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DAY DIVISION
1979-80

Albuquerque
Technical-Vocational Institute

Volume XV June 1979

Main Campus
- 525 Buena Vista SE
Albuquerque, NM 87106
Telephone: 843-7250

Joseph M. Montoya Campus
(East Campus)
4700 Morris NE
Albuquerque, NM 87111 .
Telephone: 298-5461

The east campus of the Albuquerque Technical-
Vocational Institute has been named in honor of Senator
Joseph M. Montoya, a good friend of T-VI who died
June 5, 1978.

Upon enrollment, each student receives a
copy of this catalog. It contains complete course
descriptions for all full-time programs at T-VI
and additional information about school policies
and operation which a student needs to know.
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About the Institute

The Albuquerque Technical-Vocational Institute
(T-VI) is a public postsecondary school which has as its
primary goal to provide adults with entry-level job skills
and the related education needed to succeed in an occu-
pation. The Institute opened in 1965. ¢

T-VI’s first classes were held in an elementary school,
which had been closed, and in surplus army barracks and
cottages. Since then, more than $11 million worth of
construction has taken place.

The main campus occupies 25 acres of land on both
sides of Coal Avenue SE with most of the Trades and the
Department of Developmental Studies located on the
south portion of the campus,

Business Occupations and Electronics are also offered
at the new East Campus at 4700 Morris NE, and Graphic
Arts is offered only at that campus.

Classes and clinical experiences for the Health Occu-
pations Department are held at 1215 Hazeldine SE and
at local hospitals.

Funding for T-VI programs and most construction
and equipment comes from a local property tax and
from an appropriation by the New Mexico State Legisla-
ture. A small amount of money, usually for special pro-
grams, comes from federal funds.

School Year

T-VI is a year-round school with classes meeting on a
trimester basis. Each trimester contains 75 days of in-
struction, generally with a 10-day break between tri-
mesters. Most students go to school year-round until
they complete their program, although it is possible to
take a trimester off if necessary.

During the 1979-80 school year, the Day Division Fall
Trimester begins on Sept. 4, the Winter Trimester Jan. 2
and the Summer Trimester on Apr. 30. The Evening
Division classes generally begin the following week.
Open-entry programs such as Sheet Metal, Graphic Arts
and Developmental Studies, accept new students at dif-
ferent points throughout the trimester and always at the
beginning.

The Displaced Homemaker class is offered twice each
trimester and a few programs begin with a new class only
once each year. They are Practical Nursing, Respiratory
Therapy Technician, Electromechanical Drafting, Laser-
Electro-Optic Technology, Electromechanical Technol-
ogy and Small Business Operation. Patient Service Clerk
is offered three times from January to August.

, EQUAL EDUCATIONAL OPPORTUNITY POLICY

The Albuquerque Technical-Vocational Insti-
tute, in compliance with Title VI of the Civil
Rights Act of 1964, Title IX of the Education
Amendments of 1972 and Section 504 of the
Rehabilitation Act of 1973 does not discrim-

inate on the basis of race, color, national origin,
handicap or sex in any of its policies, practices
or procedures. The provision includes, but is not
limited to, admissions, employment, financial
aid and educational services.



% - Class Periods

The class schedule a student is given at registration
shows the period of the school day, and room location,
of each class.

The times for each of the class periods are as follows:

Morning Afternoon

Period 0— 7:20to 8:15  Period 5-—12:20to 1:15
Period 1— 8:20to 9:15 Period 6— 1:20to 2:15
Period 2— 9:20to 10:15 Period 7— 2:20to 3:15
: Period 3—10:20to 11:15 Period 8— 3:20to 4:15
| Period 4—11:20 to 12:15 Period 9— 4:20to 5:15

Period 10— 5:20 to 6:15

Trimester Calendar 1979-80

' FALL TRIMESTER, 1979

Eves iing Division Preregistration ............. e July 23-August 10
Day Division Registration™® .. ....... ... i, August 8-10
Eve ;1ing Division Registration ................... ... ... ..... . August 29-30
Day:Division Classes Begin ................ccoiiiiiiiinnnnn.. September 4
Evening Division Classes Begin .................. e e September 10
Mid - Trimester Grades Due . ......... ..., October 25
Teacher Inservice (No Classes) .. ..o en ittt e e ian. October 26
Thaliksgiving Holiday ...|...............ccoveioviinn.... November 22-23
Witt.drawal Deadline . . . ' ................................... December 6
Last Day of Classes . .. v uut vt et ot ettt e e e e e e December 20
Trimester Break ....... e e e December 21-January 1

- WINTER TRIMESTER, 1980

Evening Division Preregist‘ration ................... November 19-December 7
Day Division Registration® ........... ... ... ... ... December 11-13
Evening Division Registration ............................. December 27-28
Day Division Classes Begin .. ........vivttirnnternneneneene January 2
Evening Division Classes Biegin ................................. January 7
Mid-Trimester Grades DUe ... ........t oo February 21
Teacher Inservice/Snow Day (No Classes) . ..........ovvvnn... February 22-25
Withdrawal Deadline . .. ... ..o ittt e e et e e April 3
Holiday .............. S, i....April 4
Last Day of Classes . . ..ottt et e e e e e e April 18

Trimester Break ......... ..ottt April 19-29

SUMMER TRIMESTER, 1980

Evening Division Preregistration ..............c.c0vuuuuun... March 24-April 3
Day Division Registration® ........ ... ... ... .........c.oo.... April 9-11
Evening Division Registration ................................. April 23-24
Day Division Classes Begin .. ........... .. ... ..ot April 30
Evening Division Classes Begin . ..........uuorurnrueneenennnnnnnnn May 5
Memorial Day HOUAY ... .....ovuuueloeein i, May 26
Mid-Trimester Grades DUe! . ... .......uuuuturennnnnneennnnnn... June 20
Independence Day Holiday .. ..........citiiiin i, July 3-6
Withdrawal Deadline .. ...... ... ... i, August 1
Last Day of Classes ... ...cvivn ittt e e e e e e August 15
Trimester Break ....... \ e e e e August 16-September 1

. . | .
*Registration for students |vvho have completed the admissions process.
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Instructional
Programs

The DAY DIVISION at the Institute provides instruc-
tion leading to certificates of completion in 36 pro-
grams. Not all programs are offered at both the Main and
East campuses and the advanced work in some of the
East Campus programs must be completed at the Main
Campus.

A Preparatory Program is offered for persons who do
not qualify for immediate entry into one of the voca-
tional programs.

It is also possible to study for the high school equiva-
lency examinations in a General Educational Develop-
ment program offered during the day by the T-VI Eve-
ning Division.

Full-time students in the Day Division attend classes
four to six hours a day. They may also enroll in any
additional courses on a space-available basis. Persons not
working towards a certificate may enroll on a part-time
basis as special students in specific courses if space is
available.

A SWING SHIFT SCHEDULE is available in some
Office Occupations and Accounting classes. The work
completed in these classes may be applied toward a
diploma. Hours are flexible ranging from 3 p.m. to 9
p.m., and day and evening classes may be combined for
those who want to attend full-time.

The EVENING DIVISION offers close to 100 Skill
Improvement classes to part-time students in business,
trade and industrial areas, health and technical occupa-
tions. The Adult Basic Education section offers a variety
of classes for improvement of written and spoken com-
munication skills, math and GED examination subjects.
This section also includes a citizenship program for
aliens.

The Apprenticeship Program includes classes for some
of the construction trades and is operated in cooperation
with labor-management Joint Apprenticeship Commit-
tees.

A Vocational Enrichment Program, providing voca-
tional classes for high school students at their schools
after regular school hours, is also sponsored by T-VI’s
Evening Division. :

In some cases, Evening Division classes may be taken
to satisfy requirements for related courses in diploma
programs in the Day Division. Students should check
with their counselors and program coordinators to insure
that the evening class may be utilized.

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

Admissions
Policies

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 20 to
30 hours per week. To enter the Day Division, a student
should be either 18 years of age or a high school grad-
uate. However, persons less than 18 years of age are
eligible to apply if they have been excused from compul-
sory attendance in a secondary school under the provi-
sions of Section 22-12-2 NMSA 1978 as amended.

Applications for admission to the Institute are han-
dled on a first-come, first-served, space-available basis.
All of the programs have minimum requirements in math
and reading skills and some applicants may need to enter
the Preparatory Program to strengthen these skills before
beginning a vocational program. Some programs-have
additional requirements listed with the program descrip-
tions which must be met before the applicant may be
admitted to that particular program. :

No person shall be denied admission to the Institute
on the basis of race, color, national origin, sex, handicap,
creed or financial status.

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 or prevent the student from doing re-
quired assignments,

In programs which include paid on-the-job training
among graduation requirements, T-VI will have enough
training stations arranged so each student can be given
one or more interview leads. The student must interview
for the training station leads provided. Students in paid
on-the-job training must conform to personnel policies
of the cooperating employer.

The admissions process gives first priority to persons
who do not have a salable skill. A student who has al-
ready obtained a salable skill by successfully completing
a T-VI program will be admitted to a new T-VI career
field only after first-priority applicants have been con-
sidered. This restriction applies for 12 months after grad-
uation. .

Applicants wanting to enroll for less than 15 hours a
week also will be admitted only after first-priority appli-
cants have been considered. Persons wanting less than 15
hours per week are encouraged to consider T-VI Evening
Division classes.

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.



How To Enroll

If you want to enroll in T-VI's Day Division, complete
these four steps as soon as possible. Some programs fill
quickly. If you miss a test date, your admissioh will be
delayed and you may have to wait a trimester or more to
get into the program you want. -

1. FILL OUT THE APPLICATION FORM.

Application forms are available at the T-VI reception
desks at the Main and East campuses, at most high
school counseling offices in the state, at all branches of
the Albuquerque Public Library and on p. 45 of this
catalog.

You may apply for all but two of the full-time pro-
grams at any time (see below). The earlier you apply, the
better your chances of getting into a program during the
trimester you want. Mail or bring your completed appli-
cation to the T-VI Admissions Office on the Main Cam-
pus between 8 a.m. and 5 p.m., Monday through Friday.
If you want more information before deciding which
program you would like to enter, ask to see an admis-
sions counselor.

The two programs with special application periods are
Practical Nursing (Mar. 3, 4 and 5, 1980, from 8 a.m. to
noon, for the class that begins September, 1980) and
Respiratory Therapy Technician (May 5-30, 1980, for
the class which begins in September, 1980). There is
only one class admitted each year in these programs.

2. COMPLETE YOUR TESTS.

When you turn in your application, you will be given
an appointment for a program advisement test. Until
you have completed the testing, you cannot complete
steps 3 or 4.

3. HAVE AN ADMISSIONS INTERVIEW,

This will happen right after you have taken the tests.
Your counselor will explain the test results and tell you
the programs you have qualified to enter. You may also
visit with the coordinator of the program you have
chosen, if necessary.

4. PAYMENT OF FEES.

This must be done before you are admitted and may
be done as soon as the counselor has approved your
program. If the program you want is filled for the
coming trimester, you will be admitted on a ‘“standby”
basis for that trimester and given a reservation for the
next trimester when that program has openings.

The fees which must be paid to complete your admis-
sion are the $10 pre-registration fee, which is not refund-
able; the $10 textbook deposit, which is refundable; and
the personal equipment fee, if any, for the program you
are entering. .

If your fees are going to be paid directly to the school
by a support agency, you must bring a written authoriza-
tion from that agency in order to complete the admis-
sions process.

There is no tuition charge for New Mexico residents
of one year or longer. The out-of-state tuition charge of
$400 per trimester does not have to be paid at admission
but must be paid before your class registration.

When you have completed all four steps, you will be
told when to come for your final registration. Your class
schedule will be ready for you at that time, and once
you have registered you will be ready to report to classes
on the first day of the trimester. '



Educational Costs

An important matter when considering attending T-VI full-time is what it will cost to do this. An estimated educational
costs budget, including food, housing, personal and transportation expenses for a full-time student, is used by the
Financial Aids Office to help determine a student’s need for financial aids.

This is the estimated budget chart in use at T-VI during 1978-79. Costs will be slightly higher during 1979-80 due to

inflation.

Student’s Status 1 Trimester 2 Trimesters 3 Trimesters
DEPENDENT LIVING WITH HEAD OF HOUSEHOLD

Tuition and Fees* . .............. $§ 10to$95* ............ $ 20to $150* ........... $§ 30to $205*
RoomandBoard ............... $ 632 ... $1264 ... ... $1896

Books and Supplies. . ............ $ 16 ... . $ 32 ... $ 48

Personal Expenses . .............. $ 219 ... $ 438 ... $ 657
Transportation ................. $ 130 ... e $ 260 .. ... $ 390

Total  $1007 to $1092%

DEPENDENT LIVING WITH PARENTS

Tuition and Fees* ... ............ $ 10to $95*

Roomand Board ............... $ 275 ...
Booksand Supplies . . ............ $ 16 ............
Personal Expenses . .. ............ $ 219 ... ...
Transportation ................. $ 130 ............

Total § 650to $735%
INDEPENDENT SINGLE

Tuition and Fees* . ., ............. $ 10to $95*

Roomand Board ............... $ 715 ... L,
Books and Supplies. ............. $§ 16 ............
Personal Expenses .. ............. $219 ...,
Transportation ................. $ 130 ... ... ...,

Total 31090 to $1175%

MARRIED, HEAD OF HOUSEHOLD#**

Tuition and Fees* ... ............ $ 10to $95*

Roomand Board ............... $1230 .. ... .......
Books and Supplies . ... ..ovun.. .. $ 16 ............
Personal Expenses . .. ............ $405 ............
Transportation ................. $ 135 ... .. ...

Total  $1796to $1881

Additional amounts for each child:

Roomand Board ............... $204 ... ...
Personal Expenses . . ............. $ 135 ... ... ...,

$2014 to $2164* $3021 to $3196*

....... $ 20to$150% ........... $ 30to$205*

....... $§550 ... ..ol 8§ 825
....... $ 32 ... il 8 48
....... $438 (...l 8 657
....... $260 ................... 8390

$1300 to $1430* $1950 to $2125%*

....... $ 20to$150*% ........... § 30to $205*
....... $1430 ......... ... 82145
....... $§ 32 ...l 0 S 48
....... $ 438 ... . o 8657
....... $260 .................. .8 390

$2180 to $2310 $3290 to $3465*

....... $ 20to$150* ........... $ 30to$205*
....... $2460 ........... .. ... 83690
....... $ 32 ... ooiill 0 8 48
....... $ 810 ... 81215
....... $270 ... ..iiviiil. 8405

$5388 to §5563

*If the student is paying non-resident tuition, add $400 per trimester.
*#**[f the student is divorced or separated and has children, count the first child instead of spouse and then use the

“Married, Head of Household™ figures.

Charges and Fees

TUITION: For non-residents of New Mexico (persons
who have not lived in the state for the 12 months pre-
ceding the start of classes) the tuition charge is $400 per
trimester, or $18 per trimester hour for schedules of less
than 22 hours per week.

For New Mexico residents—which by law includes
members of the armed forces stationed on active duty in

New Mexico and their dependents—there is no tuition.

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-
cies that are authorized to pay the training expenses of
students referred to T-VI.



PRE-REGISTRATION FEE: There is a $10 pre-
registration fee each trimester, which must be paid
before the applicant is admitted. Payment of the pre-
registration fee reserves the applicant a place in classes
only through the close of the final registration day. Un-
less 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-appli-
cant during the late registration process.

The pre-registration fee is a charge for processing the
applicant’s admission and is not refunded once it has
been paid. A refund of the pre-registration fee will be
made only if the Institute cancels an instructional pro-
gram to which applicants have been admitted.

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

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

7

CREDIT CARDS: The Institute accepts Visa and
Master Charge credit cards for payment of tuition and
fees.

PERSONAL EQUIPMENT FEE: Many programs at
T-VI require students to buy personal equipment, such
as uniforms in the Health Occupations and tool kits in
the Trades and Technologies. The equipment, purchased
by T-VI at the best possible prices, is issued during the
early part of the program and becomes the personal
property of the student.

Personal equipment fees must be paid in full before
the student is admitted. Refunds of the personal equip-
ment fee will be made if the applicant withdraws before
the equipment has been issued. Once it has been issued,
no refund will be made.

In some programs, this fee is paid at the beginning of
the program only. In other programs, additional equip-
ment fees are required each trimester as the students
need to add to their equipment at the advanced levels.

Personal equipment fees for 1979-80 are:

Trimester I II I v Vv
PREPARATORY ................. none
BUSINESS OCCUPATIONS . ........ none
CULINARY ARTS
Baking .......... ... ... ... .. ... $80
Quantity Food Preparation ........ $80 $50
HEALTH OCCUPATIONS
Nursing Assistant ................ $25
Patient Service Clerk ............. $25
Practical Nursing ................ $70
Respiratory Therapy Technician ... .$65
TECHNOLOGIES
Civil and Map Drafting . ........... $35 $40
Construction Drafting ............ $35
Electromechanical Drafting ........ $35
Electromechanical Technology ..... $20
Electronics . . ... vvnivvin v $20
Laser Electro-Optic Technology .$20
TRADES
Air-Conditioning, Heating,
Refrigeration . ................ $80 $50 $50
Auto Collision Repair ............ $80 $50
Auto Mechanics ................. $80 $50 350
Carpentry ...............0o.... $80 $50
Diesel Mechanics ................ $80 $50 $50 $50 $50
Electrical Trades ................ $80 $50
Graphic Arts ................... $25
Industrial Electrician ............. $80 $50 $50
Machine Trades . ................ $90 $50 $50
Masonry .. .......coivunn.. $80
Parts Specialist . ................. $40
Plumbing ............ e $80 $50
Sheet Metal .................... $80 $50
Small Engine Mechanics........... $80 $50
Welding .........ccoiii.. $80 $50



Consumer Information

As a person considers attending T-VI, or any other tion, its graduate placement record and its drop-out rate.
postsecondary school, questions will arise about the Here is the latest information available in these areas
quality of the school. Information that can help judge about T-VI and its programs:

the quality of any school includes the school’s accredita-
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BUSINESS OCCUPATIONS
ACCOUNEING . .o v vt i i e e 84 67 ( 80%) 7 ( 8%) 5 ( 6%) 5 ( 6%) $623
Distributive Education ............... 65 63 ( 97%) 2 ( 3%) - - - - $487
Fashion Merchandising . .............. 35 31 ( 89%) - - 3 ( 9%) 1 ( 2%) $498
Office Occupations—Clerical .......... 62 54 ( 87%) 2 ( 3%) 1 ( 2%) 5 ( 8%) $560
Office Occupations—Secretarial ........ 24 20 ( 84%) 2 ( 8%) - - 2 ( 8%) $611
Office Occupations—Refresher . ........ 49 41 ( 84%) - - 2 ( 4%) 6 (12%) $602
Retail Sales Management ............. 36 30 ( 83%) 4 (11%) 1 ( 3%) 1 (3%) $576
HEALTH OCCUPATIONS
Nursing/Home Health Asst. ........... 56 43 ( 77%) - - 8 (14%) 5 ( 9%) $520
 Patient Service Clerk ................ 38 35 ( 92%) - - 1 ( 3%) 2 ( 5%) $562
Practical Nursing ..........oovvvuunn. 67 62 ( 93%) 1(1%). 2 ( 3%) 2 ( 3%) $681
Respiratory Therapy ................ 12 12 (100%) - - - - - - $691
TECHNOLOGIES
Data Processing . .........c.ocovoon.. 20 14 ( 70%) - - 1 ( 5%) 5 (25%) $848
Drafting, Construction . .............. 34 32 ( 94%) - - 2 ( 6%) - = $604
Drafting, Electromechanical ........... 9 8 ( 89%) - - 1 (11%) - = $789
Drafting, Civiland Map .............. 34 33 ( 97%) - - 1 ( 3%) - - $771
Electromics ........covveiviinnenn. 63 . 55 ( 87%) - = 7 (11%) 1 ( 2%) $920
Laser Electro-Optic ................. 13 13 (100%) - - = - - - - $908
TRADES
Air Conditioning/Htg./Refrig. ......... 34 29 ( 85%) - - 2 ( 6%) 3(9%) $683
Auto Collision Repair................ 12 8 ( 67%) 2 (17%) 1 ( 8%) 1 ( 8%) $548
AutoMechanics ........coivinivnnnn 57 47 ( 82%) 1 ( 2%) 7 (12%) 2 ( 4%) $640
Baking . ......... ... . . i, 12 9 ( 75%) . — -— 2 (17%) 1 ( 8%) $522
Carpentry ... v vttt e e 31 25 ( 81%) 3 (10%) 2 ( 6%) 1 ( 3%) $645
Culinary Arts . ..ovviiii i it 16 13 ( 81%) 2 (13%) - = 1 ( 6%) $632
Diesel Mechanics ..........ocvuvennn 44 41 ( 93%) - = 1 ( 2%) 2 ( 5%) $856
Electrical Trades ... .......c.covuv.... 46 40 ( 87%) - - 5(11%) 1 ( 2%) $630
Industrial Electrician ................ 7 S ( 72%) - - 1 (14%) 1 (14%) $810
Machine Trades ...........coovuin.. 28 28 (100%) - = - - - = _$894
Masonry Trades ............... . 10 7 ( 70%) - - 2 (20%) 1 (10%) 3621
Parts Specialist ............. ... ... 7 6 ( 86%) - = - = 1 (14%) $632
Plumbing ........... ..., 39 37 ( 95%) - - 1 ( 2%) 1 ( 2%) $672
Sheet Metal ............ ..., 15 13 ( 87%) - - 2 (13%) - - $583
Small Engine Mechanics .............. 19 17 ( 90%) - - 1 ( 5%) 1 ( 5%) $598
Welding ............ T 47 40 ( 85%) 2 ( 4%) 3 ( 6%) 2 ( 4%) $876
65 ( 6%) 54 ( 5%)

TOTALS .................. 1,125 978 ( 87%) 28 ( 2%)



DROP-OUT AND RETENTION RATES: At T-VI, as
at any school, some students who begin a program are
unable to finish the entire program for a variety of
reasons.

While the number who are able to complete their pro-
gram varies between the different majors, and from tri-
mester to trimester, the retention rate each trimester of
full-time vocational program students at T-VI during
1978 was more than 80 percent. Put another way, only
20 percent of the students who began a trimester in
1978 had dropped out before the end of the trimester.
The termination rates for the three trimesters of 1978
were: Winter—19.4 percent, Summer—20.4 percent, and
Fall—20.0 percent.

GRADUATE PLACEMENT: Since the purpose of
T-VD’s full-time instructional programs is to prepare stu-
dents to get a job, the graduate job placement record is
an important measure of quality of the programs.

Study the placement record—60 days after gradua-
tion—of the graduates available for employment in each
T-VI program during 1978 (graduates in April, August
and December 1978).

ACCREDITATION: The Institute is fully accredited
as a certificate-granting institution by the Commission
on Institutions of Higher Education of the North Central
Association of Colleges and Schools. This Accreditation
status indicates that the institution is offering its stu-
dents the educational opportunities implied in its objec-
tives on a satisfactory level.

In addition to T-VI’s North Central Association ac-
creditation, two of the health occupations programs
have been accredited by special medical accrediting agen-
cies. The Practical Nursing program is accredited by the
National League for Nursing and the Respiratory Ther-
apy Technician program by the American Medical Asso-
ciation’s Council on Education.

Almost all full-time programs are approved for Veter-
ans Administration training benefits by the New Mexico
Veteran’s Training Approval Agency.

Food Services

Food service for main campus students and staff is
located in A-35 and provides a variety of short order
meals, snacks and beverages from 7:45 a.m. to 3:30 p.m.
weekdays, and from 6-8:30 p.m. Mondays through
Thursdays for evening students and staff.

Vending machines are available at all times in the
same location and in the Trades building commons area,
the Developmental Studies building, the East Campus
and the Health Occupations building.

Housing

T-VI has no dormitories and students must make their

.own arrangements for housing. However, the Student
Activities Office (A-36) has a list of property owners
who have contacted the Institute with rentals available
to students.

Safeguarding
of Property

A student is responsible for the books and learning
materials loaned to him or her and must pay for any
which are lost or damaged. Each student is required to
make a $10 textbook deposit at the time he or she en-
ters T-VI. Cost of any books lost or damaged will be
deducted from the deposit, and the student will be re-
quired to re-deposit the $10 before being allowed to
register for another trimester. The deposit will remain in
effect until the student leaves T-VI, at which time it will
be refunded upon return of the remaining textbooks
checked out to him or her.

Students are also held responsible for any damage to
Institute buildings or equipment as a result of miscon-
duct or negligence.

STUDENT LOCKERS: Lockers are available in the
South Building, Trades Building, West Building, North
Building and at the East Campus. A student may make
use of any empty locker by simply providing a lock for
it. However, the lock must be taken off and possessions
removed from the locker the last day of each trimester.
Locks remaining on lockers will be cut off and removed
during the break between trimesters, and main campus
locker contents will be turned over to the Support Ser-
vices Office, M-103. Unless possessions are claimed in
M-103 within 30 days from the end of the trimester, it
will be assumed that they have been abandoned and
T-VI will dispose of them.

LOST AND FOUND: The Main Campus lost and
found location is the Student Activities Office, Room
A-36. At the East Campus, the counseling office main-
tains the lost and found.



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-
ciency ratings earned. Attendance records and the stu-
dent’s original application are also permanent records.

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 pro-
cess.

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.

A student may examine any and all documents in his
or her cumulative records during the normal hours of
operation in the Student Records Center. Free copies of
attendance records or transcripts will be provided to stu-
dents and former students at their request.

All other uses of student records will be in accordance
with the federal Family Educational Rights and Privacy
Act of 1974 and its amendments. Copies of T-VI'’s pro-
cedures for meeting the requirements of this act are
posted in the permanent display case in the Student
Lounge, and students are urged to read these procedures.

'Att.endance

Anyone admitted to T-VI agrees to attend all sessions
of every course for which he or she is enrolled as a
condition of admission. Attendance is taken every class
hour and absences become part of the student’s perma-
nent record.

To be considered a full-time student at T-VI, a person
must enroll for no less than the minimum number of
hours listed under each trimester of the program descrip-
tions in this catalog.

While it is recognized that a student who is ill or has a
family emergency cannot attend school that day, T-VI
does not classify absences as “excused’ or “unexcused.”
The attendance record simply shows how many hours of
instruction have been missed, regardless of the reason.

Students who have been absent are responsible for
contacting their instructors to arrange for makeup of
work missed. Such makeup work will be recorded by the
instructor in the grade book.

TARDIES: An unauthorized absence of up to 10
minutes of a class, including arriving late or leaving early,
is considered as a tardy. An unauthorized absence of
more than 10 minutes of a class hour is considered an
absence for the entire hour. However, a student may not
be kept from attending the remainder of the class hour
because of arriving late,

The fifth time a student receives 'a mark of tardy in
any class, the instructor will convert the five tardies to
one hour of absence and will report the absence to the
Attendance Office. Additional tardies will continue to
be charged as absences each fifth time.

EXCESSIVE ABSENCES: Students who do not at-
tend classes regularly will be sent a warning letter when
absences reach 40 hours in any trimester to let them
know that additional absences will endanger their stand-
ing at T-VI and will result in loss of financial aid.

CONDITIONAL ENROLLMENT: A student whose
absences reach 60 hours in any trimester will be placed
on Conditional Enrollment status and will no longer be
considered in good standing at T-VI. Two things happen
when a student is placed on Conditional Enrollment: (1)
financial aid is terminated at that point and (2) the stu-
dent must appear before a Student Review Committee in
order to prevent being suspended for the balance of the
trimester.

STUDENT REVIEW COMMITTEE: A student placed
on Conditional Enrollment for excessive absences, or
suspended for disruptive behavior, has the right to ap-
peal before a Student Review Committee (SRC) made
up of other students.

A Conditional Enrollment student who does not ap-
pear before the SRC will be suspended for the balance of
the trimester.

Students on Conditional Enrollment who appear be-
fore the SRC may explain why the suspension should
not be carried out. After hearing the appeal, the SRC



recommends a course of action to the T-VI Vice Presi-
dent, either suspension‘for the rest of the trimester or
continuation of the Conditional Enroliment status, with
terms of possible future suspension in the event of fur-
ther absences or disruptive behavior.

A student who is placed on Conditional Enrollment
after the SRC hearing may be suspended for the rest of
the trimester if the terms of the SRC probation are vio-
lated. At that point, the suspension is not subject to
further appeal.

READMISSION: A suspended student may apply to
re-enter T-VI the following trimester by repeating the
regular admissions procedure followed by any other
applicant to the Institute.

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 and transcripts,
student financial aids and job placement.

COUNSELING AND GUIDANCE: Professional coun-
selors are ready to help applicants choose a career field
and get into the instructional program that will meet
their needs. They also advise students about any prob-
lems they may be having that keep them from doing
their best in T-VI’s classes. Both applicants and students
should feel free to see a counselor at any time. Coun-
selors and advisors are located in each department and at
the East Campus.

HEALTH AND NURSING SERVICES: The student
health center is located in Room A-127 and is staffed by
a Registered Nurse and a secretary trained in first aid
procedures. Services available are first aid for minor in-
juries and emergency assistance for other injuries and
illnesses, counseling about any health problems, vision
and hearing testing, and information about such prob-
lems as venereal disease and drug addiction. The facility
has cots available for persons who become ill while at-
tending school.

JOB PLACEMENT: Responsibility for finding a job
after completing a program at T-VI is up to the graduate.
However, the Institute does have a Placement Services
office to help. It is located at the Main Campus.

Graduates are urged to use the services of the New
Mexico State Employment Service, a public agency
which charges no fees and which is the official place-
ment service available to T-VI graduates.

The T-VI Placement Services office maintains files of
all graduates who are looking for jobs. This office also
has the New Mexico State Employment Service’s “job
bank” listing of available jobs—a list which is updated
daily for use by students or graduates.
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Testing Services

T-VI’s Testing Center on the Main Campus provides
several services free of charge, including administration
of the General Educational Development (GED) exam-
inations for the high school equivalency diploma. Any
New Mexico resident 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
Spanish or English.

Interested persons are given a brief sample exam to
see if they are ready to take the five-part GED examina-
tions. Those who need some study before they are ready
for the GED may take free classes either day or evening
to prepare for the exams.

Information about the GED testing schedule can be
obtained by calling the T-VI Testing Center at 843-7250,
extension 217. )

The Testing Center also gives tests to applicants to
T-VI’s full-time programs to help the applicant and
counselors determine which T-VI programs may best
match the applicant’s abilities and aptitudes.
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Standards of Progress

Requirements for graduation in each full-time pro-
gram’ are detailed in the Day Division catalog for the
academic year when the student entered the program. It
is important that each student keep a copy of that year’s
catalog in order to be able to check whether all of the
graduation requirements are being met.

Diplomas or certificates of completion are given to
students who successfully complete all of the require-
ments listed under the program descriptions in the cata-

log. Some programs have different exit levels and differ--

ent certificates can be awarded for completing different
levels.

GRADE REPORTS: Progress reports are given each
student at the midpoint 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
“U” (Unsatisfactory). Minimum grades for which credit
is granted are “C” or “S.”

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 which are related to each of the specific 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 on the transcript.

A student who receives either an “I”” or “U” final
grade for a course may not enroll for any other course
for which the unsatisfactorily completed course is a pre-
requisite. An “I” grade may be converted to a credit
grade by satisfactorily completing the missing work
within the following trimester.

A “U” grade can be made up only by repeating the
entire course.

ACADEMIC PROBATION: A student who receives
an “I” 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 has
received an “I” or “U” in any course, the student may
not be allowed to continue in the same T-VI program.

ACADEMIC SUSPENSION: A student who fails to
maké 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.

CREDIT BY WAIVER: Credit toward graduation is
usually earned by taking a course and receiving a satis-
factory final grade or proficiency rating. However, an
applicant or student can also be given waiver credit for
any course where he or she can demonstrate the knowl-
edge or skills required for successful completion of the

course. Two types of credit by waiver are available, and
application forms are available in all department offices.

The first is by examination, and a person who already
has the knowledge and skills to pass the final proficiency
tests or examinations for a course may obtain waiver
credit for that course by .examination. However, a stu-
dent who has a final grade of “U’ in a course may not
be given a waiver credit for that course.

The second kind of waiver credit may be given to an
outstanding student who gets a full-time training-related
job after mid-term grades have been issued in the final
trimester of most programs. This waiver will not be given
to any student who has unsatisfactory grades, who is on
academic probation or who is on Conditional Enroll-
ment status because of absences. The program coordina-
tor or counselor can verify whether or not a student is
eligible to apply for this kind of waiver credit.

Both types of waiver credit require the approval of
the class instructor, program coordinator, counselor,
department chairman and associate director of Student
Services. Until all of these approvals are obtained, the
student must continue to attend class. :

Credit by waiver is considered full and successful com-
pletion of the course, meets diploma and certificate
requirements, meets prerequisite requirements for ad-
vanced courses and is entered on the student’s transcript
as a completed course.

F'ires

Because of the nature of many activities at T-VI, the
potential for fires is greater than in other schools. And
fires have occurred in the past, usually as a result of
carelessness.

The Institute does not hold fire drills. An evacuation
plan for each classroom is located in that room and
should be checked at the beginning of the trimester.

Also, the fire alarm is a continuous, loud bell. Every-
one must evacuate the T-VI buildings, move well away
from the buildings and stay away until an all clear—a
series of three bells—has been sounded.

Telephone Calls
and Visitors

Students will not be called from class to receive tele-
phone calls or visitors.

Office phones are for staff use only. Pay phones are
located at various places on both campuses for student
and visitor use.
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Transportation and Parking

VEHICLE REGISTRATION: All vehicles a student
plans to drive to school must be registered during the
regular T-VI registration. T-VI provides a numbered
decal, free of charge, for each vehicle which should be
attached to the back side of the rear-view mirror so that
it can be seen through the windshield. Window decals are
also available for vans or other vehicles without inside
rear-view mirrors. On motorcycles, the decal should be
put on the rear fender near the license plate or on an-
other clearly visible location if the rear fender location is
fhot possible.

Only vehicles which display a T-VI decal are allowed
to park in the Institute parking lots.

Because student parking is limited, students are urged
to form car pools and to use city buses whenever pos-
sible.

PARKING LOTS: Students are advised not to park
on public streets or private parking lots near the campus.
Cars parked in private lots, or which block the driveway
to a home or business, may be towed away at the vehicle
owner’s expense.

Free student parking lots are available on the south
side of Coal Avenue between Buena Vista and University
Boulevard, east of the Developmental Studies building
and at the East Campus.

The parking lots north of Coal Avenue are for staff
and visitor parking only—not for student use.

Cars should be locked at all times and valuables
locked in the trunk or hidden from view. T-VI’s security
service patrols all campus parking lots; but the Institute
is not liable for thefts, vandalism or other losses which
take place while vehicles are parked on the campus.

Violations of parking regulations will result in cita-
tions by the security service, and students receiving three

or more citations will be referred to the Student Govern-
ment’s Student Judicial Affairs and Curriculum Commit-
tee, with further action depending upon the committee’s
recommendation. It can range from a warning to suspen-
sion from the Institute. Most common violations are
parking on T-VI lots without display of the proper decal,
student parking in a staff or visitor zone, blocking a
driveway or another vehicle and parking in a ‘““no park-
ing’’ zone.

CITY BUS PASSES: The Albuquerque Transit De-
partment, which operates city buses, has special student
passes for full-time post-secondary students which are
very economical. Two kinds of passes can be purchased:
(1) a trimester pass good for unlimited city bus use for
the entire 15 weeks of the trimester for $28 or (2) a
calendar month pass good for unlimited city bus use for
the month for $8.

The trimester passes may be bought at the City Tran-
sit Department, 619 Yale SE, with a requirement that a
T-VI student identification card be presented. The
monthly passes are sold in the office of T-VI’s Financial -
Aids Manager (A-119), East Campus counselors and the
City Transit Department.

Students with severe financial needs may apply for
financial assistance for the city bus passes through the
Financial Aids Manager.

VALENCIA COUNTY BUS: A free bus is available to
the main campus for students who live in the Belen, Los
Lunas and southern Bernalillo County areas. It arrives at
T-VI each day in time for first period classes and departs
the campus each day after seventh period. Information
about routes and time schedules is available from the
counseling staff,

Campus Conduct

Unsafe or disruptive behavior anywhere on the cam-
pus, including the parking area, is grounds for dismissal
from T-VI. This same guideline applies to any field trip
taken under the supervision of a member of T-VI’s in-
structional staff.

FOOD AND BEVERAGES: Drinking and eating are
prohibited in all classrooms and labs.

SMOKING: Not permitted in any classroom, labora-
tory or shop, smoking is permitted on campus and in the
designated area of the student lounge. Each student is
expected to keep the campus safe and clean by using the
containers provided for smoking litter. Students are also
reminded that smoking is hazardous to their health.

STUDENT DRESS: Students are to come to class
dressed appropriately for the job for which they are
training.

Any student or visitor not wearing a shirt or footwear
is denied entrance to all buildings on the T-VI campus.

ANIMALS: Dogs and other pets are not permitted in
any building on the T-VI campus.

LAW VIOLATIONS: Violation of laws by anyone on
campus will be handled by appropriate law enforcement
agencies, just as it would be anywhere else.

ALCOHOLIC BEVERAGES: It is against New Mex-
ico law to be in possession of or to drink alcoholic bever-
ages anywhere on the campus, including the parking
areas.
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Student Government and Activities

Student self-government at T-VI is in the form of a
Student Government composed of up to three Represen-
tatives elected by each section of a program at the begin-
ning of each trimester. Their job is to carry the ideas of
their fellow students to the weekly Government meet-
ings and to report back after each Government meeting
on what is taking place. Service as a Representative is
entered on the student’s permanent transcript.

The Student Government works in any way possible
to make T-VI a better place for both students and staff.
It is the channel for expressing student concerns about
campus conditions and the instructional program, for
helping develop school policies and procedures, and for
sponsoring a variety of student activities.

Leadership of thé Government is provided by a stu-
dent body president and vice president, who are elected
by the entire student body for two-trimester terms. Dur-
ing 1979-80, elections will be held late in the Fall 1979
and Summer 1980 trimesters.

A faculty advisor attends all Government meetings
and serves as the liaison between the Government and
the T-VI staff.

All students are welcome to attend any Government
meeting. However, motions may be made and voting is
only by elected Representatives.

STUDENT ACTIVITIES: A limited student activities
program is available to interested students and staff
members. The Student Government—using funds raised
by the coin-operated games in the West Building recrea-
tion room—sponsors all-student activities such as dances
and picnics.

Other clubs and activities are supported by T-VI’s ac-
tivities budget. The school sponsors various city league
athletic teams—basketball, baseball and softball—and
various cocurricular and extracurricular clubs.

One important activity is publication of the student
newspaper, The Hemisphere. Any student interested in
working on the newspaper should contact the Student
Activities Office in A-36.

An effort is made to establish any type of extracur-
ricular club or activity in which at least 15 students are
interested. Such a club or activity can be formed if a
faculty or staff member is located to serve as the sponsor
and if appropriate facilities can be located at reasonable
costs. Persons interested in forming an extracurricular
club should contact the Student Activities Secretary in
Room A-36.

Facilities at T-VI may be used for student clubs and
activities at any time they are not in use for instructional
programs (generally after 3:15 p.m.) on the condition
that the facilities are left as they were with regard to
furniture and equipment placement and cleanliness.

F'inancial Aids

Financial help to attend school.is available to T-VI
students through several federal and state programs.
Some of the financial aid is available through agencies,
some through the T-VI Financial Aids Office. Each fi-
nancial aid program has its own purpose and system of
determining need and eligibility.

Those aid programs for which application is made
directly to the agency, rather than the T-VI Financial
Aids Office, include:

VETERANS ADMINISTRATION (VA): Most full-
time programs are approved for VA education and train-
ing benefits. In addition to service veterans, persons
entitled to benefits include children and widows of
deceased veterans and dependents of veterans with 100
percent disability classifications.

However, no person may be approved for VA benefits
for refresher training in any course for which he or she
already has required skills, regardless of where those
skills were learned, without specific VA permission.

Written records of previous education and training are
maintained to show that appropriate credit has been
given for the previous education and training, with the
T-VI training period shortened proportionately.

Information about eligibility for VA education bene-
fits is available at any Veterans Administration office or
from the representative of the Albuquerque Regional
VA Office stationed on the T-VI Main Campus during
daytime hours. .

SOCIAL SECURITY ADMINISTRATION: Full-time
students up to and including 22 years of age who are
children of retired, disabled or deceased workers covered
by the Social Security and Railroad Retirement Acts are
eligible for Social Security support. The Albuquerque
office is located at 1816 Carlisle Boulevard NE (phone
766-2531). i

NEW MEXICO DIVISION OF VOCATIONAL RE-
HABILITATION (DVR): Persons with disabilities may
be eligible for education and training assistance from
DVR. The Albuquerque office is located at 5600 Do-
mingo Road NE (phone 842-3985).

OFFICE OF CONCENTRATED EMPLOYMENT
TRAINING ADMINISTRATION (OCETA): Education
and training assistance is provided for unemployed,
underemployed economically-disadvantaged persons by
this federal agency, which has offices located throughout
New Mexico. Information is available from the nearest
service center of the New Mexico Employment Security
Commission. The OCETA Training Control Center in
Albuquerque is located at 1500 Walter Street SE.

BUREAU OF INDIAN AFFAIRS (BIA): Indian stu-
dents may be eligible for education and training benefits
through the BIA. For information, contact the Albu-
querque BIA Office at 1000 Indian School Road NW.



Those financial aid programs for which application is
made through the T-VI Financial Aids Office (Room
A-119), open 8 a.m. to 5 p.m. Mondays through Fri-
days) are:

BASIC EDUCATIONAL OPPORTUNITY GRANT
(BEOG): U.S. citizens with financial needs who will be
attending a Day Division program of two or more tri-
mesters in length, and who do not already have a degree
from another institution, may apply for a federal BEOG.
This program provides grants of up to half of the stu-
dent’s instructional costs.

The application form for the BEOG is the College
Scholarship Service (CSS) Financial Aid Form. Com-
pleted forms are mailed to CSS, whose national service
will analyze financial need and assign the applicant an
aid index number. If the aid index number shows that
the student is entitled to a BEOG, the T-VI Financial
Aid Office issues the grant.

There is no charge if the CSS form is being used only
to apply for BEOG. The form is available at most high
schools and also from T-VI’s Financial Aids Office.

The T-VI student eligible for a BEOG will be given
equal monthly installments of the grant so long as he or
she continues as a student in good standing.

The BEOG is intended to be the base upon which
other kinds of financial aid may be added as needed, and
a student who has not made a BEOG application cannot
be considered for other aids.

During 1978-79, the largest grants for which T-VI stu-
dents were eligible totaled about $760 per year for New
Mexico residents and $1,360 for persons paying out-of-
state tuition.

NEW MEXICO STATE STUDENT INCENTIVE
GRANT (SSIG): This state and federally-funded pro-
gram also provides grants to needy full-time students
who must be legal residents of New Mexico. Amount of
the SSIG, if the applicant is eligible, is betweeen $200
and $500 per year. ’

Application is by the same process as that described
above for the BEOG, plus filling out the ‘“New Mexico
Financial Aid and Scholarship Application’ form.

NEW MEXICO STUDENT LOAN (NMSL): New
Mexico residents enrolled in a vocational program of six
months or more may apply for a NMSL.

Maximum loans are $800 per trimester, and no stu-
dent may receive loans totaling more than $2,400 in any
calendar year.

In addition to having applied for a BEOG, the appli-
cant must also complete additional forms to apply for a
NMSL. The forms are available at the T-VI Financial
Aids Office in Room A-119 or from a counselor at the
Main or East campus.

T-VI students awarded a NMSL must place their loan
in an escrow fund. They will then be issued equal
monthly installments of their loan as long as they remain
in good standing at T-VI. If the student withdraws, or is
placed on Conditional Enrollment and is no longer in
good standing, the unused part of the NMSL will be
refunded to the state and the student will owe only that
amount actually issued to him or her.
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The NMSL is a loan and must be repaid by the stu-
dent after completing or leaving school.

At least $30 must be repaid per month and payment
must begin within 12 months of the last date school was
attended. The loan interest rate is seven per cent per
year, but the federal government pays the interest while
the student is still in school and during the 12 month
period after the student leaves school.

COLLEGE WORK STUDY (CWS): Students with
severe financial needs, and who meet other federal re-
quirements, may be employed by T-VI during non-class
times under the CWS program.

The number of CWS positions available is very small
because of limited funds. Those employed may work up
to 20 hours per week at $2.90 per hour. Pay periods are
every two weeks.

Applications for CWS are available in the Financial
Aids Office or from counselors.

SCHOLARSHIPS: A very limited number of small
scholarship awards may be made each year from the
T-VI Scholarship Fund. They are for one-time emer-
gency needs and usually do not exceed $50. Eligible are
students in good attendance and academic standing.
Scholarship application forms are available from all
counselors.

CITY BUS PASSES: Needy students who ride Albu-
querque city buses to and from T-VI may apply for
assistance in' the form of a monthly postsecondary stu-
dent City Transit pass.

The passes are provided by T-VI to students whose
needs are severe and who have not received other forms
of financial aid which are designed to cover transporta-
tion costs.

Applications for the city bus pass aid are available in
the Financial Aids Office and from counselors.

TERMINATION OF FINANCIAL AIDS: T-VI policy
for determining that a student is no longer making satis-
factory progress and is no longer eligible to receive fed-
erally-supported financial aids is as follows:

1. A student who is placed on Conditional Enroll-
ment status because of poor attendance will be regarded
as no longer making satisfactory progress and financial
aids will be terminated at that point.

2. A student who is making a second change of pro-
gram at T-VI will be considered as no longer making
satisfactory progress and will not be eligible to receive
student financial aid to enroll in a third program.

3. A student placed on Academic Suspension will
have all student financial aid terminated at that point.

REINSTATEMENT: A student terminated from fi-
nancial aid at T-VI can re-establish eligibility for finan-
cial aid by successfully completing all of the required
courses listed under one trimester of a full-time program.
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SPECIAL LABS

Several special labs at the Institute make it possible
for students and, in some cases, non-students to work at
their own pace to learn specific subjects. Materials avail-
able range from very simple to more advanced levels.

Students may visit the labs any time they are open
and there are no attendance requirements in any of the
labs.

ADULT LEARNING CENTER (ALC)

Part of the Instructional Materials Learning Center,

this lab is available for use by the public free of charge.
' Learn-at-your-own-speed audio-visual courses are
available in a large number of subjects including basic
math, algebra, trigonometry, calculus, the metric system,
English Grammar, speed reading, spelling, punctuation
for office and business, Spanish, French, Italian, real
estate practices, accounting fundamentals, basic con-
cepts of data processing and motivation and goal setting.

The lab is open from 8 a.m. to 9 p.m. each weekday
except Friday when it closes at 5 p.m. It is also open on
Saturdays at different times during the year.

More information is available by calling the lab,
843-7250, ext. 316.

BUSINESS OCCUPATIONS LEARNING CENTER
(BOLC)
More information about this special lab, which in-
cludes a large variety of the latest business machines and

special equipment for teaching their use, is on page 27.
There is also a BOLC at the Montoya (East) Campus.

Open from 8 a.m. to 5 p.m. each weekday and from
6:30 to 8:30 p.m. Mondays through Thursdays, the
BOLC may be used by any adult in the community.

A fee of $10 per course is charged for persons who are
not T-VI Day Division students.

Instructional personnel are in the lab at all times to
assist students and may be reached to answer questions
about the lab at 843-7250, ext. 226.

READING LAB
More information about this lab, which is part of the
Department of Developmental Studies, is on page 23.
Only persons who are enrolled at T-VI may use this
specialized lab but T-VI also offers reading assistance in
the Adult Learning Center.

MATH LAB

The Drop-In Math Lab is located in S-18 with hours
from 7:15 a.m. to 4:15 p.m. Monday through Friday.
Tutoring and individualized programs are available in
basic arithmetic, fractions, decimals, percent, precision
measurement, plane geometry, algebra and trigonom-
etry.

Use of this lab is limited to students enrolled in the
Day Division. Persons not attending T-VI who need spe-
cial help in math may use the Adult Learning Center.
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GENERAL
EDUCATIONAL
DEVELOPMENT (GED)

(High School Equivalency Exam Preparatory)

By taking this course, students without a high
school diploma can prepare for the GED test,
also known as the high school equivalency exam.

Upon successful completion of the GED
exam, the New Mexico Department of Educa-
tion issues an official high school diploma which
is recognized by colleges and universities, labor
unions, state and federal agencies and the armed
services as an official high school diploma meet-
ing all requirements of the State of New Mexico.

There are no registration, equipment or test-
ing fees required in the GED preparatory course
and the GED exams are given free on a sched-
uled basis to any interested person. All persons
requesting the GED program will be pre-tested
to determine the classes needed.

Contact the Evening Division office at T-VI
concerning registration for the GED. Hours are
noon to 9 p.m. on Mondays through Thursdays
and 8 a.m. to 5 p.m. on Fridays.

Students may choose either a morning or
afternoon schedule which meets three hours a
day, five days a week, on the following schedule.

MORNING SCHEDULE

Mathematics (Monday, Wednesday,

Friday) ....... .. ... .. . . .. 8:15-10 a.m.
Social Studies/Science (Tuesday,

Thursday) ........................ 8:15-10 a.m.
English/Spelling/Literature (Monday

through Friday) ............... 10:15-11:15 a.m.

AFTERNOON SCHEDULE

Mathematics (Monday, Wednesday,

Friday) . ......... .. . 12:15-2 p.m.
Social Studies/Science (Tuesday,

Thursday) . ........... ... ........ 12:15-2 p.m.
English/Spelling/Literature (Monday

through Friday) ................. 2:15-3:15 p.m.

Instruction in the GED program will be on an
individual approach and students will work at
their own speed. When both instructor and stu-
dent feel that he or she is ready to take the GED
exam, arrangements will be made to have it
given at the next scheduled testing session.

Another option for GED students is also avail-
able for those persons who are not able to at-
tend classes during the day. The T-VI Evening
Division also offers GED review classes on Mon-
days, Tuesdays and Wednesdays from 7 to 9

p.m.



DEPARTMENT

DEVELOPMENTAL
STUDIES
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InStructiona.l 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 Learhing 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. The IMC is open on weekends
occasionally.

LIBRARY.SERVICES

Library materials may be checked out for home use
between 7:45 a.m. and 5 p.m. daily, except on week-
ends. Many kinds of books, pamphlets, maps, news-
papers, magazines, encyclopedias and dictionaries are
available which offer information, recreation, new ideas,
stories of the past, issues of the day and views to the
future. Special collections of learning materials are main-
tained in all vocational 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, maga-
zine back issues and many other types of assistance
designed to provide the information you want when you
need it.

ADULT LEARNING CENTER

ALC services are offered free of charge to any adult in
the community who wants to develop basic education
skills.

This center also contains materials for persons enter-
ing 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 individual
program of study. .

Basic education areas included are English as a Second
Language, reading, spelling, English, mathematics, con-
sumer education, Beginning Spanish and human rela-
tions.

The vocational component includes audio-visual pro-
grams related to electronics, welding, computer systems,
metalworking, sales and human relations, and
mathematics.

AUDIO-VISUAL SERVICES

These services, used primarily by staff members, pro-
vide delivery, set-up, instruction and maintenance of a
variety of audio-visual equipment. Arrangements may be
made through this department for production of video
tape television programs, slide presentations, audio tape
recordings and for rental of films and other audio-visual
materials.

Displaced Homemaker Program

This five-week class is designed for persons
who have spent a considerable amount of time
in the home and who need or want to go to
work or return to school.

The class is offered twice each trimester and
meets two hours each day. To accommodate
different schedules, the class is offered at differ-
ent times of the day.

Any interested person may enroll and space is
available on a first-come, first-served basis.

The curriculum deals with the positive aspects
that occur when a homemaker changes from the
home to employment or school, a self-assess-
ment of marketable skills, resumé writing, inter-

viewing techniques, a look at the local job
market and community resources, and assistahce
with personal decisions related to vocational and
educational choices.

Discussion, testing, counseling and audio-
visual resources are all used as aids in the pro-
gram.

Following completion of the Displaced Home-
maker Program, a student may enter a GED pro-
gram, the Preparatory Program, a vocational
program at T-VI, other educational programs in
the community or a job.

Only charge for this class is the regular $10
preregistration fee at T-VI.



Preparatory Program

All vocational programs at T-VI require cer-
tain math and communications skills for success.
Many persons who apply find that they need to
improve those skills before they enter a voca-
tional program.

The Preparatory Program helps these students
improve in math and communications so that
they can meet the entry requirements in a voca-
tional program.

A number of supporting courses are also
offered to help students learn about different
job fields. Some of the supporting courses teach
skills to help a person be more successful in a
job, also.

Through individual instruction and counsel-
ing, Preparatory students usually are able to
enter a vocational program in one trimester, or
four months. However, a student may continue
in a second trimester of the Preparatory Program
if more help is needed.

A student may enter the Preparatory Program
anytime during the first 10 weeks of the tri-
mester—or until the classes are full. However,
only persons who enter the program at the be-
ginning of a trimester will be eligible to receive
Veterans Administration benefits.

Graduation requirements for vocational pro-
grams are not met through the Preparatory Pro-
gram classes. However, attendance and grades in
these classes are recorded on permanent T-VI
records. :

A full-time schedule in the Preparatory Pro-
gram consists of 20 instructional class hours per
week.

Students who are under the sponsorship of a
specific agency must take at least 20 hours per
week to qualify for full benefits. Other students
may take as many classes per week as wanted for
their personal needs.

Students attending T-VI in a vocational pro-
gram may also take any of the courses offered in
the Preparatory Program.

PREPARATORY PROGRAM
Recommended Schedule Hours/Week
Mathematics ......oiviniieien e innrnneans 10
Communications ............ciiiiiiinen.. 5
EXplOTatory v tvt it e et i 5

Students whose reading test scores are low are encour-
aged to take:
Reading Improvement ...................... 5

Supporting Courses*

Conversational English .................. up to 5
Credit Union Operation ..........c.ccovvun.. 5
Enrichment Cluster ............ . oL, 5
Human Relations ...........ccciinn.. 5
Introduction to Typing ............. .ot 5
Operating Your Own Business ................ 5
Thinking Skills Development ................. 5

*Preparatory Program students may also enroll in sup-
porting courses offered in vocational programs if they
meet the entrance requirements for the course.

COURSE DESCRIPTIONS

Mathematics (10 Hours/Week)

Upon entering the Preparatory Program, the student is
placed in the mathematics course that best meets his or
her needs, interests or abilities. Each student begins at
the start of the program no matter when he or she enters
and progresses at his or her own rate with the objective
of meeting—or exceeding—entry-level mathematics skills
for the vocational field selected. The program begins
with basic arithmetic and includes whatever special or
advanced topics 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, Technol-
ogies, Trades and Culinary Arts.

Communications (5 Hours/Week)

This refresher course in communications includes
skills in writing, speaking, reading and listening. The
stress is on vocational applications with special emphasis
on the student’s intended vocational program.

Exploratory (5 Hours/Week)

In this course, students can explore the different
career fields available at T-VI. A student may change
exploratory fields at any time he or she wants to investi-
gate a different career possibility. A student is thus en-
abled to make a more realistic decision as to a vocational
choice.



Reading Improvement (5 Hours/Week)

Students in this course receive individual help in the
reading lab. Each student takes tests to determine his or
her reading level and works only on the reading skills he
or she needs. Any student at T-VI may enroll and those
having difficulty in reading are advised to enroll.

Conversational English (up to 5 Hours/Week)

This course is for persons who have not taken a course
in English or who cannot speak any English. It is an
informal audit and is not recorded on permanent rec-
ords. To take this course it is not necessary to be en-
rolled at T-VI.

Credit Union Operation (5 Hours/Week)

This course provides entry-level skills for many credit
union jobs. Credit unions are studied in detail, and op-
portunity is given for students to work in an operatmg
credit union.

Enrichment Cluster (5 Hours/Week)

This is a series of units, each meeting five weeks 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.

e How To Study
Included in this unit are how to take tests and notes,
increase study skills, use resource facilities, organize
study time and evaluate oneself.

e Community Services
In this unit students learn about various agencies in
the city- through class instruction, speakers, audio-
visual materials and field trips.

e Money Management
This unit helps the student become a wise buyer
and money manager in today’s complicated economy.

e Personal Development
Emphasis in this unit is on the development of self-
awareness in relation to one’s environment, ethics, atti-
 tudes and the importance of “getting along’ in a work
situation.

e 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 require-
ments in a job.

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

e Vocabulary and Spellmg Development
This unit is for the student who needs to 1mprove
spelling abilities and expand written and oral vocabu-
lary.
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o Office Careers
This class introduces students to office occupations
jobs and gives them a basis for choosing one of several
career fields. The T-VI Office Occupations program
and office jobs will both be reviewed.

Humarn Relations (5 Hours/Week)

Human behavior is explored to help the student de-
velop a more positive attitude. Applications to work sit-
uations are stressed. '

Introduction to Typmg (5 Hours/Week)

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

Operating Your Own Business (5 Hours/Week)

This course provides an introduction to the world of
small businesses. Topics reviewed range from personnel
and credit management to bookkeeping and income tax
for the small business.

Thinking Skills Development (5 Hours/Week)

This is a basic course in thinking skills development
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 processes.

Reading Lab

The Reading Lab is a program to help.
students improve reading skills on an individual
basis. It is open to all students at T-VI and is
recommended for those students who have
reading problems.

Students may enroll at the lab at any time
during the trimester. Upon enrollment, each
student is tested on various reading skills and
then begins work on only those skills which need
improvement. Emphasis in the lab is on those
reading skills that are needed in the vocational
programs at T-VI.

The lab is located in the Department of
Vocational Preparation and is open from 9:20
a.m. until 2:15 p.m.



' 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. clerk to full-charge bookkeeper.
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 supporting
courses listed which best prepare them for their
employment goals. At least one supporting
course must be an accounting course. Not all
courses will be offered each trimester and a
minimum enrollment of 15 students is required
for a supporting course 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 training after this point, a book-
keeping certificate will be awarded upon re-
quest.

A diploma is awarded to those students who
complete the required 1,500 hours of instruc-
tion of which 525 hours are laboratory work
and 975 are related theory. At least one of the
supporting courses must be an accounting spe-
cialty. All students are given a proficiency cer-
tificate for each course completed.

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 - . s Hours/Week
Accounting Principles Lab1 ..... [ 10
AccountingMath ............... ... .. ... ... 5
Business Communications I .................. 5
Typing I .. i e e e e 5
Trimester IT
Accounting Principles Lab Il ................. 10
Principles of Data Processing ..... e .. 5
Business CommunicationsIT.................. ‘5
Typing I (7% weeks) .............. e 5
Office Machines (7%2weeks) . .......ccvvunn... 5
Trimester IIT
JIntermediate Accounting Labl ...... e 10
Tax Accounting .......... e 5
Supporting Courses . ............oenmuuuunu.. 10
Trimester IV
Intermediate Accounting LabII ............... 5
Managerial Accounting ... ................... 5

Supporting Courses ...........c.oviiiirnnnnn. 15

Supporting Courses

Accounting Systems Design .................. 5
Advanced Accounting .............. e 5
ANSI COBOLI for Accounting ............... 5
ANSI COBOL II for Accounting .............. 5
Auditing .. ... it e . 5
BASIC ... e e 5
Business Law ............cccittiiiniinnnnn. 5
Cashiering . ...... R 5
“CostAccounting . .........c0tiiininiennnn 5
Credit Union Operations .................... 5
Governmental Accounting ................... 5
Principles of Economics .................. ... 5
Principles of Management . ................... 5
Records Management* (7%2 weeks) . ............ 5
RPGII ... e .5
Supervised Work Experience ......... [ 10

*Hours are in addition to diploma requirements.



COURSE DESCRIPTIONS

Accounting Principles Lab I (10 Hours/Week)
This is an introductory course on the theory and prac-
tice of accounting.

Accounting Math (5 Hours/Week)

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

Business Communications I (5 Hours/Week)

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 I (5 Hours/Week)

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. '

Accounting Principles Lab IX (10 Hours/Week)

(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 ac-
counting 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 (5 Hours/Week)

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

Business Communications II (5 Hours/Week) .

(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.

Typing II (7% weeks, 5 Hours/Week) :

(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.

Office Machines (7% weeks, 5 Hours/Week)

Skill is developed in the touch method of operating

the most widely used office machines.

Intermediate Accounting Lab I (10 Hours/Week)

(Prerequisite: Accounting Principles Lab IT) This lab
emphasizes accounting theory, concepts and their practi-
cal application. It focuses attention on the use of ac-
counting ‘data as a basis for decisions by management,
stockholders, creditors and other users of financial state-
ments and accounting reports.

Tax Accounting (5 Hours/Week)

(Prerequisite: Accounting Principles Lab II) This
course examines the fundamental characteristics of fed-
eral income taxes as applied to 1nd1v1dua1s partnerships
and corporations.

Intermediate Accounting Lab II (5 Hours/Week)

(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.

Managerial Accounting (5 Hours/Week)

(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.

Accounting Systems Design (5 Hours/Week)

(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
(_:ontrol and reports to management.
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Advanced Accounting (5 Hours/Week)

(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.

ANSI COBOL I for Accounting (5 Hours/Week)

(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 Structured
ANSI COBOL programming,.

ANSI COBOL II for Accounting (5 Hours/Week)
(Prerequisite: ANSI COBOL I for Accounting) The

student will continue writing Structured ANSI COBOL

programs directly related to the processing of accounting
data. ’ ’

. Auditing (5 Hours/Week)

(Prerequisite: Accounting Principles Lab II) 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 comtrol tech-
niques are studied with the idea of developing the stu-
dent’s ability to conserve company assets.

BASIC (5 Hours/Week)
(Prerequisite: Principles of Data Processing) The stu-
dent will learn how to code, debug, create, update, store

and retrieve accounting programs and data using the
BASIC computer language. Maximum use of the conver-
sational computer environment will be utilized.

Business Law (5 Hours/Week)

(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.

Cashiering (5 Hours/Week)

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

Cost Accounting (5 Hours/Week)

(Prerequisite: Accounting Principles Lab II) This
course emphasizes 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.

Credit Union Operations (5 Hours/Week)

This class provides entry-level skills for many credit
union jobs. Credit unions are studied in detail, and op-
portunity is given for students to work in an operating
credit union.

Governmental Accounting (5 Hours/Week)
(Prerequisite: Accounting Principles Lab II) This

course provides the student with additional accounting

training for government and other non-profit entities.

Principles of Economics (5 Hours/Week)

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 (5 Hours/Week)

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

Records Management (7% weeks, 5 Hours/Week)
Filing, operational and managerial duties of the office
worker are studied in this course.

RPG II (5 Hours/Week)

(Prerequisite: Principles of Data Processing) This
course will introduce the student to the procedures and
techniques of processing basic accounting applications
using the RPG II programming language.

Supervised Work Experience (10 Hours/Week)

(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.
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Business Occupations Learning Center

The BOLC is designed to serve T-VI students
and members of the general public who want to
review or learn a particular subject or sk111 on an
individual basis.

Students may begin using this center at any-
time during the trimester and stop going to the
center when personal objectives have been met.
Hours are arranged to suit individual needs.

The center is open from 8 a.m. to.5 p.m.
weekdays and from 6:30 .p.m. to 8:30 p.m.
Monday through Thursday.

A fee of $10 per course is required of stu-
dents who are not attending T-V1 full-time.

Instruction is offered on new equipment in-

~cluding electronic typewriters, electronic office
machines, transcribing machines, text-editing
typewriters and audio-visual training equipment.

SUBJECT/SKILL AREAS

Typing I

Students having no prior "formal typing courses are
encouraged to enroll in a Typing I course for techniques
before entering this area which includes a review of key-
board and basic techniques with instruction on mech-
anics, letters and tabulation. -

Typing II . ’

(Prerequisite: Typing I or placement test) This con-
tinuation of Typing I emphasizes speed, accuracy and
production.

Typing III

(Prerequisite: Typing II or placement test) This is a
continuation of Typing II with more complex produc-
tion tasks including abstracted tables, line justification
and secretarial projects.

Gregg Shorthand I
All theory and brief forms are learned leading to the
ability to read, write and transcribe Gregg Shorthand.

Gregg Shorthand II

(Prerequisite: Ability to write Gregg shorthand at 60
words per minute and transcribe into mailable form)
Theory and brief forms are reviewed with emphasis on
dictation and transcription.

Shorthand Review

This course is for students who have typing and short-
hand skills but need review and speedbuilding.
Communications Review h
Instruction is in grammar, spelling and punctuation.

Business Mathematics Fundamentals

This is a review of the fundamental arithmetic opera-
tions to build speed and accuracy leading to the use of
the percentage formula in solving business problems.

Business Mathematics II

(Prerequisite: placement test) This course mcludes
the mathematics of interest, marketing, payroll and
taxes.

Electronic Calculating
Skill is developed on electronic calculators.

Accounting Fundamentals

(Prerequisite: Business Mathematics II or placement
test) This course is designed to give the student a basic
understanding of accounting principles and their applica-
tion,

Records Management :
This area provides basic principles of filing.

Machine Transcription

Instruction in the use of transcribing machines in the
preparation of mailable business correspondence is pro-
vided.

Medical Transcription

(Prerequisite: Machiné Transcription) This area de-
velops famlharlty with medical terminology and trans-
cription.

Legal Transcription

-(Prerequisite: Machine Transcrzptzon) Familiarity
with legal terminology, forms. and transcription is devel-
oped.

Word Processing

(Prerequisite: Demonstrated English and typing
skills) Training is on text-editing, magnetic keyboard
typewriters with emphasis on the capabilities and mech-

anics of the machines.
NN
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Distributive
-~ Education

1 Trimester

Persons who need to learn a skill quickly and
find a job as soon as possible should consider
this cashier-sales program. The 15-week program
provides up to 225 hours 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.

Operational skills are taught on various makes
and models of both electro-mechanical and elec-
tronic cash registers as well as produce calcula-
ting scales.

It is a course for those preparing for distribu-
tion of goods and services to the public, includ-
ing all retail, wholesale and service occupations.
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 completion of their training ob-
jective. Students are given proficiency certifi-
cates for completing the course.

This program is not eligible for Veterans Ad-
ministration training benefits.

DISTRIBUTIVE EDUCATION PROGRAM

Course Requirements Hours/Week
Cashier-Sales Education .................. 15
Supervised Work Experience .............. 10-20

COURSE DESCRIPTIONS

Cashier-Sales Education Lab (15 Hours/Week)

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 (10-20 Hours/Week)

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
requirements. ‘



' Fashion Mercha.nd.ising

2 Trimesters

The Fashion Merchandising Program is a good
beginning for men and women interested in sell-
ing, buying, planning, promoting and coordi-
nating fashion apparel, accessories and related
items. :

Merchandising organizations such as depart-
ment stores, retail chains and specialty stores
provide employment opportunities for persons
in sales with a specialized fashion background.

Entry-level jobs range from retail salesworkers
to assistant department managers. Some grad-
uates have been promoted to store managers and
fashion coordinators.

The fashion lab is equipped with mannequins,
various display furniture and related fashion
items. Electronic and electro-mechanical cash
registers are also used..

Students acquire a basic employable skill
upon satisfactory completion of all courses
offered first trimester. If a student leaves for a
full-time training-related job after this point, a
Sales Certificate may be awarded.

Students may continue specializing in Fashion
Merchandising or may change their emphasis to
Sales Management during the second trimester.

The two-trimester program offers up to 900
hours of instruction. To earn a diploma, a stu-
dent must successfully complete a total of 750
hours of which 150 are laboratory work and 600
are related theory. All students are given a pro-
ficiency certificate for each course completed.
Participation in a “‘seminar of work™ is required
of students electing to waiver to a training-related
job after mid-term of the last trimester.

Students may select any of the supporting
courses listed which best prepares them for their
employment goals. Not all courses will be of-
fered each trimester, and a minimum enrollment

of 15 students is required for a supporting

course to be offered.

FASHION MERCHANDISING PROGRAM -

Trimester I - Hours/Week
Principles of SalesmanshipLab................. 5
Introduction to Business ..................... 5
Merchandising Math ....... e e, 5
Sales Communications ................... 5
Visual Merchandising ........................ 5

Supporting Courses . ..........oihurrrn... 0-5

Trimester IT

Fashion ConceptsLab ....................... 5
Textiles (7%2weeks) ..o, 5
Fashion Techniques (7% weeks) .. .......... L...5
Principles of Fashion Retailing . ................ 5
Supporting Courses ..............0.o.... 10-15

Supporting Courses

Advanced Sales Management .................. 5
Basic Accounting .......... ... . . ., 5
Business Law . ........co. i 5
Cashiering . . ... e e e 5
Fashion Show Development (7% weeks) ......... 5
Human Relations (7% weeks) .................. 5
Men’s Fashions . ....... ... 0., 5
Principles of Data Processing .................. 5
Principles of Economics ...................... 5
Principles of Management .. ................... S
Principles of Marketing . . .......... ... ...t 5
Supervised Work Experience .................. *
Typingl ........ e e e e, 5

*Hours are in addition to diploma requirements.

COURSE DESCRIPTIONS

Principles of Salesmanship Lab (5 Hours/Week)

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

Introduction to Business (5 Hours/Week)

The structure of business, its activities and problems
are surveyed in this course. It also provides an under-
standing of the nature of the business world and its
career opportunities.

Merchandising Math (5 Hours/Week)

This course is a review of arithmetic fundamentals,
equations, percent, commercial discounts, markup,
markdown and turnover,

Sales Communications (5 Hours/Week)
This course builds listening and speaking skills. Writ-
ing, spelling and vocabulary building are included.

Visual Merchandising (5 Hours/Week)

Emphasis is on display of merchandise in relation to
the store interior, layout and merchandise sold. Em-
phasis is on display themes, organization, techniques and
practical application.

Fashion Concepts Lab (5 Hours/Week)

Material covered includes terminology, fashion his-
tory, design factors, basic apparel, accessory styles,
clothing details and careers in fashion.

Textiles (7Y% weeks, 5 Hours/Week) .
This course concentrates on the study of fibers and
fabrics.
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Fashion Techniques (7% weeks, 5 Hours/Week)

This course involves the-student in the coordination
and merchandising of fashion, including buying, styling
and trend reporting.

Principles of Fashion Retailing (5 Hours/Week)
This course is designed to cover store operations,
merchandising techniques and cashiering procedures.

Advanced Sales Management (5 Hours/Week)
This course includes the techniques of professional
selling and the motivating and managing of salespersons.

Basic Accounting (5 Hours/Week)

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

Business Law (5 Hours/Week)
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. .

Cashiering (5 Hours/Week)

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.

Fashion Show Development (7% weeks, 5 Hours/Week)
This course covers the fashion show as a promotional
device.

Human Relations (7% weeks, 5 Hours/Week)
This course provides situations for self development
and for the study of human behavior.

Men’s Fashions (5 Hours/Week)

This course is for those desiring a career in men’s
clothing sales. The theories of men’s fashion acceptance,’
clothing, accessory items and size ranges, correct fitting
and coordination are included.

Principles of Data Processing (5 Hours/Week)

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. :

Principles of Economics (5 Hours/Week)

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 (5 Hours/Week)

This introductory course helps the student develop an
understanding of the basic management functions, in-
cluding planning, organizing, staffing, leading and con-
trolling. '

Principles of Marketing (5 Hours/Week)
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.

Supervised Work Experience

(Prerequisite: Fashion Merchandising I classes) Stu- -
dents may work a minimum of 75 hours in a sales-
related supervised work situation. The trainee is paid by
the cooperating firm and is supervised jointly by T-VI
and the cooperating employer. The work experience
is in addition to the diploma requirements.

Typing I (5 Hours/Week) .
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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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 supporting courses beyond the required
courses which. will qualify graduates for secre-
tarial and stenographic entry positions.

Students acquire an employable skill upon
successful completion of the first trimester. If a
student withdraws from school for full-time
training-related work, a Clerical or Secretarial
Certificate may be awarded.

The program provides up to 1,125 hours of
instruction. An additional 225 hours of support-
ing courses may be taken. To earn a Diploma in
Clerical Occupations, a student must success-
fully complete a total of 1,125 hours of which
450 are laboratory work and 675 are related
theory. Those who also complete the require-
ments for Transcription (Shorthand IIT) will
receive a Diploma in Secretarial Occupations.

Proficiency certificates are presented to stu-
dents for each course completed.

Office Occupations labs and classrooms con-
tain modern equipment including electric type-
writers exclusively, electronic calculators, trans-
cribing machines, text editing typewriters and
individualized learning equipment.

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 a supporting
course.

OFFICE OCCUPATIONS PROGRAM

Trimester I Hours/Week
TypingLabI ........ ... .. ... 10
Office Communications I .................... 5
Business Mathematics .. ..........civiiinn. .. 5
Fundamentals of Business ................... 5

Trimester IT
Typing LabIl . ...... ... ... ... . . ... 10
Office Communications II ................... 5
Secretarial Accounting ...................... 5
Office Machines (7%2weeks) . ...........c..... 5
Records Management (7% weeks) . ............. 5

Trimester IIT

TypingLab III ......... ... ... . . ... 10
Office Communications III................... 5
Fundamentals of Data Processing .............. 5
Business Relations ......................... 5

Supporting Courses

ANSICOBOLI ..., 5
BASIC .. e 5
Business Law ............c00iiiiininn... 5
Cashiering . ...t 5
Principles of Economics .................... 5
Principles of Management . .................. 5
RPGII ... i i i i e 5
Shorthand 1 ............. ... ... ... ... ... SH*
Shorthand II............ ... ... ... ........ S**
Transcription (Shorthand IIT) . ............... SE%
Word Processing (7%2weeks) . ................ 5

*Will.be an additional course each day.
*#*Required for a Secretarial Diploma.

COURSE DESCRIPTIONS

Typing Lab I (10 Hours/Week)

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 (5 Hours/Week)

This is an introduction to oral and written communi-
cations with emphasis placed on vocabulary building,
spelling, grammar, punctuation, oral expression and lis-
tening skills.
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Business Mathematics (5 Hours/Week)
This is a thorough review of mathematical fundamen-
tals and their application in solving business problems.

Fundamentals of Business (5 Hours/Week)

This is an introduction to business organization and
operation, including banking, insurance, credit and eco-
nomic concepts.

Typing Lab II (10 Hours/Week)

(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 Communications Il (5 Hours/Week)

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

i
Secretarial Accounting (5 Hours/Week)

(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.

Office Machines (7% weeks, 5 Hours/Week)
(Prerequisite: Business Mathematics) Skill is devel-
oped on the most widely used office machines.

Records Management (7Y% weeks, 5 Hours/Week)
This course involves basic principles and management
procedures of filing.

Typing Lab III (10 Hours/Week)

(Prerequisite: Typing II) This course provides con-
tinued development of typing skills including legal, med-
ical and technical typing. The typing goal is a speed of
60 words per minute.

Office Communications III (5 Hours/Week) .

(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.

Fundamentals of Data Processing (5 Hours/Week)

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

Business Relations (5 Hours/Week)

(Graduating Office Occupations students only.) Office
procedures, human relations and job preparation are in-
cluded in this course.

ANSI COBOL I (5 Hours/Week)

(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 Struc-
tured ANSI COBOL I programming,

BASIC (5 Hours/Week)

(Prerequisite: Fundamentals of Data Processing) The
student will learn how to code, debug, create, update,
store and retrieve accounting programs and data using
the BASIC computer language. Conversational com-
puters will be used,

Business Law (5 Hours/Week)

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.

Cashiering (5 Hours/Week)

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 (5 Hours/Week)

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 (5 Hours/Week)

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

RPG II (5 Hours/Week)

(Prerequisite: Fundamentals of Data Processing) This
course will introduce the student to the procedures and
techniques of processing basic accounting applications
using the RPG II programming language.

Shorthand I [Gregg] (5 Hours/Week)

This introductory course covers the theory and writ-
ing of Gregg shorthand. A writing speed of 50 words per
minute is attained upon completion of the course.

Shorthand I [Alphabetic] (5 Hours/Week)

Reading and writing of ABC Stenoscript shorthand is
learned. A writing speed of 50 words per minute is
achieved upon completion of the course.

Shorthand II (5 Hours/Week)

(Prerequisite: Shorthand I) The ability to write short-
hand at a rate of 70 words per minute is sought with
emphasis placed on speed, accuracy, grammar and punc-
tuation as well as transcription speed.

Transcription [Shorthand II] (5 Hours/Week)

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

Word Processing (7% weeks, 5 Hours/Week)

(Prerequisite: Office Communications I and II, Typ-
ing II and skill in machine transcription) Students re-
ceive instruction in the use of text-editing, magnetic key-
board typewriters with emphasis on the capabilities and
mechanics of the machines.



Real Estate

The Real Estate courses are designed for per-
sons currently in real estate careers and allied
fields and for persons contemplating entering
the profession. All courses have been approved
by the New Mexico Real Estate Commission for
licensing and recertification. Classes are not eli-
gible for Veterans Administration benefits.

Classes scheduled on Mondays and Wednes-
days or Tuesdays and Thursdays meet in the eve-
ning for 2% hours per session for six weeks.
Saturday classes meet for five hours each Satur-
day for six weeks. Beginning dates for each class
series are listed below.

Each class will be offered if 20 or more per-
sons are enrolled. There.is a $3 preregistration
fee per trimester plus the cost of a textbook
purchase.

Real Estate Practice

Fall: September 10, MW
October 22, MW
September 22, S
Winter: January 7, MW
February 18, MW
Summer: May 5, MW
June 23, MW
May 17, S

Real Estate Law
Fall: September 10, MW
October 22, MW
November 3, S
Winter: January 7, MW
February 18, MW
Summer: May 5, MW
June 23, MW
June 28, S

Real Estate Appraisal

Fall: September 11, TTh
October 23, TTh
Winter: January 8, TTh
' February 19, TTh
January 19, S
Summer: May 6, TTh
June 24, TTh

Real Estate Finance

Fall: September 11, TTh
October 23, TTh
Winter: January 8, TTh
February 19, TTh
March 1, S
Summer: May 6, TTh
- June 24, TTh

Real Estate Investment

Fall: September 10, MW
September 22, S

Winter: January 7, MW
January 19, S

COURSE DESCRIPTIONS

Real Estate Practice

This course covers all aspects of the field in general
and is planned for those individuals who need to review
and for those desiring a basic knowledge of the real es-
tate business.

Real Estate Law

The course is designed to establish in the student’s
mind the rights and obligations of the real estate agent
with regard to contractual and fiduciary duties owed to
the parties represented. Major topics include Ownership
Rights, Law of Agency and Law of Contracts.

Real Estate Appraisal

An introduction to accepted methods for estimating
the value of real property, this course covers funda-
mentals of real estate appraisal of both land and im-
proved property and techniques used by professional
appraisers.

Real Estate Finance

This is a study of methods of financing real property,
the money market, sources and cost determinants of
mortgage money, financial leverage, value of existing
mortgages in relation to the current market and pur-
chaser qualification.

Real Estate Investment

(Prerequisite: Real Estate Practice and Real Estate
Law) This class provides the background necessary to
understand the fundamentals of real estate investment.
Major topics include methods of financing investment
real estate, tax advantages, projected income potential
and preparation and evaluation of real estate analysis
forms.



Refresher Course for Office Workers

The Refresher Course is for persons who need
a review of office skills and procedures in order
to go back to work. Students entering this pro-
gram must have a minimum of two years full-
time secretarial or general office experience.

Students may enter this program as space is
available and may leave upon completion of
their training objective. Students-are awarded a
proficiency certificate showing their achieve-
ments, and special recognition is given those
completing the program.

This is an individualized course of study in
which a student progresses at his or her own rate
with special emphasis on particular areas that

need review and improvement. Students attend
class four hours a day, five days a week, for a
maximum of 15 weeks (300 class hours).

Review is given in typewriting, shorthand,
machine transcription, office machines, English,
mathematics, filing, human relations and job
preparation.

All work is on the most modern electric type-
writers, electronic calculators and dictation
equipment.

This program is not eligible for Veterans Ad-
ministration benefits.

REFRESHER COURSE PROGRAM

Hours/Week

Typing Review . .........ccctieiiinrnnns
Shorthand Review . . ... ... v,
Office Machines ............ceuiieiunnn.n
Communications Review . . .. ................. 20
Business Mathematics Review .. ...............
Filing Review ...........c.ciii i
Human Relations/Job Preparation .............

COURSE DESCRIPTIONS

Typing Review

Letter styles, memoranda, tabulations and manu-
scripts 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 calcula-
tors 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.

Filing Review
A review of procedures and methods of filing.

Human Relations/Job Preparation
Office procedures, human relations and job prepara-
tion are covered.



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 sales lab is equipped with mannequins
and a wide selection of display furniture and
fixtures. Electronic and electro-mechanical cash
registers are also utilized.

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 mathe-
matics, accounting, marketing and principles of
management. Students may continue special-
izing in Sales Management or may change their
emphasis to Fashion Merchandising during the
second trimester.

Students acquire a basic employable skill
upon satisfactory completion of all courses of-
fered the first trimester. If a student leaves for a
full-time training-related job after this point, a
Sales Certificate may be awarded. To earn a di-
ploma, a student must successfully complete a
total of 750 hours of which 150 are laboratory
work and 600 are related theory.

All students are given a proficiency certificate
for each course completed. Participation in a
“seminar of work™ is required of students elect-
ing to waiver to a training-related job after mid-
term of the last trimester.

Students may choose any of the supporting
courses listed which best prepare them for their
employment goals. Not all courses will be of-
fered each trimester, and a minimum enrollment
of 15 students is required for a supporting
course to be offered.

A

SALES MANAGEMENT PROGRAM

Trimester I Hours/Week
Principles of Salesmanship Lab................. 5
Introduction to Business ..................... 5
MerchandisingMath ......................... 5
Sales Communications ....................... 5
Visual Merchandising ........................ 5

Trimester Il

Principles of Management .. ................... 5
Principles of Marketing Lab ................... 5
Merchandising (7%2weeks) .................... 5
Store Operations (7% weeks) .................. 5
Supporting COUTSES ... vuvurvnnenrennnnnn.. 10 ,

Supporting Courses

Advanced Sales Management .................. 5
Basic Accounting .............. ... ... . ...... 5
BusinessLaw ............. ... ... vvunn... 5
Cashiering . .......... . 5
Fashion Concepts . ......coviunineninnnennn... 5
Fashion Show Development (7% weeks) ......... 5
Fashion Techniques (7%2 weeks) ................ 5
Human Relations (7% weeks) . ..o v e vnn... 5
Men’s Fashions .. ............. ... .. 5
Principles of Data Processing .................. 5
Principles of Economics . ..................... 5
Supervised Work Experience .................. *
Textiles (7%2weeks) .. .ovvvinn ... 5
Typing I ..o e 5

*Hours are in addition to diploma requirement.
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COURSE DESCRIPTIONS

Principles of Salesmanship Lab (5 Hours/Week)

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

Introduction to Business (5 Hours/Week)

The structure of business, its activities and problems
are surveyed in this course. It also provides an under-
standing of the nature of the business world and its
career opportunities.

Merchandising Math (5 Hours/Week)

This course is a review of arithmetic fundamentals,
equations, percent, commercial discounts, markup,
markdown and turnover.

Sales Communications (5 Hours/Week)
This course builds listening and speaking skills. Writ-
ing, spelling and vocabulary building are included.

Visual Merchandising (5 Hours/Week)

Emphasis is on display of merchandise in relation to
the store interior, layout and merchandise sold. Empha-
sis is on display themes, organization, techniques and
practical application,

Principles of Management (5 Hours/Week)

This introductory course helps the student develop an
understanding of the basic management functions, in-
cluding planning, organizing, staffing, leading and con-
trolling.

Principles of Marketing Lab (5 Hours/Week)

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.

Merchandising (7% weeks, 5 Hours/Week)
The areas covered include ordering, receiving, pricing,
marking, promoting and selling to the customer.

Store Operations (7% weeks, 5 Hours/Week)

Store locations and store layout are emphasized along
with such operational concerns as employee training,
customer services, security, inventory and financial con-
trol,

Advanced Sales Management (5 Hours/Week)
This course will include the techniques of professional
selling and the motivating and managing of salespersons.

Basic Accounting (5 Hours/Week)

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

Business Law (5 Hours/Week)
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.

Cashiering (5 Hours/Week)

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.

Fashion Concepts (5 Hours/Week)

Material covered includes terminology, fashion his-
tory, design factors, basic apparel, accessory styles,
clothing details and careers in fashion.

Fashion Show Development (7% weeks, 5 Hours/Week)
This course will cover the fashion show as a promo-
tional device.

Fashion Techniques (7% weeks, 5 Hours/Week)

This course involves the student in the coordination
and merchandising of fashion, including buying, styling
and trend reporting.

Human Relations (7% weeks, 5 Hours/Week)
This course will provide situations for self develop-
ment and for the study of human behavior.

Men’s Fashions (5 Hours/Week)

This course is for those desiring a career in men’s
clothing sales. The theories of men’s fashion acceptance,
clothing, accessory items and size ranges, correct fitting
and coordination are included.

Principles of Data Processing (5 Hours/Week)

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.

Principles of Economics (5 Hours/Week)

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

Supervised Work Experience

(Prerequisite: Sales Management I classes) Students
work a minimum of 75 hours in a sales-related super-
vised work situation. The trainee is paid by the cooper-
ating firm and is supervised jointly by T-VI and the
cooperating employer, The work experience is in addi-
tion to the diploma requirements,

Textiles (7% weeks, 5 Hours/Week)
This course concentrates on the study of fibers and
fabrics.

Typing I (5 Hours/Week)

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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Small Business Operation

1 Trimester

The Small Business Operation program is de-
signed for persons who plan to open a small
business and for persons owning or managing a
small business who are interested in further
training. The program places special emphasis on
areas directly affecting the businessman in his
day-to-day operation. Courses will be tailored to
the specific needs of the enrollees.

All students completing the 600 hour pro-
gram will be issued a certificate.

The program is offered during the Summer
and Winter trimesters only.

SMALL BUSINESS OPERATION

PROGRAM
Course Requirements Hours/Week
Business Law ............... ... .. .. ...... 5
Retailing/Salesmanship ... .................... 5
Accounting . .. vt i it e e 5
Management . ........ciiiininin i 5

[ e e o o

COURSE DESCRIPTIONS

Business Law (5 Hours/Week)

This class provides a basic knowledge of law as it ap-
plies to small business dealings. Emphasis is placed on
commercial transactions, contracts, commercial paper,
personal property insurance and the Uniform Commer-
cial Code.

Retailing/Salesmanship (5 Hours/Week)

This course covers the merchandising functions of
buying, pricing, sales promotion, advertising and how
these functions apply to small business operations.
Human relations, public relations, communications and
the steps of selling will be covered.

Accounting (5 Hours/Week)

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 (5 Hours/Week)

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 pro-
cedures.




CULINARY ARTS

Baking
2 Trimesters

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 baking
begins early in the morning.

The program is housed in a lab, specifically
designed for baking, which contains ovens, dis-
play cases, commercial mixers, doughnut
machines, dough dividers, refrigerated display
cases, proofing cabinets, dough sheeters and
many other equipment items used in the baking
industry.

This eight-month program provides up to 900
hours of instruction of which 600 are laboratory
work and 300 hours are supporting courses. Stu-
dents may leave the program when a training
objective is reached and receive a rating sheet
detailing the skills mastered. To earn a diploma,
a student must successfully complete a total of
750 hours of which 600 are laboratory work and
150 are related theory.

Baking students must pay an equipment fee
of $80 to cover the cost of special baking uten-
sils and uniforms.

ENTRANCE REQUIREMENTS

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

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

3. Health Requirement: To enroll in this program, it is
necessary to present a certificate to T-VI stating that
the student is free from tuberculosis in a transmis-
sible form. The certificate must be obtained and
signed by a licensed physician no more than 90 calen-
dar days prior to the beginning of the program.




CULINARY ARTS
BAKING
Trimester I Hours/Week
Baking LabI............. ... ... . ..., 20
~ Baking Theory and Merchandising I ............ 5
Supporting Courses . ..........c.uuuiinennn. 0-5
Trimester IT
Baking Lab Il ......... ... ... . ... 20
Baking Theory and Merchandising I ........... 5
Supporting Courses ........covveven.. e, 0-5
Supporting Courses
Basic Accounting Principles . ............. ... 5
Cashiering . .......civiiiiie i eeenneennn 2
Industrial Safety ........................... 3
Salesmanship ...... e e, 3

COURSE DESCRIPTIONS

Baking Lab/Theory and Merchandising I
(25 Hours/Week)

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 merchan-
dising portion of the class.

Baking Lab/Theory and Merchandising II
(25 Hours/Week)

(Prerequisite: Baking Lab/Theory and Merchandising
I) This course continues the principles of Baking I with
emphasis on baking chemistry and advanced procedures
in production of products. More study of international
pastries and desserts is provided with management prin-
“ciples incorporated at the supervisory level. Responsibili-
ties of merchandising are delegated with actual shop pro-
cedures followed.

Basic Accounting Principles (5 Hours/Week)

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

Cashiering (2 Hours/Week)

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

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary -resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.

Salesmanship (3 Hours/Week)

This cousse follows the steps of a sale from prepara-
tion to completion. Class participation and student dem-
onstration are stressed.
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Quantity Food
Preparation

2 Trimesters

The Culinary Arts Quantity Food Preparation
Program emphasizes nutritional food prepara-
tion 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 are
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 program is housed in two working labs
specifically designed for Culinary Arts, with
three adjacent supporting facilities for con-
ducting restatirant-like transactions. The well-
equipped labs introduce the student to fryers,
grills, broilers, ovens, steam cookers and many
other equipment items used in the local restau-
rant industry.

The eight-month program provides up to 900
hours of instruction, of which 600 are labora-
tory and 300 hours are supporting c_oufses.

A student may leave the program when a
training objective has been reached and receive a
rating sheet detailing the skills mastered. To earn
a diploma, a student must successfully complete
a total of 825 hours of which 600 are laboratory
work and 225 are related theory.

Graduates of this program are encouraged to
enroll in the Baking Program, as space permits,
to enhance their employability.

Quantity Food Preparation students must pay
an equipment fee of $80 before entering the
first trimester, and an additional $50 before the
second trimester, totaling $130.



ENTRANCE REQUIREMENTS

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

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

3. Health Requirement: To enroll in this program, it is
necessary to present a certificate to T-VI stating that
the student is free from tuberculosis in a fransmis-
sable form. The certificate must be obtained and
signed by a licensed physician no more than 90 calen-
dar days prior to the beginning of the program.

 CULINARY ARTS
QUANTITY FOOD PREPARATION
PROGRAM
Trimester I Hours/Week
Sauté Cook LabI ................... ... .... 20
Sauté Cook Theory I ...............cvv... 5
Food ServiceMath ...................... ... 3
Cashiering . ........ ... i, 2
Trimester IT
Dinner Cook Lab Il ........ el e .20
Dinner Cook Theory II . .. ...... ..o, .. 5
Supporting Courses . .:.......uovvrinennnnnn. 0-5

Supporting Courses

Basic Accounting Principles ........... e 5

Food Garnishment ...... e r e, 3

Industrial Safety .............. e e 3

Stewardship ........ . s, 3
COURSE DESCRIPTIONS

Sauté Cook Lab I (20 Hours/Week)

This laboratory class teaches the different methods of
preparing meats, vegetables, soups,-sauces and 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 I (5 Hours/Week)

Instruction is provided in sautéed dishes, cuts of meat,
mixing, breading, color and appearince of food, neatness
of serving, cooking methods and techniques, speed and
efficiency, and cleanliness. Basic instruction is given in
sauté frying, broiling of sea foods and methods of serv-
ing. : :

Food Service Math (3 Hours/Week)

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

Cashiering (2 Hours/Week)

In this class, students learn to use cash registers, in-
cluding the ability to solve procedural problems that
occur at a register and checkout station.

Dinner Cook Lab II (20 Hours/Week)

(Prerequisites: Sauté Cook Lab and Theory I or equiv-
alent) This laboratory class gives instruction in cooking
methods and techniques, herbs and spices, cutting meats,
salads and salad dressings, baking, following instructions
in recipes, calculation of cost and pantry work.

Dinner Cook Theory II (5 Hours/Week)

(Prerequisites: Sauté Cook Lab and Theory I or equiv-
alent) Instruction supports the work accomplished in the
dinner cook.lab. Emphasis is on various types of stews,
fricassees, garnishes, sauces, gravies and stocks. This
course also covers roasting meats, use of leftover meats
and meat trimmings, fundamentals of baking and storage
of foods.

Basic Accounting Principles (5 Hours/Week) ]

Instruction is provided in accounting fundamentals,
including the accounting cycles, accounting statements
and the principles of journalizing and posting.

Food Garnishment (3 Hours/Week)

This course covers fundamental decorating techniques,
icing the cake, decorative icings, ornamenting tubes and -
their use, pressure control exercises and color tech-
niques. An-introduction to hors d’oeuvres, sandwiches,
salads and desserts for parties is included.

Industrial Safety (3 Hours/Week)

This course includes fraining in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.

Stewardship (3 Hours/Week)

Instruction is provided regarding the identification,
solution and prevention of problems in areas ranging
from purchasing to sanitation. Topics to be covered will
include receiving and storage, menus, frozen foods,
kitchen layout, controls and employee training. Empha-
sis will also be placed on salesmanship, basic bookkeep-
ing, storeroom procedures, back-of-the-house activities,
requisitions and dealing with the public.
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HEALTH OCCUPATIONS

T-VI’s Health Occupations Department is on

the first two floors of the Presbyterian Profes-
sional Building, 201 Cedar SE. It includes four
programs: Nursing Assistant, Practical Nursing,
Respiratory Therapy Technician and Patient Ser-
vice Clerk., The department is scheduled to be
moved to 1215 Hazeldine SE in late 1979 or
early 1980.

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 explained 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, have
beginning groups only once a year in the fall.
Special application forms are used for both pro-
grams.

Applications for the Practical Nursing Pro-
gram will be taken only between 8 a.m. and
noon on March 3, 4 and 5, 1980. Application
must be made at the T-VI campus in person,
either by the applicant or a representative. Chal-
lenge applications will be taken from September
17, 1979, to October 31, 1979, at the Health
Occupations office. The challenge examinations
will be given November 5, 1979. Additional in-
formation about the challenge exam follows the
description of the Practical Nursing Program in
this catalog.

Respiratory Therapy Techmc1an applications
will be accepted beginning May 5, 1980, and
must be made in person by the applicant' or a
representative.

Classes in both programs will begin in Septem-
ber, 1980.

Because these two programs are very demand-
ing, and because the number of applicants far
exceeds the number of student training positions

avaijlable, an admissions process is used to estab-
lish a Practical Nursing Class of 90 students and
a class of 22 Respiratory Therapy Techmc1an
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 test scores, having an interview and
submitting letters of recomimendation.

For the Respiratory Therapy Technician class,
the admissions process begins with testing.
Those who meet minimum requirements on the
test are considered on the basis of past academic
records, work experiences, letters of recom-
mendation and interviews.

Applicants for the Practical Nursing, Respira-
tory Therapy Technician and Patient Service
Clerk must have a high school diploma to meet
requirements of licensing agencies and the health
care employers.

All of the health occupations students attend
classes in one of the modern classrooms in the
Health Occupations Department. The Helene
Fuld Library and Media Center is one of the best
health occupations libraries in the area with a
large collection of books and films. Learning lab-
oratories are equipped with hospital furnishings
and supplies, respiratory therapy machines, and
life-like, models which provide students the
opportunity to practice basic skills needed for
their clinical experiences.

Students have supervised patient care and ob-

. servational experiences at different local health

agencies. Some of the agencies used are Anna
Kaseman Hospital, Bernalillo County Medical
Center and Mental Health Center, Presbyterian
Hospital, St. Joseph Hospital, Veterans Adminis-
tration Hospital, Hospital-Home Health Care
Agency and the Visiting Nurse Service.



N ursing Assistant

1 Trimester

This program trains students to do 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 certification as Nursing Assistants
and as Home Health Assistants.

Good communication skills are necessary in
the program as well as being able to clean and
cook. 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 patient’s homes.
Since city buses often do not go to all the places
students are assigned, students should have
access to other transportation.

A $25 fee covers the cost of the required uni-
form top and laboratory tests. A watch with a

. second hand and uniform slacks and shoes are
required but not provided.

The 15-week program totals 328 hours of in-
struction of which 197 are laboratory work and
131 are theory. Nine weeks are classroom and
laboratory work followed by six weeks of exten-
sive supervised clinical training in local hospitals

and home health agencies. A student attends an -
average of 22 hours per week throughout the

program.

NURSING ASSISTANT PROGRAM

Course Requirements Total Hours
Nursing Assistant—Home Health Assistant )
Laband Theory .............. ... ..., 90
Nutrition Lab and Theory . ................. 21
Health Communications . ................... 12
Anatomy and Physiology ................... 18
Math ... it e e et r i e 45
Hospital Clinical Experiences ................ 88
Home Health Clinical Experiences ............ 54
Total 328

COURSE DESCRIPTIONS

Nursing Assistant—Home Health Theory and Lab

During the first nine weeks, students attend classes in
basic nursing skills they will use in health care agencies
and in homes. Practice of these skills is provided in the
laboratory.

Nutrition Theory and Lab
Basic nutrition, regular and special diets used in the

hospital and home settings are discussed. Home manage-

ment, community resources, purchasing food and pre-
paring foods are also included. Lab experiences are di-
rectly related to the theory.

Health Communications

Medical terms, abbreviations, communication skills,
selected readings and special assignments are combined
in this ¢ourse. '

Anatomy and Physiology

This course provides a basic understanding of the
structure and normal function of the body systems. It
also covers some of the problems which affect these
systems.

Math
Basic math is reviewed in this course with practice
working selected problems.

Hospital Clinical Experiences

Hospital experiences are a four week portion of the
last six weeks of the program and include supervised
practice of nursing skills in hospitals throughout the
city.

Home Health Clinical Experiences

Home Health experiences are a two- week portion of
the last six weeks and include nursing care of patients in
selected home settings.



Patient Service Clerk

10 Weeks

The program for Patient Service Clerk, some-
times called ward clerk or service secretary,
trains persons to work in a hospital unit. Trans-
cribing physicians’ written and verbal orders,
answering the telephone and giving information
to patients, visitors and staff are typical activi-
ties. '

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. Being able to speak

" Spanish as well as English is helpful. Physical’

~ stamina is essential because the job requires
moving about quickly and easily in-an area of
intense activity.

There is a $25 fee which covers the requ1red
uniform top and laboratory tests. Uniform
slacks are required but not provided.

The 300-hour program is ten weeks long with
six weeks of classroom theory and four weeks of
clinical practice inlocal hespitals. A cert1f1cate is
awarded upon completion.

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

This program is not eligible for Veterans
Administration training benefits.

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 topics, including
orientation to the hospital, the patient, and the role of
the patient service clerk. Presentations and practice of
medical terms, abbreviations, communications, pharma-
cology terms, forms and transcription of orders are in-

~ cluded.

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




-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. Men and women who want to work
in a field in which they can provide help to
others should find practical nursing a satisfying
choice. _

- The T-VI/Presbyterian Hospital School of
Practical Nursing is accredited by the National
League for Nursing and approved by 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,
1980, class will be accepted between 8 a.m. and
noon on March 3, 4 and 5, 1980, and must be
made by the applicant personally or a represen-
tative at that time.

Required- for a diploma are 1,350 hours of
instruction of 'which 785 are laboratory work
and 565 are theory. Clinical experiences gener-
ally have to be scheduled at different hours so
the hours of classes and clinical experiences may
vary from day to day, and there may be an occa-
sional Saturday class.

Students must be able to attend classes, obser-
vations and clini¢al 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 $70 fee

which supplies required uniforms, cap and iden-
tification tags. It does not cover the cost of an
entrance physical examination, a watch with sec-
ond hand, uniform- shoes, stethoscope, scissors,
liability insurance, graduation uniform, gradua-
tion pin or state board exam fees. Liability in-
surance is required and must be purchased in the
first trimester.

- Practical Nursing

PRACTICAL NURSING PROGRAM

Trimester I - Total Hours
Anatomy and Physiology I .................. 60
Nursingl ...... .. i i 163
Nursing Skills Lab and Clinical Experience . ... .. 195
Dosages and Solutions ..............c.oun, 32

Total 450
Trimester IT
Nursing 11
Clinical Experience ..................... 300
Theory .o vv it it e e et e e 150
Total 450
Trimester III
 Nursing III
Clinical Experience ..................... 100
STheory ..o e, 50
Nursing IV
Clinical Experience ..........cc.vvvuun... 100
Theory ...t i i i i 50
Nursing V ’
Clinical Experience .........c.vvvuvunn.. 100
TheOTY . vt et e e ... 50
: ‘ Total 450
COURSE DESCRIPTIONS

Anatomy and Physiology I

This course gives the student a basic concept of the
general plan, structure and the normal function of the
body systems and how they work together.

Nursing I .

People’s needs in sickness and health are presented.
Nursing principles and skills, personal and community
health, nutrition, human growth and development, voca-
tional concepts and first aid are included in the course.

Nursing Skills Lab and Clinical Experience -

Practice situations in the laboratory and experiences
in hospital clinical units accompany the theory learned
in Nursing I. '

Dosages-and Solutions

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

(continued on p. 49 following application)



Nursing IT

People’s needs during illness are expanded in the class
presentations of the course. Clinical experiences give stu-
dents the chance to practice what is taught in class. The
course is designed to help students learn to care com-
petently for patients, both children and adults, with
medical and surgical disorders.

Nursing III
- Normal processes of the reproductive cycle mcludmg
prenatal, labor, delivery and postpartum care are intro-
duced in this course. Care of the newborn and a study of

the more common problems seen in the newborn are

covered. Clinical experiences accompany the class.

Nursing IV

This course focuses on learning the theory and skills
of caring for patients experiencing complex medical-
surgical problems.

Nursing V

Students, with the help of instructors, select experi-
ences which will meet their own learning needs in areas
such as psychiatric, community or rehabilitative nursing.
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PRACTICAL NURSING CHALLENGE

Persons with a background in health occupa-
tions and the ability to perform basic nursing
skills may apply in the Health Occupations
office to challenge portlons of the Practical
Nursing Program.

Persons must score satisfactorily on the exam
and become full-time students for a minimum of
12 weeks.

The challenge examinations are given once a
year on the first Monday in November. The next
exam is scheduled November 5, 1979. Applica-
tions for challenge will be accepted between
September 17, 1979, and October 31, 1979, in
the Health Occupations office. If an applicant
does not score satisfactorily on the challenge
exams, the applicant must take all of the Prac-
tical Nursing Program course work to obtain a
diploma. Persons may not retake the challenge
exam1nat1ons

Four tests are given. The first two tests cover
primarily first trimester content of the Practical
Nursing Program, and applicants must score sat-
isfactorily on the first two tests to take the
others. The third and fourth tests cover material
taught in the second and third trimesters and are
used to determine an applicant’s theory and c11n-
ical experience needs.

Challenge students are then admitted for resi-
dency in the program on the basis of available
space in the program, performance on challenge
examinations, prior experiences and approval of
the faculty :

This residency provides an opportunity for
the faculty to evaluate each student’s perfor-
mance. Following this period, the faculty con-
siders a student for graduation, based on how
well the student completes the work in'the pro-
gram.

Challenge students accepted into the Practical
Nursing Program must submit transcripts of
prior education or proof of high school gradua-
tion equivalency, pay the required T-VI fees,
purchase their own school uniforms and other
needed equipment, and have a physical examina-
tion prior to admission.

Challenge students who meet the objectives of
the program are considered graduates of the pro-
gram and are recommended for state board
examinations.



6 Weeks

This six-week course is designed to renew
skills of inactive licensed practical nurses, to in-
troduce new trends and procedures and to pro-
vide clinical experiences. It was developed to
meet the New Mexico State Board of Nursing
requirements of license renewal for licensed
practical nurses who have not practiced nursing
within the past five years. Theory classes and
clinical experiences focus on medical and sur-
gical nursing care including pharmacology.

Practi¢a1 Nursing Refresher

Refresher courses are offered on the basis of
demand and need, availability of clinical experi-

“ences and qualified faculty. Ten people are ad-

mitted to each course. Participants pay a $10
registration fee plus the costs of required text-
books. Since no definite dates are established,
interested persons should contact the Health
Occupations office for more information.

This program is not eligible for Veterans Ad-
ministration benefits.

Respiratory
Therapy
‘Technician

3 Trimesters

The Respiratory Therapy Technician Program
teaches the special skills required for treatment,
management, control and care of patients who
have problems breathing. The program is one
year long and includes classroom instruction and

 specialized clinical experiences in local hospitals.

It is accredited by the American Medical Asso-
ciation Council on Education.

Applicants must have either a high school
diploma or equivalency and must make a qual-
ifying score on achievement tests to be con-
sidered. Since respiratory therapy involves hand-
ling and care of treatment equipment, the
applicants must be able to lift materials weighing
up to 50 pounds.

The program has a beginning group in the fall
trimester only. Applicants for the September,
1980, class will be accepted beginning May 5,
1980. .

Respiratory Therapy Technician students pay
a $65 fee when they begin the program. This
covers the costs of required uniforms, scissors



and identification tags. It does not cover the
cost of the school’s graduation pin, stethoscope,
pre-entrance physical examination or student
liability insurance. Liability insurance is required
and must be purchased in the first trimester.

The program totals 1,350 hours of instruction
of which 885 are laboratory work and 465 are’
theory. The clinical experience schedule may
vary from day to day but attendance averages 30
hours per week in the program.

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

RESPIRATORY THERAPY PROGRAM

Trimester I . Total Hours

Anatomy and Physiology 1 . ................. 60
Chemical and Physical Principles of .
Respiratory Therapy ..........ccovvivun.. 60
Fundamentals of Respiratory Therapy ........ .15
Introduction to Patient Care ............... . 45
Respiratory Therapy Lab and Clinical
Experiences I ........... ... ... ... ..... 210
Total 450

Trimester 11

Anatomy and Physiology II ................. 45
Clinical Experiences IT ..................... 300
Microbiology and Demonstration Lab ......... 60
Psychosocial Aspects of Patient Care .......... 45

Total 450

Trimester IIT

Cardio-Pulmonary Problems ................. 30
Clinical Experiences III .................... 360
Pharmacology . ........cciviv i, 45
Respiratory Therapy Seminar............... 15

Total 450

COURSE DESCRIPTIONS

Anatomy 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.

Chemical and Physical Principles of
Respiratory Therapy

Physics, chemistry and mathematics pertinent to res-
piratory therapy are included in this general survey
course.

Fundamentals of Respiratory Therapy

This basic course surveys respiratory therapy as a
paramedical profession—the personal qualifications,
ethics, expectations and opportunities—and-also presents
basic procedures.
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Introduction to Patient Care

The patient is introduced as an individual and as the
central figure in a complex environment. Routine nur-
sing care, isolation, special nursing problems and clinical
specialties are discussed with regard to respiratory ther-
apy.

Respiratory Therapy Lab and Clinical Experiences I

The laboratory experiences stress safe practices in the
use and maintenance of regulators and gas supply sys-
tems, devices and respiratory therapy machines. Begin-
ning clinical experiences held in city hospitals introduce
the student to the clinical setting and the patient, as well
as practice in basic skills.

Anatomy and Physiology 1I

This course emphasizes more advanced knowledge of
the anatomy and physiology of the circulatory, pulmo-
nary, renal and nervous systems and their relationship to
each other. '

Clinical Experiences II

Supervised clinical experiences continue with experi-
ences in giving various respiratory treatments and main-
tenance and care of equipment.

Microbiology and Demonstration Lab

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

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.

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.

Clinical Experiences III

Experiences in the third trimester will provide prac-
tice in giving more complex respiratory therapy treat-
ment to patients and in identifying physical, social and
emotional patient needs.

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

Respiratory Therapy Seminar

Case presentations, ethics, and organizations and ad-
ministration of respiratory therapy departments are dlS-
cussed.
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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 spe01f1ed 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.

Civil and Map Drafting

4 Trimesters

Civil and Map Drafting provides students with
job-entry skills in all phases of surveying as entry
level cartographers and as design draftsmen.
Positions are with surveying, mining, engineering
and drafting organizations.

The Civil and Map Drafting Program uses labs
that contain modern drafting machines, drafting
stations, theodolites, transit levels and electronic
distance meters. Also used in the program will
be a Wang 2200 minicomputer and a Data Gen-
eral M-600 computer.

Civil and Map Drafting offers up to 1,605,

hours of instruction, including 800 hours of lab-
oratory instruction and 805 hours of theory and
supporting courses. To earn a diploma, a student
must successfully complete a total of 1,605
- hours of which 800 are laboratory work and 805
are related theory.

Students must pay a $35 personal equipment
fee before entering the first trimester and an
additional $40 when they enter the second tri-
mester.

CIVIL AND MAP DRAFTING

TECHNOLOGY PROGRAM
Trimester I Hours/Week
Construction Drafting Lab/Theory I ........... 15
DraftingMathI .................. PP 5-10
Building Materials and MethodsI .............. 5
Trimester -II
Cartographic Techniques Lab/Theory .......... 15
Applied Math II for CivilandMap ............. 5
BASIC Computer Programming I .............. 5
Plane Surveying I ........... ... ... ... .... 6
Trimester III .
Photogrammetric Techniques Lab/Theory ....... 9
BASIC Computer ProgrammingII ............. 5
. Surveying and Mapping Techniques ............ 5

Plane SurveyingII ......................... 6

Trimester Iv

Civil Drafting Lab/Theory ........... e .15
Communications .......................... 5
Plane Surveying III . . ....................... 6

Supporting Course )
Reading Improvement . .................. ... 5



COURSE DESCRIPTIONS

Construction Drafting Lab/Theory I (15 Hours/Week)
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 (5-10 Hours/Week)
This course applies algebra and geometry concepts to
the drafting field.

Building Materials and Methods I (5 Hours/Week)

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

Cartographic Techniques Lab/Theory (15 Hours/Week)

(Prerequisite: Construction Drafting Lab/Theory I)
This mapping course includes an introduction to map-
ping followed by practice in inking lines and Leroy let-
tering on vellum and drafting film. Tracings are made of
topographic, geological and plan and profile maps. For-
mat ‘development precedes techniques and practice in
negative scribing, preparation and reproduction of me-
chanical separations.

" Applied Math II for Civil and Map (5 Hours/Week)
(Prerequisite: Drafting Math I) This applied ap-
proach to trigonometry is related to surveying and me-
chanical problems and supports the applications pro-
grammed in the BASIC Language Programming I course.

BASIC Computer Programming I (5 Hours/Week)
(Prerequisite: Drafting Math I) This introduction to
BASIC, a beginning computer programming course, in-
cludes use of input and output statements, arithmetic
operations, comparison and branching commands, use of
subroutines and the library functions. Algorithms are
developed associated with surveying and engmeermg
computations. .

Beginning Plane Surveying (6 Hours/Week)

(Corequisite: Applied Math II for Civil and Map) The
student is introduced-to the basic techniques and equip-
ment used in surveying including tape, level, theodolite
and the engineering transit. Field work and related com-
putations are done in leveling, distance and angle mea-
surement related to mapping.

Photogrammetric Techmques Lab/Theory
(9 Hours/Week)

(Prerequisite: Cartographic Techniques Lab/Theory)
This course includes theory and practice in aerial pho-
tography, geometry of single vertical photographs and
overlapping aerial photos, flight planning, ground con-
trol and photographic rectification. Students have intro-
ductory experience in the use of modern stereoscopic
plotting instruments and map compilation leading to the
preparation of maps from aerial photos.
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BASIC Computer Programming II (5 Hours/Week)

(Prerequisite: BASIC Language Programming I) This
extension of BASIC I includes units on magnetic tape
and disk files, formatted output, character string manip-
ulation and plotting routines. The development of inter-
active programs emphasizing data editing and error
detection routines. Programs are related to surveying
problems.

Surveying and Mapping Techniques (5 Hours/Week)

An overview of modern surveying methods is pre-
sented relating surveys of the U.S. Public Lands, land
grants, small holding and mining claims to contemporary
surveys. Extensive practice in the use of the National
Geodetic Survey (NGS) Horizontal and Vertical Net-
works and the New Mexico State Plane Coordinate
System is prov1ded

Intermediate Plane Surveying (6 Hours/Week)

(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 in-
cluded and a retracement survey is conducted.

Civil Drafting Lab/Theory (15 Hours/Week)
(Prerequisite: Photogrammetric Techniques Lab/

‘Theory) Students practice up-to-date development and

calculation techniques to analyze route surveys and pro-
duce highway, utility plan and profile drawings. A unit
on subdivision design including drainage plans and sani- -
tary sewers is included. This course is offered in conjunc-
tion with Advanced Surveying.

Communications (5 Hours/Week)
Speaking, writing, listening and editing skills are re-
viewed through simulated industrial situations.

_ Advanced Plane Surveying (6 Hours/Week)

(Prerequisite: Intermediate Plane Surveying) Included
are horizontal and vertical curve calculations and design,
earthwork measurements, subdivision staking, offset
staking, slope staking, and construction surveys and in-
spection.

Reading Improvement (5 Hours/Week)

This course helps students understand what they read.
Students with special reading problems are counseled to
take this course.



Construction Drafting

4 Trimesters

Construction Drafting provides students with
job-entry skills as architectural, structural, mech-
anical and mechanical equipment drafters; esti-
mators and schedulers. Supporting technical
courses are included.

The drafting lab contains modern drafting
machines, drafting stations and related equip-
ment.

Construction - Drafting offers up to 1,575
hours of instruction, including 900 hours of lab-
oratory instruction and 675 hours of theory and
supporting courses. Additional supporting
courses may be taken by the student in the
second, third and fourth trimesters. To earn a
diploma, a student must successfully complete a
total of 1,500 hours of which 675 are laboratory
work and 825 are related theory.

A student who completes the Construction
Drafting program may transfer to the University
of New Mexico School of Architecture and Plan-
ning and receive at least 12 semester hours of
credit. Other University of New Mexico courses
may be challenged by the student for credit.

Students pay a personal equipment fee of $35
at the beginning of the program.

CONSTRUCTION DRAFTING TECHNOLOGY

PROGRAM
Trimester I Hours/Week
Construction Drafting Lab/Theory I ........... 15
DraftingMathI ......................... 5-10
Building Materials and Methods I .............. 5
Trim_ester T
Construction Drafting Lab/Theory I .. ......... 15
Building Materials and Methods II . ............ 5
Applied Construction Math IT ................ 5
Trimester IIT _
Construction Drafting Lab/Theory III .. ....... 15
Structural Detailing ........................ 5
Applied Physics T .................. e 5
Trimester IV
Mechanical Systems Lab/Theory .............. 15
Construction Analysis . ............ccouuun... 10
Supporting Courses
Applied Computer Technology ....... e 5
Applied Physics IT ............ ... .. ... ..., S
BASIC Computer Programming ............... 5
Basic Surveying . .......... .. ... 5
Employment Dynamics ..................... 5
Pipe Drafting .......... ... 5
Precast Concrete Detailing ................... S
Reading Improvement ...................... 5
Any Approved TradesCourse . . ............... 5
COURSE DESCRIPTIONS

Construction Drafting Lab/Theory I (15 Hours/Week)

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 (5-10 Hours/Week)

This course applies algebra and geometry concepts to
the drafting field. All or part of this math course may be
waived depending on the student’s performance on a
math test. A computer related course could be substi-
tuted for part of the math course with permission of the
program coordinator.

Building Materials and Methods I (5 Hours/Week)

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



Construction Drafting Lab/Theory II (15 Hours/Week)

(Prerequisite: Construction Drafting Lab/Theory I)
This course is a continuation of Basic Construction
Drafting with emphasis on commercial construction.
Students in this course spend time developing light com-
mercial projects from layout through construction docu-
ment production.

Building Materials and Methods II (5 Hours/Week)

(Prerequisite: Building Materials and Methods I) With
major emphasis on heavy construction, students study
various aspects of building applications including zoning,
building codes and specifications. Mechanical and elec-
trical systems for residential and commercial buildings
will also be covered.

Applied Construction Math II (5 Hours/Week)

(Prerequisite: Drafting Math I) This applied ap-
proach to trigonometry is related to surveying and mech-
anical problems and includes basic surveying techniques.
Construction estimating is also introduced.

Construction Drafting Lab/Theory III (15 Hours/Week)
(Prerequisite: Construction Drafting Lab/Theory II)
This course offers drafting applications and theory for
heavy construction projects. Working drawings are pre-
pared for a multi-level office building. Drawings will be
developed for this project in three major modes of con-
struction: structural steel, precast concrete and cast-in-
place concrete., The drawings will include a site plan,
floor plan, roof plan, a building cross section and details.

Structural Detailing (5 Hours/Week)

(Corequisite: Construction Drafting Lab/Theory III)
An introduction to the typical steel fabricating shop
practices in the preparation of structural steel shop
drawings. The techniques and standards of developing
these shop drawings are presented. Steel beam, steel col-
umn detailing and some general information regarding
steel reinforcing detailing will also be given.

Applied Physics I (5 Hours/Week)

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. Students learn to set up
and solve elementary beam design problems.

Mechanical Systems Lab/Theory (15 Hours/Week)

Calculations and design of mechanical and electrical
systems and the materials and equipment used in those
systems are covered. The lab section provides practice in
graphically defining common heating, air-conditioning,
plumbing, waste disposal and electrical systems. Energy
conservation code calculations and requirements and
solar energy fundamentals are covered.

Construction Analysis (10 Hours/Week)

(Prerequisite: Construction Drafting Lab/Theory IIT)
Construction project analysis and planning are presented
in this course. Heavy construction estimating, blueprint
reading and the application of the computer in the con-
struction field are covered.
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Applied Computer Technology (5 Hours/Week)

(Prerequisite: Drafting Math I) This course offers an
introduction to computers and computer systems as
they relate to the construction field. The student will
have an opportunity to use prepared software to solve
construction problems. Also included will be an intro-
duction to the computer language called BASIC.

Applied Physics II (5 Hours/Week)

(Prerequisite: Applied Physics I) Students practice
and perfect concepts from Applied Physics I and apply
these problem solving techniques to practical construc-
tion design problems.

BASIC Computer Programming (5 Hours/Week)

This introduction to BASIC, a beginning computer
programming course, includes use of input and output
statements, arithmetic operations, comparison and
branching commands, use of subroutines and the library
functions, Algorithms associated with surveying and
engineering computations are developed.

Basic Surveying (5 Hours/Week)

(Prerequisite: Drafting Math I) The basic techniques
and equipment used in surveying are introduced. The
student will use the transit and level. Field work with
the necessary calculations to lay a building out on a
prescribed site along with other simulated jobs will be

.covered.

Employment Dynamics (5 Hours/Week)

The student is given practice in skills that, in addition
to occupational skills, will enhance his employability
and success in the labor market. Information in this
course includes how and where to look for a job, pre-
senting abilities in an interview, employers’ expectations
concerning new and veteran employees, motivating and
supervising techniques, Also covered will be management
considerations such as time and motion studies, organi-
zational charts, proposals and bidding, budgeting time
and money, purchasing, licensing, regulations and maxi-
mizing profits. The student learns the importance of
effective communication and receives training in listen-
ing, speaking, reading and writing.

Pipe Drafting (5 Hours/Week)

A basic introduction to process piping with emphasis
on equipment, terms, data, nomenclature and flow dia-
grams, Inking and Leroy lettering are also covered.

Precast Concrete Detailing (5 Hours/Week)

(Prerequisite: Construction Drafting Lab/Theory II)
An introduction to the standards for preparation of shop
drawings for precast, prestressed concrete products will
be covered. Detailing practices included are double tees,
single tees, inverted tee beams, bridge girders, precast
slabs and wall units. Terms, symbols and dimensioning
standards are also covered.

Reading Improvement (5 Hours/Week)

This course helps students understand what they read,
and students with special reading problems are counseled
to enroll,
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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 business application programmers.

The computer currently being used at T-VI1is
the Data General M-600, with 512K Memory,
two 96MB disk drives, 16 CRT terminals, mag-
netic tape, line printer and card reader. Also in
use is an IBM-M-30, 96K Memory, eight 2311
disk drives, two 2401 tape drives, printer,
reader, IBM-29 punch and Univac 1710 key-
punches.

DATA PROCESSING PROGRAM

Trimester I Hours/Week
ANSICOBOL . ... .. ittt i 10
Introduction to Computers .................. 5
Algebra/Management Math . .................. 10

Trimester IT
Advanced ANSICOBOL ............cvo..... 10
RPGII .. e 5
JCL, Files, Utilitiesand Sorts .. ............... 10
Accountingl ................ . ... . . . . ... 5

Trimester IIT
Assembler . ... ... 10
Advanced RPGII ............... ... .. ...... 5
Systems Analysis T ......................... 5
Management Methods I ..................... 5
Accounting IT ... ... ... .. ... ... ... ......... 5

Trimester IV
Computer System Software .................. 10
Advanced Programming Techniques . ........... 5
Systems AndlysisII ........................ 5
Supporting Courses ................v..... 3-10

Supporting Courses
Computer Communications and Data

Base Theory .......coviviininiinnnnn.. 5
Conversational Computers . .................. 5
EDP Business Applications ... ................ 10
FORTRAN IV Programming ...........c...... 5
Management Methods II . .................... 5

Reading Improvement ...................... 5

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. Minicomputer and mainframe
environments are used in teaching five W1de1y-
used programming languages.

A Data Processing Trainee Certificate is
awarded after completing the first and second
trimesters. To earn a diploma, a student must
successfully complete a total of 1,650 hours of
which 960 are laboratory work and 690 are re-
lated theory.

COURSE DESCRIPTIONS

ANSI COBOL (10 Hours/Week)

Projects directly related to programming business and
accounting applications are coded, debugged and exe-
cuted in structured ANSI COBOL programming.

Introduction to Computers (5 Hours/Week)

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. An introduction to the BASIC
Computer Programming Language is also given.

Algebra/Management Math (10 Hours/Week)

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

Advanced ANSI COBOL (10 Hours/Week)

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

RPG II (5 Hours/Week)
This course introduces the student to the RPG II pro-
gramming language used in a business organization.

JCL, Files, Utilities and Sorts (10 Hours/Week)

(Corequisite: Advanced ANSI COBOL) The various
operating systems, utilities, control languages, as well as
standard mass storage devices and data file organization
are studied in this course.



Accounting I (5 Hours/Week)

This introductory course is designed to familiarize
data processing students with accounting theory, prac-
tice and terms and their relation to computer data pro-
cessing. Activities and projects are coordinated with
ANSI COBOL.

Assembler (10 Hours/Week)

(Prerequisite: Introduction to Computers) This ma-
chine 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 (5 Hours/Week)

(Prerequisite: RPG II) The remaining features of the
RPG II language are included with emphasis on more
sophisticated business applications.

Systems Analysis I (5 Hours/Week)

(Prerequisite: Advanced ANSI COBOL) ThlS is a
study of business organizations, staff and line responsi-
bilities. EDP (Electronic Data Processing) group organi-
zation, data security, source data controls, processing
controls, editing, auditing the system and output review
are included. Design, data collection coding and imple-
mentation of an actual system provide laboratory experi-

ence.
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Management Methods I (5 Hours/Week)

(Prerequisite: Algebra/Management Math, Advanced
ANSI COBOL) The application of graphic techniques
and descriptive statistics to a variety of computerized\
business and management applications are included in
this course.

Accounting II (5 Hours/Week)

(Prerequisite: Accounting I) This continuation course
develops the vocabulary and concepts used in the ac-
counting field. Emphasis is placed on the more common
applications in which computers are being used.

Computer System Software (10 Hours/Week)

(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 (5 Hours/Week)

(Prerequisite: Advanced ANSI COBOL and JCL, Files,
Utilities, and Sorts) This course prepares the student to
use the more sophisticated aspects of the various pro-
gramming languages and systems.

Systems Analysis II (5 Hours/Week)

(Prerequisite: Systems Analysis I) All necessary data
collection, refinement and editing procedures for selec-
ted projects are designed and implemented. Procedure
manuals and run books are prepared to document all
input, output forms, programs and procedures.

Computer Communications and Data Base Theory
(5 Hours/Week)

(Prerequisite: Introduction to Computers; JCL, Files,
Utilities, and Sorts) The major data base packages, their
general use and organization plus computer communica-
tions concepts are included in this course. :

Conversational Computers (5 Hours/Week)

(Prerequisite: Introduction to Computers or equiva-
lent) This course includes the philosophy and techniques
of time shared systems, the BASIC language, man-
machine interactive systems, help routines, search and
retrieval techniques.

EDP Business Applications (10 Hours/Week)

(Prerequisite: DP Accounting II) In this course, stan-
dard business reports, forms, and procedures are de-
signed, programmed and implemented.

FORTRAN IV Plrogramming (5 Hours/Week)
This is an 1ntroductory course in FORTRAN IV pro-
gramming,

Management Methods II (5 Hours/Week)

(Prerequisite: Management Methods I) This is a con-
tinuation of the application of statistics and mathe-
matical techniques in a business environment.

Reading Improvement (5 Hours/Week)

The primary objective of this course is to help stu-
dents understand what they read. Students with special
reading problems are counseled to take this course.



Electromechanical Drafting

/3 Trimesters

Electromechanical Drafting is a complex field
of drafting for persons with a strong interest in
electronics and mechanical design. Graduates are
prepared for jobs as electromechanical drafters
with a background in conceptual and applied ex-
periences which will allow growth and develop-
ment in typical industrial situations.

This program is unique in that it presents
drafting fundamentals in electrical and elec-
tronics applications and also includes specialized
mechanical drafting and design concepts.

The program lab contains modern drafting
stations, drafting machines, process camera and
other typical drafting equipment.

The year-long program includes 825 hours of
laboratory instruction and up to 450 hours of
drafting theory and supporting courses. A new
class will be accepted at the beginning of sum-
mer trimester only.

To earn a diploma, a student must success-
fully complete a total of 1,200 hours of which
885 are laboratory work and 315 are theory.

A personal equipment fee of $35 is required
when entering the program.

ELECTROMECHANICAL DRAFTING

PROGRAM
Trimester I Hours/Week
Electromechanical Assemblies Lab/Theory ...... 15
Algebra......ooi ittt e 10
Trimester IT
Electronics DraftingLab .................... 15
Trigonometry . ....vvv i, 5
Logic Circuit Fndamentals ................... 5
Basic Electricity and Electronics .............. 5
Trimester IIT
Electromechanical Systems Lab/Theory-......... 10
Introduction to Mechanical and Tool Design .. ... 15
Supporting Course ............ N 5
Supporting Courses
Applied Physics I ........... ... ... ... .... 5
BASIC Computer Programming ............... 5
Calculus for Electronics ..................... 3
Digital I .......0 i it 5
Digital IT .. . ... i i i 5
COURSE DESCRIPTIONS

Electromechanical Assemblies/Lab/Theory
(15 Hours/Week)

This is a beginning course in orthographic projection,
isometric projection and mechanical assemblies related
to the electromechanical industry.

Algebra (10 Hours/Week)
This course applies algebra and geometry concepts to
the drafting field.

Electronics Drafting Lab (15 Hours/Week)

(Prerequisite: Electromechanical Assemblies Lab/
Theory) This lab incorporates the fundamental concepts
of the electrical/electronics field. Students learn to use
correct symbology, designations and layout techniques
in accordance with military and ASA standards to de-
scribe formal schematics, logic diagrams, wiring layouts,
cabling diagrams, single-sided and double-sided printed
circuit boards.
Trigonometry (5 Hours/Week)

(Prerequisite: Algebra) An applied approach to trig-
onometry is presented based on mechanical computa-
tional needs.

Logic Circuit Fundamentals (5 Hours/Week)

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 (5 Hours/Week)

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 ap-
plications, and the composition of discrete and inte-
grated circuitry are studied.

Electromechanical Systems Lab/Theory
(10 Hours/Week)

(Prerequisite: Electronics Drafting Lab) Concepts and
functional applications of definition techniques in ac-
cordance with electrical and mechanical drafting stan-
dards are presented. The student learns to prepare draw-
ings requiring standard systems of views and dimension-
ally define them with respect to design and production
capabilities. Students practice incorporating technical
data relative to manufacturing processes, materials or
hardware definition. ¢

Introduction to Mechanical and Tool Design
(15 Hours/Week)

The student designs tools based on material considera-
tions and will provide specifications to support the de-
sign. Instruction is included in the design of the various
parts of tools, including inspection, for different job
functions. ‘

Applied Physics I (5 Hours/Week)

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. Students learn to set up
and solve elementary beam design problems.
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BASIC Computer Programming (5 Hours/Week)

(Prerequisite: Algebra) This introduction to BASIC,
a beginning computer programming course, includes use
of input and output statements, arithmetic operations,
comparison and branching commands, use of sub-
routines and the library functions. Algorithms are devel-
oped associated with engineering computations.

Calculus for Electronics (3 Hours/Week)

(Prerequisite: Trigonometry) Topics covered are the
basic concepts of limits, derivatives, integrals, areas, vol-
umes and controls. These concepts will be applied to
electronics problems and computer programs will be
used where relevant,

Digital I (5 Hours/Week)

This course provides a basic introduction to some of
the logic circuit devices and concepts which are appli-
cable to many areas of the electronics industry. The
course covers such topics as logic gates, truth tables and
logic simplification. Sufficient laboratory time is pro-
vided to allow the student to wire circuits on bread-
boards using TTL integrated circuits. Analysis and devel-
opment of larger digital systems are covered in both
theory and lab.

Digital II (5 Hours/Week)

(Prerequisite: Logic Circuit Fundamentals) Skills and
knowledge of clocked logic, flip-flops, counters, shift-
registers and digital displays are demonstrated through
both theoretical and experimental analysis. The topics
covered in this course are essential building blocks of
many digital controlled systems as found in computers,
digital instrumentation and clocks.

Electromechanical Technology

4 Trimesters

The Electromechanical Technology Program
provides the student with job-entry skills to
troubleshoot and repair industrial equipment.
Upon completion of the program, the student
will understand the theory and operation of
electrical, electronic, mechanical, pneumatic and
hydraulic equipment. Applications covered in-
volve electronic and mechanical, digital com-
puter and solar control circuitry.

The course accepts new students in the Fall
Trimester only.

The program provides students with job-entry
skills as an electronic, electromechanical, digital,

energy, control circuitry or microprocessor tech-
nician.

To qualify for a Diploma in Electromechan-
ical Technology the student must successfully
complete 1,575 hours of which 1,020 are labora-
tory work and 555 are theory. A Certificate of
Electromechanical Testing may be awarded after
completion of all courses required in the first
three trimesters. A detailed proficiency certifi-
cate will be given at the completion of the third
and fourth trimester.

All Electromechanical Technology students
must pay a personal equipment fee of $20 at the
beginning of the program.



ELECTROMECHANICAL TECHNOLOGY

Trimester I Hours/Week
Electronics I ...... .ottt it iiinne e 15
Electronics Math I ....................... 5-10
Digital Circuits I . ........... ... v, 5

Trimester IT
Electromics IT . ... ..o iviiiie i, 15
ElectronicsMath IT . ........................ 5
Control Circuitry II ........... ... ... . ..... 10

Trimester IIT
Industrial Electronics IIT . ................... 10
Control Circuitry I .. . ... ... ... L.t 10
Hydraulic, Pneumatic, Mechanical SystemsI ..... 5
Supporting Courses ..............c..v.... 0-5

Trimester IV
Industrial Electronics IV ............c..c..... 10
Electromechanical-Energy Projects Lab ......... 5
Hydraulic, Pneumatic, Mechanical SystemsII .... 5
Supporting Courses . ...........ccovirunn.. 5-10

Supporting Courses

BASIC Language Programming . ............... 5
Digital Circuits II .............. ... ... 10
Electronics Communication I ................. 10
Electronics Communications IY (7% Weeks) ...... 10
Electronics Instruments ..................... 10
FCC License Preparation (7%2 Weeks) . .......... 10
Introduction to Instrumentation .............. 5
Semiconductor Principles and Applications ...... 5
Shop Practices .........ooviiiniinennnnennn 5

COURSE DESCRIPTIONS

Electronics I (15 Hours/Week)

This course covers the basic concepts of duect current
electricity, Ohm’s Law, Kirchoff’s Law, network the-
orems, meter circuits, magnetism, and capacitance and
inductance. A student also obtains a good working skill
in the use of certain multimeters and handtools.

Electronics Math I (5-10 Hours/Week)

Emphasis is given to algebra in this course. Concepts
of number systems are covered including bases 10, 8 and
2, and also the hexadecimal system. One or two hours of
this math course may be waived depending on a stu-
dent’s performance on a math waiver test. Shop Prac-
tices, Reading Improvement or BASIC Programming
could be substituted for at least one hour of the math
course with permission of the program coordinator.

Digital Circuits I (5 Hours/Week)

This course provides a basic introduction to some of
the logic circuit devices and concepts which are appli-
cable to many areas of the electronics industry. This
course covers such topics as logic gates, truth tables and
logic simplification. Sufficient laboratory time is pro-
vided to allow the student to wire circuits on bread-
boards using actual digital integrated circuits. Analysis
and development of larger digital systems are covered in
both theory and lab.

Electronics II (15 Hours/Week)

(Prerequisites: Electronics I and Electronics Math I)
The study of basic circuit laws is extended to alternating
current so that students understand the effects of vari-
ous circuit elements. Inductance, capacitance, trans-
formers, vacuum tubes and semiconductors are intro-
duced. Test equipment such as the oscilloscope, the
function generator and frequency counter are used in
analyzing resonant circuits, filters and amplifiers.



Electronics Math II (5 Hours/Week)

(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 course, circuit problems are solved using computer
languages.

Control Circuitry II and III (10 Hours/Week)

(Prerequisite for Control Circuitry II: Digital Circuits
I Prerequisite for Control Circuitry III: Control Cir-
cuitry II) Process control circuitry, from basic switch
control circuits to digital control circuits, are covered.
AC and DC motors and motor controls are fabricated
and demonstrated by the students.

Industrial Electronics IXI and IV (10 Hours/Week)

(Prerequisite for Industrial Electronics III: Electronics
II. Prerequisite for Industrial Electronics IV: Industrial
Electronics III) These courses cover all the components
used to make up industrial control circuits. Mechanical
as well as solid state devices are covered.

Hydraulic, Pneumatic, Mechanical Systems I and II
(5 Hours/Week)

(Corequisite for Mechanical and Hydraulics Systems I:
Industrial Electronics III. Prerequisite for Mechanical
and Hydraulics Systems II: Mechanical and Hydraulic
Systems I) These courses cover mechanical, hydraulic
and pneumatic components and systems. The student
constructs and verifies principles involving these systems
in the laboratory.

Electromechanical-Energy Projects Lab (5 Hours/Week)

The student designs and constructs project(s) which
involve such topics as solar tracking, energy conversion
instrumentation and auditing, active and passive energy
systems.

BASIC Language Programming (7% weeks,
5 Hours/Week)

(Prerequisite: Electronics Math I) The various opera-
ting systems of a computer are introduced by providing
practical knowledge and experience in the BASIC com-
puter programming language. Topics covered in this
course include, input/output statements, arithmetic
operations, comparison and branching commands, use of
subroutines and the library functions. Emphasis is placed
on computer operation and software rather than on
hardware.

Digital Circuits I (10 Hours/Week)

(Prerequisite: Control Circuitry III) This course pro-
vides students with practical experience in the functional
operations of minicomputers. Topics covered include
microprocessor interfacing with keyboards, video moni-
tors, cassette recorders, teletypes and digital instru-
ments. A/D and D/A converters and electromechanical
control devices are also interfaced with the micro-
processor. Students learn to use their knowledge and
skills with both software and hardware in solving com-
puter malfunctions.
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Electronics Communications I (10 Hours/Week)

(Prerequisite: FElectronics IT) This course provides an
indepth study and practical analysis of broadcast com-
munications systems. Topics included in this course con-
sist of AM, FM, SSB, radio and television communica-
tions equipment and regulations. Specific equipment
may cover not only the receiver but also the transmitter
and its related monitoring or recording equipment. Con-
temporary training equipment, including sophisticated
test instruments, and systematic troubleshooting tech-
niques support a student’s skills in learning how to main-
tain communications equipment.

Electronics Communications II (7% weeks,

10 Hours/Week)

. (Prerequisite: Electronics Communications I and In-
dustrial Electronics IIT) Emphasis is placed on diagnostic
testing and systematic troubleshooting of complex com-
munications equipment. The equipment and topics may
include color television receivers, closed circuit tele-
vision, AM-FM stereo receivers, tape recorders, two-way
radio systems, or associated monitoring and test instru-
ments. This course provides support for students seeking
FCC certification.

Electronics Instruments (10 Hours/Week)

(Prerequisites: Electronics III and Semiconductor
Principles and Applications) Students learn proficiency
in the calibration, maintenance and repair of electronics
instruments. A working knowledge of functional opera-
tions including circuit theory and the complete calibra-
tion of several laboratory instruments is a requirement
for completion of this course. The instrument types cov-
ered include industrial analog and digital measurement.

FCC License Preparation (7% weeks, 10 Hours/Week)

(Prerequisite: Electronics Communications II) This is
a preparatory class for the Federal Communications
Commission (FCC) First or Second Class Radio-Tele-
phone Operator License Examination.

Introduction to Instrumentation (5 Hours/Week)

(Corequisite: Industrial Electronics III) In this
course, students construct and operate instrumentation
which electromechanical technicians encounter on the
job.

Semiconductor Principles and Applications
(5 Hours/Week)

(Prerequisite: Electronics II, Electronics Math II/
Electronics Circuit Analysis) Semiconductor theory and
circuit analysis are studied and applied to diode wave-
shaping circuits, transistor amplifiers, latching circuits
and opto-electronics circuits. Students learn proper bias-
ing techniques, thermal effects and factors affecting
amplifier frequency response.

Shop Practices (5 Hours/Week)

In this course, students develop skills in safety and the
use of common machine tools and bench tools. Nomen-
clature, measurement, drawing, dimensioning, and sche-
matic layout topics are covered. Students may take this
course in place of one hour of Electronics Math I if
permission has been granted by the program coor-
dinator.
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" Electronics

4 Trimesters

The Electronics Program allows students to
select one of three program options which lead
to a number of jobs in the electronics industry.

The Electronics Technology Option provides
a variety of skills in both analog and digital elec-
tronics.

The Communications Systems Option offers
specialized skills as electronics communications
technicians. Emphasis is on analog electronics
communications circuits and systems. However,
digital communications are also covered.

The Digital Systems Option provides special-
ized skills as digital electronics technicians.
Digital systems used in computers and instru-
mentation are emphasized. The use of other
equipment with the microcomputer provides ex-
perience in the applications of digital-to-analog
and analog-to-digital converters.

To qualify for a Diploma in Electronics, the
student must successfully complete 1,650 hours
of course work from one of the three program
options. A Certificate of Electronics Testing is
awarded after completion of all of the required
instructional units in the first three trimesters of
one of the options.

Completion of 900 hours of course work in
Trimester I and II, including 600 hours of lab-
oratory and 300 hours of related theory, is re-
quired for all Electronics Technology students.
These courses provide a strong foundation in
both analog and digital circuit principles.

The 750 hours in the third and fourth tri-
mesters are divided evenly between theory and
laboratory work.

In addition to 600 hours of required course
work from Trimester III and IV of the Electron-
ics Program, a student may select up to 300
hours of supporting course work. Support
courses may be from either the Communication
or Digital systems options, or both.

Lab facilities for the Electronics Program con-
tain modern equipment for testing, trouble-
shooting, calibrating, analyzing and designing
electronic circuits. Such electronic circuits may
be found in communications equipment, com-
puters, electronics instruments or many other
electronics devices.



Some supporting courses are offered which
may be taken in addition to the required
courses. Students are encouraged to take these
to broaden their education at T-VI.

Electronics students must pay a personal -

equipment fee of $20 before entering the first
trimester.

ELECTRONICS PROGRAM

Trimester I Hours/Week
ElectroniesI .......... ... ... oo, 15
Digital Circuits I . ......... ... ... .. .. . .. 5

Electronics Math I ....................... 5-10

Trimester IT

Electronics II . ...... ... .. .. L 15

Digital Circuits IT .. ... ... ... .. ... 5

Electronics Math IX (7% weeks) ............... 10

Electronics Circuit Analysis (7% weeks) ......... 10,

Trimester III

Electronics III . ....... ... ... ... 15

Semiconductor Principles and Applications ...... 5
Communications Systems Option

Electronics Communications I ................ 10
Digital Systems Option

Digital Circuits III (7%2 weeks) ................ 10

BASIC Language Programming (7% weeks) ...... 10
FElectronics Technology Option )

Supporting Courses ...........cuvuieenneenn.. 10

Trimester IV -

Electronics IV . ... ... . . . . 10

Electronics Instruments ..................... 10
Communications Systems Option )

Electronics Communications II (7% weeks) ......10

FCC License Preparation (7% weeks) ........... 10

Digital Systems Option ]
Digital Circuits IV . ..., ... ... .. ... .. ..., 10

Electronics Technology Option
Supporting Courses .............c0 ... 10

Supporting Courses

BASIC Language Programming (7% weeks) ...... 10
Calculus for Electronics ..................... 5
Digital Circuits III (7% weeks) ................ 10
Digital Circuits IV ......... ... ... ... ...... i0
Electronics Communications I ................ 10
Electronics Communications II (7% weeks) ...... 10
Employment Dynamics ..................... 3
FCC License Preparation (7% weeks) ........... 10
Reading Improvement ...................... 5

Shop Practices ............................ 5

<

COURSE DESCRIPTIONS

Electronics I (15 Hours/Week)

This course covers the basic concepts of direct current
electricity, Ohm’s Law, Kirchoff’s Law, network the-
orems, meter circuits, magnetism, and an introduction to
capacitance and inductance. The laboratory supports the
classroom theory. A student also obtains a good working
skill in the use of certain multimeters and handtools.

Digital Circuits I (5 Hours/Week)

This course provides an introduction to some of the
logic circuit devices and concepts which are applicable to
many areas of the electronics industry. This course
covers such topics as logic gates, truth tables and logic
simplification. Sufficient laboratory time is provided to
allow the student to wire circuits on breadboards using
actual digital integrated circuits. Analysis and develop-
ment of larger digital systems are covered in both theory
and lab.

Electronics Math I (5-10 Hours/Week)

Emphasis is given to beginning and advanced algebra
in this course. Common number systems found in com-
puters are also covered. One or two hours of this math
course may be waived depending on a student’s perfor-
mance on a math waiver test. Shop Practices, Reading
Improvement or Employee Dynamics could then be sub-
stituted for the waived portion of the course. :

Electronics II (15 Hours/Week)

(Prerequisite: Electronics I and Electronics Math I)
The study of basic circuit laws is extended to alternating
current so that students understand the effects of var-
ious circuit elements. Inductance, capacitance, trans-
formers, vacuum tubes and semiconductors are intro-

~duced. Test equipment such as the oscilloscope, the

function generator and the frequency counter are used
in analyzing resonant circuits, filters and amplifiers.

Digital Circuits II (5 Hours/Week)

(Prerequisite: Digital Circuits I) Clocked logic, flip-
flops, counters, shift-registers and digital displays are
demonstrated through both theoretical and experimental
analysis. The topics covered in this course are essential
building blocks of many digital controlled systems in
computers, digital instrumentation and clocks.

Electronics Math II (7% weeks, 10 Hours/Week)
(Prerequisite: Electronics Math I) This course in-
cludes the study of basic trigonometry, periodic func-
tions, elementary vector analysis, complex numbers and
logarithms. Students acquire a mathematical basis for

. understanding observations made in the study of AC cir-

cuits and amplifiers.

Electronics Circuit Analysis (7% weeks, 10 Hours/Week)

(Prerequisite: Electronics I and Electronics Math 1
and II) Practical mathematical analysis of more compli-
cated DC and AC circuits is emphasized in this course.
Equivalent circuit solutions are performed on such cir-
cuits as voltage dividers, diodes, rectifiers, limiters and
filters. Vacuum tube and semiconductor approximations
are introduced on a basic level.
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Electronics III (15 Hours/Week)

(Prerequisite: Electronics II) Principles of AM, FM
and SSB communication are presented and related cir-
cuits studied and analyzed. Main topics include power
supplies, amplifiers, oscillators, transmitters, receivers
and high frequency. transmission line theory with appro-
priate supportive lab work.

Semiconductor Principles and Applications
" (5 Hours/Week)

(Prerequisite: Electronics II, Electronics Math II,
Electronics Circuit Analysis) Semiconductor theory and
circuit analysis are studied and applied to diode wave-
shaping circuits, transistor amplifiers, latching circuits
and opto-electronics circuits. Students learn proper bias-
ing techniques, thermal effects and factors affecting
amplifier frequency response.

Electronics Communications I (10 Hours/Week)
(Prerequisite: Electronics IT) This course provides an
in-depth study and practical analysis of broadcast com-
munications systems. Included are AM, FM, SSB, radio
and television communications equipment and regula-

tions. Specific equipment may cover the receiver and the -

transmitter and its related monitoring or recording
equipment. Modern training equipment, including test
instruments, and systematic troubleshooting techniques
support a student’s skills in learning how to maintain
communications equipment.

Digital Circuits Il (7% weeks, 10 Hours/Week)
(Prerequisite: Digital Circuits II) This course pro-
vides advanced theory and practical experience in the
application of integrated circuits to such systms as com-
puters and digital instrumentation. Included in this
course is the organization of a computer system includ-
ing the CPU, bus structures, instruction sets, program-
ming, and applications of micro- and minicomputers.

BASIC Language Programming (7%, weeks,
10 Hours/Week)

(Prerequisite: Electronics Math'I) The various opera-
ting systems of a computer are introduced by providing
practical knowledge and experience in the BASIC com-
puter programming language. Topics covered include
input/output statements, arithmetic, operations, com-
parison and branching, commands, use of subroutines
and the library functions. Emphasis is placed on com-
puter operation and software rather than on hardware.

Electronics IV (10 Hours/Week)

(Prerequisites: Electronics III and Semiconductor
Principles and Applications) This course includes semi-
conductor theory and applications. Topics emphasized
in this course are the function and design of circuits and
systems using such devices as semiconductor amplifiers
and switches, operational amplifiers and other linear
IC’s. Applications related to analog and digital transi-
tional circuits are also surveyed.

Electronics Instruments (10 Hours/Week)
(Prerequisite: Electronics III and Semiconductor Prin-
ciples and Applications) This course provides skills in the

calibration, maintenance and repair of electronics instru-
ments. A working knowledge of functional operations,
including circuits theory and the complete calibration of
several laboratory instruments, is a requirement for com-
pletion of this course. The instruments covered include
industrial analog and digital measurement types.

Electronics Communications II (7%2 weeks,
10 Hours/Week)

(Prerequisite: Electronic Communications I and Elec-
tronics IIT) Emphasis is on diagnostic testing and system-
atic troubleshooting of complex communications equip-
ment. The equipment and topics may include color
television receivers, closed circuit television, AM-FM
stereo receivers, tape recorders, two-way radio systems
or "associated monitoring and test instruments. This
course provides support for students seeking FCC certi-
fication.

FCC License Preparation (7% weeks, 10 Hours/Week)

(Prerequisite: Electronics Communications II) This is
a preparatory class for the Federal Communications
Commission (FCC) First or Second Class Radlo-Tele-
phone Operator License Examination.

Digital Circuits IV (10 Hours/Week)
(Prerequisite: Digital Circuits III) This course is de-

" " signed to provide students with practical experience in

the functional operations of minicomputers. Topics cov-
ered include microprocessor interfacing with keyboards,
video monitors, cassette recorders, teletypes and digital
instruments. A/D and D/A converters and electrome-
chanical control devices are also interfaced with the
microprocessor. Students learn to utilize their knowl-
edge and skills with both software and hardware in
solving computer malfunctions. .

Calculus for Electronics (5 Hours/Week)

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

. where relevant.

Employment Dynamics (3 Hours/Week)

The student is given practice in skills that, in addition
to occupational skills, can help get and keep a job in the
labor market. The student learns the importance of
effective communications and training in listening,
speaking, reading and writing.

Reading Improvement (5 Hours/Week)

This course helps students understand what they read,
and students with special reading problems are counseled
to enroll.

Shop Practices (5 Hours/Week) :
In this course, students develop skills in safety and the
use of common machine tools and bench tools. Nomen-
clature, measurement, drawing, dimensioning and sche-
matic layout are topics which are covered. Students may
take this course in place of one hour of Electronics Math
I if permission has been granted by the program coor-
dinator. -
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Laser Electro-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.

Entering students will be accepted during the
Fall Trimester only and a $20 personal equip-
ment fee is required of beginning studénts.

The entire program leading to a diploma in
Laser and Electro-Optic Technology is 1,725
hours in length of which 1,125 are laboratory
work and 600 are related theory.

The program is offered in the Yale Annex
Building. The facilities include modern class-
rooms  and laboratories containing state-of-the-
art lasers, lenses, mirrors and analytical test
equipment.

LASER ELECTRO-OPTIC
. TECHNOLOGY PROGRAM
Trimester [ . Hours/Week
Electromics I . ... ..o 15
Electronics Math I ....................... 5-10
Digital Circuits I ........ .. ... ... ... .. ... 5

Trimester IT

Electromics IT ... ... ... . i, .15
OPICS o v et 5
Math for LEOT .............. ..., 5
Introductionto Lasers . ..................... 5
Trimester I
Electronics III . .......... ... ... .. .. .. .... 15
Laser Technology ...........covuvev ... I
Digital Circuits IT .. ........ ... ... ... ....... 5
Laser and Electro-Optic Components ........... 5

Trimester I'V

Electronics Instruments . .................... 5
Digital Circuits IIL . ........ .. ..., 5
Laser Projects . ......... ... i v, 10
Devices and Applications .......... T 5
Laser and Electro-Optic Measurements . ......... 5

Supporting Courses

Computer Programming ..................... 5

Reading Improvement ...................... 5

Shop Practices .......... ... ... 5
COURSE DESCRIPTIONS

Electronics I (15 Hours/Week)

This introductory course covers the basic concepts of
direct current electricity, Ohm’s Law, Kirchoff’s Law,
network theorems, meter circuits, magnetism, capaci-
tance and inductance. The laboratory supports the class-
room theory. A student also obtains a good working skill
in the use of certain multimeters and handtools.

Electronics Math I (5-10 Hours/Week)

Emphasis is given to beginning and advanced algebra
in this course. Common number systems found in com-
puters are also covered. One or two hours of this math
course may be waived depending on a student’s perfor-
mance on a math waiver test. Shop Practices, Reading
Improvement or Employee Dynamics could then be sub-
stituted for the waived portion of the course.
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Digital Circuits I (5 Hours/Week)

This course provides an introduction to some of the
logic circuit devices and concepts which are applicable to
many areas of the electronics industry. This course
covers such topics as logic gates, truth tables and logic
simplification. Sufficient laboratory time is provided to
allow the student to wire circuits on breadboards using
actual digital integrated circuits. Analysis and develop-
ment of larger digital systems are covered in both theory
and lab.

Electronies IT (15 Hours/Week)

(Prerequisite: Electronics I and Electronics Math I)
The study of basic circuit laws is extended to alternating
current so that students understand the effects of var-
ious circuit elements. Inductance, capacitance, trans-
formers, vacuum tubes and semiconductors are intro-
duced. Test equipment such as the oscilloscope, the
function generator and the frequency counter are used
in analyzing resonant circuits, filters and amplifiers.

Optics (5 Hours/Week)

(Corequisite: Math for LEQOT 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.

Math for LEOT (5 Hours/Week) .

(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 (5 Hours/Week)

This course introduces students 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 helium-neon laser.

Electronics III (15 Hours/Week)

(Prerequisite: FElectronics II) Principles of AM, FM
and SSB Communication are presented and related cir-
cuits studied and analyzed. Main topics include power
supplies, amplifiers, oscillators, transmitters, receivers,
and high frequency transmission line theory with sup-
porting lab work.

Laser Technology (5 Hours/Week)

(Prerequisite: Introduction to Lasers) In this course,
specialized groupings of lasers are studied along with
power supplies, flash lamps and other power sources
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.

Digital Circuits II (5 Hours/Week)

(Prerequisite: Digital Circuits I) Clocked logic, flip-
flops, counters, shift-registers and digital displays are
demonstrated through both theoretical and experimental
analysis. The topics covered in this course are essential
building blocks of many digital controlled systems in
computers, digital instrumentation and clocks.

Laser and Electro-Optic Components (5 Hours/Week)
(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.

Electronics Instruments (5 Hours/Week)

(Prerequisite: Electronics IIl and Semiconductor
Principles and Applications) Proficiency in the calibra-
tion, maintenémce and repair of electronics instruments
are sought in this course. A working knowledge of func-
tional operations including circuit theory and the com-
plete calibration of several laboratory instruments is a
requirement for completion of this course. The instru-
ments covered include industrial analog and digital
measurement types. :

Digital Circuits III (7% weeks, 5 Hours/Week)

(Prerequisite: Digital Circuits IT) This course provides
advanced theory and practical experience in the applica-
tion of integrated circuits to such systems as computers
and digital instrumentation. Included in this course is
the organization of a computer system including the
CPU, bus structures, instruction sets, programming, and
applications of micro and minicomputers.

Laser Projects (10 Hours/Week)

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

Devices and Applications (5 Hours/Week) )

(Prerequisite: Laser Technology and LEO Compo-
nents) The purpose of this course is to study the theory
and application of special purpose devices used to mea-
sure laser output parameters, to manipulate laser beams
and to modulate or Q-switch lasers.

Laser and Electro-Optic Measurements (5 Hours/Week)

(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 are
studied.

Computer Programming (5 Hours/Week)

The purpose of this course is to introduce the student
to a programming language. Also included are the study
and use of programming techniques.

Reading Improvement (5 Hours/Week)

This course is to help students understand what they
read. Students with special reading problems are coun-
seled to enroll.

Shop Practices (5 Hours/Week)

(Prerequisite: Permission of the Electronics Math I
Instructor or completion of Electronics Math I) In this
course, students develop skills in safety and the use of
common machine tools and bench tools. Nomenclature,
measurement, drawing, dimensioning and schematic lay-
out are topics which are covered. This course may be
taken in place of one hour of Electronics Math I.



Most classes in the trades, the largest skill

cluster at T-VI, meet in two trades buildings at
Coal and University SE which contain class-

rooms, Jab space and a live work area. Programs -

not housed there meet across Coal Avenue on
‘the main campus, and Graphlc Arts is offered at
the east campus.

All of the trades programs accept new stu-
‘dents at the beginning of each trimester and two
programs—Sheet Metal and Graphic Arts admit
new students every two weeks.

- Admissions information concerning all trades
programs is available in the main campus lobby
and at the east 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 program.
Normal color vision and correctable depth per-
ception are required in several programs.

Each applicant will have an interview with an
admissions counselor and may also be inter-
viewed by the program coordinator during the
admissions - process. The applicant must also
make a satisfactory score on the pre-admissions
tests to be admitted to the program.

Students in the trades must furnish their own
shop clothes appropriate for the program.
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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 two trimester programs, students may 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 is

based on a training plan developed by the coop-
erating employer and the T-VI instructional
staff. Before beginning a supervised work experi-
ence, the student must get the approval of the
instructor, program coordinator, counselor,
department chairman and the Assoc1ate Director
of Student Services.

The supervised work experience option is not
eligible for Veterans Administration benefits.



Air-Conditionihg, Heating
and Refrigeration

3 Trimesters

The Air-Conditioning, Heating and Refrigera-
tion Program prepares students for successful
entry into the installation, maintenance 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
various air-conditioning, heating and refrigera-
tion components; troubleshooting the systems
and performing preventive maintenance that is
required. . »

In the lab, students are introduced to conden-
sing units, evaporator units, compressors,
vacuum pumps, temperature analyzers, ice
makers, temperature recorders, transport refrig-
eration units, volt-ohm-amp meters, domestic
heating and cooling equipment, commercial
heating and cooling equipment and many other
types of equipment used in the industry.

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 when a
training objective is reached and receive a rating
sheet detailing the skills mastered. To earn a
diploma, a student must successfully complete a
total of 1,200 hours of which 600 are laboratory
work and 600 are related theory.

Air-Conditioning, Heating and Refrigeration
students must pay an equipment fee of $80

before entering the first trimester and $50 be-.

fore each additional trimester, totaling $180.

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.

AIR-CONDITIONING, HEATING AND

REFRIGERATION PROGRAM
Trimester I Hours/Week
Air-Conditioning, Heating and Refrigeration
% 2 15
Air-Conditioning, Heating and Refrigeration
TheoryI ................ PP PR 5
Air-Conditioning, Heating and Refrigeration
Math ...... ... ... 5

Trirﬁester I
Air-Conditioning, Heating and Refrigeration

X o S .15
Air-Conditioning, Heating and Refrigeration

Theory I ... vt 5
Supporting Courses . ...........ovvveurnnn 5-10

Trimester IIT

Air-Conditioning, Heating and Refrigeration

LabIIl ... e 1O
Air-Conditioning, Heating and Refrigeration

Theory IIL .. ... .. i, 5

Supporting Courses . ..........ecoueneo... 10-15

Supporting Courses’ .
Air-Conditioning, Heating and Refrigeration

MathIl ......... ... S*
Algebra for Trades ................ e 3
Blueprint Reading I ........................ 2
Control Circuitry I ........................ 5%
Industrial Safety .. ........cc.ovii ..., 3
Systems Desighn .« v vvve e i i, 3
Trigonometry for Trades .................... 3

*Required for advanced Air-Conditioning, Heating and
Refrigeration students.

COURSE DESCRIPTIONS

Air-Conditioning, Heating and Refrigeration
Lab/Theory I (20 Hours/Week)

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



Air-Conditioning, Heating and Refrigeration Math I
(5 Hours/Week) N

This course covers basic arithmetic, percentage, powers
and roots, direct measurement, basic metrics, simple

formulas, basic electrical formulas and ratios and propor-

tions as applied to the air-conditioning, heating and re-
frigeration field. :

Control Circuitry I (5 Hours/Week)

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, contractors, starters
and circuit protection. o

Air-Conditioning, Heating and Refrigeration
Lab/Theory II (20 Hours/Week)

(Prerequisite: Trimester I Lab and Theory or equiva-
lent) Instruction is provided in the installation, mainte-
nance and service of light commercial air-conditioning,
heating and refrigeration systems. Emphasized are heat
pumps, electrical problems and controls, gas-electric
packages, compressors, condensers, pressure-reducing de-

vices, load calculations, heat transfer, temperature-.

humidity charts and safety code for mechanical refrig-
eration.

Air-Conditioning, Heating and Refrigeration
Lab/Theory IIX (15 Hours/Week)

(Prerequisite: Trimester II Lab and Theory or equiva-
lent) The installation, maintenance and service of com-
mercial air-conditioning, heating and various refrigera-
tion systems, including transport refrigeration, are
covered. - :

Air-Conditioning, Heating and Refrigeration Math II
(5 Hours/Week)

(Prerequisite: Air-Conditioning, Heating and Refriger-
ation Math I or equivalent) Rules and formulas related
to volumes, areas, ratio and proportion; geometric con-
struction; velocity and pressure; and various mathemati-
cal laws are applied.

Algebra for Trades (3 Hours/Week)

(Prerequisite: Air-Conditioning, Heating and Refriger-
ation Math II or equivalent) This course includes basic
algebraic manipulation of signed numbers, order of oper-
ation, inverse operation, linear equations, straight-line
graphs, monomials, polynomials, factoring, algebraic
functions, fractional equations, exponents and quadratic
equations.

Blueprint Reading I (2 Hours/Week)

Instruction covers terminology; free-hand sketching of
orthographic and isometric drawings; construction de-
tails; abbreviations 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; interpre-
tation of mechanical and electrical plans; codés; and
design concepts.
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Control Circuitry II (5 Hours/Week)

. (Prérequisite: Control Circuitry I or equivalent) This
course includes the study of the design, installation and
troubleshooting of air-conditioning, heating and refriger-
ation control systems. Instructional emphasis will be
placed on electrical, pneumatic and solid state circuitry.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.

Systems Design (3 Hours/Week)

This course includes the study .of the design, layout
and application of air distribution duct systems for air-
conditioning. Instructional emphasis is on basic princi-
ples of physics, psychrometric theory related to human
comfort, the principles of fluid flow ard the thermo-
dynamics of the refrigeration cycle.

Trigonometry for Trades (3 Hours/Week)

(Prerequisite: Algebra for Trades or equivalent) Trigo-
nometric functions of acute angles, right angles and
oblique triangles are covered in this course.
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Automotive Collision Repair

2 Trimesters

The Automotive Collision Repair Program
prepares a student for entry-level employment as
a metal man or painter in the automotive indus-
try. The student should be able to qualify in the
area of his or her 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 advanced metal
and painting. The metal man does more complex
removal and replacement of panels and front-
end sections, and medium frame and body dam-
age repair. Quality and flat rate skills are used

~ for evaluating students. The painting area rating

is based on quality and the amount of super-
vision required.

The Auto Collision Repair Lab contains
sanders, buffers, air chisels, paint sprayers, weld-

ing equipment, paint booths, frame machines.

and many other factory and dealership training
units.

The eight-month program prov1des up to 900
hours of instruction, of which 600 are labora-
tory work and 300 hours are supporting courses.

A student may leave the program when a’

training objective is reached and receive a rating
sheet detailing the skills mastered. To eamn a
diploma, a student must successfully complete a
total of 825 hours of which 600 are laboratory
work and 225 are related theory.

Automotive Collision Repair students must
pay an equipment fee of $80 before entering the
first trimester and an additional $50 before the
second trimester, totaling $130. They must also
provide their own industrial safety glasses.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics
“test.
2. Must be free of chronic respiratory diseases.
3. Must be able to lift materials and equipment weighing
up to 50 pounds.

AUTOMOTIVE COLLISION

REPAIR PROGRAM
Trimester I’ Hours{Week
Auto Collision Repair Lab I .................. 20
Auto Collision Repair Theory I ............... 5
Oxyacetylene Welding ...................... 3
Auto Collision Repair Math .................. 2

Trimester II

Auto Collision Repair LabII ................. 20
Auto Collision Repair Theory II ............... 5
SupportingCourses ............covuunnnnn.. 0-5

Supporting Courses

Estimating.......................- ........ 2

Fundamentals of Electricity .................. 3

Industrial Safety . ................ .. ........ 3
COURSE DESCRIPTIONS

Automotive Collision Repair Lab/Theory I
(25 Hours/Week)

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 1nformat10n on body
and chassis nomenclature, metal alloy characteristics,
uses of. grinders and abrasives, metalworking techniques,
metal finishing with lead and reinforced plastlc and
basic painting procedures.

Oxyacetylene Welding (3 Hours/Week)

This laboratory practice class includes safety, general
tools and equipment, sources of heat, operational pro-
cedures, metals and their properties, and applications of
oxyacetylene welding.

Auto Collision Repair Math (2 Hours/Week)

This course reviews basic arithmetic operations includ-
ing surface measurements-and direct measurements, ratio
and proportion, and percentage. Rules and formulas, vol-
ume, basic crash book estimating, work orders, flat rate
costs and the metric system are thoroughly covered.

Automotive Collision Repair Lab/Theory II
(25 Hours/Week)

(Prerequisite: Auto Collision Repair Lab and Theory I
or equivalent) The laboratory practice in this course
covers body section replacement and alignment, interior
trim removal and replacement, spray painting procedures
and processes, surface buffing and polishing, 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 re-
moval and replacement, finishing procedures and pro-
cesses, and advanced estimating are covered. Instruction
is also provided in the basic principles of electricity;
schematic reading; series, parallel and series-parallel cir-
cuits; alternating and direct current; and basic auto-
motive electrical systems encountered in automotive
collision repair areas.

Estimating (2 Hours/Week)

(Prerequisite: Auto Collision Repair Math or equiva-
lent) This combination laboratory and theory course is
designed to provide a detailed study of the procedures of
estimating. Emphasis will be placed on appraisal of auto
damage both by visual inspection and use of the crash
book.

Fundamentals of Electricity (3 Hours/Week)

This course provides instruction in the basic principles
of electricity; terminology; electrical components and
symbols; schematic reading; conductors, insulators and
resistors; Ohm’s Law and Watt’s Law; series, parallel and
series-parallel circuits; alternating and direct current;
transformers; and common practices in electrical cir-
cuits.

Industrial Safety (3 Hours/Week)
This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
. which Red Cross Certification is issued upon successful
completion, Occupational safety is stressed.

L4l

Automotive
Mechanics

3 Trimesters

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

Three different specialties, each one-trimester
long, may be taken in any order, provided space
is available in the class and specific entrance re-
quirements and prerequisites have been met.

- In one specialty, instruction is in the funda-
mentals of engine operation and construction;
engine testing and diagnosis; and engine dis-
eﬂssembly, inspection, cleaning, reconditioning,
reassembly and check-out.

' In another specialty, emphasis is placed on
the basics of electricity, tests and operation of
batteries and cranking motors; and charging,
ignition, fuel, emission control and air-con-
ditioning systems.

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

The program is housed in four working labs
specifically designed for automotive front-end
alignment, wheel balance, brake service, trans-
missions service, electrical, tune-up and engine
overhaul. The well-equipped labs will introduce
the student to modern ignition scopes, alter-
nator-starter testers, transmission and engine
dynamometers, wheel balancers, brake lathes,
vacuum pumps, distributor testers, compression
testers, micrometer calipers, welding equipment,
timing lights, pullers and many other types of
equipment currently in use in the industry.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered. To eamn a
diploma, a student must successfully complete a
total of 1,350 hours of which 900 are laboratory
work and 450 are related theory.

Automotive Mechanics students must pay an
equipment fee of $80 prior to entering the first
trimester and $50 before each additional tri-
mester, totaling $180.
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ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics
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.

AUTOMOTIVE MECHANICS PROGRAM

Specialty I Hours/ Week
Automotive Engines and Engine Systems
Lab .o e 20
Automotive Engines and Engine Systems
Theory . ... oi i ii e i e e 5
Supporting Courses, ............. e e 5

Specialty IT

Automotive Electrical and Tune-Up Lab ........ 20
Automotive Electrical and Tune-Up Theory ...... 5
SupportingCourses ..........vvevvenenern. 5
Specialty IIT .

Brakes, Front-End Alignment and

Drive Trains Lab ................. ...\, 20
Brakes, Front-End Alignment and

Drive Trains Theory .. ........coviviunn.. 5
Supporting Courses . ........eveviereennnnnn 5

Supporting Courses

Automotive Air-Conditioning1 .............. 3x*
Automotive Emission Control SystemsI ....... 2
Automotive Diagnostic Procedures . ........... 2
Basic Automotive Math .................... 3%
Basic Tool Application ..................... 3
Carburetion .......... ... i iiiinnnn.. 5
Geometry for Trades ..:.......... ..., 3
Industrial Safety . ......... ... ... i ... 3
Precision Measurement ... .. e 2%

*Required for beginning Automotive Mechanics .stu-
dents.
**(Offered during Winter and Summer trimesters only.

COURSE DESCRIPTIONS

Automotive Engines and Engine Systems Lab/Theory
(25 Hours/Week)

(Prerequisite: Specific Entrance Requirements or Sat-
isfactory Completion of Previous Option) Instruction in
shop safety, basic tools and equipment, engine systems
operation and maintenance; engine operation and con-
struction; engine testing and diagnosis; and engine dis-
assembly, inspection, cleaning, reconditioning, reassem-
bly and check-out is offered. Reading and interpreting
technical data, proper shop procedures and job opera-
tions are also included.

Automotive Electrical and Tune-Up Lab/Theory
(25 Hours/Week)

(Prerequisite: Specific Entrance Requirements or Sat-
isfactory Completion of Previous Option) Instruction
covers basic electricity; schematics; batteries; cranking
motors; and charging, ignition, fuel and emission control
systems, Auto air-conditioning is studied as a separate
unit of instruction.

Brakes, Front-End Alignment and Drive Trains
Lab/Theory (25 Hours/Week)

(Prerequisite: Specific Entrance Requirements or Sat-
isfactory Completion of Previous Option) Brakes, front
suspensions, steering, alignment, transmissions, drive
train mechanisms, troubleshooting techniques, technical
research and power flow circuits are included.

- Automotive Air-Conditioning I (3 Hours/Week)

Safety, diagnosis, repair and service of current models
of automotive air-conditioning are covered in this theory
and demonstration class.

Automotive Emission Control Systems I

(2 Hours/Week)

This theory-demonstration course offers instruction in
the diagnosis, maintenance and service of emission con-
trol components, systems and related control devices.
Heavy use is made of circuitry and trouble-shooting dia- -
grams,

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 procedures in the use of test equipment. Future
professional mechanics will also be introduced to the .
national mechanics certification programs.



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.

Basic Tool Application (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 class.

Carburetion (5 Hours/Week)

This combination theory-laboratory class covers late
model carburetors with emphasis placed on carburetor
operation and circuitry, fuel system and carburetion
troubleshooting. Proper service procedures are stressed,
and overhaul procedures and techniques are also cov-
ered.

Geometry for Trades (3 Hours/Week)

(Prerequisite: Basic Automotive Math I or equivalent)
This course includes geometric construction, geometric
solutions, volume, capacity and simple formula manipu-
lation.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.

Precision Measurement (2 Hours/Week)

_ Precision measuring tools used in the automotive in-
dustry are emphasized. Practical training applications on
the English and metric micrometer caliper, vernier cali-
per, depth micrometer, telescoping gauges and dial indi-
cators are the main part of the course.
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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 Carpentry Program is housed in a lab
specifically designed for carpentry as well as an
outside livework area. The well-equipped lab in-
cludes drill presses, band saws, doweling mach-
ine, table saws, surfacer and many other types of
equipment used in industry.

The eight-month program provides up to 900
hours of instruction, of which 450 hours are lab-
oratory experiences and 450 are supporting
courses.

A student may leave the program when a
training objective has been reached and receive a

_ rating sheet detailing the skills mastered. To earn

a diploma, a student must successfully complete
a total of 850 hours of which 450 are laboratory
work and 375 are related theory.

Carpentry s{udents must pay an equipment
fee of $80 before entering the first trimester and
an additional $50 before the second trimester,
totaling $130. They must also provide their own
carpenter’s overalls or nail apron.

ENTRANCE REQUIREMENTS

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

2. Must be free of chronic wood or wood product aller-
gies.

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



CARPENTRY PROGRAM

Trimester I Hours/Week
Carpentry LabI ................ ... 0cc.v ... 15
Carpentry Theory I ........................ 5
Carpentry Math I ............. ... ..., 5
Blueprint Reading I ........................ 5

hY

Trimester IT
Carpentry LabIl .......................... 15
Carpentry Theory Il . ....................... 5

Supporting Courses . ...........oouvuuu.... 5-10

Supporting Courses

Algebrafor Trades ........oovveenenunnn. .. 3
Basic Structural Methods..................... 3
Blueprint Reading IT........................ 2
Carpentry Math IT ......................... 3
Concrete Technology ....................... 2
Construction Estimating . ... ................. 3
Industrial Safety . ........... ... ... 0o ... 3

COURSE DESCRIPTIONS

Carpentry Lab and Theory I (20 Hours/Week)

This combined theory and laboratory practice class
provides instruction in hand and power téols, site layout
and foundations, rough framing, roof framing, structural
shell basics, stair construction, exterior finish and safety.

Carpentry Math I (5 Hours/Week) :

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

Blueprint Reading I (5 Hours/Week)

This course offers basic instruction in sketching, read-
ing working drawings, blueprints and specifications for
residential and light commercial work.

Carpentry Lab and Theory II (20 Hours/Week)

(Prerequisite: Carpentry Lab and Theory I or equiva-
lent) Materials covered in this course are a continuation
of Trimester I lab/theory, with emphasis on finish car-
pentry, basic construction and installation of cabinets
and millwork.

Algebra for Trades (3 Hours/Week)

(Prerequisite: Carpentry Math II or equivalent) This
course includes basic algebraic manipulation of signed
numbers, order of operation, inverse operation, linear
equations, straight-line graphs, monomials, polynomials,
factoring, algebraic fractions, fractional equations, ex-
ponents and quadratic equations.

Basic Structural Methods (3 Hours/Week)

This course covers the basics of statics and strength of
materials with emphasis on fundamental terms, forces,
moments, noncurrent-coplanar forces (trusses), static
and kinetic friction, simple stresses, properties of mate-
rials, beams, shear forces and bending moments, beam
design and columns.

Practical applications of the above design criteria are
stressed as referenced to the uniform building code ap-
plications and interpretations and to prevention of struc-
tural failures in the building process.

Blueprint Reading II (2 Hours/Week)

(Prerequisite: Blueprint Reading I or equivalent) This
course includes an introductory study of blueprint appli-
cations to residential tract homes, multiple family dwell-
ings and commercial buildings.

Carpentry Math II (3 Hours/Week)

(Prerequisite: Carpentry Math I or equivalent) Instruc-
tion is provided in the use of rules and formulas, ratio
and proportion, volume, geometric construction, basic
surveying computations and estimating,

Concrete Technology (2 Hours/Week)

Concrete Technology introduces the students to the
history, development and present use of concrete in the
construction industry. The chemistry of cements will be-
covered in depth, types of aggregates used in concrete,
design and control of concrete, control of concrete
mixes,. precast concrete and various forming systems will
also be covered.

Construction Estimating (3 Hours/Week)

Construction Estimating is intended for those stu-
dents in the building trades who are interested in being
able to estimate the amount of material, time and equip-
ment required to complete a construction project.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.
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Diesel Mechanics

4% Trimesters

This program is the only state-approved diesel
mechanics training course in New Mexico. It
provides students with the technical knowledge
and skills needed for entry into the diesel indus-
try.

Job projections, both statewide and nation-
ally, show that a great number of new mechanics
in this field will be needed in the future.

Students learn basic engine block design, com-
ponent parts disassembly, inspection and re-
assembly, diesel engine accessories, introduction
to diagnosis and troubleshooting, and electrical
and injection system component replacement in
the first trimester.

Second trimester instruction covers engine
overhaul, troubleshooting and failure analysis,
major causes of engine operational or perfor-
mance failure and reclaiming engine procedures.

In the third trimester students work with
transmissions, final drives, clutches, brakes and
related hydraulics. Diesel equipment and related
preventive maintenance are included. Basic and
advanced electricity, various heavy duty elec-
trical systems, hydraulic accessories and testing
programs, and corrective measures are studied
during the last part of the program. Emphasis is
on various fuel injection systems, injectors, gov-
ernors and analysis procedures.

The program is held in five working labs spe-
cifically designed for diesel mechanics activities.
In the labs, students are introduced to modem
fuel ‘injection calibration stands, engine dyna-
morpeters, transmission testing equipment,
starter tester, alternator/generator tester, a num-
ber lof the most widely-used. diesel engines,
manual and automatic transmissions, and related
equipment.

The 18-month program provides up to 1,988
hours of instruction of which 1,125 are labora-
tory work and 863 hours are supporting courses.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered in the pro-
gram. To earn a diploma, a student must success-
fully complete a total of 1,838 hours of which
1,125 are laboratory work and 713 are related
theory.

Diesel Mechanics students must pay an equip-
ment fee of $80 before entering the first tri-
mester and $50 before each additional trimester,
totaling $280. They must also provide their own
industrial safety glasses or goggles.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics
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.
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DIESEL MECHANICS PROGRAM

Trimester I Hours/Week
Diesel Engine Principles and Accessories Lab . . . .. 15
Diesel Engine Principles and Accessories Theory .. 5
Basic Blueprint Reading ..................... 3
DieselMathI .............. ... . . ... 5
Precision Measurement . ..................... 2

Trimester Il

Diesel Engine Overhaul Lab .................. 20
Diesel Engine Overhaul Theory ............... 5
SupportingCourses ................ovuiin.. 5
Trimester IIT
Diesel Transmission, Final Drives, Clutches
and BrakesLab ......................... 15
Diesel Transmission, Final Drives, Clutches
and Brakes Theory ............. ... ... 5
Supporting Courses ..........coouuiinnn.. 5-10
Trimester IV
Diesel Electrical and Hydraulics Systems Lab ... .. 15
Diesel Electrical and Hydraulics Systems
Theory .. oo et e et e e e 5
Supporting Courses ...........ccovivennn.n 5-10

Trimester V (7% Weeks)

Diesel Fuel Injection Lab . ................... 20
Diesel Fuel Injection Theory ................. 5

Supp‘orting Courses

Air-Conditioning and Transport Refrigeration .... 3
Algebrafor Trades ........... ..., 3
Applied Physics .......... .. ... . . S
Basic Tool Application . ..................... 5
Diesel Math and Physics ..................... 5
Fundamentals of Electricity .................. 3
Industrial Safety ............. .. ... ... ..... 3
Oxyacetylene Welding . ..................... 5
PartsProcedures . .......................... 2
Strength of Materials ....................... 3
Technical Report Writing .................... 3

COURSE DESCRIPTIONS

Diesel Engine Principles and Accessories Lab/Theory
(20 Hours/Week)

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; and diagnosis and troubleshooting.
Basic procedures for identifying and replacing defective
electrical and fuel injection components without resort-
ing to major teardown are included.

Basic Blueprint Reading (3 Hours/Week)

Basic instruction in reading and interpreting drawings
is offered in this course, Emphasis is on terminology,
details, welding and drawing abbreviations and symbols,
schematics and sketching of orthographic and isometric
drawings.

Diesel Math I (5 Hours/Week)

This course, directly related to Diesel Engine Princi-
ples and Accessories Lab and Theory, reviews basic arith-
metic operations. Included are fractions and decimals,
ratios and proportions, use of related formulas, graphs,
gear calculations and metrics. Time is spent calculating
engine schedules for most common makes of diesel en-
gines.

Precision Measurement (2 Hours/Week)

Precision measuring tools used in the industry will be
emphasized. Practical training applications on the En-
glish and metric micrometer caliper, vernier caliper,
depth micrometer, telescoping gauges and dial indicators
will be the main part of the course.

Diesel Engine Overhaul Lab/Theory (25 Hours/Week)

(Prerequisites: Trimester I Lab and Theory or equiva-
lent) This combined laboratory and théory course deals
heavily with diagnosis and repair of diesel engine failures
and reduced operational capabilities, testing and trouble-
shooting. Damaged bearings, rings and other engine parts
are studied to determine cause. Water pumps, oil pumps
and other components are rebuilt.

Diesel Transmissions, Final Drives, Clutches and
Brakes Lab/Theory (20 Hours/Week)

(Prerequisites: Trimester II Lab and Theory or equiva-
lent) A laboratory practice class designed to give instruc-
tion in service, repair and troubleshooting of transmis-
sions, torque convertors, final drives, crawler tractor
undercarriages, clutches and brakes. Hydraulic principles
and service specifications are thoroughly covered. Dealer
pre-delivery service; preventive, field and operational
maintenance; dealer service department periodic service;
equipment operational procedures; oil analysis and use
of lubricants; and an understanding of the equipment
life expectancy with regard to the preventive mainte-
nance program are covered.

Diesel Electrical and Hydraulics Systems Lab/Theory
(20 Hours/Week)

(Prerequisites: Trimester III Lab and Theory or equiv-
alent) This course offers instruction in basic and ad-
vanced diesel electricity, electrical circuits and compo-
nents; carburetion on gasoline, liquified petroleum and
natural gas engines; magneto design, construction and
maintenance; and heavy-duty direct current usage in gen-
erators, regulators, cranking motors and their controls.
Hydraulic pump operating principles, control devices,
cylinders, tubing heat exchangers and hydraulic motors,
fits, tolerances and service specifications are thoroughly
covered. Test and service procedures are stressed through-
out the course. The course also includes a study of tech-
nical data, specifichtion materials and service reports
needed by the diesel industry with emphasis on the prep-
aration, collection of data, organization, style and
format.



Diesel Fuel Injection Lab/Theory (25 Hours/Week)

(Prerequisites: Trimester IV Lab and Theory or equiv-
alent) 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; injectors and gov-
ernors; and troubleshooting and analysis sequence pro-
cedures.

Air-Conditioning and Transport Refrigeration
(3 Hours/Week)

This industrially based theory-demonstration and
training course offers students an understanding of the
safety, diagnosis, repair and service of current models of
diesel air-conditioning. In addition, this course will cover
the refrigeration cycle of transport units with emphasis
on the electrical systems of the diesel powered units.

Algebra for Trades (3 Hours/Week)

(Prerequisite: Diesel Math and Physics or equivalent)
This course covers basic algebraic manipulation including
signed numbers, order of operation, inverse operation,
linear equations, straight-line graphs, monomials, poly-
nomials, factoring, algebraic fractions, fractional equa-
tions, exponents and quadratic equations.

Applied Physics (5 Hours/Week)

(Prerequisite: Diesel Math and Physics or equivalent)
A course in basic physics which will include physical
measurement, equations and problem solving as related
to forces, vectors, work and energy, simple machines and
motion, forces, matter, fluids, temperature and heat,
thermal expansion and electricity.

Basic Tool Application (5 Hours/Week)

A combination laboratory and theory course designed
for instruction in shop safety; basic benchwork; preci-
sion measuring instruments; and basic operations on the
drill press, lathe and band saw. The fundamental machin-
ing and benchwork operations on bushings, bearings,
gear shifts, drilling and reaming holes in diesel engine
blocks, transmission final drive housings, and accessories
are thoroughly covered.

Diesel Math and Physics (5 Hours/Week)

(Prerequisite: Diesel Math I or equivalent) Use and
manipulation of formulas used in the diesel engines trade
and application of geometric figures and right angle
functions are provided. Principles of physics affecting
engine operation—including efficiency calculations, gas
laws and inertia—are explained.

Fundamentals of Electricity (3 Hours/Week)

This practical course provides instruction in the basic
principles of electricity; terminology; electrical compo-
nents 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 elec-
trical circuits.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.
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Oxyacetylene Welding (5 Hours/Week)

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

Parts Procedures (2 Hours/Week)

This course will provide the student with training in
the use of manuals, number identification, components,
and accessories, model and year applications.

Strength of Materials (5 Hours/Week)

(Prerequisite: Diesel Math and Physics or equivalent)
This course covers the mathematics of stresses, forces
and movements as related to structural members. The
course also includes the basic concepts for further study
in the design and analysis of machines and structures.

Technical Report Writing (3 Hours/Week) .
Students will develop reports on conditions of exis-

- ting equipment. Reports of recommendation and rejec-

tion for purchase of materials and equipment and
accompanying letters, purchase orders, work orders, and
billings will be emphasized. Written reports as they relate
to blueprints, sketches and schematics will also be cov-
ered.
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Electrical 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 services for appliances
and special equipment, calculating service en-
trances, application of codes, estimating electri-
cal materials, and job planning and coordinating.

Electrical Trades is housed in a working lab,
specifically designed for residential electrical
work, which includes volt-ohm-amp meters,
rotary hammers, hydraulic knock-out punches,
power-actuated fastening tools, door openers,
single phase motor controls, conduit benders
and other equipment used in the industry.

The eight-month program provides up to 900
hours of instruction, of which 450 hours are lab-
oratory and 450 hours are supporting courses.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered. To earn a
diploma, a student must successfully complete a
total of 825 hours of which 450 are laboratory
work and 375 are related theory.

Electrical Trades students must pay an equip-
ment fee of $80 before entering the first tri-
mester and an additional $50 before the second
trimester, totaling $130.

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 normal color vision.

ELECTRICAL TRADES PROGRAM

Trimester I Hours/Week
Electrical Trades Lab1 ...................... 15
Electrical Trades Theory I ................... 5
Electrical Math I........................... 5
Blueprint Reading I ........................ 5

Trimester II
Electrical Trades Lab I ................ e 15
Electrical Trades Theory II................... 5
Supporting Courses ..............0uuuun.. 5-10

Supporting Courses

Blueprint Reading IT........................ 2

Construction Estimating .« ................... 3

Control Circuitry ...........covuvuenunan... 3

Electrical Math II .......................... 3

Industrial Safety . ..............coovuuun. ... 3
COURSE DESCRIPTIONS

Electrical Trades Lab and Theory I (20 Hours/Week)
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 (5 Hours/Week)

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 (5 Hours/Week)

This course offers basic instruction in sketching, read-
ing working drawings, blueprints and specifications for
residential and light commercial work.

Electrical Trades Lab and Theory II (20 Hours/Week)

(Prerequisites: Trimester I Lab and Theory or equiva-
lent) Installation of range and clothes dryer circuits;
electric service for water heaters, space heaters, motors
and furnace controls; electric heating; service and meter-
ing equipment; remote control and outside wiring; signal
and communication systems; methods of wiring flexible
armored cable and electrical metallic tubing; modern-
izing electrical systems; electric lighting; electrical wiring
design; and estimating electrical wiring and supplies for
the job are included. )

Blueprint Reading II (2 Hours/Week)
(Prerequisite: Blueprint Reading I or-equivalent) This
course includes a detailed study of electrical drawings;
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knowledge of terms; methods of installation; local, state
and national electrical codes; interpreting residential
blueprints; and planning and coordinating the job.

Construction Estimating (3 Hours/Week)

This course is intended for those students in the build-
ing trades who are interested in estimating the amount
of material, time and equipment required to complete a
construction project.

Control Circuitry (3 Hours/Week)

This course is designed to reinforce the background
knowledge required in service of environmental equip-
ment with emphasis on the function and understanding
of electrical control circuitry. Included are transformers,
motors, relays, contactors, starters and circuit protec-
tion.

Electrical Math II (3 Hours/Week)

(Prerequisite: Math I or equivalent) Instruction in
electrical rules and formulas, ratio and proportion, vol-
ume, basic principles of square root, trade application of
geometric principles and right triangles, basic algebraic
principles involving electrical efficiency, resistance of
wiring and wire sizing, calculating service entrances and
estimating materials for the electrical trades is provided.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.




Graphic Arts

2 Trimesters

This program provides students with entry
level skills for employment in the offset printing
industry or in-plant print/duplication shops. In-
structional units are assigned on an individual
basis and each unit may have specific prerequi-
sites. For example, only students who can type
may take the typesetting unit. Good spelling is
required for the proofreading unit.

The program accepts new students every two
weeks. However, students receiving Veterans Ad-
ministration benefits must enter the program at
the beginning of the trimester.

The program is housed in a lab which includes .

cameras, electrostatic master makers, plate-
makers, line-up and finishing tables, paper cut-
ters, standard and automatic offset presses,
duplicators, headliners, bindery machines, type-
setting machines, and other types of equipment
sused in the industry.

The eight-month program provides up to 900
hours of instruction. To earn a diploma, a stu-
dent must successfully complete a total of 750
hours of which 450 are laboratory work and 300
are related theory.

. When students leave the program, they receive
a rating sheet listing the skills mastered.

Graphic Arts students must pay an equipment

fee of $25 before entering the first trimester.

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 be free of chronic allergies to lubricants, sol-
vents, inks and photographic chemicals.

4. Must have normal color vision.

_GRAPHIC ARTS PROGRAM
Trimester [ Hours/Week
Graphic Arts Lab and Theory . ............... 25
Supporting Courses .........covnrrnnnanan. 0-5
Trimester I
Graphic Arts Laband Theory . ............... 25

Supporting Courses . .......c.cveuvennenan. 0-5

Supporting Courses

Geometry for Trades ...................... 3

Industrial Safety . .......... ..., 3

Typing I ... .o i i e e e 5

TypingIl ........ ... ... .... e e e 5
COURSE DESCRIPTIONS

Graphic Arts Lab and Theory I (25 Hours/Week)

This combination laboratory and related theory-
course provides instruction in safety of tools, equip-
ment, solvents and chemicals; use of tools and equip-
ment; proportional design; composition, layout and
pasteup; proofs, proofreading and corrections; basic type
setting; cold type composition; papers and inks; basic
set-up and operations of duplication and offset presses
bindery processes; and quality control.

Graphic Arts Lab and Theory II (25 Hours/Week)

(Prerequisite: Trimester I Lab and Theory or equiva-
lent) Students are exposed to more complex operations
and set-ups on the various machines in this course. Em-
phasis is on quality control of the product; preventive
and routine maintenance and adjustments of equipment;
paper and inks; collating and bindery; camera and dark-
room equipment; line copy and film developing; study
of halftones and color separation printing; processing of
offset plates; offset systems and designs, system con-
trols, makeready, running and troubleshooting tech-
niques; cost estimating and legal considerations; making
line negatives and positives; surface plates; light filters;
and stripping., Specialization will be encouraged in the
final stages of training,

Geometry for Trades (3 Hours/Week)

This course includes geometric layout, geometric solu-
tions, volume, capacity and simple formula manipula-
tion,

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross certification is issued upon successful
completion. Occupational safety is stressed.

Typing I (5 Hours/Week)

Individual instruction permits a student to progress at
his or her own pace. At the end of the course, a student
should be able to type a minimum of 25 words per
minute.

Typing II (5 Hours/Week)

(Prerequisite: Typing I or equivalent) Students type
straight copy, reports and forms. Emphasis is on the jobs
the student is most likely to encounter in graphic arts
work. Students should be able to type a minimum of 40
words per minute at the end of the course.



81

Industrial Electrician

3 Trimesters’

The Industrial Electrician program is designed
to provide the student with entry level skills for
employment in maintenance or industrial elec-
trician specialties.

The program is housed in a well-equipped lab
which includes industrial motor control systems;
electric heat, emergency lighting, fire alarm and
low-voltage lighting control panels; burglar alarm
circuits, a trouble-shooting trainer and many
other types of equipment used in the industry.

‘The one-year program provides up to 1,350
hours of instruction, of which 525 hours are lab-
oratory practice and 825 hours are supporting
courses. .

A student may leave the program when a

. training objective is reached and receive a rating

sheet detailing the skills mastered. To earn a

diploma, a student must successfully complete a

total of 1,200 hours of which 525 are laboratory
work and 675 are related theory.

Industrial Electrician students must pay an
equipment fee of $80 prior to entering the first
trimester and an additional $50 before each
additional trimester, totaling $180. They must
also provide their own shop clothing and indus-
trial 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 normal color vision.

INDUSTRIAL ELECTRICIAN PROGRAM

Trimester I Hours/Week
Electrical Trades LabI . ... ................. 15
Electrical Trades Theory I ................... 5
Electrical Math I........................... 5

Trimester I1 _
Industrial Electrician LabII .................. 10
Industrial Electrician Theory II ............... 5
Industrial Code Requirements ................ 5
Supporting Courses .......coveiirnnnnn.. 5-10

)
/

Trimester IIT

Industrial Electrician LabIIl ................. 10
Industrial Electrician Theory III .. ............. 5
Industrial Control Systems . ... .......couvv... 5
Supporting Courses .........voiiiinnn.. 5-10

Supporting Courses

Algebrafor Trades ............... ... 3
Basic Physics and Mechanisms ............... 5
Construction Estimating . ............. PR 3.
Geometry for Trades .............cuvuun.n 3
Industrial Electrician Blueprint Reading........ 2%
Industrial Electrician Math II ................ 3*
Industrial Safety .............coviiii ot 3
Trigonometry for Trades ................... 3

*Required for advanced Industrial Electrician students.
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COURSE DESCRIPTIONS

Electrical Trades Lab and Theory I (20 Hours/week)

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 (5 Hours/Week)

Covered are basic arithmetic and simple electrical
formulas; various trade application problems involving
calculations 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 (5 Hours/Week)

This course offers basic instruction in sketching, read-
ing working drawings, blueprints and specifications for
residential and light commercial work.

Industrial Electrician Lab and Theory II
(15 Hours/Week)

(Prerequisites: Electrical Trades Lab and Theory I or
equivalent) The course includes principles of direct and
alternating current, AC and DC generators and motors,
small motor analysis and troubleshooting, electro-
magnetic and static controls, magnetic and static electric
motor controls, and applications of electrical code.

Industrial Code Requirements (5 Hours/Week)
Instruction supports the work accomplished in the

Industrial Electrician lab through a study of the com-

mercial and industrial sections of the electrical code.

Industrial Electrician Lab and Theory III
(15 Hours/Week) ’

(Prerequisites: Industrial Electrician Lab and Theory
II or equivalent) Instructional materials covered in this
course are similar to those covered in Industrial Elec-
trician Lab II but in more depth. Major emphasis is
placed on industrial control systems, automated motor
controls, motor control equipment maintenance, motor
acceleration and deceleration, motor speed controls,
static control devices, transformer connections and op-
erations, industrial distribution systems and low voltage
circuits.

Industrial Control Systems (5 Hours/Week)

(Prerequisite: Industrial Code Math and Instrumenta-
tion and Blueprint Reading I or equivalent) This course
provides experience in the analysis, development and ser-
vicing of automatic control devices, starters, acceleration
and braking, speed control devices, multi-station sys-
tems, and industrial heating and signalling devices.

Algebra for Trades (3 Hours/Week)

(Prerequisite: Industrial Electrician Math II or equiva-
lent) This course includes basic algebraic manipulation
of signed numbers, order of operation, inverse operation,
linear equations, straight-line graphs, monomials, poly-
nomials, factoring, algebraic fractions, fractional equa-
tions, exponents and quadratic equations. -

Basic Physics and Mechanisms (5 Hours/Week)

(Prerequisite: Industrial Electrician Math II) Basic
principles of mechanics, sound, light, utilization of basic
gears, linkages and .conversion mechanisms moves are
covered. Emphasis is placed on modern industrial con-
cepts and trends.

Construction Estimating (3 Hours/Week)

This course is intended for those students in the build-
ing trades who are interested in estimating the amount
of material, time and equipment required to complete a
construction project.

Geometry for Trades (3 Hours/Week)

(Prerequisite: Industrial Electrician Math II or equiva-
lent) This course includes geometric construction and
solutions, volume, capacity and simple formula manip-
ulation.

Industrial Electrician Blueprint Reading (2 Hours/Week)

(Prerequisites: Electrical Trades Blueprint Reading I
or equivalent) This course provides instruction in unit
substratum and high voltage metering equipment; feeder
duct and distribution transformers; panelboards and
sub-feeders; lighting circuits and systems; motors and
controllers; precipitron units, synchronous condensers,
three-phase trolley ducts; signal systems, ventilating
and air-conditioning, telephone raceways and alternate
methods of feeder layout.

Industrial Electrician Math Il (3 Hours/Week)

This course covers the mathematics encountered in
the trade. Beginning algebra, trigonometric functions,
power applications, wiring, magnetic circuits, generator
and motor problems, and special applications on trans-
formers are included.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross certification is issued upon successful
completion. Occupational safety is stressed.

‘ Trigonometry for Trades (3 Hours/Week)

(Prerequisite: Algebra for Trades or equivalent) Trigo-
nometric functions of acute angles, right triangles, and
oblique triangles are covered in this course.



Machine Trades

3 Trimesters

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

Students learn 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, the student may 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.

Machine Trades classes meet in a well-
equipped lab where students are introduced to
micrometer calipers, height transfer micro-
meters, surface plates, taper micrometers, gauge
blocks, plug gauges, snap gauges, drill presses,
band saws, engine lathes, milling machines, tool
and cutter grinders, universal cylindrical
grinders, numerical controlled equipment and
many other types of equipment used throughout
the metal working industry.

The year-long program offers up to 1,350
hours of instruction, of which 675 hours are lab-
oratory and optional supervised work experi-
ences based on industrial trends and 675 hours
are supporting courses.

A student may leave the program when a
training objective has been reached and receive a
rating sheet detailing the skills mastered. To earn
a diploma, a student must successfully complete
a total of 1,200 hours of which 675 are labora-
tory work and 525 are related theory.

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 an equip-
ment fee of $90 before entering the first tri-
mester and $50 before each additional trimester,
totaling $190. Students must also provide their
own industrial safety glasses or goggles.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics
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,

MACHINE TRADES PROGRAM
Trimester I Hours/Week
Machine Trades Lab I ....................... 15
Machine Trades Theory I ............ e 5
Machine TradesMath I ...................... 5
Blueprint ReadingI ........................ 5

Trimester Il

Machine Trades Lab Il ...................... 15

Machine Trades Theory II ................... 5

Supporting Courses ..........couvueeun... 5-10
Trimester IIT

Machine Trades Lab IIl ..................... 15

Machine Trades Theory III ................... 5

Supporting Courses .......... o0t 5-10

Supporting Courses

BasicMetallurgy . ........ciiiin it ennnnnnn 2
Blueprint Reading I1............. .. ..ot 5%
Blueprint Reading III ....................... 2
Industrial Safety . ........... ... .. ... ... ... 3
Machine Trades Math IT ..................... 5%
Machine Trades Math III .................... 3
Numerical Control Programming Applications ... .5
Production Planning . .. ............. ... .. ... 2
Tooling Applications . ............ ... 2
Trigonometry for Trades .................... 3
True Position Dimensioning and Quality

Control ................ e e 3

*Required of advanced Machine Trades students.

COURSE DESCRIPTIONS

Machine Trades Lab I (15 Hours/Week)

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.
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Machine Trades Theory I (5 Hours/Week)

This course supports the work accomplished in
Machine Trades Lab I. It covers the fundamental princi-
ples of various machines, such as the lathe, drill press,

. band saw and bench grinders.

Machine Trades Math I (5 Hours/Week)

Feeds and speeds, percentages, surface and direct mea-
surements, threads and tapers as applied to the machine
trades field are included.

Blueprint Reading I (5 Hours/Week)
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 I (15 Hours/Week)

(Prerequisite: Machine Trades Lab and Theory I or
equivalent) Instructional emphasis is placed on the en-
gine lathe, operations of taper turning, threading, intro-
duction to fourjaw chuck work and basic introduction
to tracer lathes; basic milling machine operations; sur-
face grinding; tool and cutter grinding; introduction to
cylindrical grinding; and manual numerically controlled
(N/C) operation. Metric dimensional drawings and utili-
zation of true position dimensioning are covered.

Machine Trades Theory II (5 Hours/Week)

(Prerequisites: Machine Trades Theory I or equivalent)
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 Lab III (15 Hours/Week)

(Prerequisites: Machine Trades Lab and Theory II or
equivalent) Major emphasis is on milling machine opera-
tions of hole production, indexing and rotary table work
with N/C setup and basic tape operations. Basic off-set
four-jaw chuck work, internal single point threads, basic
turret lathe setup and operation, basic boring, introduc-
tion to cutting of acme threads, cylindrical grinding, and
tool and cutter grinding are included.

Machine Trades Theory III (5 Hours/Week)

(Prerequisites: Machine Trades Theory II or equiva-
lent) Problems arising from the lab sessions are reviewed
daily. Instruction is given on the various measuring tools
used in inspection, milling machine application with an
introduction to word address N/C milling machines,
lathe work and an introduction to basic elements of heat
treatment.

Basic Metallurgy (2 Hours/Week) _

Instruction is offered in methods and processes; struc-
ture and properties of metal; temperature changes in
metal machining; and effects of alloying elements,
weights and conversion factors.

Blueprint Reading II (5 Hours/Week)
(Blueprint Reading I or equivalent) 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.

Blueprint Reading III (2 Hours/Week)

(Prerequisite: Blueprint Reading II or equivalent) This
is an advanced course in blueprint reading in which the
student reads complex detail section and assembly draw-
ings as related to the machine trades.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion, Occupational safety is stressed.

Machine Trades Math II (5 Hours/Week)

(Prerequisites: Machine Trades Math I or equivalent)
Instruction is provided in the use of rules and formulas,
ratio and proportion, velocity or surface speed, geo-
metric principles and applications, square root and basic
metric applications as applied to machine trades.

Machine Trades Math III (3 Hours/Week)

(Prerequisite: Machine Trades Math II or equivalent)
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 Machinery Hand-
book.

Numerical Control Programming Applications

(5 Hours/Week) )
(Prerequisites: Machine Trades Math I and Blueprint

Reading I or equivalent) The history of N/C, the TAB

sequential, fixed block and word address formats, as well

as the programming and tape preparation necessary for

numerical control machining, are included in this course.

Production Planning (2 Hours/Week)

(Prerequisites: Machine Trades Lab and Theory II)
This course covers material allocation, method planning,
job routing, time and cost estimating, and production
planning terms.

Tooling Applications (2 Hours/Week)

This course covers care and application of tooling
with emphasis on applications to commonly machined
materials with high speed steels, carbides, coated car-
bides and oxides.

Trigonometry for Trades (3 Hours/Week)

(Prerequisite: Math III or equivalent) Trigonometric
functions of acute angles, right triangles and oblique
triangles are covered in this course.

True Position Dimensioning and Quality Control
(3 Hours/Week)
This course offers instruction in the interpretation

" and application of the true position dimensioning system

based on federal specifications. It also deals with the
maintenance of high quality production inspection in
the machine trades field. Subjects covered include com-
parative, gauge and optical measurement as they relate
to the inspection of parts machined to true position
dimensions. ’



Masonry

1 Trimester

The Masonry Program teaches the skills and
practices needed to enter the construction field
as a mason. In the one-trimester program, stu-
dents learn the fundamentals of masonry and
masonry machines. Advanced masonry skills,
such as chimneys, fireplaces, arches, floors and
estimating are available.

The indoor lab includes power finishers, mor-
tar mixers, concrete mixers, floats, tampers and
other types of equipment used in the industry.

The four-month program provides 450 hours
of instruction of which 300 hours are laboratory
experiences and 150 hours are related theory.

Additional supporting courses may be taken.

A student may leave the program when a skill
level is reached which enables him or her to get a
job. A rating sheet is provided at that time de-
tailing the skills mastered. A certificate is
awarded to those students who complete all of
the required instructional units in the program.

Masonry students must pay an equipment fee
of $80 before entering the program.

ENTRANCE REQUIREMENTS

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

2. Must be free of chronic lime or cement product aller-
gies.

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

. MASONRY PROGRAM
Trimester I Hours/Week
Masonry LabI ........... ... ... ... .. ..., 20
Masonry Theory I............... e 5
Masonry Math I ........... ... ... ... ... ..... 3
Blueprint ReadingI ........................ 2
Supportit?g Courses
Blueprint Reading Il . . . ..................... 2
Concrete Technology ...........c. ... 2
Construction Estimating. .................... 3
Geometry for Trades .............. ..., 3
Industrial Safety . ........... . ... ... 3
COURSE DESCRIPTIONS

Masonry Lab and Theory I (25 Hours/Week)

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 Math I (3 Hours/Week)
This course covers basic arithmetic including whole
numbers, common fractions, decimal fractions, surface

and direct measurement, percent, powers and roots, and
angular and area measurement as applied to masonry.

Blueprint Reading I (5 Hours/Week)

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

Blueprint Reading II (5 Hours/Week)

(Prerequisite: Blueprint Reading I or equivalent) This
course includes a study of development and variations in
design, construction practices and materials, specifica-
tions, masonry materials and effects of material varia-
tions on blueprint reading.

Concrete Technology (2 Hours/Week)

Concrete Technology introduces the students to the
history, development and present use of concrete in the
construction industry. The chemistry of cements is cov-
ered in depth. Types of aggregates used in concrete,
design and control of concrete, control of concrete
mixes, precast concrete and various forming systems are
covered.

Construction Estimating (3 Hours/Week)

This course is for those students in the building trades
who are interested in estimating the material, time and
equipment required to complete a construction project.

Geometry for Trades (3 Hours/Week)

(Prerequisite: Masonry Math I or equivalent) This
course includes geometric construction and solutions,
volume, capacity and simple formula manipulation.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.



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 learn catalog
use through practical experience, parts sales
organization, shipping and -receiving, stocking
procedure, inventory control and counter sales.

The Parts Specialist lab is set up like a live
store and makes parts distribution -for student
use in related mechanical programs at T-V1.

The lab includes catalogs, microfiche, calcu-
lators, cash registers, receipt machines and many
other types of equipment used in the industry.

The second trimester is on an open-exit basis,
meaning that students may leave the program
when a training objective is reached. During this
trimester, the major parts supply areas of auto
collision, and automotive and diesel mechanics
are stressed.

The eight-month program provides up to 900
hours of instruction, of which 600 hours are lab-
oratory and 300 hours are supporting courses.

A student may leave the program when a skill
level is reached which enables him or her to get a
job. A rating sheet is provided at that time de-
tailing the skills mastered. To earn a diploma, a
student must successfully complete a total of
825 hours of which 600 are laboratory work and
225 are related theory.

Parts Specialist students must pay an equip-
ment fee of $50 before entering the first tri-
mester.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics
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.
. Must have correctable vision.
. Must be able to stand on concrete floors for a pro-
longed period of time.

w

PARTS SPECIALIST PROGRAM

Trimester I Hours/Week
Parts Specialist Labl ............cccvuvu.... 20
Parts Specialist Theory I....... e e 5
Parts SalesMath ........................... 3
Precision Measurement ............c.covvven... 2

Trimester II (Open-exit)

Parts Specialist LabIX....................... 20
Parts Specialist Theory II . ................... 5
Supporting Courses ...............cuu..... 0-5

Supporting Courses

Basic Accounting Principles .................. 5
Basic Tool Applications ..................... 3
Industrial Safety .. ...coooviv ... 3

Principles of Data Processing . ................ 5



COURSE DESCRIPTIONS

Parts Specialist Lab and Theory I (25 Hours/Week)

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 (3 Hours/Week)

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

Precision Measurement (2 Hours/Week)

Precision measuring tools used in the industry will be
emphasized. Practical training applications on the En-
glish and metric micrometer caliper, vernier caliper,
depth micrometer, telescoping gauges and dial indicators
will be the main part of the course.

Parts Specialist Lab and Theory II (25 Hours/Week)

(Prerequisite: Parts Specialist Lab and Theory I or
equivalent) Materials covered in this course are a contin-
uation of Trimester I Lab/Theory with emphasis on
actual working business problems. Employer-employee
rules and guidelines, counter sales problems, dealership
catalogs, and dealership operation and parts house opera-
tion will be included.

Basic Accounting Principles (5 Hours/Week)

Instruction-is provided in accounting fundamentals.
Included are the accounting statements and the princi-
ples of journalizing and posting.

Basic Tool Applications (3 Hours/Week)

Shop safety, basic benchwork, hand tools, basic op-
erations on the drill press, pedestal grinder, and brake
lathe operations are taught in this combination theory,
demonstration and training course.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation for
which Red Cross certification is issued upon successful
completion. Occupational safety is stressed.

Principles of Data Processing (5 Hours/Week)

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.
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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 in-
struction in the fundamentals of layout, as-
sembly 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 program is housed in a lab specifically
designed for plumbing work. It includes pipe
threading machines, soldering machines, propane
torches, power sewer cleaners, welding machines
and many other types of equipment used in in-
dustry. Students also work on plumbing projects
in an outdoor construction area.

The eight-month program consists of 900
hours of instruction, of which 450 hours are lab-
oratory experiences and 450 hours are support-
ing courses.

A student may leave the program when a
training objective has been reached and receive a
rating sheet detailing the skills mastered. To earn
a diploma, a student must successfully complete
a total of 825 hours of which 450 are laboratory
work and 375 are related theory.

Plumbing students must pay an equipment fee
of $80 before entering the first trimester and an
additional $50 before the second trimester,
totaling $130.

ENTRANCE REQUIREMENTS

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

2. Must be free of chronic respiratory disease and aller-
gies to plumbing fluxes, oils, glues and plastic com-
pounds.

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



PLUMBING PROGRAM
Trimester I Hours{Week
Plumbing Lab.I...... ... i, 15
Plumbing Theory I ............ ..., 5
PlumbingMathI................... ... ... .. 5
Blueprint Reading I ........................ 5
Trimester I
Plumbing LabIl ......... ... ... ... 15
Plumbing Theory II ........... ... ... .. ... 5
Supporting Courses .. ......coviiiinnenan. 5-10

Supporting Courses

Blueprint Reading IT . .. ..................... 2
Construction Estimating . .................... 3
Control Circuitry .........cciviiiiininnnn.. 3
Geometry for Trades ............ccvvvvvnnn 3
Industrial Safety ... ..., 3
Oxyacetylene Welding ...................... 3
Solar Applications ...........cvvvvuevuenn... 3
COURSE DESCRIPTIONS

Plumbing Lab/Theory I (20 Hours/Week)

" This class provides instruction 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 (5 Hours/Week) .

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 (5 Hours/Week)

This course offers basic instruction in sketching, read-
ing working drawings, blueprints, and specifications for
residential and light commercial work.

Plumbing Lab/Theory II (20 Hours/Week)

(Prerequisites: Trimester I Lab and Theory or equiva-
lent) Emphasized in this course are design; layout and
installation of water, soil and vent lines; related fixtures
and fittings; inspecting and testing systems; soldering

.and brazing; rigging; and maintenance and repair of

plumbing systems.

Blueprint Reading II (2 Hours/Week)

(Prerequisite: Blueprint Reading I or equivalent) Course
content includes a detailed study of piping drawings,
isometric pipe layouts, interpreting residential blue-
prints, application of plumbing codes, knowledge of
terms, and planning and coordinating the job.

Construction Estimating (3 Hours/Week)

This course is for those students in the building trades
who are interested in estimating the amount of material,
time and equipment required to complete a construction
project.

Control Circuitry (3 Hours/Week)

This course reinforces the background knowledge re-
quired in diagnosis and service of environmental equip-
ment with emphasis on the function and understanding
of electrical control circuitry. Included are transformers,
motors, relays, contactors, starters and circuit protec-
tion.

Geometry for Trades (3 Hours/Week)

(Prerequisite: Plumbing Math I or equivalent) This
course includes geometric construction and solutions,
volume, capacity and simple formula manipulation.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media Systems and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.

Oxyacetylene Welding (3 Hours/Week) _

This laboratory practice class includes safety prac-
tices, general tools and equipment, sources of heat, oper-
ational procedures, metals and their properties, and
applications of oxyacetylene welding.

" Solar Applications (3 Hours/Week)

This course offers instruction and application in heat
collectors, types of storage and use with conventional
heating systems,
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Sheet Metal

2 Trimesters, Open-entry/Open-exit

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 for heating, ventilating and solar applica-
tions.

During the first part of the program, students
learn sheet metal processes performed with
hand, bench, cutting and layout tools. At the
advanced level, emphasis is placed on sheet

metal machines and accessories, pattern develop-

ment and sheet metal applications.

New students may begin the program every
two weeks and a student may leave the program
when a skill level is reached which enables him
or her to get a job. However, only persons who
enter the program at the beginning of a trimester
will be eligible to receive Veterans Administra-

- tion benefits. The entire program ‘is two tri-
mesters in length.

The program provides up to 915 hours of in-
struction, of which 600 are lab work and 315
are supporting courses. Instruction is based on
projects or units which require certain skills.

To earn a diploma, a student must success-
fully complete a total of 825 hours of which
600 are laboratory work and 225 are related
theory, or all required instructional units.

The program meets in a lab specifically de-
signed for sheet metal fabrication where stu-
dents are introduced to slip rolls, the rotex
punch, brakes, lockformers and many other
types of equipment used in the industry.

Sheet Metal students must pay an equipment
fee of $80 before entering the first trimester and
an additional $50 before entering the second tri-
mester, totaling $130.

ENTRANCE REQUIREMENTS
1. Must make an acce;;table score on a mathematics
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. :

COURSE DESCRIPTIONS

Sheet Metal Lab/Theory I (25 Hours/Week)

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 I (3 Hours/Week)

Covered are basic arithmetic including whole num-
bers, common fractions, decimal fractions, surface and
direct measurement, percent, powers and roots, and
angular and area measurement as applied to the sheet
metal trade.

Blueprint Reading I (2 Hours/Week)
Basic instruction in working drawings and blueprints
is offered in this course.

Sheet Metal Lab/Theory II (25 Hours/Week)

(Prerequisite: Sheet Metal Lab and Theory I or equiv-
alent) This course provides advanced training and em-
phasizes sheet metal machines and accessories, radial line
and transition pattern development.

Construction Estimating (3 Hours/Week)

This course is for those students in the building trades
who are interested in estimating the amount of material,
time and equipment required to complete a construction
project.

Geometry for Trades (3 Hours/Week)

(Prerequisite: Math I or equivalent) This course in-
cludes geometric construction and solutions, volume,
capacity and simple formula manipulation.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.

SHEET METAL PROGRAM
Trimester I Hours/Week
Sheet Metal LabI .......................... 20
Sheet Metal Theory I ....................... 5
Sheet Metal Math I ......................... 3
Blueprint Reading I ........................ 2
Trimester II
Sheet Metal Lab Il ......................... 20
Sheet Metal Theory II ............. .. .. ..... 5
Supporting Courses . ..........oviiiinnnnnn 0-6
Supporting Courses
Construction Estimating . .................... 3
Geometry for Trades ....................... 3

Industrial Safety ........... .o i 3
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Small Engine Mechanics

2 Trimesters

The ‘Small’ Engine Mechanics Program pro-
vides 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 pro-
cedures. Included in the second trimester are
small engine troubleshooting; two- and four-
cycle engine overhaul; use of specifications,
manuals and microfiche; and reduction, lower
units and clutches on construction support
equipment and recreational vehicles.

The Small Engine Mechanics lab introduces
students to chain saws, 2- and 4-cycle mower
engines, multiple cylinder air-cooled engines,

outboard motors, valve grinding machines,
hones, test instruments and many other types of
equipment used in industry,

The eight-month program provides up to 900
hours of instruction, of which 600 hours are lab-
oratory and 300 hours are supporting courses.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered. To earn a
diploma, a student must successfully complete a
total of 825 hours of which 600 are laboratory
work and 225 are related theory.

Small Engine Mechanics students must pay an
equipment fee of $80 before entering the first
trimester and an additional $50 before entering
the second trimester, totaling $130.



ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathematics

test.

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

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

SMALL ENGINE MECHANICS PROGRAM

Trimester I ) Hours/Week
Small Engine Mechanics Lab1 ................ 20
Small Engine Mechanics Theory I.............. 5
Small Engine Mechanics MathI ............... 3
Precision Measurements ..................... 2

Trimester IT

Small Engine Mechanics LabII................ 20
Small Engine Mechanics Theory I . ............ 5
Supporting Courses . ..........oouvrurunn. 0-5

Supporting Courses

Diesel Support Engines .. .................... 5
Electrical Accessories ....................... 5
Geometry for Trades ....................... 3
Industrial Safety . ................. .. ....... 3
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COURSE DESCRIPTIONS

Small Engine Mechanics Lab and Theory I
(25 Hours/Week)

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 to 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 sche-
matics.

Small Engine Mechanics Math I (3 Hours/Week)

This trade related course reviews basic mathematics,
English and metric measurement systems, basic calcula-
tions, machinist’s scales and the various thread systems
used in the industry.

Precision Measurements (2 Hours/Week)

Precision measuring tools used in the industry are em-
phasized. Practical training applications on the English
and metric micrometer caliper, vernier caliper, depth
micrometer, telescoping gauges and dial indicators are
the main part of this course.

Small Engine Mechanics Lab and Theory II
(25 Hours/Week)

(Prerequisites: Small Engine Mechanics Lab and Theory
I or equivalent) Detailed instruction in small engine
troubleshooting; major engine overhaul; governors; fuel
and air systems; engine cooling; advanced tune-up tech-
niques; reduction and lower units; gear, belt and pulley
applications; and an introduction to various small engine
recreational vehicles are provided. The course also in-
cludes instruction in repair orders, invoices, warranty
descriptions and customer relations.

Diesel Support Engines (5 Hours/Week)

(Prerequisite: Small Engine Mechanics Lab and Theory
I or equivalent) This course offers an introduction to the
air-cooled diesel engine with emphasis on the construc-
tion modifications and the fuel delivery system.

Electrical Accessories (5 Hours/Week)

(Prerequisite: Small Engine Mechanics Math I or
equivalent) This course includes instruction in charging
systems, ignition systems, safety inter-lock systems, gen-
erators, alternators, and electronic system troubleshoot-
ing techniques. Emphasis is on schematic reading.

Geometry for Trades (3 Hours/Week)

(Prerequisite: Small Engine Mechanics Math I or
equivalent) This course includes geometric construction,
geometric solutions, volume, capacity and simple for-
mula manipulation.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Occupational safety is stressed.
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3 Trimesters

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

During the first trimester, students study and
practice acetylene and shielded metal arc weld-
ing. In the second trimester, shielded metal arc is
continued and instruction is given in gas tung-
sten arc and gas metal arc welding. During the
third trimester, emphasis is on welding qualifica-
tions, fabrication, pipe welding and materials
testing.

Specific welding certification is the goal of
each trimester.

Welding is housed in two working labs spe-
cifically designed for welding. Students are
introduced to rectifier -and resistance machines,
induction power supplies, power shears, semi-
radiograph, hardness testers, dye penetrant and
tensile testing.

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

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered. A diploma is
awarded to those students who complete 1,320
hours of instruction of which 750 are laboratory
work and 570 are related theory.

All laboratory courses require operator quali-
fication examinations. Supporting courses re-
quire examinations in each area supporting lab-
oratory work. '

Welding students must pay an equipment fee
of $80 before entering the first trimester and an
additional $50 before entering the second tri-
mester, totaling $130.

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 be free of chronic respiratory diseases.

WELDING PROGRAM
Trimester I ' Hours|Week
Welding Lab I . ... iiiiiennneennneeen. 15
Welding Metallurgy I ............c.cvvnnantn 5
WeldingMathI............ et e eeee e 5
Blueprint Reading ..... e e e e 5
Trimester IT
Welding LabIl ..... .. .iiiiiiiiiiiennnn. 15
Welding Metallurgy IT . ........viviiiinnen. 5
WeldingMath II ......... .. ooviiiiiintn 5
Blueprint Reading IT. .. ...... .ot 5
Trimester IIT
Welding LabII .........ccvvinennn. A
Welding Metallurgy II1 . ..........cocovvenen 5
Supporting CoOUISeS . .....oveerereenennasss 3-5

Supporting Courses

Algebrafor Trades .........ccivtiinenenn. 3
Cost ANalysiS ..o vvrenenneeennnnnnenns 3
Destructive and Non-Destructive Testing ........ 4
Fundamentals of Electricity .................. 3
Industrial Safety . ...ccvevivneien i, 3
Inspection and Quality Control .............. . 5
Strength of Welding Materals . . ............... 3

Trigonometry for Trades .............cvonnue. 3



COURSE DESCRIPTIONS

Welding Lab I (15 Hours/Week)

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 (5 Hours/Week)

Instruction is offered in manufacturing processes;
welding methods and processes; structure and properties
of metal; temperature changes in welding; effects of
alloying elements; variations of fluxes; and slags and
gases for shielding.

Algebra for Trades (3 Hours/Week)

(Math II or equivalent) This course includes basic alge-
braic manipulation of signed numbers, orders of opera-
tion, inverse operation, linear equations, straight-line
graphs, monomials, polynomials, factoring, algebraic
functions, fractional equations, exponents and quadratic
equations.

Cost Analysis (3 Hours/Week)

This course allows business-minded students to esti-
mate various welding jobs. Accuracy and complete cost
estimating are stressed.

Destructive and Nondestructive Testing (4 Hours/Week)

(Prerequisite: Welding Metallurgy II or equivalent)
This laboratory course emphasizes work in the areas of
specimen preparation, reporting and evaluating various
types of weld qualifications.

Fundamentals of Electricity (3 Hours/Week)

This practical course provides instruction in the basic
principles of electricity; terms; electrical components
and symbols; schematic reading; conductors, insulators
and resistors; Ohm’s Law and Watt’s Law; series, parallel
and series-parallel circuits; alternating and direct current;
transformers; and common practices in electrical cir-
cuits.

Industrial Safety (3 Hours/Week)

This course includes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross certification is issued upon successful
completion. Occupational safety is stressed.

Inspection and Quality Control (5 Hours/Week)

(Prerequisite: Welding Metallurgy II or equivalent) In-
struction is offered on the specifics of welding inspec-
tion. Sample forms and reports are written and quahty
control procedures are covered.

Strength of Welding Materials (3 Hours/Week)

(Prerequisite: Successful completion of Welding Met-
allurgy II and Welding Math IT) This course covers the
mathematics of stresses, forces, and movements as re-
lated to structural members. The course also includes the
basic concepts for further study in the design and analy-
sis of structures, with emphasis on stress factors relating
to residual and stress raisers.
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Trigonometry for Trades (3 Hours/Week)

(Prerequisite: Algebra for Trades) Trigonometric func-
tions of acute angles, right triangles and oblique triangles
are covered.

Welding Math I (5§ Hours/Week)

This course covers basic arithmetic. Surface and direct
measurements, graphs and charts and payroll calcula-
tions are studied.

Blueprint Reading I (5 Hours/Week)

Basic drawing interpretation, welding symbols, terms,
and detailed fittings as applied to the welding area are
covered in this course.

Welding Lab II (15 Hours/Week)

(Prerequisites: Welding I Lab and Welding Metallurgy
I or equivalent) This laboratory practice course provides
advanced instruction in shielded arc welding and begin-
ning instruction in inert gases and gas-arc welding
through the use of various gas-arc welding power
sources, torches, electrodes and wire-feed systems. Occu-
pational safety standards and practices are emphasized
throughout.

Welding Metallurgy II (5 Hours/Week)

(Prerequisite: Welding Metallurgy I or equivalent) In-
struction is offered in filler metal for joining iron and
steel, shrinkage and distortion in weldments, preheating
and postheating, difficulties and defects in welds, weld-
ing carbon steel, welding alloy steels, welding tests, con-
version factors and symbols, weights and properties.

Welding Math II (5 Hours/Week)

(Prerequisite: Welding Math I or equivalent) The use
of rules, formulas, ratio, proportion, volume and right
angle calculations as applied to the welding industry
make up the course content.

Blueprint Reading II (5 Hours/Week)

(Prerequisite: Blueprint Reading I or equivalent) This
theory course allows students to develop specifications
for various types of pipe and fabrication welding, mate-
rials estimating, pipe layout and development, pipe and
structural print reading, performance of pipe certifica-
tion tests for the basic intersections, transferring of
measurements from working drawings and blueprints,
design considerations, layout and welding as related to
welding fabrication.

Welding Lab III (20 Hours/Week)

(Prerequisite: Welding II Lab and Welding Metallurgy
II or equivalent) Emphasis is on working speed and pro-
ficiency in the welding lab through continued practice,
shop fabrication and selécted field work assignments. In-
struction is also offered in basic pipe welding and layout,
materials testing and industrial safety. Welding and test-
ing of pipe intersections designed in Blueprint Reading
II, as well as pipe qualification tests, are also offered to
the student.

Welding Metallurgy III (5 Hours/Week)

This course deals with technical reports and welding
problems arising from the lab sessions including daily
discussion and review. Instruction is given on the various
welding processes and layout used in fabrication.



Fa.mily Community Center

The Family Community Center at 901 Buena Vista
SE is a pilot project for the state administered by T-VI
with funds from the NM State Department of Education
Vocational Division. The purpose of the center is to
strengthen and educate families better to meet the chal-
lenges of today’s changing society and changing family
structures.

Generally, the programs sponsored by the center are
for everyone in the community and are held when a
need is determined to exist in a specific area. Among the
programs the center is sponsoring are:

e Home Day Care Training—teaching skills for day
care providers,

® Parentcraft Program—a two-year program providing
support and education services to first-time parents in a
small group situation,

® Independent Living Skills—teaching basic living
skills to retarded/handicapped adults to enable them to
become more independent,

® Consumer Health Program for Women—providing
information for women about what they can and should
expect in personal health care, :

e CARINO-—a telephone information service for per-
sons needing information about day care available lo-
cally and providing an information exchange center for
day care providers (The CARINO telephone number is
247-9837.).

ADMINISTRATION

Joseph P. Robitaille
President

Louis E. Saavedra
Vice President

Marvin F. Burianek
Director, Support Services Division

Harold W. Jackson
Director, Evening Division
Director, Montoya Campus

Max V. Leavitt
Director, Albuquerque Skill Center

Richard S. Rounds
Director, Day Division

David E. Smoker
Director, Student Services Division




DAY DIVISION APPLICATION FORM

I Would Like to Attend:
ALBUQUERQUE HmOIZ~O>h <OO>H~OZ>ﬁ INSTITUTE (Please Check One)
525 Buena Vista S.E. _ A. [ Main Campus
Albuquerque, New Mexico 87106 o . (Coal and Buena Vista SE)
(505) 843-7250 S : .| B. [ Satellite Campus
- (Morris and Montgomery NE)

EOOWN%EHONVHu INFORMATION

1. NAME . . .
) - Last First (Not Nickname) Middle
2. Former name(s) which may appear on education or employment records:
3. (a) Social Security No.__. : : (b) Male_ Female_ _ (¢) Telephone
4. (a) Current Address
Street & Number City } - State Zip Code
(b) PERMANENT Address
Street & Number City - State Zip Code
(c) Have you lived in New Mexico the last twelve months? Yes No :

(If answer is no please list number of months) _

5. (a) Date of Birth , (b). Age

(c) Place of Birth

City ’ ' State

PROGRAM INFORMATION (see Um%._um&mwo: Bulletin)
List below the Vocational Program(s) for which you are now applying:

6. (a) ‘ . . (b)

. . - ) . (if any).
7. Have you ever applied for or attended DAYTIME classes at T-VI before? Yes No
8. I want to begin attending classes in An:o.:w one) January May September Other

MU.CO.\V.:OZ\Vﬁ INFORMATION
9. . (a) High School Attended

(b) City - ‘ : (c) State

(d) Highest Grade Completed (circleone) 1 2 3 4 5 6 7 8 9 10 11 12 College 1 2 3 4

(e) High School Graduate? Yes No (f) Date of Graduation or Withdrawal
. Month Year
10. GED GRADUATE? Yes_._ _No .
11. OTHER VOCATIONAL SCHOOLS OR COLLEGES ATTENDED (Including Military Schools)
NAME . . DATES OF ATTENDANCE - COURSE OF STUDY
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JUB HISTUKY (Last two jobs only)

(2)

Employer

j . Dates of Employment Type of Work
(b) , . :

. Employer Dates of Employment : Type of Work

RECORDS RELEASE AUTHORIZATION

TO:

Name of High School

) Address
FROM:

Last Name First Name — Middle

Address

City ’ State . Zip Code
Date of Birth Date of Graduation
Social Security # or Date of Withdrawal

I authorize you to forward my ooﬁv_oﬂm high school transcript of grades and credits to:

Albuquerque Technical - Vocational Institute, >an:wm5:w Office, 525 Buena Vista SE, Albuquerque, New Zox_oo 87106

Please bill me at my home address if there are any charges concerning this matter:

Date Signature of Student




Albugquerque
Technical-Vocationa.l Institute
525 Buena Vista SE
Albuquerque, N.M. 87108

ADDRESS CORRECTION REQUESTED
RETURN POSTAGE GUARANTEED




