science/NS

Sculpture /HU
Secretarial Studies/QE
ShorthandfOE

Socizl Science/SS
Sociclogy /55
Spanish/FL

Speech/[LA

Sports/PE
Statistics/MA
Supervision & Mgt./BA
Tax {Income-Individual)/CE
Taxation (Business)/BA
Theatre/LA

- Tool Drafting (App.)/AP

Transcripticn/OE
Trigonometry/MA
Typewriting/OE

Welding (Trades) {App.J/AP
Welding Technology/WE
Wiring (Residentiall/RC
Writing/ LA, SD
Zoology/NS
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course descriptions

allizd healh

AH103

AH104

AH105

AF106

AH107'

AH108

AH125

AHZ20

Surgical Principles and 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 ernphasized. Also included is
coordinated clinical practice with emphasis on basic surgical technician skills

including the scrub, proper use of equipment and identification, and care and
use of instruments.

Surgical Principles & Procedures 11 (5,3,3) 96 contact hours

This course will devalap 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 procedurss will be learned with full development of the
skills to assist with these surgical procedures. The coordinated clinical experience
is vital to the technician training. Prerequisite courses: AHT00, AH101 or
PN130, AH102, and AHT03.

Food Service for Health Care Facilities | {1,1,0) 16 contact hours
Fpr peopie employed in food service. Basic course includes: communications,
sanitation, safety, Jood handling, regulations, nutrition and therapeutic diets.

Food Service for Health Care Facilities 11 {1,1,0) 16 contact hours
Continuation of course AH105 for food service personnel. Nutrition and life

cycles, menu planning, meal preparation, equipment, storage and service
procedures. Prerequisites: AM105.

Health Care Housekeeping {1,1,0) 16 contact hours

This course will examine the fotlowing principies ard techniques of professional
housekeepirg in health care facilities: principles of sanitation and disinfection,
hasic and special cleaning procadures with emphasis on cleaning of the isolztion
unit, floor maintenance and pest control. Related areas to be covered are
patient-housekeeper telations, aceident prevention, principles of good body
mechanics and institutional purposes and organization.

Introduction to Child Development Program {2,2,0) 32 contact hours

This course is designed +to increase awarensss and develop skills and
competencies to use in meeting the needs of specifie groups of preschool
children " in child development settings. Emphasis will be directed toward
nurturing the children’s physical, social, emotional and intellectual growth;
establishing and maintaining & chifd care environment and promoting
parent-child relationships.

Adult Foster Care in Michigan (1,1,0) 16 contact hours

A course that covers the history and philosophy of Adult Foster Care and its
role in the continuum of services to mentally ill, mentally retarded, and aging
clients. Course will also cover: funding, licensing, systems that impact Adult
Foster Care and the role of the caregiver.

Coronary Care (4,3,2) 80 contact hours
This course is an introduction to the principles of nursing management of the

patient with heart disease. Emphasis will be on identification of cardiac
dysrhythmias and therapeutic intervention.
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; : ARE 1IN
STUDENTS SHOULD HAVE COMPLETED AH125, ADULT FOSTER C
MICHIGAN (1,1,0) AS PREREQUISITE FOR THE FOLLOWING ONE CREDIT
COURSES. :

AH110 Adult Foster Care Programming {1,1,0} 16 contact hours

AH135

AHI36

AHT4%

AH146

AH155
AH160

AH165

AH170

o e

A skill development course that assists the Adult Foster Care caregive_r in
becoming an integral part of a clfient's learning. Participants will be' provn.ded
with information and opportunities to learn specific skills of observation, (_:hent
assessment and successful teaching principles. A program instrument will be
provided that allows caregivers to incorporate many varisbles that affect the
client’s learning, e.g. family, friends, physical envivonment of the home, the
community.

The Aging Process {1,1,0) 16 contact hours

A course that covers a description and a clarification of the aging process,
historical and current approaches 1o warking with the elderly qnd the role of the
Adult Foster Care Program and the caregiver.

'Programs for Aging Residents {1,1,0) 16 contact hours . ]

This course will relate to overal! program management. it will review standards
and policies specific to the aged resident; role of the caregivgr: role of Ac_iu!t
Foster Care, individual program planning for residents, i.e., motwa‘qqn,
drug-menitoring, helping residents deal with death in the home, and community
health-resources.

Mental Retardation {1,1,0} ‘

A course that covers the definition, couses and classification of Mental
Retardation, historical and current approaches to working with mentally
retarded, and the role of Adult Foster Cave program and the caregiver.

Programs for Mentally Retarded Residents {1,1,0)

A skill development course that presents technigues to assess and teach mentatly
retarded adult foster care residents. The technigues will be applicable to _all
ranges of learning from basic care to skills needed for indep_er_-sdent community
living. The course will provide an opportunity for participants to design,
implement, and assess programs for their present clients.

Health Care/Incidents and Accidents {1,1,0} 16 contact hours N
A skill development course that covers techniques of emergency care _specmcally
relevant to the Adult Foster Care setting.

Health Care/Nutrition {1,1,0} 16 contact hours o .
A course which covers the fundamentals of good nutrition, menu planning, meal
preparation, quantity buying, and kitchen safety,

Facility Environmental Management (1,1,0) 16 contact hours. _ .

Course reviews good staffing procedures, including hiring policy, staff
evaluation,‘inservice training, responsibility delegation, time meanagement, staff
“burn-out,” and insuring proper environment conducive 1o reside.nt growth. The
course is specifically designed for the caregiver who has supervision of staff and
provides direct resident care. '

Activity Programming for the Adult Foster Care Resident {1,1,0) 16 contast

hours ) )
A skill development course that covers development of recreation a‘nd'lelsure
time activities as a part of the overall program for 2 client. Course will include
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AHR175

AH176

AH180

AH185

AH196

developing activity for in-the-home and in-the-community, for groups and
individuafs. ’

Health Care/Human Growth and Déveluprnent {1,1,0) 16 contact hours
Course will review body systems, discuss normal aging process. Sumimarize

common ailments, and discuss common terminology which will be useful in
future courses.,

Death and Dying (1,1,0) 16 contact hours

Course wifl explore the concept of death and dying as it impacts on atl types of
individual residents of various ages, home environment, and familjes.

Support Staff Development (1,1,0)

This course is intended to meet the varied aspects of the needs expressed by the
employees in an AFC Facility. The orientation is focused on training for the
cook, substitute worker, aide, laundry worker, bookkeeper, driver, housekeeper,
and other persons who have cantact with the residents. The philosephy of Adult
Foster Care, lcensing regulations, and inspection of attitudes, undevstanding,
and behavior toward residents will be presented. :

Mental Hiness (1,1,0) 16 contact hours

A course that covers definitions of Mental liness and Mental Health,
classification of mental illness, historical and current approaches to treatment,

including medication, and the role of the Adult Foster Care program and the
caregiver.

Pro_grams For Mentally 11 Residents {1,1,0) 16 contact hours
A .sk-ili development course that gives the caregiver specific techniques in
assisting mentaily ill clients deveiop skills meving toward independent living. The

course will provide an opportunity for participants “to design, implement, and
assess programs for their present clients.

opprentice training

AP100

AP105

AP106

AP110

Machine Tool Operatidn Theory (2 credit hours, 42 clock hours}

A lecture course consisting of the definition, history, operation and application
of the various tool reom machines. Tool topics covered include fathe, shaper,
horizontal and vertical mills and surface and pedestal grinding. Emphasis is also
placed on specific and special operations of these machines.

Blueprint Reading | (2 credit hours, 36 clock hours)

This course covers the following: three view projections, line alphabet, location
of dimensions, sketching, shop terminalogy, drafting termineclogy, tolerance,
decimal and angular tolerances, machine operations, sectional drawing, thread
representation, finished surfaces representetion, auxiliary views, violations of
theory of true projection, arrangements of view, scale drawing, phantom
outlines, structural steel shapes, mechanical accessories, A.S.A. symbols, systems
of drill sizes and gear formulas.

Blueprint Reading Il {2 credit hours, 36 clock hours)
A continuation of AP105.

Shop Mathematics | (2 credit hours, 36 clock hours)

This course covers the study of properties of common fractions, analyzing
decimals, square root, using formuias, understanding percentages, egquations,
measuring  instruments, applied geometry, geometric comstrugtion and

APTH

AP112

- AP115

AP120

AP125

AP130

AP35

AP136

AP137

AP138

AP140

Instructional Information 27

applications and Jogarithms. Alse cavered in this course are shop trigonometry,
taper and tapering turning, screw threads, pulleys and gears, applied mechanics
and strength of materials, speeds and feeds, gears, slide rule and milling machine
indexing.

Shop Mathematics 11 {2 credit hours, 36 clock hours)

“A continuation of AP110.

Shop Mathematics Iff {2 credit hours, 36 clock hours)
A continuation of AP111.

Strength of Materials {2 credit hours, 42 ciock hours)

Avreas covered by this course are simple stresses, shear, riveted joints, stresses in
thin-walled cylinders-weld torsion, seam-shear and moment diagrams, stresses in
beams, beam deflection, combinad axial bending stresses, columns and materials.

Shop Drawing (2 credit hours, 36 clock hours} )

A condensed course covering the basic principles and techniques of shap drafting
stressing the essentials of: lettering, instrument usage, technical terms, applied
geometry, free hand sketching, orthographic auxiliary and section drawings,
dimensioning practices, detail and assembly drawing, conventions and standard
drafting practices. Pictorial drawing and presentation of engineering ‘data
through the media of charts and graphs is also included.

Welding Theory and Practice {2 credit hours, 48 clock hours}

This course is a study of the techniques and processes used to fabricate metal
products by welding. Laboratory experiences include axyactylene weiding and
cutting, soldering and brazing, shielded metal-arc welding, inert-gas-shielded
(mig-tig) welding, and other special weiding processes.

Metallurgy and Heat Treatment {2 credit hours, 36 clock hours) Co
Studied in this course are properties of metals and the tests to determine their
use, chemical metatiurgy, producing iron and steel, phiysical metallurgy, shaping
and forming of metals, properties and nonferrous alloys, study of properties of
steel, surface treatments, power metallurgy, and classification of steels.

Tool and Die Design - Metal 1 {2 credit hours, 42 clock hours)

This course covers instruction on die design standards, solid and spring stripped
drop through blanking die, inverted type bianking die, compound hlank and
pierce die, composite section blanking, solid forming dies, and progressive type
dies such as pierce, blank, noteh, countersink, cutoff and form.

Tool and Die Design - Metal H (2 credit hours, 42 clock hours
‘A continuation of AP135. .

Taol and Die Design - Metal 111 (2 credit hours, 42 cloclc hours}
A continuation of AP136.

Tool and Die Design - Meatal 1V (2 credit hours, 42 clock hours}
A continuation of AP137. -

Tool and Die Design - Plastic Mold | {2 eredit hours, 42 clock hours)

“This course covers the fundamentals of plastic molding, plastic product design,
types-of molds, toolmaking processes, equipment and methods, materials for
mode! making and designing and drafting practices. Also studied are compression
and transfer molds, injection molds for thermoplastics, cold mcid design,
extrusion dies for thermoplastics, blow mold construction and design, mold
design for expanded polystyrene, and special fixtures.

B L
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AP141
AP142
AP143

AP145

AP150

AP155

Tool and Die Design - Plastic Mold I {2 credit hours, 42 cloclk hours)
A continuation of AP140.

Tool and Die Design - Plastic Mold 111 {2 credit hours, 42 clock hours}
A continuation of AP141.

Teol and Die Design - Plastic Mold IV (2 credit hours, 42 clock hours)
A continuation of AP142,

Use of Machinists Handbaok (2 credit hours, 42 clock hours)

This course includes: tebles of squares, cubes, circles and fogarithms, solution of
triangles and trig tabtes, geometry, mechanics, wire and sheet metal gauges, uses
of iron and steel-heat treat and hardness tables, helical springs, and keys or
keyways,

Social Economics {1 credit hour, 30 clock hours}

This course studies labor in sur economy, inctuding labor's obligations to the
employer, the employer’s abligation to the labor, services for employees, logic
behind colfective bargaining, the union contract and how labor unions operate,
Covered under our economic system are competitive prices in action, capital
equipment, wages, profit, and money and banking. Also included in this course
are husiness cycles, circular flow of money, problems of instability, inflztion and

deflation, the role of the government in the economy, and the study of
international trade. '

Safety and First Ald {1 credit hour, 18 clock hours)

_This course studies the “why and how of first aid.” Subjects covered’ are

woypds, comman and special; shock, physical and electrical and heart attack:
artificial respiration, injuries to bones, joints, and muscles of the husnan body
and skeletal injuries; burns and ilf effects of heat and cold; common emerganeias,

transportation, causes and industrial types of accident prevention; and first aid
kits and suppiies,

awtomotive machanics technology

AM100

AM191T

AM1T02

ANTT4

Automotive Gas Engines Theory (3,3,0)

The purpose of this course is to provide the student with an indepth study of the
construction end operation of automotive gas engines. 4

Automotive Gas Engines Lab (5,0,7)

The purpase of this course s to give you shop experience in the diagnosis and
overhaul procedures involved with Gas Engines. You will be able to improve
your proficiency in the use of precision measuring instruments, special tools, and
machining techniques as used in the repair of these units.

Manual Transmissions, Rear Axles and Drive Trains (5,2,5}

The purpose of 'this course is to give you shop experience in the diagnosis and
overhaul procedure involved in Manual Transmissions, Rear Axles, and Drive
Trains. You will be able to improve your proficiency in the use of precision
meazsuring instruments and special tools as used in the repair of these units.

Basic Small Engine Repair (2,1,1}

The purpose of this course is to give the student a basic knowledge of the
operation, maintenance and minor repair procedures of small gasoline engines.

AMT15

AM118

AM1T21

AM122

AM1T50

AM151

ANI52

ANM200

AM201
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Advanced Small Engine Repair {2,1,1)

The purpose of this course is to give the student an advanced knowledge of the
theory of operation and the maintenance and repair procedures for small
engines. Shop work consists of rebuilding or overhauling of small engines and the
related compenents in the cooling, lubrication, ignition and fuel systems.

Basic Automotive Repair and Maintenance {2,1,1}

This course is designed to furnish the student the necessary knowledge to
recognize dangder signals, handle emergency problems, make minor repairs and
perform general maintenance on the autamobile.

Motorcycle Maintenance and Repair (3,1,2)

This course is designed to give the student the basic knowiedge of theory and
operation needed to maintain most kinds of motorcycles. Lab work consists of
tune-ups and major overhauls including knowledge of cooling, ignition,
lubrication and fuel systems.

Snowmohbile Maintenance and Repair {3,1,2)

This course is designed to give the student the basic knowledge of theory and
operation needed to maintain most kinds of snowmobiles. Lab work consists of
tune-ups and major everhauls, including knowledge in cooling systems, ignition
systerns, lubrication systems, and fuel systems, '

Basic Automotive Engine Tune-Up Theary (3,3,0)
The purpose of this course ig to provide the student with an in depth study of
the construction and operation of Automotive Gas Engines.

Automotive Engine Tune-Up Lab (5,0,7)

The purpose of this course is to give you shop experience in the diagnosis and
repair procedures involved in the ignition, fuel, and emission control systems of
the automobile. You wili be able to improve your proficiency in the areas of
conventional and electronic ignition systems, fuel systems including current
domestic and imported carburetors, efectronic fuel injection and emission
controf systems. - You will also use such equipment as Ignition Scopes,
Distributor Machines, and Infrared Amnalyzers. Prerequisites: AM 150, within ane
year or concurrently.

Automotive Electrical Systems (5,2,5)

This course is designed to furnish the student the necessary technical knowiedge
and the practical experience to diagnose and repair automatic transmission
problems. All modern popular makes of automatics are coverad. Included is an
in depth study of the hydraulic and mechanical functional aspects of the
automatic.

Automatic Transmissions (5,2,5) )

This course is designed to furnish the student the necessary technical knowledge
and the practical experience to diagnose and repair automatic transmission
problems. All modern pepular makes of automatics are covered, Included is an
in depth study of the hydraulic and mechanical functional aspects of the
automatic.

Automotive Brales (4,2,3.5)

This course is designed to furnish the student with the necessary technicat
knowledge and practical experience to diagnose and repair brakes and braling
system problems. Job experience involves diagnosis and repair on live late model
units using latest methods on modern eguipment.
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AM202

AMZ22

AM233

AM250

AM251

AM252

Automotive Front Ends and Steering (4,2,3.5)

This course is designed to furnish the student the necessary technicat knowledge
and the practical experience to dizgnose and repair front end, steering and
suspension problems. All American made and some foreign systems are covered.
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 Automotive Trades. Familiarization
with parts coding along with inventory control, pricing, and sales techniques
constitutes & major part of the course. Inciuded 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 unidque features of all major

automobile manufacturers in the United States as wal! as popular foreign car
makers will be included.

Automotive Service Management (2,2,0)

“A comprehensive course in the management of the service department of the
auto dealership or service garage. The major emphasis of the course will be on
the accurate diagnosis of automohile defects, cost estimating, quality control,
personnel management, scheduling, and customer relations, All aspects of service
management will be explained and practiced through simulated and actual
service procedures.

Diesel Engines Theory {3,3,0)

This course is a study, in theory, of basic diesel engines and related components
not usually found on automotive gas engines. Included is the study of fuel
injection systems, governors, and turbo chargers,

Diesel Engines Lah (5,0,7)

This course is designed to furnish the student the necessary technical knowledge

_and the practical experience to service, repair and cliagnose diesel engines in the

truck, automobile, farm or heavy equipment fields.

Automotive Heating and Air Conditioning {4,0,5)

This eourse is designed to give the student basic knowledge of automotive
heating and air conditioning theory and service diagnosis procedures. in
addition, it is intended to help the student develop correct workmg habits and

good judgement in the performance of his duties as an air canditioning
mechanie.

aveiation mechanics tachnology

AV10T

AV102

AV103

AV104

Introduction to Aviation (1,2,0}

An introductory course including aireraft nomenclature, theory of flight, and
principles of aircraft maintenance and repair.

Airframe NMonmetal Structures (3,2, 3}

This course includes the study of the repair of wood structures, fabric coverings,
and the application of aircraft finishes.

Airframe Sheet Metal Structures {6,4,6}

This course includes the study of the repair of sheet metal structures; including
vartous types of fasteriers, plastics, horeycomb, and interior furnishings.

Aircraft Welding {3,1,3}

This course is designed to provide the student with skills for soldering, brazing,

AV105

AVIT

AV1i2

AV114

AV115
AV116
AV11Y

Aviig

AVT19

AVZ201

AV202

AV204
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gas-weiding, and arc-welding. It will also provide the stuFient with an
understanding of the procedures for welding magnesium and titanium.

Basic Science {3,3,2) . - .
This course is designed to provide the siudent with a basic understanding of
electricity, physics, and basie mathematical skills.

Airframe Assembly and Rigaing (3,2,2} .

This course provides the student with an understanding of_ the m?thod‘of
assembly and rigging of both rotary-wing and fixed-wing airerafe, including
alignment of structures and the balancmg of movable surfaces. Prerequisites:
AV101, AV105.

Hydraulic and Pneumatic Systems {6,4,6) ]

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

Aireraft Instruments and Controls (5,4,4}

This course includes the study of cabin atmosphere control systems, instrume‘znt
systems, communication and navigation systems, and position and warning
systems. Prerequisites: AV101, 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 | {2,1,1]
This course includes the study of nondestructive testmg methods, aircraft
hardware, and eleaning methods.

Materials and Processes 11 (2,1,2) N

This course includes the study of aluminum alloys, heat treatability and
weldability, as well as heat treat code designations. included is the study of the
causes of corrosion, its identification, removal, and the protection of parts from
further erosion. .

Aircraft Electrical Systems | {2,2,1) . i )
This course will provide the student with an understanding of aircraft elecft.rtca!
system operation and the repair of ejectrical system components. Prerequisites:
AV106.

Aircraft Electrical Systems 1l (2,1,3} ] ) )

This course is a continuation of AV118 with emphasis an mt‘ex:pretatlon of
circuit diagrams and troubleshooting of aircraft systems. Prerequisites: AV118.
Aircraft Reciprocating Engines (5,4,4) o )

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,
campression ratio, and horsepower.

Metal Pracessing (3,2,3)

This course includes a study of the engme s electrical system, its components,
and the repair of those components; as well as engine instrument systems and
fite protection systems. Prerequisite: AV 105,

Engine Lubrication Systems (3,2,2} ) o
This course covers the source of lubricants, their use, and engine lubricating
systems.

e e e - == -
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AVZ05  Aircraft Drawmgs {2,1,2)

AV211

AV212

AV213

AVZ214

AV215

AV216

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 averhaul on 2 reciprocating engine and the procedures for removing and
reinstalling an engine on an afreraft. Prerequisites: AV201, AV204.

Aircraft Engine Ignition Systems (4,2,4)

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

Engine Fuel Induction Systems (5,3,5)

This course includes the study of the operation and overbau!l of fiost
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: AV 105.
Turbine Engines (3,2,2}

.This course is designed to provide the student with a basic understandmg of the
theory of operation, disasserbly and reassembly of jet engines as well as
operating procedures and troub!eshootmg practices.

Aircralt Propellers (4,2,4) :

This course includes a study of the operatlon and repair of fixed pitch, constant‘
speed and feathering propellers.

Aijrecraft Servicing {5,2,5}

This course includes the study of the reqwrements for making an airframe and

- pawerplant conform[ty and airworthiness inspection. The course also includes

AV217

AVZis

AV250

instruction fn ground operations, servicing, maintenance forms and records,
maintenance publications, and mechanics privileges  and  limitations.
Prerequisites: All AV courses except AV215, AV217 and AV218.

Weight and Balance (2,1,2)

This course includes the study of the proper pracedures for weighing an aircraft,
finding the center of gravity and the movement of the center of gravity with

-changes in loading. Prereguisite: AV105.

FAA Review {2,2,0)
‘This course is a review of all previously studied subjects designed t¢ prepare the
student to take the FAA written, oral and practical examinations for both the

girframe and powerplant mechanics licenses. Prerequisites: All AV courses
except AV215, AV216 and AV217.

Pilot Ground School {3,3,0}

This course provides the student with information regarding pre-flight planning,
girplane systems, alrport, communications, air traffic control, weight and
balance, meteorology, Federal Aviation Regulations, the Airman’s Information
Manual, the use of the flight compurter, basic navigation, radio navigation ang
medical facts of flight. Successful completion of this course should be very
helpful in taking the FAA pilot's written exam.

4
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business administration

BAT15

BA116

BA13%

BA160

BATGT.

BAZ00

BAZ201

BAZ15

BAZ216

Financial Accounting {4,4,0} Fall & Spring Semesters

An introduction to accounting and fundamentals; the meaning and purpose of
accounting statements, balance sheets, and profit and loss statements. The
theory of debits and credits; accounts payable and receivable; the trial balance;
adjusting and closing entries; accounting for notes, interest, unearned and
aceruad items are examined. ’

Managerial Accounting {4,4,0) Spring Semester

A study of the basic procedures used to account Tor partnershtps corporations,
and manufacturing costs with the intent to provide understandable and
reasonable accurate financial reports. Prerequisite: BAT15 or equivalent.

Intraduction to Business (3,3,0} Fall & Spring Semesters

The student is introduced to the environment, nature, and opportunities of
business. Types of ownership are covered and the operation of business is
investigated through marketing, location and layout, personnei, finance, and
controls for decision meking. The legal environment of business is also
investigated.

Basic Assessment Administration {4,4,0}

Students are introduced 1o basic techniques of assessment administration needed
to assess a unit of government. Topics to be covered will include property tax
law, property descriptions, cost approach, market approach to value,
equalization forms, personal property and the appeals process. Prerequns:tes
None.

Assessment Administration [ (4,4,0)

Students will learn advanced techniques of assessment administration. Topics
covered include the cost approach to value with emphasis o depreciation
measurement, market approach, the analysis of comparable sales and the income
approach to value. Commercial-Industrial appraising techniques, using the three
approaches to value will be covered, as well as materials on personal property
statement, detarmination, recording and analysis according to the Michigan
corapiled taws. Prerequisites: Level | Certification or one year's experience in
assessment administration.

Business Law (3,3,0) Fall Semester

A study of the relationship between law and society. Through case discussion
the rules of law, as they apply to contracts, personal property, baitments, and
sales, will be better understood by the individual.

Business Law II {3,3,0} Spring Semester

A continuation of BA200. Security devices, commercnal paper and agency and
employment are considered. Special emphasis is placed on corpotate and
partnership law.

Cost Accounting | {3,3,0} Fall Semester

A study of cost information systems and accumulation procedures for the
purpose of budgetary planning. The recording of and preparation of factory
overhead, material, and labor costs in a form acceptable to AICPA will be
taught. Prerequisite: BAT16.

Cost Accounting (1 (3,3,0) Spring Semester

Planning for profits and sales and controlling of‘costs and profits are covered
Ermnphasis will be placed on cost and profit analysis. Prerequisite: BA215.

o O P e Y - —



" s
BAZ17

BA221

BA233

BA234

BA236

BA236

BAZ37

BAZ233

BAZ46

BA243

BAZ50

BA252

Instructional Enformation

Accounting for Non-Profit Organizations {4,4,0)

A stydy of the accounting principles and procedures used for government,
hospitals, and educational organizations.

Managerial Mathematics (3,3,0)

A study of Mathematics relating to various business situations involving matrix
algebra, sets, probability, linear programming and statistics. Prerequisites:
MAT100 or equivalent.

Principles of Marketing (3,3,0) Fall Semester (even years}

This course is arm introductien to marketing, with special emphasis upon retailing
from _the standpeint of both consumers and businessmen. The establishing,
fma‘ncmg and otganizing of merchandising institutions, as well as buying and
selling procedures are covered.

Merchandising I1 (3,3,0) Spring Semester (odd years)

A continuation of BA233 with emphasis placed upon centrel of the store

operatians. Prerequisite: BA233 or equivalent,

Small Business Management (3,2,0) Spring Semester .

A study of the operation of small business. Included in the caurse are topics
dealing with organization, financial structure, record keeping and promation of
small businesses. Also included are topics dealing with salesmanship, personnel
relations, customer psychotogy snd business law.

Production Management (3,3,0) Fall Semester {odd years)

The manzgement functions as zpplied to the production of products. The inputs
of capital, labor, design, and purchasing are covered with emphasis upon the
process including all types of control. Prerequisite: MAT59 or equivalent.

Management (3,1,2} Fall Semester

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

Maoney and Banking (3,3,0) On Demand

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

Tax Accounting (3,3,0) Spring Semester .

Local, §tate and federal taxes of sole proprietorships, partnerships, and
corporations are studied. Tax practices and proceduras relating to assessment
and collection are also covered.

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,

Hurman Relations in Business {3,3,0) Spring Semester

This course covers the methods of selecting and training personnel, discipiine
problems, morale, wages, fringe benefits, promotions, separations, and other
relatec areas.

Financial Principles {3,3,0) On Demand :

Monetary and credit systems are covered extensively with emphasis placed on

BA253

BAZbG

BAZ65

BAZ68

BA273

BA278
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meeting the demand for funds, the factors affecting the supply of funds, and
monetary and credit policies and problems.

Principles of Investment (3,3,0) On Demand

‘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. Security analysis and
portfolic development policies are investigated. Prerequisite: BA13% or
equivalent.

Purchasing (3,3,0) Fall Semester {odd years}

The purchasing department's role in logistics, objectives and contributions are
studied. Coordination of purchasing with other management functions such as
materials managament, the computer, and ethics are studied. Prerequisite:
BAZ37.

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

" and operation of an effective sales foree. The laws of effective selting are covered

extensively.

Credits and Collections {3,3,0) Fall Semester

This course is designed to provide the student with understanding of.basic credit
principles. Use of credit as & tool, anatysis of dealer’s and individual’s ability to
pay, use of credit references, and development of skills and technigues normally
used in a credit department for collectiot: of past due accounts are covered.

Industrial Relations (3,3,0) Spring Semester {odd years}

The componenis of personnel problems, supervision skills, organization,
manpawer, and employment development are investigated. Incentives and
management résponsibilities are covered also.

Production and Quality Control (3,2,0) Spting Semester (even years)

Organizing for production, intermittent and continuous production are studied.
Control for job shops, repetitive production, continuous production, and
automatic production along with mathematical methods for solving problems are
covered. Prerequisite: BA236.

‘consumer sducotion

CE033

CEQ40

ok s SeL i

Basic Income Tax Preparation {5,5,1) ‘

The H & R Block Income Tax Course enables the interested student, with no
prior knowledge, to begin to gain a solid and working understanding of the
intricacies surrounding most income tax returns. Study includes illustrated
lectures, discussions and the practical use of tax forms. There are 27 three-hour
classes. Students who successfully complete the course are awarded the H & R
Block certificate of achieverment. The five {5} hours credit may be used only for
general credit and are not appliceble to any business requirements for one or
two-year business curricula. :

Red Cross Multimedia First Aid & CPR (1,1,0}

This course will provide fundamenzal principles and skills in basic first aid and
aceident prevention. Participants will alse be prepared, through knowledge and
skill development, to meet the needs of most situstions in which CPR is needad
and medical assistance is not excessively delayed. Prerequisite: A willingness to
fearn first aid end emergency medical procedures.
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CO100 Basic Consumerism (3,3,0)

A course in developing basic consumer principles and skills to meet the
ever-challenging and ever-changing of day-to-day living in a free enterprise,
economic system. The course emphasizes consumer protection, resource
management, decision making, planring for food buying, purchasing health
services, insurances, using community resources and credit,

cosmetology

C5100  Introduction to Cosmetology {4,4)
This course is an orientation to the science of cosmetology and includes
cosmetology laws and rules as well as sterilization and sanitation technigues and
policies. Basic hair shapings and finger waving will also be covered in this course.

C8101 Beginning Hairstyling {4,4)
Students will gain more experience in finger waving and learn the basics of
pin-curling, shampooing, manicuring and facials. The wuse and care of
cosmetology equipment will al! be covered.

C8102  Beginning Hair Cutting and Permanent Waving (4,4)
This course will provide Turther training in the elements of basic hairstyling and
an intraduction to hair shaping, permanent waving and scalp and hair
treatments. Basic electrical theory as related to cosmetology and the use of
thermal and specialized electrical equipment will also be covered.

C3103  Beginning Hair Coloring and Professional Development 4,4
This course will cover basics in hair coloring, chemical hair relaxing, wiggery and
professional development and ethics.

C5110  Introduction to Cosmetology Lah {4,8) .
This course provides students with laberatory experiences in the science of
costratolagy and includes cosmetology laws and rules as well as sterilization and
sanitation techniques and policies. The student will practice basic hair shapings
and finger waving.

€3111  Beginning Hairstyling Lab (4,8)
This course will provide students with laboratory experiences in the practice of
finger waving, and the practice of basic pin-curling, shampeoing, manicuring, and
facials. The use of cosmetology equipment will be stressed.

C3172 Beginning Hair Cutting and Permanent Waving Lab {4,8}
This course provides students with laboratory experiences in basic hairstyling
and hair shaping, permanent waving and scalp and . hair treatments. Basic
¢lectrical theory as related to cosmetology will be applied and the use of thermal
and specialized electrical equipment will be practiced.

C5113 Beginning Hair Coloring and Professional Development Lab (4,8).
This course will provide students with laberatory experiences in hair coloring,
chemical hair relaxing, wiggery and professional developrment and ethics.

CS200 Advanced Hairstyling {4,4)
This course wiil provide students with an intreduction to cosmetic chemistry.
Students will recsive training in advanced hairstyling and shaping.

C5201  Advanced Hafr Coloring and Permanent Waving (4,4}

This course is a continuation of advanced hairstyling with special emphasis on
coloring and permanent waving. The basics of tricholegy will also be presented.
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CS$202 Advanced Hairstyling 1) {4,4) ) o ) .
This course continues to develop the student's technical skills in hal.rstylmg,
shaping, coloring and permanent waving. A continuation of the science of

trichology will further be developed.

CS202 Cosmetology Saion Management and Board Review (4.4} '
“fhis course will provide training to students in salon managerment ‘tECf:mquES,
professional ethics and job preparation skills. A review of all theorgtmal anc.l
bractical experiences will be covered in a 35-hour _segment .of :thlS course,
designed to prepare students for the State Board Licensing Examination.

C5210 Advanced Haifrstyling Lab (4,8) ) ' )
This course will provide students with [aboratory experiences in c.osme'trc
chemistry at the introductory level. Students will practice advanced hairstyling
and shaping.

Advanced Hair Coloring and Permanent Waving Lab (4,8) _ )

This course will provide students with laboratory experiences in advance.d
hairstyting with emphasis on colering and permanent waving. The student will
become familiar with the basics of trichology. -

€S5212  Advanced Hairstyling Lab It {4,10) ] )
This course will provide the students with further laborzatory experiences in the
technical skills of hairstyling, shaping, coloring and permanent waving. Further
study in the science of trichology will be stressed and further development of all
hasic skifls learned throughout the program witl be improved.

C5213  Salon Management and Board Review Lab (4,10} )
This course will provide students with trafning in salon management techmqt_les,
professional ethics and job preparation skills in the laboratory setting. A review
of all theoretical and practical experiences will be covered in a 35-hour segment
of this course, which is designed to prepare students for the State Board
Licensing Examination. Special emphasis will be placed on the Pre-Board
Examination.

cs21

doio processing

'DP110 Introduction to Electronic Data Prosessing (3,2,1)
This course will provide the student with a basic understanding of the
ptacedures, uses and limitations of unit record data processing equipmept as
applied to various areas of business.

"DP120  Introduction to Computer Language/COBOL (3,2,1)
This course will provide the student with an elementary understanding of the
principles and techniques of writing computer programs in the COBOL.[angua_ge.
The features and capabilities of the COBOL language will be utilized in sol\{mg
business -related problems. Topics covered will be computer programming,
fiowcharting, data storage and procedural study. Prerequisites: DP110 and a
basic knowledge of mathematics desirable.

DP121  introduction to Computer Language/Fortran (32,1}
Fortrar is a computer language used to communicate commands to a computer.
Completion of the course will enable students to flowchart ptobl_ems and thfan
program this information as instructions for the computer. Topics mclud_e: Write
statement, read statement, Format statement, Do-loops, arrays, subroutines and
addition 1/Q statements. Prerequisites: DP110, MA100, or OE120.

St e e e e e o e s _ e
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foster porent

FP101

The following courses are avaitable specifically for the development and teaching
of Foster Parent Training.

Introduction to the Role of Foster Parenting and the Problems of Separation (1
credit hour, 20 contact hours) :

This course was prepared for use in training foster parents, It is designed as a
response to the concerns of foster parents, agency personnet, and child welfare

- professionals. This course was designed for a 20-hour format. The goals center

around increasing knowledge and skill as foster parents and in addition the
course may include some areas where foster parerts will find themnselves
resxamtining some of their attitudes or bssic values. Movement toward course
goels will be viewed as success rather than the attainment of any particular level.
The chief goal will be to introducs, or clarify for the experienced foster parent,
the role of the foster parent. :

THE ABOVE COURSE FP101 IS INTENDED AS A PREREQUISITE FOR THOSE
THAT FOLLOW,

FP202

FP205

FP206

FP207

FP208

The Three Families of the Foster Child (1 credit hour, 20 contact hours}
This course provides foster parents with an overview of the normal emoticnal
development of children with the perspective that life experience of foster
children may cause developmental lag or exaggeration of normal behaviors.
Foster parents will gain understanding of the foster child’s special conflict
engendering situation of having a natural family, a Toster family and an ideal {or
fantasy} family. :

Fostering the School Age Child {1 credit hour, 20 contact hours)

This course will acquaint foster parents with the general developmenial tasks of
the seven to twelve year old child. The many ways in which the foster parent can
aid the school age child's adjustment to separation will be reviewed. The
impartance of a sense of identity will be examired as well as ways in which
foster parents can facilitate a successful school adjustment.

Fastering the Child with Mental Retardation | {1 credit, 20 contact hours)

This course will help the foster parent to gain understanding of mental
retardation and its effects on the ndividual. The foster parents will learn the
differences between mental retardation and mental iiness and how mental
retardation may influence development and behavior,

Fostering the Child with Mentat Retardation 1 (1 credit, 20 contact. hours)

This course is a continuation of FP20B. The foster parent will develop skills in
parenting the mentally retarded child to maximize the child’s ability to function
with joy, dignity, and happiness. Further skills in assessing and planning for the
child will be practiced.

Fostering the Physically Handicapped Child {1 credit, 20 contact hours)

The course will help foster parents develop attitudes and techniques which are
conducive to enhancing and improving the physically exceptional foster child’s
physical, emotional, social, ard mental development. Foster parents will
exarnine and become comfortable with their own values, attitudes and feelings
ebout dependency and difference in children, They will be assisted. in
understanding fhiow the nature of the handicap can affect development in the
child, as well as their own parenting.

FP209

FP210

FP2i2

FP214

FP215

FP216

FP217

FP218
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Fostering the Teenager (1 credit, 20 contact hours) N .

This course is designed to assist foster parents in understand.mg the
developmental process of teenagers. The vatious kinds or teen b_ehav:ors tl}at
may constitute socisl problems will be presepted to assist them in deveioping
ways 1o guide teens and cope with these behaviors.

Handling Lying, Dishonesty, and Destructive Behavior (1 credit hour, 20 contact
hours) ) .
This course is designed to help foster parents interpret the. meaning of lwpg,
stealing and other forms of dishonesty. The course will assist tht_am n dgal{ng
with destructive behavior by providing afternative acceptable behaviors. Asmstlrjg
the child to develop controls and learn how to deal with their own feelings will
be a major focus.

Fostering the Battered and Abusad Child {1 credit, 20 contact hours}

This coutse will examine the special and complex developmental needs_ of the
battered or abused child so that foster parents can provide a corrective an_d
healing environment. Discussion will aide the foster parent to unders’capd their
rale in working with the variety of professional helpers who may be involved
with the battered or abused child.

Communicating with the Professional {1,1,0} 20 contact hours -
This course will help students identify those behaviors and problem areas of
children which are maost relevant to professional evaluation and to assist the
students in developing techniques to describe those hehaviors specificalty encugh
ta insure comprehensive professional assessment and treatment.

Guiding the Sexual Development of the Foster Child {1 credit hour, 20 contact
hours) o )

A course designed to provide foster parents with increased understanding of the
normal and healthy development of sexuality in children.

Working with Natural Families (1 credit, 20 contact hours) ] )
This course is specifically designed for foster parents to address their role in
refationship to the naturzl families of their Toster children.

All tInder One Roof {1 credit, 20 contact hours}

The course will focus on helping the foster parents develop skills at providing‘a
positive environment for all of the children in their hame. The foster parent_W|[[ :
learn to sort out normal kid problems from ‘““fostering’ and ”adqptlon
problems and develop sensitivity in recognizing and managing the feelings of
children who have differential ties to the family.

Legal Aspects of Fostering {1 credit, 20 contact hours) )
This course is designed to help foster parents understand the legal bas_:s for
placing children in foster care, and the legal processes which bring foster chsl-clren
to them. The major focus will be to develop understanding of the legal rights
guaranteeing children family care, education, medical treatment and to
understand the nature of their own rights and' responsibilities toward the
childrean in their home.
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foreign longuages
FL12¢ Elementary French | {4,4,0)

FLT121

FL130

FL131

Fundan:wenta[ training in basic language .skills stressing oral and written
expression as well as aural comprehension. Upen to students with na French
background or one year of high school French. Students electing this class
should plan to take FL121 second semester.

Elementary French |1 {4,4,0)

A continuation of French 120. Prerequisite; FL120 or equivalent.

Elementary Spanish 1 {4,4,0}

An mtroduct(‘)nf course in the Spanish language with emphasis upon grammar,
v?cabula,ry, diction and conversation. There will be considerable use of tape and
disc recordings in the Listening Center.

Elementary Spanish [} {4 4,0}

A continuation of FL130, Prerequisite: Spanish 130 or equivalent.

humonities
HU100 Fundamentals of Music (3,3,0)

HU101

HU110

HU118

HU120

HU122

Devefop:ment of the techniques necessary to the understanding and knowledge
of' music fundamentals. Student shall have the opportunity to develop basic
skills in reading and writing music, alang with sight singing, ear training
rhythimic organization, and keyboard familiarity. No prerecuisite. ’
WMusic Appreciation {3,3,0)

An introduction to the various styles of music, the course is designed to increase
the student’s understanding, awareness and enjoyment of music through the

development of proper listening habits. Class presentations will include
recardings and demeonstrations.

Music in the Elementary Classroom (2,2,1)

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 elem entary classroom.
Art Materials and Niethods {1,0,2) Studio

This course will provide the students with the opportunity to use various art
materials and techniques to make art objects. Films and examples will be shown

and demonstrations will be given by the instructor when new ways of working
are introduced. : '

Introduction to Art (2,1,2)

Thi_s course provides the student who has very little background in art with the
basie mfor.rnatmn about color, design, composition, and the use of art materials
and technigues which he will need for the courses in drawing, painting, and
ceramics. .

Drawing I {3,1,3}

This course includes instruction in basic drawing techniques, including shading,
perspective and the proportions of the human face and figure. Studio work will

provideI the student with drawing experiences using a variety of subjects and
materials.

HU123

HU125

HU126

HU130

HU131

HU191

HU192

HU192

HU194

HU195

HU196

HU200
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Drawing I (3,1,3)
This course provides the student with additional drawing experiences with
instruction in portraits, the figure, composition, and developing self expression.

Painting I {3,7,3) Studio
This course includes besic instruction in color mixing and the technigues of
painting with oils or acrylics. Studio work is in the student’s chosen medium.

Painting 11 (3,1,3) Studio
This course places emphasis on composition and color theory. Prerequisite: -
HU125.

Ceramics | (3,1,3} Studio

This course includes instruction in the basic matetials, techniques, and aesthetics
of working in clay. Studio work consists of forming, decorating and glazing hand
built pottery and sculpture. '

Ceranics 1 {3,1,3) Studio

This course places emphasis on further development of hand built forms or
learning the basic technigues of throwing on the potter's wheel and exploring
different decorating and glazing techniques. Prerequisite: HU130.

Choit (1,0,2)

Offers students interested in the performing arts an opportunity to further
develop musical talents. The chair performs at several campus and community
gvents throughout the academic year. Opportunity is alse provided to perform
with small vocal ensembles whose members are sefected from choir persannel.

Choir (1,0,2}
A continuation of HU191.

Special Ensemble (1,0,2)

These groups are appropriate for musicians who enjoy performing in small select
vocal ensembles. Participants will be selected after successfully auditioning with
the music director. Each ensemble will mest approximately twice a week and the
rehearsal scheduie will be arranged sometime after the first week of each
semester. These ensembles may include women's, men's and/or mixed singing
groups.

Special Ensembie (1,0,1)
A continuation of HU183.

Jazz Band (1,0,2) )

This group is made up of instrumentalists having previous band experience. The
class offers instrumental musicians the opportunity 1o continue their education
on their partictlar instrument in the jazz medium. Pep band personnel are
selected from this group.

Stage Band {1,0,1)
A continuation of HU195,

Humanities | {4,4,0}

The purpose of this course is to develop the student's understanding of the
artistic, literary and philosophical nature of man. Viewed historically, selected
topics integrate material from the fields of art, literature, music, philosophy and
religion.
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HU201

HU215

HU220

HU225

Huz27
HU228
HU232

HUZ33

Humanities I (4,4,0)

Continuation of HU200. Emphasis on the modern historical development of
thaught in art, literature, music, philosophy and refigion,

Music Literature {3,3,0)

A comprehensive course in which selected works by major composers, past and
present, are studied. Recordings of various musical forms, including the
symphony, concerto, tone poem, opera and chamber music, will be used in the
class to build a basic listening repertory, The fundamentals of music, including
rr_leter signatures, accidentals, treble and bass clefs, note and rest values, and
circles of fifths, will be introduced. Students will be expected to attend various
concerts throughout the semester.

Philosophy (3,3,0)

Designed to acquaint the student with some fundamental questions concerning
the nature of man and the way in which these questions have been dealt with by
the most profound thinkers of the past and present.

Art {or the Elementary Teacher (2,1,2) Lecture and Studio

This course combines instruction in the practice and philosophy of teaching arts

end crafts to children, with studio work in a variety of materials and techniques
suitabie for their use.

Painting 111 (3,1,3) Studio

Th‘is course places emphasis on exploration of traditional or experimental
patnting technigues. Prerequisite: HUT26.

Painting [V {3,1,3} Studio

This course places emphasis on development of individual expression.
Prerequisite: HU227,

Ceramics HI (2,1,3) Studio
This course places emphasis on making more complex hand built or wheel
thrown forms and learning kiln firing procedures. Prerequiste: HU131.

Caramics IV (3,1,3) Studio

This course places emphasis on refin‘ing' forms and developing an understanding
of raw materials and glaze formulation. Prerequisite: HU232.

language arts

LAT20

LATGT

LA1T60

Freshman Enalish 1 {3,3,0)
The purpose of this course is to introduce the student to the nature and function

of the English language. The student will attain a basic competency in oraf and
written communication.

Freshman English 11 (3,3,0)

The purpose of this course is to develop the student’s ability to analyze the
various processes of formal and informal communication and to improve the
ability to recognize and utilize effective argumentative and expository prose,
Prerequisite: LAT00 or by consent of instructor.

Journalisin {3,3,0)

An introduction course which includes the basic technigques of writing, the
principles of effective news writing, a survey of newsroom organization and
practical experience provided through laborztory sessions. (Normally offered
only at the prison extensions.} -

g

LA161

LATE2

© LA200

LAZ201

LAZ210

LAZ212

LA220

LA221

LAZ30

LAZ240

LAZBD
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Journatism Lab | {1,0,2} ]
“This course provides practical experience on the prison newspaper, Hilltop News.

Journalism Lab | (1,0,2)
Advanced practical experience on the prison newspaper, Hilltop News.

American Thought and Literature (3,3,0)

This coutse introduces the student to American literature through the
“thematic”” approach. The student, while required to know the traditional
historical framework, actually reads modern literature as well as the older
literature, guiding his/her reading according to the recurring themes, problems,
and “continuing causes” which have concerned Americans from the beginning to
the present day.

American Thought and Literature {3,3,0) )
This is a survey of American literature arranged according to thematic concerns
{recurring themes, problems, “causes”™), and which emphasizes writing of the
twentieth century.

Speech (3,2,1) :

Speech 210 is an introductory 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 befare peers, the student will become
familiar with the basic principles of speech organization, preparation and
dalivery.

Oral Interpretation (3,3,7] -

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

English Literature from the Beginning to 1798 (3,3,0}

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

English Litarature from 1798 to Present (3,3,0)

This is a systematic study of English literature which emphasizes the principle
authors of the nineteenth and twentieth centuries. Reading and discussion wil
include representative works and will also review ¢urrent critical attitudes.

Short Story {3,3,0)

This i5s a study of the strengths and limitations of the short story, which the
student learns to read with delight and understanding. Prerequisites: In general,
this course should be open to students who are willing to work at a saphomore
levet.

The Navel {3,3,0)

This is a study of the novel with dual intent: to increase the benefits one receives
from reading, through systematic discussion of each novel; and to better
undarstand how the “more than casual” reader appreaches fiction through study
of the several schools of literaty criticism.

Creative Writing {3,1,2) -

The purpose of this course s to ailow the student to sharpen his/her ability to
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LAZ60

LAZ261

LA270

LAZ80

LA295

use the English language in expressing creative thought in any or all of the

traditional genres. The student will be encouraged to greater achisvement in

types of writing he/she has already tried and will be expscted to attempt worls in
new areas. A workshop atrosphere with common exchange of ideas will prevail,

Drama (3,3,0)

This course is an introduction to drama as a literary form, and requires the.
student to read representative writings of the period from classical times o the-

present,

Drama {(3,1,2} Drama as & Performing Art

Students are involved in the producing, acting, staging and directmg of plays.
Poetry {3,300

The course compares contemporary and classic exampies of poetry to
historically durable examples of structure and content.

A Survey of Black American Literature (3,3,0)

A chronolegical survey of Black American writing from 1760 to the present with
emphasis on twentieth century examples of poetry, fiction, drama and
autobiography.

Chitdren’s Literature (3,3,0}

This is a survey of literature for children in the elementary grades, simed at

developing techniques or using bocks with children, storytelling, and the
criteria for hock selection,

low enforcement

LE110

LET120

LE139

LE210

LE220

introduction to Criminal Justice (3,3,0)
A course designed to provide the student with a broad overview of the history
and scope of the American Criminal Justice System. Prerequisites: None.

Police Administration and Qperations (3,3,0)

For persons pursuing careers in criminal justice or those already employed
within the system. This course explores the evolution of administrative theory
with speciat emphasis on its impact and application at the operational level of
taw enforcement agencies. Prerequisites: introduction to Criminal Justica.
Criminal Investigation (3,3,0}

Basic principles of modern criminal investigation technigues including crime
scene segrch, collection and preservation of evidence, follow up investigation,
police eriminalistics, and court preparation and testimony. Prerequisites:
Introduction to Criminal Justice.

American Criminal Law (3,3,0)

- For persons seeking employment in the criminal justice system. The course

includes the historical development and philosophy of criminal law, including
legal definitions, concepts, and their application to the criminal justice system.
Juvenile Delinqueney (3,3,0)

For persons interested in or alveady employed within the criminal justice system.
This introductory course includes: theories of delinquency causation,

. examination of the family relationship and juvenile delinguency, the juvenile

justice system, and delinguency prevention programs. Prerequisites:
Introduction to Criminaf Justice.

LEZ230

LE240
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Introduction to Corrections (3,3,0)
For persons employed in or interested in a career within the broad field of
correctional administration. Prerequisites: Introduction to Criminal Justice.

Introduction to Security Systems (3,3,0)

For persons employed in or interested in a career within the broad fietd of
public and private security administration, Prerequisites: Introduction to
Criminal Justice.

mathemadtics

MA100

MA102

MA104

MA151

MA1T59

MA160

MAT90

Efementary Algebra (3,3,0)

This course is a review of the properties of the basic number systems, using the
teols of heginning algebra. Additional topics include first degree equations and
inequalities, special products and factoring, graphs and [inear systems, radicals
and guadratic equations. Prerequisite: none,

Trigonometry (3,3,0)

The right triangle is studied to introduce the students to the trigonometric
functions. Further topics include trigonometric identities, additional formulas,
law of sines, law of cosines, complex numbers and DeMoivre's Theorem.
Prereguisites: one and one half years of high school algebra and one year of high
school geometry.

Intermediate Algebra (3,2,0)

This course will provide students with the algebraic skills, including
manipulation and proofs necessary for the study of college algebra and analytic
geometry. Topics covered include the usual topics through quadratics plus the
exponential and fogarithmic functions, the binomial theorsm, sequences,
systems of equatiens, complex numbers, permutations and combinations with en
introduction to probakility. Prerequisite: MA 100 or equivalent.

Math for Elementary Teachers (3,3,0)

This course will provide the elementary teacher with the necessary background
to teach mathematics in the elementary schoel. Such subjects as the origin of
systemns of numeration, sets, systems of whole numbers, bases other than ten,
systems of integers, rational and real numbers will be discussed.

College Algebra {3,3,0}

Topics include the quadratic equation in two variables, sequences and series,
caomplex numbers, DeMoivre's theorem, synthetic division, mathematical
induction, matrices, combinations and permutatjons. Students must have taken
trigonometry ot be curtently enrolled in trigonometry (MA102).

Analytic Geometry {3,3,0)

This course covers the straight fine, the circle conics, algebraic curves,
transcendental curves, parametric equations, planes and [lines, and guadratic
surfaces. Prerequisite: MA159 or equivaient.

Elementary Statistics (3,3,0)

This course is designed to introduce students to basic statistical techniques.
Topics studied include mean, standard deviation, freguency, probability,
binomial distribution, the normal. curve, sample means, confidence fimits,
hypotheses testing, chi-square, linear correlation and regression. Each topic is
introduced with examples and problems, Practice in the use of appropriate tables
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will be sufficient to insure confidence in their use, Prerequisite: one yéar of high
school algebra.

Calgulus | {4,4,0} .
This course covers functions and cantinuity, limits differentiation, applications,
integration, and the definite integral with applications. Prerequisite: MA160.
Calculus It (4,4,0) ’

This course covers logarithms and exponentials, arc length, polynomials, partial

fractions, Taylor's series, special methods of integration, and partial
differentiation. Prerequisite: MAZ260 or equivalent. :

nabural sciences

NS100

NBT101

Biological Science {4,3,2)

This course provides a basic gemeral education in the major biological sciences
(biochemistry, botany, ecology, genetics and zoology) and also a basis for the
individual to relate to his total environment. it presents an opportunity for the
student to evaluate his or her own interest and potentiat in.a biological science,
Physical Science (4,3,2}

The purpose of this course is to provide a basic generzl education in the major
science areas (astronomy, geology, physics, and chermistry] so that the student
will better be able to understand and evaluate the results of seientific and
technological achievement and their impact upon society. It also provides z hasis

for the student to evaluate his or her own interest and potential in physical
science.

THE ABOVE COURSES ARE DESIGNED FOR STUDENTS WHOSE CAREER PLANS DO NOT
REQUIRE ANY FURTHER SCIENCE COURSES BEYOND THE NATURAL SCIENCE SEQUENCE,

OR ELSE WHODSE HIGH SCHOOL BACKGROUNDS

INCLUDED MINIMAL S$SCIENCE

PREPARATIGN. OTHER STUDENTS SHOULD SELECT FROM THE BIOLOGICAL AND
PHYSICAL SCIENCE COURSES LISTED BELOW [N ORDER TO FULFILL THE SCIENCE

REQUIR
N3T02

EMENTS AT MONTCALM COMMUNITY COLLEGE.

Physical Geography (3,3,0) {Earth Science) . -
A study of the earth-sun relationship, climatic factors on the earth, the

. geographic. grid, land forms, rocks, and minerals. Opportunity will also be

NS103

NS105

NS200

provided to gain skills in map reading. The course will also include the study of
the earth’s natural resources and the part played by people in the depletion of
these vital materials. ’

Anatomy and Physiology 1 {4,3,2}

This course introduces the structural organizations and gross functional roles of
the major components of the human body. The concept of the dependence of
one system on another and the contsibution of each system to the total
well-being of the individual will be emphasized. Lab includes some dissection
and basic physiology experiments.

Introductory Chemistry (4,3,2}

This course is for students entering nursing, dental hygiene, home BCOnomics,
other allied health science fields and for non-science majors. Students will
become familiar with basic principles of chemistry as applied to the health
sciences and with nuclear, organic and biochemistry.

Botany {4,3,2) Fall Semester

A survey of the plant kingdom from the simplest to the more complex. Studies
of structure, classification, and ecological refationships as well as economic

NS203

NS205

NS208

N§220

NS221

NS230

NS231
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values of the plant kingdom, shall be censidered. Students will h_ave an
oppariunity to submit a collection from the tocal flora and special fxttentlon will
be given to taxonemic principles and collection procedures along with the use of
keys.

Anatomy & Physiology 11 {4,3,2} . .

A study of cellular anatomy and physiology of the major bod}.r systems in mere
detail than NS103. Topics include basic chemistry, metabolism, an expanded
discussion of renal function, fluid and electrolyte balance, acid-base bala.nce, the
immune system and stress. It includes mare clinical applications. Lab includes
more extensive physiology and dissection experiments.

Zoology (4,3,3) Spring Semester ) '

A general survey of the animal kingdem including comparative s,_tudles of the
structure, function, and behavior of representatives of. anitmal groups.
Lahoratory work includes dissection of representative animals from each
phytum. :

Nature Study (4,2,3) . ]

A field course which provides students with a background _c:f mformatl_on
enzbling them to go inte the out-of-doors with a degree of confidence kKnowing
they wil] ba able to recognize, and know something about, many of the common
plants and animals found in the local area. The laboratory used is the
cut-of-doors and the purpose of the course is to aid students to better
understand the environment in which they find themselves.

College Chemistry {(4,4,3) Fall Semester ) ) )
Fundamental theoties, principles, and probiems of chemistry will ‘be' emphasized.
Prerequisite: One year of high school algebra, NS101 or permission from the
ingtructor.

College Chemistry (4,4,3} ) _ _
A continuation of NS220. Organic and biochernistry will be introduced and the
last five weeks will cover qualitative analysis.

Introductory Physics 1(4,3,2) _ ) ) o _
This course is for students interested in the life sciences; i.e., t{uo!ogy, medical
technology, pre-med., pre-dent., etc., covering concepts of light, force _and
motion, and energy as they apply to hiclogical mechanism and instrumentation.
Prerequisites: high school algebra. College algebrz or trigonometry taken
concurrently.

introductory Physics 1} {4,3,2] ) o

This course is a continuation of NS230 and covers fluids, elasticity of n:xattef rfmd
membranes, sound, electromagnetism, guantum theory, and radioactivity.
Prerequisite: NS230.

office education

0E100

OE101

Beginning Typing (3,1,3} Fall & Spring Semesters N
This is an intraduction to and a mastery of the typewrltujng keyboard. Persor_1a|
and business letters, elementary tabulation, simpte outlines, and manuscript

writing are included.

Intermediate Typing (3,1,3) Fall & Spring Semesters . . )
The writing of business letters with practice in proofreading, tabulation, special
communication forms and reports, application and employment procedures.
Prerequisite: OE100 or equivalent.
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QE102

0E103

OET04

OE117

OE120

0E122

0E128

OE130

0E131

OE202

OE203

OE204

Machine Shorthand | {4,2,3)

A course which introduces the theory and operation of the Stenograph
Shorthand Machine. This course is designed to develop a knowledge of
Stencgraphs, computer-compatible theory, machine dexterity, fluent reading
ability and the ability to take dictation. Prerequisite: OE100.

Beginning Shorthand (3,1,3) Fall Semester

A course in the elementary principles of Gregg Shorthand. Prerequisite: OE100
or equivalent.

Intermediate Shorthand (3,1,3) Fall & Spring Semesters

Intersive training in theory of shorthand, the development of shorthand
outlines, and development of the ahility to teke new matter dictation.
Prerequisite: OE100 & OE103.

Clerical Accounting {3,2,1) Fall Semester

This course, designed primarily for students on a secretariai/clerical program,
covers the basic terminology and fundamental principles of accounting. Most of
the emphasis is on the practncal business application of the materials covered,
with major consideration given to the praparation of accounting statements,
balance sheet and income statement.

Business Mathematics (3,3,0) Fall & Spring Semesters

This course reviews fundamental arithmetic processes and their business and
consumer applications, and includes cash and trade discounts, mark-ups,
depreciztion, inventory, valuation, interest caleulations, payroll deduction,
metric system, statistics, and probability. .

Financial Mathematics {(3,3,0}

This course covers simple and compound interest, ordinary and deferred
annuities and perpetuities, amortization and depreciation, bonds and insurance.

Business Cotrespondence | (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, vocabtilary,
punctuation, capitalization, and numbers. Prerequisite: QE100.

Business Cotrespondence 11 {3,3,0} Spring Semester

A study of effective correspondence in business. Prerequisite: OE100, OE129.
Report Writing (3,3,0)

The student is introduced to the what and why of businsss reports, problems

and planning, research, organizing information, constructing and writing a report
in an acceptable manner.

Advanced Typing {3,1,3) Spring Semester

Continued speed-building techniques; advanced production typewriting
techniques; skill in business letters, tabulations, manuscript writing, legal
documents, and business forms. Prerequisite: QET01 or equivalent.

Advanced Shorthand (4,3,2] Spring Semester .

Further development of the ability to write new matter dictation with increasing
emphasis on speed and accuracy in transcription. Prerequisite: OE101 and
OE104. ‘

Dictation and Transcription

This course siresses development of skilfs in typing, shorthand, and English
grammar that are necessary for efficient transcription as well as the development
of sharthand vocabulary in medical, legal, and technical terms.

OE205

OEZ206

OE207
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Instrectional Infermation 49

Legal Terminalogy - Dictation and Transeription (3,3,1}

Advanced Gregg Shorthand gives students an opportunity to increase shorthand
speed. [n addition, students will learn the special terminclogy of legal dictation
and the special transcription forms used in legal offices. Prerequisites: OET00
and OE104.

Lega! Office Procedures (3,3,1)

Students will complete approximately 60 projects which include such diverse
items as general office duties, noncourt documents, and court documants.
Realistic written and oral input from a variety of records containing pressures
that require the student to organize work and set priorities is provided. Two to
four simulations are provided for practical job experience and training.
Prerequisites: OE101 or equivalent.

Medical Terminology - Distation and Transcription (3,3,1)

Advanced Gregg medical Shorthand is designed to help students develop
competency in working with medical correspondence and professional records.
Also covered are major medical office procedures, routines, and activities that
relate to the semi-technical responsibilities of a medical secretary. Prerequisites:,
OE100 and OE104.

Medical Office Procedures (3,3,1)

Students wii] complete approximately 60 projects learning to perform the duties
of the medical office assistant under realistic conditions. The student has input
from oral and written sources, access to a variety of realistic records, and with a
realistic set of procedures that require the student to organize the work setting
priorities. Two to four simulations are provided for practical job experience and
training. Prerequisites: OE101 or equivalent.

Voice Transcription (3,1,3} Spring Semester

Development of transcription skill is stressed with the operation of belt-type and
discrtype transcribers. Emphasis is placed on typing skills, the correct use of
grammar and punctuation far gfficient transcription, and the skill of dictating.
Prerequisite: OE101.

Word Processing (4,2,3)

A course which introduces basic coneepts and the emergence of word processing
into the maodern office. Spelling, grammar, punctuation, vocabulary and
transcription skiils are drawn together in practical application en automatic
typewriters. New career paths which have emerged as a result of word processing
are also covered. Prerequisites: OE101 and OE220.

Typing and Office Practice (3,1,3) Spring Semester
A course in which subject matter and skill development are drawn together in
practical application. Prerequisite: OE101.

Business Machines (4,1,3) Falt & Spring Semesters

A study of four (4} types of business machines with a dual intent: to develop
computational speed and accuracy. Addition, subtraction, multiplication, and
division will be mastered on the full keyboard, electronic display, and electronic
printer. Preparation of information storage cards on the keypunch using raw
data is included. Brerequisite: OE120 or equivalent.

Field Experience (3 credits)
A course consisting of a carefully planned cooperative work experience in the
legal/medical office. To receive credit for the course, the student must meet the
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fo!lowing requirements: (1) Acquire approved work experience, {2) Show
ey:‘den_ce of satisfactory progress through employee reports and instructor
visitations at the office site, (3} Complete a minimum of 96 clock hours during

gTEE semester. {Permission of coordinator required.) Prerequisite: OE206 ot
208.

physical education

PETG1

PE102

PET03

PE104

PE107

PE108

PE102

PET10

PET11

PE112

PET15

Golf {1,0,2) ‘

This course is designed to teach the fundamental technigques of golf.

Bowling {1,0,2)

This.. course is designed to teach the fundamentals of bowting, which will include
equipment selection, stance, approach, delivery, scoring and rules.

Personalized Body Conditioning (1,0,2}

This is & course involving supervised lifting of weights and body conditioning.
Two tracks are possible: track one is for weightlifting; track two s a
personalized conditioning 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 procedures, archery games and
rounds, and shooting technigues.

Cross Country Skiing (1,0,2)

The student will learn the fundamenzal principles of cross country skiing. This
will include proper equipment selection, use and maintenance. The primary
learning process will be via skiing in the field.

Social 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 techniques in the various country
and folk dances.

Introduction to Physical Fitness {1,1,0)

This course will provide the student with a generalized overview of physical
fitness. The course will bring together terms often seen in print separately but
sefdom explained in relationship to each other, words such as: cardiovas{:ular,
aerobics, stress, cholesterol, nutrition, fifetime sports and others. Students will

assess their own fitness and develop individualized lifelang plans for improved
health.

Karate (1,0,2)
This course is designed to teach the student the basic kicks, punches, and blocks
of karate.

Karate tt (1,0,2}

A continuation of PET11. Students completing this course will be encouraged to
attempt the tests for their lower degree belts,

Personal Self-Defense (1,0,2)
This course is desighed to teach the student basic methods of self-defense as wel!

PET16
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as avoiding persenal dangers.' Karate is the primary method used for the
self-defense portion of the class.

Racquetball {1,0,2}
This course is designed to teach the student the fundamental skifls needed to
play racquetball or handball for fur and physical conditioning.

Bicycling {1,0,2}

This course is designed to teach the student how to select, adjust, maintain, and
use equipment properly. The student will also learn safety and riding technigues.
Students are expected 1o log 150 to 200 miles during the semester.

Beginning Tennis (1,0,2}

This course is designed to teach the basic skills of tennis, including serve,
forehand and backhand ground strokes. Students will also learn the rules and
strategy of the geme. 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 technigues of participation) of
the beginning tennis player.

Sports Officiating (1,0,2)

This course presents the rules of major sports, officiating techniques,
telationship with players and school officials and game administration. Major
emphasis is to stimulate students into becoming registered officials with the state
association.

Beginning Skiing (%,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, a study of different types of skis and bindings and offers a basic
knowledge of ski equipment.

Intermediate Skiing (1,0,2)

This course includes all intermadiate ski maneuvers with special emphasis on
parallel skiing plus an introduction to ski racing, including a study of different
types of courses and styles. Ski maintenance and technical information on skis
and bindings will be studied.

Advanced Slding (1,0,2)

Fundamentals of ski instruction and advanced ski techniques. This course will
consist of the theory of ski mechanics, theory of teaching skiing, theory of basic
ski maneuvers, practice teaching and advanced ski techniques. '

Beginning Swimming {1,0,2)

This course will cover the backstroke, breaststroke, butterfly, sidestroke, crawl
and human stroke. The course will also include safety, rescue and
drownproofing.

Intermediate Swimming {1,0,2)

This course is designed to improve the swimmer's skill in the basic swimming
strokes. Water safety, diving, water games, and elementary teaching techniques
will also be covered.

Advanced Lifesaving and Water Safety (1,0,2)
This course will train the student to work as a lifeguard in those situations where
a Red Cross Advanced Lifesaving and Water Safety Certificate is required.
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Water Safety Instructors Certification (1,0,2}

This course will train the student to work as a Red Cross certified swimming
instructor, Basic stroke evaluation as well as teaching techniques and water
safety will be covered.

Skin and Scuba Diving (2,1,2)

This course is designed to teach the student those skills needed to become a safe
scuba diver. Students successfully completing the course will be encouraged to
take certification tests.

Gymnastics (1,0,2)
This course will cover the basic features of gymnastics. Wemen will concentrate
on the balance beam, uneven parallels, vaulting and floor exercise. Men will work

primarily with the rings, high bar, vaulting, pommel horse, parailel bars and floor
exarcise,

Emergency Health Care (2,2,0)
The course covers first aid for wounds, shock, burns, poisoning, etc., gs well as

CPR. Students successfully completing the course wul[ qualify for the Red Cross
Standard First Aid certification.

prociical nursing

NUR100

NUR101

MUR110

NELIR115

NUR116

Nursing Skills | (4,3,2}

This course provides the nursing student with the information 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 patfents and members of the health team.

Mursing Skills [} {2,1,2)

This course provides the nursing student with the knowledge and ability to
perform sterile procedures, assist the dactor with more technical procedures, and
administer first aid and medications. Prerequisite courses: NUUR 100, NUR115,
N$207.

Food in Health and Disease (2,2,0)

Basic nutrition facts are presented with their relationship to health. The student
becomes familiar with food nutrients, good nutrition, and variations of diet
therapy.

Clinical Practicum | (3,0,9}

Clinical experience is provided so the student can apply the basic knowfedge and
skills essential to basic bedside care in the actual practice setting. Student
assignments, supervision, and evaluation are carried out by the instructor and the
student is expected to begin the process of applying the classroom theory to
meet the basic needs of the patient. The first 5 weeks of this course is clinical lab
and the remaining 11 weeks of the semester is spent in 4 area hospitals.

Ciinical Practicum U {11, 0, 22)

Clinical experience is provided to further the development of the student as a
practitioner of practical nursing. As advanced procedures are learned the student
will have the opportunity to perform them in the hospital setting. Skills which
require use of sterile technique and assisting with more technical procedures will
be emphasized. To develop a concept of the total nursing process, assessment,

NUR117

NUR120

NUR125

NUR140
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NURT50
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NUR160
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planning, and implementing total care of geriatric, pediatric, medical, surgical,
obstetrical, and CCU-ICU patients. Prerequisites: C or better grade in NURT18,

Clinical Practicum 11 {6,0,24}
Each student will gain experience in several clinical areas. The subject matter
learned in the prereguisite courses will be coordinated into practical application
of meeting the patients’ respective needs. Each student will participate in the
total process of administration of drugs to patients. Prerequisites: NUR100,
NUR10T, NUR115, NUR116.

Concepts of Interpersonal Relationships {2,2,0)

An introduction to psychosocial aspects of patient care for the beginning nursing
student. A study of basic human relations skills intended to produce awareness
in the student of the effects of various behaviors on self and others. Emphasis is
on patient, colleague, and authority relationship within the health care delivery
system.

Mursing Seminar {1,1,0}
Current trends in nursing related to education, nurse practice acts, and
professional organizations will be the focus of this course.

Pediatrie Mursing (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 essertial to the care of children and the study of the cormmen
childhood disease conditions are also presented.

Maternaf and Child Health (2,2,0)

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 ard following delivery. Care of the newborn infant is
included. Prerequisite courses: NUR100, NUR115, NS207.

Introduction to Medical Surgical Nursing {2,2,0)
An introduction to nursing aspects related to medical and surgical conditions.

" The fundamental processes of health and illness including concepts basic to the

care of patients will be studied.

Medical-Surgical Nursing (4,4,0}

This course presents the more common medical and surgical conditions and the
treatment 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: NUR100, NUR115, NUR120,
NS207, and NUR140. ’

Pharmacology (2,4,0)

This course effers instruction in pharmacology and safety factors essential to
dosages and drug administration. Upon completion of the course, the graduate
will be able to patticipate appropriately in the total process involved in the
administration of a drug to a patient, including preparing, cbserving, recording,
and reporting the effects of the drug. In addition, 2 program on substance abuse
is included. Prerequisite courses: NURT00, NUR101, NUR1tE, NUR118,
NUR153, NUR151.
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Basic Concepts of Pharmacology and the Administration of Medicines (4,4,2)
(Open only to Licensed Practical Nurses.)

This course offers advanced instruction in the field of pharmacology and safety
factors essential to dosage and drug administration. The course is offered with
the approval of the National Association for Practical Murse Education and
Service, Inc. {(NAPNES). The student must take a National Pre-Pharmacology
iest and achieve on a final test a specified percentile 1o be issued a certificate
from NAPNES. Thirty-two (32} hours of supervised clinical practicuem will be
arranged with the student’s employer so that practical application of classroom

instruction will be experienced. (66 contact hours of instruction, 32 ¢lock hours -

of clinical practicum arrangad.)

resicentiol construction technology

RC1T0

RCTH

RC112°

RCT15

Rc122

RC123

Construction Methods and Materials | {3,2,1) Fall Semester
This course is designed primarily to supplement BC122, 123, 124, and 126 in

that it is intended to broaden the scope of instruction gained in these courses.

The course witl include field trips to various construction sites {residential and
camimercial), a truss building factory, modular home factory, solar heating and
wind power installations in the area, and various points of interest relative to the
construction industry. Lectures by guest speakers will be included afong with
basic mathematics. .

Construction Methods and Materials 11 {3,2,1} Spring Semester

This course is designed to supplement RC126, 127, 128 and 122 and is intended
to broaden the scope of instruction gained in these courses. The course includes
guest speakers from plywood, siding, ceiling tile, and pole construction factory
representatives. Field trips to various construction sites are included,

Introduction to Residential Weatherization {(2,1,1)
This course is designed to provide students with the basic skills necessary to

eveluate, estimate, and perform the work necessary to weatherize a residential .

building. Prerequisites: None.

Architectural Blueprint Reading {2,1,1) Fall Semester

A lecturgflaboratery course designed to teach students the art of reading
construction blueprints as they relate to residential and commercial
construction.

Residential Foundations, Tools and Equipment (3,%,4) Fall Semester

This course is designed to familiarize students with the tools and equipment used
by carpenters and contractors as they work at their trade. Layout and
construction of foundations are covered in classroom and a laboratory situation.
Prerequisites: There are no prescribed prerequisites for this course; however,
high school shop and/or construction is helpful,

Residential Framing/Walis and Roof (3,%,4) Fall Semester

This course includes layout and framing of a residential or commercial building,
including a study of the materials from which a cost estimate can be done. Roof
framing sheathing, and covering against the weather is also included. There are
no prerequisites for this course; however, high schoot shop and/or construction
is helpful.
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Residential Siding and Soffits (3,%,4) Fall Semester

This course provides students with training in the selection, bidding and
installation of various types of siding and soffit material. Instailation of rain
carrying egquipment is also covered. Prerequisites: There are no prerequisites for
this course; however, high school wood shop and/or construction is helpful,

Residential Tnsulation, Staircases- & Gutters (3,%,4) Fall Semester

This course is intended to encompass various types of insulation material, vapor
barriers moisture condensation, ventilation and stairceses. Prerequisites: There
are no prescribed prerequisites for this course; however, high school shop and/or
construction is helpful.

Residential Mechanical and Electrical Installation {3,%,4} Spring Semester

An introductary ¢ourse in mechanical and electrical fundamentals consisting of
the planning and scheduling of electrical elements, plumbing, sanitation, heating,
and ventilating equipment as it relates to the design and erection of residential
structures, There are no prerequisites for this course; however, high school wood
shop and/or construction is helpful.

Residential Interior Wall and Ceiling Finishing (3,%,4) Spring Semester

This course consists of the study of interior finishing materials currently used in

residential construction including dry wall, paneling and acoustical ceilings. -
Students will perform actual installations of plaster board on walls and ceilings

as wall as work with paneling and acoustical materials. There are no prerequisites

for this course; however, high school wood shop and/or construction is helpful.

Residential [nterior Finishing (3,%2,4) Spring Semester

In this course students will [earn the procedures Tor completing interior finishes.
Topies will include the sealing and taping and finishing of dry wall, detailing.
pane! installations and working with tile, brick and hardwoods as they are used
in home interiars. There are no prerequisites for this course; however, high
school wood shop and/or construction is helpful.

Residential Interior Trim, Painting and Finishing (3,'%4,4) Spring Semester

In this course students will learn how to properly prepare a surface for finishing,
select the proper materials for the job to be done, and will select and install
vartous types of trim molding. A knowledge of the different types of sealers,
stains, varnishes and paints used in interior finish operations will be stressed.
There are no prereguisites for this course; however, high school wood shop
and/eor construction is helpfui.

Etectrical House Wiring (2,1,1} Fall Semester

A course in residential house wiring technigue and wiring codes. Instruct:on will
be practical in nature with students doing wiring exercises fn a [aboratory .
situgtion.

Use of the Framing Square {1,%,%} Fall Semester

A practical course consisting of the theary and application of the use of the
carpenter’s framing square. Topics covered include common, hip, valleys and
fack rafters; roof types and pitches; and rafter and stairway Jayout.

Formica Countertopping (1,%,'%) Spring Sernester
A laboratory/lecture course covering the installation of plastic laminates and the
tools used for successful installation.

Basic Block Laying and Brick Laying {2,1,1) Fall Semester
A laboratory/lecture course covering the following topics: building corners,
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swiping mortar, joint reinforcing, tooling of joints, laying of a line, buttering
head joints, laying headers, rowlocks and soldiers. The students will gain
classroom theory and leboratory experience in the above mentioned topics.

Fireplaces and Arches (2,1,1) Spring Semester

A laboratoryflecture course covering the following topics: basic arch
construction, basic fireplace and chimney construction, fireplace construction
with sheet metal forms and fire brick, The student will gain classroom theory
and laboratory experience in the above mentioned topics.

Basic Plumbing (2,1,1} Spring Semester

A laboratory/lecture course concerning the following topies: piumbing codes,

installation of fixtures, sweating hard copper joints, flaring copper tubing, gluing
plastic pipe, and cement plumbing innovations.

Residential Heating (2,2,0) Spring Semester

Topics covered inciude forced air heating, hot water heating, electric heating,
and solar heating. Students will gain experience through a combination  of
laboratory and fecture presentations. '

sciences

Introduction to Social Science 1 {4,4,0} {Formerly 85101}

This course is designed to introduce the student to the interdisciplinary
approach to the study of society and human behavior. Methodology—the
development of skills necessary to study and research in the social sciences--is
emphasized. Attention is given to the study of power, its use and distribution, as
an overall framework for examining the nature of our society’s strengths and
weaknesses. Materials wili be drawn primarily from economics and pofitical
science. - Special emphasis will be given to the rights and responsibilities of
citizenship and the form and function of government at the national, state and
local level. {This course will satisfy the state requirement for political smence}

Introduction to Social Science 11 (4,4,0) {Formerly 5100}

This course is a continuation of 85110. Completion of 88110 (or 55100} is
recommended before enrolling in 55111, but is not reguired. Matetials will be
drawn from history, anthropology, sociology end psycholegy as the study of
society and human nature continues emphasizing selective aspects of culture and
contemporary social probiems.

Michigan History {3,3,0)

This course is designed to present the beglnnmg student with a broad overview
of the history of the Wolverine state. Several themes {immigration, exploration,
technology, mobility, abundance, exploitation) will be explored, especially as
they relate to the broader picture of national history—indeed our stisdy of
Michigan might serve as a case study of all America. Seversl impottant
overlapping periods of Michigan history will be examined in detail: From the
Early French Explorations and Fur Trade, through the British oceupation, the
logging boom, statehood, growth of commerce and shipping, agricultural
development and the Age of the Automobile with the consequent

-industrialization and growth of the tourist industry. In addition, every effort will

be made to focus on local aspects of the state’s histary, as they relate to themes
and pericds above.
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Introduction to Corrections (3.3,0)

An examination of the total correction process from Iaw enfurcement through
the administration of justice, probation, prisons and correstional institutions.
{Normally offered only at the prison extensions.}

Corrections Practicum {4,4,0)

This course incorporates several aspects of the corrections process inctuding the
role of the practitioner, social and psychological aspects of the client, and other
important information related to correctional work. {Available only through the

. Corrections Department.}
‘Contemporary World Geography (3,3,0)

This course introduces the student to the nature and scope of the field of
geography. World regions are studied. Analysis of geographic characteristics of
selected regions and the relationship of natural environment, cultural
background, economic conditions and world issues to national and regional .

- problems are studied. Prerequisites: None.

Contemporary Problems {1,1,0}

This is a series providing for study and examination of prablems and concerns
for which, hopefully, solutions can be found. Such areas of concern may
include, but are not limited to, environment, ethics, personal identity, politics
and drugs.

Contemporary Problems (1,1,0}
A continuation of SS5200.

Principles of Economics (3,3,0)

This is 2 one-semester survey course in introductory economics. Although this
course provides exposure to both macraeconomics and microeconomics, greater
attention is given to macroeconomics, which is related to issues of national
economic policy. Studies include foundations of econamic analysis, the public
economy, national income, stabilization, growth, employment, and taxes.

General Psychology (3,3,0)

This course is designed to famlharlze the beginning student with the basic
concepts and methods, used by psychologists to study human behavior. Among
the subjects covered are experimental methods, human growth and development,
intelligence, perception, earning, motivation and emotion, personality disorder
and therapy, and group behavior. 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.

Chitd Psychology (3,3,0)

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

Sociology {3,3,0)

This course is designed to familiarize the begitning 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,
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deviance, and social change. Emphasis is placed upon acquainting the student
with the sociofogical 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 sociological approach to sociai problems.

Subjects covered include mental illness, crime, poverty, family and community
disintegration, viclence, ecology, and current events. On-campus sections of this
course follow & format of regularly scheduled classroom meetings for lectures,
discussions, and testing.

Political Science (3,3,0)

An introduction to the institutions and functions of the naticnal government.
Special emphasis will be placed upon the evolution of the present national
governmental system, and also upon the need 4o probe and define the problems
of American government and politics in terms of changing times and conditions.
This course is designed to satisfy the political seience requirements of all
curricula as well as the state reguirements for political science.

U.S. History to 1865 (3,3,0)

A study of the history of the United States from the period of exploratlon to
the close of the Civil War. Special emphasis will be piaced upon the rise of our
political and sogjal institutions; the influence of the frontier, the conilicts
between individualism, sectionalism, and nationalism; and the implications and
consequences of disunion in the Civil War,

U.S. History from 1865 to the Present (3,3,0)

This course is a continuation of $8$250. A survey of America’s political,
economic and diplomatic history from the close of the Civil War to the "Great
Society” will be made. Special emphasis will be placed upon the Recanstruction
of the South, the Industrial transition, the Progressive movements, the world
wars, the domestic wars, the emergence of the U.S. into a position of world
leadership and the responsibility of this maturity.

Cultural Anthropology (3,3,0)

In this course students will study about different cultures, part:cularly
preliterate ones. Subjects studied will include food-gathering and settlement
patterns, status and kinship systems, economic and political organization,
religion, language, art, and special concepts and methods used by cultural
anthropologists. On campus sections of this course follow a format of regularly
scheduled classroom meetings for lectures, discussions, and testing.

student development

sD100

SD110

Human Potential (1,0,1)
Structured small group activities. Attention will be given to increasing personal
acceptance and understanding of self and others.

Career Devetopment (1,0,1)

An overview of career/life style planning. Values, skills, interviews, occupational |

information, resumes, interest inventories, decision making and placement are
topics that are covered in this course.

sDi20
sD130

sD140

SD150

SDi51

sD152
SD153

SpDi58

SR160

Instructional Information 59

Dealing With Stress {1,0,1)

This course is designed to introduce the student to the topic of stress and how it
affects behavior and te help the student identify alternative methods of dealing
with stress.

Women's Awareness (1,0,1)

This course is designed to offer women new skills for improving self awareness
and understanding and to increase their ability to plan and set geals. Such topics
as women in history, stereotyping in our society, career options and family
refationships will be discussed.

Reading for Fun and Profit (1,1,0}

This course is designed to help students develop 2 keener appreciation of
reading: (1) as fun—a leisure time activity which is not only entertaining, but
also thought provoking; and, {2) for profit—an activity that can help one develop
a fuller personality, grow intellectually, become more aware of the world and
one's place in i, and enhance one’s self worth and one's value to others to
society. Students study a selection of reading material and meet periodically
with each other and the instructor fo discuss, interpret, and evaluate that
material. Prerequisites: None - recommended reading level - reading ability.

Reading Development 1 (1,0,1}

The purpose of this- course is to assist students in the development and
improvement of reading skills. In a lab format, students will receive testing to

identify reading skill levels, programmed materials to improve reading skill fevels -

and individual assistance from a reading specialist as needed. A grade of § will he
used to indicate satisfactory complétion of the course.

' Reading Development 11 {1,0,1}

This course is designed for students who have successfully completed SD150 and
wish to develop more sophisticated reading skills.

Reading Development [11 {1,0,1}
This course is designed for students who have successfully completed SD151 and
wish to develop more sophisticated reading skills.

Reading Development 1V {1,0,1)
This course is designed for students who have successfully completed D152 and
wish to develop morte sophisticated reading skills.

Efficient Reading (1,0,1)

This course is designed to enable students to develop faster and more fiexible
reading rates, as well as improve comprehension and vocabulary skills. Basic
technigues covered will be reading in thought units, varying rates to purpose,
identification of main idea, and relationship ~patterns, and vocabulary
development through use of context. Individual growth in rate and
comprehension will be measured by the use of timed pre and post tesis.
Prerequisites: None. Average or better reading skils recommended.

Pevelopmental Mathematies [ (1,0,1)

This course is recommended to students not intending to enroll in courses
requiting advanced math proficiency, but who wish to develop basic arithretic
skills. Emphasis is placed on computations with whole numbers, fractions,
decimals, pércentages, and the Metric System. [n a lab format, students work
individually to complete units for which a specific wealiness has been diagnosed.
A grade of § wili be used to indicate satisfactory completion of the course.
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Developmental Mathematics {1 {1,0,T)
This course is available to students who have successTully completed SD160 and
would like to continue developing basic arithmetic skills.

Developmental Mathematics 11 {1,0,1)

This course is recommended to students intending to specialize in Business,
Matural Science, Mathematics, Automotive, Secretarial, Residential
Construction, or Nursing programs. In addition to computations with whole
numbers, fractions, decimals, percentages and the Metrie System, students will
receive instruction in consumer apptications of basic mathematics, exponential
notation, square roots, signed numbers, plane geometry, and solving equations.

Cevelopmental Mathematics 1V {1,0,1)
This course is available to students who have successfully completed SD162 and
would like to continue developing their math skills.

Basic. Writing Skills (1,0,2)

This course is designed to provide the student with the skills necessary to write
congise, correctly punctuated sentences using Standard English. In a lab format,
students learn to write complete sentences utilizing the common sentence
patterns employed in English. Major aspects of the course will be: grammar as it
relates to punctustion and clarity, spelling, and sentence combining. Basic
Writing Skills may be taken concurrently with, or in preparation for LA100.
Prerequisites: Nona.

Travel Seminar (1,1,0} .

This course provides tha student with a chance to learn about a variety of
subjects through organized travel experiences to points of interest throughaut
the world. A group tour will be formed to be conducted by various members of
the faculty having expertise in the particutar location or topic being investigated.
. Prerequisites: None.

achnicol aducation

Vocational Communication Skills {3,3,0} Fall Semester

A course to develep reading, writing and speaking skills. Emphasis is placed on
precision, clarity and organization of written and oral communications. Methods
and techniques 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
correspondence demanded of the technician is made, providing ample practice
assighments in the student’s area of study. Topics covered include: Effective
organization, style, mechanics, tables and figures, contents and techniques of
report writing, formal reports, figures, contents and special letters, memos, the
letter of application, the bibliography, abbreviations, spelling and others. This
course also emphasizes the value and necessity for effective verbal
communications. Persuasive oral presentations are a part of the course.

Shop Drawing {2,1,2)

This course is designed to erabie students to develop skill in the production of a
working drawing. Instruction involving line work, projection, dimensioning and
identification is the major emphasis of the course. Offered only at the prison
extensions in lonia.
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Architectural Drafting and Design (4,1,5)

This course will provide the fundamentals in architectural design. The student,
upon completion of this course, will have a complete set of drawings for a house
he has desigred to his liking, and in keeping with standard architecturat
standards. Prerequisites: Satisfactory completion of VE104, or examn given by
instructor to determine drafting expertise. Offered only at the prison extensions
in lonia.

Blueprint Reading {2,2,0}

This eourse is designed to provide basic instruction in the understanding,
interpretation, and utilization of blueprints. Instruction is provided in 3 manner
such that the student may concentrate on blueprints unigue to a specific trade
or specialty.

Advanced Blueprint Reading (2,2,0)

This is a course developed to provide additional information and knowledge in
understanding blueprints, beyond that presented in Blueprint Reading.
Instruction will be in interpretation and utilization of blueprints. Study topics
will involve terminology, representation, symbol systems and specialized areas.

Shop Mathematics (3,2,1)
This course includes a review of fractions, decimais, simple computations,
measurements {including the Metric System), and applied shop problems.

Technical Math (3,3,0)

This course is presented in terms of application normally encountered in
industry and the laboratory by the technician and consists of simple arithmetic
and algebraic notations, the languade of algebra, positive and negative numbers,
factoring, fractions, exponents, powers, roots, radicals, equations, formulas, and
their application to industry. Prarequisites: VET10 or equivalent.

Precision Measurement and Blueprint Reading (1,1,0)

This course 1s designed to provide students with the necessary skills 1o set up
maehine shop operations accuraiely, by working from production blueprints.
Students will learn the basics of measuring with standard scales, micrometers and
verniers, as well as blueprint reading skills. Prerequisites: None.

Introductory Supervision {2,2,0}

The course will explore the job of the supervisor and the tools of his trade,
people. Special emphasis will be on the relationships and practical arts involved
in obtaining a commen obilective through human relations. Prerequisites: The
student should be active in supervision of people or preparing for supervisory
responstbility.

Metallurgy (2,2,0}

This course s a study of the properties, classifications, production, and
application of steel as it relates to the designer and die-maker. The course
includes the study of heat treatment of metals and various tests to determine
physical properties of metal. Prerequisites: None.

Rasic Machine Operations (3,2,2)

This course covers the theory and practice in the operation of typical machine
tools as well as the use of bench tocls and layout equipment. The course is
desighed to provide practical knowledge of machine processes rather than
machine shop skill. Prerequisites: None.
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VE221 Advanced Machine Operations {3,2,2}
This course covers advanced operations on grinders, mills, presses and lathes.
Students will set up and petform machining operations using typical machine

g,

welding technology
WE100° Welding Fundamentals and Practice {11,4,12)

M B S R T

shop equipment. They will be assigned special projects to .insure a full
undetstanding of the operation of this eguipment. Prerequisite: VE220.

VEZ50 Basic Electricity (3,2,2)
The purpose of this course is to give a student a basic knowledge of electrical
components, AC and DC circuits, and electrical measuring instruments. Other
topics include schematic symbols, power, capacitance, inductance, empedance,
amgnetism, electromagnetism, transformers and motors. This course emphasizes
a “hands on” approach with the use of modern components and equipment,

VE251 Maintenance of Electrical Equipment (3,3,0}

: A study of the theory and operation of electrical machinery and related
equipment found in industry. The course wilt cover AC and DC motors,
generators, controls and distribution systems. Troubleshooting and the
preventive maintenance of electrical systems will also be cavered.

VE252 Hydraulics and Fluid Mechanics (3,3,0)

This course includes applied physics, hydraulic principles and formulas, fluid
characteristics and hasic circuits and theory. In practice the units of the

hydraulic system are disassernbled, inspected, and tested. The piping, tubing,

hose and common trouble sources in hydraulic systems are covered through
laboratory  demonstrations and experiments on specislized fluid power
equipment.

VEZ60 Manufacturing Processes (2,2,0)
A study of the methods and processes used in manufacturing a product is

This course is designed specifically to provide basic skills, fundamental
knowledge, and practicat capability in the welding field. A major share of the
course is devoted to actual welding practice designed to master the techniques
for making welds in all positions with a wide variety of manual processes.
Instruction is given in oxyacetylene welding, brazing, cast iron welding, pipe
weiding, silver soldering and flame cutting. Lecture, discussion, and test and
study guide assignments provide the essential background matenai needed by the
welder.

Advanced Welding {11,4,12}

This course incorporates theory and practice in improved. mastery of welding
techniques, tse of processes, foin design, weld symbols, and inspection and
testing of welds. '

Advanced Welding Laboratory | (3,0,4}

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

Advancad Welding Laboratory 11 (3,0,4)
A continuation of WE102.

studied. Individual and group tours of industry along with a survey of technical * ! WE104 Advanced Welding Laboratory [1] (3,0,4)
2 titerature is the basis for the term paper required. Prerequisites: None. ! A continuation of WE102.
4 VTE290 Field Experience (3 credit hours) ;
E A supervised work experience course for students interested in investigating and : WE105 Beginning Welding (2,1,2)
i e i . X . - .. : For the persont who always wanted to try welding but didn’t know where ta
5-; ohtaining “on the job” experience in their chosen field. Students may officiaity I start. A survey caurse covering the step-by-step fundamentals of Oxy-Acetylene
£ register for the course after arranging for a work station and wark experience ; and Are We]d‘;ﬂ racesses. Safety procedures and practices of gas welding are
i that has been approved by a counselor, Students must complete a minimum of j emphasized ap )
75 clock hours of work for each semester hour of credit granted. Prerequisite: | P )
: Gratle point average of 5.00 with at [east 15 semeaster hours of instruction .. WE106 Basic Design Fundamentals in Welding {2,1,2}
5 completed at Montcalm Community Collegs, and approval by the Director of . A running mate with WE100. During this second eight-week course the students
\ * Oceupational Programs. have an opportunity to put their new found knowledge to a practical application

making minor repairs on various projects brought from home, lawnmowar

VTE291 Field Experience (3 credit hours) handles, furniture, etc.

i A continuation of Field Experience VTE290 providing further work experience
\ in the student’s chosen field or a second work experience. Prerecuisite: VTE290
and approval by the Director of Occupational Programs.

WE107 Welding Technigue and Joint Preparation (3,1,3)
This course is designed to give the person who has a basic understanding of
welding a chance to brush up on their welding skills and pick up some proper
technicue, rod selection and learn the basics of out-of-position welding. {Projects
from home are encouraged.)

WE108 Welding and Fabrication 1 {3,1,3)
A study of the five basic joint designs utilizing the oxy-acetylene and are process
with emphasis on the 1,2,3 and 4 f positions.

WE110 Related Welding Skills {3,1,3)
This course covers welding theory and practice in oxy-acetyiene cutting, welding

B e P Y 1 "
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and brazing. Electric arc welding theory and practice with mild steel electrodes
in flat and vertical positions to meet visual inspection requirements as they
would apply in automotive areas.

Welding and Fabrication 11 (3,1,3}

For the returning student, this course will et the student pick up where he left
off. Continuing on the 1,2,3 and 4 G weldments, testing welds by means of
destructive and non-destructive methods will be used.

Advanced Welding (3,1,3)

This course consists of qualification type weldments in accordance with AW.S,
welding code, using S.M.A.W. process. Also included in this course is a study in
T.1.G. and M.I.G. procedure. Prerequisites: WE102, 103 or 104,

Related Welding Skills (3,7,3} ]

Designed 1o cater the needs of students whose curriculum calls for a related
course in welding. With autometive in mind, this course covers the areas in
oxy-acetylene flame cutting.

Wietal Sculpture (2,1,2)

A [earning adventure that lets you control the metamorphic process. This course
deals with design, fabrication and quality weldments, with a relaxed informal
approach, Prerequisites: WE100.

directed study

XY2389

Directed Studies {1 or 2 credit hours}

Directed Study courses are usually thought of in connection with advanced
students or those who have exhausted regular college offerings. The average
student pursuing an associate degree would not find time for this type of credit.
The concept does not apply to remedial studies.

The directed study cannot be used near the end of a semester to fill
reguirements, it must be planned in advance. Careful attention must be given to
the description of the work proposed because there is no other course outline or
description on file to document the experience.

A student interested in Directed Study must contact an instructor who will
sponsor the proposed activities. That teacher will complete the written plan on
proper forms and will seek approval from an instructional administrator before
any work begins. The student must entcll in an appropriately labelled section of
Directed Studies 299. :
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1980-1983 SEMESTER SCHEDULE

The pro\ns:ons of this pubhcatmn are not
to be regarded s a confract betwee i the,

“lege: The. cnllege FSBrRs the r:ght 0 -

1980-1981 FALL 1980 . change any - provision” ‘or feclirements
August 25 & 26 Conference Days
August 28 Classes Begin
September 1 Labor Bay
November 27 & 28 Thanksgiving Break
December 20 Classes End

SPRING 1981
January 7 & 8

Conference Days

January 9 Classes Begin
April 6-11 Spring Break
Aprit 17 Gooed Friday
May 8 Classes End
May 8 . Graduation
‘May 12 Conference Day
19811987 FALL 1981 .
August 24 & 25 Conference Days
August 27 Classes Begin
September 7 - Labor Day
November 26 & 27 Thanksgiving Break
December 21 Classes End

SPRING 1982
January 7 & 8

Conference Days

January 11 Classes Begin

April 510 Spring Break

May 7 Classes End

May 7 Graduation

May i1 Conference Day
iggzmigga FALL 1982

August 23 & 24 Conference Days

August 26 Classes Begin

September 6 l.abor Day

November 25 & 26 Thanksgiving Break

December 20 Classes End

SPRING 1983

January 13 & 14 Conference Days

January 17 Classes Begin

March 28 - April 2 Spring Break

May 13 Classes End

May 13 " Graduation

May 17 Conference Day




