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About the Institute

The Albuquerque Technical-Vocational Institute
(T-VI) is a public post-secondary school which has as its
primary goal to provide adults with entry-level job skills
and the related education necessary to succeed in an
occupation. The Institute began operating in 1965.

ACCREDITATION: The Institute is a candidate for
accreditation with the North Central Association of Col-
leges and Schools. Candidate for accreditation is a status
of affiliation with a regional accrediting commission
which indicates that an institution is progressing toward
accreditation but is not automatically assured of accredi-
tation, Candidate for accreditation status indicates that
an institution has provided evidence of sound planning,
has available the resources to implement its plans and
appears to have the potential for attaining its goals with-
in a reasonable time.

VETERANS BENEFITS: All full-time instructional
programs of two or more trimesters in length have been
approved for Veterans Admininistration benefits by the
State Department of Education,

School Year

T-VI operates year-round on a trimester plan with: = *
each of the three trimesters providing 75 days of classes,
During 1977-78, the Fall Trimester will begin on Sept. 6,
the Winter Trimester on Jan, 4 and the Summer Trimes-
ter on May 1.

In three of the vocational majorSHCuhnary Arts,
Masonry Trades and Sheet Metal Trades—beginning
groups are admitted at the mid-trimester point: Oct. 31,
Feb. 27 and June 26, Persons beginning on these dates
will complete their programs on June 23 and Oct. 27 of
1978, and Feb. 23 of 1979, respectively.

Class Schedules

All class periods begin at 20 minutes after the hour
and end at 15 minutes after the hour. Typical class
schedules begin at 8:20 a.m. and end at 3:15 p.m, with
one hour for lunch. However, some classes begin as early
as 7:20 a.m.; and some classes do not end until 7 p.m.

A copy of this bulletin is provided each student upon
enrollment as well as a copy of the student handbook,
which contains additional information about policies
and regulations affecting students. Students should
study and be familiar with the contents of both publica-
tions,
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Trimester Calendér
1977-78

FALL TRIMESTER 1977

July 25-August 12 .. ... ot Evening Division Preregistration
August 10, 11,12 ..o it e Day Division Registration
August 30-31 ... Evening Division Registration
September 6 . ... e e Day Division Classes Begin
September 12 . ... ... . . Evening Division Classes Begin
October26 ... v Mid-Trimester Grades Due
October 27-28 . . ... o Teacher Inservice (No Classes)
November 24-25 ...ttt Thanksgiving Holiday
December 9 ... ..ot e, Withdrawal Deadline
December 23 .. ...t e Last Day of Classes
December 24-January 3 .. ...... ..ttt Trimester Break

WINTER TRIMESTER, 1978

November 21-December 9

(except November 24-25) .. ........cvuu. .. Evening Division Preregistration
December 14, 15,16 . ...t Day Division Registration
December 28-29 ... ..., ... . e Evening Division Registration
January 4 ... .. e Day Division Classes Begin
January 9 . ..., Evening Division Classes Begin
February 24 .. ... .. .. Mid-Trimester Grades Due
March 24 . . o Easter Holiday
ApTil S Withdrawal Deadline
ApTil 10 L Last Day of Classes
April 20-30 . .. e Trimester Break

SUMMER TRIMESTER, 1978

March 27-April 7 . .. ..o e Evening Division Preregistration
April 10,11,12 ... . e, . .Day Division Registration
April 26-27 ... Evening Division Registration
May1 ..... e e e e, Day Division Classes Begin
May 8 ..., e Evening Division Classes Begin
May 29 .. e, Memorial Day Holiday
June23 .. ... Mid-Trimester Grades Due
Jaly 1-4 Independence Day Holiday
August 4 ... Withdrawal Deadline
August 18 .. Last Day of Classes

August 19-September 4 .. ......... . Trimester Break
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Instructional
Programs

The DAY DIVISION program at the Institute pro-
vides full-time instruction leading to certificates of com-
pletion in the 28 career fields listed in the table of con-
tents.

A Preparatory Program is offered for persons who do
not qualify for immediate acceptance into one of the
vocational programs, Persons may also study for the
General Educational Development (GED) high school
equivalency exams in this program.

Full-time students in the Day Division attend classes
five or six hours a day. They may also enroll in any
additional courses desired on a space-availablé basis, Per-
sons not working towards a certificate may enroll on a
part-time basis as special students-in specific courses if
space is available.

The EVENING DIVISION offers close to 100 Skill
Improvement classes to part-time students for business,
trade and.industrial, health and technical occupations,
The Adult. Basic Education section offers a variety of
classes for improvement of written and spoken commu-
nication skills, math, family money management and
GED examination subjects, This section also includes a
citizenship program for aliens. The Apprenticeship Pro-
gram includes classes for some of the construction trades
and is operated in cooperation with various labor-man-
agement Joint Apprenticeship Committees. A Voca-
tional Enrichment Program, providing vocational classes
for high school students at their schools after regular
school hours, is also sponsored by T-VI's Evening Divi-
sion.

Complete information about the evening programs,
which are also tuition-free to New Mexico residents, is
available in the Evening Division catalog,

Admissions
Procedures

The Institute’s Day Division programs are designed for
adults who do not have a marketable skill and who are
willing and able to pursue an instructional program 25 to
30 hours per week. To enter the Day Division programs,
a student should be either 18 years of age or a high
school graduate, However, persons less than 18 years of
age are oligible to apply if they have been excused from
compulsory attendance in a secondary school under the
provisions of Section 77-10-2 NMSA 1953 as amended.

Applications for admission to the Institute are han-
dled on a first-come, first-served, space-available basis.
All of the programs offered have some minimum require-
ments in math and communication skills and some appli-
cants may need to enter the Preparatory Program to
strengthen these basic skills before beginning a voca-
tional program, Some programs have additional prerequi-
sites, listed with the program descriptions, which must
be met before the applicant can be admitted to that
particular program,

No person shall be denied admission to any T-VI pro-
gram on the basis of ethnic background, sex or creed.

The admissions process is aimed at helping each appli-
cant enter a career field in which his or her chances for
success are good. For that reason, an applicant will be
discouraged from entering a program for which he or she
does not meet minimum physical requirements or aca-
demic preparation. The applicant will be denied admis-
sion to a program where a health or physical condition
poses a danger to the applicant or to fellow students. In
the latter case, the admissions counselor will help the
applicant find a program in which the condition will not
pose a hazard nor prevent the student from completing
required assignments,

In those programs which include paid on-the-job train-
ing among graduation requirements, T-VI will have suffi-
cient training stations arranged so each student can be
given one or more intervisw leads, The student has an
obligation to interview for the training station leads pro-
vided. Students in paid on-the-job training must conform
to personnel policies of the cooperating employer,

The Day Division admissions process gives first prior-
ity to persons who do not have a salable skill. 4 student
who has already obtained a salable skill by successfully
completing a T-VI program will be admitted to a new
T-VI carcer field only after first-priority applicants have
been considered. This restriction applies for 12 months
after graduation. Applicants wanting to enroll for less
than 15 hours a week also will be admitted only after
first-priority applicants have been considered. Persons
wanting less than a full-time program are encouraged to
consider T-VI Evening Division classes. :



How To Apply

You must complete the four steps described below
before you are admitted. Once you have decided to
come to T-VI, you should try to complete all four steps
as quickly as possible. Missing a test date or interview
appointment will delay completion of the steps and may
cause you to be disappointed at finding the program of
your choice has already been filled for the trimester you
want.

1. COMPLETE AN APPLICATION FORM. These are
available at the T-VI reception desk or in the counseling
offices of most high schools in the state. Bring or mail
your completed application to the T-VI Admissions
Office. The office is open 8 a.m. until 5 p.m. Mondays
through Fridays.

NOTE: There are special application periods—and spe-
cial application forms—for two of the Health Occupa-
tions. Application for these two programs must be made
in person at T-VI by the applicant or a representative
during the time periods listed below: .

_For the Practical Nursing class beginning in Sept.
1978, applications will be accepted only between 8 a.m.
and 12 noon on March 1, 2 and 3,1978.

—For the Respiratory Therapy Technician class begin-
ning in Sept. 1978, applications will be accepted be-
tween May 1 and May 26 only.

2. YOU WILL BE SCHEDULED FOR AN ADMIS-
SIONS TEST related to your chosen program when your
application is received.

3. YOU WILL BE SCHEDULED FOR AN ADMIS-
SIONS INTERVIEW with the program coordinator and
a counselor after you take the admissions test. Using the
test results and the admissions guidelines detailed earlier
in this section, the counselor will talk with you about
the programs of interest to you and will tell you the
programs for which you have qualified.

4. FEES MUST BE PAID IN FULL when the coun-
selor has approved admission in order to complete the
process. If the program and trimester you want are al-
ready filled, you will be admitted on “standby”’ for that
trimester and be given a reservation in the earliest trimes-
ter for which an opening exists in the program you want.

When all four steps have been completed and you are
officially admitted, you will be told when to come for
registration. Your class schedule will be ready on regis-
tration day, and when you have your approved schedule,
you will be ready to report for classes on the first day of
the trimester.




Charges and Fees

" TUITION: For non-residents of New Mexico, tuitlon
is $400 per trimester, or $18 per trimester hour for
schedules of less than 22 hours per week,

For residents of New Mexico, including dependents of
and members of the armed forces stationed on active
duty in New Mexico, there is no tuition charge.

All tuition- charges must be paid in full by the close of
registration day.

Anyone who has paid tuition and withdraws before
the end of a trimester will be refunded the unused part
of the tuition fee.

Payments in.lieu of tuition are requested from agen-
cles that are authorized to pay the training expenses of
students referred to the Institute.

REGISTRATION FEE: There is a $10 registration fee
each trimester, which must be paid before the applicant
is admitted. Payment of the registration fee reserves the
applicant a place in classes only through the close of the
final registration day. Unless the applicant has requested,
in writing, an extension of the reservation beyond the
formal registration days, his or her place in classes may
be filled by another applicant during the late registration
process,

The registration fee is a charge for processing the ap-
plicant’s admission and is not refunded once it has been

Level I
PREPARATORY .........vvvvvuns none
BUSINESS OCCUPATIONS . ........ none
TECHNOLOGIES
Drafting Technology ............. $25
Electromechanical Drafting ........ $25
HEALTH OCCUPATIONS
Nursing Assistant . ......cvvvennn, 325
Patient Service Clerk ............. $25
Practical Nursing ................, $65
Respiratory Therapy Technician .. ..$65
TRADES AND INDUSTRIAL
Air-Conditioning, Heating
: and Refrigeration ............. 365
Auto Collision Repair ............ $65
Auto Mechanies , . .......vovuuns 365
O Baking . ..ovvvi i e i e $35
Carpentry . i e $65
Culinary Arts . ..o v in i 365
Diesel Mechanics ... ...ovvvvrnn, $65
Electrical Trades . ......0vvernens $65
Machine Trades ,......covuvrurrs 375
Masonry . v e e e e $65
Plumbing .. ...vvvvii i $65
Sheet Metal .........covvivninn, §65
Small Engine Mechanjes , . ......... $65
Welding ......ovivivn i, $65

paid. A refund of the rogistration fee will be made only
if the Institute cancels an instructional program to which
applicants have been admitted,

PERSONAL EQUIPMENT FEE: Many programs at
T-VI require the students to buy personal equipment,
such as uniforms in the health occcupations and tool kits
in the skilled trades., Students will be issued the equip-
ment, purchased by T-VI at the most advantageous edu-
cational institution prices, during the early part of the
program and the equipment is thereafter the personal
property of the student,

Personal equipment fees must be paid in full before
the student is officlally admitted. Refunds of the per-
sonal equipment fee will be made if the applicant with-
draws before the equipment has been issued; once it has
been issued, no refund can be made,

In some programs, there is a once-only personal equip-
ment fee at the beginning. In other programs additional
equipment fees are charged at each level, as the students
need to add to their personal equipment at the advanced
levels,

Personal equipment fees in effect during 1977-78 are
as follows:

I III v

$25 (Civil/Map option only)

835
$35
$35

. $35
$§35

$35
835
$35
$35
$35
$35
$35
$35
$35
$35

$35 835 $35

$35

BOOKS AND SUPPLIES: Textbooks are loaned free
to all full-time students, but they must be paid for if the
student loses or damages them. Students are required to
make a §10 textbook deposit when they are admitted,
The deposit will be refunded when the student returns
all the textbooks upon leaving the Institute or if the
applicant withdraws before recejving any textbooks,

Students are responsible for buying their own routine
school supplies, such as paper, notebooks and pencils.

CREDIT CARDS: The Institute accepts BankAmeri-
card, Entree and Master Charge credit cards for payment
of tuition and fees,



Attendance
Policies

Anyone admitted to T-VI agrees to attend all sessions
of every course as a condition of admission. Attendance
is taken every class hour, and absences become part of
the student’s permanent record.

. In the event of an absence, the student is responsible

for contacting the Instructor to arrange for makeup of
work missed, Such makeup work will be recorded by the
teacher in a grade book.

A person who does not attend the first two days of
classes will be withdrawn automatically as a ''no show”
and will be re-admitted only if there Is still space avail-
able in the desired classes.

A student whose attendance record shows excessive
absences in one or more classes will be mailed a warning
and asked to meet with a counselor to try to solve the
problems causing these absences,

ATTENDANCE PROBATION: A student who contin-
ues to be absent after the warning will be placed on
probation and is subject to suspension from the class or
classes in which the absences are occurring if there are
additional absences.

SUSPENSION: A student who continues to be absent
while on probation will be suspended from the class or
classes for the balance of the trimester and must re-apply
at the Admissions Office if he or she wishes to re-enter
the Institute in a future trimester. )

STUDENT APPEALS COMMITTEE: A student sus-
pended for violation of attendance probation, or for dis-
ruptive behavior, has the right to appeal the suspension
to a Student Appeals Committee.

After hearing the appeal by the suspended student,
the Student Appeals Committee must recommend to the
Vice President either: (1) that the suspension for the
balance of the trimester be carried out, or (2) that the
student be readmitted to classes under further proba-
tion.

VETERAN’S TRAINING BENEFITS will be termi-
nated whenever a student reaches the suspension point,

Student Records

Permanent records are maintained for each student
who attends the Institute. The permanent transcript
shows the amount of instruction each student has re-
ceived, whether course credits are by full completion or
waiver, and whether the program of studies was partial
or complete. It also records all final grades and/or profi-
clency ratings earned. - :

Most students authorize T-VI to provide confidential
copies of transcripts to bona fide employers and to other
educational institutions as a part of the admissions proc-
ess. A student who does not want the transcript sent to
prospective employers or other schools may indicate this
at any time on his or her transcript by visiting the Stu-
dent Records Center, :




Student Services

The Student Services Division provides assistance to
applicants, students and graduates in matters related to
admissions, - testing, counseling and career guidance, at-
tendance accounting, student records, student financial
aids and job placement.

COUNSELING: Professional counselors are available
to help applicants select a career field and to advise stu-
dents who have any problems related to their studies at
the Institute. Applicants and students may request to see
a counselor at any time.

STUDENT RECORDS: A student or former student
may examine any or all documents in his/her student
record file at any time during the regular working hours
of the Student Records Center. The center also provides
free of charge, on request, a copy of the student’s trans-
cript to employers and to other educational institutions.

JOB PLACEMENT: Finding a job after leaving the
Institute is a responsibility of the student and use of the
free New Mexico State Employment Service is recom-
mended. However, T-VI has a placement assistance of-
fice and any student or graduate may establish a place-
ment file there at any time when seeking a job.

HEALTH SERVICES: A student health office, staffed
by a nurse, is available for students wanting advice re-
garding a health problem or who become ill or require
first'aid while at school.

FOOD SERVICES: A student lounge and snack bar
offers short order food service throughout the day, Mon-
day through Friday.

HOUSING: There are no student housing facilities on
the campus, and students are responsible for obtaining
their own housing.

TRANSPORTATION: Parking facilities are -available
for students and permits free of charge. However, be-
cause parking is limited, students are encouraged to form
car pools or use city buses whenever possible. Full-time
T-VI students are entitled to buy student discount passes
for Albuquerque city buses. Students with severe finan-
cial needs may apply for transportation assistance at the
Student Financial Aids office.



Standards of
Progress

Progress reports are given each student at the mid-
point and end of each trimester or unit of study. Final
progress reports become part of the student’s permanent
records at T-VI,

Some classes at T-VI use letter grades in the progress
reports: “‘S” (Satisfactory), “A” (Excellent)' “B” (Above
Average), “C” (Average), “I” (Incomplete) and “y”
‘ (Unsatisfactory). Minimum grades for which credit is
. .granted are *‘C” or “8.” . Co

Other courses at T-VI use proficiency ratings. In these
classes, performance objectives are clearly defined, and
the student receives progress reports detailing the skills
mastered in each of the specific skills identified as objec-
tives for the class. The rating sheets are the progress
reports for these classes, and those with sufficient
achievement also result in a final grade of the transcript.

A student who receives either an “I” or “U” final
grade for a course may not enroll for any other course
where the unsatisfactorily completed course is a prereq-
uisite. An “I” grade can be converted to a credit grade
by satisfactorily completing the missing work; @ “u”
grade can be made up only by repeating the course.

ACADEMIC PROBATION: A student who recejves an
“” or “U” final report in any course is automatically
placed on academic probation for the next trimester in
which he or she enrolls and may be terminated from the
program at any time he or she is doing less than satisfac-
tory work during the probationary trimester. If, at the
end of the probationary trimester, the student again re-
ceives an “I” or “U” in any course, the student will not
be allowed to continue in the same T-VI program.

ACADEMIC SUSPENSION: A student who fails to
make satisfactory progress toward a certification goal
during the last three trimesters attended will be placed
on academic suspension for a period of one year and
may not enroll in the Day Division at T-VI during the
year of suspension,

Certifications
Certificates of completion or diplomas are awarded to
students who successfully complete the requirements
listed in the individual program descriptions for one of

the identified job-entry-level exit points (see individual
program descriptions for details on approved exit levels).

CREDIT BY EXAMINATION: A student may be
given credit by examination, and a course in the program
requirements waived, by demonstrating the knowledge
or skill required for successful completion of that
course. A waiver request form is available which requires
the approval of the course instructor, program coordi-
nator, department chairman and the Director of Student
Services. The student will be required to take a final
examination for the course or otherwise demonstrate
competency. Credit by approved waiver may be applied
toward meeting certificate of completion requirements -
and prerequisite requirements for advanced courses.
Forms may-be obfained in the department. chairman’s
office. '

Testing Services

The Testing Center at T-VI provides a variety of ser-

vices free of charge, including administration of the Gen-
eral Educational Development (GED) examinations for a
high school equivalency diploma. Any New Mexico resi-
dent 18 years of age or older, who is not a high school
graduate but whose high school class has graduated, may
apply to take the GED exams in either English or Span-
ish., .
" Persons are encouraged to take a brief sample exam to
see if they are ready for the GED before taking the
five-part GED test. Those who are not ready may take
free classes in the day or evening to prepare for the
exam. Information about the GED examination schedule
can be obtained by calling the Testing Center at T-VI,
843-7250, ext. 217.

The Testing Center also gives a variety of tests to
persons who apply for admission to a full-time program.
The test results are used by admissions counselors to
help the applicant determine which of the training areas
at T-VI appears best to match the applicant’s aptitudes
and abilities. ‘ :
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Financial Assistance

- The Institute has no provisions for financial aid to
students from its general operational funds. However,
many students attending T-VI are eligible for financial
assistance from other agencies while they are in school.

Financial aid information is available from T-VI’s Stu-
dent Financial Aids Manager (Room A-119). Some of
the forms of financial help available are:

BASIC EDUCATIONAL OPPORTUNITY GRANT
(BEOG): Students in financial need attending more than
half-time in a Day Division vocational major of two or
more trimesters in length, and who have not previously
received a Bachelor’s degree from any institution, may
apply for a federal grant under the BEOG program.

The amount of the grant which a student may be
given depends upon how much the U.S. Congress appro-
priates for BEOG in any particular year. During
1976-77, the maximum full-year grant for a T-VI stu-
dent was $762 for in-state residents.

To apply, the student must complete a detailed appli-
cation form which tells all of the financial resources
available to him or her. The completed application is
evaluated by a national center to determine how much
the student and/or student’s family is able to contribute
toward the cost of attending the institution.

A student eligible for a BEOG will be issued an equal
portion of the total fiscal year grant each trimester at-
tended during that fiscal year, so long as the student
continues to attend and meet BEOG eligibility require-
ments, : : o

The BEOG is intended to be the base upon which
other kinds of student financial aid may be added as
needed, and no other kinds of financial aid will be con-
sidered until the student has established need through
the BEOG application. A student may then apply for
other kinds of financial aid in addition to the BEOG if
need has been demonstrated.

NEW MEXICO STUDENT LOAN PROGRAM
(NMSL): New Mexico residents are eligible to apply for
a loan of no more than $750 per trimester each trimester
they attend T-VI in a vocational major of two or more
trimesters in length, with a limit of $2000 each calendar
year attended.

The loans are made by the State of New Mexico under
the Federally Insured Student Loan Program and are to
help full-time students defray normal educational ex-
penses including room and board, clothing, transporta-
tion and fees. Interest rate is seven percent annually but
the interest is paid by the federal government while the
student is attending school. The student must begin re-
payment of the loan and ihterest charges 12 months
after graduation or withdrawal from school. The repay-
ment plan calls for a minimum monthly payment of
$30.

At T-VI, students awarded an NMSL place the full
loan amount into an escrow fund and then receive a
monthly portion of their loan, in advance the first of
each month while they are attending the Institute in
good standing. If the student leaves school, or is placed
on either attendance or academic probation, the unused
balance is returned to the State and the student owes
only that amount which has actually been issued.

COLLEGE WORK-STUDY (CWS): A limited number
of full-time students can be employed by T-VI under the
federal CWS program. Applicants must have a high
school diploma or GED equivalency in order to be eligi-
ble. CWS application forms are available at the T-VI Stu-
dent Financial Aids office.

VETERANS BENEFITS: Most Day Division programs
at T-VI are approved by the State Department of Educa-
tion for Veterans Administration education and training
benefits. In addition to service veterans, persons entitled
to benefits include children and widows of deceased vet-
erans and dependents of veterans with 100 percent dis-
ability classifications. However, no person may be ap-
proved for VA benefits for refresher training in a course
or program for which he or she already has required
skills, regardless of where those skills were learned.

Information about eligibility for these education
benefits can be obtained from the nearest VA office,
from the VA representative stationed on the T-VI cam-
pus (Room A-28), or from T-VI’s Office of Veterans
Affairs (Room A-119).

The Albuquerque VA office is at 500 Gold SW, phone
766-3361 (disabled veterans phone 766-2221).

SOCIAL SECURITY: Under 1965 amendments to the
federal Social Security law, children of retired, disabled
or deceased workers covered under Social Security and
the Railroad Retirement Act are eligible to receive finan-
cial support until age 22 while they are full-time stu-
dents at T-VI. The nearest Social Security District Office
can provide eligibility information. The Albuquerque
office is at 1816 Carlisle NE, phone 766-2531.

DIVISION OF VOCATIONAL REHABILITATION
(DVR): Persons with disabilities may be able to attend
T-VI with training support from the New Mexico Divi-
sion of Vocational Rehabilitation located in Albuquer-
que at 5600 Domingo Road NE, phone 842-3985.

OFFICE OF COMPREHENSIVE EMPLOYMENT
AND TRAINING ADMINISTRATION (OCETA): Un-
employed or underemployed disadvantaged persons who
are accepted for training programs by OCETA may re-
ceive federal training allowances while attending T-VI.

Students are selected for OCETA programs by the
federal Employment Security Commission and its New
Mexico State Employment Service. The ESC Employ-
ment Office is at 401 Broadway NE, phone 842-3207
(OCETA phone 842-3218). )

The following service centers provide employment
and training assistance through OCETA for unemployed
and underemployed economically-disadvantaged per-
sons: Heights Center, 10801 Lomas NE, 842-3322;
North Valley Center, 4918 Fourth NW, 842-3431; South
Broadway Center, 1000 Broadway SE, 842-3461; South
Valley Center, 3428 Isleta SW, 842-3421; Montgomery
Center, 5555 Montgomery NE, 842-3112; Central Cen-
ter, 1014 Central SW, 842-3011; and Service Employ-
ment Redevelopment (SER), 1500 Walter SE, 247-0401.
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Instructional Materials Center

The Instructional Materials Center (IMC) in-
cludes three service areas for use by students,
staff and, in some cases, the entire community.
They are the Library, Adult Learning Center and
Audio-Visual Services. Located on T-VI’s main
campus, the center is open from 7:45 a.m. to
8:45 p.m. weekdays except Friday when it
closes at 5 p.m.

LIBRARY SERVICES

"We welcome you to drop by, read magazines,
catch up on the latest news in local and national
newspapers or study. You may also check out
materials, prior to 5 p.m., for use at home.

Many kinds of books, pamphlets, maps, en-
cyclopedias, and dictionaries are available offer-
ing information, recreation, new ideas, stories of
the past, issues of the day and views to the

_future. Special collections of learning materials
are maintained in all subject areas taught at
T-VI. _

Additional services include personal assistance
in locating materials, instruction in how to use
the library, study facilities, inter-library loan, a
copy machine, magazine back issues, and many
other types of assistance designed to provide the
information you want when you need it.

AUDIO-VISUAL SERVICES

ALC services are offered free of charge for use
by any adult in the community who wants to
develop basic education skills. This center also
contains materials for persons entering a variety
of vocational fields.

Audio-visual materials are used extensively
and specially-trained personnel are on duty at all
times to help a person develop and pursue his or
her personal program of study.

Basic education areas included are English as a
Second Language, reading, spelling, English,
mathematics, consumer education, beginning
Spanish, human relations and preparation for
the General Educational Development (GED)
high school equivalency examinations.

The technical-vocational component includes
audio-visual programs related to transistors,

“welding, computer systems, engine lathes, sales

and human relations, and mathematics.

. ADULT LEARNINC CENTER

These services, used primarily by staff mem-
bers, provide delivery, set-up, instruction and
maintenance of a variety of audio-visual equip-
ment. Arrangements may be made through this
department for production of video tape tele-
vision programs, slide presentations, audio tape
recordings and for rental of films and other
audio-visual materials.
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Preparatory Program

The Preparatory Program helps students get
ready for entry into a T-VI vocational program
by offering basic courses in mathematics and
communications. Students may also select other
courses to help them choose or succeed in one
of the vocational programs at T-VI.

Students who do not have a high school di-
ploma can prepare to take the General Educa-
tional Development (GED) exams to earn a New
Mexico high school diploma.

Through individual instruction and counsel-
ing, Preparatory students usually qualify to
begin their vocational major in one trimester, or
four months. However, the program may be con-

tinued into a second trimester if the student

needs more help.

A student may enter this program anytime
during the first 10 weeks of the trimester or
until the classes are full. Requirements for the
vocational programs are not met through this
program; however, the student’s attendance and
participation in these classes are recorded on
permanent T-VI records,

Students under the sponsorship of a specific
agency, such as the Veterans Administration,
must take the full schedule of 25 hours per week
to qualify for full benefits. Other students may
take as many class hours per week as wanted for
their personal needs. The Preparatory Program is
not approved for Veterans Administration bene-
fits for dependent children attending under
Chapter 35 of the GI Bill.

PREPARATORY PROGRAM
Recommended Schedule Hours/Week
Communications ..... -
Mathematies ............., P [
Exploratory Cluster .........0vvviirnernees. §
Enrichment Cluster ......... .
OR
General Educational Development (GED) ....... 25
Electives
Personal Financial Management* .............. §
Operating Your Own Business® ............... §
Introduction to Typing ......ovvvrvvineeer.. §
Human Relatlons ............. .
Reading Improvement ......... e e .5
Thinking Skills Development®* ................ §

*These classes are open to the entire student body.

COURSE DESCRIPTIONS

Communications

This refresher course in communications includes
reading skills, writing, speaking, vocabulary, spelling and
grammar related to the student’s Intended vocational
program,

Mathematics

Upon entering the Preparatory Program, the student Is
placed in the mathematics course that best meets his or
her needs, interests and abilities. Each student begins at
the start of the program no matter when he or ghe enters
and progresses at his or her own rate with the objective
of meeting—or exceeding—entry-level mathematies skills
for the vocational fleld selected. The program begins
with basic arithmetic and includes whatever special or
advanced toplos are needed in that field, All instruction
is on an individual basis.

Mathematics courses In the Preparatory Program in-
clude foundations (basic arithmetic) and mathematics
for business occupations, health occupations, culinary
arts, technologies, ttades and GED.

Exploratory Cluster

All career fields available at T-VI are reviewed and
exploratory experiences are provided for each student in
the field of his or her choice. A student may change
exploratory flelds at any time he or she wants to Investi-
gate a different career possibility, This is to help stu-
dents make more realistic decisions when choosing a
vocational program at T-VI.

Enrichment Cluster

This is a series of units, each meeting five woeks for
one hour daily, which can help the student understand
and get along better with himself and others, especially
in a work situation, The student may choose any three
units from the enrichment cluster,

How to Study

Taking of notes and tests, outlining, study skills
in reading, use of resource facilities, study time or-
ganization and self-evaluation are Included in this
unit.

Community Resources

In this unit students learn about various agencies
in the city through class instruction, speakers,
audio-visual materials and fleld trips,

Consumer Edueation

This unit can help the student become a wise
buyer and money manager in today's complicated
economy.

Personal Development

Emphasis in this unit is on the development of
self-awareness in relation to one’s environment, eth-
fes, nttitudes and the importance of ‘‘gotting along”
in a work situation,



First Aid and Personal Safety

Students may qualify for a three-year Red Cross
certificate following this basic first aid course,
which is useful to those encountering special safety
requirements in a future job.

Preparatory Spanish

Conversational Spanish for non-Spanish-speaking
students who will be working in a bilingual society
is taught in this unit. Information about the Span-
ish culture and an appreciation of its customs and
traditions are included.

Vocabulary and Spelling Development

This unit is for the student who needs to im-
prove spelling abilities and expand written and oral
vocabulary.

Electives

Introduction to Typing

This course is for students who want or need to
learn the skill of typewriting. Students in Business
Occupations who have been identified as having
probable and/or unique difficulties in learning type-
writing may also enroll. This course is not approved
for Veterans Administration benefits.

Human Relations

Human behavior is explored to help the student
develop a more positive attitude. Applications to
work situations are stressed. '

Operating Your Own Business

This course provides an introduction to the
world of small business for those interested in own-
ing their own businesses. Topics reviewed range
from personnel and credit management to book-
keeping and income tax for the small business.

Personal Financial Management

This course delves into the realm of domestic
financial concerns such as food shopping, budget-
ing, credit, income tax, insurance and housing. Re-
lated topics of class interest are discussed as time
permits.

Reading Improvement

The primary objective of this course is to help
students understand what they read. Students with
special reading problems are counseled to take this
course, ‘

Thinking Skills Development

This is a basic course in thinking skills develop-
ment for those who want to improve their general
thinking abilities. Several thought processes will be
explored and applied to general problem solving
situations, math word problems and group proces-
ses.
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General Educational Development (GED)

By taking this course, students without a high school
diploma can prepare for the GED test, also known as the
high school equivalency test. Upon successful comple-
tion of the GED tests, the New Mexico State Depart-
ment of Education issues a New Mexico high school
diploma. The GED Preparatory Program meets five
hours per day, 25 hours per week.

There are no registration, equipment or testing fees
required in the GED Preparatory Program and the GED
exams are given free on a scheduled basis to any inter-
ested person.

This course is not approved for Veterans Administra-
tion benefits. .

Other options are also available for GED students who
are not able to attend on this full-time day schedule.
Part-time GED review classes are sponsored by T-VI'’s
Evening Division or a student may prepare at his or her
convenience with materials in the Adult Learning Cen-
ter.
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BUSINESS
OCCUPATIONS

Accounting

4 Trimesters

The Accounting Program is an excellent field
of study for persons who are looking for a career
that is a challenge and has the potential for un-
limited personal growth. It is one of the largest
programs at T-VI and has an excellent record for
placement of graduates.

This program begins with the basic principles
of bookkeeping and progresses to more compli-
cated accounting theory. The graduate is pre-
pared for entry-level job opportunities ranging
from payroll clerks to full-charge bookkeepers.
The potential for advancement into jobs with
increasing responsibility is good.

The four-trimester program offers up to 1,800
hours of instruction.

Students may select any of the electives listed
which best prepare them for their employment
goals. Not all courses will be offered each tri-
mester. A minimum enrollment of 15 students is
required for an elective to be offered.

Students acquire an employable skill after the
successful completion of all courses listed under
Trimesters I and II. If for any reason a student
must - interrupt his training after this point, he
will be awarded a bookkeeping certificate upon
request. An Accounting Diploma is awarded to
those students who satisfactorily complete all of
the courses listed under Trimesters I, II, III and
IV plus 225 hours of electives. All students are-
given a proficiency certificate for each course.

Students attending under the Veterans Ad-
ministration program may receive only partial
benefits when the supervised work experience is
in progress during the fourth trimester.



ACCOUNTING PROGRAM
Trimester I Hours/Week
Accounting Principles LabI .................. 10
AccountingMath .......... ... .. ... L. 5
Office Machines . ....... ... 5
Typing I .. oo 5
Trimester II
Accounting Principles LabIl ................. 10
Principles of Data Processing ................. 5
Business CommunicationsI .................. 5
Typing IT .. ... .. i 5
Trimester IIT
Intermediate Accounting LabI ............... 10
Tax Accounting . ..........cciiiviiinenn.. 5
Business Communications IT.................. 5
Trimester I'V
Intermediate Accounting Lab Il . .............. 5
Cost Accounting . ..., . 5
Managerial Accounting . ..................... 5

Recommended Electives

Cashiering . ......... i, 5
Supervised Work Experience ................. 10
Principles of Economics ..................... 5
Report Program Generator (RPG) ............. 5
Principles of Management . ............... ... 5
COBOL I for Accounting .............covvu.. 5
COBOL II for Accounting ................... 5
Business Law . ...... ... ..., 5
Records Management™® (7% weeks) . ............ 5
Advanced Accounting ...................... 5
Auditing .. ... e 5
Accounting Systems Design .................. 5
Governmental Accounting ................... 5

*Does not count toward a full-time program.

COURSE DESCRIPTIONS

Accounting Principles Lab 1
This is an introductory course on the theory and prac-
tice of accounting.

Accounting Math

This course covers basic arithmetic operations and
familiarizes the student with a wide range of accounting
procedures for which mathematics is required.

Office Machines
Skill is developed in the touch method of operating
the most widely used office machines.

Typing I

Individual instruction permits a student to progress at
his own pace. At the end of the course, a beginning
student should be able to type a minimum of 25 words
per-minute.
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- Accounting Principles Lab II

(Prerequisite: Accounting Principles Lab I) This is a
continuation of Accounting I. Planning of, and account-
ing for, the partnership and corporate form of business
organization is covered. A brief introduction to cost
accounting is also included.

Upon successful completion of this course, the stu-
dent should, with minimum supervision, be a competent
bookkeeper for most small business organizations.

Principles of Data Processing

This course covers manual and automated information
systems, historical development, definitions, planning
and recording data in punched cards and other input
media, unit record equipment and digital and analog
computers.

Business Communications I

The student learns to communicate effectively
through the study of writing fundamentals. Students will
also have the opportunity to develop oral and listening
skills.

Typing II

(Prerequisite: Typing I) Students type business let-
ters, accounting reports and business forms. Emphasis is
on the typing skills the student is most likely .to use in
an accounting job. Students should be able to type a
minimum of 40 words per minute at the end of the
course. o

Intermediate Accounting Lab I

(Prerequisite: Accounting Principles Lab II) This lab
emphasizes accounting theory, concepts and their prac-
tical application. It focuses attention on the use of
accounting data as a basis for decisions by management,

stockholders, creditors and other users of financial state-

ments and accounting reports.

Tax Accounting

(Prerequisite: Accounting Principles Lab II) This
course examines the fundamental characteristics of fed-
eral income taxes as applied to individuals, partnerships
and corporations.

Business Communications II

(Prerequisite: Business Communications I) A student
completing this course will write effective business let-
ters, reports and memoranda. Continued use of oral
communications and listening skills'is stressed.

Intermediate Accounting Lab II

(Prerequisite: Intermediate Accounting Lab I) Ac-
counting for capital stock transactions, dividends, re-
tained earnings, income tax allocation, error correction,
long-term investments, amortization schedules, state-
ments from incomplete records, flow of funds state-
ments and analysis and interpretation of financial
statements are covered in this course.

Cost Accounting

(Prerequisite: Accounting Principles Lab II) This
course emphasizés construction and manufacturing as
compared to merchandising or service businesses. The
student performs the accounting operations for estima-
ting, bidding and application of the materials. Labor and
overhead factors of production are studied, and reports
are prepared.
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Managerial Accounting

(Prerequisite: Accounting Principles Lab II) This
course is basically concerned with how accounting data
can be interpreted and used by management in planning
and controlling business activities.

Cashiering

The student learns how to use various cash registers,
including the ability to solve procedural problems that
occur at a register and checkout station,

Supervised Work Experience
(Prerequisite: Intermediate Accounting Lab I) Stu-
dents work a minimum of 150 hours at accounting-
related supervised work stations. The student trainee is
. paid by the cooperating firm and is supervised jointly by
T-VI and the cooperating employer.

Principles of Economics

The economic system is studied with emphasis placed
on production and .distribution, money and banking,
governmental fiscal policy and economic conditions in
New Mexico.

Report Program Generator (RPG)

(Prerequisite: Principles of Data Processing) - This
course will introduce the student to the procedures and
techniques of processing basic accounting applications
using the Report Program Generator (RPG) program-
ming language. The computer used is an IBM 360-30.

Principles of Management

An introductory course helping the student develop
an understanding of the basic management functions in-
cluding planning, organizing, staffing, directing and con-
trolling,

COBOL I for Accounting

(Prerequisite: Principles of Data Processing) The stu-
dent will record transactions, produce reports, develop
management data, keep inventories and accounts receiv-
able and other accounting procedures using Common
Business Oriented Language (COBOL) programming and
an IBM 360-30 computer system.

COBOL II for Accounting

(Prerequisite: COBOL I for Accounting) The student
will continue writing COBOL programs directly related
to the processing of accounting data using the IBM
360-30 computer system,

Business Law

(Prerequisite: Accounting Principles Lab I) This
course provides a basic knowledge of law as it applies to
all business dealings in our society. Particular emphasis is
placed on the Uniform Commercial Code. Practical prob-
lems in law are considered.

Records Management (7% weeks)
Filing, operational and managerial duties of the office
worker are studied in this course.

Advanced Accounting (Fall Trimester only)
(Prerequisite: Accounting Principles Lab II) The stu-
dent learns partnership formation, dissolution and liqui-
dation, consignment and installment sales, home office
and branch office operations and business combinations.

Auditing (Winter Trimester only)

(Prerequisite: Accounting Principles Lab IT) Auditing
procedure, reports and working papers used in financial
procedure, and reports and working papers used in finan-
cial investigations are studied and analyzed. Audit prac-
tices with verification of assets, liabilities, expense and
revenue accounts are stressed. Internal control tech-
niques are studied with the idea of developing the stu-
dent’s ability to conserve company assets.

Accounting Systems Design (Summer Trimester only)

(Prerequisite: Accounting Principles Lab II) This
course deals with the design of a chart of accounts, an
accounting manual, flow charts, the system of internal
control and reports to management.

Governmental Accounting (Fall Trimester only)
(Prerequisite: Accounting Principles Lab II) This

course provides the student with additional accounting

training for government and other non-profit entities.



Distributive Education

1 Tnmester

Persons who need to learn a skill qulckly and
find a job as soon as possible should consider
this cashier-sales program. The 15-week program
is designed with half days of classroom instruc-
tion and a minimum of 150 hours at an ap-
proved station for Supervised Work Experience.

The cashier-sales laboratory teaches the skills
of salesmanship, cash register operation touch
system and human relations.

It is a course for those preparing for distribu-
tion of goods and services to the public, in-
cluding all retail, wholesale and service occupa-
. tions. It also is a good place for students to
begin who want to explore sales as a possible
career.

Applicants are admitted to this program at
any time during the trimester when there is a
vacancy in the class, and students may leave the
program’ upon complet1on of their training ob-
jective. Students are given proficiency certifi-
cates for the course, and special recognition is
given those students completing the entire
course.
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This program is not approved for Veterans
Administration training benefits.

DISTRIBUTIVE EDUCATION PROGRAM

Course Requi}'ements Hours/Week
Cashier-Sales Education ..........ci0vuen 15
Supervised Work Experience .............. 10-20

COURSE DESCRIPTIONS

Cashier-Sales Education Lab

Learning the techniques of operating the cash register
is a skill subject and this instruction and- drill normally
take place every day. Merchandising math, store sales-
manship and retailing are also covered. -

Supervised Work Experience

Students work a minimum of 150 hours at retailing-
related, teacher-approved work stations. The student
trainee is paid by the cooperating employer and is super-
vised jointly by T-VI and the cooperating employer.
There are times when it is impossible to place all stu-
dents in work stations because of local employment
requ1rements

Fashion MerchandiSihQ

2 Trimesters

The Fashion Merchandising program is a good
beginning for men and women interested in sell-
ing, buying, planning, promoting and coordina-
ting fashion apparel, accessories and related
items.

Merchandising organizations such as depart-
ment stores, retail chains and specialty stores
have expressed an interest in enthusiastic people
with a specialized fashion background. Entry-
level jobs range from retail salesworkers to assis-
tant department managers. Some graduates have
been promoted to fashion coordinators and
store managers.

The two-trimester program offers up to 750
hours of instruction.

Students may leave the program upon com-
pletion of objectives, and special recognition is
given to those students completing all of the
courses in the program. »




20
FASHION MERCHANDISING PROGRAM

Trimester I Hours/Week
FashionLabl ......... ... .. ... .. 10
Fashion Communications . ................ ... 5
Introduction to Business .................... 5
Salesmanship ......... ...t iiiiennnns 5

Trimester I
Fashion Lab Il ...........cciii i, 10
Principles of Retailing ...................... 5
Advertisingand Display ..................... S
MerchandisingMath ........................ 5

COURSE DESCRIPTIONS

Fashion Lab I

This course introduces the student to the world of
fashion merchandising, including basic fashion terminol-
ogy and industry practices; the historical development of
fashions; and the components of fashion, including ele-
ments of design, apparel construction, basic apparel,
-accessory styles, size ranges and basic textiles.

Fashion Communications

This course builds listening and speaking skills with
emphasis in the fashion merchandising field. Writing,
spelling and vocabulary building will be included.

Introduction to Business

This course surveys the structure of business, its activ-
ities and problems. It also provides a broad understand-
ing of the nature of the business world.

Salesmanship

This course follows the steps of a sale from prepara-
tion to completion. Class participation and student
demonstrations are stressed.

Fashion Lab II

(Prerequisite: Fashion Lab I) This course concen-
trates on the coordination and merchandising of fashion,
including buying, styling and trend reporting. Projects,
audio-visual presentations, guest speakers and field trips
enrich this advanced fashion lab. The highlight of the
program is a fashion show produced, coordinated and
presented by the students.

Principles of Retailing

(Prerequisite: Principles of Salesmanship) This lab is
designed to cover hiring procedures, cash register man-
agement and merchandise management.

Advertising and Display

This course explores four major areas of fashion pro-
motion: advertising, display, publicity and special events.
Students create displays in class, prepare copy and layout
for various printed materials and plan a fashion event.

Merchandising Math

This course is a review of arithmetic fundamentals,
equations, percent, commercial discounts, markup,
markdown and turnover. Basic office machines will be
used in the solving of problems.

Office Occupations

3 Trimesters

Career opportunities in office occupations are
unlimited. More and more businesses are actively
looking for office workers—both men and
women—who have the potential to be promoted
to administrative positions. The office worker
has a choice of many fields in which to work:
legal, medical, governmental, technical, service
and educational.

Since office workers represent their em-
ployers and companies, it is important that per-
sons in this field enjoy working with people.
They should also be interested in routine office
work.

The Office Occupations program provides stu-
dents with skills through which they can gain
employment in receptionist, clerical, clerk-typist
and typist positions. In addition, the program
provides elective courses beyond the required

courses which will qualify graduates for secre-
tarial and stenographic entry positions.

Students acquire a basic employable skill

upon completion of the first trimester. If a stu-
dent leaves for a training-related job after this
point, a Clerical Certificate will be awarded.
. Students successfully completing all of the
required courses in the three-trimester program
will receive a Diploma in Clerical Occupations.
Those who also complete the requirements for
Transcription (Shorthand III) will receive a
Diploma in Secretarial Occupations.

Students also receive proficiency certificates
for each course taken.

The program provides 1,125 hours of instruc-
tion. An additional 225 hours of elective offer-
ings may be taken, if desired.

An entering student who has a strong back-
ground in clerical or secretarial skills may waive
any course by examination and may substitute a
more advanced course or add an elective.



OFFICE OCCUPATIONS PROGRAM

Trimester I Hours/Week
TypingLabl ......... . i innn. 10
Office CommunicationsI .................... 5
Business Mathematics ....................... 5
Business Procedures ........................ 5

Trimester IT
Typing LabIl ....... e e 10
Office Machines (7% weeks) ..........c...... .5
Records Management (7% weeks) .. ............ 5
Office CommunicationsII ................... 5
Fundamentals of Data Processing .. ............ 5

Trimester ITT
Typing Lab III ...... e e e e 10
Office Communications IIT .. ................. 5
Secretarial Accounting ............... e e 5
Business Relations ................ P, 5

Electives*

' Shorthand I** .. ... ................... e ... S
Shorthand IT** ., . ... ... . ... .. ... 5
Transcription (Shorthand HI)** ... ............ 5
Cashiering . ........... ..., 5
Principles of Economics ................. ... §
Principles of Management . .. ................. 5
Business Law ...............c0iiiiinnnnn.. 5
COBOLI ... ittt ittt ittt e e e 5
RPG .. e e 5

*Will be an additional course each day.
**Required for a Secretarial Diploma.
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COURSE DESCRIPTIONS -
Typing Lab I (Beginning)

This course builds the student’s skills to a typing pro-
ficiency of at least 40 words per minute. The student
practices typing of business letters, memos, business
forms and manuscripts. -

Office Communications I
This is an introduction to oral and written communi-

_cations with emphasis placed on vocabulary building,

spelling communication, grammar, punctuation, oral
expression and listening skills.

Business Mathematics

This is a thorough review of basic mathematlcal fun-
damentals and their application in solving business prob-
lems.

Business Procedures

A study of routine office activities such as handling
mail, scheduling, word processing, banking, making
travel arrangements and reception duties is made.

Typing Lab II (Intermediate)

(Prerequisite: Typing Lab I) Typing competence of at
least 50 words per minute is the goal of this course.
Students produce mailable business letters, manuscripts,
tables, business forms and other correspondence.

Office Machmes (7% weeks)

(Prerequisite: Business Mathemattcs) Skill is devel-
oped on the most widely used office machines mcludmg
electronic calculators and duplicating machines.

'Records Management (7% weeks)

This course involves basic principles and management
procedures of filing. The alphabetic, numeric, geographic
and subject methods are taught.
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Office Communications II

(Prerequisite: Office Communications I) This course
is a continuation of Office Communications I with
greater emphasis on punctuation and sentence and para-
graph construction. -

Fundamentals of Data Processing

Basic data processing terminology, preparation of
source data.(including key-punch) for processing and
other aspects of automation are covered.

Typing Lab III (Advanced)

(Prerequisite: Typing II) This course provides contin-
ued development of typing skills. Legal, medical and
technical typing is covered as well as the use of word
processing equipment. The typing goal is a speed of 60
words per minute.

Office Communications III

(Prerequisite: Office Communications II) Principles
of writing and composing of business correspondence are
covered. Continued emphasis is placed on grammar,
punctuation, spelling, and oral communication and lis-
tening skills.

Secretarial Accounting ,

(Prerequisite: Business Mathematics) This course is a
study of the complete bookkeeping cycle, including
preparation of the balance sheet, income statement and
worksheet. Emphasis is placed on journalizing and post-
ing to the general ledger and posting from the combined
cash journal. Payroll accounting is also covered.

Business Relations

(Graduating Office Occupations students only.) This
course includes self-improvement, human relations, tele-
phone techniques, business etiquette and professional-
ism. Job preparation—including opportunities, resumes,
interviews, follow-up and adjusting to the office—is cov-
ered.

Shorthand I (Gregg)

A dictation rate of 40 words per minute using the
shorthand alphabet, theory and brief forms is the goal of
this course.

Shorthand I (ABC)

Reading and writing of ABC Shorthand is taught with
a writing speed of 50 words per minute the goal by the
end of the course.

Shorthand I1

(Prerequisite: Shorthand I-ABC or Gregg) The abil-
ity to write shorthand at a rate of 70 words per minute
is sought with emphasis placed on speed, accuracy, gram-
mar and punctuation as well as transcription speed.

Transcription (Shorthand III)

(Prerequisite: Shorthand IT) Goal for this course is a
dictation speed of 80 words per minute on new materials
and a transcription into mailable copy at a minimum
rate of 20 words per minute.

Cashiering .

Use of various cash registers, including the ability to
solve procedural problems that occur at a register and
checkout station, is developed in this course.

Principles of Economics

The economic system is studied with emphasis placed
on production and distribution, money and banking,
governmental fiscal policy and economic conditions in
New Mexico.

Principles of Management

An introductory course helping the student develop
an understanding of the basic management functions in-
cluding planning, organizing, staffing, directing and con-
trolling.

Business Law

This course provides a basic knowledge of law as it
applies to all business dealings in our society. Particular
emphasis is placed on the Uniform Commercial Code.
Practical problems in law are considered.

COBOL1 ,

(Prerequisite: Fundamentals of Data Processing) The
student will record transactions, produce reports, de-
velop management data, keep inventories and accounts
receivable and other accounting procedures using Com-
mon Business Oriented Language (COBOL) program-
ming and an IBM 360-30 computer system.

RPG

(Prerequisite: Fundamentals of Data Processing) This
course will introduce the student to the procedures and
techniques of processing basic accounting applications
using the Report Program Generator programming lan-
guage. The computer used is an IBM 360-30.



Offlce Workers

‘ i
J

The Refresher Course is for persons who need
a review of office skillsjand procedures in order
to go back to work. Students entering this pro-
gram must have a minimum of two years full-
time secretarial or gener;al office experience.
|
Students may enterithis program as space is
available and may leave upon completion of
their training objectivel; Students are awarded a
proficiency certificate! showing their achieve-
ments, and special recognition is given those
completing the program.
|

This is an 1nd1v1dua11zed course of study in
which a student progresses at his or her own rate
‘with special emphasis; on particular areas that
need review and 1mprovement Students attend
class four hours a dayl, five days a week, for a
maximum of 15 weeks|(300 class hours).

|
Review is given in! typewriting, shorthand,

machine transcnptlon,| office machines, English
and mathematics.

}
i

i
|

This program is not approved for Veterans
Administration benefits.

i

l

REFRESHER COURSE PROGRAM

‘ Hours/ Week
Typing Review .. ...... .. i
Shorthand Review .........c.....c.... e .
Office Machines . ...........ciiviininvan. 20 .
Communications Review ...................
Business Mathematics Review . ...............

COURSE DESCRIPTIONS

Typing Review

Practice is given on the latest model electric type-
writers. Letter styles, memorandsd, tabulations and
manuscripts are reviewed as well as typewriter operation
and care. Speed and-accuracy are stressed.

Shorthand Review
Shorthand theory will be reviewed with emphasis on
dictation and transcription.

Office Machines

Skill is built on ten-key adding machines and elec-
tronic and mechanical calculators that reinforce practical
application of business mathematics. Practice is also
given on transcription machines.

Communications Review

Review covers both written and oral communication.
Emphasis is placed on punctuation, grammar, letter writ-
ing and telephone communication.

Business Mathematics Review
Emphasis is on review of basic mathematical computa-
tion that will easily be transferred to office machines.
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Sales Management

2 Trimesters

The Sales Management Program is for those
persons interested in the huge field of retailing
and sales or for those who want to go in business
for themselves. Graduates are prepared for em-
ployment as management trainees in small busi-
nesses, variety and discount stores, large depart-
ment stores, specialty stores and professional
selling.

The two-trimester program offers up to 750
hours of instruction in promotion of goods and
services, buying, pricing, stock control and sales-
manship. Additional background and under-
standing come from offerings in business
mathematics, accounting, marketing and princi-
ples of management. Electives are available for
the student desiring additional related hours of
instruction.

Students receive proficiency rating sheets in
all courses. Special recognition is given to those
students completing all of the courses in the
program.

SALES MANAGEMENT PROGRAM

Hours/Week

Trimester I
Principles of Salesmanship Lab................. 5
Merchandising Math ..'....................... 5
Introduction to Business ..................... 5
Merchandising ...... e 5
Store Operations ... e e 5
Trimester IT
Principles of Management . . ................... 5
Principles of Marketing Lab . .................. 5
Advertisingand Display ...................... 5
Sales Management Communications ........ ...5
Basic Accounting ............ .. .. ... .. ..., .. 5
Recommended Electives
Cashiering . ........... . o i, 5
Business Law ............oiiiiiininnnnnnn, 5
Principles of Economics ...................... 5
Principles of Data Processing .................. 5
COURSE DESCRIPTIONS

Principles of Salesmanship Lab

The principles, facts and techniques of selling are ex-
plored along with the development of communications
and human relations skills.

Merchandising Math

This course is a review of arithmetic fundamentals
equations, percent, commercial discounts, markup,
markdown and turnover. Basic office machines will be
used in the solving of problems.

Introduction to Business

" The structure of business, its activities and probléms
are surveyed in this course. It also provides a broad
understanding of the nature of the business world.

Merchandising

The areas covered include ordering, receiving, pricing,
marking, promoting and selling to the customer.

Store Operations

Store locations and store layout are emphasized along
with such operational concerns as employee selection
and training, customer services, security, inventory and
financial control.

Principles of Management

An introductory course helping the student develop
an understanding of the basic management functions in-
cluding planning, organizing, staffing, directing and con-
trolling.

Principles of Marketing Lab

This lab is designed to study the total marketing pic-
ture, from the production of goods to the potential cus-
tomer, from a management point of view.

Advertising and Dlsplay

This course is about retail advertising and stresses the
major media. Display themes, organization, techniques
and their practical application are emphasized.

Sales Management Communications
This course builds listening and speaking skills. Writ-
ing, spelling and vocabulary building are included.

Basic Accounting

Instruction is provided in accounting fundamentals.
Included are the accounting cycle, accounting state-
ments and the principles of journalizing and posting.

Cashiering

The student learns how to use various cash registers,
including the ability to solve procedural problems that
occur at the register and check-out station.

Business Law

This course provides a basic knowledge of law as it
applies to all business dealings in our society. Particular
emphasis is placed on the Uniform Commercial Code.
Practical problems in law are considered.

Principles of Economics

The economic system is studied with emphasis placed
on production and distribution, money and bankmg,
governmental fiscal policy and economic conditions in
New Mexico.

Principles of Data Processing )

This introductory course covers manual and auto-
mated information systems, historical development, defi-
nitions, planning and recording data in punched cards
and other input media, and digital and analog com-
puters.
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Small Business Operation

1 Trimester .

|

The Small Busmess Operation program is
designed for persons who plan to open a small
business and for persons owning or managing a
small business who a're interested in further
training. The program places special empha51s on
areas directly affectmg the businessman in his
day-to-day operation. Courses will be tallored to
the specific needs of the enrollees.

All students completmg the program will be
issued a certificate.

The program is offered during the Summer
Trimester only and is not approved for Veterans
Administration training benefits.

'

SMALL BUSINESS OPERATION

'PROGRAM
Course Requireménts Hours[Week
Economics/Business Law/Salesmanshlp N 5
Retailing . . ....cccii ittt it e 5
Accounting ... .. .. PSS 5
Management . .......L ...ttt 5

:
!
I
|

COURSE DESCRIPTIONS

Economics/Business Law/Salesmanship

The first segment will cover the current local and state
economic picture. The business law segment will empha-
size contracts, sales, commercial paper and insurance.
The last five weeks will be devoted to sales techniques
and salesmanship.

Retailing

The first five weeks is concerned with merchandising
techniques. The second five weeks will cover advertising
and its application to small businesses, and the final five
weeks will deal with customer public relations.

Accounting

The first ten weeks will provide an insight into the
theory and practice of accounting as it relates to the
small business. The ability to read and interpret financial
statements will be stressed. The last five weeks will be
concerned primarily with how to acquire the necessary
local, state and federal licenses; employer’s tax numbers;
and tax report procedures.

Management

The techniques involved in the development of indi-
vidual business plans and the procedures necessary to
implement these plans will be covered.

Management techniques for the small .business owner
or manager will be reviewed with emphasis on the hiring
and training of employees and credit and collection
procedures.
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HEALTH OCCUPATIONS

T-VI’s Health Occupations Department, lo-
cated on the first two levels of the Presbyterian
Professional building, 201 Cedar SE, includes
four programs: Nursing Assistant, Practical Nurs-
ing, Respiratory Therapy Technician and Patient
Service Clerk.

Persons may inquire about the programs and
apply for admission at the T-VI admissions
office on the main campus, 525 Buena Vista SE.

Applicants for the Nursing Assistant and the
Patient Service Clerk programs follow the reg-
ular T-VI admission procedures noted at the
beginning of this catalog. The Nursing Assistant
Program is offered each trimester while the
Patient Service Clerk Program is offered during
the winter and summer trimesters only.

The other two programs, Practical Nursing
and Respiratory Therapy Technician, admit be-
ginning groups only once a year. Special applica-
tion forms are used for both programs and must
be accompanied by a $5 application fee.

Applications for the Practical Nursing Pro-
gram will be taken only between 8 a.m. and 12
noon on March 1, 2 and 3, 1978. Application
must be made at the T-VI campus in person by
the applicant or a representative.

Respiratory ‘Therapy Technician applications
will be accepted between May 1 and 26, 1978,
and must be made in person by the applicant or
a representative.

Classes in both programs will begin in Septem-
ber, 1978.

Because these two: programs are very demand-

ing, and because the number of applicants far
exceeds the number of student training positions
available, an admissions process is used to estab-
lish a Practical Nursing Class of 90 students and
a class of 22 Respiratory Therapy Technician
students.

One-third of the students selected for the
Practical Nursing class will be those scoring high-
est on the admissions test and having a health
occupations background. A second portion of
the class will be made up of alternates selected
but not called for the previous year’s class. The
last portion of the class will be made up of per-
sons randomly selected by computer from the
remaining applicants who meet the requirements
of qualifying scores, having an interview and
submitting letters of recommendation.

For the Respiratory Therapy Technician class,
the admissions process used is a combination of
testing, examination of past academic records
and work experiences, examination of letters of
recommendation and interviews of those who
meet minimum requirements on the admlss1ons
test scores.

Applicants for Practical Nursing, Respiratory
Therapy Technician and Patient Service Clerk
must have a high school diploma or equivalency
to meet requirements of licensing agencies and
the prevailing employment practices in local
hospitals.

When a student is required to carry liability
insurance in a clinical situation, it is the respon-
sibility of the student to purchase such coverage.



NurSing
Assistant

15 Weeks

This program provides the basic nursing skills
required for the care and comfort of the sick in
hospitals, nursing homes, public health agencies,
private medical and dental offices and in the
home setting.

Persons completing the program successfully
will receive dual certification—as Nursing Assis-
tants and as Home Health Assistants.

When working in a home setting, Nursing
Assistants are supervised by a home health care
registered nurse or appropriate registered/certi-
fied therapist. They help home-bound patients
achieve and maintain a maximum level of in-
dependence by adapting nursing skills to private
homes.

Good communication skills are necessary in
the program as well as cleaning and cooking abil-
ities. Applicants are encouraged to have a valid
New Mexico driver’s license ‘because students
must provide their own transportation to the
various health care agencies and patients’ homes.

"Public transportation is usually inadequate for
this purpose.

A $25 fee covers the cost of the required uni-
form and laboratory tests. A watch with a sec-
ond hand and uniform shoes are required but
not provided.
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The 15-week program totals 328 hours of
instruction with nine weeks of classroom and
laboratory work followed by six weeks of exten-

‘sive supervised clinical training in local hospitals

and home health agencies.
The program is not approved for Veteran’s
Administration training benefits.

NURSING ASSISTANT PROGRAM

Course Requirements Total Hours

Nursing Assistant—Home Health Assistant

Laband Theory ... vivine it iinnnnnns 90
Nutrition Lab and Theory .......... ..o 21
Health Communications ............... e 12
Anatomy and Physiology ........... ...t 18
Math....... T R A 45
Hospital Clinical Experiences ................ 88
Home Health Clinical Experiences ............ 54

Total 328
COURSE DESCRIPTIONS

Anatomy and Physiology

This course provides a basic concept of the structure
and normal function of the body systems and their inter-
dependency. It also covers some of the abnormalities
that affect these systems.

Health Communications

Medical terminology, abbreviations, communication
skills, selected readings and special assignments relevant
to the nursing field are combined in this course.

Math

Basic math is reviewed in this course with practice in
working selected problems related to the students’ activi-
ties.

Nursing Assistant—Home Health Theory and Lab

During the first nine weeks, students attend lectures
on basic nursing skills used in health care agencies and
learn adaptation of skills for the home environment.
Practice of these skills is provided in the laboratory.

Nutrition Theory and Lab

Concepts of basic nutrition and adaptation of regular
and modified diets for use in the hospital and home
settings are discussed. Home management, community
resources, purchasing food and preparing foods are also
included. Lab experiences are directly related to the
theory.

Home Health Clinical Experiences

Home Health experiences are a two-week portion of
the last six weeks of the program and include field obser-
vations and experiences in selected home settings.

Hospital Clinical Experiences

Hospital experiences-are a four week portion of the
last six weeks of the program and will include specialized
training and application of acquired skills in hospitals
throughout the city. :
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10 Weeks

The program for Patient Service Clerk, some-
times called -ward cletk or service secretary,
trains persons to serve as the hub of communica-
tions in a hospital unit, primarily transcribing
physicians’ written and verbal orders, answering
the telephone and :giving information to pa—
tients, visitors and staff. '

Applicants must have a high school diploma
. or.equivalency.. They must be. able to write

clearly and accurately as well as have an ability

to speak distinctly to others. Knowledge of and
ability to speak Spanish as well as English is
helpful. Physical starina is essential because the
job requires moving about quickly and easily in
" an area of intense act1v1ty

There is a $25 feé which covers the required
uniform and laboratory tests. The 300-hour pro-
gram is ten weeks long with six weeks of class-
room theory and four weeks of clinical practice
in local hospitals. A certificate is awarded upon
successful completion.

The Patient Service Clerk Program will be
offered only in the winter and summer tri-
mesters.

This program is not approved for Veterans
Administration benefits.

ﬁatlent Service Clerk

PATIENT SERVICE CLERK PROGRAM

Course Requirements Total Hours
Patient Service Clerk Theory and Lab ......... 204
Patient Service Clerk Clinical Practice ......... 96

Total 300

COURSE DESCRIPTIONS

Patient Service Clerk Theory and Lab

This course combines a number of individual topics,
including orientation to the hospital, the patient, and
the role of the patient service clerk, as well as presenta-
tions and practice of medical terminology, abbreviations,
communications, pharmacology terminology, forms-and
transcription of orders.

Clinical Practice
Supervised clinical experience takes place in local hos-
pitals during the last four weeks of the program.
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Application

FAMILY INFORMATION
THIS SQUARE IS TO BE Oosﬁmﬁm_u QZNN BY APPLICANTS LIVING WITH THEIR PARENTS

wﬁ.o:ﬁm. NAME ....onevrireerennernaeeionenammanseses o meeeeseesee s s ees e sase e s s st s e eeeeeaeeas s eansasanerse b saaseenaren

Parent’s Address ___.__......oo........ e ereteteer e seeaeresananaanans Telephone Number _............cocococeevereececncsnnnne

Employed By ............... oo s oo s s aeeesoes e e 222 e 2t e eSS SRR e SRR R A A eSS E AR

Name ) ) o Address .
Name of Spouse .......c.cceeeeee. e oeeaesesseesaeeseee e ee s ea e et e At e SRR AR R £ AR R R R SRR R AR AR RS se s R
. Last . First Middle
EINDIOVEA BY o.ooeeeoeeeeeveveseeeseesesaesmsassessmsgenssssnsasesistesesssasacasessasas st ostosesessstorsasssensantasiunoss resstototossassnsnss sassssnsasantsssatassasamttaststsssirssasssessans
mp Ov;.w y Name Address
Number Of ChIlATEN ..cccuvveereeeeerereeeeercstesrieresintissessssesssssssseasssassscesossnsses Ages of Children ................... esteseseersssrereestensreeeeraneesntssneians

HEALTH INFORMATION
This information is required to help avoid placing you in n_mmmom where health conditions would cause problems for you, and

to have health information about you on file in case of emergency. 4 .

Person to be contacted in case Of EMEIZENCY ...ccereermeieneiiieiriiiecnresasseiteensnianees eeeveemeseeneee Home Telephone........ccceveivenninnnne.
. I o <<ozn Telephone...

Family DOCLOT «.coovieriiinmiectienrennetnensesenecstesssnsn e eeererareeeetesetesesenanend ~... Telephone ........ Geresessseioneesesaearassisestessanssneensrasssasans

HHOSPIAl PIEFEITEA. «.rrnusueseseeereereeeeresecesesesssssssssesssssssmssmssssssssssassssssssesssssisssssssssssssssssssssnsssssssscsanes eereeneesnenanes et iomrres.

Fully . o Some © 77 Substantial v
Normal . Corrected I Loss - Loss
VISION S e T i e
(Color Blind? .....cccc... NO <ccuvnneee Yes) - S e :

HEARING S— S— - [ OO oo

WALKING e ; L T i T

OTHER (explain) .o e s ires evsere e reseesssssse s

CHRONIC MEDICAL CONDITIONS: (Check those which apply to you) * - - S

...... v Heart Disease veeeeeeneeneees Epilepsy vevresnnsenenn Diabetes it Kidney Disease

............... Severe E_SQ ceeeeeseesneess Spinal Injury H.cwo_diomw - Emotional Problems

............... Emr Blood PressUre  :euuumemmneenic .. Hepatitis %%&:ammnwmwmrom wivreeeeem. Joint Disease/Injury
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sresnsnnninnie OBRBIL ettt ettt et et s e seeeee s e et e eeeees s

Are you taking any medications ? (P1e@se LiSt) ......cevreeeerrururrmreeeeeieceeenceeseseeeeesseeesseeses e st S RPN

Can you lift 50 pounds? ........ccecereueenncnn.e. JE— et AR et A et e s et s st e e s ee et ssassees s s s sessees e

STATEMENT OF APPLICANT
I certify that the information furnished on this application is correct to the best of my knowledge.

I agree that, if I am admitted to the Technical-Vocational Institute, I will become familiar with and will observe the school’s policies and
regulations. : ,

I hereby authorize the Institute to release academic and attendance records related to my attendance at T—VI to bona fide employers,
other educational institutions and public agencies.

Date 0f APPlICAtION ...oveveucveerevrretrtieeeeece e seereesesessaesnan Applicant’s SIENAtUTE ..........cececeeecueeeeteeece e ceeteeee e e oo



Practical
Nursing

3 Trimesters

This program prepares students to care for
patients “in a variety of health care facilities
under the supervision of registered nurses and
physicians. Employment possibilities for prac-
tical nurses continue to be extensive. Men and
women who want to work in a field in which

they can provide help to others should find prac--

tical nursing a satisfying choice.
. The .T-VI/Presbyterian Hospital School. of

Practical Nursing is sponsored jointly by T-VI-

and Presbyterian Hospital Center and is accred-
ited by the National League for Nursing and the
New Mexico State Board of Nursing (NMSBN).

After the completion of the three-trimester
program, students are eligible to take the state
practical nursing license examination given by
the NMSBN.

_Practical Nursing applicants must have either
a high school diploma or equivalency and score
well on achievement tests to be considered for
the program. Applications for the September
1978 class will be accepted between 8 a.m. and
12 noon on March 1, 2 and 3, 1978, and must
be made in person by the applicant or a repre-
sentative at that time.

The program totals 1,350 hours of instruction
with students usually attending classes six hours
a day, Monday through Friday. However, clini-
cal experiences generally have to be scheduled at
different hours so the hours of classes and clini-
cal experiences may vary from day to day and
there may be an occasional Saturday class.

Students must be able to attend classes, obser-
vations and clinical experiences as scheduled and
plan for their own transportation to the agencies
and hospitals. The first trimester, or 15-week
block, consists of pre-clinical training in nursing
skills with related theory courses. The second
and third trimesters are spent in classroom and
clinical experiences related to medical-surgical
nursing for children and adults and maternal-
infant nursing.

Practical Nursing requires a once-only $65 fee
which supplies required uniforms, cap, scissors
and identification tag. It does not cover the cost
of an entrance physical examination, a watch
with second hand, uniform shoes, stethoscope,
liability insurance, graduation uniform, gradua-
‘tion pin or state board exam fees.
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PRACTICAL NURSING PROGRAM

Triméster I—-15 Weeks Total Hours

Anatomy and Physiology I ..........c.oovntn 60
Nursing Foundations Core ..........c..o.uue 163
Nursing Skills Lab and Clinical Experience .. .. .. 185
Dosages and Solutions ............oc.0. e 32

Total 450

Trimester IT-18 Weeks
Medical-Surgical Nursing for Children and Adults

Clinical Experience .........cocvuveenenn 360
TheoTy . oot viee ittt cnaeennny 180
. Total 540

Trimester III-12 Weeks
~ Maternal—Infant Nursing

Clinical Experience ............o..onn ... 80
Theory ..o ovvvviiiiivnnnann, PRI 40
. Advanced Nursing- - - . - . = S .
Clinical Experience ...........cvuven v...160
TheoTY « v v vv i eine i enans e iassas _80
Total 360
COURSE DESCRIPTIONS

Anatomy and Physiology I

This coursé gives the student a basic concept of the
general plan, structure and the normal function of the
body systems and their interdependency.

Nursing Foundations Core

People’s needs in sickness and health are presented
through an integrated curriculum approach. Nursing
principles and skills, personal and community health,
nutrition, human growth and development, vocational

. concepts and first aid are correlated with the needs of
~ self and others.

Nursing Skills Lab and Clinical Experience

Practice situations in the laboratory and experiences
in hospital clinical units accompany the theory learned
in the Nursing Foundations Core. :

Dosages and Solutions

This course is designed to teach the student the
mathematics involved in preparing fractional dosages of
drugs and in preparing solutions. Methods of converting
from one system to another are included. Safety in cal-
culating and preparing dosages is stressed. ’

" Medical-Surgical Nursing for Children and Adults

People’s needs during illness are expanded in the
theory presentations of the course. Clinical experience
implements the theory presentations. The course is de-
signed to help students learn to care competently for
patients, both children and adults, with medical and suz-
gical disorders.

Maternal-Infant Nursing

Normal processes of the reproductive cycle including
prenatal, labor, delivery and postpartum care are intro-
duced in this course. Care of the newborn and a study of
the more common anomalies seen in the newborn are
covered. Clinical experiences accompany the classes.

Advanced Nursing

‘This course focuses on patients experiencing complex
medical-surgical problems. Students, with the help of the -
instructors, select learning experiences which -will meet
their own learning needs.
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Respiratory Therapy
Technician

3 Trimesters

~The Respiratory. Therapy Technician Program
teaches the special skills required for treatment,
. mandgement, control and care of patients with

deficiencies and abnormalities associated with
breathing. The program is one year long and in-
cludes classroom instruction and specialized
clinical training in local hospitals. It is accredited
by the American Medical Association Council on
Education.

Applicants must have either a high school
diploma or equivalency and must make a quali-
fying score on achievement tests to be con-
sidered. Since respiratory therapy involves
handling and maintenance of treatment equip-
ment, the applicants must be able to lift mate-
rials weighing up to 50 pounds. .

The program has a beginning group in the fall
trimester only. Applications for the September,
1978, class will be accepted beginning May 1,
1978. ‘ '

Respiratory Therapy Technician students pay
a $65 fee when they begin the program. It
covers the costs of required uniforms, special
personal respiratory -equipment, an identifica-
tion tag and miscellaneous costs such as student
registration at special workshops. It does not
cover the cost of the school’s graduation pin,
pre-entrance physical examination or student
liability insurance. '

The program totals 1,350 hours of instruction
with students attending classes Monday through
Friday, usually six hours a day.

" However, clinical experiences generally have
to be scheduled at different hours so the hours
of classes and clinical experiences may vary from
day to day. The first trimester, or 15-week
block, consists of pre-clinical training and basic
respiratory therapy skills. The second and third
15 weeks are spent in classroom and hospital
clinical experiences which progress from simple
to complex situations.

Students must provide their own transporta-
tion to the clinical facilities.

RESPIRATORY THERAPY PROGRAM

Trimester I Total Hours
Fundamentals of Respiratory Therapy ......... 105
Respiratory Therapy LabI............... ...165
Chemical and Physical Principles of

Respiratory Therapy .................... 90

" Anatomy and Physiology I ......... ... ...... 60

Introduction to Patient Care ................ 30
Total 450

Trimester IT
Anatomy and Physiology IT . ................ 60
Microbiology and Demonstration Lab ......... 60
Clinical ExperiencesI .. ... e e e e 240
Psychosocial Aspects of Patient Care .......... 30
Respiratory Therapy Lab Il ................ . 60

Total 450

Trimester IIT
Cardio-Pulmonary Problems . ................ 40
Pharmacology ............. .o, 40
Administrative Procedures .................. 10
Clinical Experiences IT ..................... 312
Respiratory Therapy LabIIl ................ 48

Total 450

COURSE DESCRIPTIONS

Fundamentals of Respiratory Therapy

This basic course surveys respiratory therapy as a
paramedical profession—the personal qualifications,
expectations and opportunities—and also presents pertin-
ent procedures,

Respiratory Therapy Lab I

The laboratory experiences stress safe practices in the
use and maintenance of regulators and gas supply sys-
tems, devices and respiratory therapy machines.

Chemical and Physical Principles of
Respiratory Therapy

Physics and Chemistry pertinent to respiratory ther-
apy are included in this general survey course.

Anatoiny and Physiology I

This course gives the student a basic concept of the
general plan, structure and normal function of the body
systems and the dependency of one on another.



Introduction to Patient Care

The patient is introduced as an 1nd1v1dua1 and as the
central figure in a complex environment. Routine nurs-
ing care, isolation and special nursing problems are dis-
cussed with regard to respiratory therapy. '

Anatomy and Physiology II

This course emphasizes more advanced knowledge of
the anatomy and physiology of the circulatory, pul-
monary and nervous systems and their relationship to
each other.

Microbiology and Demonstration Lab

Study in this course includes some of the micro-orga-
nisms related to sickness and health, particularly those
affecting patients with respiratory problems. The
microbes discussed in class are studied during the lab and
cleaning of respiratory therapy equipment is practiced.

Clinical Experience I

Supervised clinical experiences, held in city hospitals,
_include the administering of various resplratory theraples
and carmg for equipment.

Psychosocial Aspects of Patient Care

The basic psychodynamics of human behavior are pre-
sented. Emphasis is placed on human behavior during
illness, especially chronic pulmonary disease. Under-
standing self as well as others is also included.
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Respiratory Therapy Lab II

This laboratory stresses resuscitation techmques re-
suscitators, both mechanical and manual; ultrasonic ther-
apy; and preventive maintenance.

Cardio-Pulmonary Problems

General pathological processes are studied as applied
to different pathological conditions, both surgical and
medical. Each condition will be explained from the
standpoint of etiology, symptoms, diagnosis, therapy
and prognosis.

Pharmacology
The general principles of pharmacology and respira-
tory therapy pharmacology are given in this course.

Administrative Procedures

Principles and practices involved in the supervision
and administration of a respiratory therapy department,
supplies and finances are studied.

Clinical Experiences II
Experiences in the third trimester will prov1de prac-
tice in giving more complex respiratory therapy treat- -

.' . ments to patients and in 1dent1fy1ng physical, social and
. emotional patiént needs.

Respiratory Therapy Lab III

This lab offers application of basic techniques to more
complex patient care situations such as emergency and
intensive care.
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TECHNOLOGIES

ASSOCIATE IN APPLIED SCIENCE DEGREE

Students who complete the full sequence of
courses for a diploma in Data Processing, Draft-
ing Technology or Electronics may transfer their
credits at no cost to the University of Albuquer-
que if they become candidates for the Asso-
ciate in Applied Science degree. The degree will
be awarded upon the completion of approxi-
mately 23 semester hours of general education

. requirements as. specified by the University of

Albuquerque.

Additional information may be obtained from
the admissions offices of the University of Albu-
querque or the Albuquerque Technical-Voca-
tional Institute.

Data Processing

4 Trimesters

Persons who would enjoy the challenging and
interesting activity of solving information and
management problems using computer hardware
and techniques should consider a career in the
field of automated ‘data processing. This pro-
gram serves as a springboard to enter and suc-
ceed in such a career. Graduates are qualified for
jobs as busingss application programmers.

The first and second trimesters give the stu-
dent a sound background in fundamental com-
puter 'skills used on a wide variety of computer
and computer-related equipment. The third and
fourth trimesters continue to build computer
application skills with a great deal of emphasis
upon problem solving techniques and the man-
machine interface. Mini computer and main-
frame environments are used in teaching five
widely used programming languages.

A Data Processing Trainee certificate is
awarded after completing the first and second
~trimesters. To earn a diploma and qualify to
enter a programmer analyst career, a student

- must complete the full 16 month program of
1,770 hours.

DATA PROCESSING PROGRAM
Trimester I Hours/Week
COBOLI ...ttt it 10
Introduction to Computers .................. 5
Accounting for Data Processing ............... 5
Algebra/Management Math .. ................. 10

Trimester I

COBOLII........iiiiii ittt 10
RPGII ... . e i 5
JCL, Files, Utilitiesand Sorts ................. 10
DP Communications . ............cvvuuennn... 5
Trimester IIT
Assembler.......... ... ... .. i, 10
Advanced RPGII .......................... 5
Systems AnalysisT ......................... 5
Management Methods1 ...................... 5
Managerial Accounting ... ... e 5
Trimester IV .
Computer System Software .................. 10
Advanced Programming Techniques ............ 5
Systems AnalysisIT ........................ 5
Management Methods I ..................... §



COURSE DESCRIPTIONS

COBOL I (Common Business Oriented Language)

Projects directly related to programming business and
accounting applications are coded, debugged and exec-
uted in structured COBOL programming.

Introduction to Computers
Instruction is provided in computer arithmetic, mem-

ory coding schemes, memory dumps, computer logic and .
control, flow charting of computer problems and some-

system flowcharting.

Accounting for Data Processing

This introductory course is designed to familjarize
data processing students with accounting theory, prac-
tice and terms and their relation to computer data
processing. Activities and projects are coordinated with
COBOLI. - :

Algebra and Management Math

Algebra fundamentals are covered in this course along
with selected business and management mathematical
applications.

COBOL II S

(Prerequisite: COBOL I or equivalent) This course
continues development of programming skills in the
COBOL language with emphasis on more complicated
statements, clauses and concepts.

RPG II (Report Program Generator II)
This course introduces the student to the RPG II pro-
gramming language used in a business organization.

JCL (Job Control Language), Files, Utilities and Sorts

(Prerequisite: COBOL II) The various operating §ys-
tems, utilities, control languages, as well as standard
mass storage devices and data file organization are
studied in this course.

Data Processing Communications

Students learn to read, write, and speak effectively
the basic technical language of automated data process-
ing. S
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+  Assembler ]
' - . (Prerequisite: Introduction ' to Computers) This
* . ;. machine oriented language is essential to the professional

programmer. The student acquires an understanding. of
programming techniques necessary to write and refine
efficient programs.

Advanced RPG II ’ ‘

The remaining features of the RPG II language are '
included with emphasis on more sophisticated business
applications. '

Systems Analysis 1

(Corequisite: Management Methods I) This is a study
of business organizations, staff and line responsibilities.
EDP (Electronic Data Processing) group organization,
data security, source data controls, processing controls,
editing, auditing the system and output review are in-
cluded. Design, data collection coding and implementa-
tion of an actual system provide laboratory experience.

Management Methods I

(Prerequisite: Algebra and Management Math, COBOL
II; Corequisite: Systems Analysis 1.) The application of
graphic techniques and descriptive statistics to a variety
of computerized business and management applications
are included in this course.

Managerial Accounting

-(Prerequisite: Accounting for Data Processing) This
course emphasizes cost accounting, encumbrance ac-
counting and special governmental accounting practices.
A description of the accounting responsibilities and

- understanding of the paper and information flow within

a typical computer based business are included.

Computer System Software

(Prerequisite: Assembler) The techniques and uses of
systems and service programs are studied. Procedures for
implementing and effectively using the computer librar-
ies are emphasized.

Advanced Programming Techniques

(Prerequisite: COBOL IT) This course prepares the stu-
dent to use the more sophisticated aspects of the various
programming languages and systems.

Systems Analysis II

(Prerequisite: Systems Analysis I; Corequisite: Man-
agement Methods II) All necessary data collection, re-
finement and editing procedures for selected projects are
designed and implemented. Procedure manuals and run
books are prepared to document all input, output forms,
programs and procedures.

Management Methods II .

(Prerequisite: Management Methods I; Corequisite:
Systems Analysis II) This is a continuation of the appli-
cation of statistics and mathematical techniques in a
business environment.

Conversational Computers o
(Prerequisite: Introduction to Computers or equiva-
lent) This course includes the philosophy and techniques
of time shared systems, the BASIC (Beginners’ All-
purpose Symbolic Instruction Code) language, man-

machine interactive systems, help routines, search-and -

retrieval techniques and telecommunication systems.
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- Drafting Technology

4 Trimesters

Drafting Technology is a dual-track program
which allows students to select one of two re-
lated fields which lead to different kinds of jobs.

The Construction Drafting Option provides
students with job-entry skills as architectural
draftsmen, structural draftsmen, mechanical
draftsmen, mechanical equipment draftsmen,
and estimators and schedulers. Related technical
courses are included.

The Civil and Map Drafting Option provides
students with job-entry skills as cartographers,
photogrammeters, civil draftsmen and surveyors
and also includes related technical courses.

The Construction Drafting Option offers
1,725 hours of instruction, including 600 hours
of laboratory instruction and 1,125 hours of
theory and supporting courses. The Civil and
Map Drafting Option offers 1,680 hours with
810 hours of laboratory and 870 hours of
theory and supporting courses. A diploma will
be issued after completing all of the courses in
either option.

All Drafting Technology students pay an
equipment fee of $25. Students who enter the
Civil and Map Drafting Option must pay an addi-
tional $25 before entering the second trimester.

DRAFTING TECHNOLOGY PROGRAM

Trimester I Hours/Week
Construction Drafting Lab/Theory I ........... 15
DraftingMath I-IT .. ........................ 10
Building Materials and Methods ............... 5

CONSTRUCTION DRAFTING OPTION

Trimester IT Hours/Week
Construction Drafting Lab/Theory I . .......... 15
Building Materials and MethodsII ............. 5
DraftingMath IIT .......................... 5
BASIC Language ProgrammingI .............. 5

Trimester ITT .

Structural Drafting Lab/Theory ............... 15
BASIC Language Programming II . ............. 5
Communications ................... e 5
Physics . ... ..o 5

Trimester IV .

Mechanical Equipment Lab/Theory ............ 15
Estimating and Scheduling .. ................. 10

CIVIL AND MAP DRAFTING OPTION

Trimester IT Hours/Week
Cartography Lab/Theory .................... 15
DraftingMath IIT .......................... 5
BASIC Language Programming I .............. 5
Beginning Plane Surveying ................... 6

Trimester IIT
Photogrammetry Lab/Theory ................. 9
BASIC Language Programming I .. ............ 5
Surveying and Mapping Techniques ............ 5
Intermediate Plane Surveying ................. 6

Trimester IV
Civil Drafting Lab/Theory ................... 15
Communications .......................... 5
Advanced Surveying . .......... ... .. ....... 6

COURSE DESCRIPTIONS

Construction Drafting Lab/Theory I

This course introduces general drafting theory and
techniques needed to produce construction drawings for
residential and light commercial structures. The student
also learns to use manufacturers’ materials and standard
references in developing drawings.

Drafting Math I-II
This course applies basic and advanced algebra and
geometry concepts to the drafting field.



Building Materials and Methods I

Properties of building materials are related to actual
methods of light construction and building design. Blue-
print reading, zoning, building codes, specification writ-
ing, material estimates and financing are included in this
course.

Construction Drafting Lab/Theory 11

(Prerequisite: Basic Construction Drafting Lab/Theory
I) A continuation of Basic Construction Drafting with
major emphasis on heavy construction, students in this
course spend time developing large commercial projects
from design through construction document production.

Building Materials and Methods II

(Prerequisite: Building Materials and Methods I) With
major emphasis on heavy construction, students study
various aspects of commercial building applications in-
cluding zoning, building codes and specifications.

Drafting Math III

(Prerequisite: Drafting Math I-II) This applied ap-
proach to trigonometry is related to surveying and mech-
anical problems and supports the applications pro-
grammed in the BASIC Language Programming I course.

BASIC Language Programming I

(Prerequisite: Technical Math I-II) This introduction
to BASIC (Beginners’ All-purpose Symbolic Instruction
Code) Programming includes use of input and output
statements, arithmetic operations,comparison and branch-
ing commands, use of sub-routines and the library func-
tions. Algorithms are developed associated with survey-
ing and engineering computations.

Structural Drafting Lab/Theory

(Prerequisite: Construction Drafting Lab/Theory II)
This course covers techniques used to produce framing
plans and other structural drawings for buildings. Prac-
tice is provided in detailing for steel structures and steel
reinforcement in concrete structures.

BASIC Language Programming II

(Prerequisite: BASIC Language Programming I) This
extension of BASIC I includes units on magnetic tape
and disk files, formatted output, character string
manipulation, plotting routines and the development of
interactive programs emphasizing data editing and error
detection routines.

Communications
Speaking, writing and listening skills as reviewed
through simulated industrial situations.

Physics

(Prerequisite: Drafting Math III) This course covers
the basic principles of heat, light, sound, electricity,
strength of materials and common testing procedures.
Beam theory, which introduces the student to structural
design in wood, steel and concrete, is a major part of this
course.

Mechanical Equipment Lab/Theory '

Calculations and design of mechanical and electrical
systems for residential and commercial buildings and the
materials and equipment used in those systems are cov-
ered. The lab section provides practice in graphically
defining common heating, air-conditioning, plumbing,
waste disposal and electrical systems. ;

V
!
'
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Estimating and Scheduling

Construction project planning and management are
presented in this course. Construction estimating, plan-
ning and control, and the application of the computer in
the construction field are provided.

Cartography Lab/Theory

(Prerequisite: Basic Construction Lab/Theory) This
mapping course includes an introduction to mapping fol-
lowed by practice in inking lines and lettering (Leroy)
on vellum and drafting film. Tracings are made of topo-
graphic, geological, cadastral and plan and profile maps.
Units on photo interpretation, records searching and for-
mat development precede techniques and practice in
negative scribing, preparation and reproduction of mech-
anical separations.

Beginning Plane Surveying

(Prerequisite: Drafting Math III) The student is intro-
duced to the basic techniques and equipment used in
surveying including tape, level, theodolite and the engi-
neering transit. Field work and related computations are
done in leveling, distance and angle measurement related
to mapping.

Photogrammetry Lab/Theory

(Prerequisite: Cartography) This course includes theory
and practice in aerial photography, geometry of single
vertical photographs and overlapping aerial photos, flight
planning, ground control and photograph rectification.
Students have introductory experience in the use of
modern stereoscopic plotting instruments and map com-
pilation leading to the preparation of maps from aerial
photos.

Surveying and Mapping Techniques

An overview of modern surveying methods is pre-
sented relating surveys of the U.S. Public Lands, land
grants, and small holding and mining claims to contem-
porary surveys. Extensive practice in the use of the
National Geodetic Survey (NGS) Horizontal and Vertical
Networks and the use of the New Mexico State Plane
Coordinate System is provided.

Intermediate Plane Surveying

(Prerequisite: Beginning Plane Surveying) Instruction
includes practice in the use of one-second theodolites,
EDM equipment and data reduction by computer pre-
ceding topographic, stadia and control surveys and the
field checking of a topographic map. A concentrated
unit on mine surveying and measurement methods is
included and a retracement survey is conducted.

Civil Drafting Lab/Theory

(Prerequisite: Photogrammetry) Students practice up-
to-date development and calculation techniques to
analyze route surveys and produce highway and utility
plan and profile drawings. A unit on subdivision design
including drainage plans and sanitary sewers is included.
This course is offered in conjunction with Advanced
Surveying.

Advanced Surveying

(Prerequisite: Intermediate Plane Surveying) Included
are horizontal and vertical curve calculations and design,
earthwork measurements, subdivision staking using two
instruments, offset staking, slope staking, and construc-
tion surveys and inspection.
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Electromechanical Drafting

3 Trimesters

Electromechanical Drafting is a more complex
field of drafting for persons with a strong inter-
est in electronics and mechanical design. Grad-
uates develop a background in conceptual and
applied experiences which will allow growth and
development in typical industrial situations, and
are prepared for jobs as electromechanical drafts-
men. ' .
This program is unique in that it presents
drafting fundamentals in electrical and electron-
ics applications -and also includes specialized
mechanical drafting and design concepts. '

The year-long program includes 450 hours of
laboratory instruction and 795 hours of drafting
theory and supporting courses. A new class will
be accepted at the beginning of summer tri-
mester only.

Students who successfully complete the pro-:

gram, combining the two fields of electronics
and mechanical design, are awarded a diploma in
Electromechanical Drafting.

A personal equipment fee of $25 is required
when entering the program.

ELECTROMECHANICAL DRAFTING

Trimester I Hours/Week .
Electronics DraftingLab ................... .10
Logic Circuit Fundamentals ................... 5
Basic Electricity and Electronics .............. 5
Algebra .. ... 10

Trimester IT
Electromechanical Assemblies Lab/Theory ...... 15
Trigonometry ......... oo 5
Technical Writing .. ........................ 5
Manufacturing Processes . ... ................. 3

Trimester IIT
Mechanical Definition Lab/Theory .............. 15
Introduction to Mechanical and Tool Design .. ... 10

COURSE DESCRIPTIONS

Electronics Drafting Lab

This lab incorporates the fundamental concepts of the
electrical/electronics field. Students learn to use correct
symbology, designations and layout techniqués in ac-
cordance with military and ASA standards to describe
formal schematics, logic diagrams, wiring layouts,
cabling diagrams, single-sided and double-sided printed
circuit boards.

Logic Circuit Fundamentals

Basic principles of symbolic logic, design function and
design of elementary logic circuitry, primarily of a
switching function, are taught. This course is closely
linked to the Basic Electricity and Electronics course.

Basic Electricity and Electronics

This course supplements the Electronics Drafting Lab
by providing basic concepts of electricity and electronics
relevant to electromechanical drafting. Circuitry charac-
teristics, functions of components, typical circuitry
applications, and the composition of discrete and inte-
grated circuitry are studied.

Algebra :
This course applies basic and advanced algebra and
geometry concepts to the drafting field.

Electromechanical Assemblies Lab/Theory
(Prerequisites: Basic Drafting Lab, Logic Circuit
Fundamentals and Basic Electricity and Electronics)
This course expands on the students’ experiences in
electronic-oriented drafting. Students also prepare multi-
view representations of components and mechanisms

. - related to the electromechanical industry.

Trigonometry _
(Prerequisite: Algebra) An applied approach to trigo-
nometry is based on mechanical computational needs.

Technical Writing

Students practice verbal and written communications
that they will use in industrial situations. Included are
public speaking, oral presentations, practice job inter-
views, writing from notes, technical research projects
and use of technical data in a technical report format.

Manufacturing Processes

This course teaches students to relate varied produc-
tion processes to characteristics of a given part. Empha-
sis is on providing compatibility between the design
function and production function through graphic data.

Mechanical Definition Lab/Theory

Concepts and functional applications of definition
techniques in accordance with mechanical drafting
standards are presented. The student learns to prepare
drawings requiring standard systems of views and dimen-
sionally define them with respect to design and produc-
tion capabilities. Students practice incorporating tech-
nical data relative to manufacturing processes, materials
or hardware definition. True position dimensioning is an
integral part of the course.

Introduction to Mechanical and Tool Design

This course coordinates the basic elements of physics
with mechanical design applications. Students identify
design considerations of varied materials and mecha-
nisms and provide fundamental data to support the
graphic definition. Practice is included in designing
various tooling components for different job functions
including component inspections. Computer-aided de-
sign graphics will be introduced and their industrial ap-
plications reviewed. ’



Electronics

4 Trimesters

Electronics technicians must be capable of

workingsand communicating with engineers and

production personnel and of growing into posi-
tions of increasing responsibility. Persons inter-
ested in becoming electronics technicians should
also have some skills in elementary algebra.

The Electronics program prepares graduates
for employment as technicians in the electronics
industry. A firm foundation in electricity, basic
electronics and the principles of computer cir-
cuits is planned for the first two trimesters.

Trimesters three and four build directly on
this background while introducing such specific
areas of study as communications, consumer
electronics and computer systems, including pro-
gramming. There is a strong emphasis on labora-
tory work throughout the curriculum.

Some courses are offered as options to be
taken in addition to the required courses. Stu-
dents are encouraged to take these to broaden
their education at T-VI1.

To qualify for a Diploma in Electronics Tech-
nology, the student must successfully complete
all four trimesters of the required courses which
consist of 825 hours of laboratory and 975
hours of theory. A Certificate in Electronics
Testing may be awarded after completion of all
of the courses required in the first three tri-
mesters.

ELECTRONICS PROGRAM
Trimester I Hours[Week
Electronics I . .o vv ittt it ieainnscnann 15
Electronics Math I ........ ... 10
Digital Circuits I . . ... .ooveviinnn 5
Trimester IT
Electronics IT . .............. .. e 15
Digital Circuits II .. ...t 5
Electronics Math IT . .......... ... 0 e 10
Physics™® . ...voeiniivnr et 5
Trimester IIT
Electronics ITI ...... i 15
Circuit Analysis ........ i 5
Semiconductor Principles and Applications ...... 5
Digital Circuits IIT . ...........ovviviinnns 5
Calculus for Electronics® ........ ..ot 5
Trimester IV
Electronics IV ..ot i i e it iiienenanaanns 15
Electronics Instruments .. ..........coouvvenn 5
Industrial Applications . ............... e ...10 |
Digital Circuits IV¥ . e 5
*QOptional
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COURSE DESCRIPTIONS

Electronics I

In this course, students learn the basic concepts of
direct current electricity, including Ohm’s Law, Kirch-
off’s Law, and Thevenin’s and Norton’s theorems. The

laboratory provides an opportunity to make observa-

tions concerning the topics covered in theory. Basic
skills with meters and tools are important parts of the
lab.

Electronics Math I

Students study the concepts of number systems, be-
ginning and advanced algebra and Boolean Algebra, the
algebra upon which computer circuits are based. The
objective is for each student to become skilled in alge-
braic manipulation and to understand the base 10, base
2 and other number systems relevant to the study of
electronics.

Digital Circuits I .

This course covers the logic units used in digital cir-
cuits which may be applied to an understanding of the
computer and their routine use in the operations of a
computer system. o

Elegtronics IT

(Prerequisite: Electronics I and Electronics' Math I)
The study of basic circuit laws is extended to alternating
current in order that students understand the effects of
various circuit -elements. Inductance, capacitance, vac-
uum. tubes.and semiconductors are introduced. The lab
provides 'the opportunity to verify theoretical concepts
by making observations with resonant circuits, filters,
power supplies and amplifier circuits.

Digital Circuits II

(Prerequisite: Digital Circuits I) In this course, stu-
dents become skillful with the actual devices used in
computer circuits and learn how these devices are used
together to produce a working system. Design of mem-
ory, counting and adding circuits is also a major part of
this course.

Electronics Math II

(Prerequisite: Electronics Math I) This course in-
cludes the study of basic trigonometry, periodic func-
tions, elementary vector analysis and complex numbers.
Students acquire a mathematical basis for understanding
observations made in the study of AC circuits. During
the last half of the course, circuit problems will be
solved using computer languages.

Physics

(Prerequisite: Electronics Math I) Basic principles of
mechanics, heat, light, sound, electricity, atomic and
nuclear physics are covered. Emphasis will be placed on
modern trends in physics which apply to electronics.

Electronics III

(Prerequisite: Electronics II) Principles of operation
of AM, FM and SSB communications equipment will be
presented and circuits typically found therein will be
studied and analyzed. Fundamentals of transmission line
theory pertaining to high frequency signal transmission
will also be covered. The objective is to have students
relate basic concepts, learned in Electronics I and II, to
useful circuitry. ’

Circuit Analysis

(Prerequisite: Electronics Math II) In this course, stu-
dents increase their skills in the use of algebra, trigonom-
etry and geometry in the solution of advanced electronic
problems. The work involves analysis of specific applica-
tions such as television circuits. Laboratory exercises are
used to verify the theoretical analysis.

Semiconductor Principles and Applications

(Prerequisite: FElectronics IT) This is a thorough course
in transistor theory and application, including design
techniques using the common emitter, common base and
common collector configurations. In addition, other
devices such as the FET, MOS, unijunction, light emit-
ters and detectors are introduced.

Digital Circuits III

(Prerequisite: Digital Circuits IT) Students learn the
organization' of a computer system including the CPU,
bus structures, memory, instruction sets, programming,
and applications of micro- and minicomputers.

Calculus for Electronics

(Prerequisite: Electronics Math IT) Topics covered are
the basic concepts of limits, derivatives, integrals, areas,
volumes and centroids. These concepts will be applied to
electronics problems and computer programs will be
used where relevant, '

Electronics IV

(Prereq.uisite: Electronics IIl) This course will cover
advanced semiconductor theory and application. Stu-
dents design circuits using transistors, FET’s, SCR’s, lin-
ear IC’s and other devices. Applications related to digital
circuitry will also be discussed. Students are provided
the opportunity to study for the FCC First Class Radio
Telephone Licensing Examination during part of the
course.

Electronics Instruments

(Prerequisite: Electronics IIT) The objective of this
course is to help the student understand the procedures
of instrument calibration, maintenance and repair in
accordance with manufacturers’ specifications.

Industrial Applications

(Corequisite: Electronics IV) Students learn the
maintenance of various electronics equipment which will
be encountered when entering a job. Emphasis is on
locating problems and using proper methods for replac-
ing defective components. The course includes theoreti-
cal work to complement the laboratory assignments.

Digital Circuits IV

(Prerequisite: Digital Circuits III or permission of in-
structor) This is an advanced course in digital systems.
Emphasis will be on the architecture and programming
of minicomputers. Students who complete the course
will have knowledge basic to understanding minicom-
puters,
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TRADE and INDUSTRIAL |

Most classes in the trade and industrial field,
the largest skill cluster at T-VI, meet in a new
trades building at Coal and University SE which
contains classrooms, lab space and a live work
area. Programs not housed there meet on the
main campus. )

New students may enter most of the trades
programs at the beginning of each trimester. A
few—including Culinary Arts, Masonry and
Sheet Metal—accept new students at the mid-
point as well as the beginning of the trimester.
Admissions information concerning all trades
programs is available at the T-VI reception desk
in the lobby on the main campus.

Entrance requirements shared by all of the
trades programs are that the applicant be able to
lift materials weighing 50 pounds and be free of
allergies or health conditions which cannot be
controlled and which would endanger his or her
own safety or the safety of others. These include
allergies to such things as fuels, solvents, deter-
gents, lime or cement products, sheet metal
fluxes or sawdust, depending on the major. Nor-
mal color vision and depth perception correct-
able in both eyes are required in several majors.

Each applicant must have an interview with
the program coordinator during the admissions

process and must make a satisfactory score on .
the pre-admissions mathematics and reading
examinations. ' : .

Students in the trades are expected to furnish
their own appropriate shop clothes for their pro-
gram.

SUPERVISED WORK EXPERIENCE

Supervised work experience is for students
who have acquired most of the skills and work
attitudes needed to succeed in an entry-level job
in .an occupation. In two trimester programs,
students apply for this option during the final
half-trimester; in longer programs, during the
final trimester. .

This on-the-job experience may be substituted
for the laboratory portion of a program and fol-
lows a training plan developed by the coopera-
ting employer and the T-VI instructional staff.
Before beginning a supervised work experience,
the student must obtain the approval of the in-
structor, program coordinator, counselor, de-
partment chairman and the Director of Student
Services. '
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- Air-Conditioning, Heating

¥
3 Trimesters

The Air-Conditioning, Heating and Refrigera-
tion' (AC, H&R) Program prepares students for
successful entry into the installation, mainte-
nance and service field in this specialty.

With further training offered by employers at
the -dealer, distributor and mechanical contrac-
tor level, the graduate of this program should be
able to assist the journeyman mechanic in in-
stalling .the equipment necessary to complete
residential and light commercial projects.

This includes the installation of mechanical
. equipment and electrical controls; servicing var-
ious .air-conditioning, heating and refrigeration

components; troubleshooting the systems and.

performing preventive maintenance ‘that is re-
quired. : '

. The year-long program totals 1,350 hours of
instruction, of which 600 hours are laboratory
work and 750 hours are supporting courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students ,completin'g' all of the courses in the
program. - o

AC, H&R students must pay an equipment
fee- of $135, $65 before entering the first tri-
mester and $35 before each additional trimester.

and Refrigeration

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be able to lift materials and equipment weighing
up to 50 pounds.

3. Must have an interview with the program coordinator
and admissions counselor.

AIR-CONDITIONING, HEATING AND

REFRIGERATION PROGRAM
Trimester I Hours/Week
AC,H&R LabI .............. ... c0ouun... 15
AC,H&R Theory I .......... ... oo ... 5
AC,H&R MathI .......................... 5
Basic Welding ... .. e et e e, 5

Trimester IT

ACCH&R Lab Il ... ... .. oo, 15
AC,H&R Theory Il ....................... . 5
AC,H&R Math Il ............. e e 5
Control Circuitry I . ........... ... uuu. .. 5
Trimester IIT
AC,H&RLabIIl ............ ... il 10
AC,H&R Theory III . ..... e 5
Business Relationships ................ PP 5
Blueprint Reading I ........................ 5
Control Circuitry IT ........................ 5
COURSE DESCRIPTIONS

AC, H&R Lab/Theory I

Beginning students learn shop safety; basic tools and
equipment; introduction to physics and chemistry; elec-
trical circuits and laws of electricity; motor control
devices and electric meters; test and measuring equip-
ment; and installation, maintenance and service knowl-
edge for domestic refrigerators and. freezers and
residential-type heating and cooling systems.

AC, H&R Math I

This course reviews the basic arithmetic and algebraic
operations needed to solve specific problems in tempera-
ture conversion, dimensions, area, standard volumes,
force, work and energy, power, therm, British thermal
unit, specific and latent heat, and various mathematical
laws as applied to the major.



Basic Welding

This laboratory pract1ce class is de51gned to give in-*
struction in safety practices, general tools and equip-
ment, sources of heat, operational procedures, metals
and their properties, and applications of oxyacetylene
welding to a1r-cond1t10n1ng, heating and refrigeration
repairs.

AC, H&R Lab/Theory II

(Prerequzszte All Trimester I Courses) Instruction is
provided in the installation, maintenance and service of
light commercial air-conditioning, heating and refrigera-
tion systems. Emphasized are heat pumps, electrical
problems and controls, gas-electric packages, compres-
sors, condensers, pressure reducing devices, load calcula-
tions, heat transfer, temperature-humidity charts and
safety code for mechanical refrigeration.

AC, H&R Math II
(Prerequisite: AC, H&R Math I) Rules and formulas,

" ratio and proportion, volume, pulley speeds, load calcu-

lations, geometric construction and velocity as applied
to the air-conditioning, heating and refrigeration pro-
gram are studied in this course.

Control Circuitry I

This course is designed to reinforce the background
knowledge required in diagnosis and service of environ-
mental equipment with emphasis on the function and
understanding of electrical control circuitry. Included

are transformers, motors, relays, contactors, starters and

circuit protection.

AC, H&R Lab/Theory III

The installation, maintenance and service of commer-
cial air-conditioning, heating and various refrigeration
systems, including transport refrigeration, are covered.

Business Relationships
An introducétory course that explores the application

of business terminology, organization, law, finance,

record keeping and operations; distribution; physical
facilities; invoice and billing procedures; managing mer-
chatidise;-and c\ustomer and personnel relations as they
relate to the a1r-cond1t10nmg, heating and refrigeration
industry. | S

Blueprint Reading I

(Prerequisite: All Trimester I Courses) Instruction
covers terminology; free-hand sketching of orthographic
and isometric drawings; construction details; abbrevia-
tions and symbols; electrical constants and unit prefixes;
schematics and color code for piping; building trade
symbols; types of building construction and insulation;
duct systems; ventilation plans; interpretation of mech-
anical and electrical plans; codes; and design concepts..

Control Circuitry II

(Prerequisite: All Trimester II Courses or Equtvalent)
This course includes the study of the design, installation
and troubleshooting of air-conditioning, heating and
refrigeration control systems. Instructional emphasis will
be placed on electrical, pneumatic and solid state cir-
cuitry.
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Automotive Collision Repair

2 Trimesters

The Automotive Collision Repair Program
prepares students for entry-level employment as
a metal man or painter in the automotive in-
dustry. The student should be able to qualify in
the area of his choice and ability.

In the first trimester, students are given in-
struction and practical experience in minor body
work and basic automotive painting procedures.
Students are encouraged to specialize as-they
progress in their training. The quality of work
and the flat rate manual are used to determine
the student’s rating.

The second trimester includes two advanced
metal man and painting areas. The metal man
does more complex removal and replacement
(R&R) of panels and front-end sections, and
~medium frame and body damage repair. Quality
and flat rate skills are used for rating students.
The painting area rating is based on quality and
the amount of supervision required.

The eight-month program totals 900 hours of
instruction, of which 600 are laboratory work
and 300 hours are supporting courses. -

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is givén to those
students completing all of the courses in the
program. ‘

Automotive Collision Repair students must
pay a §100 equipment fee, $65. before entering
the first trimester and an additional $35 before
the second trimester, and must provide their
own industrial safety glasses or goggles.

Students will be accepted for beginning
classes in the Fall Trimester, 1977, and the
Summer Trimester, 1978.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic respiratory diseases.

3. Must be able to lift materials and equipment weighing
up to 50 pounds.

4. Must have an interview with the program coordinator
and admissions counselor.

AUTOMOTIVE COLLISION

REPAIR PROGRAM
Trimester [ ' Hours/Week
Auto Collision Repair Labl .................. 20
Auto Collision Repair Theory I ............... 5
Auto Collision Welding ....... S, 5
Trimester IT
Auto Collision Repair LabIl ................. 20
Auto Collision Repair Theory II .. ............. 5
Auto Collision Repair Math .................. 5
COURSE DESCRIPTIONS

Automotive Collision Repair Lab/Theory I

This laboratory practice course teaches shop safety,
chassis construction, hand and power tool operation,
minor fender and body section repairing, basic body
pulls, trim and hardware replacement, preparing for
painting and basic painting processes.

Theory includes fundamental information on body
and chassis nomenclature, metal alloy characteristics,
uses of grinders and abrasives, metalworking techniques,
metal finishing with lead and reinforced plastic, and
basic painting procedures.

Automotive Collision Welding

Students get practical experience in use of the oxy-
acetylene torch for welding, cutting and brazing on
various. types and sizes of sheet metal. This course de-
velops welding skills in basic shielded arc welding for
frame repair, and basic inert gases and gas-arc welding
for body repairing. ’

Automotive Collision Repair Lab/Theory II

(Prerequisite: Al Trimester I Courses) The laboratory
practice in this course covers body section replacement
and alignment, interior trim removal and replacement
(R&R), spray painting procedures and processes, surface
buffing and polishing, frame and body pulls, and basic
unitized body alignment.

During the theory section, students are instructed in
frame and unitized body alignment, body straightening
on panels and sections, clip replacement, accessory
removal and replacement, finishing procedures and
processes, and advanced estimating. Instruction is also
provided in the basic principles of electricity; schematic
reading; series, parallel and series-parallel circuits; alter-
nating and direct current; and basic automotive electrical
systems encountered in automotive collision repair areas.

Auto Collision Math

This course reviews basic arithmetic operations in-
cluding surface measurements and direct measurements,
ratio and proportion, and percentage. Rules and for-
mulas, volume, basic crash book estimating, work orders,
flat rate costs and the metric system are thoroughly
covered.
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Automotive Mechanics

1to3 Trimester

The Automotive Mechanics Program helps the
student gain the technical knowledge and occu-
pational skills necessary to enter the automotive
service field.

The three options are nonsequential—a stu-
dent may take them in any order if space in the
class is available during the trimester chosen and
specific entrance requirements and prerequisites
have been met,

In one trimester-long option, instruction is in
the fundamentals of engine operation and con-
struction; engine testing and diagnosis; and en-
gine disassembly, inspection, cleaning, recondi-
tioning, reassembly and check-out,

In another option, emphasis is placed on the
basics of electricity, tests and operations of bat-
teries and cranking motors; and charging, igni-
tion, fuel, emission control and air-conditioning
systems.

During a third option, brakes, front suspen-
sions, steering, alignment, transmissions and
drive train mechanisms are emphasized.

The three-trimester program totals 1,350
hours of instruction, of which 900 hours are lab-
oratory work and 450 hours are supportmg
courses.

A student may leave the program upon com=-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing the entire program.

Automotive Mechanics students must pay a
$135 equipment fee, $65 prior to entering the
first trimester and $35 before each additional
trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic respiratory diseases and aller-
gies to automotive fuels and solvents,

3. Must be able to lift materials and equipment weighing
up to 50 pounds,

4, Must have an Interview with the program coordinntor
and admission counselor.

AUTOMOTIVE MECHANICS PROGRAM

Option I Hours/Week
Automotive Engines and Engine Systems
Lab it i i i e 20
Automotive Engines and Engine Systems
Theory ....v v e v 5
Supporting Courses oot 2t0 5.
Option II
Automotive Electrical and Tune-Up Lab ........ 20 *
Automotive Electrical and Tune-Up Theory...... §
Supporting Courses .. ...cc. et it 2to §
Option III
Brakes, Front-End Alignment and
Drive Trains Lab .....ovvvvvninniinnrinas 20
Brakes, Front-End Alignment and
Drive Trains Theoty . .o v v v v vvicvnivnnnnnes S
Supporting Courses ......ovvviiiir i 2t0§
SUPPORTING COURSES
Hours/Week
Basic Automotive Math ........ . vvviviennny 3%
Precision Measurements .......coovvvnirionoes 2
Automotive Tool Practice .......vvvvivvurian 3
Automotive Emission Control Systems ...... veid
Automotive Air-Conditlening . ........covvvvns 3
Automotive Diagnostic Procedures . . ...covvv v 2

*Recommended for - beginning Automotive Mechanics
students.
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COURSE DESCRIPTIONS

Automotive Engines and Engine Systems Lab/Theory
(Prerequisite: Specific Entrance Requirements and/or
Satisfactory Completion of Previous Option) This course
offers instruction in automotive shop safety, basic tools
and equipment used by automotive mechanics, engine
systems operation and maintenance; engine operation
and construction; engine testing and diagnosis; and en-
gine disassembly, inspection, cleaning, reconditioning,
reassembly and check-out. The course will also teach the
student to read and interpret technical data. Proper shop
procedures and job operations are emphasized.

Automotive Electrical and Tune-Up Lab/Theory
(Prerequisite: Specific Entrance Requirements and/or
Satisfactory Completion of Previous Option) This course
introduces the student to the automotive electrical and
tune-up field. Instruction covers basic electricity; sche-
matics; batteries; cranking motors; and charging, igni-
tion, fuel and emission control systems. Automotive air-
~ conditioning will be studied as a separate service unit of
instruction.

Brakes, Front-End Alignment and
Drive Trains Lab/Theory

(Prerequisite: Specific Entrance Requirements andfor
Satisfactory Completion of Previous Option) This course
introduces the student to the automotive specialties in
brakes, front suspensions, steering, alignment, transmis-
‘sions and drive train mechanisms. Basic troubleshooting
techniques are studied in the operation and function of
the various systems. The course also provides practice in
technical research. Special emphasis will be placed on
power flow circuits, basic diagnosis as correlated with
lab projects, safety and basic servicing.
Basic Automotive Math (3 Hours/Week)

This trade related course reviews basic mathematics,

English and metric measurement systems, basic geo-
metric construction and calculations, machinists’ scales,
basic right-angle measurements and calculations, and the
various thread systems used in the industry.

Precision Measurements (2 Hours/Week)

Precision measuring tools used in the automotive in-
dustry will be emphasized. Practical training applications’
on the English and metric micrometer caliper, vernier
caliper, depth micrometer, telescoping gages and dial
indicators will be the main part of the course.

Automotive Tool Practice (3 Hours/Week)

Shop safety, basic benchwork, hand tools, machine
construction, and basic operations on the drill press and
pedestal grinder are taught in this combination theory-
demonstration and training.

Automotive Emission Control Systems (2 Hours/Week)

This practical theory-demonstration and training
course offers instruction in the effects of automotive
emission on the atmosphere. Emphasis is placed on the
various types of emission systems and equipment used
on the modern automobile. '

Automotive Air-Conditioning (3 Hours/Week)

This industrially based theory-demonstration and
training course offers the advanced automotive mechan-
ics student an understanding of the safety, diagnosis,
repair and service of the current models of automotive
air-conditioning.

Automotive Diagnostic Procedures (2 Hours/Week)

To emphasize the latest methods and techniques of
diagnosis used in the highly technical automotive service
industry, this advanced troubleshooting course provides
practical on-the{job procedures in the use of test equip-
ment. Future professional mechanics will also be intro-
duced to the national mechanics certification programs.
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Carpentry

2 Trimesters

The Carpentry Program provides students

with practical and realistic job entry-level skills
for the construction industry.
“ During the first trimester, the fundamentals
of residential framing and tools of the trade are
taught. In the second trimester, emphasis is
placed on interior finish, finish carpentry, basic
construction and installation of cabinets, mill-
work and estimating.

The eight-month program consists of 900
hours of instruction, of which 450 hours are
laboratory experiences and 450 are supporting
courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completmg all of the courses in the
program.

Carpentry students must pay a $100 equip-

ment fee, $65 before entering the first trimester

and an additional $35 before the second tri-
mester, and must provide their own carpenter )
overalls or nail apron.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic wood or wood product
allergies.

3. Must be able to lift materials and equipment weighing
up to 50 pounds.

4. Must have interview with the program coordinator
and admissions counselor,

CARPENTRY PROGRAM
Trimester I Hours/Week
‘Carpentry Labl ....... e e 15
Carpentry Theory I ... ... viviivenan PN 5
Carpentry MathI ..... e e 5
Blueprint ReadingI ........... M e 5
Trimester II _ .
Carpentry LabIl ................... P 15
Carpentry Theory II . .. v v v v i iii i i v v v o 5
Carpentry Math IT ................ e .. 5
Blueprint Reading IT .. . ......oovvv iy 5

COURSE DESCRIPTIONS

Cnrpentry Lab and Theory I
This combined theory and laboratory practice class
provides instruction in hand and power tools, site layout

. and foundations, rough framing, roof framing, strictural .

shell basics, stair construction, exterior finish and safety.

Carpentry Math I

Basic arithmetic, reading the rule, whole numbers,
common and decimal fractions, cubic and weight
measures, area calculations, surface and direct measure-
ments and framing square computations are included.

Blueprint Reading I
This course offers basic instruction in sketching resi-
dential working drawings and blueprints.

Carpentry Lab and Theory II

(Prerequisite: All Trimester I Courses) Materials cov-
ered in this course are a continuation of Trimester I
lab/theory, with emphasis on interior trim dry wall, fin-
ish carpentry, basic construction and installation of
cabinets and millwork.

Carpentry Math II

(Prerequzsite Carpentry Math I) Instruction is pro-
vided in the use of rules and formulas, ratio and propor-
tion, volume, geometric construction, basic surveying
computations and estimating.

Blueprint Reading II

(Prerequisite: Blueprint Reading I) This course in-
cludes an introductory study of blueprint applications to
residential tract homes, multiple family dwellings and
commercial buildings.
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Diesel Mechanics

5 Trimesters

This program, the only state-approved diesel
mechanics training course in New Mexico, pro-
vides students with the technical knowledge and
skills needed for entry and satisfactory perfor-
mance in the diesel industry.

Job projections for the future, both statewide
and nationally, show that a great number of new
mechanics in this field will be needed in the next
ten years.

Students learn basic engine block assembly
design, component parts disassembly, inspection
and reassembly, diesel engine accessories, diag-
nosis and troubleshooting in the first trimester.
In the second trimester, emphasis is on various
fuel injection systems, injectors, governors and
analysis procedures. Third trimester instruction
covers engine overhaul, troubleshooting and fail-
ure analysis, major causes of engine operational
or performance failure and reclaiming engine
performance procedures.

In the fourth trimester, transmissions, final-

drives, clutches, brakes, hydraulics, and diesgl
equipment and vehicle preventive maintenance
are included. Basic and advanced electricity,
various heavy duty electrical systems, hydraulic
accessories ‘and testing, service procedures and
corrective measures are studied fifth trimester.

The 20-month program totals 2,250 hours of
instruction, of which 1,350 hours are laboratory
work and 900 hours are supporting courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program.

Diesel Mechanics students must pay a $205
equipment fee, $65 before entering the first tri-
mester and $35 before each additional trimester
and must provide their own industrial safety
glasses or goggles.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic respiratory diseases and aller-
gies to diesel fuels and solvents.

3. Must be able to lift materials and equipment weighing
up to 50 pounds. )

4. Must have an interview with the program coordinator
and admissions counselor.

DIESEL MECHANICS PROGRAM

Trimester I Hours/Week
Diesel Engine Principles and Accessories Lab ... .. 15
Diesel Engine Principles and Accessories Theory .. 5
Diesel Math and Precision Measurements ........ 5
Blueprint Reading . .................. S 5

Trimester IT
Diesel Fuel InjectionLab .................... 15
Diesel Fuel Injection Theory ................. 5
Diesel Math and Physics ................. ..., 5
Basic Machine Tool Practice . ................. 5

Trimester IIT
Diesel Engine OverhaulLab .................. 20
Diesel Engine Overhaul Theory ............... 5
Welding ......ccvimimiiiii i iiinnnns 5

Trimester IV
Diesel Transmissions, Final Drives, Clutches

and BrakesLab ............c.vvivan, 20
Diesel Transmissions, Final Drives, Clutches

and Brakes Theory .......... e 5
Industrial Electricity ............... ... e 5

Trimester V
Diesel Electrical Systems and Hydraulics

AccessoriesLab . ......... ... .. it 20
Diesel Electrical Systems and Hydraulics
Accessories Theory ................ ... ... 5

Business Relations ............... ... c0.uu. 5



COURSE DESCRIPTIONS

Disel Engine Principles and Accessories Lab/Theory

This course offers instruction in diesel shop safety and
basic tools and equipment used by the diesel mechanic.
Emphasis is placed on two- and four-stroke diesel en-
gines, including basic engine cylinder block assembly
design, component parts, disassembly, inspection and
reassembly; fits, tolerances and service specifications;
lubricating, cooling, air intake and fuel systems; gover-
nor control design; oil pressure and heat safety control
devices; and diagnosis and troubleshooting.

Diesel Math and Precision Measurements

This course, correlated with Diesel Engine Principles
and Accessories Lab and Theory, reviews basic arith-
metic operations includmg formulas, graphs, meters,
fluid calculations and precision measuring mstruments

Blueprint Reading

Basic instruction in reading and interpreting drawings
related to 'diesel mechanics is offered in this course.
Empbhasis is on terminology, details, abbreviations and
symbols, schematics and sketching of orthographic and
isometric drawings.

Diesel Fuel Injection Lab/Theory

(Prerequisite: All Trimester I Courses) This combined
theory and practice class provides instruction in fuel
system design, theory, construction, operating principles
and servicing procedures; distributor-type and multi-
plunger fuel systems; testing procedures for various fuel
systems; injectors and governors; and troubleshooting
and analysis sequence procedures.

Diesel Math and Physics

(Prerequisite: Diesel Math and Precision Measure-
ments) Instruction in the use of rules and formulas, ratio
and proportion, volume, pulley speeds, velocity or sur-
face speed, application of algebraic calculations, geo-
metric figures and right angle functions, and physics
principles as associated with engine operation and engine
life expectancy is provided.

Basic Machine Tool Practice

(Prerequisite: Diesel Math and Precision Measure-
ments and Blueprint Reading) A combination laboratory
and theory course designed for instruction in shop
safety; basic benchwork; precision measuring instru-
ments; machine construction and basic operations on the
drill press, lathe and band saw. The fundamental machin-
ing and benchwork operations on bushings, bearings,
gear shafts, drilling and reaming holes in diesel engine
blocks, transmission final drive housings and ancillary
accessories are thoroughly covered.

Diesel Engine Overhaul Lab/Theory

(Prerequisite: All Trimester IT Courses) This combined
laboratory and theory course teaches the disassembling
of the diesel engine, engine performance characteristics,
engine operational or performance failure, major wear
failure causes, salvage operations, wear failure to toler-
ances and specifications, reclaiming engine performance
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procedures, reassembly of the diesel engine, and testing
and troubleshooting. Principles of metallurgy as they
relate to diesel metals; sleeves, crankshaft materials and
alloys, piston rings, rods, piston alloys, and main and
connecting rod bearings; processes, terminology, struc-
ture and properties of metal and alloying elements; and
failure analysis of diesel engine parts and accessories are

.thoroughly covered.

Welding _ )

This laboratory practice class includes safety prac-
tices, general tools and equipment, sources of heat,
operational procedures, metals and their properties, and
applications of oxyacetylene and arc welding to diesel
repairs.

Diesel Transmissions, Final Drives, Clutches and
Brakes Lab/Theory

(Prerequisite: All Trimester III Courses or Equivalent)
A laboratory practice class designed to give instruction
in service, repair and troubleshooting of transmissions,
torque convertors, final drives, crawler tractor under-
carriages, clutches and- brakes.' Hydraulic principles and
service specifications are thoroughly covered. Dealer pre-
delivery service; preventive, field and operational mainte-
nance; dealer service department periodic service; equip-
ment operational procedures; oil analysis and use of
lubricants; and an understanding of the equipment life
expectancy to the preventwe ‘maintenance program are
covered.

Industnal Electricity

Basic principles of electricity, electromc components
and symbols, schematic reading, transistor and auto-
matic controls are covered. The course includes labora-
tory experiments in practical applications of electricity
and electronics in the diesel mechanics field.

Diesel Electrical Systems and Hydraulics
Accessories Lab/Theory

(Prerequisite: Diesel Engine Overhaul Lab/Theory)
This course offers instruction in basic and advanced
diesel electricity, electrical circuits and components; car-
buretion on gasoline, liguified petroleum and natural gas
engines; magneto design, construction and maintenance;
and heavy-duty direct current usage in generators, regu-
lators, cranking motors and their controls. Hydraulic
pump operating principles, control devices, cylinders,
tubing heat exchangers and hydraulic motors, fits, toler-
ances and service specifications are thoroughly covered.
Test and service procedures are stressed throughout the
course. The course also includes a study of technical
data, specification materials and service reports needed
by the diesel industry with emphasis on the preparation,
collection of data, organization, style and format.

Business Relationships

This course includes business terminology, law, orga-
nization and operations; problems of distributing goods
and services; physical facilities; finance; keeping records;
invoice and billing procedures; managing merchandise;

.and customer and personal relations as they relate to the

diesel industry.
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Electricall Trades

2 Trimesters

This program provides students with entry-
level skills for employment in the construction
industry and related electrical trades as an elec-
trician trainee. .

During the first trimester, the fundamentals
of installing residential electrical wiring, use of
tools and equipment, and electrical codes are
taught. In the second trimester; emphasis is on
installation of electrical service for appliances
and special equipment, calculating service en-
-trances, application codes, estimating electrical
materials, and job planning and coordinating.

The eight-month program consists of 900
hours of instruction, of which 450 hours are
laboratory and 450 hours are supporting courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program.

Electrical Trades students must pay a $100
equipment fee, $65 before entering the first tri-

‘mester.and an additional $335 before the second ..

trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be able to lift materials and equipment weighing
up to 50 pounds.

3. Must have an interview with the program coordinator
and admissions counselor.

4, Must have normal color vision.

| ELECTRICAL TRADES PROGRAM

Trimester I Hours/Week
Electrical TradesLabI ........... ... cvvnt, .15
Electrical Trades Theory I .......ocvvivevennn 5
ElectricalMath I......... ... . i 5
Blueprint ReadingI ............ .. v, 5

Trimester IT
Electrical TradesLab Il .............. ... ..., 15
Electrical Trades Theory II .. ................. 5
Electrical Math IT ........ ... viiiiiinnn., 5
Blueprint ReadingII ........................ 5

COURSE DESCRIPTIONS

Electrical Trades Lab and Theory I

This combined laboratory and related theory course
provides instruction in safety; use of tools and equip-
ment; electrical codes and utility regulations; basic elec-
trical principles and measurements; wiring materials and
devices; splices and connections; wiring systems and cir-
cuits; installing outlets, switch boxes, nonmetallic
sheathed cable, overcurrent devices, low voltage equip-
ment, branch circuits and service entrances.

Electrical Math I

Covered are basic arithmetic and simple electrical for-
mulas; various trade application problems involving cal-
culations of materials; Ohm’s law; series, parallel and
combination circuits; mechanical work and power; and
resistance of wire, size of wire and circuit loads.

Blueprint Reading I

This course offers basic instruction in sketching; read-
ing working drawings and blueprints; and includes
specifications for electrical products, electrical codes,
and circuit and lighting schedules.

Electrical Trades Lab and Theory II

- (Prerequisite: All Trimester I Courses) Installation of
range and clothes dryer circuits; electric service for water
heaters, space heaters, motors and furnace controls; elec-
tric heating; service and metering equipment; remote
control and outside wiring; signal and communication
systems; methods of wiring flexible armored cable and
electrical metallic tubing; modernizing electrical systems;
electric lighting; electrical wiring design; and estimating
electrical wiring and supplies for the job are included.

Electrical Math II

(Prerequisite: Electrical Math I) Instruction in elec-
trical rules and formulas, ratio and proportion, volume,
basic principles of square root, trade application of geo-
metric principles and right triangles, basic algebraic prin-
ciples involving electrical efficiency, resistance of wiring
and wire sizing, calculating service entrances and estima-
ting materials for the electrical trades is provided.

Blueprint Reading II

(Prerequisite: Blueprint Reading I) This course in-
cludes a detailed study of electrical drawings; knowledge
of terms; methods of installation; local, state and na-
tional electrical codes; interpreting residential blueprints;
and planning and coordinating the job.
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Electronics III

(Prerequisite: Electronics IT) Principles of operation
of AM, FM and SSB communications equipment will be
presented and circuits typically found therein will be
studied and analyzed. Fundamentals of transmission line
theory pertaining to high frequency signal transmission
will also be covered. The objective is to have students
relate basic concepts learned in Electronics I and II to
useful circuitry.

Semiconductor Principles and Applications

(Prerequisite: Electronics II) This is a thorough
course in transistor theory and application, including
design techniques using the common emitter, common
. base and common collector configurations. In addition,
other devices such-as the FET, MOS, unijunction, light
emitters and detectors are introduced.

Optics

(Prerequisite: Math for LEOT and Introduction to
Lasers) This course includes the study of geometric and
wave optics principles. Techniques in the care and use of
optical components are emphasized in the laboratory.

Laser and Electro Optic Components

(Corequisite: Optics) This course deals with the tools
of the technology. Lenses, filters and other components
are studied from the point of view of quality and cost.
Students will gain the practical knowledge useful in
choosing the proper component for a job.

Computer Programming

This course contains the infroduction of the complete'

FORTRAN IV SYNTAX. Also included are the pro-
gramming techniques to fully utilize the features of the
FORTRAN 1V language.

Electronics Instruments

(Prerequisite: Electronics III) The objective of this
course is to help the student understand the procedures
of instrument calibration, maintenance and repair in ac-
cordance with manufacturers’ specifications.

Digital Circuits III

(Prerequisite: Digital Circuits II) Students learn the
organization of a computer system including the CPU,
bus structures, memory, instruction sets programming,
and applications of micro- and minicomputers.

Laser Projects

(Prerequisite. Optics and Laser and Electro-Optic
Components) Students will gain experience with a wide
variety of materials, fabrication and calibration methods.
Students will be encouraged to use their own ingenuity
in solving design problems. The importance of keeping
an accurate notebook is stressed.

Laser Technology -
(Corequisite: Laser Projects) In this course, spe-
cialized groupings of lasers are studied along with power
supplies, flash lamps and other power saurces which are
used in the technology. Laser systems which are studied

‘are ION gas lasers, molecular gas lasers, solid-state lasers,

semi-conductor lasers and organic dye lasers.

" Laser and Electro-Optic Measurements

(Corequisite: Laser Projects) In this course, emphasis
is on standard measurement techniques in Laser Electro-
Optics Technology. The principles which underlie the
operation of spectrophotometers and interferometers
will be studied.



Laser EIec»trb-Optic Technology

4 Trimesters

The emerging technologies of lasers and
electro-optics require special training for those
persons interested in entering a career in this
rapidly growing industry. Lasers and electro-
optic devices are used in a variety of areas, in-
cluding construction and excavation, welding
and cutting operations, communications sys-
tems, laboratory testing and measurement, data
processing, photography, medicine, military and
space projects, and research and development.

To enter the program, students must have
completed at least one trimester of Electronics
at T-VI or have equivalent knowledge and skills.
Entering students will be accepted during the
winter trimester only.

The entire progr.m leading to a diploma in
Laser and Electro-Optic Technology is four tri-
mesters, or 1,800 hours, in length. This includes
the first trimester spent in the Electronics Pro-
gram.

ELECTRONICS PROGRAM
Trimester I Hours{Week
Electronics I . ... .. .. ... ... ... . . . . 15
Electronics Math I ......................... 10
Digital Circuits I .. ......... ... ... . ... .. .... 5
LASER ELECTRG-OPTIC
TECHNOLOGY PROGRAM
Trimester II Hours/Week
Electronics IT . ... ... .. ... ... .. ... ... ..... 15
Digital Circuits II ............... ... ... .... 5
Math for LEOT .......... ... .. .. 5
Introductionto Lasers ...................... 5
Trimester IIT
Electronics 111 15
Semiconductor Principles and Applications . ... .. 5
[0)5] TS 5
 Laser and Electro-Optic Components ........... 5
*Computer Programming .................... 5
Trimester IV
Electronics Instruments ..................... 5
Digital Circuits III . ............. ... ... . ... 5
Laser Projects . ....... ... .. ... ..., 10
Laser Technology ............. ... 5
Laser and Electro-Optic Measurements .. ........ 5
*Computer Programming .................... 5

*Qptional Course

COURSE DESCRIPTIONS

Electronics 1

In this course, students learn the basic concepts of
direct current electricity, including Ohm’s Law, Kirch-
off’s Law, and Thevenin’s and Norton’s theorems. The
laboratory provides an opportunity to make observa-
tions- concerning the topics covered in theory. Basic
skills with meters and tools are important parts of the
lab.

Electronics Math I

Students study the concepts of number systems, be-
ginning and advanced algebra and Boolean Algebra, the
algebra upon which computer circuits are based. The
objective is for each student to become skilled in alge-
braic manipulation and to understand the base 10, base
2 and other number systems relevant to the study of
electronics.

Digital Circuits 1 .

This course covers the logic units used in digital cir-
cuits which may be applied to an understanding of the
computer and their routine use in the operations of a
computer system.

Electronics II

(Prerequisite: Electronics I and Electronics Math
I) The study of basic circuit laws is extended to alter-
nating current in order that students understand the
effects of various circuit elements. Inductance, capaci-
tance, vacuum tubes and semiconductors are introduced.
The lab provides the opportunity to verify theoretical
concepts by making observations with resonant circuits,
filters, power supplies and amplifier circuits.

Digital Circuits II

(Prerequisite: Digital Circuits I) In this course, stu-
dents become skillful with the actual devices used in
computer circuits and learn how these devices are used
together to produce a working system. Design of mem-
ory, counting, and adding circuits is also a major part of
this course.

Math for LEOT

(Prerequisite: Electronics Math I) This course in-
cludes the study of basic trigonometry, periodic func-
tions, elementary vector analysis and complex numbers.
Students acquire a mathematical basis for understanding
observations made in the study of AC circuits and geo-
metric optics.

Introduction to Lasers

(Prerequisite: Admission to LEOT Program) This
course introduces the new student to the operation of a
laser, the principles of a laser, its output characteristics
and safe operating practices. Laboratory work includes
the use of the low power helium-neon laser.



Industrial Electricity

2 Trimesters

" The Industrial Electricity program provides -

students with entry level skills for employment
in the commercial construction, maintenance or
industrial electrician specialties.

The eight-month program consists of 900
hours of instruction, of which 300 hours are lab-
oratory experiences and 600 hours are support-
ing courses. '

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the 3kills mastered in the
program.

Special recognition is given to those students
completing all of the courses in the program.

Industrial Electricity students must pay a
$100 equipment fee, $65 prior to entering the
first trimester and an additional $35 before
entering the second trimester, and must provide
their own shop clothing and safety glasses or

goggles.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics
test.

2. Must be able to lift materials and equipment weighing
up to 50 pounds. ]

3. Must have an interview with the program coordinator
and admissions counselor.

INDUSTRIAL ELECTRICITY PROGRAM

Trimester I . Hours/Week
Industrial Electricity Lab1 .. ....... ... ... ... 10
Industrial Electricity Theory I ................ 5
Industrial Code Requirements ................ 5
Industrial Electricity Math and Instrumentation .. 5
Industrial Flectricity Blueprint Reading . ........ 5

Trimester I1
Industrial Electricity Lab Il . ................. 10
Industrial Electricity Theory II ............... 5
Industrial Control Systems .. ................. 10
Basic Physics and Mechanisms ................ 5

COURSE DESCRIPTIONS

Industrial Electricity Lab and Theory I

The course includes principles of direct and alter-
nating current, A.C. and D.C. generators and motors,
small motor analysis and troubleshooting, electromag-
netic and static controls, magnetic and static electric
motor controls, and applications of electrical code.

Industrial Code Requirements

Instruction supports the work accomplished in the
Industrial Electricity lab through a study of the com-
mercial and industrial sections of the electrical code.

Industrial Electricity Math and Instrumentation

This course presents the mathematics and instruments
encountered in the trade by presenting electrical con-
cepts of beginning and advanced algebra, trigonometric
functions, power applications, wiring, magnetic circuit,
generator and motor problems, and special applications
on transformers. ’

Industrial Electricity Blueprint Reading

This course provides instruction in unit substratum
and high voltage metering equipment; feeder duct and
distribution transformers; panel-boards and sub-feeders;
lighting circuits and systems; motors and controllers;
precipitron units, synchronous condensers, three-phase
trolley ducts, signal systems, ventilating and air-condi-
tioning, telephone raceways and alternate methods of
feeder layout.

Industrial Electricity Lab and Theory II

(Prerequisite: All Trimester I Courses) Instruction in
this course is similar to Industrial Electricity Lab I but in
more depth. Major emphasis is placed on industrial
control systems, automated motor controls, motor con-
trol equipment maintenance, motor acceleration and
deceleration, motor speed controls, static control de-
vices, transformer connections and operations, industrial
distribution systems and low voltage circuits.

Industrial Control Systems

(Prerequisite: Industrial Code Requirements, Indus-
trial Electricity Math and Instrumentation, and Blue-
print Reading or equivalent) This course provides ex-
perience in the analysis, development and servicing of
automatic control devices, starters, acceleration and
braking, speed control devices, multi-station systems,
and industrial heating and signalling devices.

Basic Physics and Mechanisms

(Prerequisite: Industrial Electricity Math and Instru-
mentation) Basic principles of mechanics, sound, light,
utilization of basic gears, linkages and conversion mech-
anisms moves are covered. Emphasis will be placed on
modern industrial concepts and trends.



Parts Specialist

2 Trimesters

The Parts Specialist Program Prepares stu-
dents for entry-level employment in the four
phases of parts sales: shipping and receiving,
stocking, inventory control and counter sales.
Also included are some secondary areas such as
outside parts sales, inventory supervision, in-
ventory purchasing and control, management of
satellite store parts sales and office manager.

In the first trimester, students are given in-
struction and practical experience in catalog use,
parts sales organization, shipping and receiving,
stocking procedure, inventory control and
counter sales.

In the second trimester, actual work experi-
ence will be emphasized in major parts supply
areas of auto collision, automotive and diesel
mechanics.

The eight-month program consists of 900
hours of instruction, of whict 600 hours are lab-
oratory and 300 hours are supporting courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the pro-
gram.

When the cooperating employer is paying the
student for the optional supervised work experi-
ence offered during the second trimester, stu-
dents receiving Veterans Administration or other
support agency benefits will receive only partial
benefits.

Parts Specialist students must pay a once-only
equipment fee of $35 before entering the first
trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic respiratory diseases and al-
lergies to automotive fuels and solvents.

3. Must be able to lift materials and equipment weighing
up to 50 pounds.

4. Must have an interview with the program coordinator
and admission counselor.

PARTS SPECIALIST PROGRAM

Trimester I Hours/Week
Parts Specialist LabI .......... ... ... ..... 20
Parts Specialist Theory I .. ........... ... ... .. 5
Parts SalesMath ............. ..., 5

Trimester I1
Parts Specialist LabIl . ... ................... 20
Parts Specialist Theory IT ............. .. ..... 5
Office Procedures for Parts Sales .............. 5

COURSE DESCRIPTIONS

Parts Specialist Lab and Theory 1

This combined theory and laboratory practice class
provides instruction in automotive collision, automotive
and diesel parts nomenclature, parts sales, shipping and
receiving procedures, inventory control, counter sales
and safety.

Parts Sales Math

Basic arithmetic, percentages, ratio and proportion,
sales ticket, work order, special order, and estimate parts
writing, as well as metric systems and volumes, are
covered.

Parts Specialist Lab and Theory II

(Prerequisite: All Trimester I Courses) Material§
covered in this course are a continuation of Trimester I
Lab/Theory, with emphasis on actual working business
problems. Employer-employee rules and guidelines,
counter sales problems, dealership catalogs, and dealer-
ship operation and parts house operation will be in-
cluded.

Supervised work experience may be substituted for
this lab with student trainees being paid by the coopera-
ting industry. All students taking part will follow a train-
ing plan developed by the cooperating employer and the
parts specialist staff.

Office Procedures for Parts Sales

This course includes the use of office machines, tele-
phone sales techniques, business terminology, office pro-
cedures, business organizations, finance, keeping records
and operations, distribution of goods, invoice and billing
procedures, and customer and personal relations as they
relate to the parts sales industry.



Baking

1 Trimester

This specialty in the food service field will
prepare persons for jobs as bakers in restaurants,
bake shops, bakeries and institutional kitchens,
such as schools or hospitals. Persons entering
this field should be early-risers since most com-
mercial baking begins early in the morning. This
class will begin at approximately 5 a.m.

Applicants for the baking program must have
completed all of the first trimester classes in the
T-VI Culinary Arts Program or have had equiva-
lent training or experience.

The fifteen-week program is 375 hours long
and students may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition will be given to
those students successfully completing the entire
program,

Baking students are required to pay an equip-
ment fee of $35 to cover the cost of special
baking utensils. Students provide their own
uniforms.

This program is not approved for Veterans
Administration benefits.

ENTRANCE REQUIREMENTS

1. Must have completed the first trimester of T-VI’s
Culinary Arts Program or equivalent,

2. Must make an acceptable score on a mathematics and
reading test. )

3. Must be free of chronic allergies to detergents and
soap.

4. Must have an interview with the program coordinator
and admissions counselor.

5. Health Requirement: Persons enrolling in this pro-
gram must present to the school authorities, upon
their initial enrollment, a certificate stating that they
are free from tuberculosis in a transmissible form.
The certificate must be signed by a licensed physician
and must be secured not more than 90 calendar days
prior to the starting date of the program.

BAKING PROGRAM
Course Requirements’ Hours/Week
BakingLab .......... ... . ... 20
Baking Theory and Merchandising ............. 5
COURSE DESCRIPTIONS

Baking Lab/Theory and Merchandising

Students are introduced to the fundamentals of pro-
duction, processing and mixing of various ingredients
used in bread and rolls, sweet yeast dough products and
specialties, biscuits and muffins, doughnuts and crullers,
pies and pastries, cakes and cake specialties, and cookies.
Also included are care and use of equipment, bakery
sanitation, proper storage of ingredients, experiments
with baking formulas, chemical leavening agents, and
baking ingredients and their properties.

Basic storeroom procedures, record keeping and
product merchandising are included in the merchandis-

. ing portion of the class.
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Culinary Arts

2 Trimesters

The Culinary Arts Program emphasizes nutri-
tional food preparation leading to entry into one
of the fastest growing industries as sauté cook
after the first trimester or dinner cook upon
completion of the full program.

In the first trimester, students learn the fun-
damentals of food preparation and principles of
cookery, use of tools and cleanliness of equip-
ment, During the second trimester, students ate
given instruction in the cooking, proper care,
and refrigeration of foods; fundamentals of
baking; background knowledge and basic in-
struction in cutting of meats; and ordering and
purchasing procedures.

The eight-month program consists of 900
hours of instruction, of which 525 hours are
laboratory and 375 hours are supporting
courses. Students may enter the program at the
beginning of each trimester or at midterm on a
space available basis.

A student may leave the program upon com-
pletion of a training objective and treceive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program,

The Culinary Arts students must pay a $100
equipment fee, $65 before entering the first tri-
mester and an additional $35 before the second
trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic allergies to detergents and
soap.

3. Must have an interview with the program coordinator
and admissions counselor.

4, Health Requirement: Persons enrolled in this pro-
gram must present to the school authorities, upon
initlal enrollment, a certificate stating that they are
free from tuberculosis in a transmissible form, The
certificate must be signed by a licensed physician and
must be secured not more than 90 calendar days
prior to the starting date of the program.

CULINARY ARTS PROGRAM
Trimester I Hours)Week
Sautd Cook Lab ....... v iy 15
Souté Cook Theory ....vvvuvi Cereas e 5
Food Service Math ........ e iieees S
Business Relations .......... - |

Trimester II
Dinner Cook Lab ........ Cirae e v 20
Dinner Cook Theory ......vovvs Vi 5
Food and Nutrition ............ -
COURSE DESCRIPTIONS

Sauté Cook Lab

This laboratory class teaches the different methods of
preparing meats, vegetables, soups, sauces snd thickening
agents, sandwiches and salads, breakfast food and basic
baking, Emphasis Is placed on food costs, nutrition, per-
sonal hygiene and sanitation, safety, tools and stationary
equipment, and basic cashiering as applied to Culinary
Arts,

Sauté Cook Theory

Instruction is provided in sautded dishes, cuts of meat,
mixing, breading, color and appearance of food, neatness
of serving, cooking methods and techniques, speed and
officlency, and cleanliness, Basic instruction is given in
gauté frying, broiling of sea foods and methods of serv-
ing.

Food Service Math

Basic arithmetic is studied in this course. Industrial
applications are thoroughly covered und applied to the
Culinary Arts major,

Business Relationships

This is an introductory course that explores the appli-
cations of smployec-employer relations, customer and
personnel relations, dependability and initiative, business
terminology, business organizations and operations, prob-
lems of distributing goods and services, physical facili-
tles, keeping records, invoice and billing procedures,
managing merchandise and occupational opportunities in
the culinary arts industry.

Dinner Cook Lab

(Prerequisites: All Trimester I Courses) This labora-
tory class gives instruction in cooking methods and tech-
niques, herbs and spices, cutting meats, salads and salad
dressings, baking, following instructions in menus, cal-
culation of cost and pantry work,

Dinner Cook Theory

(Prevequisites: All Trimester I Courses) Instruction
supports the work nccomplished in the dinner cook lab.
Emphasis is on various types of stews, fricassees, gar-
nishes, sauces, gravies and stocks, This course also covers

- rousting meats, use of leftover meats and meat frim-

mings, fundamentals of baking and storage of foods.

Food and Nutrition

(Prerequisite: Sauté Cook Lab and Theory) Included
in this course are principles of good nutrition in menus
and preparation; therapeutic diets; deteriorative factors
and their control; preservation and varlous methods of
processing; food Irradiation and microwave heating;
additives, wholesomeness and consumer protection; sub-
stitute and convenience foods; inspection and grading;
environmental health requirements; and technological
changes in the food service industry.



Machine

3 Trimesters

The Machine Trades Program qualifies stu-
dents for entry into the machine trades field as
machine tool operators,

Students Jearn the fundamental operations of
all machines, and it is possible to specialize in
drilling machine set-up and operations in the
first trimester. During the second and third tri-
mesters, each student is encouraged to specialize
on at least one type of machine in addition to
continuing to develop skills on various types of
machines. The specialization may include lathes,
milling and grinding machines.

The year-long program offers up to 1,350
hours of instruction, of which 750 hours are
laboratory and optional supervised work experi-

Trades

ences based on industrial trends and 600 hours
are supporting courses,

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program,

When the cooperating employer is paying the
student for the optional supervised work experi-
ence offered during the third trimester, students
receiving Veterans Administration or other sup-
port agency benefits will receive only partial
benefits.

Machine Trades students must pay a $145
equipment fee, §75 before entering the first
trimester and $35 before each additional tri-
mester, and must provide their own mdustnal
safety glasses or goggles.
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ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic respiratory diseases and aller-
gies to oils, solvents and cutting fluids.

3. Must be able to stand on concrete floors for eight to
ten hours per day.

4. Must have depth perception correctable in both eyes.

5. Must be able to lift materials and equipment weighing
up to 50 pounds.

6. Must have an interview with program coordinator and
admissions counselor.

COURSE DESCRIPTIONS
Trimester [ Hours/Week
Machine TradesLab I ............ ... ... 15
Machine Trades Theory I .................... 5
Machine TradesMath I ... .......... ... ... ... 5
Machine Trades Blueprint Reading . ............ 5
Trimester I1
Machine Trades Lab Il .............. ... ... 15
Machine Trades Theory IT ................... 5
Machine TradesMath II ............... ... ... 5
Machine Trades Blueprint Reading II ... ........ 5
Trimester IIT
Machine Trades LabIII ..................... 20
Machine Trades Theory IIT .. ........ ... ... 5
Machine Trades Math IIT . ................... 5
COURSE DESCRIPTIONS

Machine Trades Lab I

This laboratory practice course gives the beginning
student instruction in the areas of shop safety, basic
benchwork, precision measuring instruments, machine
construction, and basic operations on the drill press,
pedestal grinder, drill point grinder, milling machine,
engine lathe and vertical band saw.

Machine Trades Theory I

This course supports the work accomplished in
Machine Trades Lab I. It covers the fundamental prin-
ciples of various machines, such as the lathe, drill press,
band saw and bench grinders, along with benchwork
fundamentals.

Machine Trades Math I

Powers and roots, percentages, surface measurements
and direct measurements, threads and tapers as applied
to the machine trades field are covered.

Machine Trades Blueprint Reading [

Basic instruction in reading and interpreting shop
drawings is offered. Emphasis is on terminology, dimen-
sions, and visualizing and sketching of orthographic and
isometric shop drawings.

Machine Trades Lab II

(Prerequisites: All Trimester I Courses) Materials cov-
ered are similar to those in Machine Trades Lab I except
that students will be exposed to more complex opera-
tions and set-up of various machine tools. Instructional

emphasis will be placed on the engine lathe, operations
of taper turning, threading, introduction to four-jaw
chuck work and basic introduction to tracer lathes; basic
milling machine operations; surface grinding; tool and
cutter grinding; introduction to cylindrical grinding; and
manual numerically controlled (N/C) operation. Metric
dimensioned drawings and utilization of true position
dimensioning will also be covered.

Machine Trades Theory II

(Prerequisites: All Trimester I Courses) This class
involves daily discussions of problems arising from lab
sessions. Emphasis is on the technical aspects of tooling
as it applies to the various machine tools assigned in the
lab with an introduction to the N/C milling machine.

Machine Trades Math II

(Prerequisite: Machine Trades Math I) Instruction is
provided in the use of rules and formulas, ratio and
proportion, velocity or surface speed, geometric princi-
ples, square root, basic metric applications and indexing
as applied to the machine trades field.

Machine Trades Blueprint Reading II

(Prerequisite: Machine Trades Blueprint Reading I)
This course teaches students to interpret complete shop
drawings, including size definition, true positioning
symbols and coding practices as applied to the machine
trades field.

Machine Trades Lab III

(Prerequisites: All Trimester II Courses) Materials cov-
ered in this course will be similar to those covered in
Machine Trades Lab I and II but in more depth. Major
emphasis is on milling machine operations of hole pro-
duction, indexing and rotary table work with N/C setup
and basic tape operations. Less time will be spent on
lathe work than in Trimester II. Students are given prac-
tical experience in utilizing precision measuring equip-
ment as it applies to the inspection of manufactured
parts. Basic off-set four§aw chuck work, internal single
point threads, basic turret lathe setup and operation,
basic boring, introduction to cutting of acme threads,
cylindrical grinding, and tool and cutter grinding are
included. True position dimensioning, the metric system
and assembly drawings as applied to the trade will also
be covered. :

Supervised work experience may be substituted for
this lab with student trainees being paid by the coopera-
ting industry. All students taking part will follow a train-
ing plan developed by the cooperating employer and the
Machine Trades staff.

Machine Trades Theory III

(Prerequisites: All Trimester II Courses) Problems
arising from the lab sessions are reviewed daily. Instruc-
tion is given on the various measuring tools used in
inspection, milling machine application with an intro-
duction to word address N/C milling machines, lathe
work and an introduction to basic elements of heat
treatment.

Machine Trades Math III

(Prerequisite: Machine Trades Math II) This course
provides instruction in formula manipulation in dealing
with problems arising from shop-related right triangle
problems, as well as mathematical operations from the
Morse Practical Guide and industrial blueprints.
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Masonry

2 Trimesters

The Masonry Trades Program teaches the
skills and practices needed to enter the masonry
construction field. In the first trimester, stu-
dents learn the fundamentals of masonry and
masonry machines. During the second trimester,
advanced masonry skills, such as chimneys, fire-
places, arches, floors and estimating are empha-
sized.

The eight-month program consists of 900
hours of instruction, of which 600 hours are
laboratory experiences and 300 hours are sup-
porting courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program.

Masonry Trades students must pay an equip-
‘ment fee of $100, $65 before entering the first
trimester and 335 before entering the second
trimester,

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic lime or cement product
allergies.

3. Must be able to lift materials and equipment weighing
up to 50 pounds. ‘

. 4, Must have interview with the program coordinator

and admissions counselor,

MASONRY TRADES PROGRAM

Trimester I Hours/Week

Masonry Trades LabI.......... SRR 20

Masonry Trades Theory I ... .. vvvvinvnvnn. 5

Masonry Math I . ...... ... civiiiiiininenn, 5
Trimester IT

Masonry Trades Lab Il ... ... ivivvnev e 20

Masonry Trades Theory Il .......ovevvevnns. 5

Blueprint ReadingI ..............cvvvnvnn., 5

COURSE DESCRIPTIONS

Masonry Trades Lab and Theory I

Instruction includes masonry trades safety, tools and
equipment, and scaffold building. Various masonry
materials, simple structures, and basic builders level and
transit set-ups are covered,

Masonry Math1

This course covers basic arithmetic, square and cubic
measure, measures of weight and capacity, mensuration
and estimating masonry materials,

Masonry Trades Lab and Theory II

(Prerequisite: All Trimester I Courses) This course in-
cludes chimneys and multiple fireplaces, arches, decora-
tive stone, concrete block walls and building construc-
tion, basic concrete plastering and cement work, various
types of patios, estimating masonry materials for the
job, advanced builders’ level and transit set-ups.

Blueprint Reading I

Basic instruction is offered in sketching and reading
working drawings and blueprints, Specifications for
masonry products are included.



Plumbing

2 Trimesters

The Plumbing Program provides the technical
knowledge and occupational skills necessary to
enter the plumbing industry.

During the first trimester, students receive
instruction in the fundamentals of layout,
assembly and installation; alteration and repair
of piping systems; manipulative skills; and tools
of the trade. Emphasis in the second trimester is
on layout rigging; planning and coordinating the
job; application of codes; and installation of
water, soil and vent lines.

The eight-month program consists of 900
hours of instruction, of which 450 hours are
laboratory experiences and 450 hours are sup-
porting courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program.

Plumbing students must pay a $100 equip-
ment fee, $65 before entering the first trimester
and an- add1t10na1 $35 before the second tri-
mester

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chromc respiratory disease and aller-
gies to plumbing fluxes, oils, glues and plastic
compounds. :

3. Must be able to lift materials and equipment weighing
up to 50 pounds.

4. Must have an interview with the program coordinator
and admissions counselor.

PLUMBING PROGRAM
Trimester I Hours/ Week
" PlumbingLabT..:... .ttt 15
Plumbing Theory I . ... ... it 5
PlumbingMath I...... ... .. ... ... it 5
Blueprint Reading I .............. e 5
Trimester I .
Plumbing LabII ............... e 15
Plumbing Theory IT .................... ... 5
‘BasicWelding .......... ..., 5

Blueprint Reading IT . . . ............ D 5

COURSE DESCRIPTIONS

Plumbing Lab/Theory I . :

This class provides 1nstruct10n in' the safe and proper
use of tools and equipment; elements of plumbing; iden-.
tification of plumbing fittings and pipe; basic hydraulics
and pneumatics; and layout, assembly, installation, alter-
ation and repair of pipe systems.

Plumbing Math I

This course covers basic arithmetic, reading the rule,
whole numbers, common and decimal fractions, cubic
and weight measures, use of rules and formulas, ratio
and proportion, area calculations, volumes, pressure and
capacities, hydraulics and pipe length calculations, heat
loss problems, and surface and direct measurements.

‘Blueprint Reading I

This course offers basic mstructlon in sketching,
working drawings and blueprints.

Plumbing Lab/Theory II

(Prerequisite: All Trimester I Courses) Emphasmed in
this course are design; layout and installation of water,
soil and vent lines; related fixtures and fittings; inspec-
ting and testing systems; soldering and brazing; rigging;
and maintenance and repair of plumbing systems.

Basic Welding

This laboratory practice class teaches safety practices,
general tools and equipment, sources of heat, opera-
tional procedures, meétals and their properties, and appli-
cations of oxyacetylene and arc welding to residential
plumbing repairs. '

Blueprint Reading II

(Prerequisite: Blueprint Reading I) Course content
includes a detailed study of piping drawings, isometric
pipe layouts, interpreting residential blueprints, applica-
tion of plumbing codes, knowledge of terms, and plan-
ning and coordinating the job.



Sheet Metal

2 Trimesters

The Sheet Metal Program equips students
with the technical knowledge and skills needed
for satisfactory performance in layout, fabrica-
tion, installation and maintenance of sheet metal
work.

During the first trimester, students learn sheet
metal processes performed with hand, bench,
cutting and layout tools. In the second tri-
mester, emphasis is placed on sheet metal
machines and accessories, pattern development
and sheet metal applications.

The eight-month program consists of 900
hours of instruction, of which 525 hours are
laboratory and 375 hours are supporting
courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of the courses in the
program.

Sheet Metal students must pay an equipment
fee of $100, $65 before entering the first tri-
mester and additional $35 before entermg the
second trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be free of chronic respiratory diseases and aller-
gies to sheet metal fluxes and metals.

3. Must be able to lift materials and equipment weighing
up to 50 pounds.

4. Must have an interview with the program coordinator
and admissions counselor.

SHEET METAL PROGRAM
Trimester I Hours/Week
Sheet Metal LabI ......... ... ... ... .. .. 15
Sheet Metal Theory I .. ..................... 5
Sheet Metal Math ....... e e e 5
Welding ... ... ittt i 5

Trimester IT

Sheet Metal Lab Il ................. ... ..... 20

Sheet Metal Theory II .......... ... ... 5

Blueprint Reading I ........................ 5
COURSE DESCRIPTIONS

Sheet Metal Lab/Theory I

Instruction is provided in sheet metal processes per-
formed with hand, bench, cutting and layout tools;
safety; care of tools and equipment; materials and sup-
plies; straight, parallel and radial line pattern develop-
ment; soldering techniques; and the fabrication, erection
and maintenance of residential ventilating, air-condition-
ing and heating sheet metal systems.

Sheet Metal Math

This course covers basic arithmetic. Area calculations,
surface and direct measurements, angular measure, geo-
metric constructions, geometric figures and solids, and
basic right triangle calculations are thoroughly covered.

Welding

This introductory laboratory class includes safety
practices, general tools and equipment, sources of heat,
operational procedures, metals and their properties, and
applications of oxyacetylene and arc welding to the
sheet metal field.

Sheet Metal Lab/Theory II

(Prerequisites: All Trimester I Courses) This course
provides advanced training and emphasizes sheet metal
machines and accessories, radial line and transition pat-
tern development.

Blueprint Reading I

Basic instruction in working drawings and blueprints
is offered in this course. Emphasis is placed on math
applications and estimating; elevations and floor plans:
symbols and notations; scaling and dimensioning prac-
tices; structural information; detail drawings; plot plans;
specifications for sheet metal products; city codes; and
straight, parallel and radial line pattern development.



Small Engine Mechanics

2 Trimesters

The Small Engine Mechanics Program pro-
vidés job entry technical knowledge and skills
through an instructional program based on the
rapidly expanding small engine repair field.

In the first trimester, students learn the use of
hand tools, two and four-cycle engines, ignition
and starting systems, and engine tune-up proce-
dures. Included in the second trimester are small
engine troubleshooting; two- and four-cycle en-
gine overhaul; use of specifications, manuals and
‘microfiche; and reduction, lower units and
clutches on construction support equipment and
recreational vehicles.

The eight-month program consists of 900
hours of instruction, of which 600 hours are lab-
oratory and 300 hours are supporting courses,

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing the entire program.

Small Engine Mechanics students must pay an
equipment fee of $100, $65 before entering the
first trimester and an additional $35 before the
second trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

Must be free of chronic respiratory diseases and aller-
gles to fuels and solvents.

Must be able to lift materials and equipment weighing
up to 50 pounds.

Must have an interview with the program coordinator
and admissions counselor,

E

SMALL ENGINE MECHANICS PROGRAM

Trimester I Hours/Week
Small Engine Mechanics LabI ................ 20
Small Engine Mechanics Theory I..... e S
Trade Math and Precision Measurements ........ 5

Trimester Il .
Small Engine Mechanics LabIl................ 20
Small Engine Mechanics Theory II ............. 5

Welding ....covviniii i iiinnnnsss 5

COURSE DESCRIPTIONS

Small Engine Mechanics Lab and Theoty I

This course offers instruction in occupational safety;
hand tools and shop equipment; fastening devices,
threads and lubrication; basic small engine troubleshoot-
ing; disassembly, inspection, cleaning, reconditioning,
reassembly and checkout; introduction of ignition and
starter systems, fuel systems and tune-up techniques;
and proper use of manufacturer’s specifications, man-
uals, catalogs and price lists. The course also teaches the
student to interpret small engine blueprints and schemat-
ics.

Trade Math and Precision Measurements

Basic mathematics as required by the class are re-
viewed, Emphasis is placed on the use of precision
measuring tools found in the trade.

Small Engine Mechanics Lab and Theory 11
(Prerequisites: All Trimester I Courses) Detailed in-
struction in small engine troubleshooting; major engine
overhaul; governors; fuel and air systems; engine cooling;
advanced tune-up techniques; reduction and lower units;
gear, belt and pulley applications; and an introduction to .
various small engine recreational vehicles are provided, -
The course also includes instruction in repair orders, in-
voices, warranty descriptions and customer relations,

Welding ‘

This laboratory course teaches safety practices, gen-
eral tools and equipment, sources of heat, operational
procedures, metals and their properties, and applications
of oxyacetylene and arc welding to the small engine re-
pair field.
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Welding

3 Trimesters

The Welding Program qualifies students for
entry-level employment in the metals processing
industry.

During the first trimester, students study oxy-
acetylene and shielded metal arc welding. In the
second trimester, shielded metal arc is continued
and instruction is given in gas tungsten arc and
gas metal arc welding. During the third tri-
mester, emphasis is placed on welding fabrica-
tion, pipe welding and materials testing towards
a goal of welding certification.

The three-trimester program totals 1,350
hours of instruction, of which 750 hours are
laboratory practice and 600 hours are support-
ing courses.

A student may leave the program upon com-
pletion of a training objective and receive a
rating sheet detailing the skills mastered in the
program. Special recognition is given to those
students completing all of .the courses in the

- program.

All laboratory courses require standard op-
erator quahﬁcatlon examinations and supporting
courses require a final examination in each area
supporting laboratory work.

Welding Trades students must pay an equip-
ment fee of $100, $65 before entering the first
trimester ‘and an additional $35 before entering
the second trimester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics and
reading test.

2. Must be able to lift materials and equipment welghmg
up to 50 pounds.

3. Must be free of chronic réespiratory diseases.

4, Must have an interview with the program coordinator
and admissions counselor.

WELDING PROGRAM

Trimester I : Hours{Week
WeldingLabI........... . oo, 15
Welding Metallurgy 1 ........ N 5
WeldingMath I .............0 ... v, 5
Blueprint Reading I ............... ... ..... 5

Trimester II . L
Welding Lab Il ............. R e 15
Welding Metallurgy IT ... ... e e 5
WeldingMathIT ............ ... .0 uhs. 1.5
Blueprint ReadingII ... ... e e e -5

Tri;hester I . -
Welding LabIll ............... et e 20
Industrial Electricity ........... ... ... . .. 5
Strength of Welding Materials . ................ S

COURSE DESCRIPTIONS
Welding Lab I

This laboratory practice class teaches welding safety,
general tools and equipment, common -gases and their
properties, welding materials, welding joints, oxyacety-
lene welding and brazing, metal cutting with gas, and
shielded metal-arc welding procedures and processes.

Welding Metallurgy I .

Instruction is offered in manufacturing processes;
welding terminology, methods and processes; structure’
and properties of metal; temperature changes in welding;
effects of alloying elements; variations of fluxes; slags
and gases for shielding; and various symbols, weights and
conversion factors.

Welding Math I

This course covers basic arithmetic. Surface and direct
measurements, graphs and charts and payroll calcula-
tions are thoroughly studied and applied.

Blueprint Reading I

Basic drawing interpretation, welding symbols, ter-
minology, detailed fittings and angle layout as applied to
the welding area are covered in this course.



Welding Lab II

(Prerequisite: All Trimester I Courses) This laboratory
practice course provides advanced instruction in shielded
arc welding and beginning instruction in inert gases and
gas-arc welding through the use of various gas-arc weld-
ing power sources, torches, electrodes and wire-feed sys-
tems, Occupational safety standards and practices are
emphasized throughout.

Welding Metallurgy II

(Prerequisite: All Trimester I Courses) Instruction is
offered in filler metal for joining iron and steel, shrink-
age and distortion in weldments, preheating and post-
heating, difficulties and defects in welds, welding carbon
steel, welding alloy steels, welding tests, conversion fac-
tors and symbols, weights and properties,

Welding Math I1

(Prerequisite: Welding Math I) The use of rules, for-
mulas, ratio, proportion, volume and right angle calcula-
tions as applied to the welding industry make up the
course content,

Blueprint Reading II

(Prerequisite: Blueprint Reading I) Students study
welding fabrication, Instruction includes specifications
for various types of pipe and fabrication welding, mate-
rials estimating, pipe layout and development, pipe and

structural print reading, transferring of measurements
from working drawings and blueprints, design considera-
tions and descriptive geometry layout as related to weld-
ing fabrication,

Welding Lab III

(Prevequisite: All Trimester II Courses) Emphasis is
placed on working speed and proficiency in the welding
lab through continued practice, shop fabrication produc-
tion work and selected field work assignments. Instruc-
tion is also offered in pipe welding and layout, materials
testing, shop management and industrial safety.

Industrial Electricity

This practical course provides instruction in the basic
principles of electricity; terminology; electrical compon-
ents and symbols, schematic reading; conductors; in-
sulators; resistors; Ohm’s law and Watt's law; series,
parallel and series-parallel circuits; alternating and direct
current; transformers; and common practices in electri-
cal circuits related to the welding area.

Strength of Welding Materials

(Prerequisite: Welding Metallurgy II and Welding Math
II) This combination laboratory and theory course gives
instruction in math as applied to destructive and non-
destructive testing, advanced fabrications, welding equip-
ment troubleshooting and advanced metallurgy theory.




Albuquerque Technical-Vocational Institute | ~o~.pnnmommunm§{ i
525 Buena Vista SE U-SéZUIS[T)AGE i
Albuquerque, NM 87106 ’

ALBUGUERQUE, N.M. ', !
PERMIT NO. 81 '

3

zzzzz



