S sy
e

S

e
=

73,

(W el
=

S

B
e

7

e
S
gt

15

&

ik




-
e

it M%.&




GENERAL
INFORMATION

VVEICOMIE e erersmsisrrnersresmarissssrsssssssssesnmsbesssansns 3
ADOUEIMEC v veviveerireesssssssssmssssesssreseareriasisnsssasanss 3
AIISSION woevrerrenereermrarsssssssseiminssrssassssessssssersas 7
TransFer STUAENS covverrinsmssemssisnsnsssseasesnns 9
Degrees and Certificates ..o 12
TUHION AN FEES covererersserersemmmssssersrmsossssenens 13
FINAncial Al voeereerennereiisiimmmssinisess 17
SHIAONTE SEIVICES varerossererminimressasasassssninssnons 22
StudenEACIVITEIES woreerersrermrmsiisis s sssansns 24
College ReSUIALIONS 1ueuvesinmresmsscrimsniemreiniasnsnsiss 25
CommUIty SErvViCes iy 36
College FACHHEIES couvrerencsetininnsiessinanssescsiiinns 37
CamPUSMAP cevrerresneeenrisimrnsssssssssn s 38
Directory of Personnel v sissninisenes 124
Glossary of College TEFmS w...oevininssenes 125
1315 = SRR reerrireaseerensems e 128
Calenar .occvrvieereereeinmssss it 130

ACADEMIC PROGRAMS

Associate Degrees in
Applied Arts & Sciences

ACCOUNEINE ovvermrereirsinresennnisnesmninsissnsesssassss 40
Business AAMInistration ... 41
Business [Nformation SYStems .. eemessucsnss 42
Cosmetology Management ... eassarennsass 43
Criminal Justice uwecrrerisiianns et s 44
Criminal Justice/Corrections ... eeivsrsnscens 45
Drafting TechnologY «voeemsseisissanininisscens 46
Early Childhood Development.......ivueesessense 47
Electronics Technology wvee i 48
Emergency Medical Technology ...cceveeosevnes 49
EXeCUtive SECTeLarY covmmrerrarssrsrisssanssiisssnsns 50
Food Service Technology ......... cvmeriessasansiares 51
Industrial Technology ......... ieeeestitne s s 52
INFOrMAation SYSTEMIS v rmmiiisssisarnesess 53
Legal Information SYSteMmS wuemeesnrissisuess 54
Medical Information SYStems .....eeeeneasinenes 55
NUTSINE 1 veveresrmceacnressnsisnssansasasassesessssiiines perenee 56
Paralegal StUAIES .oy 58
Plastics Manufacturing Technology ..ovweecennn. 59

RAdiOZIaphy et 60
Small Business Developmen
MANATEMENT 1.vevsrssensermssrsisinrsrssssenssnisnenes 61

Certificate Programs

CoOMPUEEr REPAIF cuvecnssitninisnsmsssisssmassaes 62
COSITIETOIOEY 1vrnrerastinrersonesssmsirsssrasisnasasssisnss 62
Criminal Justice/COITECHONS «ovvruserrersssaseseessens 63
CustomerEnergy Speeialist v mniieennon 63
(D721 14111V R 64
Food Service TechnolOgY vcrieerersssissmsiasenes 64
Information Processing Assistant .....cveeeesens 65
Legal Office ASSISTANT ..ouvruuiivrmessssssssnssasaionss 65
Machine Tool OPEration ...eoesromsssessssssssarns 66
Medical Office ASSISEANE ...eovvarssnerinsriinnseninns 66
OFffice ASSISTANL «eoveviermsressnsesrmrnnssmsssssarasssneess 67
Plastics Manufacturing Technology ....oeuees. 67
Practical Nursing: On- & Off-Campus .....ooveeee 68
Small Business Development/

Management c.u.veereseesmmsermsisisssssaionss 69
Welding Technology -.ceeeeesiisiimnmsrissinseins 69

Training Programs

Allied Health .o ceeescinienimremennissnens 70
Emergency Medical Technician
EMT Specialist{Paramedic

Nuyse Assistant
Apprenticeship Training ..oemonissimssericss 70
Child Development ASSOCIALE ......onreissererninns 71
Criminal Justice/COrrections ......oumsuessenns 71
COURSE DESCRIPTIONS
Course Descriptions ..o ssisesninnrseste 74




D+, Donald C. Burns
PRESIDENT

About MCC

Montcalm Community College began infall 1963
asanideainthe minds ofagroup of public-spirited
citizens. It had become obvious to the people of
Montcalm County that such factors as distance to
existing colleges, rising educational costs, increas-
ing demands upouninstitutions of highereducation
and the growing specialization of the worl force
were combining to formamandate forfocal post-
high school education.

MCCbecame arealityonMarch 2, 1965whenitwas |

established by an overwhelmingly favorable vote.
The first Board of Trustees was also elected and a
one-mill annual tax levy was established.

Completion of a joint site survey in.September
resulted inthe purchase ofland on SidneyRoadfor
the campus. MCC’s 240-acre-campus is near both
the geographical and population centers of the
district and is accessible from all directions by
county and state highways.

Four presidents have served MCC including Dr,
Donald Fink, 1965-1971; Dr. Clifford Bedore, 1971-
1978; Dr, Herbert Stoutenburg, 1978-1984; and
Dr. Donald C. Burns, 1984-present.

The college has enjoyed a long history of accredi-
tation by the North Central Association of Colleges
and Secondary Schools.

Welcome to Monicalm Community College. This college was
created to provide excellent local learning opporiunities. On the
following pages, you can read about the college, its curriculum and
various learning support services.

Should you choose to participate in college programs or services,
[ believe that you will find staff members to be pleasant and helpful.
This colfege is here to support your learning needs and the staff is
here to assist you in the process.

I hope that you find this catalog helpfil as you seek information
and I encourage you to continue your learning. Best wishes for a
bright future. ) ‘

MCC has progressed steadily since its approval by
areavotersin 1965. Credit courses are available
to students desiring selected classes or classes
leading to a certificate or degree. Upgrading and
retraining courses,awidevariety of non-creditand
recreation courses, employiment services, coun-
seling, financial aid assistance, career planning
services and tutoring are also available. A dedi-
cated staff, student body and community have
helped make the dream of 1963 aviable commu-
nity college —alearning community dedicated to
meeting the educational needs of the people it
serves.

The Mission

Montcalnm Community College creates alearning
commemnity inwhich educated and trained people
contiibute to the economic, cultural and social
well-being.

The Goals

PROVIDING OPPORTUNITIES FOR
LIFELONG LEARNING

@ Providing general education thatwill improve stu-
dentkinowledge and understanding inawiderange
of disciplines cominon to liberal arts education.

®  Assisting students in overcoming deficiencies and
acquiring skills fundamental to further academic,
careerand personal achievement.
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@ Providing continuing education services forthose
seeking professional development and
credentialing.

® Facilitating community developmentinsuchareas
as avocation, recreation, health and fitness.

@ Developing awareness of global interdependehce
and thevalue ofhuman diversity and commonality.

® Developing the intellectual and communication
skills necessary to contribute productively to the
world community.

PREPARING PEOPLE FOR SUCCESSFULTRANSFER

@ Providingliberal arts, science and technical study
programs at the freshman and sophomore levels
thatare transferable to other institutions ofhigher
education.

PREPARING PEOPLE FOR COMPETENCE
INTHE WORKPLACE )

@ Providingoccupational programsand courses based
oncurrentstandards and workplace competencies
for those seeking career preparation.

@ Providing consultationand humanresource devel-
-opment for area emiployers and employees,

The Values

Montcalm Community College subscribes to the
following institutional values:

© Weprovideacaring environmentfor our students,
staffand community. :

@ We expect competence and the pursuit of excel-
lence from our students and staff.

@ Wepossessacommunity orientation and support
the development of a world-class community.

The Educational Program

The educational program atMontealm Comimunity
College is based ona philosophy having as its chief
goals the following outcomes:

1. For arts and sciences students, a two-year
college education of high quality will be pro-
vided offering a firm grasp of the basic areas
of knowledge: communication skills, social
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science, natural science and humanities. In
addition tothis basic core of learning, a series
of electives will permit students to explore
areas of special interest. It is expected that
studentswho complete two years ofacademic
studywill have anunderstanding ofhow knowl-
edge is gained in the various academic disci-
plines and will possess the skills to becomea
lifetime learner.

2. Forapplied artsand sciences students, ahigh
degree of occupational competence at the
skilled or semiprofessional level should be
achieved. Forstudentswho seek the associate
degree aswell as occupational competence,
successful completion of the general educa-
tion corewill also be required. Because assa-
ciate-degreed technicians frequently assist

- professional workers such as physicians, engi-
neers or dentists, graduates are expected to
have competence in the realm of ideas and
theories as a necessary complement to skill
training and possess the skills to become life-
long learners.

3. For all students, an opportunity to explore
bothacademicand occupational studies while
still qualifying for an associate degree will be
provided. Where educational goals are not
aimed specifically at transfer to a four-year
college or at a skill specialty, students may
enjoy greater flexibility in planning their pro-
grams of study along lines of varied interest.

4. Fornon-degree, non-ceitificatestudents, the
opportunity to study for increased under-
standing, for greater job skill or for other
personalreasonswithoutreferencetoformal,
prescribed educational pursuits is encour-
aged.

In all cases, MCC students will be expected to
pursue a chosen course of study with enthusiasm
and the hest effort of which they are capable atall
times. Students and their instructors should ap-
proach the learning task collaboratively and with
anattitude ofoptimumachievement. Ahigh quality
ofperformance is a consistent demand of all in this
community of learning.
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Assessment Policy

ADMISSION TO THE COLLEGE

Montcalm Community College uses a variety of
assessment methods to help ensure student suc-
cess and to improve and document institutional
effectiveness. Assessment begins during the ad-
mission process when students’ basic reading,
writing, math, and stucly skills are assessed, Resuits
from the ASSET {pern/paper based) or COMPASS
(computer-based) assessments assist advisors in
determining appropriate course placement, in-
cluding placement in basic academic skills devel-
opment courses. Many courses require minimum
performance levels on the ASSET or COMPASS
assessments as a prerequisite to enroliment. These
courses are identified in the Course Descriptions
section of this catalog.

The ASSET or COMPASS assessment must betaken
prior to enrolling in specific courses. Assessment
schedules are available in the Enrollment Services
Office. The following individuals may not be re-
quired to participate in the ASSET or COMPASS
assessment: 1) those who have previously com-
pleted the ASSET/COMPASS assessment {Students
transferring assessment scores from anotherinsti-
tution must provide a copy of theresults.) :2)those
holding a bachelor or higher degree, 3) senior
citizens (60 years of age and older), 4) those who
audit a course that requires testing, and 5) those
who obtain a waiver from the course instructor.

GENERALEDRUCATION

All degree-seeking students take the Academic
Profile assessmentwhentheyfirstenterthe college
and againupon completion oftheir degrees. This
assessment process is one means by which the
college measures the effectiveness of the General
Education program. Assessmenttimes and dates
are published in the semester course schedule and
are available from the Enrollment Services Office.

LEARNING OUTCOMES

Montcalm Community College is committed to
providing a learning community that is effective
and meetsthe needs oflearners. As onemeans of
meeting that commitment, a continuous quality
improvement process is used thatinvolves measur-

- each ofthe three associate degrees offered at the
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ing student learning and using the results to im-
prove teaching and learning. Learning outcomes
have been identified for each course and degree
program offered by the college. To measure
student learning, faculty use a variety of assess-
ment methods during a course offering. Degree
program outcomes are assessed by a variety of
methods including transfer studies, graduate fol-
low-upstudies, placement studies, licensure/certi-
ficationresults, portfolios, capstone courses, and
graduation studies.

General Education

Members ofthe faculty have identified a core set of
competencies that each associate-degree gradu-
ate from Montcalm Community College shouid
possess, These competenciesare considered inte-
gral to 1) providing opportunities for lifelong
learning, 2) preparing people for successful trans-
fer, and 3) preparing people for competence in the
workplace. The identified competencies are re-
flectedinarecommended set of courses that make
up the general education core requirements for

college. All associate-degree graduates are ex-
pected to demonstrate increased:

® proficiencyinwrittenand oral communications;

@ awarenessand understanding ofthe physical world
and the scientific method,;

® awarenessand understanding of culture and soci-
ety in generak;

® awareness and understanding of global interde-
pendence and the interrelation of communities,
states, nations, economies, and peoples;

© awarenessandunderstanding ofand proficiencyin
computational methods and mathematical con-
cepts and applications;

@ understanding ofand proficiency inthe application
ofthe tools ofinformation technology to.personal
and professional work;

© proficiency in eritical and creative ehinking, learn-
ing to learn, and problem solving; and

® ethical consideration in political, social, profes-
sionaland personal endeavors,
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Basic Academic Skills

Development

students whose ASSET/COMPASS assessmentre-
sults indicate placement into an academic skills
development course mayenroll inthe Skills Devel-
opmentLab. Thelab provides basicskillsinstruc-
tion in math, reading and writing. These credit
courses aretaughtinanopenlab setting thatallows
students to progress at their own learning pace.
Instruction in study skills is provided.

The Guarantee

for Transfer Credit of Academic and Career
Courses and for Job Competency

Montcalm Community College will refund the tu-
ition of any MCC graduate forany coursepassedat
MCC with at least a C grade® if that earned course
credit does not transfer to a college or university
within two years of graduation from MCC. Such
classes mustbe listed as transferable on the trans-
fer institution's official curriculum guide sheets,
dated 1987 or thereafter, onfileinthe MCC Student
Support Services Office.

Any graduate of an associate-degree program in
occupational studiesjudged by his orher employer
aslacking intechnical job skills normally expected
of a job-entry-level employee will be provided
further skill training of up to 16 semester credit
hours by MCC without charge.

*In some instances a grade of C-may not qualify.
Special Conditions— Occupational Studies

THE DEGREE

The graduate must have earned an associate de-
greeafterJanuary 1,1988,ina college-recognized
specialty area (e.g., accounting, electronics tech-
nology, nursing, information systems) having fol-
jowed a plan of study signed by the student and
approved by the appropriate instructional admin-
istratoratieast 30 credithours priortothe student’s
completion of the program.

THE EMPLOYMENT

The employment mustbe full time and the job must
be certified by the Student Support Services as
directlyrelated to the graduate’s program ofstudy.

The initial date of employment of the graduate
must be within one year of the commencement
date.

The employer must certify in writing that the
employeeis lacking the job-entry-level skillsiden-
tified in writing at the time of initial employment,
and must specify the area(s) of skills deficiency
within 90 days of the graduate’s initial employ-
ment:

THE RETRAINING GUARANTEE
Skillretraining will be limited to 16 credithoursand
to enrollmentin courses regularly offered by MCC.

The skill retraining must be completed in one
academicyear.

The employer, the graduate anda college counse- -
lor, withthe advice ofappropriate teaching faculty,
will develop an educational plan which specifies
the courses constituting the 16 credit hours of
further retraining.

The graduate must meet all prerequisites,
corequisites and other admission requirementsfor
retraifiing courses. ’

Failure, withdrawal or auditof retraining courses
is creditable to the 16-credit-hour limit.

The graduateor the employerwill bearthe costof
books, supplies, uniforms, transportation, insur-
ance and otherrelateditems. The college will waive

. tuition and fees.
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Admission Policy

Applicants for admission to degree or certificate
programs must possess a high school diploma or
GED certificate or meet the requirements of the
college’s ability to benefit policy. Admissiontothe
college doesnot guarantee admission to academic
programs which have specificentry requirements.

_ Montcalm Community College complieswith appli-
cable federal and statelaws prohibiting discrimina-
tion, including Title IX of the education amend-
ments of 1972, Section 504 of the Rehabilitation
Act of 1973, the Americans with Disabilities Act of
1990 and the Michigan Handicappers’ Civil Rights
Act.

Itis the policy of Montcalm Community Colfege thatno
person; on the basis of race, sex, color, religion, fational
origin or ancestry, age, maritalstatus, height, weight,
disability or Vietnam-era veteranstatus; shall be discrimi-
nated against in employment, educational programs,
activities, oradmissions. Inaddition, arrangements cai
be made toensurethat thelack of English-languageskills
isnota barrier to admission or participation.

Admission Application
Applicationfor Admission formsare available from
the Enrollment Services Office, area high school
counseling offices and community education of-
fices. There is no application fee.

Prospective students should submita completed
Application for Admission form to MCC's Enroll-
ment Services Office. Official copiesofa student's
high school transcript or GED results and, when
applicable, transcripts from other colleges or uni-
versities the student has attended should be sent
directly from the institutions to MCC's Enrollment
Services Office.

Admission of Non-degree
Seeking Students

Applicants who wish to take selected courses for
personal interest ot enrichment should indicate
this on their Application for Admission. These ap-
plicants are not required to submit high schoolor
college transcripts, but must complete entry re-
quirements for specific courses. Non-degree ap-
plicants are not efigible for federal or state financial
aid. ‘

Admission of High School,
Middle School and
Elementary School Students

Students whowishto enroll in MCC courses prior
to graduation from high school should meetwith
their school counselor to submit an Application for
Admissionand discussreadiness for college course
work. Students eligible for dual enrollment must
submit a Dual Enrollment Form or other written
statement of eligibility from the school counselor
or principal. Students enrolling at MCC before
graduating from high school may enrolionlyona
non-degree basis.

Guest Students from
Other Colleges

Students currently enrolled at other colleges of
universities may attend MCC on a guest student
status by completing a Michigan Uniform Guest
StudentApplication,availablefromtheAdmissions
Office at the institution where the student is en-
volled. Astudent may notattend asa guestfor two
consecutive semesters.

International Students

International students should contact the Envoll-
rment Services Office foran International Student
Application for Admission. International students
must submit original certified transcripts, in En-
glish, ofall previous high school and post-second-
ary course work; a financial statement or affidavit
of supportindicating ability to meet alleducational
expenses; documentation of Englishlanguage skills
(500 0r above onthe TOEFL); and aletterindicating
their educational plans. Students musthave estab-
lished housing and transpostation arrangements.

Ability to Benefit Policy for |
Non-High School Graduates

Applicants without a high school dipioma or GED
whose high school class has graduated may enroll
onnon-degree status, These applicantswilinotbe
eligible for federal or state financial aid through
MCC. Applicants who wish to be considered for
admission to a certificate or degree program must
meetwith the Dean of Student Servicesand may be
required to show successful completion of an
assessmenttest.




Dual Enrollment

Dual enrollment is an educational option for high
schoolstudents. Students are officially enrolled in
high school and simultaneously enrolled inone or
more college classes. The classes maybe taken for
hoth coliege and high school credit. Studentsinter-
ested in dual enrollment must contact their high
'school counselor or principal for eligibility re-
quirements and authorization to register (Dual
Enrollment Form). Students must meet all college
admission and registration requirements.

New Student

Enrollment Process

Afterapplying for admission, prospective students
should

© complete the ASSET/COMPASS assessment,
which is required before enrolling in many
entry-level courses;

® _arrange to take the Acadeinic Profile assess-
ment. {This applies only to degree-seeking
students.}

@ attendanewstudent orientationsession;

@ meet with an MCC counselor to plan their -

academic program and discuss course selec-
tion;

© have official high'school or GED transcripts
sentto MCC; and

® * apply for financial aid (if applicable).

Academic Advisement

Newstudents are expected to attend anewstudent
orientation session prior to beginning classes at
MCC. The session introduces students to people,
services and resources that help students succeed
at MCC. Students also meet with an academic
advisor to discuss their program of study and
semesterschedule. Studentswho need additional
assistance should call the Student Support Services
Office at 517/328-1231 for an appointment.

Students who take the ACT should request thata
copy oftheirtestscoresbesentto MCCtoassistin
advisement and course selection.

-
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Transfer from MCC

Students planning to transfer to another institu-
tion should be aware that each institution evalu-
ates, accepts and applies transfer courses differ-
ently. Inordertoachievethe most efficient transfer
of courses, students are encouraged to consulta
counselor or advisor in the MCC Student Support
Services Office as well as contact the transfer
advisor at the receiving institution as soon as
possible after enrolling at MCC,

Curricular guides for many degree programs at
Michigan colleges and universities are available
through the Student Support Services Office at
MCC. Students intending to transfer canfollow the
transfer curriculum guide designed specifically for
the major and institution in which they plan to
enroll.

Students who are uncertain about the college or
university to which they intend to transfer are
encouraged to follow initially the guidelines for
earning the MACRAO or UTA endorsement or 0
follow the degree requirements for earning an
associate degree in arts and sciences. Students
who transfer credittoMCC are encouraged to meet
with a counselor or advisorto plan any subsequent
transfer.

Students planning to transfer to another commu-
nity college or an out-of-state institution should
contact the Admissions Office atthatinstitutionto
plan their course work at MCC.

PREPARING TO TRANSFER

Students should apply early for admission to the
institution they have selected. Anapplication fee
may be required. Many institutions have applica-
tion deadlines and a limit on the number of new
studerits to be admitted to a specific program. A
certain cumulative grade point average earned at
the community college and/or the SAT or ACT are
usually admission requirements at senjorinstitu-
tions. There may also be additional admission or
programrequirements.

Students must submit a written request for an
official copy of their MCC transcript to the Enroll-
ment Services Office. Transcripts must be sent

directly from MCC to the receiving institution.
Uponadmission, the receiving institution will per-
form a credit evaluation of the transcripts.

“Transfer students need to be aware of all deadlines
for payment for tuition and fees, residence hall
reservations, financial aid and scholarships, place-
menttesting, etc. Students applying for financial

aid, whether or not they receive financial aid at
MCC, must contact the financial aid office at the
receiving institution and follow its process for .

requesting a financial aid transcript. Academic
scholarships awarded by senior institutions maybe
available to studentstransferring from MCC. Con-
tact the Student Support Services Office for infor-
mation on availability and application deadlines.

Before transferring, students are encouraged to
visit the institution to which they plan to transfer
during its daytime campus hours. Campus tours
are often available if arranged ahead of the visit.
Students should meet with an admissions repre-
sentative either ontheir campus orwhen theyvisit
MCC's campus.

MACRAQMTA STATEWIDE COLLEGEAND
UNIVERSITY ARTICULATION AGREEMENT
In 1973, the Michigan Association of Collegiate
Registrars and Admissions Officers (MACRAO) Trans-
fer Agreementwas established to improve transfer

student articulation between two-year and four- -

year colleges inMichigan. MCC isa participantin
the agreement. This agreement stipulates that30
semester hours of 100-level -and -above, compat-
ible, general course work will be granted smooth
transferability to participating colleges and uni-
versities and these credits will be applied towarda
student’s general education requirements at par-
ticipating Michigan institutions. Some institutions
have provisos to acceptance of the MACRAQ en-
dorsement.

Students completing the 30-credit-hour program
outlined here must request their transcript to be
stamped “MACRAO Agreement Satisfied.” Students
should make this request to the Enrollment Ser-
vices Office.

a. EnglishComposition--65emestercredithours
ENGL100, ENGL101 or ENGL250.
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b. Science and Math -- 8 semester credit hours

BIOL100, PHYS101, BIOL103, CHEM105,
BIOL110, BIOL115, BIOL121, BIOL12Z,
BIOL201, BIOL203, BIOL208, CHEM220,
CHEM?221, PHYS230, PHYS231, MATH159,
MATH190, MATH250 or MATH251.
Atleastone coursemust havea luboratory. Courses
faken must be in more then one subject ared.

c.  Social Science - 8 semester credit hours
POLI110, SOCI111, ECON215, ECON216,
PSYC220, PSYC221, PSYC225, SOCIZ30,
SOCI235, POLI240, HIST250, HIST251,
HIST255, HIST257 or ANTH260.

d. Humanities--8 semester credit hours

Courses must be taken from more than one subject
area. However, taking HUMNZ200 and HUMN 201
will meek this requirement since the course content
covers several subject areas.
MUSIT01, MUSITT0, HUMNZ00, HUMN201,
PHIL220, PHIL221, HUMNZ270, ENGL200,
ENGL201, ENGL212, ENGL220, ENGL221,
SPAN130, SPAN131, FREN120 or FREN121.

Students completing the associate in arts and sci-
ences degree should contact a counselor or advi-
sor or the Director of Enrollment Services to see
which courses will meet the degree requirements.

Contact a counselor for more information. The
information provided may change as four-year
institutions change their degree requirements.
Students should contact the admissions office at
the four-year college or university they expectto
attend.

The Universal Transfer Agreement is similar to the
MACRAO agreement except that MACRAQ is from
two-year to four-year schools while the UTA also
allowstransfer from four-year to two-yearschools
and four-yeartofour-yearschools. Italsorequires
that a grade ofatleastaC(2.00) be earned inall of
the core classes. When transferring to a commu-
nity college, the UTAapplies only to those degrees
designated as transfer degrees, such as MCC's
associate in arts and sciences degree.

studentswho feel they have metthe requirements
for one or both of these agreements should fill out
a MACRAO/UTA form, available in the Enroliment
Services Office, prior to transfer,

This information cannot be considered an agree-
ment or contract between the individual student
and MCC or its staff.

Transfer to MCC

POST-SECONDARY CREDIT COURSES

Students must enroll at MCC to qualify to transfer
credits. Only official transcripts will be evaluated.
Most courses are accepted in transfer for a corre-
sponding MCC course. Ifa course has no equiva-
lent atMCC, itmight be used asan elective. Credits,
not grades, are accepted for courses in which a
grade of C or better was earned, When a student
has received a two- or four-year degree from
another institution, an evaluation is done if the
student makes the request. Because MCCisbased
on a semester system, two-thirds creditis granted
for courses earned at an institution which is on
terms or quarters, ltisthe student’sresponsibility
tofollowup on the credit evaluation. The student
will receive a copyof the evaluation and a copy will
be placedinthe student'sfilewiththe transcript. A
student may request a review of the evaluation.
Questions regarding the evaluation should be di-
rected to the Director of Enrollinent Services.

CORRESPONDENCE COURSES

Generally, creditis not granted by MCC for corre-
spondence course work. Exceptions are limited to
United States Armed Forces instruction courses
and courses from regionally accredited institu-
tions of higher learning. To qualify for correspon-
dence credit, students must forward official tran-
scripts to the Enroliment Services Office. Tran-
scripts will be evaluated by the appropriate instruc-
tional administratorand a $5 feewill be charged for
each credit granted.

CREDIT OR WAIVER BY EXAMINATION

Practical experience is often equivalent to knowl-
edge that would be gained through course worlk.
Students wishing to receive a waiver or credit for
coursesinwhich they feel competent and forwhich
an exam is offered may opt for credit or waiver by
examination.

a. Credit by examination: After enrolling in a
course and successfully completing the exam,
studentsare awarded an Sgrade and full credit
for the course. Financial aid does not pay for
credits earned by exam.




b.  Whaiverbyexamination: Uponsuccessful comple-
tion of'the exam, the requirement for taking
that course will bewaived and a $5-per-credit-

hourexaminationfeewiltbe charged. Thisis

conly available foraspecific course once andis
not available for a course in which a student
has already received a grade. If the waiveris
approved, the studentwill be required to take
the equivalentnumber of credit hours in other
course work.

COLLEGELEVELEXAMINATION PROGRAM CREDIT
MCCstudentswho have taken partin the Coilege
Level Examination Program (CLEP) and ranked in
the 50th percentile or higher on asubjectareatest
may request creditforthe course. A$5-per-credit-
hour fee is charged for each credit granted. To
qualify for CLEP credit, students must submit an
official transcript of the test results to the Enroll-
ment Services Office. The appropriate instruc-
tional administrator will evaluate the examination
resultsand any credit granted will be noted on the
student'stranscript.

ADVANCED PLACEMENT CREDIT

MCC students who have taken part in the College
- Board Advanced Placement Program and earned

AP examination scores of three or above may

receive MCC credit.

Studentsmust presenta certificate indicating a test
score of three or above to the Director of Enroll-
ment Services. The appropriate instructional ad-
ministrator will evaluate the test results and deter-
mine suitable creditto be given. Studentswill pay
$5 per credit hour assigned to their transcripts.
Advanced Placement credits will be assigned an §
grade and will not be calculated as part of the
overal GPA.

ARTICULATION CREDITS

MCCrecognizes that some coursework completed
inhigh school may be equivalent to basic courses
oifered at the college. Written agreements to grant
college creditin specific programs for high school
courses have been reached with several school

districts.

To receive credit, students must maintain a B
average in the articulated program and receive a
written recommendation from the appropriate
high schoolinstructor. Amaximum of 16 hours can
beearned thisway. Creditis granted whenstudents
complete six hours of MCC course work witha C
averagein the discipline forwhich college creditis
being granted. After these credits are posted,
students may use them for other degrees if they
change programs or geta different degree. There
isno charge for the credit hours granted. Students
must enroll at MCC, take the appropriate courses
no later than the beginning of the third year
following high school graduation, and formally
requestcredit. Creditisawarded throughnotation
(no gradeis given)upon completion ofthe require-
ments.

Students must submit awritten recommendation
from an instructor to the Enrollment Services
Office. Whenthe six hours of MCC coursework has
beencompleted, students mustnotify the Director
of Enrollment Services.

CREDIT FOR TRAINING PROGRAMS

a. Armed Services Basic Training: Students who
have successfully completed military basic
trainingwillbe granted up to four credithours
of physical education credit after they for-
mally request credit for physical education
and submit to the Director of Enroliment
Services Form DD214 indicating the success-
ful completion of basic training.

b.  Other Training Programs: Students who have
successfully completed military course worlk
may receive transfer credit upon application
according to the appropriate ACE guide, The
MOS number by itselfis not recognized for
transfer credit, A $5 fee is charged for each
creditgranted.

To earn creditfortraining or military course woil,
students must forward official transcripts to the
Enrollment Services Office. The transeripts will be
evaluated for credit by the appropriate instruc-
tional administrator.

Transfer
Siudents
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M CQ offerstheassociate d;gf eein artsand sciences, applied arés and sciences, and general studies. Specificcurricuhim
requ u.ementsf oreach of the applied arts and sciences degree programs are found on pages 40 through 61. Students
planningto transfertoa fouryear cof legeoruniversity are advised to consult with acounselor during their first semester.

ASSOCIATE DEGRER
IN ARTS AND SCIENCES

Students seeking the associate degree in ayts and
sciences may choose to concentrate theiy stydiesin
anumber of different content areas. A counselor

should be consulted especiallyinthose caseswhere °

the studentplans to transferto a fouryear college
oruniversity. Studehtswho desireto haveanarea
of concentration noted on their transcript upon
graduation may choose fromthe following areas,
or may work with a faculty member tg cregte a
program in an area not listed.

Art

Biological Science

Early Childhood Development
Language Arts "
Physical Education

Physical Science
Pre-Elementary Education
Social Science

Guidelines for a degree in

arts and sciences

This degree outline includes the general education core
requirements and meets MACRAO transfer guidefines.
See page 9 for more information.

COURSE TITLES COURSE CREDIT

NUMBER  HOURS

Fumanities HUMN 200

4

Humanities T HUMN 201 4
Freshman Bnglish I ENGL 100 3
Freshman English IT ENGL 101 3
Biological Science® BIOL 100 4
Fhysical Science® PHYS 101 4
Iniro. to Social Science [ POLL 110 4
Into. to Social Science I SOCI 111 4
Compufer Literacy*** CMIS 101 2
Elementary Algebra®** MATH 100 4
++TOTAL REQUIRED HOURS 36

TOTAL ELECTIVE HOURS 24

TOTAL HOURS REQUIRED FOR DEGREE 60

ARTS & SCIENCES REQUIRED HOURS 13-14

*OR (with sufficient science background) twe other science
lnboratory courses

*5OR two other courses from ANTH, ECON, GEOG,
HIST, POLL, PSYC ar SOCL

wexGeneral education requirements may also be mek through
competency lesting or successfil completion of higher level
courszwork. Plense see the section on credit or waiver of credit
by examination on page 10 of this catalog.

et Accrnmes eyrollment n CMIS 101 and MATH 100.
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Accounting

Business Administration
Business Information Systems
Cosmetology Management
Criminal Justice

Criminal Justice/Corrections
Drafting Technology

Early Childhood Development
Electronics Technology
Emergency Medical Technology
Executive Secretary

Food Service Technology
Industrial Technology
Information Systems

Legal Information Systems
Medical Information Systems
Nursing

Paralegal Studies

ASSOCIATE DEGREES IN
APPLIED ARTS AND
SCIENCES

Plastics Manufacturing Technology

Radiography

Small Business Development/Management

Guidelines for a degree in

applied arts and sciences

These degree programs are for students who want to
complete aspecialized education before entering the job
market. Students planning to transfer to a four-year
college or university should consult with a counselorto
determine whether it is best to sefect courses other than
those listed fo maximize transferability of credits. In-
chided inthe specificdegree programrequirementslisted
on pages 40 to 61 are the following general education
core requirements that every applied arts and sciences
student mustfulfill,

COURSE TITLES COURSE CREDIT
NUMBER  HOURS
Freshman English 1 ENGI. 100 3
Intro. to Social Science I POLI 110 4
Humanities I HUMN 200 4
Computer Literacy* CMIS 101 2
Elementary Algebra* MATH 100 4
A laboratory science course 3-5

*TOTAL REQUIRED HOURS 20
TOTAL HOURS REQUIRED FOR DEGREE 60

Nursing students showld see page 56 for degree require-
ments.

*General education requirements may also be met through
competency testing or successful completion of higher level
coursework. Please see the section on credit orwaiver of credit
by examinaiion on page 10 of this catalog.

**Assimes envollment in CMIS 101 and MATH 100.

Degrees &
Certificates
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ASSOCTATE DEGREE
IN GENERAL STUDIES

Theassociate degree in general studies isintended
forstudentsinterested in obtaining a degree with
customized content reflective ofpersonal college-
level interests that are not necessarilyfocused on
transfer oroccupationalinterests. General studies
degree students must successfully complete the
general education core requirements. Students
should consult a counselor for program planning
assistance.

et

Guidelines for a degree in

general studies ,
CREDIT

COURSE TITLES COURSE
NUMBER  HOURS

Freshman English I ENGL 100 3
Intro. to Social Science I POLIL 10 4
Humanities I HUMN 200 4
Computer Literacy* CMIS  10% 2
Elementary Algebra® MATH 100 4

A laboratory sclence course 3-5

*TOTAL REQUIRED HOURS 20
TOTAL HOURS REQUIRED FOR DEGREE 60

*General education requirements may also be met through
competency testing or successfitl completion of higher level
coursework, Pleaseseethe section on credit or waiver of eredit
by examination on page 10 of this catalog.

**Assumies enrollment in CMIS 101 and MATH 100.

MULTIPLE DEGREE
PROCEDURE

Studentswho have received orare earning an AAS
or an AAAS degree may not apply for an associate
degreein general studies,

Toreceive an associate degree inapplied arts and
sciences, students must complete the degree re-
quirements for that program. The completion of
aceitificate program coupled with general educa-
tion courses is not sufficient to qualify.

Students mayreceive morg than one AAAS degree
if they fulfill the requirements specifiad by the
department. However, students mayearnonlyone
AAAS degree within a department, Students may
complete more than one area of concentration

P
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withina department. Each area of concentration

‘willbenoted onthe degree(e.g., students may earn

one degree showing both medical information
systems and legal information systems, but will not
be awarded twoseparate degrees). Whileasecond
degree will not be granted, an area of concentra-
tion completed after an AAAS degreeisissued will
be noted onthe transcript.

CERTIFICATE
PROGRAMS

Certificate programs may transfer to related asso-
ciate degree programs upon completion of addi-
tional coursework,

ComputerAided Design/Drafting
Computer Repair

Cosmetology

Criminal Justice/Corrections
Customer Energy Specialist
Drafting

Food Service Technology
Information Processing Assistant
Legal Office Assistant

Machine Tool Operation

Medical Office Assistant

Practical Nursing

Office Assistant

Plastics Technology

Small Business Development/Management
Welding Technology

TRAINING PROGRAMS

Training programs may lead to certification by
outside agencies.

Allied Health
Emergency Medical Technician
EMT Specialist/Paramedic
Nuirse Assistant

Apprenticeship Training
Child Development Associate
Criminal justice/Correcfions



MCC District Residenis

TUIHON eveesrnearrsnesnnens . $49.90 per credit hour

Fees wvviiierinrmmsassnnsiniane $1.50 per credit hour to a
maximum of §18 per semester

Residents of the MCC district have lived in the Carson
City/Crystal, Central Montcalm, Greenville, Lakeview,
Montabella, Tri County or Vestaburg public school
districtfor at least six months at the time of enrollment.
Students are required to fiirnish proofof residency such
as adriver’s license or tax receipts.

Michigan Non-District

Residents
TUIOI creereessaaraerarranes 876.55 per credit hour

Fees v .. $1.50 per credit hour to a
maximam of $18 per semester

All students in MCC'’s prison education programs are
considered Michigan Non-District Residents.

QOut-Of-State Residents

TUILHOTE cevrssnresesscrarannnee $97.70 per credit hour

T8 irivrnrisererersnnsrssssanes $1.50 per eredit hour to a
maximum of $18 per semester

Other Fees

Contact (Lab) Fee® ... $24.95 per contact hour
Materials Fee .viirree designated in the creditschedule
TechnologyFee ... $4 per credit hour

*Some courses have lab ar contact hours for which there
is a charge of $24.95 for each hour. In the semester
course schedules, these are shown in parentheses imme-
diately following the credit hours.

Adultsaged 60 orolderwho live in the MCC district
may take MCC credit courses tuition free. Seniors
who live outside the MCC district may take MCC
credit courses for the difference between the in-
district and non-district rates. All seniors are re-
quired to pay fees.

Refund Policy

1. Feesarenotrefundable.

. 2. Tuitionis 100%refundable during the enroll-
ment and drop/add period. No refunds of
tuitionwill be made for withdrawals after the
end ofthe enrollment period. :

First-time MCC Student
Title IV Refunds

This policy applies to students receiving Title IV
funds during theirfirst semester of attendance at
MCC who have completely withdrawn during the
first 60% ofthat semester. The refundis determined
by dividing the total number of weeks ofthe enroll-
ment period for which the student was charged
into the number of weeks remaining in that period
atthe time the studentwithdraws, Therefindisless
any charges owed by the student for the period of
enrollment forwhichthe studentwas charged and
an administration fee of 5% of the tuition and fees
or $100, whichever is less.

Returning MCC Student
Title IV Refunds

This policyappliestoreturning students receiving

_ Title IV funds at MCCwho have completely with-

drawn (or quitattending) during the first 50% of the
semester. The refind is determined by the follow-
ing chart:

ithdrawal. _Tuition Refimd
Firstweek of Classes .ovvererminemmmenrcisne 100%

After first week of classes and

up to 25% of period ... 50%
Between 25% and up to 0% of period........... 25%
After 50% of period ..oevinnivnie s 0%

The refund is less any charges owed by the student
forthe period of enrollment forwhich the student
was charged and an administrative fee of 5% of the
tuition or $100, whicheverisless.

15
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Tatition &
Fees

Payment of Tuition and Fees

1.

Tuition and fees are due and payable at the
time of registration.

The college will accept Visa, Discover and
MasterCard.

Studentswhowill receive financial aid through
the college must present a form from the
Financial Aid Office to the Business Office to
complete enrollment. Any difference between
aid and total tuitionwill be subject to the credit
terms described below. Iffinancial aid is not
forthcoming, the balance is due at the time of
notification. No refunds will be granted after
the drop/add deadline.

Short-term creditwill be available upon appli-
cation. Creditreferences may be requested.

Credit Terms

$1- $150 ..... Paidinfull

$151- $200 ...... 50% down, *balance plus $5

handling fee due in 30 days

$201 - $500 ...... 60% down, *50% of balance

due in 30 days, total plus $10
handling fee due in 60 days

*Financial aid will count towards down payment.

6.

Failure to pay as scheduled will result in the
withholding of grades, certificates and de-
grees. Graduating studentswill not be allowed
to participate in graduation ceremonies.

Collection processes will be initiated for fail-
ure to pay.

Tuition and fees are subject to change.
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Application for Financial Aid

MCC attempts to assist students with their expenses

ik

by constructing a package of grants, loans, schol-

arships and work opportunities. The amount
awarded through each program depends greatly
upon an analysis ofthe applicant’s financial situa-
tion. For this reason, students wishing to partici-
patearerequired to complete a Federal Application
For Student Aid {FAFSA) and an MCC Financial Aid
Application.

Information about all forms of financial aid is
availableinthe Financial Aid Office. Entering fresh-
men are encouraged to submit a financial state-
ment and application as early as possible in their
senior year of high school. For maximum award
consideration, allinformation should be submitted
by returning students by March 15 and first-time
freshmen by February 15.

Documentation Required
Prior to Payment of -

Financial Aid

Students are not eligible to receive financial aid
until the following documents are on file in the
Financial Aid Office.

Application for Admission
Proof of high school graduation

Financial aid transcripts from all colleges
oruniversities previously attended

StudentAid Reporiand necessary
documentation to complete verification

Proof of residency for Michigan financial
aid recipients

Release to transfer aid to student account
Verification of Attendance Form
Copy of social security card

Financial aid award letter

Loan Default Policy

Students found in default of Title IV loans or owing
aTitleIVrefund to any college will not be eligible
to receive financial aid. Academic transcripts will
not be released to students who are found in
default on Title IV federal loans or who owe any
Title IV refund to MCC.

s
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Enrollment Status

To participate in financial aid programs, students
mustenroll fora minimum ofsix semester hoursin
an eligible degree program. Exceptions to this
requirementare the Michigan Adult Part-Time Grant
and the Pell Grant.

Method and Frequency of
Financial Aid Payments

. Moneyfrom all grantswill be transferred to student

accounts no earlier than one week after the drop/
add period.

Attendance Verification Forms must be signed by
eachinstructor for each class in which the student
isenrolled. Ifastudentisenrolled ina classthat has

alatestartdate, the student must be in attendance

of enough regular start classes to prove at least
half-time attendance, If attendance is not yet at
half-time, refund of grant checks will be held until
attendance verification is proven.

Refunds from grants will he made by check at the
time there is a credit balance on the student's
account and the Attendance Verification Form has
peen completed and returned to the Financial Aid
Office.

Loanmoneywill be dishursed to student accounts
no earlier than 30 days aiter classes begin. Refiinds
from loans will be made immediately by check
when thereis a credit balance onthe account and
the Attendance Verification Form has been submit-
ted to the Financial Aid Office.

Loan appiications will be processed so disburse-
ment dates wil coincide with this policy.

Montcalm Community
College Title IV Refund

Distribution Policy

MCC refunds Title IV funds first to the Federal
Stafford Loan Program, then to the Supplemental
Educational Opportunity Grantand then to the Pell
Grant program.

17
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Student Budget
and Award Packaging

The sample budget below includes the major ex-
penditures that may be incurred by MCC students
during the 1998-99 academic year. Itis used by
the Financial Aid Office to calculate a student’s
financial need.

DEPENDENT STUDENTS
(This is also used for determining need for Michi-
gan Competitive Scholarship recipients J

Tuition and fees
(based onin district, full time) ......... $1,397

RooM and BOArd .o eceveescrsrrseseeresisines $2,895
Books and personal .. $ 1,180
TLAVEL 1vevecenersneesssisssnessassssasosssesasassostrorans $1,030
Technology Fee ....... e rerar st § 112
TOTAL ..o crereeceesiennsnmsmensrasressssssnnnsasasnnises $ 6,614
INDEPENDENT STUDENTS
Tuition and fees )

(based onin district, full time} ......... $1,397
RoOM and BOAT vevereeeemresirirsrrecessesereeneee 5 7,088
Books and persondl ... eieesssesins $£2,232
TEAVEL «rveevsrreressisssersssssenranrrscssnsssnssnavenias $ 1,030
TechnoloZY FEE .oovecisnniuecnscsinns § 112
TOTAL e veriesseeererrrarssmcossssssssssssarenssssnsens $12,459

Change of Address or

Financial Circumstance

Financial aid recipients mustinform the Financial
Aid Office of changes in address or financial cir-
cumstances,

Citizenship and

Residency Requirements
Federal financial aid is restricted to US citizens and
qualified aliens. State ofMichigan aidisrestricted
to those having continuous residencyin the state
for 12 months prior to enroliment.

Types of Financial
Aid Available

Scholarships are nonrepayable money usually based
on academic performance or demonstrated need.

Grants are nonrepayahble money usually based on
demonstrated need.

Loans are money that must be repaid after students
leave college or enroll less than half time.

Employment is part-time work on and off campus.
Evidence of demonstrated financial need is some-
times required. The totalhoursastudentworksare
determined by financial need. Students are paid
everytwo weelcs. ’

Sources of Financial Aid
FEDERALPROGRAMS

Federal Pell Grani: This program offers students
meeting specified need requirements grants up to
$3,000. It is paid in proportion to the number of
credit hours for which the student is enrolled.
Students are eligible until completion of the first
baccalaureate degree.

Federal Supplemental Educational Opportunity Grant
(SEOG): This program offers students with need
grantsupto $4,000.Normally, it maybe used until
completion of the first baccalaureate degree.

Federal College Work Study (CWS): This program
offers students with financial need work on or off
campus to help meettheir educational expenses.
Jobs are arranged after considering the amount of
the award and the student’s class schedule. Stu-
dents are paid bi-weeldy.

Federal Stafford Loan: Astudent may obtain afeder-
allyinsured loan through an approved local finan-
cial lending institution. The federal government
subsidizes interest on the subsidized Stafford Loan,
based on financial need, while the student is en-
rolled at least half time. The federal government
does not subsidize interest on the unsubsidized
Stafford Loan which is not based on need. First-
year students may borrow up to $2,625 per aca-
demicyear. Second-year students may borrow up
to $3,500 per academicyear. The maximum cumu-



lative loan amount is $23,000. Loans are paid in
proportiontothe number of credithoursforwhich
the studentis enrolled.

The interest rate on both subsidized and
unsubsidized loans for new borrowers is variable
and capped at 8.25%. Previous borrowers should
reviewtheir promissary notesfor repayment terms.

Students must be enrolled at least half time and
atrending classes regularlyto be eligible toreceive
aloan disbursement. Students mustbein regular
attendance at the time the refundis disbursed. An
Enrollment Verification Form must be submitted to
the Financial Aid Office before paymentis made. If
verification is not provided, the check {s returned
tothelender.

Toreceive asubsidized Stafford Loan, the loan plus
otherfinancial aid being received from MCC may
not exceed the student’s total need for the aca-
demic year. To receive an unsubsidized Stafford
Loan, the loan cannot exceed the student’s total
budget for the academicyear.

STATEPROGRAMS

Michigan Competitive Scholarships: Scholarships of
upto $1,200 areawarded annually to state resident
college freshmenwhose American College Testing
(ACT) Program scores qualify them and whose
Financial Aid Applications showneed. Undergradu-
ate students may renew this scholarship forup to
the equivalent of 10 semesters by maintaining
eligibility,

Michigan Work-Study Program: The program s avail-
able to Michigan residents who show financial
need as work on or off campus to help meet
educational expenses.

Michigan Independent Part-Time Grant: This grantis
available to independent part-time {taking3to 11
credithours) students showing financial need who
have been Michigan residents for atleast 12 months
priorto enrolliment. Students musthave been out
ofhigh school (other than GED oradulteducation)
foratleast two years. The maximum grantis $600
peryearnotto exceed 24 months of total eligibility.

Michigan Educational Opporfunity Grant (MEOG): This
grant provides assistance for needy Michigan resi-
dentswho are enrolled atleasthaiftime at Michigan
publiccollegesand universities. Grantsupto §1,750
peryear are available.

Michigan Tuition Incentive Program (TIP): This pro-
gram pays tuition and fees at the in-district rate,
Students under age 20 who graduate from high
school or obtain a GED and who are from lower-
income families are eligible. Applications are avail-
able fiom the Financial Aid Office, local Family
Independence Agency offices and local high
schools.

Michigan Indian Tuition Waiver: This program pro-
vides free tuition for North American Indians in
publiccolleges or universities, Applicants mustbe
certified by theirtribal association and verified by
the Michigan Commission on Indian Affairs to be
not tess than 1/4 quantum blood Indian.

MCC-FUNDED PROGRAMS
Area Adult and Alternative High School
Student Scholarship

Edward Reddig Scholarship

Louise Buescher Scholarship

MCC Board of Trustees Scholarship

MCCF Herbert M. Stoutenburg Scholarship
Mildred Farmer-Angwin Scholarship

Mr. & Mrs. John Hathaway Scholarship
Nancy Fox Scholarship

Stanley & Blanche Ash Scholarship

Contactthe Financial Aid Office oryour high school
counselor forinformation.

OTHER PROGRAMS

The Perkins Single-Parent/Homemaker{Displaced Home-
maker Program provides financial assistance and
supportservicesto single parents, displaced home-
makers or.single, pregnant women who are en-
rolled in an eligible occupational program.

The Sex-Equity Program providesfinancial assistance
and support services to students enrolled in an
eligible occupational program which is nontradi-
tional to their gender.

Financial Aid
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The Family Independence Agency and Labor depart-
ments provide publicassistance and training pro-
grams that can be used by students under certain
circumstances.

As part of staff development plans and benefit
packages, many employers reimburse their em-
ployees and their dependents for successful comple-
tion of college courses.

Avariety of programs and organizations provide
scholarships and financial assistance to those meet-

ing specific qualification criteria. Contact local |

organizations offering scholarships, a high school
guidance counselor, orthe Financial Aid Office for
information.

Job Training Partnership Act ([TPA) provides educa-
tion benefits to students from low-income families
ordislocated workers.

State and federal funding is tentative at the time
awards are made. MCC cannot guarantee substi-
tute awards ifanticipated sources ofassistance do
not materialize. The amount of financial aid is
contingent upon full-time enrollment for each
semester awarded on the award notice. If enroll-
ment changes, the award is adjusted accordingly.

Maintaining Satisfactory
Progress for Financial Aid
Eligibility

Students receiving financial aid atMCC must main-
tain satisfactoryacademicprogressinaccordance
with the guidelines listed below. The federal and
state governmentsmandate the establishmentand
enforcement of a satisfactory academic progress
policyforinstitutions disbursing their financial aid
funds to students. Students are in good standing
for financial aid if they meet the following stan-
dards and are accepted for continued enrollment
under the academic policy. All withdrawals,
incompletes, repetitions, and E or U grades are
evaluated into the percent completion section of
the policy.

This policy is applied after a student has been
enrolted two semesters and has registered for at
feast 12 MCC credit hours,

When measuring academic progress, all credit
hours for which the student has incurred a finan-
cial obligation are considered, including the hours
forwhich the student has personally paid.

In order to continue to receive financial aid fund-
ing, students must be progressing at a rate that
would allow completion ofthe certificate or asso-
clate degree being pursued within a time frame
which, by federal regulation, is 150% of the pub-
lished credit hour requirements of the program.
For example, if an associate degree program re-
quires 60 credits, it must be completed in a maxi-
mumn of 150% of 60 credits, including both at-
tempted and completed credits. Multiply the num-
ber of credits required in the program by 1.5 to
determine the maximum number of credits.

Students also must maintain a minimum grade
point average and successfully complete a per-
centage ofall credithours attempted based onthe
following charts.

Credit Hours Student Must
Attempted Successfully Complete
1-15 ) 50%
16 and above 70%
Cumulative Grade Point
SemesterHours Average
12 or more 2.00

Each May, the Financial Aid Office reviews the
progress of students. Those not making satisfac-
tory academic progress are sent a letter stating
they are no longer eligible for financial aid. Stu-
dents denied financial aid because of failure to
malke satisfactory academic progress may appeal
the denial in writing to the Financial Aid Office if
there are mitigating circumstances. The appeal
must describe in detail all circumstances whichthe
student believes are relevant to his arherinability
to meet the satisfactory academic progress re-
quirements. Students mustsubmitanysupporting

. documents. Studentswho attainlessthana 2.0 GPA

atthe end oftheirfirstenrollmentperiod are placed
on academic probation.
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ASatisfactory AcademicProgress Review Commit-
teewill assess the appeal and determine ifitwill be
approved. The studentwill be advised inwriting of
the committee’s decision. Astudentwho appeals
and is reinstated on a probationary status must
meetall criteria in the reinstatement notification. If
the appealis approved, the student will receive an
additional probationatsemester of aid during which
he or she must meet the criteria stated in the
response. Atthe end of the probationary semester,
grades and otherrequirementswill be reviewed to
determine ifthe studentwill continue on probation
until the satisfactory academic progress policy
requirements are met. Ifastudent becomesineli-
gible for financial aid due to a lack of satisfactory
academic progress and no appeal is submitted or
the appealisdenied, he orshe may regain eligibility
by meeting the satisfactory academic progress
policywithout the benefit offinancial aid at MCC.
To do this, the student must enroli and complete
the courses which are applicable to his or her
program of study, and the studentmustachieve the
number of credit hours and the necessary grade
point average to meet the satisfactory academic
progress policy.

Veterans” Information

Formoreinformation aboutVA education benefits,
contact the Financial Aid Office.

Students who are eligible for veterans’ benefits
while attending MCC must submit an application
for VA benefits and a copy of the DD214 or an
. original BasicNotice of Eligibility Form #22-2384.
Processing of benefits takes approximately six
weeks,

STANDARDS OF ACADEMICPROGRESS
Satisfactory pursuit of study or training toward
completion of an educational or vocational goal
mustbe maintained. Studentsreceiving VA benefits
will be certified only for classes which are required
for their declared program of study. Elective
courses in the program will be certified. No more
than 60 required credits will be authorized,

A change of program form must be submitted to
the VAto changea program ofstudy. Theformsare
available in the Financial Aid Office.

Seeh

Transfer students who plan to receive VA benefits

must provide the Director of Enrollment Services

with copies of official transcripts from other col-

leges attended because the VA requires MCC to

reportthe number of credits accepted in transfer.

Afteroneyear ofenrollment, a veteranwill notbe-
certified if official transcripts have not been re-

ceived by MCC.

Students receiving VA benefits must notify the
Financial Aid Office of change in enrollment or
attendance during the semester. Failure to dothis
could result in an overpayment which the VAwill
require the studentto repay. VAregulations state
thatanyreduction in rate due to withdrawal from
aclassis effective retroactive to the beginning of
the semester unless mitigating circumstances are
documented. Mitigating circumstances are those
which are normally, but not necessarily, beyond
thestudent's control.

Studentsreceiving VA benefitswho receive afailing
grade mustnotify the Financial Aid Office, inwrit-
ing, ofthe last date of dlass attendance. Failureto
provide this information will result in the VAbeing

notified that the last date of attendance was the first

day ofthe semester.

Unsatisfactory progress can siop VA benefits. The
MCCacademicdismissal policyison page 27 ofthis
catalog. Students receiving VA benefits who are
placed on academic probation for two consecutive
semesters ordismissed for unsatisfactory progress
will notberecertified for benefits until a minimum
accumulated 2.0 grade point average has been
achieved at the student’s expense. Anappeal may
be made tothe Director of Financial Aid for special
circumstances. The VA will be notified when a
student remains on academic probation for two
consecutive semesters oris dismissed for unsatis-
factory progress. Students receiving VA benefits
who receive incomplete or unsatisfactory grades
are allowed oneyear from the end ofthe semester
to complete the course andreceive agrade. Ifthe
class is not completed in the year allowed, the VA
may require repayment of funds received for the
collrse.

Financial Aid
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Registration

Registration includes academic advisement, en-
rolling in courses and paying tuition and fees.
Registration dates, times and options are outlined
ineach semesterschedule.

Counseling

Licensed professional counselors are available to
assist students. Course advisement, testing and
interpretation, special needs, tutoring, careerex-
ploration and career decision-making, referrals
and other counseling services are available. Ap-
pointments may be made by calling the Student
Support Services Office at 517/328-1231.

General Information

Emergency procedures, class schedules, lost and
found and othergeneral college informatiorn top-
ics are handled in the Student Services Office.

ACT/GED Testing

The American College Test{(ACT) and General Edu-
cational Development (GED) can be scheduled by
calling the Student Support Services Office at 517/
328-1231.

Records

Gradereports are mailed to students atthe end of
eachsemester ofenrollment showing grades, hours
attempted, hours completed, hours earned, honor
points and GPA. To protect the student’s privacy,
this information is not given out by telephone.
Gradereportswillnotbe released for students who
have outstanding financiat obligations to MCCor
have overdue library materials.

A signed, written request to the Enrollment Ser-
vices Office is required to release a student’s aca-
demic transcript to a third party. The request
should include the student’s name and former
names used while attending MCC, dates of atten-
dance, and social security number, Thefirstthree
transcripts are issued free of charge. The fourth
and subsequent copies are $1 each.

Unofficial copies of transcripts may be sent to
students uponrecuest.

Mo transcripts will be issued for students who have
outstanding financial obligations to MCC.

Career Library

Careerinformation and employment research ma-
terfals including occupational descriptions, salary
estimates, occupational ocutlook forecasts and
employer directories are available to students
through the CareerlLibrary. Booksandvideotapes
about the job search process, resume writing and
interviewing are available for students and alurnni
seeking employment. Current Michigan college
and university catalogs, course transfer equiva-
lency guides and other reference books are avail-
able for students planning to transfer to another
college oruniversity. The CareerLibraryis located
inthe Student Support Services Office.

Career Planning Services
Personal career counseling and career interest

* testingare available tostudentswho are undecided

aboutwhich college program or career to pursue.
Contactthe Student Support Services Office foran
appointment.

Employment Services

- Informationregarding full-time and part-time em-

ployment, resume-writing assistance and job-
search consultation is available to students and
alumni through the Student Support Services Of-
fice.

Tutorial Services

MCCoffersfree peertutorial assistance to students
experiencing academicdifficulty. Tutoringis avail-
able on an individual or group basis. Application
information is available from the Special Popula-
tions Office.

ASK ME Mentoring Program

.MCC is concerned about the experiences, well

being, and success of students, The ASK ME
Mentoring Program provides supportand encour-
agementand assists students in making the transi-
tionto college. Those who feel theywould benefit
by having a mentor who is familiar with MCC and

.the services that are available should contact the

Dean of Student Services Office at 517/328-1230
for more jnformation.



Disability Services

MCCis committed to providing equal educational
opportunities to all students regardless of their
disability. The Carl Perkins Actis a federal program
that is funded through the department of educa-
tion. This grant helps qualified MCC students
enrolled in two-year, state-approved occupational
education programs. Special populations students
are those who have academic or economic disad-
vantages, limited English skills, or physical oremo-
tional disabilities or are enrolled in gender-blased
Programs.,

Support services include academic and career
counseling, college and community agency refer-
rals, communication and liaison with instructors,
needs assessment, remediation of student’s basic
academic skills, and registration assistance. Stu-
dentswith disabilities are provided readers, writ-
ers/scribes, notetakers, interpreters, instructional
aides, visual aids, books on tape, assistance with
accessibility and other services necessary to meet
individual studentneeds,

Studenis with disabilities in need of assistance
should contact the Special Populations Office to
arrange for necessary support services. In order
forthe college to provide accommodations, some
requests need to he arranged priorto the beginiing
of the semester.
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Student activities contribute to the emotional and
physical well-being of students and to their intel-
lectual, cultural, and social development outside
the context of the institution's regular instruc-
tional program, The programs are funded by a
portion of student activities fees.

Clubs

The Student Activities Office sponsors the Art Club,
the Drama Club, nursing clubs, the AlphaTau Alpha
honorsociety, and the Future Business Profession-
als Club. To establish a new club, potential mem-
bers must contact the office and follow the guide-
lines for establishing club status and receiving
funds.

Activities

College-sponsored activities includeitemslikeclub
sports, excursions, travelogues, support groups,
fund raisers, lectures, intramurals, American Red
Cross blood drives, self-help seminars, leadership
development, performance groups and alterna-
tive breaks (service learning).

Honor Society ,_

Phi Theta Kappais an international honorsociefy
for juniorand community college students. There
are more than 1,000 PTK chapters,” MCC's Alpha
TauAlpha Chapter provides opportunitiesiniead-
ership, scholarship, feliowship and service. To
qualify for membership, students must completea
minimum of 12 MCC credit hours with a minimum
3.5 GPA and haveletters of recommendation from
two MCC faculty members. Students who have
been granted academicamnesty are noteligible for
membership. Contact the Assistant Director of
gnroliment Services for more information.

ID Cards

StudentID cards are availableinthe StudentActivi-
ties Office after the drop/add period each semester.
1D cards allow students free use of the gym, pool,
and fitness center during scheduled times; to check
outrecreation equipment; to use the ftbrary; andto
attend college-sponsored functions.

Lockers
Lackers are available for renteach semesterinthe
Activities Building.



Semester System

Montcalm Community College operates on the
basis of two semesters peryear. The fall semester
begins in late August and is completed in Decem-
ber. The spring semester begins in January and
ends in May, MCC also offers an accelerated sum-
mer session which runs from mid-June to early
August,

Classification System

Afteshmanisastudentwho has completedless than
25 semester hours of study.

Asophomoreisastudentwho has completed atleast
25 semester hours of study, but who has not yet
qualified for an assaciate degree or a certificate,

A fill-time student carries 12 or more semester
hours of study. An average of 15 hours per
semesterarerequired to complete 60 hours in four
semesters.

Apart-time student carries fewer than 12 semester
hours,

Program FPlanning

In planning course work, students should use
counseling services, the catalog and semester class
schedules. Some courses are offered every semes-
terwhile others are only offered once per year.

Program of Study Selection
Selection of a program of study takes place prior
toregistration. During the counseling interview,
students are advised of specific course require-
ments necessary for program completion. Excep-
tions to specific program requirements will be
made only by the dean of the appropriate instruc-
tional division of'the college and must be autho-
rized inwriting,

Students who wish to change their program of
study must complete a change of program form
and follow the program requirements in effect at
thetime the change is made.

Astudent may graduate under the MCC catalog in
effectatthe time ofinitial registration atMCCorany
succeeding catalog with the exception that no
student may graduate underthe requirements of

a catalog that is more than five years old, If
programrequirements are changed inresponse to
demands of external regulatory agencies or gov-
erning boards, students must meet those require-
ments regardless of the catalog they wish touse to
establish other graduation requirements.

Honors

Eachsemester's Honors List includes studentswho
complete at least 12 semester hours and attain a
grade pointaverage of3.3 to 3.69. The President’
Honors List.includes students who complete at
least 12 semester hourswitha GPA of3.7 orhigher.

Part-time Honors and President’s Honors lists are

based on the same GPAs and include students who
complete at leastsix credits in one semester. Stu-
dents whose accumulated GPA is:3.3 or higher at
the time of graduation will have honors or high
honors noted on their academic transcript.

Class Attendance

Studentsare expected to attend all classes in which
theyare registered. Absénce from classes shall not
relieve students from the responsibility to com-
pleteassigned work.

Grading System
Academicachievement is appraised ahd recorded
by the following system of letter grades:

GRADE HONORPOINT VALUE
A 4.0

A- 3.7

B4 3.3

B 3.0

B- 2.7

C+ 2.3

C 2.0

C- 1.7

D+ 1.3

3] 1.0

D- 7

E Failure

WP . Withdrew while passing
WE Withdrew while failing

I Incomplete

Vv Audit

S Satisfactory completion
U Unsatisfactory completion
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Incomplete grades are awarded when students can-
notcomplete required coursework by the close of
a semester for reasons beyond their control. An
grade indicates the instructor’s belief that the
student will receive a passing grade when the
requirements have been fulfilled.

Incomplete grade forms are available in the Enroll-
ment Services Office and must be filled out and
signed by the student and the instructor. The
following procedure is observed:

1. Anlgradeisentered on the student’s record
when a course is incomplete at the end of a
scheduled semester.

2. Anl grade remains without alteration until
course requirements are satisfied and war-
ranted in writing by the instructor to the
Rirector of Enrollment Services or until the
deadline for completion has passed.

3. Anlgradeis notaveraged with other grades
to establish a grade point average.

4, - Students receiving Veterans' benefits who
receive an I grade have one year to complete
the course without repaying the VA for the
class.

AUDIT applies when a student pays tuition for a
course butisnotrequired to complete assigniments
or examinations. Auditstatus must be declaredin
writing at the time ofregistration.

Studentswho are REPEATING A COURSE forwhich
agrade otherthan Worlwas given must complete
a course repeat form in the Enrollment Services
Office. The higher grade earned forthe course will
‘be computed in the GPA. Credit and financial aid
will be given only once for a course. Anequivalent
course taken at anotherinstitution will not remove
the MCC equivalent from the MCC transcript.

S (satisfactory completion) and U (unsatisfactory
completion) grades are used omnly forthe following
courses: CRIM115,DVED120,CMIS100,DVED150,
DVED151, DVED152, DVED153, DVED160,
DVED161, DVED162, DVED163, DVED170, and
DVED171. An S grade will also be given when a
student tests out of a course for credit.

Assigning of grades is the complete and irrevo-
cable responsibility of each instructor.,

Dropping and
Adding Classes

Afterregistration, students may drop oradd classes
during the time period designated in the class
schedule, approximately 8 to 10 days during fall
and spring semesters.

1. Toofficiallydrop oradd classes, students must -
fill out a Drop/Add Form in the Enrollment
Services Office.

2. After completing the Drop/Add Form, stu-
dents must go to the Business Officeforanew
copy of their schedule and male tuition ad-
justmentsifnecessary.

It is important to officially drop oradd in arder to
receive proper course credit.

Withdrawal Procedures

1. To discontinue a class after the Drop/Add
period, students must obtain a Withdrawal
Form from the Enroliment Services Office,
completetherequired informationand present
the form to the instructor,

2. Toapprovethewithdrawal, the instructor will
sign and date the form, indicate the grade of
WP or WF, return a copy to the student, and
present the form to the Enroliment Services
Office prior to the final day of class.

Tuition and fees will not be refunded for with-
drawal.

Graduation Requirements
To be eligible for graduation, candidates for de-
grees and certificates must:

1. Complete course and credit-hour require-
ments as outlined in the catalog. A minimum
of 60 credits is required for an associate
degree and 30 credits for a certificate, All
course substitutions or waivers must be in
writing and a copy must be in the student’s
academicfile.
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2. Maintain an overall GPA of 2.0 or higher.
Nursing students must meet grade require-
ments shown in the nursing handbook.

3. Earnaminimum oi24 creditsforan associate
degree or40% ofthe total credits required for
acertificate while enrolled at MCC.

4. Be enrolled at MCC during the semester re-
quirements are completed. Students may
appeal this requirement bywriting to the MCC
Vice Presidentfor Instruction.

5. Apply for graduation and pay the graduation
fee.

6. Ensure proof of high school graduation or
GED certification is onfile at MCC.

Students are urged to apply for graduation one
semester before the semester inwhich they expect
to complete theirprogram. The Director of Enroll-
ment Serviceswill certify graduation eligibility and
inform students of courses still needed, ifany.

All students who graduate during the academic
yearorinthe nextsummer sessionareinvited and
encouraged to participate in the annual May com-
mencement ceremony.

Student Leave of Absence
Astudentwhois unable to complete coursework
due to a serious injury, illness, military commit-
ments or other extreme circumstances involving
extended absence from classes mayrequest aleave
ofabsence.

1. TheDeanof Student Servicesis authorized to
approve requests in accordance with proce-
dures developed pursuant to this policy.

2. Therequest must be supported by appropri-
ate documentation, such asaphysician’s state-
ment or military documentation which veri-
fiesthatthe student is unable to completethe
course work at the current time.

3.  Withapprovalfor aleave ofabsence, tuition-
and-fee credit may be issued where a class
grade of C- or below or awithdraw grade has
been given by the instructor. Tuition-and-fee
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crediiwill be issued only with the approval of
the Dean of Student Services (and the Director
of Financial Aid in cases where the student’s
accounthas been paid through Financial Aid).

4. When a student is responsible for his or her
own account balance at the time the leave is
granted, the amount ofany unpaid tuitionand
feeswill be deferred until the leave expires.

5. Shouldthe studentdecide notto return, heor
she will still be responsible for any unpaid
balance. Atthe time the leave expires, regular
billing procedures will resume for both re-
turning and non-returning students.

Academic Probation

and Dismissal
1. The minimum GPA for making satisfactory
progress is 2,00, '

2. Students who fall belowa 2.00 will be placed
onacademic probation.

'3. Studentsonacademicprobationwho do not

earn at least a 2.00 GPA for their next at-
tempted semesterwill be subject to acadernic
dismissal.

4. Students onacademic probationwho earn at
least a 2.00 GPA for their next attempted
semester, but whose accumulated GPA re-
mains below2.00, will continue on probation
until the accumulated GPA reaches a 2.00 or
higher.

5. . Students placed on academic dismissal must
meetwith the Dean of Student Servicesto be
readmitted. They maybe required to wait one
full semester before re-enrolling.

6. Studentswho remain onacademicprobation
for two consecutive semesters or who are
dismissed forunsatisfactory progresswill not
be eligible to receive financial aid orveterans’
benefits until a minimum 2.00 accumulated
GPA has heen achieved at the student’s ex-
pense. Students‘'who feel they have special
circumstances may appeal to the Director of
Financial Aid for consideration for continued
aid or benefits. |

Regulntions

27



College
Re gulations

26

7. TheVeterans’ Administration will be notified
whenastudent receiving VA benefitsremains
on academic probation for two consecative
semesters or is dismissed for unsatisfactory
progress, '

8. Transferstudentsshall be subjecttoallregu-
lations from the beginning of their enrollment
atMCC,

9. Studentswill be notified by letter when they
are placed on acadeinic probation or aca-
demicdismissal.

Academic Amnesty

Recognizing that not all first-time students are
prepared for a successful academic experience,
academic amnesty is designed to give astudenta
reasonable second chance by providingan oppor-
tunity to remove a certain portion of course work
from grade point average computation.

To qualify for academic amnesty, a student must
have an overall GPA of 1.99 or below, and a mini-
mum ofthreeyears must have elapsed betweenthe

time of the poor academic performance and the .

granting ofthe request for academic amnesty.

Academic amnesty will apply to no more than the
first 30 credit hours attempted and these 30 hours
may not be accumulated over more than the first
three semesters of enrollment. Amnestywitl apply
to all courses taken during the period forwhichit
is granted, regardless ofthe grade earned. Courses
for which the student received a passing grade
during this period may be applied toward comple-
tion of programrequirementsbutgradesforthese

.courseswill not be calculated inthe student’s grade

pointaverage,

All courses and grades will remain on the student’s
transcriptwith a notation that academicamnesty
has been granted for the perjod approved.

A student for whom academic amnesty has been
granted may not receive honors recognition.

Academicamnestywillbe granted to astudent only
once. To apply for academic amnesty, a student
should contact the Enrollment Services Office.
After applying for amnesty, the student must com-

3 A
et

R T N
o e i

plete six credit hours with a minimum 2.00 grade
pointaverage. Course workbeing taken atthetime
ofthe request for amnesty will not be considered
as part of this requirement. Upon completion of
these requirements, the student must contact the
Director of Enrollment Services to complete the
amnesty approval process.

Fémily Educational Rights

and Privacy Act

The Family Education Rights and Privacy Act of
1974 provides for the protection of a student's
rightto privacy ofinformation which MCChasinits
possession. ltalso providesareasonable guideline
forrelease ar disclosure of such information as is
required by federal and state law and as is neces-
sary for the effective functioning of the college.
MCCaccordsall the rightsunder the law to students
who are 18 years old or older.

1. Studentshave therighttoinspectandreview
their educational records and to receive cop-
ies of any such records at a minimal cost.

2. Student files are maintained in the Student
Services Office and the Director of Enrollment
Servicesisresponsible fortheirupkeep. Infor-
mationis maintained on previous transcripts
and grades while attending Montcalm Com-
munity College. Financial aid and Veterans’
records are maintained in the Financial Aid
Office. Allstudentservices andinstructional
administration employeeshave access to these
studentrecords. All full-time instructors have
accessto therecords of students attending or
students who have attended their classes.
National League for Nursing achievement test
scores are maintained in the office of the
Associate Dean for Health Occupations.

3. Studentswishingto inspect their records may
do so by contacting the Director of Enroliment
Services. Nursing students may inspect the
record oftheir NLN test scores by contacting
the Associate Dean for Health Occupations.

4, MCCwillpotdisclose personally identifiable
information from students’ records without
prior written consent except for directory
information as defined in the Buckley Amend-




ment Final Regulations Sub Part A 99.3. Defi-
nitions. Directory information includes the
student’s name, address, telephone number,
date and place of birth, major field of study,
participation in officially recognized activities
and sports, weight and height of members of
athletic teams, dates of attendance, degrees
and awards received, the most recent, previ-
ouseducational agency orinstitution attended
and other similarinformation. Students have
the right to refuse permission of their inclu-
sion in directory information. Students may
request, in writing each semester, that MCC
*withhold all information pertaining to them.

5. MCCwill, foreachrequestand for each disclo-
sure of personally identifiable information,
maintain a record. This record may be in-
spected bythe student.

6. Students who believe that information con-
tainedin theirrecordsisinaccurate, mislead-
ing or in violation of their privacy or other
rights may request of the Dean of Student
Servicesthat their records be amended.

7. Studentswho experience difficulties inview-
ing records, receiving copies, affecting
amended changes, ete,, mayrequestahearing
with the college President and, if their issue
remains unsolved, may file their concern with
H.EW. -

8. Allstudentswill beinformed ofthe policyupon
initial registration and copies will be available
uponrequest.

Policy Against

Discrimination

MCC complies with applicable federal and state
lawsprohibiting discrimination, including Title IX
ofthe education amendments of 1972, Section 504
of the Rehabilitation Act of 1973, the Americans
with Disabilities Act of 1990 and the Michigan
Handicappers' Civil Rights Act. It is the policy of
Montcalm Community College thatno person; on
the basis ofrace, sex, color, religion, national origin
or ancestry, age, marital status, height, weight,
disability or Vietnam-era veteran status; shall be
discriminated againstin employment, educational

programs, activities, or admissions. In addition,
arrangements can be made to ensure thatthelack
of English-language skills is not a barrier to admis-
sion or participation. MCC Vice President for
Administrative Services James Lantz isMCC's EEO
Officer/Title IX-Section 504 Coordinator. He can
be reached by telephone at 517/328-2111.

Grievance Procedures
Thefollowing MCC grievance proceduresarebased
onTitle V] ofthe Civil Rights Act of 1964, Title IX of
the Education Amendment Act of 1972, Section
504 of the Rehabilitation Act 0f 1973, the Ameri-
cans With Disabilities Act of 1950, and Michigan
Handicappers' Civil Rights Act.

SECTIONI

Ifany person believes that Montcalm Community
College orany part ofthe school organization has
inacdequately applied the principles and/or regula-
tions of Title Vl of the Civil Rights Act of 1964, Title
IX of the Education Amendment Act of 1972,
Section 504 ofthe Rehabilitation Actof 1973, the
Americans With Disabilities Actof 1990, and Michi-
gan Handicappers' Civil Rights Act, he or shemay
bring forward a complaint, which shall bereferred
to asagrievance, to thelocal Civil Rights Coordina-
toratthe following address: JamesD.Lantz, 2800
College Drive, S.W.,P.0.Box 300, Sidney, Michigan
43885-0300 and the following telephone number:
517/328-2111.

SECTION I

The personwho believes he or she has avalid basis
for grievance shall discuss the grievance infor-
mally and on averbal basiswith the local Civil Rights

" Coordinator, who shall in turn investigate the

complaint, and reply with an answer to the com-
plainant. He or she may initiate format procedures
according to the following steps.

Step 1: Awrittenstatement ofthe grievance signed
by the complainantshall be submitted to thelocal
Civil Rights Coordinatorwithin 5 business days of
receiptof answersto the informal complaint. The
coordinatorshall furtherinvestigate the matters of
grievance and reply in writing to the complainant
within 5 days.
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Step 2: if the complainant wishes to appeal the
decision ofthe'Tocal Civil Rights Coordinator, he or
she may submitasigned statement of appeal to the
college President within 5 business days after re-
ceiptofthe coordinator’s response. The President
shall meet with all parties involved, formulate a
conclusion, and respond in writing to the com-
plainantwithin 10 business days.

Step 3: Ifthe complainant remains unsatisfied, he
orshe mayappeal through a signed, written state-
ment to the MCC Board of Trustees within 5 busi-
ness days ofreceipt of the President’s responsein
steptwo. Inan attempt to resolve the grievance, the
Board of Trustees shall meet with the concerned
parties and their representative within 40 days of
t}}e receiptofsuch anappeal. Acopyofthe Board's
disposition of the appeal shall be sent to each
concerned party within 10 days of this meeting. .

Step 4: If at this point the grievance has not been
satisfactority settied, further appeal may be made
to the Office for Civil Rights, Department of Educa-
tion, Washington, D.C. 20201. Inquiries concern-
ing the nondiscriminatory policy may be directed
to Director, Office for Civil Rights, Department of
Education, Washington, D.C. 20201.

The local coordinator, on request, will provide a
copy of the college’s grievance procedure and

investigate all complaints in accordance with this
procedure,

A copy of each of the acts and the regulations on
which this notice is based may be found in the
coordinator’s office.

Code of Student Ethics

Preamble: Students enrolied at Montcalm Commit-
nity College are expected to conduct themselves as
responsible adult men and women at all times.
Students are subject to the jurisdiction of the

college and civil authorities during their period of
enroliment.

Students must follow generally accepted rules of
good conduct. Any student behavior which vio-
lates these accepted practices, whether ornotitis
expressly forbidden, may subject the student to
penalty. Enforcement of MCC rules and regula-

tions is the responsibility of thé Dean of Student
Services. The student has the right to appeal any
decision through established procedures.

Acts that seriously interfere with the basic pur-
poses, necessities and processes ofthe academic
community or that deny the essential rights of
otherstudents, faculty, staffor other citizens ofthe
communitywili not be tolerated by MCC. Suchacts
areprohibited and maylead to probation, dismissal
from the college and/or civil prosecution. The
following rules and regulations are to serve'asa
guide to student conduct.

LAWS

The individual student isrespansible for observing
the laws enacted by federal, state andlocal govein-
iments as well as the rules and regulations estab-
lished by MCC.

DEMONSTRATIONS AND ASSEMBLY

No person or persons shall assemble or demon-
strate in a mannerwhich obstructsthe free move-
ment of persons about the campus or the normal
use of college buildings and facilities or obstructs
the established operation of MCC.

COLLEGE AND INDIVIDUALPROPERTY

The property and rights of others are to be re-
spected atall times. Theft ofanykind and destruc-
tion or mutilation of college or another individual’s
propertyare prohibited. Studentsare expectedto
use receptacles for trash, cigarette butts, food
waste, and food and drink containers.

ALCOHOLIC BEVERAGES AND DRUGS

Any student drinking, under the influence of or
possessing alcoholic beverages on college prop-
erty is subject to immediate disciplinary action.
Students shall obey all federal, state and local laws
pertaining to the use of drugs ofanykind. Failure
to obey these laws may resuit in probation, dis-
missal from the college and/or civil prosecution.

SMOKING

MCC buildings are smoke free. Students are to
adhere to all smoking regulations posted on the
campus.



EXPLOSIVES

The possession or use of explosives, firecrackers,
or firearms on college property or at college- or
student-sponsored functionsisnotpermitted with-
outthe expressed consentof college authorities.

GAMBLING
Gambling of any kind, on campus or at college-or
student-sponsored events, is prohibited.

CHEATING-PLAGIARISM

All students are expected to be honest in their
studies. Dishonesty in completing assignments,
examinations orotheracademicendeavorsis con-
sidered an extremely seriotsviolation of the rights
of othersatMCCand is subjectto severe disciplin-
ary action. Plagiarism; failure to give credit for
ideas, thoughts or material taken from another; is
cheating.

DRESS

Students are expected to dress appropriately and
inkeepingwith the adult community of whichthe
college studentisapart. The collegereservesthe
right to make specificrecommendations.

PARKINGAND SPEED LIMITS

All students are to park in designated student
parking areas only. Students are to observe posted
speedlimits and obeytraffic regulations.

RECORDS

Students and prospective students are to give
honest and complete replies to all questions and
requirements included in application forms and
other documents required by MCC. Studentsareto
keep the collége informed of their current ad-
dresses and phone nuinbers while attending MCC,

GENERAL BEHAVIOR

Behavior considerad inappropriate by the larger
society, whether on campus or at a college- or
student-sponsored activity, is subject to immediate
disciplinary action.

PUBLICATIONS

Publications and/or advertisements notapproved
by MCC will not be authorized for posting or
distribution on campus. Authorization to postor
distribute materials maybe obtained from the Dean
of Student Services.

FINANCIALRESPONSIBILITY

Studentsare expected tokeep currentanyfinancial
indebtednessto the college. Students owing money
to the college for tuition, fees, loans, library fines,
etc., may be denied admission to classes and may
be denied permission to registerforasucceeding
semester or summer session until such accounts
are paid. If any accounts are outstanding at the
close ofan academicsemester or summersession,
the student’s grade report and/or official tran-
scriptwill be delayed until such accounts are paid.

CONCLUSION

Itisunderstood that final authority for the Student
Code of Ethics and all regulations rests with the
MCCPresidentand the Board of Trustees.

Provisions for Review of
Disciplinary Decisions
Each student at MCC, subject to disciplinaryaction

_ asaresult of misconduct, shall have the followin

recourseto due process. - :

1. Atsuchtime asthe Dean of Student Services
has rendered a disciplinary decision, the ag-
grieved student may request in writing a re-
view of the procedures taken by the Dean of
Student Services with the President of the
college within 10 days.

2. IntheeventihePresidentsustainsthe decision
of the Dean, the aggrieved student may re-
quest a hearing before the Board of Trustees
by giving notice in writing to the Secretary of
the Board not later than 10 days afier the
President’s decision is announced.

3. Intheeventthedecisionofthe Deanof Student
Servicesisraversed bythe President, the deci-
sion of the President shall be binding upon
both parties, unless reversed by the Board of
Trustees.

4, Thehearingbeforethe Board of T rusteesshall

be conducted so asto assure both parties the
right to counsel of their own choosing, the
right to provide witnesses, the right to ques-
tionwitnesses, and such other process as may
be necessaryto provide coincidentexposure
totwo points of view.
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5. Inall cases, decisions rendered by the Board
of Trustees, subsequent to a hearing regard-
inga disciplinary case, shall be final and bind-
ing upon all parties.

Substance Abuse Policy

and Procedure

 The following information is presented in accordance
withthe Drug-free Schools and Communities Act Amend-
ments of 1989.

STANDARDS OFCONDUCT

Itisthe policy ofMontcalm Community College that
the transportation, possession or consumption of
an alcoholicbeverage ora controlled substance on
college propertyis prohibited.

LEGAL SANCTIONS
Students who illegally use alcoholic beverages or
controlled substances on college property face
disciplinary action, suspension from the college,
and/or prosecution under the law. Any personwho
illegally sells, provides, transports, possesses, or
.consumes alcoholic beverages or controlled sub-
stances on college property may face immediate
arrest and prosecution under applicable federal,
stateand locallaws. Penalties under these laws may
include fines, imprisonment, or both.

HEALTHRISKS
lllegal use ofalcohol or controlled substances can
resultiniliness, injury or death.

AVAILABLE COUNSELING AND
TREATMENTPROGRAMS

AlIMCCstudents and employeeswill have accessto
substance awareness workshops, seminars, and
classes offered at the college, A student or em-
ployee who voluntarily seeks assistance to over-
come substance abuse problems will receive coun-
seling services ona confidential and non-punitive
basis. When necessary, referral will be madeto a
community agency for assessment, prescribed
treatment, and follow-up.

Treatment programs are available at the following
agencies:

Monicalm Center for Behavioral Health
611 N, State, Stanton, MI 48888
517/831-7520

Mt. Pleasant Counseling Setvices -
3480 5. Isabella Rd., Mt. Pleasant, M[ 48858
517/773-9655

Substance Abuse Consultation Services
308 E. Main, Stanton, Mi 48388
317/831-4980

Students and employees participating in counsel-
ing oraprescribed program are not exempt from
college policies, procedures orrules.

DISCIPLINARY SANCTIONS

Students and employees who illegally use alcoholic
beverages or controlled substances on college
propertyface disciplinary action, suspensionfrom
the college, and/or prosecution under the law,

Contact the Student Support Services Office at 517/
328-1231 for more information.

Access to Campus Facilities
Whenfacilitiesand classrooms are not needed for
college educational purposes, MCCwelcomesthe
surrounding community to utilize them. MCC
expects that students, faculty, staffand the com-
munitywillwork together to preserve safe and well
maintained campus facilities. Students have access
to MCCfacilities exceptwhenthe campus s closed
from 11 p.m. to 7 a.m. Special events or projects
may alter these times. General public access to
facilities such as the gym and pool is authorized
only during scheduled times. Faculty access to
MCC facilities is authorized when on college-re-
lated business.
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Emergency Procedures

Montcalm Community College does not provide
medical care beyond first aid. If an emergency
condition is such that a person is incapable of a
rational decision, a college employee will initiate
this procedure. Ambulance and hospital expenses
shall be borne by the person, his or her family, or
his or her insurance company. The first coilege
employee to become aware of personal injury or
illness shall provide reasonable assistance and the
Vice President for Administrative Services will be
alerted as soonas possible.

PROCEDURE

The first college employee on the scene will:

1. Havesomeonecallforanambulance, ifneeded,
and briefly and accurately describe the acci-
dent. Call 911 on an outside line.

2. Ifpossible have someone contact the parent,
guardian, or spouse as a courtesy and calmly
explain the situation. Otherwise, the ambu-
lance personnel or the receiving hospital will
follow up with the next ofkin. The receiving
hospital will depend on the patient’s prefer-
ence and/or the seriousness of the accident.

3. Remainwith the patientuntil ambutance per-

sonnel arrive keeping him or her as comfort- -

able as possible. Staylong enoughto answer
any questions the ambulance personnel may
have.

4, File an accident report form with the Vice
Presidentfor Administrative Services nolater
than the next regular office day.

Threateﬁing Disasters on

or Near Campus

Fire orexplosion in any building mandates evacu-
ation with expeditious safety. The signalisaloud,
constant fire horn which will continue to sound
untilithas beenswitched off by college personnel.
Directions are simple.

1. Exitthebuilding. All students, emplayees of
the college, and any visitors must exit regard-
less of theweather.

2. Usethenearestdoortothe outside.

3. Persons restricted in mobility by crutches,
casts, wheelchairs or otherhandicaps should
requestand receive assistanceas needed. Itis
recommended that such handicapped per-
sons exit after the first big rush (dependent
upon circumstances) thus avoiding the possi-
bility of being pushed off balance, but being
certain that dependable assistants have been
advised oftheirneed.

Tornado

Thereisadifference betweenatornadowatchand
atornadowarning. These two terms are used bythe
US Weather Bureau, the Sheriff's Department and
the public news media. Atornado watchmeans a
tornado may develop. A tornado warning means
a tornado has been sighted in the area.

SAFETY PROCEDURES

Whenever the watch or warning conditions exist

for the vicinity ofthe college, the Montcalm County

Sheriff's Department will phone the MCC switch-

board with a specific directive. The officer calling

will indicate whether it is a watch or warning and

ifitis in the immediate vicinity.

1. If'atornado warning condition exists in the
immediatevicinity,amessage willbe senttoail
buildings. The fire alarm must not be used.

2. Themessage will state: “A tornado has been

_sightedinthearea. Youareto proceed tothe

nearesttornado shelterwhich isindicated on

the chart posted in each classroom. Itisyour

responsibility to know exactly where to go

fromwhatever room youmight occupy. Your
cooperationwill facilitate safety for all.”

Inclement Weather

Montcalm Community Collegewill cancel all or part
ofits operations onlyin case ofextreme emergency
caused by impassible roads, violent weather, en-
ergyloss, or other conditions seriously endanger-
ing the health and safety of students, faculty and
staff.
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Every effort will be made to malke the decision to
cancel so that the announcement can be made over

- radio and television stations as early as possible,
but no fater than 7 a.m. for daytime classes and 3
p-m. for evening classes.

Students, faculty and staffshould assume that the
college is openunless they hear otherwise on the
radio or television. They are asked notto call the
college switchboard to ask about cancellations,
but to listen for the information on the following
radio or television stations.

RADIO STATIONS
WPLB Greenville, 1380 AM &106.3 FM

WOB] Grand Rapids, 107.3 FM

WOOD Grand Rapids, 1300 AM &105.7 FM
WION lonia, 1430 AM

WBRN Big Rapids, 1460 AM &100.9 FM
WCEN Mt. Pleasant, 1150 AM &94.5FM
WCUZ Grand Rapids, 1230 AM &101.3 FM
WCFX Mt. Pleasant, 95 FM

WMLM St. Louis, 1520 AM

WFYC Alma, 1280 AM &104.9 FM

TELEVISION STATIONS
WOOD Grand Rapids, Channel 8

WLNS Lansing, Channel 6
WZZM Grand Rapids, Channel 13

Reporting Crimes and

Emergencies

Campus crime is areality at small, rural community
colleges. Preventing crimeis a shared responsibil-
ity between Montcalm Community College and its
campus community members. Publicapathyisa
criminal’s greatest ally. You cannot assume that
someone has reported criminal activity. Suspicion
is the only reason you need for calling the police.
Suspicion of a crime does not require proof.
Whetheryouare orsomeone elseis the victim, you
should report a crime, suspicious activity or any
other emergency on campus.

GENERALSITUATIONS

Ifyou suspect that a crime is being committed or
has been committed, call or visit the Montcalm
County Sheriff's Department immediately, It is
located at 659 N. State, Stanton, MI 48888. For
emergencies, call 911. For non-emergencies call
517/831-5253. An emergency is any situation
needing immediate attention.

When calling the sheriff's department, please pro-
vide your name, location ofthe incident, descrip- .
tion ofthe scene and suspects, and description of
any vehicle involved in the incident, including a
license plate number.

SPECIFIC SITUATIONS

1. Ifyouareavictimofacrime, call 911 assoon
as possible, Ifitis an assault, try to remember
asinuch aboutthe person as possible. Impor-
tant characteristics include: sex, race, hair
color, hairlength and texture, hodysize, cloth-
ing description, scars and other noticeable
markings, mode of travel, type of vehicle,
color of vehicle and license nuinber. The
campuswilt be searched immediately for sus-
pectsand neighboring police agencies will be
notified. In many incidents, the victim may
already knowthe name of'the person commit-
ting the assault.

2. Ifyouseeasuspiciousperson,call911assoon
as possible. Do not approach the person
yourself. When reporting suspicious activity,
describe the behavior and give a general de-
scription ofthe suspicious persons. General
descriptiveinformation thatishelpfulincludes:
the number of persons, sex, race, dress, ve-
hicle and location, Sheriff's deputies willinves-
tigateyourreportimmediately. Ifall members
of the campus community become security
conscious and reportsuspicious activity, thefts
and related incidents will be prevented or
reduced.
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3. Call 911 immediately if you receive a bomb
threat. Then, contact the office of the Vice
President for Administrative Services focated
in the Library and Administration Building. If
the office is closed, contact the Personnel
Office. Ifthe Personnel Office is closed, con-
tact the custodian on duty in the Power Plant.
Obtain as much information fromthe calleras
possible including the location of the bomb,
the time of explosion, and the type of bomb.
Observe the caller’s voice and any background
noises. Thisinformation canassistin identify-
ing the caller. Sheriff's deputieswill search the
areaidentified and contact aremoval team if
a device is found. The sheriff's department
and college administrators will determine if
evacuationisrequired.

4, Ifthere are any other emergencies such as a
fire or people needing medical attention, call
911 immediately.

Campus Law Enforcement
MCC's campus law enforcement policy is based on

the desire to ensure the reasonable safety of per- |

sons visiting or utilizing the college campuses.
Practical response considers the location of cam-
puses, the peak time periods of use, the range of
persons who have access to the campuses, avail-
able law enforcement, college resources, legal
obligations and the crime rate in the surrounding
commuity.

Security concerns atMCCare coordinated through
theVice President for Administrative Services. Law
enforcementresponsibilities are administered by
the Montcalm County Sheriff's Department and
other local police agencies. Twenty-four-hour
patrol, dispatch services and emergency services
are coordinated with local municipal emergency
and law enforcementagencies.

MCC shall make timely reports to the campus
community of crimes considered to be athreatto
other students and employees. These reports
include crimes as described inthe Annual Security
Reportand are reported to local law enforcement
agencies. Thereports shall be provided to students
and employees in atimely manner to help prevent
similar occurrences.

Crime Prevention

MCCrecognizes the benefits of both preventative
and reactive efforts. Crime prevention is best
achieved through interacting with and outreach-
ing to students, faculty and staff. Campus safety
and crime prevention is a shared responsibility
between MCC students and employees.

Crime prevention at MCCis part of a community-
based program. The main goal is to improve the
quality oflife for members ofthe campus commu-
nity. MCC’s crime prevention program stresses
community awareness/interaction through the dis-
semination of materials and presentations geared
toward students, faculty and staff, MCC's annual
efforts include:

1. Posting of crime prevention awareness infor-

mation in college buildings.

2. Disseminating crime prevention material in
handbooks andinthe Student Services Office.

3. Utilizing county and state police crime pre-
vention specialists as speakers.

4. Disseminating the Annual Security Reportto
all current employees and students and to all
prospective employees and students whore-
questit,
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Montcalm Community College is dedicated to pro-
viding educational experiences forallresidents in
our community, The non-credit courses, work-
shops and seminars offered through the Commu-
nity Services Office will help you prepare for the
challenges ofthe twenty-first century by providing
current and useful information on topics of inter-
est to you in your personal or professional life.
Coursesare conveniently scheduled.

Courses

Non-credit courses for professional and personal
development are offered throughout the year.
These change as the needs of the community
change. Courses have included computerinstruc-
tion, hospice training, managementtraining, CPR,
firstaid, time managementand financial planning.
Non-creditcourses are available atMCC's campus
and throughout the community. Registration for
non-credit and recreation courses is accepted by
mail, in person, and by phone (if paying by credit
card). The tuition waiver for senior citizensis not
available for non-credit and recreation courses.

Recreation classes are popularwithaltages. Swim-
ming classes, which are held in MCC's NCAA-sized
swimming pool, are offered for infants through
seniorcitizens. Lifeguard training and water safety
instructor training courses are held in cooperation
with the physical education department and are
offered for credit and non-credit. Other health
courses; such as weighttraining, aerobics, person-
alized body conditioning and dance; are offered in
the MCC gym and fitness center. The MCCFitness
Centeris a self-directed exercise center with Nau-
tilus fitness equipment, Schwinn Aire Dyne station-
arybicycles, afreeweight areaand treadmills. MCC
also has the only indoor rock climbing wall in
Montcalm County. After instruction in the basic
techniques of climbing, successful students are
issued authorization cards that permit use of the
wall during open climbing sessions. MCC’s gym,
swimiming pool, and fitness centerarealso opento
the public during designated hours.

Continuing education and professional develop-
ment courses are offered through Community
Services. The office works closelywith the nursing
faculty to provide continuing education units that
fulfill requirements for license renewal in the state
of Michigan. Other professional development
courses are available upon request.

Programs

Summer day camps for children offer a learning
experience in a fun environment. In cooperation
withthe Montcalm Area Intermediate School Dis-
trict and the Montcalm Area Arts Association, the
college hosts weekly science, fine arts and sports
camps.

Wellness activities are planned with the coopera-
tion of representatives from area health organiza-
tions. A Healthy Kids Carnival for area third grad-
ers, a speaker’s bureau on health topics and a
Corporate Fitness Challenge are examples of an-
nual programs.

TheLife Long Learners isMCC's program affiliated
with the Elderhostel’s Institute for Learning in
Retirement program. The LLL addresses the
desire of retired citizens to continue learning by
attending non-credit academicshort courses ata
nominal fee, The courses are developed by insti-
tute members. The institute is opentoall persons
regardless of previous education. The members
govern the group and lead some of the academic
courseworkin lieu of professional faculty. Mem-
bers enjoy academic pursuits without concern for
credit, grades or pre-requisites.

Special events are available to the community
throughout the year. Santa's Super Sunday is a
college-wideseasonal open house held onthefirst
Sunday of December. Many family activities are
planned for the day.

Facilities

Community Services works with many organiza-
tions to bring educational programsto Montcalin
County by providing use of college facilities. MCC
hosts programs, including Senior Fest, Deaf Pride
Day, overnight high school graduation parties,
company picnics, instructor trainer workshops,
Diabetes Health Fair, country-western show, Win-
ter Special Olympics, Parent Fair, and Senior Aware-
ness Day.

Forinformation about current courses and recre-
ation oppertunities, contact the Community Ser-
vices Office at 517/328-1260.



ACTIVITIES BUILDING: This building contains a
pool, a gymnasium, the bookstore, the food ser-
vices area, a studentlounge area, the fitness center
and a conference room.

BARNTHEATRE: The BarnTheatreis located west
of College Drive and includes the college’s per-
forming arts facilities.

BEATRICE E. DOSER BUILDING: This building,
scheduled to openinfall 1999, will house seminar
and conference space, the Skills Development Lab,
computerlabsand classrooms, general classroorms,
atelecommunications classroomand instructors’
offices.

BOOKSTORE: The MCCBookstore, located inthe
Activities Building, offers textbooks, student sup-
plies, greeting cards, and avariety of items bearing
the MCCname.

CAREER LIBRARY: The Career Library, in the
Student Support Services Office, contains career
planning information. College catalogs, various
brochures, job descriptiens, and up-to-date em-
ployment trends are among the materials and
information available.

COMMUNITY LEARNING CENTERS: TheMCClonia
Center, located in the lonia Educational Center at
250 E. Tuttle Road, and the MCC Greenville Center,
located at407 Nelson Drive, are sites of off-campus

_college courses. MCC also offers ¢ourses at a
number of other off-campus locations. Contactthe
Student Services Office or see an MCC semester
class schedule for a current listing of off-campus
courses.

FOUNDATION FARMHOUSE: The Foundation Farm-
house is located on Sidney Road west of College
Drive.

INSTRUCTION EAST BUILDING: This two-story
building contains labs, classrooms and instructors’
offices.

INSTRUCTION NORTHBUHRDING: This building in
the northwest corner of campus houses class-
rooms and offices.

INSTRUCTION WEST BUILDING: This building
contains auditoriums, classrooms, and instruc-
tors’ offices.

THE LIBRARY: The library is available to students
andthe communityandislocated in the Libraryand
Administration Building. Booksand reference ma-
terials, collections of periodicals, audiovisual ma-
terials, videoviewing stations, Internet access and

. study areas are available. Automated information

searches are available via CD-ROM products and
various on-line database services. Proofofidenti-
fication is needed to borrow library materials.
Library cards are notissued.

LIBRARY AND ADMINISTRATION BUILDING: The
Library and Administration Building includes the
President's Office, the Instructional Office, the
Business Office, the Dean of Student Services Of-
fice, the Enroliment Services Qffice, the Student
Support Services Office, the Financial Aid Office
and the Library.

MONTCALM HERITAGE VILLAGE: The village, lo-
cated on the west side of campus, inciudes local
historical buildings and artifacts. An annual Heri-
tage Village Celebration takes place on campus
during August,

NATURETRAILS: Several trails exist inthe natere
area on college property and adjoining state land.
Biology students use the nature trails for shortfield
tripsand research projects, and students and com-
munity members maytake self-guided naturewalks.

" PHYSICAL EDUCATION FACILITIES: MCC’s physi-

cal education facilities include an NCAA swimming
pool, tennis courts, a softball field, a gymnasium,
and the MCCFitness Center. The facilities are avail-
able to students and community members.

Handicapped students and senior citizens with limited
mobility are encouraged to attend MCC classes and use
MCC’s facilities. The buildings are barrier-firee and every
attempt s madeto provide additional accommodations
ifrequired.

37




e b o S w7

Campus Key
1. FoundationFarmhouse

2. BarnTheatre

3. Tennis Courts

4,  Activities Building

5. Beatrice E. Doser Building .
6. Libraryand Administration Building

7. InstructionEastBuilding
8. Instruction WestBuilding
9. InstructionNorthBuilding
10. Montcalm Heritage Village
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This program leads to an associate degree inap-
plied arts and sciences with an emphasis in ac-
counting and provides the background and skitls
necessary for an entrance job in the accounting
field. A minimum of 62 credits is required.

Course Name Cowrse#  Cr

General Education Core

Freshman English ENGL 100 3
Freshman English I1 ENGL 101 3
Introduction to Social Science| POLI 110 4
Humanities! HUMN 200 4
Introductionto Computer

Information Systems cMIS 115 3
Intermediate Algebra MATH 104 4
A laboratory science course 3-5

Core Requiremenis

Principles of Accounting 1 ACCT 115 4
Principles of Accounting 11 ACCT 116 4
Legal Environment of Business  BUSN 200 3
Computerized Accounting ! ACCT 213 3
Computerized Accountingll ~ ACCT 214 3
Management : MGMT 237 3
Tax Accounting ACCT 246 3
Organizational Behavior MGMT 250 3
Business Calculators® CMIS 240 3
Business Strategy & Policy BUSN 283 3

Other Degree Requirements
Speech COMM 210 3
Principles of Macroeconomics  ECON 21 5 3

“The prerequisite of CMIS155 does not apply in this
program.




This program leads to an associate degree in ap-
plied arts and sciences with an emphasis in business
administration and provides the background skills
necessary for an entrance job in the business field.

A minimum of 60 credits is required.

Course Name Course #

General Education Core

Freshman English [ ENGL 100
Introduction to Social Sciencel POLI 110
Humanities] HUMN 200
Introduction to Computer

Information Systems CMIS 115
Elementary Algebra MATH 100

Alaboratory science course

Core Requirements

Principles of Accounting | ACCT 115
Principles of Accounting 11 ACCT 116
Legal Environment of Business BUSN 200
Marketing MRKT 233
Management MGMT 237
Organizational Behavior MGMT 250
International Business BUSN 260
Keyboarding CMIS 100
Introduction to PCs

and Spreadsheets CMIS 125

LIUSINE:
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Other Degree Requirements

Business Communications1*  CMIS 185 3
Speech COMM 210 3
Principles of Macroeconomics ECON 215 3
Business Strategy & Policy BUSN 283 3
Electives 2

Suggested Electives

Accounting for Small Business ACCF 105 3
Computerized Accounting! ACCT 213 3
Compterized Accountingll  ACCT 214 3
Retailing MRKT 234 3
Small Business Management MCMT 235 3
Advertising MRKT 248 3
Customer Relations BUSN 251 2
Field Experience BUSN 292 4-5
MicrocomputerApplications  CMIS 175 3
Issuesin Leadership HUMN 270 3
Managerial Math MATH 116 3
College Algebra MATH 159 4
General Psycholog PSYC™ 220 3

“The prerequisite of CMIS 180 does not apply to this
program.
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This program leads to an associate degree in ap-
plied arts and sciences with aspecialty in business
information systems and provides the background
and skills necessary for a job in the business infor-
mation systems field. itis designed for students
seeking entrylevel business/management careers
with companiesthatuse microcomputersand com-
mercially available software packages. Aminimum
of 60 credits is required.

CourseName

General Education Core

Freshman English | ENGL 100 3
Introduction to Social Sciencel POLI 110 4

Humanities] HUMN 200 4
Introductionto Computer

Information Systems CMIS 115 3
ElementaryAlgebra MATH 100 4
Alaboratory science course 3-5
Core Requirements
Principles of Accounting | ACCT 115 4
Principles of Accounting Il ACCT 116 4
Legal Environment of Business BUSN 200 3
Management : MGMT 237 3
Organizational Behavior MGMT 250 3

Introduction to Programming

and Logic CMIS 130
Microcomputer Applications  CMIS 175
Microcomputer Spreadsheets CMIS 250 3
MicrocomputerData Base

L w

Applications CMIS 255 3
Advanced Microcomputer

Applications CMIS 260 3
Systems Concepts/Design CMIS 265 4

Course#  Cr.

TION. SYSTEMS
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Other Degree Requirements
Business CommatnicationsIlI®* CMIS 185 3

Suggested Electives
Intermediate Algebra
Managerial Math

MATH 104 4
MATH 116 3

*The prerequtisite of CMIS 180 does not apply to this
prograi.
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Graduates of the cosmetology management pro-
gram possess skills and knowledge to operate in
today’s business setting as shop managers and are
able towork directly on customers. Some maywish
to emphasize entrepreneurial skills with plans to
open their own shopsin the future. Inadditionto
the 60 credits required for degree completion,
students must be eligible for state cosmetology
licensure testing.-

CourseName Course # cr.

General Education Core

Freshman English | ENGL 100 3
Introduction to Social Science! POLI 110 4
Humanities] . HUMN 200 4
Introductionto Compuier
Information Systems CMIS 115 3
.Element_aryAlgebra MATH 100 4
Alaboratory science course, 35

Core Requirements

All cosmetology 200-level required courses or
equated hours/credits® (as determined by pre-board
testing).

Other Degree Requirements

Accounting for Small Business ACCT 105 3
or Principles of Accounting] ACCT 115 4

SmallBusiness Management MGMT 235 3

Electives (select 1)

Legal Environment of Business BUSN 200 3
Principles of Marketing MRKT 233 3
Retailing MRKT 234 3
Organizational Behavior MGMT 250 3
CustomerRelations BUSN 251 2
MicrocomputerApplications CMIS 175 3
Business Communications| CMIS 180 3
Principles of Macroeconomics - ECON 215 3
General Psychology PSYC 220 3

*Students who hold a valid State of Michigan Cosmetol-
ogy License issued within the last 24 months may be
granted up to 36 credits {a maximum of 32 general
cosimetology credits) toward this degree. [flicensedmore
than two years ago, applicants must document six
months’ work experience outof the last 30 months to be
eligible for the transfer credit. Unlicensed transfer
applicants must takestate pre-board examsto determine
transfer credits in cosmetology.

A CERTIFICATE PROGRAM IN COSMETOLOGY IS’

ALSOAVAILABLE.
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This associate degree prograin prepares stccess-
ful graduates for careers in the criminal justice
field. The program is designed to provide maxi-
mum transferability to four-year colleges and uni-
versities which offer a bachelor’s degree in crimi-
naljustice orrelated fields. Aminimum of 60 credits
isrequired.

Course Namne Course # cr.,

General Education Core

Freshman English ENGL 100 3
Freshman English II ENGL 101 3
Introduction to Social Sciencel POLL 110 4
Humanities| HUMN 200 4
Introductionto Computer

Information Systems CMIS 115 3
Elementary Algebra MATH 100 4
Aldboratory science course 3-5

Core Requirements

Introduction to Criminal Justice CRIM 100 3
Introduction to Corrections CRIM 110 3

Corrections

Institutions/Facilities CRIM 120 3
Police Administration and

Operations CRIM 125 3
Criminal Investigation CRIM 130 3
PPCT Defensive Tactics CRIM 137 2
American Criminal Law CRIM 210 3
Juvenile Delinquency CRIM 230 3
Introduction to :

Security Systems CRIM 240 3

B

Other Degree Requirements

Speech COMM 210 3
Psychology PSYC 220 3
American Political System POLT 240 3
Elective 1

Suggested Electives

Principles of Accounting [ ACCT 115 4
Introduction to Business BUSN 135 3
Communicationin

Criminal Justice CRIM 136 3
Emergency Intervention

Techniques CRIM 138 2
Criminal justice Practicum® CRIM 290 5
Personal Self-Defense** PHED 114 1

*Students employed by a criminal justice organization
(lawenforcement agency, security, corrections, etc.) for
six or more months may substitute any two additional
SQCI, POLI, CRIM, PARA, BUSN, ACCT, MRKT or
MGMT eourses.

*Students may substitute PHED 111, PHED 112 or
PHED 125.

CRIMINAL JUSTICE/CORRECTIONS CERTIFICATE
AND TRAINING PROGRAMS AREALSO AVAILABLE.

P
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This associate degree program prepares success-
ful graduates for careersin corrections. Itincludes
the 15 credit hours needed for certification, de-
gree requirements and other career-related
courses. The programis also designed to provide
maximum transferability to four-year colleges and
universities which offer a bachelor’s degree in
criminal justice or refated fields. Aminimum of60
credits is required.

Course Name Course # cr.

General Education Core

Freshman English | ENGL 100 3
Freshman English II ENGL 101 3
Introduction to Social Sciencei POLI 110 4
Humanities] HUMN 200 4
Introduction to Computer :
Information Systems cMiS 115 3
Elementary Algebra MATH 100 4
Alaboratory science course 3-5

Core Requirements
Introduction to Criminal Justice CRIM 100 3
Introduction to Corrections CRIM 110 3

Stress Managementfor

Correctional Officers CRIM 115 1
Corrections

Institutions/Facilities CRIM 120 3
Communicationin ,

Criminal justice CRIM 136 3
PPCT Defensive Tactics CRIM 137 2
Emergency Intervention

Techniques ‘ CRIM 138 2
American Criminal Law CRIM 210 3
Legal Issues in Corrections CRIM 220 3
Parole and Probation CRIM 235 3
ClientRelations in Corrections CRIM 250 3
Client Growth &Development CRIM 260 3

Other Degree Requirements

Speech COMM 210 3
Electives 1

Suggested Electives

Organizational Behavior MGMT 250 3
CriminalJustice Practicum® CRIM 290 5
Psychology PSYC 220 3

*Students employed by a criminal justice organization
{law enforcement agency, security, corrections, etc.) for
six or more months may substitute any two additional
SOCI, POLI, CRIM, PARA, BUSN, ACCT, MRKT or
MGMT courses. :

CRIMINAL JUSTICE/CORRECTIONS CERTIFICATE
AND TRAINING PROGRAMS AREALSO AVAILABLE,
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Most manufactured itemns, howeverlarge or small,
require a series of drawings to bring them from
design conception to manufactured reality. A
drafterisresponsible for sketches, design layouts,
detail and assembly drawings, and tool drawings;
all necessary graphic communications for manu-
facturing. A minimum of 60 credits is required.

Cortirse Name Course #

General Education Core
Freshman English | ENGL 100
Freshman English I} ENGL 101
Introduction to Social Sciencel POLL 110
Humanities HUMN 200
Introduction to Computer

Information Systems CMIS 115
Intermediate Algebra MATH 104
Alaboratory science course
Core Requirements
BasicMachine Operation INDS 220
BasicFluid Power INDS 253
Manufacturing Processes INDS 260
Technical Drafting [ TDSN 100
Descriptive Geometry TDSN 110
Technical Drafting Ii TDSN 130
Tool and Die Design I* TDSN 135
Product Design TDSN 215
Jig & Fixture Design TDSN 230

Introductionto CAD TDSN 25_0

Cr.

o W W

s

3-5

W W w W Wwiw

Other Degree Requirements

CustomerRelations BUSN 251 2
Trigonometry MATH 120 3
Industrial Graphics

Communication TDSN 102 2
Elective 1

#Students may stibstitute TDSN 140 Plastic Mold
Designl.

A CERTIFICATE PROGRAM IN DRAFTING IS ALSO
AVAILABLE,
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This program is for students who desire training Other De gree Re quirements

thatsatisfies state requirements for Headstart pro- Emergency Health Care AHEA 100 2 .
grams, day-care centers, home day care and re- Sm a]ltl,?.u siness Management MGMT 235 3
lated areas. Aminimum of 60 credits is required. Children's Literature ENGL 235 3
Introduction to Physical Fitness PHED 110 1
Course Name Course#  Cr. General Psychology PSYC 220 3
Child Psycholo PSYC 221 3
General Education Core E]ecﬁvei’ & 6
Freshman English ENGL 100 3
Freshman English I ENGL 101 3 Suggeste d Electives
Introduction to Social Sciencel POLI 110 4 Legal Environment of Business BUSN 200 3
Humanities| HUMN 200 4 Organizational Behavior MGMT 250 3
Intl‘OdUCthl'_l to Computer Michigan Child Care Futures:
Information Systems - CMIS 115 3 Basic ECDV 140 1
Elementary Algebra MATH 100 4 Michigan Child Care Futures:
Alaboratory science course 3-5 Advanced ECDV 141 1
. Intraduction to Teaching EDUC 100 2
Core Re quirements Elementary Spanish SPAN 130 4
Introductionto CDA ECDV 100 1 Sociology SOoCl 230 3
Child Development: Infants
& Toddlers ECDV 110 3 N :
Child Development: A CHILD DEVELOPMENT ASSOCIATE TRAINING
Preschoolers - ECDV 120 3 PROGRAM IS ALSO AVAILABLE.
Infant/Toddler & Preschool
Curricuium ECDV 130 3
Administration of Early
Childhood Programs ECDV 150 3

Childrenwith Special Needs ECDV 160 3 : .

47
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This program prepares students for diagnosis and
repair of complex electronic devices and may be
transferable to a four-year university, Through
proper selection of electives, emphasis may be
placed upon communications, computers of in-
dustrial electronics. Acounselororinstructor can
help select courses for these areas. Aminimum of
62 credit hours is required for the degree and at
least 26 must be ELEC courses. . '

CourseName Course # Cr.

General Education Core

Freshman English ] ENGL 100 3
Freshman English It ENGL 101 3
Introduction to Social Sciencel POLI 110 4
Humanities | HUMN 200 4
introduction to Computer

Information Systems CMIS 115 3
Intermediate Algebra MATH 104 4
Introduction to

CollegePhysics PHYS 111 3
Core Requirements
Concepts of Electricity ELEC 100 3
Electronic Fabrication ELEC 105 1.
Electrical Circuit Analysis ELEC 110 3
Electronic Devices ELEC 120 3
Electronic Circuits ELEC 210 3
Digital Electronics | ELEC 230 3
Microprocessors ELEC 240 3
Industiial Electrical

Maintenance! ELEC 251 2
Industrial Electrical

Maintenancell ELEC 252 2
industrial Electrical

Maintenance [l ELEC 253 2
inelustrial Electrical

Maintenance IV ELEC 254 2

Other Degree Requirements

Customer Relations . BUSN 251
Trigonometry ) MATH 120
Introductionto College

Physics II PHYS 112
Elective

Suggested FElectives

Introduction to Programming

and Logic CMIS 130
Basic Fluid Power INDS 253
College Algebra MATH 159

2
3
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his program Jeads successful students to an asso- Suggested Electives

@{;é degree in applied arts and sciences with a Dosages & Calculations AHEA 106 1 &

«specialty in pre-hospital emergency medicine. It Introduction to Computer it
‘fovides the knowledge and skills necessary to Information Systems ' cMIS 115 3 4
btain employment in emergency medicine and Bioethics HUMN 222 3 Fu-

. related fields. Graduates are eligible to apply for Understanding Research NURS 260 2 I'F

. mediclicensure through the EMS Division of mtermediate Algebra MATH 104 4 !

" the Michigan Department ofConsumer and Indus- Introduction to :

"~ try Services and national registration throughthe Social Science Il socl 111 4

“-National Registry of Emergency Medical Techni-
~cians. A minimum of 60 credit hours is required.

" CourseName Course#  Cr.

The following curriculum sequence isrequired:
SPRING SEMESTER

Emergency Medical Technician AHEA 200 9.5
Freshman English 1 "ENGL 100 3
Biological Science : RIOL 100 4

FALLSEMESTER
Emergency Medical Technician

Specialist/Paramedic AHEA 202 7
Freshman English I ENGL 101 3 -
Anatomy and Physiology | BiOlL 103 5

SPRING SEMESTER

Paramedic Pharmacology AHEA 203 4
paramedic Cardiology AHEA 204 4
Anatomy and Physiology 1! BIOL 203 4
Introduction to Social Sciencel POLl 110 4
SUMMER SEMESTER
Paramedic Clinical! AHEA 205 4
FALLSEMESTER g
ParamedicMedical
. Emergencies AHEA 206 3
Paramedic Traumatic
‘ Emergencies AHEA 207 3
‘ Paramedic Clinical Il " AHEA 208 3

| | 49
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This program provides students a knowledge of
business concepts and technology. Graduatesare
prepared for employment as secretaries, who are
responsible for assisting the executive. Aminimum
of 60 credits is required.

Coutrse Name Course # Cr.

General Education Core

Freshman English 1 ENGL 100 3
Freshman English II ENGL 101 3
Introduction to Social Science ] POLL 110 4
Humanities| HUMN 200 4
Introduction to Computer

Information Systems CMIS 115 3
Elementary Algebra MATH 100 4
A laboratory science course 3-5

Core Requirements

International Business BUSN 260 3
Typing Il CMIS 140 3
Speedwriting | CMIS 145 3
Business Communications| CMIS 180 3
Business Communications ! CMIS 185 3
Records Management CMIS 190 3
Typing 111 CMIS 200 3
Voice Transcription: Business CMIS 225 3
Business Calculators CMIS. 240 3
Advanced Document .
Processing CMIS 245 3
Office Administration CMIS 270 3

Other Degree Requirements
Accounting for Small Business ACCI 105 3
Elective 1

Suggested Electives

Introductionto Business BUSN 135 3
Organizational Behavior MGMT 250 3
Speed Writing I CMIS 150 3
MicrocomputerApplications  CMIS 175 3
Field Experience CMIS 290 3
Issuesin Leadership HUMN 270 3

-
ey
o

3
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This program provides the skills and technical

knowledge necessary to prepare for entry-level

employment in the food service/restaurantindus-
try. Students completing this program have basic
skills in food preparation, nutrition and menu
planning, hotef and restaurant management, and
small business operation inthe food service indus-
try. Aminimum of 60 credits is required.

CourseName Course#  Cr.

General Education Core

Freshman English [ ENGL 100 3
Introduction to Social Science! POLI 110 4
Humanities] HUMN 200 4
Introduction to Computer
Information Systems CMIS 115 3
Elementary Algebra MATH 100 4
Alaboratory science colirse 35
Core Requirements
Introduction to Food Service  FSMT 100 3
Food Service Safety
and Sanitation FSMT 101 2
Food Production Skills: General FSMT 110 4
Food Production Skills: Entree  FSMT 120 4
Meatand Portion Control FSMT 130 2
"Nutritionand MenuPlanning  FSTM 140 3
Equipment Design, Layout
and Selection FSMT 200 2

Food Service Management FSMT 201 3
Food Production Skills: Bakery FSMT 210 4
Food Production Skills:

Catering FSMT 220 4
Food Purchasing . FSMT 230 3

Other Degree Requirements

BUSN 133 3
MGMT 235 3

Introduction to Business
Small Business Management

ACERTIFICATEPROGRAM INFOOD SERVICETECH-
NOLOGY [SALSO AVAILABLE.

Applied Arts
& Sciences
Associate
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Graduates of this program have a well-rounded
background preparing them forworkin manufac-
turing and process industries as planners, buyers
or technicians. Transfer to a four-year bachelor’s
degree program is also possible. The training
offers many hours of practical, hands-on experi-
enceto c()mplémentthe theory. Students areurged
to learn typing in high school or early in this
program. Aminimum of 60 credits is required.

Course Name Course # Cr.

General Education Core

Freshman English | ENGL 100 3
Freshman English It ENGL 101 3
Introduction to Social Sciencel POLL 110 4
Hurmapities} HUMN 200 4
Introduction to Computer

Information Systems CMIS 115 3
ElementaryAlgebra MATH 100 4
Introduction to College .

Physics | PHYS 111 3

Core Requirements

Concepts of Electricity ELEC 100 3
Basic CNC Operation INDS 102 2
Metallurgy and Heat Treatment INDS 130 2
BasicMachine Operation INDS 220 3
Basic Fluid Power INDS 253 3
Manufacturing Processes INDS 260 2
Industrial Quality Control INDS 270 2
Technical Drafiing 1 TDSN 100 3
Layout & Precision S

Measurement . TDSN 106 2
Welding elective 2-3

Other Degree Requirements

CustomerRelations BUSN 251 2
Intermediate Algebra MATH 104 4
Trigonometry MATH 120 3
Introductionto College

PHysics 11 PHYS 112 3
Industrial Graphics

Communications TDSN 102 2
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Graduates of this program have a knowledge of Other Degree Requirements , i
business concep?_ts and skill E.n the use of several Accounting for Small Business  ACCT 105 3 ;Ew _ ;
types of electronic office equipment, and are pre- Electives 4 g
pared for employmentas information processing A ‘* _
secretaries oradministrative secretaries. Advance- . !
ment may be attained for students who wish to Sugge_Sted Elealves k
further specialize inrelated fields. A minimum of introduction to Business BUSN 135 3
60 credits is required. Organizational Behavior MGMT 250 3 1
Speed Writing CMIS 145 3 H
CourseName Cowrse#  Cr Field Experience CMIS 290 3 : !
General Educatlon Core A CERTIFICATE PROGRAM FOR INFORMATION
Freshman English ENGL 700 3 PROCESSING ASSISTANTIS ALSO AVAILABLE.
Freshman English II ENGL 101 3
introduction to Social Science! POLI 110 4
Humanities | HUMN 200 4 :
Introduction to Computer !
Information Systems CMIS 115 3 [
Elementary Algebra MATH 100 4
Alaboratory science course 3-5 :
Core Requirements ' |
Typing II CMIS 140 3
MicrocomputerApplications  CMIS 175 3
Business Communications] CMIS 180 3
Business Communications [1 CMIS 185 3
RecordsManagement CMIS 190 3
Typing Il CMIS 200 3
Voice Transcription: Business CMIS 225 3 .
Business Calculators CMIS 240 3 _ j
Advanced Document ’ ' ) :
Processing - CMIS 245 3 '
Office Administration CMIS 270 3
53
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This program prepares students whowish to spe-
cialize in legal transcription and legal office proce-
dures for employment or advancement. A mini-
mum of 60 credits is required.

Course Name Course #
General Education Core
Freshman English I ENGL - 100
Introduction to Social Sciencel POLI 110
Humanities HUMN 200
Introductionto Computer

Information Systems CMiIS 115
Elementary Algebra MATH 100
Alaboratory science course
Core Requirements
Typing Il CMiIS 140
Speedwriting| CMIS 145
Business Communications| CMIS 180
Records Management CMIS 190
Typing I CMIS 200
Legal Terminology CMIS 205
Legal Office Procedures CMIS 210
Voice Transcription: Legal CMIS 230
Business Calculators CMIS 240
Advanced Document
. Processing CMIS 245
Office Administration CMIS 270

Cr.

B dn

Ju I

3-5

W W W www

W W

Other Degree Requirements

Accounting for Small Business  ACCT 105 3
Legal Environment of Business BUSN 200 3
Elective 1

Suggested Electives

Introduction to Business BUSN 135 3
Organizational Behavior MGMT 250 3
Speedwritingll - CMIS 150 3
Microcomputer Operations CMIS 175 3
Business Communications I CMIS 185 3
FieldExperience CMIS 290 3
Legal Research and Writing PARA 110 3

ACERTIFICATE PROGRAM FOR LEGAL OFFICE AS-
SISTANTISALSOAVAILABLE.
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'I‘.hi§prf)gram.preparevsst'ud.entswhowi:qhtospe- Other Degree Requirements '
cialize in medical transcription and medical office Emergency Health Care AHEA 100 2
:I::-i{r):i:fnc:lunl;eos ffg{ S:zgi:’syir:f:;u?i:ivancemem‘ A Accounting for Small Business ACCT 105 3
Course Name Course#  Cr. SuggeSted Electives
Introduction to Business BUSN 135 3
General Education Core Organizational Behavior - MGMT 250 3
T . Speedwriting 11 CMIS 150 3
[ Freshman qu!{shl ENGL 100 3 MicrocomputerApplications  CMIS 175 3
FreshmanEnglishll ENGL 101 3 Business Communicationsll ~ CMIS 185" 3
Introduction to Social Sciencel POLI 110 4 Field Experience cMIS 290 3. ;
Humanities| HUMN 200 4 i
e Introduction to Computer !
El‘“f"rm‘“t‘grl‘sfte‘?s I%ITSH }ég j ACERTIFICATE PROGRAM FOR MEDICAL OFFICE
ementary Algebra ASSISTANTISALSO AVAILABLE,
= Alaboratory science course 3-5 ;
Core Requirements
Typing Il CMIS 140 3
Speedwriting| CMIS 145 3 ’,‘;
T Business Communications! CMIS 180 3 !
‘ Records Management CMIS 190 3 4
Typing 11 CMIS 200 3
Medical Terminology CMIS 215 3 i
Medical Office Procedures CMIS 220 3 8
Voice Transcription: Medical CMIS 235 3 ’
Business Calculators CMIS 240 3
Advanced Document kil
Processing CMIS 245 3 b
Office Administration CMIS 270 3 i
i
H
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Students completing the certificate and applied
arts and sciences degree programs become eli-
gible to apply for the National Council Licensing
Examination/Computer Adaptive Testing (NCLEX-
RN/CAT) for licensure as a Registered Nurse (RN). To
be placed on the waiting list, students must com-
plete an MCC Application for Admission; send their
official high school transcripts or GED results to
MCC; score at least 40 on the ASSET reading skills
test; score atleast 41 on the ASSET numerical skills
test; complete a college biology course with a lab,
equivalent to BIOL100, with a C or better grade
within the last 10 years {(or receive a passing score
on the MCC Competency Exam); complete at least
1 credit at MCC: and submit a Waiting List Request
Form to the MCC Enrollment Services Office. Prior
o admission to the certificate program, students
miust complete BIOL103 and BIOL203 with a C or
better grade within 7 years of entry into the first
clinical course of the nursing program (NURS101),
complete ENGL100, and have completed high
school Aigebra | or a more advanced math course
within 5 years of entry into the nursing program,
MCC’s MATH100, or received a passing score on
the competency test (as arranged by the Math
Department). Students must submit a completed,
current MCC health form and proof of completing
the CPR Health Care Provider course to the Nursing
Office prior to the start of the program and contact
the Nursing Office to set up an interview with the
Associate Dean for Health Occupations.

Successful cormpletion of the Pre-Assessment RN
exam is required prior to admission to the degree
program. There is a $20 testing fee for the exam
which is offered each January. Prior to admission
to the degree program, the student must also
complete a general chemistry course with a lab,
equivalent to CHEM103, with a C or better grade
within the last 7 years before entry into the first
clinical course of the nursing program; complete
ENGL101; complete  BIOL201 within the last 7
years before entry into the first clinical course of
the nursing program (NURS253) with a C or better
grade, or concurrent with NURS253 Advanced
Medical-Surgical Nursing; complete PSYC220 prior
to NURS227 Community Mental Health and com-
plete POLI110. Students mustsubmita completed,
current MCC health form and proof of completing
the CPR Health Care Provider course to the Nursing
Office prior to the start of the program. Admission
into the nursing program is dependent upon avail-
able space and is not guaranteed immediately

" upon acceptance or placement on the waiting list.

Felony Statement: Previous treatment for substance
abuse or conviction of a felony may prevent an
applicant fromm taking the NCLEX-PN or NCLEX-RN.
Individuals with a conviction history must contact
the Board of Nursing and inform them of the
circumstances for which subsequent determina-
tion should be made regarding licensure eligibility

in the State of Michigan.

Course Name Course #  Cr.
The following curriculum sequence is recommended:
FALL SEMESTER : .
Freshman English 1 ENGL 100 3
Anatomy and Physiology I BIOL 103 5
Introduction to Social Science | POLl 110 4

SPRING SEMESTER :
ENGL 101

Freshman English H 3
Anatomy and Physiology 1 BIOL 203 4
General Psychology PSYC 220 3
The following curriculum sequence is required:
FALL SEMESTER
Fundamentals of Nursing Care NURS 101 5
Nursing of the Adult Client | NURS 103 6
Nutrition and Diet Therapy

_in Nursing NURS 111 2
Introduction to Concepts of

Communication in Nursing NURS 121 2
Pharmacology in Nursing NURS 163, 2
SPRING SEMESTER .
Pharmacology in Nursing {continues)
Nursing of the Adult CiientlI  NURS 105 6
Nursing Care of the

Childbearing Family NURS 146 3
Nursing Care of Children NURS 147 3
SUMMER SEMESTER
Nursing of the Adult Client I  NURS 119 5
Nursing Issues and Trends NURS 126 0.5
FALL SEMESTER
Microbiology® BIOL 201 4
Advanced Medical-Surgical

Nursing NURS 253 10
SPRING SEMESTER
Community Mental Health NURS 227 5
Advanced Nursing Care of the

Childbearing Family NURS 246 3
Advanced Nursing Care

of Children NURS 247 3
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SUMMER SEMESTER
Leadership and Management  NURS 257 3
*B10L.201 can be taken prior to fall semester.

Upon completion of the ADN program, students
are required to take an RN review course. Students
need to prepare, in advance, to acquire funds for
the $200 course fee.

Advanced Standing

This program provides a means for the Licensed
Practical Nurse, holding a valid unencumbered
license in good standing, to complete the ADN
program and become eligible to make application
for the National Council Licensing Examination/
Computer Adaptive Testing (NCLEX-RN/CAT) for
licensure as a Registered Nurse {RN).

Tobe placed onthe waiting list, students must have
completed a PN program; complete an MCC Appli-
cation for Admission; submit official transcripts of
previous high school and college course work;
score at least 40 on the ASSET reading skills test;
score atleast 41 on the ASSET numerical skills test;
complete a general chemistry course with lab,
equivalent to CHEM105 Introductory Chemisiry,
with a C or better grade within the last 7 years
before entry into the first clinical course of the
nursing program; complete a high school Algebra
I or more advanced math course within the last 5
years, MCC’s MATH100, or receive a passing score
on the competency test as arranged by the Math
Department; complete ENGL101 Freshman En-
glish II; and complete a pharmacology course in
the Practical Nurse program within the previous 5
years of beginning the ADN program. The S5-year
requirement may be waived with documentation
of current work experience as an LPN who admin-
isters medications in acute or extended care or
completion of an NLN competency test scoring in
the 50th percentile, Theie is a fee for NLN testing.
Applicants who do not meet these criteria must
coinplete a pharmacology course. Official tran-
scripts must be received to complete waiting list
requirements. Students must also complete a
nutrition course or the NLN competency test scor-
ing inthe 50th percentile (thereis a fee for this test),
score at least 25 on the dosage calculation evalu-
ation and submit a Waiting List Request Form,.

Before beginning ADN nursing courses, students
must complete POLI110 Introduction to Social
Science [; submit a completed, current MCG health
form and proof of completing the CPR Health Care
Provider course to the Nursing Office prior to the
start of nursing courses; and contact the Nursing
Office to set up an interview with the Associate
Dean for Health Occupations. Students must take
BIOL201 Microbiology within the last 7 years prior
to entry into the first clinical course in the nursing
program (this may be taken prior to or concurrent
with NURS252 Advanced Medical-Surgical Nurs-
ing) and PSYC220 General Psychology prior to
NURS227 Community Mental Health. If the PN
graduation date is more than 5 years previous,
students must be NLN tested (there is a fee for each
of the 3 tests taken) and complete a skills test
arranged and administered by the nursing depart-

- ment. Admission into the advanced standing pro-

gram is dependent upon available space and is not
guaranteed immediately upon acceptance or
being placed on the waiting list.
Course Name Course #  Cr.

The following curricufum sequence is recommended:
FALL SEMESTER

Introduction to Social Science | POLI 110 4
SPRING SEMESTER

Freshman English 1 ENGL 101 3
General Psychology PSYC 220 3

The following curriculum sequence is required:
SUMMER SEMESTER

Role Transition MNURS 200 2
FALL SEMESTER
Microbiclogy BIOL 201 4
Advanced Medical-Surgical

Nursing NURS 253 10
SPRING SEMESTER
Community Mental Health NURS 227 5
Advanced Nursing Care of the

Childbearing Family NURS 246 3
Advanced Nursing Care

of Children NURS 247 3
SUMMER SEMESTER
Leadership and Management NURS 257 3

A CERTIFICATE PROGRAM IN PRACTICAL NURSING
1S ALSO AVAILABLE.
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This curriculum prepares students for a paralegal Other Degree Requirements
career. A minimum of 60 credits is required. Principles of Accounting| ACCT 115 4
- Typing | CMIS 105 3
Course Name Course#  Cr Speech COMM 210 3
: . Electives’ 5
General Education Core
Freshman English | ENGL 100 3 Suggested Electives
7 Introduction to Social Sclence | POLL 110 4 Business Communications[*  CMIS 185 3
l i—lumamtl?s I H,UMN 200 4 Advanced Document
ntroduction to Computer Processing” CMIS 245 3
Information Systems CcMIS 115 3 Tax Law PARA 210 3
Elementary Algebra MATH 100 4 DomesticRelations Law PARA 217 3
Alaboratory science course 3-5 Administrative Law PARA 219 2
: . Paralegal Practicum PARA 290 3
i Core Requirements
Legal Environment of Business BUSN 200 3 *Prerequisites for these courses are waived for this pro-
American Criminal Law CRIM 210 3 gram.
Introductionto
; Paralegal Studies PARA 100 3
! Legal Researchand Writing ~ PARA 110 3
Estates, Wills and Trusts PARA 200 3
Litigation! PARA 215 3
i Litigation i PARA 216 3
! i DomesticRelations Law PARA 217 3
ié ' or Tax Law PARA 210 3
il N
. :
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This MCC and Grand Rapids Community College
joint program trains students for employment as
laboratory technicians, mold designers, produc-
tion supervisors, mold technicians and plastics
machinery maintenance technicians for the rap-
idly growing, local plastics forming industry. Injec-
tion molding, blow molding, extrusion,
thermoforming, and many secondary processes
are studiedin the program. Injection molding, the
most prevalent ofthese processes, is emphasized.
Some advanced standing credit may be granted to
entering graduates of high school machine tool
and drafting programs thathave articulation agree-
mentswith MCC. Mostlecture courses are takenat
MCCand thelaboratory courses are taken at GRCC,
Where possible the lecture portion oflaboratory
courses will be offered by distance instructional
television allowing MCC students to attend the
lectures on MCC’s campus.

This program transfers to Ferris State University
forthose wishing to pursue abachelor'sdegreein

Engineering Technology.

Course Name Course # Cr.

General Education Core

Freshiman English 1 ENGL 100 3
Applied Algebra MATH 110 2
orElementary Algebra MATH 100 {4
or College Algebra MATH 159 (4)
Humanities| HUMN 200 . 4
Introduciionto Computer
Information Systems CMIS 115 3
Introduction to Social Science [ POLI 110 4

or American Government™  PS 110 {4)
Alaboratory science course 3-5

Core Requirements

Plastics Technology INDS 120 2
PlasticMold Design] TDSN 140 2
BasicPlastics Processing® MN 220 3
Injection Molding Theory* MM 223 3
Applied Injection Molding* MN 242 4

'InjectionMolding Machine®

Maintenance MN 246 3
Plastics Testing” MN 165 4
Advanced PlasticsProcessing® MN 244 4

Other Degree Requirements

Introduction to CAD TDSN 250 3
Concepts of Electricity ELEC 100 3
Technical Drafting TOSN 100 3
BasicFluid Power iINDS 253 3
Industrial Quality }

Control (SPCy** INDS 270 2
Speech COMM 210 3
Elementary Statistics -

{or PHYS111 or CHEM220) MATH 190 3
Advanced Tech Math*** TE 104 3
Manufacturing Principles*  MN 100 2
Physical Education™** PE 2
CO-0PF** (400 hrs Paid or Unpaid) 3

(TDSN299 MCCor TE282 GRCC)

*GRCC cotrses with lecture at MCCviaITV. Labs are held
in the GRCC Applied Technology Building.

=Courses held at GRCC

**Courses that should be taken if the student intends to
transferto the FSU Engineering Technology program.

== Courses available at GRCC or MCC.

Applied Arts
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Course Name

This program is offered in cooperation with Mid-
Michigan Community College and is for students
who live in the MCC service area. Liberal arts,
science and prerequisite courses (36 credit hours)
are available at MCC. Radiography courses (29
credit hours} are taught at MMCC and the clinical
courses {26 credit hours) are arranged locally.
Upon completion of the course work, an associate
inapplied science degreeis awarded by MMCCwith
amajor in Radiography. Graduates are eligible to
apply for the American Registry of RadiologicTech-
nologists certification examination.

Course#  Cn
First Year .
FALL SEMESTER (MONTCALM)
Medical Terminology* CMIS 215 3
Freshman English I* . ENGL 100 3
Elementary Algebra® MATH 100 4
Anatomy and Physiology I* BIOL 103 5
Introductory Chemistry™ CHEM 105 4

SPRING SEMESTER (MONTCALM})
Introductionto Computer

Information Systems® CMIS 115 3
Anatomy and PhysiologyII* . BIOL 203 4
Introduction to Social Science! POLI 110 4
General Psychology PSYC 220 3
Speech CoMM 210 3

#*These courses are prerequisiteto acceptance in MMCC's
Radiography program. Additionally, HUM200 Moder-
nity & Culture (3 credits) is to be taken at MMCC or
equivalent credit earned. Alf courses must haveaCor
betterto transfer except BIOL103 and BIOL203 which
requtive a B-. Science and math courses must have been
completed within five years of the date the student
formally begins the program.

All documents, testing and prerequisites should be
completed and submitted to MMCC by May 20 for
studentsto be eligible o begin Radiography classes
by fall at MMCC. Admission into the program is
dependent upon available space; however, MCC
has been guaranteed a minimum of two slots each
academicyear. Students are expected to contact
John Skinner, MMCC's Director ofthe Radiography
Program, at (517) 386-6646 once each semester.

Second Year 7

MCC students accepted in MMCC's Radiography
Programwill be allowed to enrollin RAD courses at
the MMCCin-district tuitionrate.

FALL SEMESTER (MID-MICHIGAN)

IntroductiontoRadiologic |
Technology RAD 100

Radiation Physics RAD 110 3

w

WINTER SEMESTER (MID-MICHIGAN)
Principles of Radiation Exposure RAD 115 3
RadiographicPositioning [ RAD 130 4

SUMMER SEMESTER (MID-MICHIGAN)
RadiographicPositioning I RAD 175 3

Third Year
This 50-week clinical is held at Carson City Hospital.
FALLSEMESTER

Clinical Educafion RAD 200 8
Radiologic Techniques| RAD 215 2
Conceptsin Microbiology BIO 110 1
Clinical Issues in Radiographyl RAD 201 2
SPRING SEMESTER

RadiclogicTechniques |l RAD 217 2
Clinical Education I RAD 220 9

Clinical Issues in Radiography Il RAD 221 1

SUMMER SEMESTER

Clinical Education I RAD 225
RadiographicQuality Assurance RAD 230 1
Clinical Issuesin

Radiography Il . RAD 226 1
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This program prepares students to start a new Other Degree Requirements
business venture, determine vendors, price mer- Speech ‘ COMM 210 3
chandise, use a microcomputer for accounting Principles ofMacroeconomics  ECON 215 3
purposes, recruitand selectemployeesand handle Electives 2
public relations. A minimum of 60 credits is re-
uired. :
q Suggested Electives
Course Name Course##  Cr. Principles of Accounting [ ACCT 115 4
Principles of Accounting [I ACCT 116 4
: Computerized Accounting | ACCT 213 3
General Educaﬁon Core Computerized Accountingll  ACCT 214 3 2
Freshman English | ENGL 100 3 Management MGMT 237 3
Freshman English Il ENGL 101 3 . .
. FieldE 292 4-5
Introduction to Social Science I’ POLI 110 4 el Experence MGMT 29 .
Humanities| HUMN 200 4
I“fi“;g;‘“‘;zggz"s S:t‘:rg;‘t” oS 115 3 A CERTIFICATE PROGRAM FOR SMALL BUSINESS
n ‘
DEVELOPMENT/MANAGEMENTISALSOAVAILABLE,
ElementaryAlgebra MATH 100 4 )
A laboratory science course 3-5
Core Requirements
z Accounting for Small Business ACCT 105 3
= Legal Environment of Business BUSN 200 3
¥ Marketing MRKT 233 3
Retailing MRKT 234 3 .
b SmallBusinessManagement ~ MGMT 235 3 '
- Tax Accounting ACCT 246 3
Advertising MRKT 248 3
Customer Relations . BUSN 251 2
_ International Business BUSN 260 3
o MicrocomputerApplications =~ CMIS 175 3
=
P -
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This certificate program provides siudents train-
ingintheinstallation, maintenance, and upgrading
of hardware and software used in personal com-
puters. Students may develop sufficient skills for
A+ Certification created by the Computer Tech-
nology Industry Association. Thirty-two credits
arerequired. ‘

Course Name

Course#  Cr.

FALLSEMESTER =
Keyboarding CMIS 100 1
Computer Literacy CMIS 101 2
Technical Writing for Business

and Industry INDS 140 3
Elementary Algebra MATH 100 4
Concepts of Electricity ELEC 100 3
Computer Repair| ELEC 171 3
SPRING SEMESTER
Introductionto Computer

Information Systems CMIS 115- 3
Introduction to Internet CMIS 110 1
Introduction to Programming

& Logic CMIS 130 3
CustomerRelations BUSN 251 2
Electronic Fabrication ELEC 105 1
Digital Logic ELEC 130 3
ComputerRepairll ’ ELEC 172 3

T

s
Y
i

°;QQ§METOLOGY

i

This Michigan Department of Commerce Division
of Licensing and Regulations-approved program
prepares students to take the State Licensing Board
Examination. Over 900 hours arespentinlabwork.
Thirty-two credit hours and 1,500 attendance
hours are required. Admission is granted for fall
semesteronly.

Course Name Course#  (Cr.
First Year
FALLSEMESTER*
Introductionto Cosmetology  COSM 100 3
Introductionto |
© Cosmetologylab COSM 110 4

Beginning Hairstyling COSM 101 3
Beginning Hairstyling Lab COSM 111 4
SPRING SEMESTER®
Beginning Hair Cutting and

Permanent Waving COSM 102 3
Beginning Hair Cutting and

PermanentWaving Lab COSM 112 4
Beginning Hair Coloring and

Professional Development  COSM 103 3

Beginning Hair Coloring and
Professional DevelopmentLab COSM 113 4

Tobeginsecond-year coursework, students must
have passed allwritten testswitha minimum of 75%
and completed at least 690 clock hours. Depart-
mental approval is required for any exceptions.

Second Year
FALLSEMESTER*®

Advanced Hairstyling COSM 200 3
Advanced Hairstyling Lab COsM 210 5
Advanced Hair Coloring and

Permanent Waving COSM 201 3
Advanced Hair Coloring and

" Permanent Waving Lab COsM 211 5

SPRING SEMESTER®
Advanced Hairstyling I1 COSM 202 3
Advanced Hairstyling Il Lab COSM 212 5
Salon Management and

Board Review COSM 203 3
Salon Managementand :

Board Review Lab COSM 213 5

*18-week semester program with 9-week courses.

AN ASSOCIATE DEGREE IN COSMETOLOGY MAN-
AGEMENT IS ALSO AVAILABLE.

‘
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CORRECTIONS N

This certificate program prepares students for
careers with state, county or city correctional
agencies. [t meets the Michigan Corrections Of-
ficer Training Council pre-employment guidelines
and providesstudentswith communications course
work—anecessityintoday’s corrections environ-
ment. Courseworkistransferable to most colleges
and universities offering degrees in corrections.
Thirty-two credit hours are required.

Course Name Course # Cr.

FALLSEMESTER
Introduction to Criminal Justice CRIM 100
Introduction to Corrections CRIM 110 3
Corrections Institutions/

Facilities CRIM 120 3
Freshman English | ENGL 100 3
Introduction to Social Sciencel POLL 110 4

w

SPRING SEMESTER
Communicationin
Criminal Justice CRIM 136 3
Legal Issuesin Corrections CRIM 220
Client Relationsin Corrections CRIM 250 3
Client Growth and

L

Development CRiM 260 3
Freshman English Il ENGL 101 3
Speech coMM 210 3

ASSOCIATE DEGREES [N CRIMINAL JUSTICE AND
CRIMINALJUSTICE/CORRECTIONS AND ATRAIN-
ING PROGRAM IN CRIMINAL JUSTICE/CORREC-
TIONS AREALSO AVAILABLE.

The following courses may be taken in any se-
quence, providing the necessary prerequisites have
been met. The employer may recommend that
certain courses be taken earlier to enhance or
accelerate the intern’s CES development. Forty-
seven hours are required.

Course Name Cowrse# (.
Freshman English | ENGL 100 3
Business Communications| CMIS 180 3
Speech COMM 210 3
Principles of Accounting | ACCT 115 4
Principles of Marketing MRKT 233 3
Introduction to Business BUSN 135 3
Legal Environment of Business BUSN 200 3

Introductionto Computer

- Information Systems CMIs 115 3
Technicat Drafting | TDSN 100 3
ElectronicFabrication ELEC 105 1
Introduction to CAD TDSN 250 3
Advanced AutoCAD '

Applications TDSN 251 3
Trigonometry MATH 120 3
Concepts of Electricity ELEC 100 3
Electronic Circuits Analysis | ELEC 110 3

Introduction to
College Physics1 PHYS 111 3
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TECHNOLOGY

This program provides the skills and technical
knowledge necessaryfor entry-level employment
inthefood service/restaurantindustryand teaches
basicskillsinfood preparation, nutrition and meny
planning. A minimum of 30 credit hours is re-

This certificate program helps students prepare
for theirfirstjobasadetailerora drawing changer
and is considered a first step toward an associate
degree. Thirty credit hours are required.

Course Narme Course#  Cr. quired.
CustomerRelations BUSN 251 2 Course Name Course#  Cr.
Introduction to Computer
Information Systems CMIS 115 3 Introductionto Food Service ~ FSMT 100 3
BasicMachine Operation INDS 220 3 Food Service Safety and
BasicFluid Power INDS 253 3 Sanitation : ESMT 101 2
Manufacturing Processes INDS 260 2 Food Production Skills: General FSMT 110 4
Applied Algebra MATH 110 2 food Production Skills: Entree  FSMT 120 4
or Elementaiy Algebra® MATH 100 4 Meat and Portion Control FSMT 130 3
Applied Geometry MATH 111 2 Nutritionand Menu Planning ~ FSMT 140 3
orintermediate Algebra* MATH 104 4 FSMT electives 11
Improving Reading & Writing DVED 175 3 ' :
Technical Drafting ] - TDSN 100 3 ANASSOCIATE DEGREE IN FOOD SERVICE TECH-
Industrial Graphics NOLOGY ISALSO AVAILABLE.
Communication TDSN 102 2
Reading Engineering Drawings TDSN 105 2
Technical Drafting If TDSN 130 3

*Thealternate math courses are recommended [for those
with adequate background who are considering the
associatedegree,

ANASSOCIATE DEGREE IN DRAFTING TECHNOL-
OGYISALSO AVAILABLE.
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PROCESSING ASSISTANT I
This program ffrovides a background in and an This program provides an understanding oflegal
understanding of different types of electronic oft office assisting practices and procedures Thirty
fice equipment. It prepares students for initial credit hours are required,
employment in the information processing field.
Thirty credit hours are required. CourseNanie Course#  (r.
Course Name Course#  (r FALLSEMESTER s B
Legal Environment of Business BUSN 200 3 I
FALLSEMESTER Typing Il CMIS 140 3
Introductionto Computer Business Communications| CMIS 180 3
Information Systems CMIS 115 3 Legal Terminology CMIS 205 3
Typing Il CMIS 140 3 :
BusinessMathematics CMIS 155 3 SPRING SEMESTER ‘
Business Communications | CMIS 180 3 Accounting for Small Business ACCT 105 3
_ Introduction to Computer ;
SPRING SEMESTER Information Systems CMIS 115 3 !
MicrocomputerApplications ~ CMIS 175 3 Typing 111 CMIS 200 3 i
Business Communications i1 CMIS 185 3 Legal Office Procedures CMIS 210 3 i
Typing 1l . CMIS 200 3 Business Calculators CMIS 240 3 ;
Office Administration CMIS 270 3 ) :
SUMMER SEMESTER i
SUMMER SEMESTER Voice Transcription: Legal CMIS 230 3 i
VoiceTranscription: Business  CMIS 225 3 1
Advanced Document ANASSOCIATE DEGREE IN LEGALINFORMATION ; T =
Processing CMIS 245 3 SYSTEMSISALSOAVAILABLE., T
. i ‘i
AN ASSOCIATE DEGREE IN INFORMATION SYS- :* |
TEMS IS ALSO AVAILABLE. 14
s
;
il
!
i
i
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Students who successfully complete this program
are eligible to obtain entry-level jobsin metalwork-
ing industries as machinist helpers. Many of the
coursesare applicable toward an associate degree
oranapprenticeship certificate. Aminimum of30
credithours is required.

Course Name Course#  Cr.
FALLSEMESTER
Basic CNC Operation INDS 102 2
Metallurgy and Heat Treatment INDS 130 2
BasicMachine Operation INDS 220 3
Applied Algebra MATH 110 2
orElementary Algebra MATH 100 4
Introductionto College
Writing Il DVED 171 2
or Freshman English 1 ENGL 100 3
Reading Engineering Drawings TDSN 105 2
Welding Technique and
Joint Preparation WELD 107 3
SPRING SEMESTER
Advanced Machine Operation INDS 221 3
BasicFluid Power INDS 253 3
Manufacturing Processes INDS 260 2
Industrial Quality Control INDS 270 2
Applied Geometry MATH 111 2
orIntermediate Algebra MATH 104 4

Layout and Precision
Measurement TDSN 106

[y

i -
i g R

S ASSISTANT

This program provides an understanding ofassist-
ing and practice in medical office procedures.
Thirty credit hours are required.

Course Name

" FALLSEMESTER

Introduction to Computer
Information Systems

Typing Il

Business Communications|

Medical Terminology

SPRING SEMESTER
Emergency Health Care
Accounting forSmall Business
Typing Iil

Medical Office Procedures
Business Calculators

SUMMER SEMESTER
Voice Transcription: Medical
Elective

AN ASSOCIATE DEGREE IN MEDICAL INFORMA-

| EDICAL, OFFICE

Course #

CMIS 115
CMIS 140
CMIS 180
CMIS ;215

AHEA 100
ACCT 105
MIS 200
CMIS 220
CMIS 240

CMIS 235

TION SYSTEMS IS ALSO AVAILABLE.

Cr
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This curriculum prepares students for employ-
mientin avariety of office occupations andincludes
the developmentofskillsand knowledge neededto
carryoutroutine office functions. Previoustyping
training is desirable. Thirty credit hours are re-
quired. Studengswishingto confinuetraining may
apply credits earned toward the computer infor-
mation oF management programs.

CourseName Course#  (r
FALLSEMESTER
Introduction to Computer

Information Systems cMIS 115 3
Typing Il o CMIS 140 3
Business Mathematics CMIS 155 3
Business Communications! CMIS 180 3
SPRING SEMESTER
Accounting for Small Business ACCT 105 3
Business Communications ! cMIS 185 3
Typing Il CMIS 200 3
Business Calculators CMIS 240 3
Office Administration CMiIS 270 3
SUMMER SEMESTER
Voice Transcription: Business  CMIS 225 3

or Voice Transcription: Legal CMIS 230 3
or Voice Transcription:
Medical . CMIS 235 3

This articulated certificate program prepares stu-
dents for employment as operators, molding tech-
nicians, material handlers, or mold setters in the
field of injection molding and provides entry-level
skills for employment related to the processes of
extrusion, blow molding and thermoforming. Stu-
dentstake a combination oflecture and Jaboratory
courses from instructors who have gxperiernce in
the plastics industry.

All credits earned in this program are applicable
towardthe associatein applied arts and sciencesin
Plastics Manufacturing Technology. Some classes
are transferable into Ferris State University’s four-
year bachelor of science in Plastics Engineering
Technology degree; however, studentsinterested
in transferring to FSU should see their acadernic
advisor for specific information. ’

The following course sequence is presented as a
guide only, Courses may be taken inany order, as

long as all requirements (including prerequisites) .

aremet.
Course Name Course#  Cr.
FALLSEMESTER
Introduction to CAD TDSN 250 3
Plastics Technology INDS - 120 2
Applied Algebra MATH 110 2
PlasticInjection Molding INDS 121 2
Technical Writing for Business

& Industry INDS 140 3
Speech COMM 210 3
SPRING SEMESTER

Manufacturing Principles™ MM 100 2
Injection Molding Machine

Maintenance™ MN 246 3
Basic Plastics Processing® MN 220 3(3)
Applied Injection Molding® MN 242 4
Electives 6-8
Students must take two of these electives
PlasticMold Designl TDSN 140 2
Plastics Testing® GMN 165 4
Advanced Plastics Processing®  MN 244 4

sGRCC course with lecture at MCCvia ITV. Labsare held
in the GRCC Apptied Technology Building.

=(lasses held at GRCC

Certificate
Programs
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Astudent completing the certificate program be-
comes eligible to apply for the National Council
Licensing Examination/Computer Adaptive Test-
ing (NCLEX-PN/CAT) for licensure as a Licensed
Practical Nurse (LPN). Tobe placed onthe waiting
list, students must complete an MCC Application
for Admission; send their high school transcripts or
GED resultsto MCC; score atleast 40 onthe ASSET
reading skills test: score at least 41 on the ASSET
numerical skills test; comptlete a college biology
course with alab, equivalent to BIOL100 Biological
Science, with a Corbetter grade withinthelast10
years; complete one MCC credit; and submit a
Waiting List Request Form to the MCC Enrollment
Services Office. Priorto admission to the PN pro-
gram, students must complete BIOL103 and
BIOL203 Anatormy and Physiology 1 &[IwithaCor
better grade within the last 7 years before entry
into the first clinical course of the nursing pro-
gram; have completed high school algebra or a
more advanced math course withinthe last Syears,
MCC'sMATH100, or receive a passing score on the
competency test as arranged by the math depart-
ment; and complete ENGL100 Freshman English L.
Students must also submit a completed, current
MCC health form and proofofcompleting the CPR
Health Care Provider course to the Nursing Office
prior to the start of the program and contact the
Nursing Office fo set up an interview with the
Associate Dean for Health Occupations. Atten-
dance at the nursing orientation is mandatory,

Progression in the nursing programwithout inter-
ruption is determined academically by the minimal
‘grade of C (2.0, 78%) in each nursing course. In
required science courses, students mustalso earn
aminimal grade of C or they will not progress.

If progressing to the ADN program, successful
completion of the RN pre-assessment exam is re-
quired, effective February 1997. There is a fee.

Felony Statement — Previous treatment for sub-
stance abuse or conviction ofafelony may prevent
anapplicantfromtaking the NCLEX-PN or NCLEX-
RN. Individuals with a conviction histery must
contact the Board of Nursing and inform them of
the circumstances for which subsequent determi-
nation should be made regarding licensure eligibil-
ity in the state of Michigan.

NG

Off Campus

CourseName

Course # Cr.

The foltowing curriculum sequence is required:

SPRING SEMESTER

Fundamentals of Nursing Care  NURS

Nutrition and Diet Therapy
in Nursing

Introduction to Concepts of
Communications in Nursing NURS

NURS

SUMMER SEMESTER
Nursing of the Adult Client1 NLRS
Pharmacology in Nursing NURS
FALLSEMESTER
Pharmacology {continued from sumimer)
Nursing Care ofthe

Childbearing Family NURS
Nursing Care of Children | NURS
SPRING SEMESTER
Nursing ofthe Aduli Clientll ~ NURS
Nursing of the Adult Client Il NURS
Nursing Issues and Trends NURS

On Campus

101 5

111 2

121 2

103 6
163 2

146
147 3

W

105 6
119 5
126 0.5

The following curriculum sequence is required:

FALLSEMESTER :
Fundamentals of Nursing Care  NURS
Nursing of the Adult Client [ NURS
Nutrition and Diet Therapy in

Nursing NURS
Introduction to Concepts of

CommunicationinNursing  NURS
Pharmacology in Nursing NURS

SPRING SEMESTER

101 5
103 6

111 2

121 2
163 2

Pharmacology in Nursing (continued from fatf)

Nursing of'the Adult ClientIl  NURS
Nursing Care ofthe

Childbearing Family NURS
Nursing Care of Children NURS
SUMMER SEMESTER
Nursing ofthe Adult Client [l NURS
Nursing Issues and Trends NURS

105 6
146 3
147 3

119.5
126 0.5

AN ASSOCIATE DEGREE IN NURSING IS ALSO

AVAILABLE.

it



SMALL BUSINESS _____
PEVELOPI\/IEN T/MANAGEMENT

This certificate program prepares students to
handle bookkeeping, determine prices, deal with
customers, employ some computer applications
and assist in new business development. Thirty
credit hours are required.

Course Name : Course#  (r.
FALLSEMESTER

Legal Environment of Business BUSN 200 -3
Marketing MRKF 233 3

Smali Business Management MGMT 235 3
Introduction to Computer

Information Systems CMIS 115 3
Business Mathematics : CMIS 155 3
SPRING SEMESTER
Accounting for Small Business  ACCT 105 3
Retailing MRKT 234 3
CustomerRelations BUSN 251 2
International Business BUSN 260 3
MicrocomputerApplications  CMIS 175 3
Elective 1

ANASSOCIATE DEGREE IN SMALL BUSINESS DE-
VELOPMENT/MANAGEMENT ISALSOAVAILABLE.

PEEy Y
EETE
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Certificate
Programs
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This program stresses the development of tech-
niques and understanding of quality weldments.
Effects ofheatand stress on welded materials are
studied and practiced inthe laboratory. Students
may develop sufficient skill for American Welding
Society Certification.” Thirty-two credithoursare
required. Additionalwelding courses are available
to develop further skills.

Course Name Course# (.
FALLSEMESTER

Metallurgyand Heat Treatment INDS 130 2

BasicMachine Qperations INDS 220 3

Applied Algebra MATH 110 2

Introductionto College

Writing 1l DVED 171 2
Reading Engineering Drawings TDSN 105 2
Welding Technique and :

Joint Preparation WELD 107 3
Welding and Fabrication | WELD 108 3
SPRING SEMESTER )

Customer Relations BUSN 251 2
Basic Fluid Power INDS 253 3
Industrial Graphics

Communication TDSN 102 2
Layout and Precision

Measurement TDSN 106 2
Welding and Fabrication I WELD 120 3
Related Welding Skills WELD 122 3

*The college does not certify welders.
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Emergency Medical

Technician

This programis approved by the state of Michigan's
ErnergencyMedlca[ Services Division and prepares
successful students to take the state examination
forlicensure as an Emergency Medical Technician,
The programrequires six hoursoflecture perweek
for 16 weeks and seven hours of dlinical practice in
one of several local cooperating hospitals starting
after the midterm examination. Thirty-two addi-
tional lab hours will be arranged during the semes-
ter. It is recommended that students enroll in
AHEA100 Emergency Health Care prior tothe EMT
course,

Course Name Course # Cr.
FALL SEMESTER :
Emergency Health Care AHEA 100 2
SPRING SEMESTER

PPRENTICESHIP

S RAINING

Emergency Medical Technician AHEA 200 9.5

EMT Specialist/Paramedic

This program is the first course in the paramedic
curriculum and prepares successful students to
take the state ofMichigan’s examination for licen-
sure as an EMT Specialist, The program requires
five hours oflecture perweek for 16 weeks and four
hours of clinical practice in one of several local
cooperating hospitalsand ambulance services start-
inginthe sixthweek ofthe semester. Students must
have an EMT license to challenge state boards for
licensure as an EMT Specialist or Paramedic. Seven
credit hours are required.

FALLSEMESTER

EMT Spedialist/Paramedic AHEA 202 7
Nurse Assistant

This course provides basic nursing skills and knowl-
edgeinthe classroom and simulatedlabs. Super-

" vised clinical experiencein long-term, acute-care

and home health agencies are included. Upon
completion ofthis course, the student s eligible to
applytothestate of Michigan Department of Public
Healthto take the Certified Nurse Assistant exam.

FALL or SPRING SEMESTER

Nurse Assistant AHEA 105 5

~

Students in this program must be employed and
sponsored by their employer and a training agree-
ment must be set up between the employer, the
employee and the Bureau of Apprenticeship and
Training. MCC coordinates the training plan and
providesrelated instruction. Each 16-week semes-
terusuallyincludes two courses of apprenticeship-
related instruction, A competency examination or
official transcripts may result in a waiver of a
required course, Entrance requirements are es-
tablished by the employer in accordance with
Bureau of Apprenticeship and Training standards.
Continuationin the training program depends on
employment status and achievement levels. The
sample schedule of related instruction belowis for
apprentice tool-and-die designers. The actual
number of program hours may vary with the
training agreement. Programs formachinists, elec-
tricians, plastic mold designers, mold-and-die
makers and welders are also available.

Course Name Course#  Cr.
FIRSTYEAR

Applied Algebra MATH 110 2
Applied Geometry MATH 111 2
ReadingEngineering Drawings TDSN 105 2
Shop Drawing TDSN 120 2
SECOND YEAR

Industrial Safety and FirstAid  INDS 155 2
Applied Right Angle

Trigonometry MATH 112 2
Industrial Graphics

Communication TDSN 102 2
Layout & Precision

Measurement TOSN 106 2
THIRD YEAR
Machine Teol Theory . INDS 100 2
Industrial Quality Control INDS 270 2
Applied Oblique Angle

Trigbnometry MATH 113 2
Tool and Die Designl - TDSN 135 2
TIG Welding WELD 125 2
FOURTHYEAR
Basic CNCOperation INDS 102 2
Metallurgy & Heat Treatment  INDS 130 2
Tool and Die Design I TDSN 136 2
Tool and Die Design It TDSN 137 2

i
i
i
|
wel
1

Covl




!
t
3
i
E
|
|
i

CHILD DEVELOPMEN
ASSOCIATE

The Child DevelopmentAssociate credential is con-
ferred by the Council for Early Childhood Recog-
pition. To be awarded this credential, students
must complete a planned set of activities including
work experience, supervised training and educa-
tion. MICC does not offerthis credential; however,
students who complete MCC's ECDV courses will
meettherelated instruction required as partofone
ofthe CDA credentialing options. Studentswishing
to learn all that is necessary to apply for the CDA
credential should enroll in ECDV100 Introduction
toCDA.

AN EARLY CHILDHOOD DEVELOPMENT ASSOCI-
ATE DEGREE 1S ALSO AVAILABLE.

T A
ERERE

T
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This 15-credit-hour, five-course program qualifies
studentsto apply for corrections officer positions
with the Michigan Department of Corrections.
Students must achieve a minimum 2.0 grade in
each course, receive a passing score on the ASSET
reading skills test, and pass a written Civil Service
exam, aphysical fitness exam, a personal interview,
a background investigation and drug screening,
and have earned a high school diploma or GED to
be considered for employment by the Michigan
Departmentof Corrections.

Course Name Course# (.
Introduction to Corrections CRIM 110 3
Corrections

Institutions/Facilities CRIM 120 3
Legal Issuesin Corrections CRIM 220 3

ClientRelationsin Corrections CRIM 250 3
Client Growth and

Development CRIM 260 3

A certificate of completion by an outside agency

may be awarded to students who successfully
complete this program.

ANASSOCIATEDEGREE IN CRIMINALJUSTICEAND
CRIMINALJUSTICE/CORRECTIONSAND ACERTIFI-
CATE PROGRAM [N CRIMINAL JUSTICE/CORREC-
TIONS AREALSO AVAILABLE.

wzy Programs
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Use thisindex by finding the subject of
interest, The letter prefix that follows
tells where to find descriptions of the
cotirses which cover that subject mat-
ter, For example, accounting course
descriptions would be foimd under
ACCT.

Accounting/ACCT
Acting/THEA .
Advertising/MRKT
Algebra/DVED orMATH
Allied Health/AHEA
Analytic Geometry/MATH
Anatomy/BIOL
Anthropology/ANTH
Art/ARTS
ArtAppreciation/ARTS
Biology/BIOL
BlueprintReading/TDSN
Botany/BIOL
Business
Communications/CMIS
Business Correspondence/CMIS
Business Law/BUSN
BusinessMathematics/CMIS
Calculus/MATH
Ceramics/ARTS
Chemistry/CHEM -
Child Development/ECDV
Communications/COMM
Composition/ENGL
ComputerApplications/CMIS
Computers/CMIS
Corrections/CRIM
Cosmetology/COSM
Criminal Justice/CRIM
Data Processing/CMIS
Die Drafting Apprentice/TDSN
Directed Studies/See subject
Drafting Technology/TDSN
Drafting & Desizn
Apprentice/TDSN
Drama/THEA
Drawing/ARTS
Early Childhood
Development/ECDV
Economics/ECON
Education/EDUC
Electronics-industrial/ELEC
Emergency Health Care/AHEA

Englist/ENGL
Executive Secretary/CMIS
Fitness/PHED
Food Service/FSMT
French/FREN
General Business/BUSN
Geography/GEOG
Government/POLI
HeatTreatment Metals
Apprentice/INDS
History/HIST
HumanitiesAHUMN
Hydraulics/iNDS
Industrial Electronics/ELEC
Information Systems/CMIS
Journalism/COMM
Keyboarding/CMIS
Law-Business/BUSN
Law Enforcemert/CRIM
Legal Information Systems/CMIS
Literature/ENGI,
Machine Lab Apprentice/INDS
Machine Shop/INDS
Management/MGMT

. Marketing/RKT

Mathematics/MATH
Mathematics-Business/CMIS
Medical Information
Systems/CMIS
Medical Terminology/CMIS
Metallurgy Theory/INDS
Mold & Die Design
Appretitice/TDSN
Music/MES!
Nursing-Practical/NURS
Nursing-ADN/NURS
Office Assistant/CMIS
Oral interpretation/ENGL
Painting/ARTS
Paralegal/PARA
Philosophy/PHIL
Photography/ARTS
Physical Education/PHED
Physical Science/PHYS
Physics/PHYS
Physiology/BIOL
Plastics/INDS
Potitical Science/POLI
Psychology/PSYC
Reading/DVED
Religion/PHIL

Safety and First Aid/
INDS or AHEA
Sculpture/ARTS
Secretarial Studies/CMIS
Shop Drawing/TDSN
Shorthand/CMIS
Sketching/ARTS
Small Business/ACCT
Social Science/POLI or SOCI
Sociology/SOCI
Spanish/SPAN
Speech/COMM
Speedwriting/CMIS
StatisticsMATH:
Supervisionand
Management/MGMT
Taxation-Business/ACCT
Technical Drafting/TDSN
Theater/THEA
Tool Drafting Apprentice/TDSN
Transcription/CMIS
Trigonometry/MATH
Typewriting/CMIS
Welding Trades
Apprentice/WELD
Welding Technology/WELD
Word Processing/CMIS
Writing/ENGL or DVED
Zoology/BIOL

-







— Rt o

e A————

T R P e i

74

The information in parentheses indicates the number of
credit, lecture and laboratory hours for each class. The

lecture and laboratory hours equal the total classroom

and faboratory contact hours. Forexample, there are 13

contact hours for the course AHEA200 Emergency Medi-

cal Technician — & lecture and 7 lab.

ACADEMICSKILLS
DEVELOPMENT

DVED108 Problem Solving
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course coversthe techniques used in solving
a variety of problems that occur in all aspects of
college courses and in all walks oflife. This elemen-
Eary course assumes no prior knowledge beyond
basicreading, writing and arithmeticskills.

DVED110 Career Development
{1 credit, 1 lecture, O lab) Prerequisites: None

This course is an overview of career and life-style
planning. Values, skills, interviews, occupational
information, resumes, interest inventories, deci-
sion making and placement are covered.

DVED120 Dealing with Stress
(1 credit, 1 fecture, O lab) Prerequisites: Nore

Thekey focus ofthis course is to identify stressors
while learning psychological and physical re-
sponsesto stress. Emphasisis given tostrategies
to reduce and manage stress through relaxation
techniques, time management, personality aware-
ness and humor. Students record in a journal
personal stressors designing methods to eliminate
them.

DVED150 Developmental

Reading I

(1 credit, 0 lecture, 1 lab) Prerequisites: None

This course assists students inthe development of
reading skills with emphasis on decoding strate-
gies, vocabulary growth and comprehension skills.
In a lab format, students progress at their own
learning rate underinstructor supervision. Agrade
of Sindicatessatisfactory completion ofthe course.

DVED151 Developmental
Reading IT
{1 credit, O lecture, 1 labj Prerequisites: None

This course assists students inthe development of
reading skills with emphasis on comprehension,
vocabulary growth and spelling. In a lab format,
students progress at their ownlearning rate under
instructor supervision. A grade of S indicates
satisfactory completion ofthe course.

. DVED152 Developmental

Reading IT1
{1 credit, O lecture, 1 lab) Prerequisite: DVED151 or a
passing score on Lhe ASSET reading skills test

This course assists students inthe development of
reading skills with emphasis on advanced compre-
hension skills and vocabulary development. Ina
lab format, students progress at their own learning
rate under instructor supervision. A grade of §
indicates satisfactory completion ofthe course.

DVED153 Developmental
Reading IV
{1 credit, 0 lecture, T lab) Prerequisites: None

This course assists stucents in the development of
reading skills with emphasis on bringing logical
thinking skills to bear on the reading process and
on advanced vocabulary development. In a lab
format, students progress at their own learning
rate under instructor supervision. A grade of §
indicates satisfactory completion ofthe course.




DVED156 Efficient Study
(3 credit, 3 lecture, O lab) Prerequisites: None

This course provides instruction and practice in

time management, textboolk study, note-taking,
study environment and memory technigues. Using
reference materials in the library and identifying
and overcoming self-defeating behaviorsare also
inciuded. Students wishing to evaluate present
study abilities should contact the Skills Develop-
mentLlabtoschedulea time totake the ASSET study
skills test. The test results can assist students in
deciding whether to enroll in this course.

DVED160 Arithmetic Review I
(1 credit, 0 lecture, 1 lab) Prerequisites: None

This course provides 2 review of whole numbers
and fractions and is especially recommended to
studentswho score below35onthe ASSET numieri-
cal skills test. [nstruction in an individualized
learning lab allows students to progress at their
Qown pace.

DVED161 Arithmetic Review 1
(1 credit, lecture, 1 lab} Prerequisite: A passing scoreon
the ASSET numerical skills test, Corequisite: DVED160

This course provides areview ofdecimals, ratioand
proportion, and percentagesin anindividualized,
self-paced lab. The course is recommerided to
students who have mastered the skills taught in
DVED160whowanta further arithmeticreview. It
may be useful for students who plan to take Busi-
ness Math or Business Calculators.

DVED162 Systems of Measurement
(1 credit, O lecture, 1 lah) Prerequisite: DVED161 or a
passing score on the ASSET numerical skills test

This course provides a review of basic geometry
concepts and the metric system. Topics include
area, perimeter and volume of parallelograms,
trapezoids,triangles and circles, the metricsystem
and conversionbetween the metricsystemandthe
American measurement system and between Fahir-
enheit and Celsius meastres. This class takes place
inanindividualized, self-pacedlearninglab. ltmay
beusefultostudents priorto enrolling indrafiing,
nursing, and other programs that utilize these
concepis.

DVED163 Pre-Algebra ’

(1 credit, 0 lecture, 1 lab) Prerequisite: DVED162 or a:

passing score an the ASSET numerical skills test

This class provides an introduction to the basic
conceptsof elementaryalgebra. Exponents,square
roots, scientificnotation, integers and equations
are included. This classis taughtinan individual-
ized, self-paced learning lab. ltmay be useful to
students prior to taking CMIS155, CMIS115,
pHYS101, ELECT00, MATH100 or MATH110.

DVED170 Introduction to
College Writing I
(2 credit, 0 lecture, 2 lab} Prerequisites: None

Students learn the basics of writing well-formed
sentences and paragraphs. In the first partof the
course, studentslearnfo express their thoughtsin
individual sentences using sentence combining
techniques. The second part ofthe coursefocuses
on paragraph constructionwith emphasis ontopic
sentences, varying levels of supporting evidence,
paragraph unity and coherence. This course is
strongly recommended for students who score
below 35 on the ASSET writing skills test.

DVED171 Iniroduction to

College Writing 11
(2 credit, O lecture, 2 lub) Prerequisite: DVED170 or a
passing score on the ASSET writing skills test

This course provides the skills necessary to com-
poseaﬁve-paragraph essay. Major aspects ofthe
course are the essay form, developing a thesis,
supporting the thesiswith specific evidence, wiit-

ing an effective intro duction and conclusion and
improving grammar and sentence mechanics.

DVED175 Improving

Reading and Writing
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course offersan opportunity toimprove com-
munication skills inreading andwriting. Through-
out the course, the relationship between good
writing and reading for comprehension are
stressed. Emphasis is placed on grammar, se-
tencestructure,vucabularyclevelopment,spelling
and paragraph construction.
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DVED299 Directed Study

{variable credit) Prerequisites: Written deparimental
approval

Seethe Directed Studies description on page 123.

ACCOUNTING

ACCT104 Finance and Accounting

for Nonfinancial Managers
{3 credit, 3 lecture, 0 lab) Prerequisites: None

This course provides basicfinance and accounting
theory, terminology, and practical applications to
the non-accountant. It demonstrates howto read

financial data in accounting statements and how |

the data applies to the work environment,

ACCT105 Accounting for

Small Business
(3 credit, 3 lecture, O lab) Prerequisites; A passing score
on the ASSET reading and numerical skills tests

This course provides basic accounting principles
and practices from a theoretical and practical
approach, with emphasis on the small business.
Althoughitisnotaprerequisite for ACCT115, itis
strongly recommended prior to ACCT115.

ACCT115Principles of AccountingI

{4 credit, 4 fecture, 0 lab) Prerequisite; A passing score on
the ASSET reading and numerical skills tests

This introduction to accounting fundamentals
covers the meaning and purpose of accounting
statements; the theory of debits and credits; ac-
counts payable and receivable; the trial balance;
adjusting and closing entries; and accounting for
notes, deferred and accrued items. Approximately
10-12 hours perweek of study time is required for
success in this course. This course is normally
offered only in fall semesters.

ACCT116 Principles of

Accounting II
{4 credit, 4 lecture, 0 lab} Prerequisite: ACCT115, Pre-
or Corequisite: CMIS125 or CMIS175

This course covers basic procedures for accumu-
lating and using the accounting data needed for
managerial planning, controliing and decision
making. This course is normally offered only in
spring semesters.

ACCT213 Computerized

Accounting I
(3 credit, 3 fecture, O lab} Prerequisite: ACCT116

This course covers the installation, set up and
operation of a computerized general ledger, ac-
countsreceivable, and accounts payable modules.
Thisincludes preparation and data entry ofmonthly
transactions and financial statements,

ACCT214 Computerized

Accounting II :
(3 credit, 3 lecture, 0 lab} Prerequisite: ACCT213

This course covers the installation, set up and
operation of a computerized payroll, inventory,
and invoicing modules. Thisincludes preparation
and data entry of monthly transactions and appro-
priate reports.

ACCT246 Tax Accounting
(3 credit, 3 leciure, 0 lab) Prerequisite: ACCT105 or
ACCT115

This course covers practices and procedures for
state and federal income taxes for individuals, sole
proprietorships and partnerships.

ACCT?99 Directed Study

{variable credit} Prerequisites: Written departmental
approval

SeetheDirected Studies description on page 123.

ALLIED HEALTH

AHEA100 Emergency Health Care
(2 credit, 2 lecture, (0 lab) Prerequisites: None

This course covers CPR and first aid for wounds,
shock, burns, poisoning, etc. Students successfully
completing the course qualify for American Heart
Association Health Care Provider CPR.




AHEA105 Nurse Assistant
(5 credit, 2 lecture, 6 lab) Prerequisites: Norte

This course provides knowledge and skills re-
quired to provide basic patient care appropriately
and safely. Upon successful completion of the
course, thestudent canseek employmentin acute-
care, extended-care, orhome-care facilitiesand be
eligible to take the state Certified Nurse Assistant
exam.

AHEA106 Dosages and Solutions for

Nursing and Allied Health
(1 credit, 1 lecture, 0 lab} Prerequisite: MATH100 or a
passing score on ASSET elementary algebra test

This course offers a clear and concise method of
calculating medication dosages. Adultand pediat-
ric medication calculations are included. The
content includes how to read medication labels
and physician ordersrelating to medications; con-
vert metric, apothecary and household measure-
ments; compute 1V drip rates; reconstitute pow-
ders and administer heparin and insulin.

AHEA107 Data Collection &
Decision Making (Skills for Nursing

and Allied Health Students)

(1 credit, 1 lecture, 0 lab} Prerequisite: PN student,
Health Career Student, or completion of an LPN or ADN
program as amended 5/12/98.

This course introduces various data collection
techniques and procedures used in screening pa-
tient status. The data obtained from nursing as-
sessments is related to the nursing process.
Gordon's functional health patterns are used asa
framework and guide forlinking data findings and

“nursing diagnoses.

AHEA200 Emergency

Medical Technician
(9.5 credit, 6 lecture, 7 fab) Prerequisites: None

This course includes orientation to EMT legal re-
sponsibilities, anatomy, physiologyand pathophysi-
‘ology, diagnostic signs, triage, basic cardiac life
support, injuries to the body, illnesses ofthe body,
childbirth, mental health, environmental injuries,
communications, emergencyvehicle operationand
extrication. Upon successful completion, students
areeligible to take the state of Michigan's examina-
tion for licensure as an Emergency Medical Tech-
Rician.

AHEA202 Fmergency Medical

Technician Specialist/Paramedic

(7 credit, 5 lecture, 4 lab) Prerequisites: AHEA200 or
equivalent, Basic EMT License or instructor approval,
passing score on ASSET numerical skills test, and current
TB and HBV immunization.

This course includes orientation to EMT Specialist/
paramediclegal responsibilities, anatomy, physiol-
ogy, a review of emergency medical technician
aspects of care, acid base balance, body chemistry,
intravenous therapy, fluid therapy, advanced air-

waymanagementincluding endotracheal intuba-

tion, esophageal obturator airway, esophageal
gastric tube airway, Combitube and pharyngeal-
tracheal lumen airway, tracheal suctioning and
magill forcep usage. Communications, cardiac

fnonitor interpretation and recognition of cardiac

dysthythmias are discussed. Upon successfil
completion, studentsare eligible to take the state
ofMichigan’s examination forlicensure asan EMT
Specialist. '

A student must be licensed as an Emergency Medical
Technician to challenge state boards for specialist or
paramedic licensure. Students without an EMT license
must obtain EMT licensure and challenge specialist
boards within one year of completion of AHEAZ02 to
ohtain a specialist license.

AHEA203 Paramedic Pharmacology
(4 credit, 4 lecture, 0 lab) Prerequisites: BIOL203 and
AHEA202, Corequisite: AHEAZ204

This course introduces the actions, indications,
contraindications, precautions, administration
routes, dosages and side effects of medications
that are commonly used inthe pre-hospital setting.

AHEA204 Paramedic Cardiology
(4 credit, 4 lecture; 0 lab) Prerequisite: AHEA202,
Corequisite: AHEA203

This course includes review of cardiovascular
anatomy, physiology, and pathophysiology and
the introduction to electrophysiology. The stu-
dent learns to monitor an electrocardiogram and
manage life threatening dysrhythmias and cardio-
vascular emergencies.
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AHEA205 Paramedic Clinical I
{4 credit, O lecture, 8 lab) Prerequisites: AHEA203 and
AHEA204

This activity provides supervised clinical experi-
ences in both hospital and pre-hospital settings.
Clinical rotations include emergency department,
advanced life support vehicle and respiratory
therapy.

AHEA206 Paramedic Medica

Emergencies ’
{3 credit, 3 lecture, 0 lab) Prerequisite: AHEA205,
Corequisites: AHEA207 and AHEA208

This course includes a review of medical and res-
piratory emergencies and introduces paramedic-
levelinterventioninthe neonatal, infant, pediatric,
adultand geriatric patient.

AHEA207 Paramedic Traumatic

Emergencies
(3 credit, 3 lecture, 0 lab} Prerequisite: AHEA205,
Coreguisites: AHEA206 and AHEA208

This course includes a review of traumatic emer-
genciesand introduces paramedic-level interven-
tion in the neonatal, infant, pediatric, adult and
geriatricpatient.

AHEA208 Paramedic Clinical II

" (3 credit, O lecture, 6 lab) Prerequisite: AHEA205,

Corequisites: AHEA206 and AHEA207

This continuation of supervised clinical experi-
encesinboth hospital and pre-hospital settingsis
intended to firrther develop and build paramedic
skills. Clinical rotations include an ICU elmergency
department, an advancedife supportvehicle, ge-
riatrics, pediatrics, labor and delivery, and a pSy-
chiatricunit,

AHEA299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies description on page 123,

ANTHROPOLOGY

ANTH260 Cultural Anthropology
(3credit, 3lecture, 0lab) Prerequisite: Apassing score on
the ASSET reading skills test

This course covers different cultures, particularly
preliterate ones, and includes food-gatheringand
settlement patterns, status and kinship systems,
economicand political organization, religion, lan-
guage, art, and special concepts and methods used
by cultural anthropologists.

ANTH299 Directed Study

{variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies description on page 123.

ARTS

ARTS118 Art Materials and
Methods Studio

{1 credit, .5 lecture, .5 lab) Prerequisites: None

This course examines the use of various materials
and techniques to make art objectsthrough films,
examples and demonstrations.

ARTS120 Introduction to Art
(2 credit, 1 lecture, 2 lab) Prerequisites: None

This course combinesinstructionin designtheory
and artappreciation with studio work in avariety
oftwo-and three-dimensional materials and tech-
niques.

ARTS122 Drawing I
(3 credit, 1 lecture, 3 lab) Prerequisites: None

This course includes instruction inthe basic draw-
ing techniques of contour, gesture, shading, pro-
portion and perspective. Studio work provides
drawing experiences using a variety of subjects
and materials,

ARTS123 Drawing IT
(3 credit, 1 fecture, 3 lab) Prerequisite: ARTS122

This course further develops the drawing tech-
niques of contour, gesture, shading and propor-




tionas theyapply to the humanfigure. Studentsuse
avariety of materials to draw figures and portraits
from models in the studio.

ARTS125 Painting 1

(3 credit, 1 lecture, 3 lab) Prerequisites: None

This studio course includes basic instruction in
color mixing and the techniques of painting with
oils or acrylics. Studio work is in the student’s
chosen medium.

ARTS126 Painting 11
(3 credit, 1 lecture, 3 tab} Prerequisite: ARTS125

This studio course emphasizes composition and
colortheory.

ARTS130 Ceramics I

(3 credit, 1 lecture, 3 lab) Prerequisites: None

This studio course includes instruction in the basic
materials, techniques, and aesthetics of working in
clay. Studiowork consists of forming, decorating
and glazing hand-built pottery and sculpture, and
anintroduction to basic techniques ofthrowing on
the potter'swheel.

"ARTS131 Ceramics 11

(3 credit, 1 lecture, 3 fab} Prerequisite: ARTS130

This studio course emphasizes further develop-
ment of hand-built and wheel-thrown forms and
exploration of decorating, glazing and firing tech-
niques,

ARTS150 Beginning Photography

(3 credit, 2 lecture, 2 lab} Prerequisites: None

This course introduces basic photographic tech-
niguesincluding camerause, developing, printing,
enlarging and matting of black-and-white photo-
graphs. _—

ARTS155 Advanced Black &

White Photography
(3 credit, 2 lecture, 2 lab) Prerequisite: ARTS150

This course is a continuation of ARTS150. It
expandsthe elementary principlesandskillslearned
to include methods of maniputating the finished
image, such as toning and techniques ofretouch-
ing, and the effects of exposure and development
on black-and-white films.

ARTS160 Introduction to
Graphic Design

{3 credit, 1 lecture, 3 lab) Prerequisites: None

This course introduces graphic design with an
emphasis on the Macintosh computerasa produc-
tiori tool. Students explore two-dimensional de-
sign, typography, logo development, and advertis-
ing layout. Students gain experience in solving
design problems using traditional tocls and tech-
niques and desktop publishing programs.

ARTS225 Art for the Elementary
Teacher: Lecture and Studio

(2 credir, 1 lecture, 2 lab) Prerequisites: None

This course combines instruction in the practice
and philosophy of teaching arts and crafts to
children with studio workin a variety of materials
and techniques suitable for their use.

ARTS227 Painting 111
(3 credit, 1 lecture, 3 lab) Prerequisite: ARTS 126

This studio course emphasizes exploration of tra-
ditional or experimental painting techniques.

ARTS228 Painting IV
(3 credit, 1 lecture, 3 lah) Prerequisite: ARTS227

This studio course emphasizes development of
individual expression.

ARTS230 Watercolor Painting
{2 credit, 1 lecture, 2 lah).Prerequisites: None

This course includes basic instruction in color
mixing and the techniques of painting with water-

7 color.

ARTS232 Ceramics 111
(3 credit, 1 lecture, 3 lab) Prerequisite: ARTS131

This studio course emphasizes making more com-
plex hand-built orwheel-thrown forms and learn-
ing kiln firing procedures.

ARTS233 Ceramics 1V
{3 credit, 1 tecture, 3 lab) Prerequisite: ARTS232

This studio course emphasizes refining formsand
develops knowledge of raw materials and glaze
formulation,
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ARTS250 Color Photography
(3 credit, 2 lecture, 2 lab) Prerequisite: ARTS150

This introduction to color photography covers
techniques of film development, color printing,
and color balance of color prints.

ARTS260 Graphic Design

Applications
(3 credit, 1 lecture, 3 lab) Prereqms:te ARTS160

Studentswork on advanced design problems cen-
tered around the production of a unified body of
work that is based on promoting a new company.
Students use both traditional tools and the com-
puterto design a complete promotional package
for a fictional company.

ARTS299 Directed Study

{variabie credit) Prerequisites: Written departmental
approval -

~ Seethe Directed Studies description on page 123.

AUTOMOTIVE
TECHNOLOGY

AUTO220 Engine Tune-Up/

Performance Update

(1 credit, 1 lecture, 0 lab) Prerequisite: Current Bureau
of Automotive Regulation certification in the area of
Engine Tune-up.

This courseisareviewand update of the operation,
diagnosis, and servicing of the following automo-
tive systems: 1) emission control systems, 2) com-
puterized engine control systems, 3} conventional
and advanced ignition systems, and 4) advanced
fuel management systems. Successful completion
of this course allows a technician to comply with
the requirements for continuing certification as
established by the Bureau of Automotive Regula-
tion.

AUTO221 Electrical Systems Update
(1 credit, 1 lecture, O lab) Prerequisite: Current Bureau
of Automotive Regulation certification in the area of
Electrical Systems

This course isareview and update ofthe operation,
diagnosis, and the servicing ofthe following auto-
motive electrical systeims: 1) starting and charging
systems including battery service, and 2) chassis
electrical systems including lighting, warning and
driverinformation systems.

AUTO0299 Directed Study

(variable credit} Prerequisite: Written departmental ap-

proval

See the Directed Studies description on page 123.

BIOLOGICAL SCIENCES

For each of the following science course. descriptions,
whenever the word “equivalent” Is used, it shall be
interpreted as meaning students must show evidence of
possessing similar academic background, knowledge
and skills as compared to the course for whrch the
equivalency is being sought.

BIOL100 Biological Science

{4 credit, 3 lecture, 2 lab) Prerequisites: Passing scoreson
the ASSET tests, Pre- or Corequisite: ENGL10O or
DVED175

This course provides a basic general educationin
some major biological sciences {botany, ecology,
geneticsand zoology) and a basis forrelation to the
total environment, enabling studentsto evaluate
their interest and potential in the biological sci-
ences.

BIOL103 Anatoiny and Physiology I
(5 credit, 4 lecture, 2 lab} Prerequisite: BIOL100

This course introduces basic structural and func-
tional aspects of the human body. The contribu-
tion ofeach body system to the total well-being of

theindividualand the interdependence ofthe body -

systems are emphasized. Specifictopics include
anatomical terminology, chemical basis of life,
cells, tissues, cellular metabolism, integumentary
system, skeletal system, muscular system, and ner-
vous system. Emphasis is placed on homeostatic
mechanisms whenever feasible. Laboratery exer-
cises include dissection and physiological experi-
ments pertinent to thelecture topics covered.



BIOL110 Botany
(4 credit, 3 lecture, 2 lab) Prerequisite: BIOL100

This survey of the plant kingdom includes plant
structure, classification and ecological relation-
ships. Students have an opportunity to submita
collection fromthe local loraand special attention
is given to taxonomic principles and collection
procedures along withthe use of plantkeys. Much
of the class is spent out-of-doors.

BIOL115 Zoology
(4 credit, 3 lecture, 2 lab) Prerequisite: BIOL100

This course is a general survey of the animal
kingdom including comparative studies of the
structure, function and behavior of representa-
tives of animal groups. The anatomy and physiol-
ogy of the human is emphasized in the study of
mammals.

BIOL121 College Bioclogy 1

{4 credit, 3 lecture, 2 lab) Prerequisites: Passing scores on
the ASSET tests, Pre- or Corequisite: ENGLIOO or
DVED175 :

This is the first part of a two-semester college
biology sequence designed for students planning
to transferto a four-year college or university. This
part of the course emphasizes a review of the
metricsystem, prokaryotes, cell structure and func-
tion, plant life, and ecology. The laboratory por-
tion of this course provides students with the
opportunity to experience and participatein hands-
on exercises which emphasize learning through
doing and learning from the experience of others.

BIOL122 College Biology I1
(4 credit, 3 lecture, 2 lab) Prerequisite: BIOL121

Thisis the second partofthe two-semester college
biology sequence. Topics covered include chem-
istry, cellular respiration, genetics, and the sys-
temic approach to animal diversity.

BIOL.201 Microbiology
(4 credit, 3 lecture, 2 lab) Prerequisites: BIOL100 and
PHYS101 or CHEM105 or CHEM220

This course is a study of the biology of various
microorganisms including viruses, bacteria, fungi,
and protozoa and offers the opportunity to ob-
serve the roles of these organisms in health and
disease and theirimpact on everyday life. Labora-
tory exercises provide hands-on opportunities to
grow and work with avariety ofliving microorgan-
ism.

BIOL203 Anatomy and

Physiclogy 11

{4 credit, 3 lecture, 2 lab) Prerequisite: BIOL103 or an
equivalent laboratory cotrse

This continuation of BIOL103 covers the special
senses, thedigestive system, the endocrine system,
the respiratory system;, blood, the cardiovascular
system, the lymphaticsystem, the urinary system,
water and electrolyte balance, the reproductive
system and human genetics. Laboratory exercises
are performed throughout the semester and re-

lated clinical applications and pathophysiologyare .

discussed when appropriate. Homeostaticmecha-

nisms pertinent to current lecture topics are em-,

phasized and the course offers the opportunity to
observe a human cadaver display.

BIOL208 Nature Study

(4 credit, 2 lecture, 3 lub) Prerequisites: None

This field course provides a background of infor-
mation enabling recognition of and some knowl-
edge about many of the common plants and ani-

mals found in the local area. The laboratory used -
" isthe out-of-doors. '

BIOL299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123,
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BUSINESS
ADMINISTRATION

BUSNI135 Introduction fo Business

(3 credit, 3 lecture, 0 lab) Prerequisites: Norte

This course provides an overview of American free
enterpriseanditsfunctions and the role of business
asaninstitution in society from both an historical
and contemporary perspective. Topics include
business organization, management, marketing,
finance, legal and regulatory environment, and
global opportunities.

BUSN200 Legal Environment

of Business
{3 credit, 3 lecture, Q lah) Prerequisites: None

Thisintroductiontothe legal system and the com-
monbodyofknowledge asit relates to the environ-
ment of business emphasizes business relations
with society and government.

BUSN251 Customer Relations
{2 credit, 2 lecture, 0 lab) Prerequisites: None

This course explores theways and means of making
good first impressions, maintaining satisfaction,
commuinicating effectively, handling complaints,
and avoiding mistakes which offend cusfomers
and emphasizes face-to-face and telephone con-
tacts. This course is normally offered only in spring
semesters.

BUSN253 Principles of Investment

{3 credit, 3 lecture, 0 lab) Prerequisites: None

This introduction to the securities market gives
special attention to corporate securities, mutual
funds, various financial instruments, security analy-
sis and portfolio development.

BUSN260 International Business

3 credi;f, 3'lecture, 0 lab} Prereqiiisites: None

This courseis an overview ofinternational business
with afocus onhow American firms function in the
economic, social, cultural and political environ-
ments outside the US.

BUSN283 Business Strategy & Policy
(3 credit, 3 lecture, 0 lab) Prerequisite: This course should
be taken during a student’s final semester. Whitten
instructor approval is required.

This course combinesthe fundamental knowledge
and skills relating to the various business finc-
tional specialties previously learned. As such, this
course becomes a capstone, a culmination of both
experiences and education. The approach is from
the point of view ofa general manager, ratherthan
froma functional (marketing, finance, etc,) point.

BUSN292 Field Experience

{4 or 5 credits, 0 lecture, 0 lab or 5 credit, 0 lecture, 0
lab} Prerequisites: 30 credits, a 2.0 GPA and departmen-
tal approval according to department standards

Enrolled students hold jobs related to their busi-

ness field of study. Performance on the job is
monitored and guided by the employerand college
personnel. Attendance at one-hour weekly semi-
nars, four hours per credit per week of work
experience, and submission of a final report are
required.

BUSN292 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123,

MGMT235 Small Business

Management
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course coversihe processes and problems an
entrepreneur encounters in starting a business
venture and also examines the management prac-
tices necessary forrunning a successful enterprise.

MGMT237 Management
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course covers, in detail, the managerial pro-
cess, the purposes of organizations and how they
function, and human behavior as it relates to
organizations. :




MGMT250 Organizational Behavior
(3 credit, 3 lecture, 0 lab) Prerequisites: None

~ This course provides a background in human
relations and behavior of individuals within an
organizational environment, with emphasis an
social and group influences.

MGMT299 Directed Study
(variable credit) Prerequisite: Writien departmental ap-
proval

Seethe Directed Studies description on page 123.

MRKT233 Principles of Marketing
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This introduction to marketing {the movement of
goods and services from producer to consumer}
emphasizes the behavior of buyers in the market-
place and the major functions of marketing and
their impact on the national and international
economy. This course is normally offered only in
fall semesters. .

MRKT234 Retailing
(3 credit, 3 lecture, O lab) Prerequisites: None

This introduction to retailing includes buying and
promoting, pricing, stocking goods, dealing with
customers, and the process of setting up a retail
firm.

MRKT248 Advertising

(3 credit, 3 lecture, 0 lab) Prerequisites; None

This course examines the role of advertising in
society, the creation and planning of advertising,
and effective promotional activities.

MRKT299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description onpage123.

CHEMISTRY

CHEM105 Iniroductory Chemistry
{4 credit, 3 lecture, 2 lab) Prerequisites: None

This course covers the basic topics of inorganic
chemistryincluding metrics, types ofbonds, gases,
chemical reactions, solutions, acids, bases and
salts.

CHEM?220 Cellege Chemistry I
(5 credit, 4 lecture, 2 lab} Prerequisites: None

This course covers the basic topics of inorganic
chemistry and includes atomic models, nuclear
chemistry, compound formation, stoichiometry,
gaslaws, solutions, reaction rates, acidsand bases.
This course is normally offered only in fall semes-
ters PHYS101 or oneyear of high school chemistry
isarecommended prerequisite.

CHEMZ221 College Chemistry II
(5 credit, 4 lecture, 2 lab) Prerequisite: CHEM105 with
a B+ or higher grade or CHEM220

This course covers the basic topics of organic
chemistry including alkanes, alkenes, alkynes,
alcohols, ethers, phenols, thiols, amines, carboxy-
licacidsand esters. Time permitting, brieflectures
are given on lipids, carbohydrates and proteins.
This course is normally offered only in spring
semesters.

CHEM299 Directed Study

{variable credit) Prerequisite: Writien departmental ap-
proval

Seethe Directed Studies descriptiononpage 123.

COMMUNICATIONS

COMM125 Elementary American
Sign Language 1 |
(3 credit, 3 lecture, 0 lab} Prerequisites: None

This course provides students the opportunity to "

learn sign-language skills. It covers learning the
alphabet, numbers and words, and interpreting
sentences, songs and stories.

Course
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COMM126 Elementary American
Sign Language II
(3 credit, 3 lecture, 0 lab) Prevequisite: COMM125

This continuation of COMM125 further develops
the student’s ability to sign words, numbers, sen-
tences, songs and stories.

COMM160 Journalism
(3 eredit, 3 lecture, O lab} Prerequisites: None

This introductory course covers the basic tech-
niques inwriting, the principles of effective news
writing, and a survey of newsroom organization
and offers practical experience through labora-
torysessions.

COMM210 Speech
(3 credit, 2 lecture, 1 lab) Prerequisites: None

This introductory course in public speaking pro-
vides practice in speaking with interest and pur-
pose before an audience. Bypresenting a series of
brieftalks before peers, students become familiar
with the basic principles of speech organization,
preparation and delivery.

COMM225 Advanced Ametican
Sign Language I
(3 credit, 3 lecture, 0 fub) Prerequisite: COMM126

This course provides students the opportunity to
learnadvanced sign-language skills. Students build
on vocabulary and syntax by interpreting sen-
tences, songs, and pantomime stories by practic-
ing in class.

COMM226 Advanced American

Sign Language II
(3 credit, 3 lecture, 0 lab) Prerequisite: COMM225

This continuation of COMMZ225 further develops
and builds vocabulary and syntax, Students dem-
onstrate competencies by interpreting sentences,
songs and stories inclass.

COMM299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval : ‘

Seethe Directed Studies description on page 123.

COMPUTER
INFORMATION
SYSTEMS

CMIS100 Keyboarding

(1 credit, O lecture, 2 lab) Prerequisites: None

This open-lab course is an introduction to the
computer keyboard. The concept of typing the
alphabet, numbers, and symbols by touch is
stressed. :

CMIS101 Computer Literacy

(2 credit, 1lecture, 2 lab) Pre- or Corequisite; CMIST00
or deparimental approval

This lecture and laboratory course is an intro-
duction to computers as a basic tool. Empha-
sis will be on file management and word
processing software. E-mail, Internet, spread-
sheet, and database software will also be
introduced.

CMIS102 Introduction o Windows
{1 credit, 0 lecture, 2 {ab) Prerequisite: CMIST00

This course teaches students the fundamentalsand
skill necessary to adequately use Windows.

CMIS105 Typing I
(3 credit, 3 fecture, 1 lab) Prerequisite: CMIS101

This course is an introditction to and amastery of
the computerkeyboard (including the 10-keypad),
Correct techniques are emphasized along with
speed and accuracy development. Students learn
to formatletters, memos, tables and reports using
word processing software. Basics of grammarand
punctuationare introduced.

CMIS110 Introduction to Internet
(1 credit, 1 lecture, 1 lab) Prerequisite: CMIS101

This course helps students acquire the conceptual
background and skills to become Internet literate.
Students will focus on describing Internetterms,
how the Internet has changed the world and the
future of the Internet, communicating and re-
searching using the Internet, and using multimedia
capabilities,
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CMIS115 Introduction to Computer

Information Systems
(3 credit, 2 lecture, 2 lab) Prerequisites: CMIS101 and
a passing score on ASSET reading skills test

This course covers basic concepis, principles and
functions of the computer system, history and
evolution ofthe computer and its current role in
saciety. The function ofapplications software and
anintroduction to the use of standard applications
software including word processing, spreadsheets,
databases, and BASIC programming are included.

CMIS120 Computer Applications

in Health Cazre
{3 credit, 2 lecture, 2 lab) Prerequisites: None

This course introduces nursing and allied health
students to computer applications in health care
and emphasizes basic computer literacy skillsand
hospital applications of computers. Students ex-

_amine the use of computers in health care and the

impact of technology on health care delivery.
Course topics include computer hardware and
software, computer applications in health care,
future trends and ethical issues. Lab experience
provides an opportunity to interact with a com-
puter using various software packages.

CMIS125 Introduction to PCs

and Spreadsheets
(1 credit, 0.5 lecture, 1 fab) Pre-or Corequisite: ACCTT15

This course provides a brief introduction to the
Windows operating environment used on per-
sonal computers and to the application of current
spreadsheetsoftware used by business and indus-
try. Students are involved with problem solving
and proper spreadsheet planning and develop-
ment techniques for later use with spreadsheet

" accounting applications.

CM15130 Introduction to
Programming and Logic

(3 credit, 2 lecture, 2 lab) Prerequisites: CMIS101 and a
passing score on ASSET numerical skills test

This course investigates problem solving using
both QuickBASIC and Visual Basic. Emphasisison
decisions, looping, functions, arrays and format-
ting. Planning, testing, debugging and style are
also examined.

CMIS135 Typewriting Improvement
(2 credit, 2 lecture, 0.5 lab) Prerequisite: CMIST00 or
CMIS105

This course is for students wishing to improve
typewriting speed and accuracy and includes pre-
testing, diagnosing problem areas, typing exten-
sive drills and posttesting onthe microcompuier.

CMI5140 Typing 1T
(3 credit, O lecture, 4 lab) Prerequisite: CMIST05

This open-lab course develops speed-building and
production techniques focusing on formatfing
and proofteading. Correspondence, reports, tables
and forms are prepared using WordPerfact. -

CMIS145 Speed Writing 1
(3 credit, 3 lecture, 1 lab) Prerequisite: CMIST05

This course teaches a working knowledge of an
alphabeticspeed writing system and develops skills
inreading and fluency in writing and taking dicta-
tion. This knowledge can be applied to a profes-
sional setting or personal tasks.

CMIS150 Speed Writing II
(3 credit, 3 lecture, 1 lub} Prerequisite: CMIST45

This course reviews all speed writing principles.
The concentrationis on speed building, new-mat-
ter dictation and mailable transcription.

CMIS152 Refresher Course in

Gregg Shorthand ]
{2 credit, 2 lecture, 1 Iab) Prerequisite: Shorthand expe-
rience ‘

This courseis for students who need reviewin the
theory of Gregg Shorthand with emphasis on basic
alphabetic principles, word beginnings and end-
ings, blends, brief forms, and phrases. Students
also take dictation and transcribe.

CMIS155 Business Mathematics
(3 credit, 3 lecture, (t lab) Prerequisite: A passing score
on ASSET numerical skills test

This course deals with practical application of
mathematics concepts and fundamentals in busi-
ness situations. Topicsinclude retail, accounting,
finance and statistics. Many of the problems deal
with solvingequations through algebraicmethads
so students must have some algebrabackground.
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CMIS156 Microsoft Word
(1 credit, 0 lecture, 2 lab) Prerequisite: CMIST0T or

T CMIS102

This open-lab course provides an introduction to
Microsoft Word. Students create, edit, and print
documents,

CMIS8157 Microsoft Excel
(1 credit, 0 lecture, 2 lab} Prerequisite: CMIS101 or
CMIsTo2

This open-lab course provides anintroduction to
Microsoft Excel. Students create and edit
worksheets and charts.

CMIS158 Microsoft Access
{1 credit, Q lecture, 2 lab} Prerequisite: CMIS101 or
CMIS102

This open-lab course provides anintroduction to
Microsoft Access. Students create and manipulate
databases.

CMIS159 Microsoft PowerPoint
{1 credit, O lecture, 2 lab) Prerequisite: CMIS101 or
CMIS102

This open-lab course provides an introduction to
Microsoft PowerPoint. Students create, editand
run slide show presentations.

CMIS160 Introdu;:tion )
to WordPerfect for Windows

{1 credit, 0 lecture, 2 lab} Prerequisite: CMIS101 or

CMIS102

This open-lab course provides experience using
beginning features of WordPerfect for Windows.

CMIS5165 Intermediate
WordPerfect for Windows

© (1 credit, 0 lecture, 2 lab) Prerequisite: CMIS105 or

CMIS160

This open-lab course provides experience using
intermediate features of WordPerfect for Win-
dows. Students should have abasicknowledge of
WordPerfect for Windows.

CMIS170 Advanced

WordPerfect for Windows
(1 credit, O lecture, 2 lab) Prerequisite: CMIS165

This open-lab course provides experience using
advanced features of WordPerfect for Windows.
Students should have a broad knowledge of
WordPerfect for Windows.

CMIS175 Microcomputer
Applications
(3 credit, 2 lecture, 2 lab) Prerequisite: CMIS101

Standard business problems are considered using
various software applications. Word processing,
spreadsheet, database, and presentation software
areintroduced, Throughoutthe course, students
prepareand presentbusiness reports and analyze
and chart data.

CMIS180 Business

Communications I
(3 credit, 3 lecture, 0 lab) Prerequisite: CMIS105

This course develops basic communication skills
through areview of language structure with atten-
tion given to the basics of writing, English for
business use, vocabulary, punctuation, capitaliza-
tion, spelling and numbers.

CMIS185 Business

Communications II
(3 credit, 3 lecture, 0 lab) Prerequisite: CMIS180

This course focuses on human relations, proper
and concise word usage, the formation of effective
sentences and paragraphs, and planning tech-
niques for writing effective correspondence in
business. Students use the computer fo complete
their assignments and communicate through elec-
tronicmail.

- CMIS190 Records Management

(3 credit, 3 lecture, 1 lab) Prerequisite: CMIST75

This course presents the principles of the alpha-
bétic, numeric, geographic, and subject systems of
records management: records maintenance, deci-
sion-making, and career opportunities in the
records management field. Students complete
projectsusing database software on the computer.




CMIS200 Typing III
{3 credit, 0 lecture, 4 lab) Prerequisite: CMIS140

This open-lab course develops continued speed-
building techniques and advanced-production
typewriting techniques focusing on formatting
and proofreading. Correspondence, reports, tables
and forms are prepared using WordPerfect soft-
ware. .

CMIS205 Legal Terminology
(3 credit, 0 lecture, 4 lab) Prerequisites: None

This open-lab courseis astudy oflegal terminology
which is designed to assist legal secretarial and
paralegal students in mastering legal terms. With
an understanding of basic terms, students are
prepared to pursue additional education in the
legal environment.

CMI5210 Legal Office Procedures
{3 credits, 0 lecture, 4 lab) Prerequisites: CMIS105 and
CMIS205

This open-lab course focuses on the duties and
responsihilities ofthose working in the legal envi-
ronment while being introdiiced to the legal sys-
tem. Courtand client documents and reports are
prepared.

CM15215 Medical Terminology
(3 credit, O lecture, 4 lab) Prerequisites: None

This open-lab course is a study of medical terminol-
ogy and assists medical secretarial, nursing and
science students in mastering medical terms. Stu-
dentsare prepared to pursue additional education
inthe medical environment.

CMIS220 Medical Office Procedures
{3 credit, 0 lecture, 4 lab) Prerequisites: CMIST05 and
CMIS215

This open-lab course focuses on the duties and
respousibilities of those working in the medical
environmentwhile being introduced to the proce-
dures ofthe medical profession. Students develop
amarketable skill inthe use of computer software
for the medical office. .

CM15225 Voice Transcription:

Business
(3 credit, O lecture, 4 lab) Prerequisite; CMIS200

This open-lab course stresses development ofbusi-
nesstranscription skiliswiththe operation of cas-
sette tape transcribers at the computer. Typing
proficiency, grammar and punctuation, and proof-
reading skillswhile creating business documents
are emphasized.

CMI5230 Voice Transcription:
Legal

{3 credit, O lectyre, 4 lab) Prerequisites: CMIS200 and
CMIS205

This open-lab course develops legal transcription
skills using a casseite tape transcriber at the com-
puter, Typing proficiency, grammar, punctuatiom,

.and proofreading skills while creating legal docu-

ments are emphasized.

CMIS235 Voice Transcription:

Medical
(3 credit, O leciure, 4 lab) Prerequisites; CMIS200 and
CMIS215

This open-lab course develops medical transcrip-
tion skills using a cassette tape transcriber at the
computer. Typing proficiency, grammar, punc-
tuation, and proofreading skills while creating
medical documents are emphasized,

CM1I8240 Business Calculators
{3 credit, O fecture, 4 lab) Prerequisites; CMIS155 and
CMIS125 or-CMIS157 or CMIS175

This open-lab course emphasizes business math
concepts. Students are introduced to the elec-
tronic calculator and micro-numeric keypad using
Excel spreadsheets.

CM1S245 Advanced Document

Processing
(3 credit, 0 lecture, 4 lab) Prerequisite: CMIS175

This open-lab course provides experience using
beginning through advanced features of Microsoft
Word. Desktop publishing is introduced.

Cotrse
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CMIS250 Microcomputer

Spreadsheets
(3 credit, 2 fecture, 2 lab) Prerequisite: CMIS175

Thisintroduction to electronicspreadsheets using
microcomputers covers popular spreadsheet ap-
plications using Microsoft Excel. Basic spread-
sheetdesign, problem solving, functions, and chart-
ing are investigated.

CMIS255 Microcomputer

Database Applications
{3 credit, 2 lecture, 2 lab) Prevequisite: CMIS175

This course introduces the concepts of database
management and the application of a typical data-
base system invarjous business applications iising
Microsoft Access.

CMIS260 Advanced

Microcomputer Applications
(3 credit, 2 lecttire, 2 lab) Prerequisites: CMIS250 and
CMIS255

The use of integrated software applications is
investigated using the Microsoft Office applica-
tion. More advanced functions of Word, Excel,
Access, and PowerPoint are investigated individu-
ally through integration techniques.

CMI8265 Systems Concepts/Design
{4 credit, 2 lecture, 4 lab) Prerequisite: CMIS260

This course details systems development method-
ology as applied to the analysis, design and imple-
méntation of manual and computerized systems
and offers the opportunity to participate in the
analysis and design ofa simulated business system.
Cotnrsetopicsincdude the roleof the system analyst;
system investigators; design of systems output,
files, processing and controls; project manage-
mentand implementation,

CMIS5270 Office Administration
{3 credit, 3 lecture, 1 lab) Prerequisites: CMIS140 and
CMIS175

This course emphasizes advanced-level office ad-
ministration concepts needed in business and in-
dustry. Communications, information systems,
presentation software, administrative support,
huinan relations, time management, ethics, tele-
communications, and professional development
are stressed.

CMIS275 Desktop Publishing/

WordPerfect
(1 credit, 0 lecture, 2 lab) Prerequisite: CMIST165

This open-lab course provides experience in pro-
ducing documents with text and graphics using
WordPetfect. Good design of documents is em-
phasized in addition to the mechanics of produc-
ing the document. Documents produced include
reports, flyers, newsletters, graphs, charts, letter-
head, brochures, business cards and certificates,

CMIS276 Desktop Publishing/

Microsoft Word
{1 credit, 0 lecture, Z lab} Prerequisite: CMIS156 or
CMIS200

This open-lab course provides experience in pro-
ducing documents with text and graphics using
Microsoft Word., Good design of documents is
emphasized in addition to the mechanics of pro-
dfzcing the document. Documents produced in-
clude reports, flyers, newsletters, graphs, charts,
letterhead, brochures, business cards, and certifi-
cates.

CMIS280 Desktop Publishing/

PageMaker
{3 credit, 2 lecture, 2 lab) Prerequisite: CMIST15

Students learn the basics of graphic design and
create reports, brochures, advertisements, and
newsletters using PageMaker software.

CMIS290 Field Experience
(3 credit, O lecture, 0 lub} Prerequisite: Whritten depart-
mental approval

This course consists of a carefully planned coop-
erative work experience in the office. Students
must complete 12 hours per week of approved
work experience arranged by the instructor and
show evidence of satisfactory progress through
employerreports and instructorvisits to the office
site.




CMIS292 Field Experience
{4 or 5 credit, 0 lecture, 0 lab) Prerequisite: Written
departmental approval )

This course consists of a carefully planned coop-
erative work experience in the office. Students
must complete 16-20 hours per week of: approved
work experience arranged by the instructor and
show evidence of satisfactory progress through
employerreportsand instructorvisitsto the office
site.

CM1IS299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies description onpage 123.

CONSUMER EDUCATION

CONSOSB Basic Income Tax

Preparation
(5 credit, 5 lecture, 1 lab) Prerequisites: None

This H & R Block income tax course enables stu-
dents with no prior knowledge to begin to gaina
solid, working understanding of the intricacies

surrounding most income tax returns through,

illustrated lectures, discussions and the practical
use oftax forms. There are 27 three-hour classes.
Studentswho successfully complete the course are
awarded the H &R Block certificate of achievement.
The five credithours may be used only for general
credit and are not applicable to any business re-
quirement for one- to two-year business curricula.

CONS299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.

COSMETOLOGY

COSM100 Introduction to

Cosmetology

(3 credit, 3 lecture, O lab) Prerequisites: Completed and
registered state board registration formwith registration
fee and passing score on ASSET reading skills test

This course is an orientation to the science of
cosmetology and includes cosmetology laws and
rules, sterilization and sanitation techniques and
policies, the study of bacteriology pursuant to
sterilization and sanitation, basic hair shaping and
finger waving, shampoos and rinses, and scalp
treatments.

COSM101 Beginning Hairstyling
(3 credit, 3 lecture, 0 lab) Prerequisite: COSM100

This course provides the basic theory of pin curl
and roller placements and pin curl and roller
setting patterns and covers style selection, curl
placement, comb-outtechniques, manicuring, and
the correctuse and care of all cosmetology equip-
ment.

COSM102 Beginning Hair Cutting

and Permanent Waving Theory
(3 credit, 3 lecture, 0 lab) Prerequisite: COSM101

This course provides further theoretical training in
the basic art of hairstyling and introduces basic

hair cutting, permanent waving and chemical hair -

relaxing. The course also covers basic electrical
theoryasitrelatés to cosmetology; theuseand care
of thermal and specialized electrical equipment;
and theory pursuant to the care, styling and fitting
of wigs and other hair goods.

- COSM103 Beginning Hair

Coloring and Professional

Development Theory
(3 credit, 3 lecture, 0 lab) Prerequisite: COSM 102

This course covers the basics of hair coloring and
anatomy and physiology as related to cosmetol-

ogy.
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COSM110 Introduction to

Cosmetology Lab
(4 credit, Q lecture, 8 lab) Corequisite: COSM100

'This course provides laboratory experiencesinthe
science of cosmetology andincludes cosmetology
laws and rules pursuant to sterilization and sanita-
tion practices, procedures and policies. Students
perform basic techniques used in hair shaping,
finger waving, shampooing and hair rinses, and
scalp and hairtreatments and learn the safe use and
care of all materials, implements and equipment
used in the basic techniques.

COSM111 Beginning
Hairstyling Lab
{4 credit, 0 lecture, 8 lab) Corequisite: COSM101

This course provides further [aboratory experi-

ence infingerwaving, shampooing and scalp treat--

ments and emphasizes pin curls, roller placements,
setting patterns, and comb-out and manicuring
techniques and procedures. Safety and samtary
techniques and procedures are stressed.

COSM112 Beginning Hair Cutting
and Permanent Waving Lab
(4 credit, 0 lectire, 8 lab) Corequisite: COSM102

This course provides further laboratory experi-
ences in hasic hairstyling and introduces haircut-
ting, permanent waving, chemical hair relaxing
and thermal styling. Basic electrical theory as it
relates to cosmetology is applied and the use of
thermal and specialized electrical equipment is

. practiced.

Il
This course provides further laboratory experi-
encesinallbasicareas coveredinpreceding courses
and introduces basic hair coloring procedures,
products, and techriques.

-

COSM113 Beginning Hair Coloring

and Professional Development Lab
{4 credit, 0 lecture, 8 lab} Corequisite: COSM103

¥

COSM200 Advanced Hairstyling
(3 credit, 3 lecture, 0 lab) Prerequisite: COSM103

This course provides an introduction to cosmetic
chemistry, facial treatments and facial makeup and
areview of and further theoryin advanced hairstyl-
ing and haircuotting techniques. Methods of orga-
nization and operation ofa dispensary and labora-
tory are also reviewed.

COSM201 Advanced Hair Coloring

and Permanent Waving
(3 credit, 3 lecture, 0 lab) Prerequisite: COS‘MZOO

This course isa continuation of advanced hairstyl-
ing with special emphasis on basicand advanced
hair coloring techniques and principles. The study
of trichology as it pertains to hair coloring and
hairstyling isalso introduced.

COSM202 Advanced Hairstyling II
{3 credit, 3 lecture, O lab) Prerequisite: COSM201

This course reviews and continues to develop
theoretical skills and knowledge in permanent
waving. Salon management is introduced with
special emphasis given to personal and profes-
sional development,

COSM203 Cosmetology Salon
Management and Board

Review Theory
(3 credit, 3 lecture, 0 lab) Prerequisite: COSM203

This course provides further training in salon
managementtechniques and a completeteview of
all the theory covered in both the 100- and 200-
level theory classes. The course prepares students
forthe State Board Theory Licensing Examination.

COSM210 Advanced
Hairstyling Lab
(5 credit, 0 lecture, 10 lab} Corequisite: COSM200

This course provides laboratory practice in ad-
vanced hairstyling and haircutting techniques and
dispensary and laboratory operation and organi-
zation and introduces skin care, facial makeup and
facial treatment technigues.




COSM211 Advanced Hair Coloring

and Permanent Waving Lab
{5 credit, O lecture, 10 lab} Corequisite: COSM201

This course provides further laboratory experi-
ences in advanced hairstyling with emphasis on
hair coloring and the use of trichology in relation-
ship to the application ofall products used inthe
cosmetologyindustry.

COSM212 Advanced

Hairstyling Lab II
{5 credit, 0 lecture, 10 fab) Corequisite: COSM202

This course provides further laboratory experi-
ences and the development of the technical skills of
hairstyling; haircutting; coloring; permanent wav-
ing; and hair, skin and nail care. The use of
techniques and theories gained through the study
of trichology are stressed and personal and profes-
sional development techniques are practiced.

COSM?213 Salon Management

and Board Review Lab
{5 credit, 0 fecture, 10 lab) Corequisite: COSM203

“This course provides practical training in salon

management techniquesand professional ethicsin
the laboratory setting and reviews all practical
experiencesto prepare students forthe State Board
of Cosmetology Licensing Examination. Special
emphasisis placed onthe pre-board examination.

COSM250 Cosmetology

Instructional Internship
(16 oredit, 9 lecture, 22 lab) Prerequisites: Written
departmental approvat and current cosmetology ficense

This tutorial course is taught in an active school
setting, giving experience in a variety of training
situations. Onestudentis enrolled atatime andis
expected to devote approximately 28 hours per
weelthroughoutthe 18-week course. Emphasisis
onmethods ofpresentation, record keeping, safety,
regulations, and customer/student relations.

COSM299 Directed Study
(variable credit) Prerequisite: Whitten departmental ap-
proval

Seethe Directed Studies description onpage 123.

CRIMINAL JUSTICE

CRIM100 Introduction to

Criminal Justice
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course provides a broad overview of the
history and scope of the American criminal justice
system primarily through a descriptive survey of
the agencies and processes involved in the admin-
istration of criminal justice. The cotrse empha-
sizes historical, constitutional {legal) and political
considerations. Criminal justice is analyzed asa
system, with emphasis on the problemsand pros-
pects for change.

CRIM110 Introduction to

Corrections
(3 credit, 3 lecture, O lab) Prerequisites: None

This course provides a broad overview of the
American corrections system and presents an ex-
planation of the various goals of corrections in-
cluding incapacitation, retribution, deterrence,
rehabilitation, and reintegration. Specific cover-
age ofthe development of correctionalideologies
from early historytothe modern eraand how those
ideologies were reflected invarious types of pro-
srams s provided. Additional attentionisgivento
the legal issues and processes which move an
individual in and out of the system and how civil
rights decisions have influenced the continuing
development of corrections.

CRIM115 Stress Management for

Correctional Officexs
(1 credit, 1 lecture, O lab) Prerequisites: None

This course focuses on the physical and psycho-
logical effects of a criminal justice career on the
practitioners and their families. Avariety ofstress
management strategies and techniques are dis-
cussed, and students demonstrate those most
appropriate for them.
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CRIM120 Corrections

Institutions/Facilities
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course provides a concentrated overview of
correctional institutions and facilities. Itis prima-
rily for studentsintending to pursue acareerinthe
criminal justice systemand those already employed
within the system. The course is also relevant to
students pursuing a social science orientation.
Students explore federal, state, county, and local
facilities including maximum-, close-, medium-,
and minimum-custody facilities, ltaddresses com-
munity facilities and coeducational facilities and
the safetyand security requirements and consider-
ationsrelatedto each. Constitutional and manage-
rialissues are stressed. The course includes histori-
cal developments, philosophy, sociological con-
ceptsand definitions and their application,

CRIM125 Police Administration

and Operations
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course is for students pursuing careers in
criminal justice or those already employed within
thesystem. Itexploresthe evolution ofadministra-
tive theorywith speciat emphasis onits impactand
application atthe operational leve] of law enforce-
mentagencies,

CRIM130 Criminal Investigation
{3 credit, 3 lecture, 0 lab) Prerequisites: None

This course covers the basic principles of modern
criminal investigation techniquesincluding crime
scene search, collection and preservation of evi-
dence, follow-up investigation, police criminalistics,
and court preparation and testimony.

CRIM135 Report Wiriting for
Line Officers
{1 credit, 1 lecture, 0 lab} Prerequisites: None

This course focuses on and provides the skills
needed forthe proper completion offorms usedto
document prisoner misconduct and other signifi-
canteventsin a criminal justice setting.

CRIM136 Communication in

Criminal Justice
(3 credit, 3 lecture, 0 fab) Prevequisites: None

This course addresses the communication needs of
persons working in the field of criminal Jjustice. It
approaches communication as a continuing pro-
cess of recetving and transmitting information
between individuals, groups, and agencies. The
course focuses on the unique responsibilities of
line officers to perceive, evaluate, document, and
disseminate information in avariety of mediums.
Students examtine the relationship between oral,
written, and multimedia communication and their
appropriate use in criminal justice environments,
The course is-applicable for all crimina justice
students.

CRIM137 PPCT Defensive Tactics

{2 credit, 1 lecture, 2 lab) Prerequisites: None

This courseis designed to mect MLEQTC require-
ments for defensive tactics to prepare correctional
officer training students for employmentatalocal
corrections facility.

CRIM138 Emergency

Intervention Techniques
(2 credit, 1 lecture, 2 lab) Prerequisites: None

This course addresses the essentials ofresponding
appropriately to awidevariety of crisis situations
inacustodial environment. It balances the unique
needs of custody, care and control requiredin jail
settings where the law, conflicting interests, hu-
man emotions, and discretion often colide. The
course approaches various crisis situations as only
one stage ina continuum of events and decisions
whichcanbe effectivelymanaged to redirce trauma
forall parties involved.

CRIMZ210 American Criminal Law

{3 eredit, 3 lecture, 0 lab) Prerequisites: None

This course isforstudents seeking employmentin
the criminal justice system, It covers the historical
development and philosophy of criminal law in-
cluding legal definitions and concepts and their
applicationto the criminal justice system,
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CRIM220 Legal Issuesin Corrections
(3 credit, 3 lecture, (t lab) Prerequisites: None

This course provides an overview of state and
federal law related to corrections with emphasis on
constitutional issues and remedies forviolations of
rights. A wide range of policy considerations
behind corrections law and administrative proce-
dures are covered, Leading cases and court deci-
sions and theirimpacton corrections are explored.

CRIM230 Juvenile Delinquency
(3 credit, 3 lecture, O lab) Prerequisites;: None

This introductory course is for students interested
oralready employed inthe criminal justice system.
It includes theories of delinquency causation, ex-
amination of the family relationship and juvenile
delinquency, the juvenile justice system, and delin-
quency prevention programs.

CRIM235 Parole, Probation and
Community Corrections

(3 credit, 3 lecture, 0 lab) Prerequisite: CRIMT00 or
CRIMTIO

This course reflects the criminal justice system’s
recentfocus onintervention and prevention strat-
egies for people who are at high risk for criminal
behavior. Students are exposed to innovative
community corrections programs emplaying tech-
nological advances and more traditional commu-
nity resources. Examination ofthe roles and capa-
bilities offederal, state, and local agenciesis cen-
tral.

CRIMIZ240 Introduction to

Security Systems
(3 credit, 3 fecture, 0 lab) Prerequisites: None

This course is for students employed orinterested
in a career in the broad field of public and private
security administration. Topics range fromappli-
cation oftechnology to management styles affect-
ingloss prevention.

CRIVI250 Client Relations

in Corrections
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course examines the dynamics of human
interaction within correctional facilities. Human
relations in general are presented o establish a
basis for more specific examination of the unique
and complex situation found in corrections. The
meaning and impact of culture and the causes and
influence of prejudice on clients and corrections
staff is explored. Discussion focuses an values,
ethics and professional responsiveness.

CRIMI260 Client Growth and

Development
{3 credit, 3 lecture, 0 lab) Prerequisites: None

This course provides an understanding of and
sensitivity to the motivations and behaviors of
correctional clients. Students reviewthe general
factors believed to be influentialin human develop-
mentthen analyze specific problems of prisoners.
The courseincludes prevention theories and inter-
vention and treatment strategies.

CRIM250 Criminal Justice Practicum

(5credit, Olecture, 0lab) Prevequisite: Approval from the
Dean of Occupational Education

This course is a planned program of internship,
including observation, study, and work in selected
criminal justice agencies. [tsupplements previous
classroom study through participation in US or
foreign criminal justice systems,

CRIM299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.
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DRAFTING/DESIGN
TECHNOLOGY

TDSMN100 Technical Drafting
(3 credit, 1 fecture, 4 lab) Prerequisites: None

This laboratory/lecture courselinks the knowledge
and manipulative skills needed for work with draft-
inginstrumentsto create linework, lettering, geo-
metric construction, sketching, multi-view projec-
tion, sectioning, basic dimensicning, and isomet-
ric, oblique and perspective projection.

TDSN102 Industrial
Graphics Communications

- (2 credit, 1 lecture, 1.25 lab) Prevequisites: Notte

This course aliows development of the knowledge
and skill necessary to accurately communicate
ideas through freehand drawing. The course
focuses on the use offreehand drawing to convey
technical ideas, designs and details thatwould be
typically found in an industrial setting.

TDSN105 Reading
Engineering Drawings
(2 credit, .5 lecture, 1.75 lab} Prerequisites: None

This technical blueprint reading course with prac-
tical applications is structured around a workbook
approach to learning with lecture sessions preced-
ing workbook assignments. Topics include basic
projection of views, lines, reading scales, sketch-
ing, isometric and oblique projection, sections,
perspectives, threads, title blocks, stocklists and
interpreting blueprints.

TDSN106 Layout and

Precision Measurement
(2 credit, .5 lecture, 1.75 lab) Prerequisite: TDSN105

Thistechnical blueprint reading course with prac-
tical applications s structured around aworkbook
approach to fearning with lecture sessions preced-
ing workbook assignments. Topics include geo-
metrical and positional tolerancing and symbols,
fits between mating parts, weldment blueprint
reading and weldment assembly. Students are
required to check manufactured parts against part
prints with precision measuring devices.

TDSN110 Descriptive Geometry
(3 credit, 1 leciure, 4 lab) Prevequisite; TDSN100

This course consists of one hour of lecture and four
hours of supervised laboratory instruction each
week. Topics include projection of points, lines,
and planes; revolution of objects; intersection of
planes and solids; and projection of oblique and
true view surfaces.

TDSN120 Shop Drawing
(2 credit, .5 lecture, 1,75 lab) Prerequisites: Nowne

This course includes the basic principles and tech-
niques of shop drafting and stresses the essentials
ofequipment usage, line work, lettering, isometric
and oblique drawings, multi-view {orthographic}
projection, geometric construction, basic auxil-
iary views, and basic dimensioning.

TDSN130 Technical Drafting IT
(3 credit, 1 lecture, 4 lab) Prerequisite: TDSN100

This course includes one hour of lecture theory
directly related to four hours of instructor-super-
vised laboratory each week. The course includes
dimensioning, English and metric tolerancing,
threads, fasteners, springs, representation of
screws, nuts, bolts, dowels, and detailing of assem-
bly drawings.

TDSN135 Tool and Die Design 1
(2 credit, .5 lecture, 1.75 lab} Prerequisite: TOSNT00 or
TDSN120

This course isstructured primarily for tool-and-die
apprentice students. Lectures are followed by
reinforcing laboratory sessions which consist of
sketching sheet metal die components. Emphasis
is not on line quality and technique, but on the
communication of ideas and design graphically.
Topics include basic discussion of tools, dies and
punches; blanking force and standard die sets and
die components with emphasis on drop-through
blank dies. Students are required to maintain a
notebook, which is reviewed by the instructor at
the end of the course and returned for future
referencé.
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TDSMN136 Tool and Die Design i1
(2 credit, .5 lecture, 1.75 lab) Prerequisite: TDSN135

This course is structured primarily for tool-and-die
apprentice students. Lectures are followed by
reinforcing laboratory sessions, which consist of
sketching sheet metal components related to the
classroom discussion. Topics include basic flat
partprogressive dies; compound blank and pierce
dies; stock guides; pitch gauges; stock feeders;
roller guides; balt bearing guide pins and bushings;
strip layout; availability of various standard
punches, dies, and components; and knowledge
and review of tool-and-die standardized compo-
nents and catalogs. ‘

TDSMN137 Tool and Die Design Iil
(2 credit, .5 lecture, 1.75 lab) Prerequisite: TDSN136

This laboratory and lecture course emphasizes
sheet metal progressive draw dies. Emphasisis not
on line quality and technique, but on the commu-
nication of ideas and designs graphically. Topics
include mathematical development of a product
designinto aflatblank pattern, progression of dies,
development of draw and redraw stations, stock
fifters, hydraulic assisted draw pads, press cush-
ions and air pins and horizontal cams.

TDSN140 Plastic Mold Design 1
(2 credit, .5 lecture, 1.75 lab) Prerequisite: TDSN100 or
TDSN120

This course emphasizes the fundamentals of plas-
ticmolding, plastic product design, types of molds,
toolmaking processes, equipment and methods,
materials for model making and designing and
drafting practices as well as compression and
transfermolds, injection molds for thermoplastics,
cold mold design, extrusion dies for thermoplas-
tics, blow mold construction and design, mold
design for expanded polystyrene, and special fix-
fures.

TDSN141 Plastic Mold Design 11
(2 credit, .5 lecture, 1.75 lab) Prerequisite: TDSNT40

This course is a continuation of TDSN140.

TDSN142 Plastic Mold Design 111
(2 credit, .5 fecture, 1.75 lab) Prerequisite: TDSN 141

This course is a continuation of TDSN141.

TDSM215 Product Design

(3 credit, 2 Jecture, 3 lab} Prerequisites: TDSN100 and
TDSN110

This course provides drafting technologystudents
with the ability to analyze, design and develop
solutions to mechanical design problems. The
instructional approach encourages students to
conceptualize and communicate using engineer-
ing graphics, mathematics and technical science
emphasizing the manufacturability ofa particular
new product design.

TDSN230 Jig and Fixture Design
(3 credit, 1 lecture, 4 lab) Prerequisite: TDSN130

This course includes four hours of drafting prac-
tice and one hour of drafting lecture theory di-
rectly related to the laboratory work. The course
includes the design of indexing jigs and milling
fixtures. Use of standard componenits fromvarious
catalogsis also emphasized.

TDSN250 Introduction to CAD
(3 credit, 2 lecture, 2 lab) Prerequisites: None

This course is a combination of four hours of
lecture and laboratory and consists of computer-
generated graphics toinclude terminology, tech-
niques and application of computer aided drafting
(CAD) to engineering, tool design, architecture and
electronics. Two-dimensional design drafting is
stressed.

TDSN251 Advanced AutoCAD

Applications
(3 credit, 1 lecture, 3 lab) Prerequisite: TDSN250

This hands-on course provides a concentrated
overview of major features utilized by advanced
users of AutoCAD software. [n addition to an
introduction to solid modeling (3D design), stu-
dents are taught the techniques to enable themto
customize menus, screens, and develop personal
time-saving productionroutines commonly found
in industry. Advanced drafting concepts, short-
cuts, and an overview of CAD management are
included in this course.

TDSN299 Directed Study

{variable credit) Prerequisite: Wrilten departmental ap-
proval

See the Directed Studies description on page 123.
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EARLY CHILDHOOD
DEVELOPMENT

ECDV100 Introduction to CDA

(1 credit, 1 lecture, 0 lab) Prerequisites: None

This class is for students planning to obtaina Child
Development Credential through the CDANational
Credentialing Program.

ECDV110 Child Development:

Infants & Toddlers
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course provides students with knowledge of
physical, cognitive, social, and emotional develop-
ment in the prenatal, infancy and toddler periods.
Basictheories, developmental principles, and guid-
ance techniques are presented. Studentsspend 16
hours observing infants and toddlers in the field.

ECDV120 Child Development:

Preschoolers
(3 credit, 3 lecture, 0 lab} Prervequisite: ECDV110

This course provides students with knowledge of
. physical, cognitive, social, and emotional develop-
ment during the preschool years. Basic theories,
developmental principles, and guidance technicues
arepresented. Students sperid 32 hours observing
preschoolersinthefield.

ECDV130 Infant/Toddler &

Preschool Curriculum
{3 credit, 3 lecture, 0 lab) Prerequisites: None

This course explores the curriculum guides needed
inan infant/preschool education concentrating on
thesocial, emotional, creative, physical and intel-
lectual skill development and needs of infants,
toddlers, and preschoolers, ECDV1100rECDV120
arerecommended prerequisites.

- ECDV140 Michigan Child Care

Futures: Basics
{1 credit, 1 lecture, 0 lab) Prerequisite: Participants niust
own, operate, or be employed by a Feensed family or
group day care facility.

This course provides basic comprehensive train-
ing for family and group child-care providers. This

meets the child development training require-
ments forstate licensing standards for group and
family child-care homes.

ECDV141 Michigan Child Care

Futures: Advanced
{1 credit, 1 lecture, O lab} Prerequisite: ECDV140

This course provides advanced training for family
and group child-care providers. This meets the
child-developmenttraining requirementsforstate
licensing standards for group and family child-
care homes.

ECDV150 Administration of Early

Childhood Programs
(3 credit, 3 lecture, (0 lab} Prerequisites: None

This course provides an in-depth study ofthe role
of the early childhood prograim administrator in
such areas as food service, health and safety;
implementation and supervision of an early child- -
hood program; and business techniques necessary
to operate a successful early childhood program.

ECDV160 Children with
Special Needs

{3 credit, 3 lecture, O lab) Prerequisites: None

This comprehensive review of the various issues
regarding young children with special needs in-
cludestherecognition ofindividual likenesses and
differencesamong children. Roles ofteachersand
parentsas theyrelateto children withspecialneeds
areaddressed. Alsoincluded are the implications
of social and political policy on the process of
mainstreaming young children in early childhood
Programs.

ECDV299 Directed Study
{variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies description onpage 123.
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ECONOMICS

ECON215 Principles of

Macroeconomics
{3 credit, 3lecture, 0t lab) Prerequisite: A passing score on
the ASSET reading skills test

This course provides anintroductory exposure to
macroeconomics. The course materials focus on
the measurement of the national economy, gross
national product, inflation and unemployment,
and the principles for controlling the economy
through taxes, spending, and monetary policy.

ECONZ16 Principles of

Microeconomics
(3 credit, 3 lecture, 0 fab) Prerequisite: ECON215

This course introduces students to the basics of
micro-economic analysis and international trade.
The course illustrates the principles students em-
ploy in making economic decisions and the prin-
ciples followed by industry. Students should be
capable of further studies at another institution
and be able to directly apply course work to a
husiness environment.

ECON299 Directed Study

(variable credit) Prerequisite: Whritten departmental ap-

proval

Seethe Directed Studies description on page 123.

EDUCATION

EDUC100 Introduction to Teaching

(2 credits, 1 lecture, 2 lab) Prerequisites: None

This introductory course provides an opportunity
toexplorethe teaching profession through class-
room observation, lectures, readings, and discus-
sion. The course assists the studentinthe decision
of whether or not to pursue K-12 teaching as a
profession.

EDUC299 Directed Study
{variable credit) Prerequisite: VWritten departmental ap-
proval

See the Directed Studies description on page 123.

ELECTROMICS
TECHMOLOGY

ELEC100 Concepts of Electricity

(3 credit, 2 lecture, 2 lab) Prerequisite: A passing score on
the ASSET pre-algebra concepts test

This course provides a working knowledge of
olectrical terminology, DC and AC circuits, and
measurementsand topicsincluding schematicsym-
bols, power, capacitance, inductance, transform-
ers, relays and DC motors. Knowledge of high
school algebra is recommended.

ELEC105 Elecironic Fabrication
(1 credit, O lecture, 2 lab) Prerequisite: ELECT o0

This course provides students an opportunity to
develop skills of electronicsoldering andintercon-
nection technology. Competencies include prac-
tical knowledge and fundamental hand skilisinthe
soldering and removal of terminal connections,
axial lead components, integrated circuits and
surface mount components.

FLEC110 Electrical Circuit
Analysisi

{3 credit, 2 lecture, 2 lab) Prerequisite: ELEC 100, Pre-or
Corequisite: MATH120

This course emphasizes the analysis of passive
alectrical circuits. Network theorems areapplied
inboth DCand ACapplicationsand phasoranalysis,
thejoperator, poly phase circuits and equipment
calibration are discussed. '

FLEC120 Electronic Devices
(3 credit, 2 fecture, 2 lab) Prerequisite: ELECT10

This course includes many electrical and electronic
componentsincluding inductors, capacitors, trans-
formers, diodes, transistors, and integrated cir-
cuits. Applications such as filters, resonant circuits,
and basic amplifier configurations are used to
reinforce knowledge.

Course
Descriptions
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ELEC130 Digital Logic
(3 credits, 2 lecture, 2 lab) Prerequisite: £LECT00

This foundation course presents digital concepts
in combinational and sequential logic. Topics
include number systems, logic gates, flip-flops,
registers and basic troubleshooting techniques.
The course includes asurvey of digital applications
in computer systems and industrial control,

ELEC171 Computer Repair I
(3eredits, 1 lecture, 3 lub) Pre-or Corequisites: ELEC100
and CMIS102

This is the first of two courses that introduces
students to entry-level skilis used in personal com-
puterrepair. Topicsinclude PC assembly; compo-
nent specifications; installation and configuration
ofMS-DOS and Windows software; memory opti-
mization; resolution of hardware and software
contlicts; and keyboard, miouse, and laser printer
maintenance, Lab time emphasizes hands-on use
of computers and problem-solving techniques.
Materialis relevant to the A+ Certification Exam for
computer technicians.

ELEC172 Computer Repair II
(3 credits, 1 lecture, 3 lab) Prerequisite: ELEC171;: Pre-
or Corequisite: ELEC130

Thisis the second course that prepares studentsin
personal computer repair skills. Topics include
instailation and configuration ofa floppydisk, hard
disk, and CD-ROM drives; system memory, video
cards; sound cards and Windows 95. Also, resolv-
ing hardware and software conflicts, and an intro-
duction to networking are covered. Lab time
emphasizes hands-on use of computers and prob-
lem-solving techniques. Materialisrelevantto the
A+ Certification Exam for computer technicians.

ELEC210 Electronic Circuits
(3 credit, 2 lecture, 2 lab) Pre- or Corequisite: ELEC120

This course presents electronic componentappli-
cations and covers basicpower supplies, regulated
powersupplies and amplifiersincluding audio, RF,
and power types and some basic digital and pulse
circuitry. Construction and analysis of these cir-
cuits and proper soldering and desoldering tech-
niquesare included inthe laboratory experiments.

ELEC230 Digital Electronics
(3 credit, 2 fecture, 2 lab) Prerequisites: ELEC100,
CMISTIS and MATHI04

This course presents techniques used in building
and analyzing digital circuitry and includes num-
bering and coding systems, digital logic gates,
Boolean algebra, combinational and sequential
logiccircuits, and applications.

ELEC240 Microprocessors
{3 credit, 2 lecture, 2 lab) Pre- or Corequisite: ELEC120

This course is a continuation of ELEC230 and
includes microcomputer basics and assemblylan-
guage programming, interfacing memory, A/D
converters and other /0 devices.

ELEC250 National Electrical Code

A2 credit, 2 lecture, (0 lab) Prerequisite: ELEC100 or

current electrician license

Thiscourseisastuclyofthearrangement,indexing,
content, and application of the National Electrical
Code. itisfor those with sound electrical/electron-
ics training and experience and for electrician
licensing needs,

ELEC251 Industrial Electrical

Maintenance I
{2 credit, 1 lecture, 1 fab) Prerequisite: ELEC100

This course is for students who have an under-
standing of electrical basics and want to learn more
aboutindustrial motors and controls. Included is
study of the National Electrical Code, wiring sym-
bols and diagrams, motors, and basic controf cir-
cuits,

ELEC252 Industrial Electrical

Maintenance I1
(2 eredit, 1 fecture, 1 lab} Prerequisite: ELEC251

This course isforstudents who have a good under-
standing of basic industrial motor circuits. In-
cluded s study ofthe National Electric Code, timing
circuits, speed control, reduced voltage starting
andtroubleshooting.



BLEC253 Industrial Electrical

Maintenance I1I
(2 credit, 1 lecture, 1 lab) Prerequisite: ELEC252

This course emphasizes the use, selection, setup
and servicing of programmable controllers and
provides ain understanding of the programmable
controller and its logic functions, its installation
and troubleshooting.

ELEC254 Industrial Electrical

Maintenance IV
(2 credit, 1 lecture, 1 lab) Prerequisite: ELEC253

This course develops knowledge of pro grammable
logic controllers by using themto programa robot.
Also included is a study of robot types, compo-
nents, safety, maintenance, and off-line computer
programming.

ELEC299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

¢

See the Directed Studies description on page 123.

ENGLISH

ENGL100 Freshman English 1
(Bcredit, 3lectuire, 0 lub) Prerequisite: A passing score on
the ASSET reading and writing skills tests

In this introductory-level course, students learn
howtowrite ‘;:ollege-leve!papers,employstandard
documentation methods using both traditional
and electronicresources, make short oral presen-
tations, and read short academic essays withcom-
prehension.

ENGL101 Freshman English I
(3 credit, 3 lecture, 0 lab) Prerequisite: ENGLI00

This extension of ENGL100 emphasizes incorpo-

" rating researchintowritten workand oral presen-
tations, developing skills of analysis and critical
thinking, developing skills of persuasionandargu-
mentation, and developing ability to discuss con-
cepls encountered in reading and research of
social and cultural perspectives.

ENGL200 American Thought
and Literature {
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course analyzes America’s socialand cultural
values and conflicts throughits literature, begin-
ning with the Puritan period, continuing with the
ages of reason and romanticisim, and concluding
with realism and the advent of naturalism.

ENGL201 American Thought

and Literature 11
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course surveys late 19% century and 20
century American literature,

EMNGL212 Oral Interpretation

(3 credit, 2 lecture, 1 lab) Prerequisites: None

Thiscourse coversperformanceliteraturein prose,
poetry,drama, music, humorand cinema. Through
analysis and performance of works, students in-
crease understanding and improve their abilicy to
communicate. Interpretivereadings are related to
other speech communication inchiding publicad-
dress, television and radio, theater, speech im-
provement, and teaching ofliterature.

ENGL220 English Literature

from the Beginning to 1798
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This survey course stresses the works of English
literature from old English to the late 18™ century.

EMNGL221 English Literature

from 1798 io Present
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This systematicstudy of English literature empha-
sizes the principal authors of the 19% and 20%
centuries. Readings and discussion include repre-
sentative works and reviews of current critical
attjtudes.

Course,

Descriplions
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ENGL230 Short Story
(3 credit, 3 lecture, O lab} Prerequisites: None

This course analyzes the strengths and limitations
of'the short story, stressing contemporary world
literature. The course emphasizes social and cul-
tural values and humans in crisis and investigates
symbolism, irony, paradox and the structure ofthe
shortstory,

ENG1235 Children’s Literature
{3 credit, 3 lecture, O lab) Pre- or Corequisite: ENGL100

This course is a survey of literature for children in
the elementary grades, aimed at developing tech-
niques for using books with children, storyteiling,
and the criteria for book selection.

ENGL236 Youth Literature
(3 credit, 3 lecture, O lab) Pre- or Corequisite: ENGL100

This is a survey of literature expressly created for
youth in midcdle and high school age groups (12-
adult). The study investigates methods, selection
processes, criticism, applications, writing, educa-
tion, publishing and iflustration. Afield component
isrequired.

ENGL240 The Novel
{3 credit, 3 lecture, 0 lab) Prerequisites: None

This course examines theliterary form of the novel,
and various critical problemswith and approaches
to reading novels. The reading list changes from
yearto year, usually focusing on a particular theme.

ENGL250 Creative Writing
(3 eredit, 1 lecture, 2 lab) Prerequisite: ENGL100

This course discusses creative expression in tradi-
tional genres: short story, essay, drama, and ex-
tended fiction. Students coflaborate inworkshops
to hone theirskills.

ENGL260 Drama as Literature
{3 credit, 3 lecture, O lab) Prerequisites: None

This courseis anintroduction to drama as aliterary
form and requires the reading of representative
writings ofthe period from classical times to present.

ENGL265 Introduction to Film
(4 credit, 4 lecture, 0 lab} Prevequisite: ENGL100

The course is an introduction to the language,
structure, history and narrative technique of film
asa distinctive art form. Courseworkincludesthe
reading of film theory and criticism, as well as
viewing, discussing, and critically writing about

. short and feature-length films by major interna-

tional directors.

ENGL270 Poetry
{3 credit, 3 lectiwe, O lab) Prerequisites: None

This course compares contemporary and classic
examples ofpoetiytohistoricallydurable examples
of structure and content.

ENGL280 A Survey of Black

American Literature
(3 credit, 3 fectirre, O lab) Prerequisites: None

This is a chronological survey of Black American
writing from 1760 to the present with emphasis on
20th-century poetry, fiction, drama and autobiog-
raphy.

ENGL299 Directed Study

(variable credit) Prevequisite: Written deparimental ap-
proval

Seethe Directed Studies description onpage 123.

FOOD SERVICE
TECHNOLOGY

FSMT100 Introduction to

Food Service
(3 credit, 3 lecture, 0 lab} Prerequisites: None

This course provides an introduction to the food
service industry and covers the many divisions of
the industry and theirfunction and relationship to

- Careers.




FSMT101 Food Sewﬁce Safety

and Sanitation
(2 credit, 2 Jecture, 0 lub) Prerequisites: None

This course provides an in-depth analysis of the
Occupational Safety and Health Actasitrelatesto
the food service operator. In-depth analysis of
individuals' rolesin sanitationas theyrelateto food
service and its customers are also covered.

FSMT110 Food Production

Skills: General
{4 credit, 2 lecture, 4 lab) Prerequisite: FSMT101

This coutse presents thevarious food production
methods geared toward quantity food production
and covers basic terminology and special consid-
erations of safety and sanitation in a hands-on
experience. Thecourse includes preparation of: all
types of meals.

FSMT120 Food Production

Skills: Eniree
(4 credit, 2 lecture, 4 lab) Prerequisite: FSMT101

This course is a continuation of FSMT110 with
specialemphasis on preparation of hothtunchecn
and dinner entrees.

FEMT130 Meat and Portion Control
(2 credit, 1 lecture, 2 lab) Prevequisite: FSMT101

This course provides a study of meat and its rela-
tionship to menu and how costs can affect menus.
identification of meat cuts and their methods of
preparationare coveredwith anemphasis onmeat
gualityandits significance to customer satisfaction
and profitability.

FSMT140 Mutrifion and

Menu Planning
{3 credit, 3 lecture, 0 lab) Prerequisites: None

The course illustrates normal nutrition and how
food isabsorbedintothe pody and includes ment
planning with a special emphasis on nutritional
value and menu attractiveness. Special projectsin
all areas of menu planning are included.

FSHIT200 Equipment Design,

Layout and Selection
(2 credit, 1 lecture, 2 lab) Prerequisites: None

This course covers the equipment and facilities
available to the food service industry. A course
project consists of the overall design and equip-
ment layout for maximum productivity and the
selectionoftheactual equipmentbased on desired
function, quality and performance of a specific
food service facility.

FSHT201Food Service Management
(3 credit, 3-fecture, 0 lab) Prerequisites: None ’

This course describes the manager’s role in the
operation of a food service establishment and
includesthestudyofpeopleand their performance
and managementcontrolsand theirrelationshipto
successful food service operation management.

FSMT210 Food Production
Skills: Bakery
(4 credit, 2 lecture, 4 lab) Prerequisite: FSMT101

This continuation of FSMT110 and FSMT120 pro-
vides special emphasis on preparation of all haked
products including cake and pastry decoration.

FSMT220 Food Production

Skills: Catering
(4 credit, 1 lecture, 5 lab) Prerequisite: FSMT101

This course covers the types and methods of cater-
ing operations with special emphasison planning
menus and preparing hors d’oeuvres and other
itemns appropriateforvarious themes.

FSMT230 Food Purchasing

(3 credit, 3 lecture, 0 lab).Prerequisites: None

This course covers the standards of quality and
quantity in purchasing for all phases of the food
service operation. The proper selection of food
service equipment ranging from place settings in
the dining room to kitchen equipment, alitypes of
food and grocery selection, and standardized pro-
cedures for each purchase are also covered.

FSMT299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description onpage 123.
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FOREIGN LANGUAGES

FREN120 Elementary French I
(4 credit, 4 lecture, 0 lab} Prerequisites: None

This course includes fundamental training in basic
language skills stressing oral and written expres-
sion and aural comprehension and is offered to
students with no French background or one year
ofhighschool French. Students electing this class
should planto take FREN121 the second semester.

FREN121 Elementary French II
{4 credit, 4 lecture, 0 lab) Prerequisite: FREN120

This courseis a continuation of FREN120 Elemen-
tary French 1. :

FREN299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

SeetheDirected Studies description on page 123,

SPAN130 Elementary Spanish I

(4 credit, 4 lecture, 0 lab) Prerequisites: None

This course is the first half of a two-semester
beginning Spanish course designed primarily
around conversational approaches to thelanguage
with instruction in the basics of Spanish grammar.
Lectures and written exercises supplement an
emphasis on oral recitation and classroom conver-

. sation along with an examination of pertinent

aspects of Hispanicculture.

SPAN131 Elementary Spanish If
(4 credit, 4 lecture, 0 lab) Prerequisite: SPAN130

This course is a continuation of SPAN130 Eletnen-
tary Spanish L.

SPAN299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.

GEOGRAPHICAL
SCIENCES

GEOG102 Physical Geography/

Earth Science :
(3 credit, 3 lecture, §) lab} Prerequisites: None

This course examines the earth-sun relationship,
climatic factors on the earth, the geographicgrid,
land forms, and rocks and minerals and covers
skills in map reading and the study of the earth's
natural resources and man’s impact on these re-
sources,

GEOG120 Environmental
Geography

(3 credit, 3 lecture, O lab) Prerequsisites: None

This courseisanintroduction to human use of the
earth’s surface and an inquiry into selected envi-
ronmental problems from man's use ofthe physical
{andscape.

GEOG299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.

HISTORY

HIST250 United States
History to 1865

(3 credjt, 3 lecture, 0 lab) Prerequisite: A passing score on
the ASSET reading skills test

This course critically examines America’s pastfrom
before the European takeover and domination of
the North American continent until a young but
increasingly powerful United Statesisripped apart
by Civil War. Conflicts between individualism and
collectivism and nationalism and sectionalism and
conflicts between social classes and ethnicgroups
are examined. Attentionis givento social history,
which involves the effort to explore history “from
the bottom-up"” through the eyes and everyday
experiences of common, working-class people pre-
occupied not with the great events of the day, but
with the day-to-day business ofliving. This course
focuses on America before the European invasion;
native American cultures; early settlements; the
variety of colonial experience and regional differ-




ences; independence, war, and nationhood; the
Constitution; economic growth; an emerging
American culture; territorial expansion and mani-
fest destiny; nationalism and sectionalism; North/
South Conflict; and the Civil War in an effort to
contribute to the understanding of America's in-
fancy and early youth.

HIST251 United States
History Since 1865

(3 credit, 3 lecture, 0 lab) Prerequisite: A passing score on
the ASSET reading skilfs test

This course is a continuation of HIST250 with a
similar emphasis on sociat historyand the conflicts
between individualism and collectivism, social
classes, and ethnic groups as well as new conflicts
between liberals and conservatives, isolationists
and imperialists and centralists and localists that
remain today. The course focuses on racism,
reconstruction, and Jim Crow; involvement; social,
political and economic reform in the Progressive
period; the World Wars; the Depression and the
reform of capitalism; the Cold War and theage of
affluence; the turbulent sixties; the self-indulgent
seventies and the age of scarcity in an effort to
understand the factors that influence America’s

‘presentbehavior.

H18T255 Michigan History
(3 credit, 3 Jecture, 0 lab) Prerequisite: A passing score on
the ASSET reading skills test

This course presents a broad overview of the
history of the Wolverine State. Several themes;
including immigration, exploration, technology,
mobility, abundance and exploitation; are explored,
especially asthey relate to the broader picture of
national history. Several important overlapping
periods of Michigan history are examinedin detail
~—fromthe early French explorations and fur trade
through the British occupation, the logging boom,
statehood, growth of commerce and shipping,
agricultural developmentand the Age of the Auto-
mohile with the consequentindustrialization and
growth ofthe touristindustry. The course focuses
onlocataspects of the state’s historyas theyrelate
to these themes and periods.

HIST257 20* Century World:
History & Issues

(3 credit, 3 lecture, 0lab) Prerequisite: A passing score on
the ASSET reading skills test

This course presents a global view of the profound
transformation of political, economic and interna-
tional relations underthe impact of the major wars
and revolutions of this century. [tsiressesinterac-
tions between states and people, ideological and
revolutionary conflicts, the evolution of the global
balance of great powers, and economic develop-
mentand globalinequality.

HI8T299 Directed Study

{variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.

HUMANITIES

HUMN200 Humanities 1
{4 credit, 4 lecture, 0 lab) Prerequisites: ENGL100 and
a passing score on the ASSET reading skills test

This course examines the artistic, literary and philo-
sophical nature of man, integrating materialfrom
pre-Renaissance art, literature, music, philosophy
and religion. This course is normally offered only
infall semesters.

HUMMN201 Humanities 11
(4 credit, 4 lecture, 0 lab) Prerequisite: HUMNZ00

This course emphasizes the modern {post-Renais-

sance) historical development of thought in art,
literature, music, philosophy and religion. This
course is normally offered only in spring semes-
ters.

HUMN270 Issues in Leadership
(3 credit, 3 fecture, 0 lab) Prerequisite: Eligibility  for Phi
Theta Kappa membership

This course introdtices students to current leader-
ship theories and techniques so they will better
understand themselves and their potential tolead
others. Students construct individual leadership
plans and explore their own leadership philoso-
phies.

Course
Descriptions
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HUMN299 Directed Study

{variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.

INDUSTRIAL
TECHNOLOGY

INDS106 Machine Tool Theory
(2 credit, 2.25 lecture, 0 lah) Prerequisites: None

This lecture course consists ofthe definition, his-
tory, operation, modern developmentand applica-
tion of the various tool-room machines with em-
phasis on Specific operations such as threading,
taper turning, indexing, gear cutting, electrical
discharge and electrochemical machining. Cut-
ting-tool geometiy, grinderselection and methods
ofchecking hardness are included and the machin-
ist handbook s reviewed and used as a reference
throughout the course.

INDS102 Basic CNC Operation
(2 credit, 2.25 lecture, 0 lab) Prerequisites: None

This course provides hands-on experience in pro-
gramming Computer Numerical Control systems
used with machine tools. Course topics covered
include circular and linear interpolation, absolute
programming, Preparatory (G) and Miscellaneous
(M) functions. Studentswrite programs and trans-
fer them on punched tapes to be used on a ma-
chine-tool simulator,

INDS104 Statistical Process Control

(1 credit, 1 lecture, 0 fob) Prerequtisites: None

This course includes a briefhistory of SPC, a few of
the statistical concepts which support it, and an
explanation ofwhyitworksand why it is becoming
more popular. Sampling methods, control charts,
case studies and tips for getting SPCstarted in the
plantenvironment are emphasized.

INDS105 Statistical

Problem Solving
{1 credit, 1 lecture, O lab} Prerequisite: INDS104

This course includes a briefrefresher on the basic
statistical concepts learned in INDS104, amore in-
depth explanation of the relationship between
process variation and process problems, and ad-
vanced applicationtoward a better understanding
of machine and process capability in terms of
improvement through reductions in the common
causes of variation. Problem-solving techniques
for correcting process non-conformities are em-
phasized,

INDS110 Basic Pneumatics

(1 credit, 1 lecture, 0 lab) Prerequisites: None

This course illustrates howwork force and energy
areapplied to principles of pneumatics. Operating
principles of reciprocation, positive displacement
and rotary and dynamic air compressors are pre-
seated. Primary and secondary air treatment;
including moisture removal, oil scrubbers, con-
taminant filtration and lubrication; are included.
Components of pneumatic systems that are fo-
cused on arevalves, logic devices, cylindersand air
motors.

INDS111 Basic Prieumatic

Trouble Shooting
(1 eredit, 1 lecture, 0 lab) Prerequisites: Noune

This course provides an overview of preumatic
systems. Use of schematicsymbols and diagrams,
properinstallation of system components, planned
maintenance ofa pneumaticsystem, system diag-
nosis and step-by-step troubleshooting recom-
mendations are included. Specific maintenance
practices for air compressors, control valves, air
motors, electrical components, and pneumatic/
hydraulic hybrid systems are addressed.

INDS112 Pump Installation and

Maintenance Fundamentals
{1 credit, T lecture, 0 lab} Prerequisites: None

This course covers the basic pumping concepts,
required maintenance of packing seals, mainte-
nance and overhaul of centrifugal pumps, and
concludes with maintenance essentials of rotary
pumps.

T
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INDS113 Hydraulic
Trouble-Shooting Fundamentals
{1 credit, 1 leciure, 0 lab) Prerequisites: Mone

This course presentsareview ofhydraulicsystems;
use of schematic diagrams; proper installation
procedures, cleanliness and safety; tubing cutting,
bending and flaring practices; identification and
selection of proper fluid and charging the system;
planned system maintenance; specific repairfre-
placement recommendations based onsystem di-
agnoses; and troubleshooting valves, cylinders,
pumps and motors.

INDS120 Plastics Technology
(2 credit, 2.25 lecture, 0 lab) Prerequisites: Nomne

This course presents several types, characteristics
and uses of modern plastics and includes demon-
strations of handling, forming and blending tech-
niques.

INDS121 Plastic Injection Molding
{2 credit, 2 lecture, 0 Iab) Prerequisites: None

This course emphasizes properset up, operation,
adjustment, and minor repairstoaninjection mold-
ing machine through classroom and hands-on
experience. Common molding materials, their
major characteristics, and the effects of recipe
changes are also covered.

INDS130 Metallurgy and

Heat Treabment
(2 credit, 2.25 lecture, 0 lab) Prerequisites: None

This course examines properties of metalsand the
tests to determine theiruse, chemical metallurgy,
producing iron and steel, physical metallurgy,
shaping and forming of metals, properties and
nonferrousalloys, properties of steel, surface treat-
ments, powder metallurgy, and clagsifications of
steels. Stress, strainand strength of materialsisalso
coverad.

INDS140 Technical Writing for
Business and Industry

(3credit, 3 lecture, Olab) Prerequisite: A passing scoreon
the ASSET writing skills test '

This practical course covers technical writing style,
formatand techniques in order to organize, clarify,
revise and prepare technical information. The
course includes how to write effective memos,
reports, procedures and technical documents by
using proper format, grammar, and sentence and
paragraph structure. '

INDS155 Incustrial Safety

and First Aid
(2 credit, 2.25 lecture, 0 lab} Prerequisites: None

This course illustrates basicindustrial safety prac-
tices and includes samples of lessons learned the
hard way. Safety topics include fire, electrical,
moving machinery, lifting, vision and hearing, and
overhead work. An eight-hour basic first-aid sec-
tion is taught by a certified American Red Cross
instructor and successful students are eligible for
Red Cross certification.

INDS220 Basic Machine Operations

(3 credit, T lecture, 3 lab) Prerequisites: None

This course focuses on the theory and practice in
the basicoperations of typical machine tools such
as lathes, mills, drills, and grinders and the use of
precision bench tools and layout equipiment. The
course provides practical knowledge of machine
processes and basic machine shop skills.

INDS221 Advanced Machine

Operations
(3 credit, 1 lecture, 3 lab) Prerequisite: IND5220

This course includes advanced machine opera-
tions on the milling machine, lathe and surface
grinder and provides training in boring, taper
turning, indexing and the sefup and operation of
a sine bar and turntable. Gaining of speed, accu-
racy and confidence on these machine tools is
emphasized.

Course
Deseriptions
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INDS253 Basic Fluid Power
(3 credit, 2 lecture, 2 lab) Prerequisites: None

This course provides a background in basic fluid
power and covers hydraulic principles, cylinders,
pumps, valves, reservoirs and accessories, fluids
and pneumatic principles. Hydraulic and pheu-
maticsymbols and formulas are stressed and labo-
ratorywork includes demonstrations and a serjes
of43 projects using specialized fluid powertrain-
ers.

INDS254 Advanced Hydraulics
(3 credit, 2 lecture, 2 lab)} Prerequisite: INDS253

This course provides advanced hydraulics training
and covers hydraulic motors, specialized hydrau-
licvalves, servo systems accumulators, flow meters,
closed loop systems, plumbing and sealing sei-
vices, system design, trouble shooting, hydraulic
symbols and formulas. Laboratory work includes
demonstrations and a series of 20 projects using
specialized hydraulictrainers.

INDS260 Mauufacturing Processes
(2 credit, .5 lecture, 1.75 lab) Prerequisites: None

This course illustrates technological manufactur-
ing methods currently in use. Course topics in-
clude computer-aided design and manufacturing,
flexible manufacturing systemsand cells, robotics
in the work force, computerintegrated manufac-
turing, computer numerical control, computer
management systems, and various methods of
manufacturing. Field trips to manufacturing sites
are included and a research paper is required.

INDS270 Industrial Quality Control
(2 credit, 2.25 lecture, O lab) Prerequisites: None

This course definesthe changing quality concepts
ofmodern-dayindustry and further defines quality
organization, quality costs, data collection, pro-
cess control, customerrelations and procluct rafi-
ability. The course encompasses theoryand prac-
tical application of Statistical Process Control.

INDS271 1SO 9000
(3 credit, 3 fecture, 0 lab) Prerequisites: None

This course meets the needs of individuals inter-
estedin or involved with qualityissues relating to
products and services. It is equally relevant for
individuals who are simply interested in the topic
and those who will be involved in adopting and
implementing quality systems within their com-
pany or corporation. Those who would benefit
fromthe course are CEOs, managers, qualityteams,
laborers, apprentice students and others desiring
an understanding of modern quality standards.

INDS299 Directed Study

{variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies description on page 123.

MATHEMATICS

MATHO50 Mathematical Bridges
{2 credit, 2 lecture, 1 lab} Prerequisites: None

This course explores basicmathematical concepts
including arithmetic, problem solving, geometry,
probability, statistics, and algebra using whole
numbers and fractions. Students experiencethese
concepts through hands-on models and by using
technology atan elementary level.

MATHO75 Transition to Algebra
(2 credit, 2 lecture, 1 lab) Prerequisite: A passing score
on the ASSET numerical skiffs test or MATHO50

This course explores mathematical concepts ata
slightly higher level than MATHOS0 using appro-
priate models and technology. The course pre-
pares students for MATH100 by allowing them to
experience concepts in problem solving, geom-
etry, probability, statistics, and pre-algebra.

MATH100 Elementary Algebra
(4credit, 4lecture, 1lab) Prerequisite: A passing score on
the ASSET numerical skills test or MATHO75

This course studies beginning algebra concepts
including first-degree equations and inequalities,
quadratic equations, graphing linear equations,
and an intreduction to functions using a problem
solving approach.

TS T




MATH‘lDOA Flementary
Algebra, Partl

{2 credit, 2 lecture, 1 lab) Prerequisite: A passingscoreon
the ASSET numerical skills test or MATHO75

This courseis the first halfofMATH100 Elementary
Algebra. Thetopics covered include an introduc-
tion to algebra, integers and rational numbers,
solving equationsand polynomial operations, allin
aproblemsolving setting. Students must complete
bothMATH100Aand MATH100Bto havethe equiva-
lent of MATH100. Students may notreceive credit
in both MAT00A and MATH100. This course is
offered onlyin the fall semester.

MATH100B Elementary

Algebra, Part2
(2 credit, 2 lecture, 1 lah) Prerequisite: MATH1 00A

This courseis the second halfof MATH 100 Elemen-
tary Algebra. The topics covered include graphs,
linear equations, systems of equations, inequali-
ties, sets, and quadratics. Students mustcomplete
bothMATH100Aand MATH100Bto have the equiva-
lent of MATH100. Students maynot receive credit
in both MATH100B and MATH1 00. This courseis
offered only in the spring semester.

MATH104 Intermediate Algebra

(4 credit, 4 fecture, 1 lab) Prerequisite: MATH100 or
MATH100A and MAT00B or d passing score on the
ASSET elementary algebra test

This course provides the algebraic, numeric, and
graphical skills necessary for the study of college
algebra and analytic geometry. Topics coverad
include the usual topics through quadratics plus
the exponential and fogarithmic functions, se-
quences, systems of equations, and an introduc-
tion to probability.

MATH104A Intermediate

Algebra, Part1

(2 credit, 2 lecture, 1 lab) Prerequisite: MATH100 or
MATH100A and MATH100B or @ passing score on the
ASSET elementary algebra test

This course is the first half of MATH104 Intermedi-
ate Algebra. The topics covered include real num-
ber operations, solving equations and problems,
systems oflinear equations, inequalities, setsand

polynomiat operations. Students must complete -

bothMATH104Aand MATH104B to have the ecuiva-
lent of MATH 104, Students may not receive credit
inboth MATH104A and MATH104.

MATEH104B Intermediate ’

Algebra, Part2
(2 credit, 2 lecture, 1 lah) Prerequisite: MATH104A

This course is the second haif of MATH104 Inter-
mediate Algebra. Thetopics covered includeratio-
nal expressions and equations, irrational expres-
sions,quadratics,exponentiai andlogarithmicfunc-
tions. Students must complete both MATH104A
and MATH104B to receive the equivalent of
MATH104. Students maynotreceive creditinboth
MATH104B and MATH104.

MATH110 Applied Algebra
(2 credit, 2.25 lecture, 0 Jab) Prerequisite: Apassingscore
on the ASSET numerical skills test

This course covers the algebra necessary for ma-
nipulating the formulasfoundinashop setting, the
use of calculators and some problem-solvingtech—
niques used in solving applied shop problems.

MATH111 Applied Geomelry
(2 credit, 2.25 lecture, 0 lab) Prerequisite: MATH110

This course in plane geometry COVErs propositions
and axioms, definitions, circles, area, and angular
formulas. Volumes from solid geometry are aiso
covered, ’

MATH112 Applied

Right Angle Trigonometsy
(2 credit, 2.25 lecture, 0 lah) Prerequisite: MATH 111

This is a course in right triangle trigonometry as
used in the machine trades. Functions, right tri-

angles, and solving practical shop problems are

included.

MATHI13 Applied

Oblique Angle Trigonomeiry
(2 credit, 2.25 lecture, 0 lab) Prerequisite: MATHI 12

This course details theuse of oblique trianglesand
the trigonometry necessary to solve machine shop
problems.

MATE116 Managerial Mathematics
{3 credit, 3 lecture, 0 lab} Prerequisite: MATH104 or a
passing score on the ASSET intermediate algebra fest

This is a study of mathematics relating to various
business situations involving matrix algebra, sefs,
probability, linear programming, and statistics.

Course
Descriptions
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MATH120 Trigonometry
(3 credit, 3 lecture, 0 lab) Prerequisite: MATH104 or a
passing scare on the ASSET intermediate algebra test

The right triangle is studied to introdstce the trigo-
nometric functions. These functions are also stud-
ied as circular functions of real numbers. Other
topics include algebrareview, verifying identities,
inverse functions, Law of Sines, Law of Cosines,
complex numbers, and vectors. Agraphing calcu-
lator is required for this course.

MATH151 Mathematics for

Elementary Teachers I
(4 credit, 3 lecture, 2 lab) Prerequisite: MATH100 or a
passing score on the ASSET elementary algebra test

This first course in atwo-course sequence provides
some of the necessary background to teach math-
ematics in the efementary school, including such
stibjects as the origin of systems of whole numbers,
integers and rationals, measurement, probability
and statistics. This course isoffered onlyinthe fall
semester. )

MATH152 Mathematics for

Elementary Teacheys IT
(3 credit, 3 lecture, 1 lab) Prerequisite: MATH151

This second course in a two-course sequence
provides some of the necessary background to
teach mathematics in the elementary school, in-
cluding such subjects as real numbers, plane and
solid geometry, transformational geometry, set
theory, and logic. Thiscoursejs offered onlyinthe
spring semester.

MATH159 College Algebra

(4 credit, 4 fecture, 0 lab) Pre-or Ci orequisites: MATH120
or passing score on ASSET intermediate algebra test and
written deparbmental approval

This course covers linear and quadratic equations
and inequalities (singular and systems), relations
and functions, matrices, exponential and logarith-
micfunctions, complex numbers, polynomial and
rational functions, polar and parametric equa-
tions, sequences, and series. A graphing calculator
is required for this course.

MATH190 Elementary Statistics
(3 credit, 3 lecture, 1 lab) Prerequisite: MATH100 or a
passing score on the ASSET elementary algebra test

This course introduces basic statistical concepts
including mean, standard deviation, frequency,
probability, binomial distribution, normal curve,
sample means, confidence limits, hypothesis test-
ing, and linear regression. Statistical analysis will
be done using computer software. A graphing
calculator with statistical analysis capability is re-
quired for this course.

MATH250 Calculus

and Analytic Geometry I

(4 credit, 4 lecture, 0 lab) Prerequisites: MATH15% or
passing score on the ASSET college algebra test and
written departimental approval

This course covers functions, limits, continuity,
differentiation, definiteintegrals, the Fundamental
Theorem of Calculus, and applications of the de-
rivative. A graphing calculatoris required for this
course,

MATH?251 Calculus

and Analytic Geometry II
(4 credie, 4 lecture, 0 lab) Prerequisite: MATH250

This course covers antiderivatives, definite inte-
gral applications, integration techniques, improper
integrals, sequences and series, and differential
equations. This course is normaily offered only in
spring semesters. A graphing calculator is re-
quired for this course.

MATH252 Calculus

and Analytic Geometry 111

{“ credit, 4 lecture, 0 lab) Prerequisite: MATHZ51 or
written departmental approval

This course covers multivariable functions, vec-
tors and analytic geometry, partial derivatives,
multiple integrals, and their application. This
course is normally offered only as independent
study.
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MATH290 Probability & Statistics
(4 credit, 4 lecture, 0 lab) Prerequisite: MATH250 or
written departmental approval

Thisis a calculus-based course in probability and
statistics. Topics covered include descriptive sta-
tistics, probability, random variables, estimation,
confidence intervals, hypothesis tests, simple lin-

earregression, ANOVA, and applications.

MATH299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies descriptionon page 123.

MUSIC

MUSI100 Fundamentals of Music
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course covers development ofthe techniques
necessarytothe understanding and knowledge of
music fundamentals and develops basic skills in
reading and writing music, sight singing, ear frain-
ing, thythmic organization, and keyboard familiar-
ity. This course s normally offered only in fall
semesters.

MUSI101 Music Appreciation

(3 credit, 3 lecture, 0 lab) Prerequisites: None

This introduction to the various styles of music
increases the understanding, awareness and en-

" joyment of music through the development of

proper listening habits and includes recordings
and demonstrations. tis recommended students
take MUSI100in the fall semester beforetaking this
course which is only offered in spring semester.

MUSI110 Music in the

Elementary Classroom
(3 credit, 2 lecture, T lab) Prerequisites: None

This course increases awareness of music pro-
grams for the elementary grades and emphasizes
creative experiences, use ofappropriate materials
and methods pertinent to the elementary class-
room, and the development of music fundamen-
tals.

MUSI141 Voice Improvement |

{1 credit, 0 lecture, 1 lab} Prerequisites: Noite

This class provides instruction concenirating on
the hasic techniques of singing. Students learn
correctposture, preathing, supportand tone pro-
duction and experience many different styles of
music.

MUSI142 Voice Improvement i1
{1 credit, O lecture, 1 lab) Prerequisite: MuUSI141

Thisclassisa continuation of MUST141

MUSI143 Voice Improvement I3
(1 credit, O fecture, 1 lab) Prerequisite: MUSIT42

This classisa continuation of MUSI142

MUSI144 Voice Improvement v
{1 credit, O lecture, 1 lab) Prerequisite: MUSIT 43

This classisa continuation of MUSI143.

MUSI185 Special Ensemble 1

(1 credit, Olecture, 2 lal) Prerequisite: Instructor permis-
sion

This course offers musically talented studentsan
opportunity to further develop their talents in
smallvocalor instrumental ensembles. Literature
is tailored to the capability of the students.

MUSI186 Special Ensemble 1
(1 credit, 0 lecture, 2 Jab) Prerequisite: MUSI 185 or
jnstructor permission

This course is a continuation of MUSI185 and
offersstudentsinterested inthe performingartsan
opportunity to further develop musical tatents,
The small ensemble performs at several campus
and community events throughout the academic
year.

MUSI191 Choir1
(1 credit, 0 lecture, 2 lab) Prerequrisite: Instructor permis-
sion

This course offers students interested in the per-
forming arts an opportunity to further develop
musical talents. The choir performs at several
camnpus and community events throughout the
academic year with opportunities to perform in
smallvocal ensembles.

Course
Descripiions
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MUSI192 Choir I
(1 credit, & lecture, 2 lab) Prerequisite: MUSIT91 or
instructor permission

This course is a continuation of MUSI191 and
offers studentsinterested in the performingartsan
opportunity to further develop musical talents.
The choir performs at several campus and commu-
nity events throughout the academic year with
opportunities to pesform with small vocal en-
sembles.

MUSI195 Instrumental Ensemble [

(1 credit, 0 lecture, 2 lab} Prerequisite: Instructor permis-
sion

This course is for instrumentalists with previous
band experience. The band performs at various
concerts and community programs throughout
the school year.

MUSI196 Instrumental Ensemble I
(1 credit, O lecture, 2 fab} Prevequisite: MUSI195 or
instructor permission

This course is a continuation of MUSI195. The
band performs atvarious concerts and community
programs throughout the school year.

MUSI287 Special Ensemble 111
(1 credit, 0 lecture, 2 lab) Prerequisite: MUST185

This continuation of MUSI186 offers studentsin-

- terested in the performing arts an opportunity to

further develop musical talents. The ensemble
performs at several campus and communityevents
throughout the academicyear.

MUSI288 Special Ensemble IV
(1 credit, O lecture, 2 Jab} Prerequisite: MUSI186

This continuation of MUSI287 offers students in-
terested in the performing arts an opportunity to
further develop musical talents. The ensemble
performs atseveral campusand community events
throughout the academicyear.

MUSI293 Choir IIT
(1 credit, 0 lecture, 2 lab) Prerequisite: M ustiot

This continuation of MUSI192 offers students in-
terested in the performing arts an opportunity to
further develop musical talents. The choir per-
forms at several campus and community. events
throughout the academicyear with opportunities
to perfornm in small vocal ensembles. -

MUSI294 Choir IV
{1 credit, G lecture, 2 labj Prevequisite: MUSIT92

This continuation of MUSI293 offers students in-
terested in the performing arts an opportunity to
further develop musical talents. The choir per-
torms at several campus and community events
throughout the academicyearwith opportunities
to perform in small vocal ensembles.

MUSI297 Instrumental Ensemble XTI
(1 credit, 0 lecture, 2 lab) Prevequisite: MUSIT95

This continuation of MUSI 196 is for instrumental-
ists with previous band experience. The band
performms atvarious concerts and community pro-
grams throughout the academic year.

MUSI298 Instrumental Ensemble IV
(1 credit, 0 fecture, 2 lab) Prerequisite: MUSI196

This continuation of MUSI297 s for instrumental-
ists with previous band experience. The band
performs throughout the academicyear.

MUSI1299 Directed Study

{variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description on page 123.

NURSING

NURS101 Fundamentals of
Nursing Care

(5 credit, 2 lecture, 6 lab) Prerequisite: Admission to the
nursing program

This course introduces students to the basic hu-
manneeds. Biophysical needs for safety, rest, cont-
fort, mability, elimination, nutrition, and hygiene
are studied. Psychosocial needs for safety and
security, love and belonging, self-esteem, and self:
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actualizationare presented. The motivational tasks
of aging with discussion of death, dying and the
grievingprocess arestudied. Facilitating the client’s
adaptation through use of the nursing process is
discussed with regard to the needs listed above.
This course begins the student’s socialization pro-
cess into the nursing profession. Instruction in-
cludes lecture, campus lab and clinical lab. Di-
rected learning provides students the opportunity
to apply course concepts in specific situations.
Basic nursing skills are introduced in campus lab.
Universal precautionsand skillsintegrated with the
hasicneeds ofhuman kind are demonstrated and
practiced.

NURS103 Nursing.of the

Adult Client 1

(6 credit, 2 lecture, 8 lab) Prerequisite: Successfil pro-
gression from previous nursing courses

This course introduces students to adult clientsin
a variety of health care settings. The nursing
processisapplied to clients based onassessment of
functional health patterns. Course content is fo-
cused on the needs of clients having problems of
discomfort, infection, elimination, and sensory
perception/alteration, and clients’ pre-, peri-, and
post-surgical intervention. Discussion of clients
with cancer, rénal problems, HIV alterations in
nutrition and impaired skin integrity is included.

- Classroomdiscussions are applied to the clientin

a clinical setting. Learning experiences in the
campus laboratory increase students’ knowledge
and abilities in nursing procedures. The clinicallab
experiencetakes place inthe extended-care facility

" and the acute-care hospital and provides students

with experiences to apply the knowledge of course
content and nursing procedures in the care of
adultclients.

NURS105 Nursing Care of the

Adult Client 11

{6 credit, 3 lecture, 6 lab) Prerequisite: Successfil pro-
gression from previpus nursing courses

This course presents the more common medical
and surgical conditions and interventions involved
in providing nursing care. The course utilizes the
nursing process for assessing and meeting the total
needs of the adult client having problems with
altered respiratory, cardiovascular, musculoskel-
etal and gastrointestinal systems. It integrates
knowledge of pharmacology, nutrition, anatomy
and physiology in understanding varied health

problems. It discusses disease prevention, health
maintenance and wellness, and man’s adaptation
to the environment. The ¢linical component ap-
plies the classroom theory and incorporates criti-
cal thinking in the actual care of clients in the
clinicalsetting. Stucdents are taught, assisted and

“ supervised in performing previously taught skills

in a safe and professional manner.

NURS111 Nuirition and

Diet Therapy in Nursing
(2 credit, 2 lecture, 0 lab) Prerequisite: Stccessfil pro-
gression from previous nursing coitrses

This course helps students involved with heaith
care to become more aware of the basic knowl-
edge, understanding, and application of the sci-
ence of nutrition. The relationship between nutri-
tion and the community environment, nutrition
through the life cycle, and diet therapy are ex-
plored within the scope of the nursing process.
Development ofthe ability to make practical appli-
cation of sound nuirition principles and theimpor-
tance of education in maintenance of optimum
health are basic goals of the course.

NURS119 Nursing Care of the

Adult Client 111

(5 credit, 2 lecture, 6 lab} Prevequisite: Successful pro-
gressfon from previous nursing couirses

This course addresses the more complex medical
and surgical conditions and the pertinentnursing
interventions. The nursing process is utilized for
assessing and meeting the total needs of the adult
client having alterations of the neurological and
endocrine systems. Techniques are included for
integrating physical assessment skills. The student
advances from basic to systentatic assessment.io
determine the general adaptive, interactive and
developmental characteristics of the individual’s
wellness orillness. The clinical practicum provides
the environment for application of classroom
theory. Critical thinking skills are enhanced by
integrating assessment skills. Increased awareness
and participation as a health care provider are
stressed.

Counrse
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NURS121 Introduction to Concepts

of Communication in Nursing
(2 credit, 2 lecture, O lab) Prerequisite: Stccessfid pro-
gression front previous nursing courses

This course assists the student to become amore
efficientpractitioner of communication. The stu-
dent practices inferviewing skills and observes,
discusses and begins to develop therapeutic com-
munication skills for both formal and informal
settings. Types oflearning and teaching stylesare
addressed. The nursing process is used in client
teaching. Reporting and recording skills are based
on the nursing process. Use of computers in the
professional role will include communicationand
legalities.

NURS126 Nursing Issues

and Trends
{5 credit, .5 lecture, O lab) Prerequisite: Successful
progression from previous nursing courses

Current issues and trends in nursing related to
education, nurse practice acts, and professional
organizations are exploredinthis course. Therole
ofthelicensed practical nurse asanintegral part of
the health care team is identified. This course
assiststhe studentin learning methods to makea
successful transition from student to practitioner.

NURS146 Nursing Care of the
Childbearing Family .

(3 credit, 1.5 lecture, 3 lab) Prerequisite: Successful
progression from previgus nursing cotirses

This introductory course stresses the fundamen-
tals of reproductive health and maternal/newborn
care. Utilization of the nursing process in the
planning of care is incorporated into the discus-
sion of reproductive wellness and i[fness, normal
pregnancy and childbirth, and infant care. The
family experience is emphasized including the
influence of culture diversity.

NURS147 Nursing Care of Children
{3 credit, 1.5 lecture, 3 lab) Prerequisite: Stccessfil
pragression fiom previous nursing courses

The primaryfocus of thisintroductory courseis on
assisting children to attain an optimal state of
wellness, taking into consideration theirindividual
strengths and weaknesses, The use of the nursing
process in the planning of care is included in
promotion of growth and development of the well
child, prevention of disease, and care of the hospi-
talized child. The importance of family dynamics
isalso stressed.

NURS163 Pharmacology in Nursing
(2 credit, 2 lecture, 0 lab) Prerequisite: Successfid pro-

gression from previous nursing courses

This course presents the basic concepts of phar-
macology ina systems approach based on knowl-
edge gained from anatomy and physiology. The
drugs are presented as they effect various body
systems. The nursing process is applied to an
understanding of the physiological actions of drugs
in the body. Nursing responsibilities are empha-
sized as the student learns the importance of
assessing druginteractions, dosage effectiveness
and side effects.

NURS200 Role Transition

{2 credit, 2 lecture, (0 lab) Prerequisite: A valid unencinm-
bered LPN license in good standing.

This course facilitates the student’s adaptation to
the Associate Degree nurse role. The content
includes discussion of transition, personal and
professional growth, student role and stress re-
duction. Other contentgives the student an oppot-
tunity to update critical thinking skills and use of
nursing process and a chance to update nursing
assessmentskills,

NURS227 Community

Mental Health

{5 credit, 2 fecture, & lab) Prerequisite: Successful pro-
gression from previous aursing courses

This course introducesthe student to human psy-
chosocial-social adaptation to stressorsin the en-
vironment., Treatment modalities such as family
therapy, behavior modifications, and reality orien-
tation and medical and nursing interventions are
presented. The nurse, using the nursing process to
work with patients with varying degrees of dys-
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function in awide variety of settings, is discussed.
The studentworks with clients in'a mental health
center, substance abuse center, and/or a hospital
setting. The contentis focused onhelping students
enhance their understanding of human behavior
during bothsickness and health and to acquire skill
in interpersonal relationships and communica-
tion, as well as assessment and intervention for
many mental healthissues.

NURS246 Advanced Nursing Care

of the Child-Bearing Family
{3 credit, 1.5 lecture, 3 lab} Prerequisite: Successful
progression from previousniursing courses

This course introduces the significant components
of critical thinking that maternal/newborn nurses
use in their everyday practice. It includes an in-
depthstudy of the physiological and psychological
aspects of contemporary maternal/newborn purs-
ing while preparing the student for a holistic ap-
proach to care. Through a review of normal
antepartum, intrapartum, postpartum, and neona-
tal nursing are included, the primary focusison the
development of nursing goals and interventions
for the care of the high-risk mother and infant
through the various stages of the childbearing
process.

NURS247 Advanced

Nursing Care of Children
(3 credit, 1.5 lecture, 3 lab) Prerequisite: Successful
progression from previous nursing courses

This course provides an overview ofthe nursing of
children from a child-centered perspective that
views children as unique individuals rather than
miniature adufts. The focus of nursing care is on
prevention of illness and promotion of health. A
theoretical basis for performance of a pediatric
physical and developmental assessment are in-
cluded. The development of nursing goals and
interventions essential for the care of childrenand
theirfamilies at different developmental levelsand
with various acute and chronic illnesses are dis-
cussed.

NURS253 Advanced
Medical-Surgical Nursing

{10 credit, 4 lecture, 12 lab) Prervequisite: Successfiil
progression from previous nursing courses

The primary focus ofthis courseis on assisting the
adultwhois acutely or chronicallyill or has muliple
health problems toat{ainanoptimal state ofwellness
in a variety of health care settings. The nursing
process is used in determining appropriate nurs-
ing interventions to assist the client and family in
their holistic adaptive responses to illness and
stress. The nurse’s role in disease prevention,
health maintenance and teaching is emphasized.
Advanced assessment skills are included for the

provision/management/coordination of client care

to facilitate the mainienance and promotion of
health. Critical thinking and decision-making skilis
are uiilized in the delivery of client care. Content
is designed to build upon theorylearnedin prereg-
uisite courses and will enable the student to apply
previouslylearned knowledge and skills.

MNURS257 Leadership and

Management
(3 eredit, 1 lecture, 4 lab) Prerequisite: Successfil pro-
gression from previots pursing courses

This course assiststhe studentto successfully make
the transition from student to practitioner and
effectively manage care of a group of clients in
today's complex and rapidly changing health-care
setting. In addition to addressing imanaged care,
the course assists the student, using the framework
of the nursing process, to develop professional
nursing leadership skills. Special responsibilities of
the leader/manager are described and practiced in
the clinical setting. Decision-making skills, critical
thinking, conflictresolutionand delegation legali-
ties are topics examined in the role of the profes-
sional nurse. Ethical and legal responsibilities are
discussed as are aspects of professional growth
and future direction for nursing leadership and
management.

LCoirse

Descriptions
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NURS260 Understanding Research
{2 credit, 2 lecture, 0 lab} Prerequisites: None

This course assists students in acquiring compe-
tencies necessary to critically read, evaluate, and
interpretthe findings ofresearch studies that bear
on the profession and practice of nursing. Stu-
dents are introduced to techniques that facilitate
the explicitness, precision, control and quantifica-
tion of data collection and analysis required in
conducting research. Both quantitative and quali-
tative research are addressed.

NURS299 Directed Study
{variable credit) Prerequisite: Written departmental ap-
proval :

Seethe Directed Studies description on page 123.

PARALEGAL STUDIES

PARAT00 Introduction fo

Paralegal Studies
(3 credit, 3 lecture, 0 lab} Prerequisites: None

This course provides a broad overview of paralegal
services and is primarily for students intending to
pursuea careerin law, short of becoming a lawyer.
The course explores paralegal duties, responsibili-
ties and challenges and has relevance to all stu-
dentsinterested inthelegal system. Careeroppor-
tunities, practical applications oflegal philosophy
and research methodology, and related subjects
are included. A key part ofthe course focuses on
developing an appreciation ofthe American legal
system's processes and operations. Students are
also exposed to legal research, terminology, and
legalwriting. This course is normally offered only
infall semesters.

PARAI110 Legal Research

and Writing
(3 credit, 3 lecture, 0 lab) Prerequisite; ENGL100

This course teaches students the sources oflawand
how to research legal issues using these sources.
The course requires studentstowrite alegal memo-
randum and alegal briefusing the required format
for each paper. Students also learn how to analyze
legal issues and prepare careful, crafted, written
presentations of their research and analysis.

PARAZ200 Estates, Wills and Trusts
(3 credit, 3 lecture, O lab} Prerequisite: PARAT00

This course trains the prospective paralegalinthe
administration ofestates, wills and trusts, Duties
and responsibilities that can be performed by the
paralegal underthe supervision ofan attorney are
emphasized. Appropriate federal and state taxlaws
are also introduced. This course is normally of-
fered only in spring semesters.

PARA210 Tax Law
(3 credit, 3 lecture, 0 lab) Prerequisites: PARAT10 and
BUSN200

This course is anin-depth treatmentof taxation of
business enterprises and emphasizes federal taxa-
tion of corporations, shareholders, partnerships
and partners. [t is required for the paralegal
associate degree, but is designed for any student
desiring an advanced course in federal taxation.

PARAZ215 Litigation I:

Pretrial Matters
(3 credit, 3 lecture, 0 lab) Prerequisite: PARAT00

This is the first of two courses that familiarize
students with the litigation process. It provides
students an in-depth study of pretrial consider-
ations necessary for litigation including jurisdic-
tion, venue, statutes of limitations, pleas, discovery
and other pretrial matters. This course is normally
offered only in fal semesters.

PARAZ216 Litigation II: Trial and

Appellate Procedures
{3 eredit, 3 lecture, 0 lab) Prerequisite: PARAZ15

This continuation of PARAZ15 provides an in-
depth study of trial considerations and proce-
dures. Evidence, interviews, client preparation,
juryselection, arguments, instructions to the jury,
verdicts and other pertinent irial-related activities
are covered with an emphasis on the role of the
legal assistantin trials and appeals. This course is
normally offered only in spring semesters.

PARA217 Domestic Relations Law
{3 credit, 3 lecture, 0 lab} Prerequisite: PARAT00

This course provides students an overview of the
legal system’sinvolvementin the area of family law
andrelations.
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PARAZ19 Administrative Law
(2 credit, 2 lecture, 0 lab) Prerequisite: PARAZ16

This course provides students an overview ofad-
ministrative law and entitlement programs.

PARA290 Paralegal Practicum
(3 credit, 0 lecture, O lab) Prerequisites: PARAT10,
PARAZ15 and the practicum coordinator’s approval

This course isa planned programof internship that
must include 12 hours per week of work experi-
ence, observation and study in a legal envirof-
ment. ltisintended to extend the student’s under-
standing of the legal system through 4 hands-on
application of previous classroom study.

PARA299 Directed Study

(variable credit) Prerequisite: Written departmen tal ap-
proval

See the Directed Studies description onpage 123,

PHILOSOPHY

PHIL220 Introduction to Philesophy
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This chronological survey of Western philosophy
examines the ways in which thinkers have dealt
with fundamental questions over the past 2,500
years. Examples of Eastern thoughtserveas points
of reference and contrast to contemporary Euro-
peanand American positions. HUMN200is recom-
mended as a prerequisite.

PHIL221 Philosophy of

World Religions
(3 credit, 3 lecture, 0 lab) Prerequisites: PHIL220 or
HUMN200 and HUMN201

This course is a survey of World Philosophies and
Religions. Itisdedicated tothe idea thatphilosophy
is not the exclusive province of the West. The
explorationof’ otherthought; notably Native Ameri-
can, Asian and Middle Eastern; provides an oppor-
tunity to appreciate the uniqueness of other cul-
tureswhile drawing upon the universal experience
oftheinnerperson. Inaddition, this studyincludes
an inquiry into the age-old philosophical adven-
tures of self identity, the aim of life, the quest for
truth, the searchforreality, and the experience of
spirituality or religion.

PHIL222 Bioethics
(3 credit, 3 lecture, 0 lab) Prerequisites: None

This course covers some of the major ethical theo-
ries and their relevance to the decision-making
process in the biological or health-care related
fields including issues related to conception and
birth, life and death, and individuals’ rights.

PI11.299 Directed Study

{variable credit) Prerequisite: Wrilten departmentaf ap-
proval

See the Directed Studies description ont prage 123.

PHYSICALEDUCATION

PHED101 Golf

(1 credit, O lecture, 2 lab) Prerequisites: None

‘This course introduces the fundamental skills of
golf. 1t offers a general overview of all aspects of
the game and provides a foundation of the basic
skills and knowledge required to help students
pursue recreational enjoyment ofgolf.

PHED102 Bowling _
(1 credit, 0 lecture, 2 lab) Prerequisites: None

This course introduces the fundamentals ofbowl-
ing including equipment selection, stance, ap-
proach, delivery, scoring and rules.

PHED103 Personalized Body
Conditioning
(1 credit, 0 lecture, 2 lab) Prerequisites: None

This course provides the knowledge to condition
the body througha supervised program consisting
ofthe basic principles of total fitness and exercise
with emphasis on heart-rate monitoring.

PHED104 Archery

{1 credit, O lecture, 2 lah) Prerequisites: None

This hands-on course teaches the beginning skl!Is

ofarcheryfor studentsinterested inlearning anew o

and challenging sport.

Course
Descriptions
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PHED105 Sports Fundamentals

(1 credit, 0 lecture, 2 lab) Prevequisites: None

This course provides the basic, general knowledge
needed to more fully enjoy watching and partici-
pating in volleyball, basketball, softball, racquet-
ball, and badminton. Students are given a broad
overview of each sport and its rules and skills.

PHED106 Volleybail

(1 credit, 0 lecture, 2 lab) Prerequisites: None

This course teaches the basic skills of volleyball, its
history, anunderstanding ofthe game and its rules,
terminology, offensive and defensive systems, and
mental/physical readiness including warm-up ex-
ercises.

PHED107 Cross Couniry Skiing

* (1 credit, 0 fecture, 2 lab} Prerequisites: None

This course teaches the fundamental principles of
cross country skiing. This includes use and main-
tenance of clothing and equipment. Basicskillsare
learned in the field and on trails.

PHED108 Social Dancing
(1 credi;?, 0 lecture, 2 lab) Prerequisites: None

This course introduces the basic steps in modern
social dancing including swing, fox-trot, cha-cha,
waltz and disco and the courtesies necessary for
developing poise and confidence on the dance
floor.

PHED109 Folk Dancing

(1 credit, 0 lecture, 2 lab) Prerequisites: None

This general course develops skills and techniques
in the various country and folk dances.

PHED110 Introduction to
Physical Fitness .

(1 credit, 1 lecture, T lab} Prerequisites: None

This course provides a generalized overview of
physicatfitness bringing togetherterms often seen
in print separately but seldom explained in rela-
tionship to each other such as cardiovascular,
aerobics, stress, cholesterol, nutrition and lifetime
sports. Students assess their ownfitnessleveland
develop individualized lifelong plans for improved
health. : ‘

PHED111 Karate I

(1 credit, 0 fecture, 2 lab) Prerequisites: None

This course teaches the basic kicks, punches and
blocks ofkarate.

PHED112 Karate II
(1 credit, O lecture, 2 lab) Prerequisite: PHED111

This is a continuation of PHED111. Students com-
pleting this course are encouraged to attemptthe
tests for theirlower-degree belts.

PHED113 Cross Country Skiing/

Beginning Tennis
(1 credit, O lecture, 2 lnb) Prerequisites: None

This course allows participation in winter and
spring activities. Fundamental cross country ski-
ing principles are learned in the first half of the
spring semester and the basic skills of tennis are
learned in the second half.

PHED114 Personal Self-Defense

(1 credit, 1 lecture, T lab) Prerequisites: None

This course covers basic self-defense strategiesin
avoiding potential dangers. Methods of instruc-
tion include techniques foravoiding and averting
physical harm and the presentation and discussion
of concepts and philosophies about personal self-
defense.

PHED115 Advanced Personal

Self-Defense
(1 credit, .3 lecture, 1 lab) Prerequisite: PHED 114

This course covers advanced techniques in per-
sonal self-defense using methods found in Karate,
fudo, Aikido, Kendo and other martial art forms.

PHED116 Racquetball

(1 credit, O lecture, 2 lab) Prerequisites; None

This course teaches the fundamental skills and
knowledge ofrules needed to play racquetbali for
fun and fitness.

PHED117 Basketball Fundamentals

(1 credit, 0 lecture, 2 lab) Prerequisites: None

This course teaches the basic skills of basketball,

terminology, offensive and defensive systems, and
mental and physical readiness for the game.
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PHED118 Bicycling

(1 credit, @ lecture, 2 lab} Prerequisites: None

This course teaches how to select, adjust, maintain,
and use equipment properly. Studentsalso learn
safety and riding techniques.

PHED119 Beginning Tennis

(1 credit, O lecture, 2 lab) Prerequisites: None

This course teaches the basicskills of tennis indud-
ing service and forehand and backhand ground
strokes. Students alsolearnthe rulesand strategy
oftha game. Aclass tournament is held during the
lastweek of class.

PHED120 Intermediate Tennis
{1 credit, 0 lecture, 2 lab) Prerequisite: PHEDT19

This courserefines the basic skills of tennis incud-
ing service and forehand and backhand ground
strokes and covers the rules and strategy of the
game. Atournamentis held during the last week of
class.

PHED121 Advanced Tennis

- ({1 credit, 0 lecture, 2 lnb} Prerequisite: PHED120

This continuation of PHED 120 allows participants
to advance the basic skills acquired.

PHED122 Beginning Skiing
(1 credit, O lecture, 2 lab) Prerequisites: None

This course teaches the basic ski maneuvers
through wide-stance parallel turns and includes
information on ski maintenance, waxing, and dift
ferent types of'skis, bindings and ski equipment.

PHED123 Intermediate Skiing
{1 credit, O lecture, 2 lab} Prerequisite: PHED 122

This course includes all intermediate ski maneu-
vers with special emphasis on parallel skiing, an
introduction to skiracing and information on ski
maintenance, skis and bindings.

PHED124 Advanced Skiing
{1 credit, O lecture, 2 lnb} Prerequisite: PHED123

This course teaches the fundamentals of ski in-
struction and advanced ski techniques and con-
sists of the theory of ski mechanics, theory of
teaching slding, theory of basic ski maneuvers,
practice teaching and advanced ski techniques.

PHED125 Beginning Judo

{1 credit, 0 lecture, 2 lab) Prerequisites: None

This course introduces the basic principles of the
sport of Judo. The student traces the historical
development from its origins 600 to 1,000 years
agoinAsiatoits developmentasamodern Olympic
sport. Emphasis is placed on learning the basic
throwing, holding, falling and submission tech-
niques practiced in the sportand the rules which
govern competition. The student gets a unique
lookat the Japanese culture by understanding the
development and practice of its national sport
which the Japanese call "the gentle way.”

PHED128 Tae Kwon Do 1
{1 credit, O lecture, 2 lab} Prerequisites: None

This course teaches the basic kicks, blocks and
punches and patterns ofthe Korean martial art, Tae
I&won Do,

PHED129 Tae Kwon Do i
{1 credik, 0 lecture, 2 lab) Prerequisite: PHED128

This course is the advanced instruction of Tae
Kwon Do. [nadditionto rehearsing kicks, blocks,
punches and basic patterns, the studentlearns to
combine techniquesinto meaningful groupingsio
be used as methodsfor self:-defense and Olympic-
style point fighting.

PHED130 Beginning Swimming
(1 credit, O lecture, 2 lub} Prerequisites: None

This course includes the basic swimming strokes
including the front crawl, back crawl, side stroke,
breaststroke, and elementary backstroke. Safety,
non-swimming rescues, swimming hygiene, water
enfries and survival swimming are also covered.

Conrse
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PHED131 Intermediate Swimming
{1 credit, O lecture, 2 lab) Prerequisite: PHED130

This course improves the swimmer's skill in the
basicswimming strokes including the front crawl,
back crawl, breaststroke, sidestroke, and elemen-
tary backstroke. Otherstrokes coveredincludethe
butterfly, overarm sidestroke, trudgen crawl and
inverted breaststroke, The course also covers
diving, treading water, boating safety, turns, safety,
non-swimming rescues and survival swimming.

PHED133 Lifeguard Training

(1 credit, 1 lecture, 1 lab) Prerequisites: Good physical
health, at least 15 years of age and PHED131-levef
swimming skills

This course provides the necessary minimum skills
training for a person to qualify as a lifeguard in
situations where American Red Cross Lifeguard
Training is required.

PHED134 Water Safety

Instructors Certification
(1 credit, 1 lecture, 1 lab) Prerequisites: PHED131 and
at least 17 years old

This course trains instructor candidates to teach
American Red Cross water safety courses. Basic
stroke evaluation, teaching techniques and water
safety are covered.

PHED135 Skin and Scuba Diving
{2 credit, Tlecture, 2 lub) Prerequisites: The ability to
tread water for 5 minutes using only feet and arms,
swimming 200 yards without fins, and swimming under
water 50 feet without fins or push-off

This course teaches skills needed to become asafe

scuba diver. Uponsuccessful completion, students
are encouraged to take P.A.D.L certification tests.

PHED136 Water Exercise

_(1 credit, 0 fecture, 2 lab) Prerequisites: None

This course provides the knowledge and guidance
to improve health and physical fitness through
aquatics exercise. Thislow-impact program builds
aerobicf{itness, muscular endurance and strength,
and flexibility in every muscle group. Swimming
skills are not necessary.

PHED137 Lifeguard Instructor

Certification
(1 credit, 1 lecture, 1 lab) Prerequisites: Lifeguard Train-
ing Certificate and at least 17 years old

This course trains instructor candidates to teach
American Red Cross Basic Water Safety, Emer-
gency Water Safety, Lifeguard Training and Life-
guard Training Review Courses.

PHED140 Advanced Open Water

and Rescue Diving
(2 credit, 1 fecture, 2 lab) Prerequisites: At least 15 years
of age and scuba diving and current CPR certification

This course provides theory and practical applica-
tion in advanced and rescue diving.

PHED144 Fitness Walking

(1 credit, .5 fecture, 1 fab) Prerequisites: None

This course helps students improve their fitness
levels through vigorous walking. Each student
develops a personalized, healthy life-style plan
whichintegrates exercise, diet and stress manage-
ment.

PHED160 Fundamentals
of Climbing

(1 credit, .5 lecture, 1 lab} Prerequisite: Liability waiver

Students receive training in climbing techniques,
safety and equipment usage. Actual cimbing is
conducted on an indoor, artificial rock surface to
develop the skills necessary to climb rock and ice.

PHED161 Climbing IT
(1 credit, .5 lecture, 1 lab) Prerequisites: PHED160 and
liabifity waiver

This course is a continuation of PHED160.

PHEDZ210 Sports Officiating

(1 credit, 0 lecture, 2 lab} Prerequisites: None

This course presents the rules of a major sport,
whichis chosen bythe participants ofthe class, and
covers oificiating techniques, relationship of play-
ers, officials and aspects of administration. Stu-
dents maychoose, upon completion ofthe class, to
take the state examination to become a registered
official in the chosen sport.




PHED231 Swimming Fitness
{1 credit, 0 lecture, 2 lab} Prerequisite; PHED131

This course provides the knowledge and guidance
to improve health and physical fitness through
exercise and training in aswimming program. This
conditioning course covers the advantages and
benefits of swimming; principles of training, evalu-
ation and motivation; minor health annoyances
and stroke mechanics.

PHED299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval

Seethe Directed Studies description onpage 123,

PHYSICAL SCIENCES

PHYS101 Physical Science-

{4 credit, 3 lecture, 2 fab) Prerequisite: Passing scores on
the ASSET tests, Pre- or Corequisite: ENGL100 or
DVED175

This course provides basic general education in
physics and chemistry so students may better
understand and evaluate the resulis of scientific
and technological achievement and their impact
upon society, enabling them to evaluate theirown
interestand potential in the physical sciences. This
courise is normally offered only in spring semes-
ters.

PHYS111 Introduction {o

College Physics 1
(3 credit, 2 fecture, 2 lab) Prerequisite: MATH100

This class for vocational students and those that
need abeginning physics class examines classical
mechanics and sound. This course is normally
offered only in fall semesters.

PHYS112 Introduction o

College Physics I :
(3 credit, 2 lecture, 2 lab} Prerequisite: PHYS111

This course covers thermodynamics, electricity
and magnetism, optics and modern physics, This
course is normally offered only in spring semes-
ters.

PHYB5230 Introductory Physics 1
{4 credit, 3 lecture, 2 lab) Prerequisite: Written depari-

- mental approval

This course is for students interested in the life
sciences including biology, medical technology,
pre-medicine and pre-dentistry and covers con-
cepts oflight, force and motion, and energy as they
apply to biological mechanism and instrumenta-
tion.

PHYS231 Introductory Physics II
(4 credit, 3 lecture, 2 lab) Prerequisite: PHYS230

This continuation of PHYS230 covers fluids, elas-
ticity of matter and membranes, sound, electro-
magnetism, quantum theory and radioactivity.

PHYS299 Directed Study

{variable credit) Prerequisite: Written departmentel ap-
proval

Seethe Directed Studiesdescriptionon page 123.

POLITICAL SCIENCE

POLI110 Introduction to

Social Science I

(4 credit, 4lecture, 0 lab) Prevequisite: A passing score on
the ASSET reading skills test, Pre-or Corequisite: ENGLT00
or DVED175

This course introduces the interdisciplinary ap-
proachto thestudy of society and human behavior,
emphasizing methodology, the development of
skills necessary to studyand researchin the social
sciences and the study of power, its use and distri-
bution as an overall framework for examining the
nature of society’s strengths and weaknesses. Ma-
terials focus primarily on economics and political
science with special emphasis on the rights and
responsibilities of citizenship and the form and
functions of government atthe national, state and
local levels.
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POLI240 The American
Political System

" (3credit, 3 lecture, Qlab) Prerequisite: Apassing score on

the ASSET reading skills test

This course infroduces politics and government at
the federal level. Although in manywaysitis a basic
traditional survey sequence in American govern-
ment, the course goes beyond the traditional ex-
aminations of government institutions (the execu-
tive, the legislature, and judiciary) to explore how
the complex web ofideas, groups, personalities,
and processes interact with those institutions to
arrive at publicpolicy. Within the larger contextof
the evolution of our present political system and
the ongoing debate between liberals and conser-
vatives, the course attempts to discover how our
political culture; federal structure; the Constitu-
tion; public opinion, political socialization, cam-
paigns and voting; pressure groups and labbying;
palitical parties; civil rights and liberties; public
policy, foreign/defense policy and international
affairs relate to power, influence, and decision-
makingin American politics. This course pointsout
problem areas and inequities in development of
ourlives and relies on both historical and contem-
porary examples, stressing the present-day prac-
tice of politics to illustrate and explain the prin-
ciplesand processes ocutlined abave.

POLI246 International Relations
(3 credit, 3 lecture, 0 lab) Prerequisite: A passing scoreon
the ASSET reading skills test

This course provides an introductory examination
and analysis ofinternational relations designed to
prepare students to function as members of a
global society. Economic, political and security
issues are examined. The course includes analysis
offoreign policy objectives, internal and external
influences onforeign policy making and trends in
theinternational system. Successful completion of
POLIT10 or POLI240 are recommended.

POLI299 Directed Study
(variable credit} Prevequisite; Written departmental ap-
proval :

Seethe Directed Studies description onpage 123.

PSYCHOLOGY

PSYC220 General Psychology
(3 credit, 3 lectuire, 0lab) Prerequisite: A passing score on
the ASSET reading skills test )

This course familiarizes beginning students with
the cencepts and methods used by psychologists
to study human behavior. Subjects covered in-
clude experimental methods, neuropsychology,
intelligence, language, learning, mativation, per-
sonality, mental disorder, therapy, and group be-
havior. ‘

PSYC221 Child Psychology
(3 credit, 3 lecture, 0 lab) Prerequisite: PSYC220

This course covers psychological theory and ex-
perimentalfindings asthey apply to understanding
and influencing children’s growth and develop-
ment emphasizing basic concerns such as the
effects ofheredity and environment, the processes
of maturation, intellectual growth and develop-
ment, and childhood anxiety.

'PSYC225 Abnormal Psychology

{3 credit, 3 lecture, 0 lab) Prerequisite; PSYC220

This course covers the definition, description,
measurement, diagnosis, causes, treatment, and
prevention ofabnormal behavior. Biological, psy-
chosocial and sociocultural perspectives are re-
viewed.

PSYC299 Directed Study

_(variable credit} Prerequisite: Written departmental ap-

proval

See the Directed Studies description onpage 123.




SOCIAL SCIENCES

SOCI11 Introduction to

Social Science I

{4 credit, 4lecture, @lab) Prerequisite: A passing scoreon
the ASSET reading skills test, Pre-or Coreqiisite: ENGL100
or DVED175

. This course is a continuation of POLI110 and

completion of POLIT10 is recommended before
enrolling. Materials focus on history, anthropol-
ogy, sociology and psychology as the study of
society and human nature continues, emphasizing
selective aspects of culture and contemporary
soctal problems. ”

S0CI230 Sociology
{3 credit, 3 lecture, 0 lab) Prerequisite: A passing score on
the ASSET reading skills rest

This course familiarizes beginning students with
the basic concepts and methods used by sociolo-
gists to study soctety. It culture, social structure,
social class, institutions, demography, deviance,
and social change emphasizing the sociological
perspective of human behavior and modes’ of
social organization.

S0OC1235 Social Problems
(3 credit, 3 lecture, 0 lab) Prerequisite: A passing score on
the ASSET reading skills test

This course focuses on the sociological approach
to social problems including mental illness, crime,
poverty, family and community disintegration, vio-
lence, ecology and cuirent events.

80CI1299 Directed Study
(variable credit) Prerequisite: Written departmental ap-
proval -

See the Directed Studies description on page 123.

THEATER

THEA261 DramaasaPerforming Art

{3 credit, 2 lecture, 2 lab)} Prerequisites: None

This course provides experience in producing,
acting, staging and directing plays.

THEA299 Directed Study

(variable credit) Prerequisite: Written departmental ap-
proval

See the Directed Studies description onpage 123.

WELDIMNG
TECHNOLOGY

WELD107 Welding Technique
and Joint Preparation
{3 credit, 1 lecture, 3 lab) Prerequisites: None

This course gives students withno welding expe-
rience the opportunity to learn welding skillsand
proper techniques. Rod selection and out-of-
positionwelding are covered. Projects fromhome
are encouraged.

WELD108 Welding and Fabrication
{3 credit, 1 lecture, 3 lab) Prerequisites: None

This course emphasizesthe five basicjoint designs
utilizing the oxyacetylene and arc process with
emphasis onthe 1,2, 3, and 4 F positions.

WELD110 Automotive Welding |

(2 credit, 1 lecture, 2 lab) Prerequisites: None

This course provides students an understanding of
the basictechnigues, machine operations and safety
riles pertaining to soldering, welding, and brazing
oflighter gauge materials.

WELD120 Welding and

Fabrication 11
(3 credit, 1 lecture, 3 lab} Prerequisites: None

This course allows welding students to continue
developing skills on the 1,2, 3 and 4 Gweldments.
Testing of weldments by means of destructive and
nondestructive methodsisused to insure students
are properly developing welding skills.

Course
Descriptions
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WELD121 Advanced Welding
(3 credit, 1 lecture, 3 lab) Pre_requisites: None

This course provides the training required for
accomplishing qualification-type weldments in
accordance with the A.W.S. welding code, using
the S.M.A.W. process. M.L.G. procedures are also
covered.

WELD122 Related Welding Skills
{3 credit, 1 lecture, 3 lab) Prerequisites: None

This course is for students needing a welding
course to meet the requirements of other MCC
technical programs. Students receive basictrain-
ingin oxyacetylene, M.L.G. welding and oxyacety-
leneflame cutting.

WELD124 Agriculture

and Construction Welding
{1 credit, .5 lecture, 1.5 lab} Prerequisites: None

‘This course is forthose who make their own repairs
on machinery. Topics include basic arc welding,
basicgaswelding, castiron brazing, hard-surface
application, flame cutting, and control of heat
related stresses. Small, student-furnished projects
are allowed but must be removed after each class.

WELD125 TIG Welding
(2 credit, .5 lecture, 1.75 lab) Prerequisites: None

This course is a comprehensive coverage of the
Gas/Tungsten Arc Welding process, developed es-
pécially for and in consideration of the tool-and-

dieindustry.

WELD140 SMAW Pipe Welding
(3 credit, 1 lecture, 3 lab) Prerequisites: WELD107 and
WELD120

This course is an overview of proper practice and
procedures used in pipe and pressure vessel
weldments. Students employ the Shielded Metal
Arc Welding Process to produce American Welding
Society testplates inthe 2G, 5G, and 6G positions.

WELD?299 Directed Study

{variable credit)hPrerequisite: Wiitten departmental ap-
proval

See the Directed Studies description on page 123,

MODULAR &
PRACTICAL
APPLICATION COURSES

These courses exist in some disciplines. They may be
carefully designed projecis employing skills taught in
that discipline or field experience in that area, or they
might include both features. Examples are CRIM290
Criminal Justice Practicum in criminal justice and
CMIS290 Field Experience in compuier information
systems, In semester schedules, they are lnbeled with
appropriate department prefixes.

Field Experience

{4 credit, 0 lecture, 0 lab or 5 credit, 0 lecture, 0 labj
Prérequisites: 30 crediis, a 2.0 GPA and departmental
approval according to department standards

Enrolled studentsholdjobsrelated insome way to
their field of study. Performance on the job is
monitored and guided by the employerand college
personnel. Attendance atone-hour weekly semi-
nars, four hours per credit per week of work
experience, and submission of a final report are
required,

Modular Course - :
{variable credit) Prerequisites: Same as parent cotirse

These courses are one- or two-hour units of study
which contain part of an existing course. Such
courses respond to special, often one-time needs,
and usually are not publicized by the college sepa-
rate fromthe regular semester schedules.




! Course ot
2 s : Description
> Directed Studies cescriptions

‘ K {variable credit) Prerequisite: Written departmental ap- ‘
. proval ' :

‘ These courses are usuailyfor advanced students or
' those who have exhausted regular college offer-
Lo ings. The directed study cannot be used near the
: end ofthe semesterto fill requirements, but must
be planned in advance. Careful attention must be
given to the description of the work proposed
hecause there isno other course ontline onfile to
document the experience. Studentsinterestedin
directed study must contact an instructorwho will
1 sponsor the proposed activities. The teacher com- - :
pletes the written plan on proper forms and seeks
approval fromthe instructional administrator be-
fore work begins. Students must enroll in the
: appropriatelylabeled section of Directéd Studies
g 299, e.g,, BUSN299, HIST299, TDSN299.
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ACADEMIC FREEDOM refers to the right of the
student to learn and the right of the teacher to
employ teaching methods that are effective in
pursuing course objectives.

ACCREDITATION is recognition by an approving
organization suchas the North Central Association
of Colleges and Schools which accredits Montcalm

. Community College.

ADMISSION is the acceptance of a student by a
college or university entitling him or her to take
classes and participate in campus activities.

ADVISOR is the person responsibie for advising
studentsregarding financial aid, class scheduling
or career choice.

APPRENTICE is a person following a planned pro-
gram of occupational skills that is provided by an
employer and related instructional training thatis
provided through a community college or high
school.

ASSOCIATE DEGREE is a planned degree program
of approximately 60 credit hours conferred by an
accredited college.

AUDIT generally means students pay regular tu-
ition and fees for a class, but need not complete
assignments ortake examinations. Arrangements
to audit an MCC course must be made prior to
registration, The optionto switch to audit statusis
notavailable after the end ofthe drop/add period.

BACHELOR'S DEGREE is adegree, from an accred-
ited college or university, that is awarded upon
successfil completion ofaprescribed major course
of study of approximately 124 credit hours.

CAMPUS is the entire physical content ofa college
or university including all buildings and grounds,

CATALOG is the college or university publication
which lists general information, college programs
and course descriptions.

COMMUNITY COLLEGE isa post;seconda;ry i-fisti- T

tutionauthorized to award associate degreesand
certificates and offer avariety ofnon-degree fearn-
ing experiences. Programs include [iberal arts,
occupational studies, adult education, business
and industry training and personal enrichment
opportunities.

COUNSELORisa professional who helps students
with academic, career and life planning.

CONTACT HOURS are the total hours of lecture and
[aboratory instruction for each class.

COREQUISITE is a required course which, if not
takenahead oftime, must be taken during the same
semesteras another class,

CREDIT BY EXAM is available for some courses.
Students mustsignup forand payfull tuition for the
courseand thentake the exam. Agrade of Sisissued
ifthe exam is passed satisfactorily.

CREDIT HOURS are assigned to each class, usually
reflecting the number of lecture hours per week.
Additionallaboratory hours are required insome
courses,

CURRICULUM is the collective term for various
courses of study offered. :

DROP/ADD is the time after classes begin when
students may add or delete classes from their
schedules without penalty.

ELECTIVE is a class not specifically required in a
course of study.

EMROLLis to sign-upfor classesforinclusion on the
official classlist orroster.

ESSAY TEST is an examination where answers to
questions are written in paragraph form.

EXTRACURRICULARACTIVITIES are campus events,
other than classes, in which students participate.

FEES are nonrefundable charges in addition to
tuition.
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FINAL EXAM, the tast test given in a class, may
include all or part of the course work covered.

FINANCIAL AID is money received from various
sources to help students with college costs.

FULL-TIME STUDENTS take 12 or more credit
hours of study.

GRADE POINT AVERAGE (GPA) is the cumulative

numerical value of grades earned by a student
determined by dividing total points by the number
of credit hours.

INCOMPLETE () GRADES are awarded when stu-
dents cannot complete required course work by
the close of a semester for reasons beyond their
control. The grade indicates the instructor's belief
that thé student will receive a passing grade when
the requirements have been fulfilled.

INTRAMURAL is a term used in ¢onnection with
athletic teams which usually consist of students
fromasingle institutionwho compete against each
other.

LABORATORIES are science, computer, secretarial,
artorotherhands-on experiences related to class-
roominstruction.

LABORATORYAS_S!STANT is a college employee
who providesassistance to studentsinalabsetting.

LABORATORY SUPERVISOR is a staff person with
teaching qualifications who supervises a lab and
provides assistance similarto that available froman
instructor.

LIBERAL ARTS aie academic disciplines such as
language, history or humanities that develop gen-
eral intellectual ability and provide information of
general cultural concern.

LIBRARY includestraditionat library services, auto-
mated information services and access ko materials
from off-campus sources,

MATRICULATION s the act of enrolling ata college
oruniversity.

OFFICEHOURS are scheduled times instructors are
in their offices to meetwith students.

OPEN LABORATORY is a classroom setting where
self-teaching materials are used.

ORIENTATION is a scheduled time for students to
become familiarwith places, processes and expec-
tations.

PART-TIME STUDENTS carry fewer than 12 credit
hours. '

PREREQUISITE is a course required to have been
successfully completed priorto enrollmentin an-
other course.

REGISTRAR is the administrator responsible for
student records, transcripts and registration pro-
cedures.-

REGISTRATION s the process ofenvolling in classes.

SEMESTERS are the time periodsinwhich classes
run. AEMCC, 16-week semesters begin in August
and January, Ashorter summer semester begins in
June,

SEMESTERHOURis the measurementoftime spent
inclass,

SENIOR CITIZENis a person who is 60 years of age
orolder.

SEQUENTIAL CLASSES are courses offered con-
secutivelywith each serving as the prerequisite for
the next.

SKILLS DEVELOPMENT LAB is where students de-
velop basic reading, math and language-usage
skills.

STUDENTRIGHTS include procedures for appeal-
ing grades and offering input on college or univer-
sity policy-making.

SUBSTITUTION of a cotirse required for a degree
orcertificate must be done inwriting, signed by the
appropriate instructorand instructional adminis-
trator. Forms are available in the Enroliment
Services Office,
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TECHNICALSTUDIES are occupationally oriented
programs of learning which provide job skills for
students who wish to enter the career of their
choice upon the completion of their training.

TEXTBOOKis awritten manual used forreference
or study in a class.

TRANSCRIPT is the official record of gradesfroman
educational institution that shows a cumulative
record of course work.

TRANSEER is the process bywhichastudent enters
a college or university after having been enrolled
atanotherinstitution.

TUITION is the amount of money charged for
classes.

TUTORis a person competentinaspecificsubject
who helps students with that subject. Students
either needing a tutor or wishing to be a tutor
should contactthe Special Populations Counselor.

WAIVING a class is sometimes possible througha
competency exam. Towaivea required course, a

. student must pass the examand pay $5 per credit

hour. Credit hours must be made up by caking
other courses.

WITHDRAWAL is the act of voluntarily dropping
out of a specific class within a prescribed time.
Students mustinitiate the requestto withdrawand,
ifapproval is granted, the instructor will assign a
WP, withdrawal passing,oraWF, withdrawal fail-
ing, tothe transcript.

Glossary of
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1999 Spring Semester

Registrationbegins .......ccvovevann. November 23

C]assesbegin.....‘...............................January 15
SPring Break .......ovvveseeeeveees, April 5-11
Collegeclosed ...uriurvoeresersron, April 2-4
Classes end couueevveevvecucvnevnse e, May 15

1999 Summer Semester

Registration begins .......ccoveerveevennne.. April 26
Classesbegin............. rertreeenne JUne 14
Classesend ....covvveveievoeereses e, August 6

1999 Fall Semesterr

Registrationbegins ....oovevveverrerieernnnnn, April 26
Classesbegin....iconrerereennnnn.., JTRRON August 25
Classesend ....ivvovvveneeeeerinn, December20

2000 Spring Semester

Registration begins ...... November 22 (Tentative)
Classesbegin.................... PP January 14
Classes end .oovreeeerevneeseres s May 13

2000 Summer Semester

Registrationbegins ................ April 24 (Tentative)
Classes begin .u..urnrunnirvcsreesscesnereonn, June 12
Classes end ..o.veeverncoreensioseeeseensn, August 4

2000 Fall Semester

Registration begins ................ April 24 (Tentative)
Classesbegin .....uuvenne.n, b August 23
Classesend ................ trenerearnarrsrias Decembear 18

2001 Spring Semester

Registration begins ....... November 20 {Tentative)
Classes begin ......vuvuveervrveeeres January 12
Classesend .......covumrurcmsirnsseresnesnsn May 12

For more inforrﬁation, call 517/328-2111.

The material in this catalog applies to the 1999-2001 academicyears and reflects information available at

publication in January 1999. Montcalm Commun
contained in this publication and make reasonable ch
and non-acadeimic programs. These changes will no

ity College reserves the right to revise information
nges inrequirements to improve orupgrade academic
taffect credits already earned by current students.







