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How to use this catalog. . .

Included here are program descriptions and a
list of required courses for all Day Division pro-
grams and the schedule, fees, prerequisites and
book titles for all Evening Division classes.

Each student who enrolls receives a copy of
the catalog.

Also included is information about areas such
as admissions, calendars, financial aids, place-
ment, student records, attendance, maps and
applications forms.

The provisions of this catalog are not to be

regarded as an irrevocable contract between the
student and T-VI. T-VI reserves the right to
change any provisions or requirements at any
time.

Course descriptions in detail for each Day
Division program and for all evening classes are
available on request.

Call or visit either T-VI campus to pick up
copies of course descriptions or to have them
mailed to you.

About T-VI

The Albuquerque Technical-Vocational Insti-
tute (T-VI) is a public post-secondary school
which has as its primary goal to provide adults
with entry-level job skills and the related educa-
tion needed to succeed in an occupation. The In-
stitute opened in 1965.

Funding for T-VI programs and most con-
struction and equipment comes from a local
property tax and an annual appropriation by the
New Mexico State Legislature. A small amount
of money, usually for special programs, is from
federal funds.

T-VD’s first classes were held in an elementary
school, which had been closed, and in surplus
army barracks and cottages. Since then, more
than $14 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 Developmen-
tal Studies located on the south portion of the
campus. Programs in Technologies and Busi-
ness Occupations are also available at the Main
Campus.

Many of the Business Occupations, Digital
Electronics, Welding, Laser Electro-Optic Tech-
nology, Graphic Arts, Computer Information
Systems and a large number of evening classes
are offered at the new 40-acre Joseph M. Mon-
toya Campus, 4700 Morris NE.

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

Evening Division classes are held at both the
Main and Montoya campuses and Del Norte
High, 5323 Montgomery Blvd. NE; Highland
High, 4700 Coal Ave. SE; and Valley High,
1505 Candelaria NW.

ACCREDITATION: The Institute is fully ac-
credited as a certificate-granting institute by the
Commission on Institutions of Higher Educa-
tion of the North Central Association of Col-
leges and Schools. This indicates that the
institution is offering its students the educa-
tional opportunities implied in its objectives on
a satisfactory level.

In addition to T-VI’s North Central Associa-
tion accreditation, two of the heaith occupa-
tions programs have been accredited by special
medical accrediting agencies. The Practical
Nurse program is accredited by the National
League for Nursing and the Respiratory Ther-
apy Technician program by the American
Medical Association’s Council on Education.

Most full-time programs are approved for
Veterans Administration training benefits by
the New Mexico Veterans Training Approval
Agency.



Instructional Programs

DAY DIVISION

The T-VI Day Division includes more than 40
programs—most of which are attended full-
time—in the areas of Business, Culinary Arts,
Trades, Technologies and Health Occupations.
When a student completes a program, either a
diploma or certificate is awarded. Not all pro-
grams are offered at both campuses and the ad-
vanced work in some of the Montoya Campus
programs must be completed at the Main Cam-
pus.

A Preparatory Program is available for per-
sons who need to improve their math and com-
munication skills if they are to be successful
when they enter one of the vocational programs.

It is also possible to study for the high school
equivalency examinations in a General Educa-
tional Development program during the day but
offered by the T-VI Evening 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
diploma or certificate may enroll on a part-time
basis as special students in specific courses if
space is available.

In the Day Division, if less than 12 persons
have applied to begin a program in a certain tri-
mester, the program will be cancelled that tri-
mester. Those applicants will be given first

priority the next trimester the program is sched-
uled.

After a program begins, no required class will
be cancelled, regardless of enrollment. How-
ever, supporting classes may not be scheduled in
a certain trimester if there are not enough ap-
plicants to justify the class being offered.

EVENING DIVISION

The Evening Division offers more than 100
Skill Improvement classes to part-time students
in business, trade and industrial, health and
technical occupations. A few may be transferred
to a Day Division program. The Adult Basic
Education section includes classes for improve-
ment of written and spoken English, math and
GED examination subjects. A citizenship pro-
gram for aliens is also available.

An Evening Division class will be offered if 15
or more persons are enrolled. Classes may be
terminated if less than 10 persons are attending
the class regularly. In cases where the class size
is limited to a certain number of students, the
students will be selected by a lottery.

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




- Admissions Policies

DAY DIVISION

The Institute’s Day Division programs are de-
signed for adults who do not have a marketable
skill and who are willing and able to go to
school 20 to 30 hours per week. To enter the
Day Division, a student should be either 18
years of age or a high school graduate. How-
ever, persons less than 18 vears of age are eli-
gible to apply if they have been excused from
compulsory attendance in a secondary school
under the provisions of Section 22-12-2 NMSA
1978 as amended.

Most applications for admission to the Day
Division are handled on a first-come, first-
served, space-available basis. All of the pro-
grams have minimum requirements in math and
some applicants may need to enter the Prepara-
tory Program to strengthen math skills before
beginning a vocational program. Some pro-
grams have additional requirements listed with
the program descriptions which must be met
before the applicant may be admitted to that
particular program.

Applicants for two Day Division programs,
Practical Nurse and Respiratory Therapy Tech-
nician, must complete a special admissions pro-
cess that is outlined in the Health Occupations
section of this catalog.

The main purpose of the admissions process
is to help each applicant find a career field in
which his or her chances for success are good.

For that reason, an applicant will be dis-
couraged from entering a program for which he
or she does not meet minimum physical require-
ments or academic preparation. The applicant
will be denied admission 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 ap-
plicant find a program in which the condition
will not pose a hazard or prevent the student
from doing required assignments.

The admissions process gives first priority to
persons who do not have a salable skill. A stu-
dent who has already obtained a salable skill by
successfully completing a T-VI program will be
admitted to another T-VI career field only after
first-priority applicants have been considered.
This restriction only applies for 12 months after
graduation.

Applicants wanting to enroll for less than 15
hours a week also will be admitted only after
first-priority applicants have been considered.
Persons wanting less than 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 available in the desired
classes.

Late registration, on a space-available basis,
is held only through the tenth day of classes.

EVENING DIVISION

Each Evening Division class is numbered and
those numbered up to 499 are of a general na-
ture and open to any interested adult or high
school sophomore, junior or senior.

Classes numbered 500 and above are the more
specialized trade classes, designed for those per-
sons working in the trade, or with experience in
that particular field. Therefore, these persons
will be given preference during the application
period.

However, if a specialized class numbered
above 500 is not filled with persons working in
the trade, applicants who are interested in the
subject, but not working or experienced in the
skill area, will be admitted providing they meet
the prerequisites. The curriculum will still be
designed for those enrolled for vocational rea-
sons. All prerequisites are listed jn the Evening
Division class schedule section of this catalog.

Equal Educational Opportunity Policy

The Albuguerque 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 Re-
habilitation Act of 1973, does not discriminate
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, finan-
cial aid and educational services.

Any person who wants to file a complaint
based on these laws should contact the T-VI
equal opportunity officer, Delfino Valdez,
room A-119. The Title IX coordinator for the
Day Division is Laura O. Castillo, room M-102;
for the Evening Division it is Cleto Duran, room
A-25. All are located at the Main Campus.



School Year

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

During the 1981-82 school year, the Day Divi-
sion Fall Trimester begins on Sept. 1, the Winter
Trimester Jan. 4 and the Summer Trimester
May 3. Evening Division classes generally begin
the following week and meet 14 to 15 weeks.

Open-entry programs in the Day Division,
such as Receptionist and Developmental
Studies, accept new students at different points
throughout the trimester as well as the begin-
ning of the trimester.

The Changing Careers class is offered during
the day and evening several times each trimester
and at both campuses. Two day programs—
Respiratory Therapy Technician and Elec-
tromechanical Drafting—begin with a new class
only once each year,

FALL TRIMESTER, 1981
Day Division ClassesBepin ... ..o vetiennniirsroirrnrranennens September 1
Day Division Late Registration Deadline. . ... o.vvvvininnrarnannas September 15
Jef/‘ 7, M/ty ¥ Mid-TrMEStEr Grades DUE v v v ve e e teeneerensnanseasnoraensn October 22
Teacher Inservice (No Classes). ... oo v iene v i ierrmnunrissssorsnnas October 23
Holiday. « oo v en e cnnrnrnrernnrirbararsssnssnssarsnsnns November 26-27
Withdrawal Deadline . . . ... .o iiviitivrriornevnsnaanrnnrnsns December 4
Last Day ol Classes . .o.vviirvenconnsrnanrnnersnncarnsnannanss December 18
Trimester Break .o oo v ve v eranemrnacssnnarnsnnsnnonns December 19-January 3
WINTER TRIMESTER, 1982

DayDivision Classes Begin . .. v .o vven e ineinicnrinrearennaronanss January 4
Day Division Late Registration Deadline. . ..................o0vuts. January 15
Teacher Inservice (NO Classes). . .o v vvtnar o ranrissasrverarne February 19

Snow Day (Holiday for students and instructional staff
ifnotusedasamake-upday) . cvvvvriervesinaranensnrasnsnrans February 22
Mid-Trimester Grades Due . .....vieiierierroriersaroeasannsnnn February 26
Withdrawal Deadline. . . ... ... . ittt taiatiasissiassannan Aprilb
5 1§ April9
Last Day of Classes ... uitce i insrtentetnenanisatnssrsorssssnssa April 21
Trimester Break ... . oiinin ittt it it it April 22-May 2

SUMMER TRIMESTER, 1982

Day Division Classes Begin. .. .vvrvir it e iiennnroanreraenrenansnennnn May 3
Day Division Late Registration Deadline. .. ... vt iic e tnnnannns May 14
Holday. .o ovivivvernnirennnrrnnnsrennn R, May 31
Day Mid-Trimester Grades Due .. .. ..o oitt i e ie i ieteen s cnaaraarans June 25
C 5 0o 1« July 1-2
alendal‘ Withdrawal Deadline .......0vii it i e iaaans August 4
............................................ August 18

Last Day of Cl
198 1'82 Trim esetlgroBrca?cs.s ?S .......................................... August 19-31



FALL TRIMESTER, 1981

Early Application Period for Skill Improvement............ Thru % p.m. August 14
Adult Basic Education Registration (10 a.m.-§p.m.)............. August 25 and 26
Deadline to Pay Feesand/or BuyBooks ......... .o ivveiveinnns September 2
Late Application Period

(12n00n-8P.i.). .o vv s vv i nn s in e nnavans September 2, 3,9, 10, 14, 15, 16 and 17
First Day of Classes. .o uvnre e ineaiorsnnraraennanstsnsannsas September 8
Last Day to Receive Refunds on Booksand/orFees ............ ... September 18
Holiday (NoClasses). . . oo vvererrsrasvonnannrnnarnass November 25, 26 and 27
Fall TrimesterEnds .........ccc0vivanen- K mtarareereanaenns December 18

WINTER TRIMESTER, 1982

Early Application Period for Skill Improvement.......... Thru 5 p.m. December [1
Adult Basic Education Registration (10a.m.-8p.m.). . ......... December 29 and 30
DeadlinetoPay Feesand/orBuyBooks .. ..o vievi e i ciiravsnnannaas January 4
Late Application Period

{12noon-8p.m.) ... . vuiriiniiaaans January 3, 6,7, 13, 14, 18, 19, 20 and 21
First Dayof Classes. .o oo vvve i annvameannansssrmannananersnns January 11
Last Day to Receive Refunds on Books

AN/ OT FEES o v v e vimvvoaronnssonassaenonnsaresassnemananse January 22
Holiday (INO Classes) . . oo v vaovnenvrersssnrnnenncasssarnnnrnness Febrvary 22
Winter Trimester Ends. ... veeevanss e rwmamanssare e aan April 21

SUMMER TRIMESTER, 1982

Early Application Period for Skill Improvement . ............ Thru 5 p.m. April 16
Adult Basic Education Registration (10 a.m.-8p.m.) .............. April 27 and 28
Deadline to Pay Feesand/or Buy Books. . ... coo it eiiniiienaanaas May 3
Late Application Period

(1200008 PML). e v v e vra v aaa i iiieneas May4,5,6,12,13,17, 18,19 and 20
First Day of Classes, - .« o vvernnnnsrrancaaoanassssnnsansssarasns May 10
Last Day tp Receive Refunds on Booksand/orFees ...........00vennennn May 21
Memorial Day Holiday (No Classes) . .. cavvvuen Cierranars Cerenaas .+0.-May3l

Summer TrimesterEnds .. vvoivierannninnrracnncnssersasanenns August 18

Evening
Calendar
1981-82



Consumer Information
As a person thinks about attending T-VI, or The latest information about T-VI’s full-time
any other school, questions may arise about the Day Division vocational programs is detailed
quality of the school. Information that can help here. =
a person make a decision about a school in- o 89 n E
. . . . 2 £ -~ S
cludes its accreditation, its graduate placement S = 2 ST
record and its drop-out rate. ¢ g S & ] & 33
T 53 § 35 §3%
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8 4% 55 <3 35 gsd
g 3= s = = o8 OF w
S3 3% 33 8% 85 SEF
§F & 535 53 5§ S8%
Q< & & & (g & S % <8t
BUSINESS OCCUPATIONS
ACCOUNLINE. - o ettt et e it iranarnnnn 49 36 73.5% 2 4Al% 3 61% 8 16.3% $ 707
Bookkeeping ..........c i, 16 8 50.0% 4 25.0% 2 12.5% 2 12.5% 634
Distributive Education . ............... 46 46 100.0% — — —_ — — — 584
Fashion Merchandising ......... R ¥ 15 40.6% 6 16.2% 12 32.4% 4 10.8% 550
Medical Records Receptionist. .......... 11 3 27.3% 4 36.4% - - 4 36.4% 629
Office Occupations—Clerical . .......... 45 39  86.7% 1 2.2% 1 2.2% 4 BI9% 650
Office Qccupations—Secretarial. .. .... .. 28 21 75.0% 5 17.8% 1 3.6% 1 36% 706
Office Occupations—Refresher ......... 15 10 66.7% 3 2000% — @ — 2 13.3% 687
Receptionist .. ..o.viveievinnnnnnnnes 9 4 444% 1 11.1% — — 4 44.4% 641
CULINARY ARTS
Baking .....cvvvvrerenrnnnceanennns 10 5 30.0% 1 10.0% 1 10.0% 3 30.0% 760
Quantity Food Preparation ............ 15 13 86.6% 1 6.7% —_ —_ 1 6.7% 694
HEALTH OCCUPATIONS
LPNRefresher......c..0vvvvinnnnn 11 10 %09% — — - - 1 91% 928
Nursing Assistant .. ... ... vrennns 47 38 89.9% — —_ 7 14.9% 2 420 648
Patient Service Clerk (Health Unit Clerk). . 50 33 76.0% — — 4 B.0% 8 16.0% 658
Practical Nursing (Practical Nurse)....... 62 61 98.4% — — 1 Le% — — 847
Respiratory Therapy. ... ..o vecnnnnn. 17 17 100.0% — — —_ - — — 921
TECHNOLOGIES
Computer Science
(Computer Information Systems) .. .... 47 44 93.6% - - 1 2.1% 2 4.3% 1,000
Drafting-——Construction. .. .. .....cveo.. 39 31 T79.5% 3 1LT% —_ —_ 5 12.8% 796
Drafting—Electromechanical ... ........ 21 19 90.5% — — — — 2 9.5% 974
Drafting—CivilandMap .............. 30 27 90.0% —_ —_ 1 3.3% 2 6.7% 980
Electromechanical Technician .......... 14 12 85.7% — — 1 7.1% 1 7.1% 1,093
Electronics .. ..o i ettt i e riinn e e 102 88 86.3% —_ —_ —_ -_— 14 13.7% 1,082
Laser Electro-Optics. . .......ovvinnnn. 34 27 194% @ — - - - 7 20.6% 1,411
TRADES
Air Conditioning/Heating/Refrig........ 36 27 75.0% 2 5.6% 3 B8.3% 4 11.1% 781
Auto CollisionRepair.......oouvevnnnnn 18 8 44.4% 2 11.1% 7 38.9% 1 5.6% 733
Automotive Service Technician ......... 42 18 42.8% 6 12,3% 3 19.0% 10 23.8% 731
L0 10317111 o1 55 27 49.1% 8 14.5% 12 21.8% B 14.5% 743
Diesel Mechanics ..., .ovvtvnvrnrennn 62 49  79.0% 1 1.6% 4 6.5% 8 129% 932
Electrical Trades. . . .o cvvcivinenrnnnan 41 26 03.4% 2 49% 7 17.1% 6 14.6% 777
Graphic Arts (Commercial Printing)...... 14 13 929% - - _- - 1 7.1% 706
Industrial Electrician ................. 25 20 80.0% 2 B3.0% 1 4.0% 2 8.0% 984
Machine Trades ..........ccovvnvnnnn 55 53 964% — — - = 2 36% 1,061
MasonryY. . iiit ittt i e, 13 6 4d6.1% 3 23.1% 1 7.7% 3 23.1% 673
Parts Specialist. . ........couvrrrnnn. 6 4 66,7% — — 2 3.3% —_ - 554
Plumbing ....ovviriniiiin e iennnnn 42 26  61.9% I 2.4% 7 16.7% & 19.0% 736
SheetMetal. . ... vvevivninrennannnnnn 5 3 60.0% -~ — 1 20.0% 1 20.0% 835
Small Engine Mechanics. .. ............ 11 7  63.6% — — — — 4 36.4% 736
Welding ......ccoiiiniii i, 55 48 B87.3% 3 54% 1 1.8% 3 54% 1,091
TOTALS ......iiviiinnnn. 1,255 957 763% 62 49% %6 7.6% 140 11.2%



GRADUATE PLACEMENT: The purpose
of T-VI's full-time programs is to prepare stu-
dents to get a job, so the graduate placement
record is an important measure of how good the
programs are.

This 1980 job placement information for
every full-time program covers the graduates of
April, September and December, 1980, and
their situations 60 days after graduating.

RETENTION RATES: For a variety of
reasons, some students who start a program are
not able to finish the entire program. The
number of students who leave is different for
each program and from trimester to trimester,

Overall, the rate of full-time vocational pro-
gram students at T-VI who stayed in school each
trimester during 1980 was more than 81 percent.

Putting it the other way, less than 19 percent
of the students who started each trimester
dropped out before the end of the trimester. The
1980 termination rates were: Winter Trimes-
ter—18.6 percent; Summer Trimester—20.7
percent; and Fall Trimester—17.9 percent.

Transfer Credit

UNIVERSITY TRANSFER COURSE
OPPORTUNITIES

Graduates of a number of T-VI programs
may transfer those programs to the University
of Albuquerque or the University of New Mex-
ico and receive credit towards various degrees.

Programs which are accepted by the Univer-
sity of Albuquerque for credits towards an
Associate of Arts degree and in some cases a
Bachelor of University Studies or other bachelor
degree are Accounting, Practical Nurse, Res-
piratory Therapy Technician, Computer Infor-
mation Systems and all drafting and electronics
programs.

The University of New Mexico will grant
credit towards certain degrees to T-VI graduates
of Office Occupations, Construction Drafting
and electronics programs.

Information about these transfer agreements
1s available from T-VI counselors and from the
universities accepting the transfer credit.

TRANSFER COURSE OPPORTUNITIES
WITHIN T-¥1

A number of Evening Division classes may be
applied towards a diploma or certificate in Day
Division programs. Evening Division classes
which may be transferred to day programs in
Business Occupations and Trades are marked
with this symbol: #%.

To transfer an Evening Division class to a day
program in Technologies, check with the
Technologies office to see what transfers may be
made,

A student who wants to transfer an Evening
Division class to the Day Division must notify
the Evening Division instructor at the beginning
of the trimester.
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How To Enroll
DAY DIVISION

To enroll in T-VI’s Day Division, complete
these four steps as soon as possible. Some pro-
grams fill quickly. If you wait too long at any
step, your admission 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 Montoya campuses, at most
high school counseling offices in the state, at all
branches of the Albuquerque Public Library
and in this catalog.

You may apply at any time for all but two of
the full-time programs (see below). The earlier

4

you apply, the better are your chances of getting
into a program during the trimester you want.
Mail or bring your completed application to the
T-VI Admissions Office on the Main Campus
between 8 a.m. and 5 p.m., Monday through
Friday. If you want more information before
deciding which program to enter, ask to see an
admissions counselor.

The two programs with special application
periods are Practical Nurse and Respiratory
Therapy Technician. For those dates, look in
the section of this catalog about those pro-
grams.

2. Complete your tests, When you turn in
your application, you will be given a program
advisement test which takes about 90 minutes.
Until you have completed the testing, you can-
not 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 academic ad-
visor of the program you have chosen, if
necessary.

4, Pay your 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

‘admission are the $10 pre-registration fee,

which is not refundable; the $10 textbook de-
posit, 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 authorization from that agency in order
to complete the admissions process.

Tuition of $500 per trimester for non-
residents 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 registra-
tion. Your class schedule will be ready for you
at that time. Once you have registered, you will
be ready to report to classes on the first day of
the trimester.



EVENING DIVISION

Persons who want to take an Evening Divi-
sion class should submit an application form by
the early application deadline for the best
chance of getting in a class. The names of those
applicants will then be placed in classes, or—in
the case of popular classes for which there are
more applicants than can be admitted—a draw-
ing will be held to decide who will be in the
class. Every effort will be made to add classes so
that all applicants can be placed. To enter the
Evening Division, you must;

1. Return one application form for each class
you want to take by the early application
deadline (Fall, Aug. 14; Winter, Dec. 11; Sum-
mer, Apr. 16). Forms may be mailed or de-
livered to either T-VI campus. Additional forms
are available at both campuses and at all
branches of the Albuquerque Public Library.

2. Include the $3 application fee, This is paid
only once each trimester, regardless of the
number of classes that you want to take, It is
refunded if T-VI cannot place you in a class that
trimester, and you will be told why you could
not be placed. Payment by mail may be by
check or money order payable to T-VI, or by
VISA or MasterCard. If you pay with cash, you
must pay in person,

3. Class assignments will be made shortly
after the early application deadline. All appli-
cants will be notified as soon as possible by mail
about placement in a class, class fees, schedules,
bookroom hours and any other necessary infor-
mation. Persons who cannot be placed in a class
because the class was filled will be given first
priority for that class the next trimester that it is
offered.

4. Buy texthooks and pay any required fees
by the deadline noted in your acceptance letfter.
Those dates are Fall Trimester, Sept. 2; Winter
Trimester, Jan. 4; and Summer Trimester, May
3. If you do not pay your fees, purchase text-
books and return your book/fee card by that
deadline, the Evening Division will give your
space to someone on the standby list. You will
then lose your space in the class and forfeit your
$3 application fee.

5. If you did not apply during the early ap-
plication period, you may apply during days set
as the late application period, providing that the
class you want still has vacancies.

Day Division Class Periods

The class schedule a student is given at regis-
tration shows the period of the school day, and
room location, of each class. The times for each
of the Day Division class periods are as follows:

" 'Total Hours

MAIN CAMPUS

Morning
Period 0— 7:20to 8:15
Period 1— 8:20to 9:15
Period 2— 9:2010 10:15
Period 3—10:20to0 11:15
Period4—11:20t0 12:15

Afternoon and Night
Period 5—12:2010 1:15
Period 6— 1:20t02:15
Period 7— 2:201t03:15
Period 8— 3:20t04:15
Pericd 9— 4:20t0 5:15
Period 10— 5:20t06:15
Period 11— 6:20107:15
Period 12— 7:20108:15
Period 13— 8;20109:15

MONTOYA CAMPUS

Morning
Period 0— 7:00to 7:55
Period 1— 8:00to 8:55
Period 2— 9:00to 9:55
Period 3—10:00 to 10:55
Period 4—11:00to 11:55

Afternoon

Pericd 5—12:00to 12:55
Period 6— 1:00to 1:55
Period 7— 2:00to 2:55
Period 8— 3:00to 3:55
Perind 9— 4:00to 4:55
Period 10— 5:00to 5:35

Hours Per Day

Daily class schedules for all of the weekly at-
tendance combinations possible under diploma
requirements detailed in this catalog are:

Daily Class Schedule Hours
Per Week M T W Th F
. P 5 8 5 8 5
30......... 6 6 6 6 6
28 ... 6 5 6 5 6
27 i, 5 6 5 6 5
260, .. .0 6 4 6 4 6
26, ... 4 7 4 7 4
25, .00, 5 5 5 5 5
23......... 5 4 5 4 5
22, . e 4 5 4 5 4
20........- 4 4 4 4 4
18......... 4 3 4 3 4
17......... 3 4 3 4 3
15......... 3 3 3 3 3
13......... 3 2 3 2 3
12......... 2 3 2 3 2
10......... 2 2 2 2 2
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Tuition and Fees

EVENING DIVISION

TUITION: In the Evening Division classes
there is no tuition charged to New Mexico resi-
dents—including members of the armed forces
stationed on active duty in New Mexico and
. their dependents. Adult Basic Education classes
are free to everyone. Persons who have not lived
in the state for at least one year before the first
day of class must pay tuition of $22 per class
hour per week for each trimester-long class.

BOOKS AND SUPPLIES: All Evening Divi-
sion students must purchase their own books,
except those taking Adult Basic Education
classes. Textbook prices are listed in this catalog
but they may change during the year.

LABORATORY FEE: In some classes, there
is also a laboratory fee which covers the cost of
supplies used by the student during the class.

This might include things such as welding gases
and cash register tapes.

CREDIT CARDS: VISA or MasterCard may
be used in the Evening Division.

ALL LABORATORY AND BOOK FEES
MUST BE PAID BEFORE THE STUDENT IS
ADMITTED TO CLASS.

REFUNDS: Students who withdraw from
class during the first two weeks may receive a re-
fund of their textbook and lab fees. The appli-
cation fee is not refundable, however. Refunds
will not be given for textbook that have been
damaged or in which the student has written.
No refunds are given after the first two weeks of
class.

Refunds are not made in cash but rather a
check is mailed to the student,

DAY DIVISION

TUITION: There is no tuition for New Mex-
ico residents. Members of the armed forces sta-
tioned on active duty in New Mexico and their
dependents are considered legal residents.

For non-residents of New Mexico—persons
who have not lived in the state for 12 months
preceding the first day of class—tuition for a
full-time student is $500 per trimester. For
schedules of less than 23 hours per week, tuition
is $22 per hour spent in class each week.

All tuition charges must be paid in full in
order to register and receive a class schedule.

Students who have paid tuition and withdraw
before the end of a trimester will be refunded
the unused part of the tuition.

Payments in lieu of tuition are requested from
agencies which are authorized to pay the train-
ing 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. Pay-
ment of the pre-registration fee and other re-
quired fees reserves the applicant a place in
classes only through the close of the final
registration day set for new students. Unless the
applicant has requested an extension in writing
of the reservation beyond the formal registra-
tion days for new students, his or her place in
classes may be filled by another applicant dur-
ing the late registration process,

The pre-registration fee is a charge for pro-
cessing 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 T-VI
cancels an instructional program to which ap-
plicants have been admitted.



BOOKS AND SUPPLIES: Textbooks are
loaned free to all full-time students, but they
have to be paid for if the student loses or
damages them. Because of this possibility, stu-
dents must make a $10 textbook deposit when
they are admitted. The deposit will be refunded
when the student returns all the textbooks in
reasonable condition when leaving T-VI or if
the applicant withdraws before receiving any
textbooks. Cost of lost or damaged books or
materials are deducted from the deposit, and
students are required to re-deposit the $10
before registering for another trimester.

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

CREDIT CARDS: T-VI accepts VISA and
MasterCard credit cards for payment of tuition
and fees.
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PERSONAL EQUIPMENT FEE: Many pro-
grams at T-V] require students to buy personal
equipment, such as uniforms in Health Occupa-
tions and tool kits in 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 equipment fee are made if the appli-
cant withdraws before the equipment has been
issued. Once it has been issued, no refund is
made,

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

Personal equipment fees for 1981-82 are:

Trimester Il {11 v v

PREPARATORY . ..................
BUSINESS OCCUPATIONS ..........

CULINARY ARTS

Baking ....covvviinenncnnnnnriss
Quantity Food Preparation .........

HEALTH OCCUPATIONS

HealthUnitClerk ......cocvvvivens
MNursing Assistant. . ... onveresnanns
PracticaAl Nurse ......convuvenrnn-
Respiratory Therapy Technician ......

TECHNOLQGIES

Civiland Map Drafting .............
Computer Information Systems.......
Construction Drafting ..............
Electromechanical Drafting . .........
Electronics (all programs)..........

TRADES
Air Conditioning, Heating and

Refrigeration .. ......ccveeeveses
Auto CollisionRepair . ...ovvuvvnnn-
Automotive Service Technician ......
Automotive Machinist ..............
L1501 113 o g
Commercial Printing ... ...oevvevene
Diesel Mechanics . .......vvevienn-
Electrical Trades .....ovevievannnns
Industrial Electrician .......c00nvuns
MachineTrades . ......ovvivnennnn

Plumbing........oonevuecncnnanns
SheetMetal .........ccoviviiiunnns
Small Engine Mechanics, ...........
Welding ... «vocviivinsnranas N

none
none
..... $85 $25
..... $8s 370
vo. 835 $40
none
..., 850 370 370
... 390 $70
$100 $70  §70
. $100
3100 $70

$100 $70  §70 370 370

... 350 $70
... 390 $76 370

$100 $70  §70

....590  $65
....590  $65
..... $9  $70
$100  $65
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Estimated Budget

An important matter to look at when plan-
ning to attend T-VI full-time is what it will cost.
This estimated budget—including food, hous-
ing, personal and transportation expenses as

1581-82:

Student’s Status ! Trimester

well as school charges for a full-time student—is
used by the Student Financial Aids Office to
estimate a student’s financial aids needs during
1981-82:

2 Trimesters 3 Trimesters

DEPENDENT LIVING WITH HEAD OF HOUSEHOLD

$ 301053 200 $ 40108 280
1576 ........... 2364
0 el 60
540 ...l 810
322 L.l 483

$2508 to $2678 $3757 10 33997

$ 3019 200 40103 280
50 ...l 1125
0 ..., 60
540 ...l 810
322 ..., 483

$1682 10 51852 32518 t0 $2758

$ 30108 200 $ 4003 280
1770 ......... L. 2655
40 ..., 60
40 ...l 810
322 ...l 483

$2702 10 52872 $4048 10 $4288

$ 30w$ 200 $ 4005 280
3020 ..., 4530

40 ... 60

990 ........... 1485

30 ... ... ... 510

Tuition and Fees* ..... $§ 20w0%f 120
Room and Board ...... 788 .........
Books and Supplies .... 20 .........
Personal Expenses..... 270 ...,
Transportation ....... 160 .........
Total*........... $1239 10§1359
DEPENDENT LIVING WITH PARENTS
Tuition and Fees* ..,.. $ 20tw$ 120
Room and Board ...... 375 ..., -
Books and Supplies . ... 20 ...,
Personal Expenses..... 270 ....... ..
Transportation ....... 161 .........
Total*. .......... 5 846103 946
INDEPENDENT SINGLE
Tuition and Fees* ..... $ 2003 120
Room and Board. ..... 885 .........
Books and Supplies .. .. 20 .........
Personal Expenses. .... 270 .........
Transportation ....... 161 .........
Total* ,......... $1356 to 31456
MARRIED, HEAD OF HOUSEHOLD**
Tuition and Fees® . . ... $ 20t% 120
Room and Board .. .... 1510 .........
Books and Supplies .. .. 20 ...,
Personal Expenses..... 495 .........
Transportation ....,.. 170 .........
Total*, . ......... $2215 t0 32315

Additional amounts allowed for each child:

RoomandBoard .... $ 251 .........
$167 .........

Personal Expenses , . .

$6625 1o 36865

*1f student is paying non-resident tuition, add $500 per trimester.
**1{ student is divorced or separated and has dependent children, count the first child
instead of spouse and then use the **Married, Head of Household'* figures.

Housing

T-VI has no dormitories and students must
make their own arrangements for housing,
However, the Student Activities Office on the
Main Campus in A-36 keeps a list of property
owners who have contacted T-VI with rentals
available to students.
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Financial Aids

Financial help to attend classes full-time in
the Day Division is available through several
federal and state programs. Some financial aid
is through agencies and some through the T-VI
Financial Aids Office. Each financial aid pro-
gram has its own purpose and system of deter-
mining need and eligibility.

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

'YETERANS ADMINISTRATION (VA):
Most full-time programs are approved for VA
education and training benefits. In addition to
service veterans, persons entitled to benefits in-
clude children and widows of deceased veterans
and dependents of veterans with 100 percent dis-
ability 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, re-
gardiess of where those skills were learned,
without specific VA permission.

Written records of previous education and
training are maintained to show that appropri-
ate credit has been given for the previous educa-
tion. The training program at T-VI is then
shortened proportionately.

Information about eligibility for VA educa-
tion benefits is available at any Veterans Ad-
ministration office.

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 of-
fice is located at 1816 Carlisle Blvd. NE, phone
766-2531,

NEW MEXICO DIVISION OF VOCA-
TIONAL REHABILITATION (DVR): Persons
with disabilities may be eligible for education
and training assistance from DVR. The Albu-
querque information office is at 5600 Domingo
Rd. NE, phone 842-3985.

OFFICE OF COMPREHENSIVE EM-
PLOYMENT TRAINING ADMINISTRA-
TION (OCETA): Education and training
assistance are provided for unemployed, under-
employed economically-disadvantaged persons

by this federal agency, which has offices
throughout New Mexico. Information is avail-
able from the nearest service center of the New
Mexico Employment Security Commission. The
OCETA Training Control Center in Albuquer-
que is at 1500 Walter St. SE.

BUREAU OF INDIAN AFFAIRS (BIA): In-
dian students taking 25 or more hours per week
may be eligible for education benefits through
BIA. Applicants should talk with their home
agency for BIA funding before applying to
T-VI. For more information, contact the BIA
Employment Assistance Office at 1000 Indian
School Rd. NW, phone 766-3153.

NATIONAL INDIAN YOUTH COUNCIL-
COMPREHENSIVE EMPLOYMENT AND
TRAINING PROGRAM (NIYC-CETA):
Training assistance is provided for unemployed,
underemployed or economically disadvantaged
Indians by this community-based organization.
NIYC-CETA has offices in Albuquerque, Far-
mington, Gallup and Santa Fe. The Albuquer-
que office is at 3619 Copper NE.

Application for some financial aids is made
through the T-VI Student Financial Aids Of-
Jices at the Main Campus, A-119, or in the Stu-
dent Services Center at the Montoya Campus.
Both are open weekdays from & a.m. to 5 p.m.
Some grants require the processing of federal
Jorms, however, which may take up to six
weeks. Students who need financial aids should
apply early, using forms available from the
Financial Aids Offices at T-V1,

BASIC EDUCATIONAL OPPORTUNITY
GRANTS or BEOG/PELL GRANTS (new
name after July 1, 1982): U.S. citizens and per-
manent resident aliens (immigrants, refugees
and persons granted asylum) with financial
needs who are attending T-VI at least 12 hours
per week may apply for this federal grant. The
BEQG/Pell Grant is intended to provide up to
half of the student’s estimated instructional
costs. During 1980-81, the largest BEOG for
which T-VI students were eligible for an entire
year was $712 for residents and $1538 for non-
residents.

To be eligible for a full BEOG/Pell Grant,
students must be enrolled in a program at least
six months long and of at least 600 hours of in-
struction. A partial grant is awarded students
attending less than full time. Also, to beeligible .
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a student may not already have a degree from
another institution.

To apply for a BEOG/Pell Grant, a student
must submit a Basic Grant Application form. It
is processed free of charge in lowa and then the
applicant is sent a financial aid index number.
As soon as the applicant receives this number,
which can take up to six weeks, it should be
brought to the T-VI financial aids office. If the
index number shows that the student is entitled
toa grant, T-VI will issue the grant.

T-VI students eligible for a BEOG/Pell Grant
receive equal montly installments of their total
grant about the twentieth of each month as long
as they continue to attend in good standing. See
the “Termination of Financial Aids”’ section.

Students who need financial aids beyond the
BEOG/Peil Grant must pay for a national fi-
nancial analysis using the College Scholarship
Service (CSS) Financial Aid Form. These forms
are available from the T-VI Financial Aids Of-
Jice and should be completed at least six weeks
before the beginning of classes.

SUPPLEMENTAL EDUCATIONAL OP-
PORTUNITY GRANT (SEQG): A limited
number of SEOG grants is available from fed-
eral funds to aid students with the highest level
of financial needs. SEOG eligibility will be
determined at the same time as the BEOG/Pell
Grant eligibility if the student has paid for and
received a CSS Financial Analysis statement.

NEW MEXICO STATE STUDENT INCEN-
TIVE GRANT (NMSIG or SSIG): This state
and federally funded program also provides
grants to needy full-time students who are fegal
residents of New Mexico. Amount of the SSIG
is between $200 and $800 per year. Payments
are made monthly as long as the eligible student
is attending and in good standing. Application
is by the same Basic Grant Application and CSS
Financial Analysis.

NEW MEXICO STUDENT LOAN (NMSL):
New Mexico residents enrolled in a full-time
vocational program at least six months long can
apply for these loans, Maximum loans are $800
per trimester and no more than $2400 in any
twelve-month period. In addition to the Basic
Grant application, persons wanting a NMSL
must complete forms which are given out at
loan workshops held at T-VI or the University
of New Mexico. Students cannot get a loan
without attending a workshop. Information
about workshops and the loan program is
available from T-VI’s Student Financial Aids
Offices.

T-VI students awarded an NMSL must place
their loan into an escrow fund, from which they
will be issued montly installments on or about
the first of each month, Monthly installments
will be paid so long as the student remains in
good standing at T-VI. If the student is placed
on Conditional Enrollment or withdraws from
school, the unused part of the loan will be
refunded to the state and the student will owe
only that amount actually issued to him or her,
plus a small amount for insurance on the loan.

After the student leaves school, he or she
must begin to repay the loan within six months.
At least $30 must be repaid each month. The
loan interest rate is nine percent per year on the
unpaid balance, byt the federal government
pays the interest charges while the person is in
school and during the six-month grace period
after leaving school.

COLLEGE WORK STUDY (CWS): A few
students with severe financial needs who meet
other federal requirements may be employed by
T-VI during non-class times under the CWS
program. To apply for CWS, the student must
have a Basic Grant eligibility index and must
also have paid for and obtained a CSS Financial
Analysis. Students employed under CWS may
work up to 20 hours per week and are paid
federal minimum wages of $3.35 per hour. Pay
periods are every two weeks.
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Attendance

DAY DIVISION

Anyone admitted to T-VI's Day Division
agrees to attend all sessions of every class for
which he or she is enrolled. Attendance is taken
every class hour and absences become part of
the student’s permanent record.

To be considered a full-time student at T-VI,
a person must enroll for no less than the min-
imum number of hours listed under each trimes-
ter of the program descriptions 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 ‘‘ex-
cused’’ 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 respon-
sible for contacting their instructors to arrange
for makeup of work missed. Such makeup work
is 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 tardy. An unauthor-
ized absence of more than 10 minutes of a class
hour js considered an absence for the entire
hour. However, a student may not be kept from
attending the remainder of the class hour be-
cause 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 re-
cord the absence. Additional tardies will con-
tinue to be charged as absences each fifth time.

EXCESSIVE ABSENCES: Students who do
not attend classes regularly are sent a warning
letter when absences reach 40 hours in any tri-
mester to let them know that additicnal ab-
sences will endanger their standing at T-VI and
will result in loss of financial aid.

CONDITIONAL ENROLLMENT: A stu-
dent whose absences reach 60 hours in any
trimester is placed on Conditional Enrollment
and will no longer be considered in good stand-
ing at T-VI. At this point financial aid is ter-
minated and the student must appear before a
Student Review Committee to prevent being
suspended for the balance of the trimester.

STUDENT REYIEW COMMITTEE: A stu-
dent placed on Conditional Enrollment for
excessive absences, or suspended for disruptive
behavior, has the right to appeal before a Stu-
dent Review Committee (SRC) of other stu-
dents. The SRC meets at the Main Campus
only.

A Conditional Enrollment student who does
not appear before the SRC is suspended for the
balance of the trimester,

Students on Conditional Enrollment who ap-
pear before the SRC may explain why the sus-
pension should not be carried out. After hearing
the appeal, the SRC recommends a course of
action to the T-VI President, either suspension
for the rest of the trimester or continuation of
the Conditional Enrollment status. Terms of
possible future suspension in the event of fur-
ther absences or disruptive behavior are in-
cluded.

A student who is placed on Conditional En-
rollment after the SRC hearing may be sus-
pended for the rest of the trimester if the terms
of the SRC probation are viclated. 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
following the regular admissions procedure as if
he or she were a new student.

EVENING DIVISION

Although attendance in the Evening Division
is not reported nightly to the Evening Division
office, a monthly report is made by instructors.

If a student is absent four consecutive eve-
nings, the instructor is urged to contact the stu-
dent. Students may be dropped from the class
after four consecutive absences.

To receive a certificate for an Evening Divi-
sion class, a student must earn a grade of ““C”
or better and attend at least 80 percent of the
class. These are the criteria for successful com-
pletion of a class.
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Progress Reports

DAY DIVISION

Requirements for graduation in each full-time
program are detailed in the catalog for the aca-
demic year when the student entered the pro-
gram. It is important that each student keep a
copy of that year’s catalog 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
the requirements listed under the program de-
scriptions in the catalog. In some programs
different certificates can be awarded for com-
pleting different levels.

GRADE REPORTS: Progress reports are
given to each student at midterm and at the 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’’ (Ex-
cellent), ““B” (Above Average), ‘““C" (Average),
“I’* (Incomplete) and “*U** (Unsatisfactory).
Minimum grades for which credit is granted are
“C!! Or t‘S-,!

Other programs use proficiency ratings. In
these classes, performance objectives are clearly
defined. The student then receives progress
reports detailing the skills mastered based on
those objectives, The rating sheets are the prog-
ress reports for these classes, and those showing
sufficient achievement also result in a final
grade on the transcript.

A student who receives either an ““I” or ““U”’
final grade for a class may not enroll for any
other class for which the former is a prereq-
uisite, An *‘I"’ grade may be converted to a
credit grade by completion of the missing work
the following trimester. Each department has
different deadlines for making up an *1.”’

A *U” grade can be made up only by repeat-
ing the entire class.

ACADEMIC PROBATION: A student who
receives an ““I”’ or ““U” final grade in any class
automatically is placed on academic probation.
Any time that less than satisfactory work is be-
ing done during the probationary trimester, the
student may be terminated. At the end of the
probationary trimester, if the student again has

received an “‘I’’ or **U” in any class, he or she
may not be allowed to continue in the same
T-V1program.

ACADEMIC SUSPENSION: A student who
fails to make satisfactory progress toward a cer-
tification goal during the last three trimesters at-
tended 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 sus-
pension.

CREDIT BY WAIVER: Credit toward grad-
uation is usually earned by taking a class and
receiving a satisfactory final grade or profi-
ciency rating, However, an applicant or student
can also be given waiver credit for any class in
which he or she can demonstrate the knowledge
or skills required.

Two types of credit by waiver are available,
and application forms are available in all de-
partment offices.

The first is by examination, and a person who
already has the knowledge and skills to pass the
final proficiency examinations for a class may
be given credit for that class by examination. A
student 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 in the final trimester of most programs to
an outstanding student who has earned all re-
quired proficiencies and who gets a full-time
training-related job after mid-term grades have
been issued. This waiver will not be given to any
student who has unsatisfactory grades, who is
on academic probation or who is on Condi-
tional Enrollment status because of absences,
The academic advisor or counselor can verify
whether or not a student is eligible to apply for
this kind of waiver.

Both types of waiver credit require the ap-
proval of the class instructor, academic advisor,
counselor, department chairman and associate
director of Student Services. Until all of these
approvals are obtained, the student must con-
tinue to attend class,

Credit by waiver is considered full and suc-
cessful completion of the class, meets diploma
and certificate requirements, meets prerequisite
requirements for advanced classes and is entered
on the student’s transcript as a completed class.



EVENING DIVISION

To successfully complete an Evening Division
class, a student must attend at least 80 percent
of the classes and earn a grade of at least a “‘C.”’
Letter grades used are ‘A’ (Excellent), ‘“*B"
(Above Average), “‘C” (Average) and *‘U”
(Unsatisfactory).

Certificates are granted to Evening Division
students for each class which they complete suc-
cessfully.

GED

(General Educational
Development)

In this program, persons without a high
school diploma can prepare for the GED tests,
also known as the high school equivalency
exam.

Upon successful completion of the five-part
exam, the New Mexico State Department of
Education issues an official high school diploma
which is recognized by colleges and universities,
labor unions, state and federal agencies and the
armed forces.

There are no registration, book, equipment or
testing fees required for the GED preparatory
course and the exams are free.

To take the GED exams, a student must be at
least 18 years of age, or his or her high school
class must have already graduated, or he or she
must be excused from attending school in ac-
cordance with state law and have a GED state
permission form.

Interested persons should contact the T-VI
Evening Division office to enroll in the pro-
gram. Office hours are noon to 8:30 p.m. Mon-
day through Thursday and 8 a.m. to 4:30 p.m.
Friday. Pre-tests are given to determine which
classes are needed to help the student prepare
for the GED exams. :

Both day and evening schedules are available
at both Main and Montoya campuses.

DAY SCHEDULE

MTWThF 8:20-11:15 a.m. T-VIMain Campus
MTWThF 12:20a.m.-3:15 p.m. T-VIMain Campus

MTWThF 12 nroon-3 p.m. T-VI Montoya Campus
EVENING SCHEDULE
MTW 7-9 p.m. T-VI Main or
Montoya Campus
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Testing Services

T-VI’s Testing Center provides several ser-
vices free of charge, including administration of
the General Educational Development (GED)
examinations 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 pretested 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.
The classes are available at both campuses.

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

The Main Campus Testing Center also gives
tests to applicants for T-VI's full-time programs
to help the applicant and counselors determine
which T-VI programs may best match the appli-
cant’s abilities and aptitudes.
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Students Records

DAY DIVISION

Permanent records are kept for each full-time
student who attends T-VI. The permanent tran-
script shows the amount of instruction each stu-
dent has received, whether class credits are by
full completion or waiver, whether the program
of studies is partial or complete, all final grades
and proficiency ratings earned. Attendance
records and the student’s original application
are also permanent records,

As a part of the admissions process, most stu-
dents authorize T-VI to provide confidential
copies of transcripts to bona fide employers and
to other educational institutions.

A student who does not want the transcript or
attendance records sent to prospective employ-
ers or other schools may indicate this at any
time on his or her transcript by visiting the Main
Campus Student Records Center or the Student
Services Center at the Montoya Campus.

A student may examine any and all docu-
ments in his or her cumuilative records during
the hours the Student Records Center is open.
Free copies of attendance records or transcripts
will be provided to students and former students
at their request.

All other uses of student records are in ac-
cordance with the federal Family Educational
Rights and Privacy Act of 1974 and its amend-
ments. Copies of T-VI’s procedures for meeting
the requirements of this act are posted in the
Main Campus Student Lounge and in the Stu-
dent Services Center at the Montoya Campus.

EVENING DIVISION

Permanent records kept by the Evening Divi-
sion include the date a student enrolled in a
class, the date completed or dropped, the total
number of hours the class was held, the total
number of hours the student completed during
the class, the final grade received and whether a
certificate was awarded to the student.

The words per minute attained in a typing or
shorthand class are also noted on a student’s
permanent record when applicable.

The Evening Division will furnish transcripts
at any time a student requests one. The first
transcript is free and all others cost $1 per
transcript requested.
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Services for Students

DAY DIVISION

The Student Services Division provides assist-
ance primarily to Day Division applicants, stu-
dents and graduates in admissions, testing,
counseling and career guidance, attendance ac-
counting, student records and transcripts, stu-
dent financial aids and job placement.

COUNSELING AND GUIDANCE: Profes-
sional counselors at both campuses help ap-
plicants choose a career field and instructional
program that will meet their needs.

They also assist T-VI students with problems
they may be having which keep them from do-
ing their best in T-VI classes. Both applicants
and students should feel free to see a counselor
at any time. Counselors and advisors are located
in each department.

HEALTH AND NURSING SERVICES: The
student health center is located in Room A-127
and is staffed by a nurse and a secretary trained
in first aid procedures. Services available are
first aid for minor injuries, emergency assist-
ance for other injuries and illnesses, counseling
about health problems, vision and hearing test-
ing, and information about such problems as
venereal disease and drug addiction. The facility
has beds available for persons who become ill
while attending school. Hours are 7:30 a.m. to 5
p.m.

JOB PLACEMENT: Responsibility for find-
ing a job after completing a program at T-VI is
the graduate’s and it is important to register for
placement upon graduation. To assist graduates
and full-time students in vocational programs in
their job search, T-VI has a Placement Services
Office and is developing an Office of Industrial
Relations on the Main Campus. A contact for
those services is located in the Student Services
Center at the Montoya Campus. The Evening
Division does not have placement services.

Placement files are maintained for all grad-
uates who request assistance in looking for jobs,
and contact is established with potential em-
ployers in business and industry seeking quali-
fied T-VI graduates. Information about any
part-time jobs for current Day Division students
is also available.

Graduates are also encouraged to use the ser-
vices of the New Mexico State Employment Ser-
vice, a public agency which charges no fees.

EVENING DIVISION

COUNSELING: A counselor is on duty at the
Montoya Campus until 7 p.m. to assist Evening
Division students with class selection, career
planning, transfer of night classes to the Day
Division and any school-related concerns.

Campus Conduct

Unsafe or disruptive behavior anywhere on
either campus, including the parking areas, 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 instruc-
tional staff.

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

SMOKING: Not permitted in any classroom,
laboratory or shop, smoking is allowed out-
doors on campus and in the designated area of
the student lounge. Please use ash trays and
other containers provided. Students are also
reminded that smoking is hazardous to their
health.

STUDENT DRESS: Students are asked to
come to class dressed appropriately for the job
for which they are training. Students or visitors
not wearing a shirt or shoes are not permitted in
buildings on the T-VI campus.

ANIMALS: Dogs, except seeing eye dogs,
and other pets are not ailowed in T-VI build-
ings.

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

ALCOHOLIC BEVERAGES: Because T-VI
is a public school, it is against New Mexico law
to be in possession of, or to drink, alcoholic
beverages anywhere on the campus, including
the parking lots.
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Food Services

A snack bar on the Main Campus is located in
A-35. It provides short order meals, snacks and
beverages from 7:45 a.m. to 3:30 p.m. week-
days, and from 6 to 8:30 p.m. Mondays through
Thursdays.

In addition, vending machines are available at
all times in several locations at the Main and
Montoya campuses and in Health Qccupations.

Personal Property

LOCKERS: Lockers are available on both the
Main and Montoya campuses and a day or even-
ing student may use any empty locker by simply
providing a lock for it. However, the lock must
be taken off and belongings removed by the last
day of each trimester or when a student is no
longer enrolled.

Locks remaining on lockers during the trimes-
ter break or more than five days after a student
has left school are cut off and the contents
removed. Students then have 30 days to claim
their possessions in M-105 on the Main Campus
or H-103 on the Montoya Campus.

" LOST AND FOUND: For both day and even-

ing students, the Main Campus lost and found is
at the Administration Building lobby reception
desk. On the Montoya Campus it is in the Stu-
dent Services Center.

INSURANCE: T-YI is not responsible for
property loss or damage or personal injuries.
Students are urged to obtain their own property
and medical insurance coverage.
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Phone Calls, Visitors

Students are not called from class to receive
telephone 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,.

Fires

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.

T-VI 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,

The Main Campus fire alarm is a continuous,
loud bell. Everyone must evacuate, move well
away and stay away from the buildings until an
all clear has been given.

The Montoya Campus alarm is a horn.
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Parking, Transportation

DAY DIVISION

PARKING: Student parking is available only
for student vehicles which are registered and
have a numbered T-VI parking decal. The
decals are available at registration, in M-105 on
the Main Campus or the Student Services
Center at the Montoya Campus. The decal
should be attached to the back side of the rear
view mirror so it can be seen through the front
windshield or on the window if there is not an
inside rear view mirror. On motorcycles, the
decal should be on the rear fender.

There is no charge for parking or for the
decals.

Parking is limited, especially at the Main
Campus, and students are urged to park onlyin
T-VI lots. Many businesses in the area will tow
away students’ cars that are parked on their
property. Also, many streets in the area require
parking permits from the city, available only to
residents of those streets.

All Main Campus student parking is located
south of Coal Ave. Lots north of Coal Ave. are
for staff, visitors and the handicapped. Special
parking areas in a number of locations are
marked for bicycles and motorcycles.

T-VI Security patrols the parking lots, but
cars should still be locked and valuables should
be hidden or locked in the trunk. T-VI is not
liable for thefts, vandalism or other losses which
take place while vehicles are parked on the cam-
pus.

Violations of parking regulations will result
in citations by Security. Students receiving three
or more citations will be referred to the Student
Government’s Student Judicial Affairs and
Currictlum Committee with further action
depending upon the committee’s recommenda-
tion. It can range from a warning to suspension
from the Institute, Most common violations are
parking in 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 parking’’ zone.

The speed limit in all parking lots is five miles
per hour because of the large number of pedes-
trians.

CITY BUS PASSES: Reasonably priced
passes for full-time postsecondary students are
available for Suntran city buses. Two kinds of
passes can be purchased: a trimester pass good
for unlimited city bus rides for the entire
trimester or a monthly pass good for unlimited
rides during one calendar month.

To encourage full-time students to use the city
bus system, T-VI pays a rebate of one-half the
price of both monthly and trimester passes paid
for by students. A monthly pass purchased in
the Financial Aids Office, A-119, on the Main
Campus or the Student Services Center on the
Montoya Campus, can be turned in for a one-
half rebate at the end of the month. Only those
monthly passes purchased at T-VI may be
turned in for rebates if the student is currently
attending school full time.

The trimester passes can be bought only at
Suntran, 619 Yale SE, because the student’s
photo is taken and becomes part of the pass.
Students wanting to buy a trimester pass must
have their T-VI student identification card with
them. A rebate is paid to those current full-time
students by T-VI after mid-term, Those rebates
are available in Financial Aids, A-119, or the
Student Services Center at the Montoya Cam-
pus.

VALENCIA COUNTY BUS: A free bus is
available to the Main Campus for Day Division
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.

EVENING DIVISION

Evening Division students may park in any
T-VI parking spaces except those designated for
the handicapped. There are special parking
areas for motorcycles and bicycles and they
should not be parked on sidewalks. Parking lots
are patrolled; however, students are urged to
lock their cars.

There is a speed limit of five miles per hour in
the parking lots because of the large amount of
pedestrian traffic.
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Student Government and Activities

Student government for T-VI’s Day Division
is composed of up to three Representatives
elected by each section of a Main Campus pro-
gram at the beginning of each trimester. Their
job is to carry the ideas of their fellow students
to the weekly Government meetings and to re-
port 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 official channel for
expressing student concerns about campus con-
ditions, the instructional program, for helping
develop school policies and procedures, and for
sponsoring a variety of student activities,

Leadership of the Government is provided by
a student body president and vice president who
are elected by Day Division students for two-
trimester terms. During 1981-82, elections will
be held in the Winter Trimester.

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 Gov-
ernment meeting. However, only elected Repre-
sentatives may make motions and vote.

HEALTH OCCUPATIONS STUDENT
COUNCIL: Each vyear, representatives are
chosen by each Practical Nurse and Respiratory

Therapy Technician primary group. From those
representatives, a president and vice president
are elected for one-year terms. Meetings of the
Student Council are at the Health Education
Center, 1215 Hazeldine SE.

STUDENT ACTIVITIES: A limited student
activities program is available. Student Govern-
ment sponsors some activities such as dances
and picnics for all students.

Other clubs and activities are supported by
T-VI’s activities budget. Various city league
athletic teams, such as basketball, baseball and
softball, and clubs which relate to specific in-
structional programs or out-of-school interests
are also sponsored.

An effort is made to establish any type of ex-
tracurricular 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
agrees to serve as the sponsor and if appropriate
facilities can be located at reasonable costs. Per-
sons interested in forming a club should contact
the Student Activities secretary in S-12 on the
Main Campus.

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 they are left as
they were with regard to furniture, equipment
placement and cleanliness.
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DAY DIVISION




_ DEPARTMENT OF
DEVELOPMENTAL STUDIES

Instructional Materials Centers

The Instructional Materials Centers (IMC) in-
clude four service areas for use by students,
staff and—in some cases—the entire commu-
nity. They are the Library, Adult Learning
Center, Drop-in Math Lab and Audio Visual
Services. Hours are 7 a.m. to 8:45 p.m. week-
days except Friday when they close at 5 p.m.
The centers are also open occasionally on Satur-
day from 12 noon to 4 p.m.

A Professional Development Center for the
instructional staff is located in the Main Cam-
pus IMC.

LIBRARY SERVICES

~Library materials may be checked out Mon-
days through Fridays between 7 a.m. and 5 p.m.
Many kinds of books, pamphlets, maps, news-
papers, magazines, encyclopedias and diction-
aries are available which contain information,
recreation, new ideas, stories of the past, issues
of the day and views to the future. Special col-
lections of learning materials are maintained in
all vocational subjects taught at T-VI.
Additional services include personal assist-
ance in locating materials, instruction in how to
use the library, study facilities, inter-library
loan, a copy machine, magazine back issues and
many other types of assistance designed to pro-
vide the information you want when you need
it.

ADULT LEARNING CENTERS

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

The centers also contain materials for persons
entering a variety of vocational fields.

Audio-visual materials are used extensively
and a trained staff member is on duty at all
times to help a person develop and pursue an in-
dividual program of study.

Basic education areas included are Conversa-
tional English, GED Preparation, Spelling,
English, Beginning Spanish and Human Rela-
tions.

Among the vocational components available
are audio-visual programs related to Elec-
tronics, Accounting, Computer Systems, Sales,
Health and Welding.

DROP-IN MATH LAB

The Drop-In Math Lab is on the Main Cam-
pus in the Adult Learning Center with hours
from 8 a.m. to § p.m. Monday through Friday.
Tutoring and individual study programs are
available in basic arithmetic, fractions, deci-
mals, percent, business math applications,
precision measurement, algebra, plane geom-
etry and trigonometry as well as binary, octal
and hexadecimal number systems.

Courses in algebra, plane geometry, trig-
onometry and math for trades may be scheduled
on an individual basis and completed for credit
toward a certificate program.

A special audio-visual series on everyday life
—including 50 units on subjects such as apart-
ment leases, taxes, maps, supermarket shopping
and jury duty—provides interesting material for
students to apply and improve their reading,
writing, listening and computational skills.

AUDIO-VISUAL SERVICES

These services, used primarily by staff mem-
bers, provide delivery, set-up, instruction and
maintenance of a variety of audio-visual equip-
ment. Arrangements may be made through this -
department for production of video tape televi-
sion programs, slide presentations, audio tape
recordings, development of audio-visual mate-
rials and for rental of film.



Special Vocational Services

Special Vocational Services are designed to
meet the needs of the handicapped student
enrolled at T-VI. Services to prepare and train
the handicapped student for a fuller participa-
tion in the world of work are located in the
Department of Developmental Studies with ex-
tension services in all vocational programs. Cur-
riculum adjustments are made to accommodate
various handicapping conditions. Services in-
¢lude career counseling, individual program
planning, vocational assessment, coordination
with community support agencies and individ-
ualized instruction.

Regular preparatory subjects are offered
under the Special Vocational Services Program
including specifically designed supporting
COUTSES.
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Supporting Courses Hours/Week

Employability SKills .....ccvvveiiansesd
Independent Living Skills ..............5

Employability Skills (S Hours/Week)

This cowrse is designed to make the student job-
conscious, well-prepared for employment and self-assured.
Units in self-assessment, resumé writing, applications, in-
terviewing technigues, on-the-job training, work samples,
business vocabularies, writing and composing letters,
career exploration, human relations, community resoufces
and job market information are included.

Independent Living Skills (5 Hours/Week)

This is a series of individualized instructional units em-
phasizing pre-vocational and independent living skills. In-
cluded are such topics as money management, first aid and
safety, community resources, hygiene and grooming, nu-
trition, telephone usage, transportation and interpersonal
relations. Vocational preparedness is stressed.
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Changing Careers Class

This five-week class is designed for persons
who have spent a considerable amount of time
as a homemaker or in another career and who
need or want to go to work, change careers or
return to school.

The class is offered each trimester and meets
two hours each day. To take into account dif-
ferent schedules, the class is offered at different
times of the day. It is offered at both the Main
and Montoya campuses.

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

The class deals with the development of a
positive self image for persons in transition, a
self-assessment of marketable skills, abilities

and interests, resumé writing, interviewing tech-
niques, a look at the local job market and com-
munity resources, and assistance 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,

The Changing Careers Program emphasizes
the many options a student has such as entering
the Preparatory Program, the GED 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 suc-
cess. Many persons who apply find that they
need to improve these skills before they enter a
vocational program. The Preparatory Program
helps these students improve in these skills so
that they can meet the entry requirements in the
vocational program they have selected.

A number of supporting courses are also of-
fered to help students learn about different job
fields while others teach skills to help a person
be more successful on the job,

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

A student may enter the Preparatory Pro-
gram anytime during the first 10 weeks of the
trimester—or until the classes are full. How-
ever, only persons who enter the program within
the first two weeks of a trimester are eligible to
receive Veterans Administration benefits.

Graduation requirements for vocational pro-
grams are not met through Preparatory Pro-
gram classes. However, attendance and grades
in these classes are recorded on permanent T-V1
records. ’

A full-time schedule in the Preparatory Pro-
gram is 20 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. Students may
take as many classes as wanted for their per-
sonal needs.

Also, students attending T-VI in a vocational
major may take any of the courses offered in the
Preparatory Program. Reading Improvement,
Introduction to Typing, Credit Union Opera-
tion, and First Aid and Personal Safety have
been popular supporting courses.

An abbreviated Preparatory Program is also
scheduled at night. More information is avail-
able from counselors at the Main or Joseph M.
Montoya campus.



PREPARATORY PROGRAM

Recommended Schedule Hours/Week

Mathematics coovovvevnenvavenear.a.10
CoOmMMUNICALIONS . i a vt v v invenvrnranra D
Exploratory. ....ovieisinirenrnnnan.. 3

Students whose reading test scores are low are
encouraged to take:

Reading Improvement. . .....cvvvvunenns 3

Supporting Courses
Credit Union Operation. . ..............5
Human and Interpersonal Relations ......5
IntroductiontoTyping .........c......5
Practical Physics . .. ..................5
Spanish for Beginners .................5
Thinking Strategies .. ...covvenrnrenres 3

EnrichmentCluster. ... .................5
Community Services

First Aid and Personal Safety
How-to-Study Techniques

Money Management

Vocabulary and Spelling Development
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COURSE DESCRIPTIONS

Mathematics (10 Hours/Week)

Upon entering the Preparatory Program, each student is
placed in the mathematics course that best meets his or her
needs, interests and abilities. Each student starts at the
beginning of the program no matter when he or she enters.
Progress is at his or her own rate with the objective of
meeting——or exceading—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 the student’s chosen subject.

Mathematics courses in the Preparatory Program in-
clude foundations (basic arithinetic) and mathematics for
Business Occupations, Culinary Arts, Health Occupations,
Technologies and Trades.

Communications courses in the Department of Develop-
mental Studies are offered on twao levels. At the founda-
tions level, the communications course is an individualized
refresher course including the four basic communications
skills: speaking, listening, reading and writing—with em-
phasis on spelling, writing and good English usage. On a
higher level, it stresses vecational applications of all four
communication skills, with special emphasis on each stu-
dent’s intended program. Technical vocabulary for each
T-V¥I program is acquired at this level,

Evening communications classes are also available at
both the Main and Montoya campuses.

Communications Foundations (5 Hours/Week)

This class helps students acquire and/or improve basic
communication skills—speaking, listening, reading and
writing—on an individual basis, It enables them to follow
oral and written instructions accurately, write gram-
matically correct sentences, spell correctly and use good
English.

Communications for Health Occupations, Business
Occupations, Culinary Arts, Technologies, Trades
(5 Hours/Weck)

In this class students improve their speaking, listening,
reading and writing skills as related to their chosen field.
They also learn reference and study skills and the technical
vocabulary for their chosen program. Classroom activities
include lectures, demonstrations, group activities, presen-
tations by guest speakers and student projects and presen-
tations. Occasional field trips to local companies and
laboratories let students explore the communications skills
needed on the job for the field they have chosen.

Writing Lab (5 Hours/Week)

Students learn writing skills in individualized lessons.
Their work is evaluated daily and particular skills needing
improvement—spelling, punctuation and form—are em-
phasized. The lab is for students in any T-VI program.

Exploratory (5 Hours/Week)

In this class, students can learn more about the field they
have chosen at T-VI—the job expectations, job availabil-
ity, methods, materials and operations of each field, Ac-
tivities in the class include presentations by guest speakers,
demonstrations, discussions, films, field trips, class proj-
ects and hands-on experiences whenever possible. All voca-
tional subjects offered at T-VI are included.
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Reading Improvement (5 Hours/Week)

The objective of this course is to help students under-
stand what they read. All T-VI students with special read-
ing problems are counseled to take this course.

Credit Unjon Operation (5 Hours/Week)

This course provides entry-level knowledge for many
credit industry jobs. Credit unions are studied in detail.
Direct experience is provided in credit union public rela-
tions and membership registration.

Human and Interpersonal Relations (5 Hours/Week)

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

Introduction to Typing (5 Hours/Week)

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

Practical Physics (5 Hours/Weck)

This is a survey course of physics designed for students
planning te pursue a major in trades or technologies. In-
troduced are basic concepts of work and energy, matter,
forces, friction, heat, light, electricity, sound and motion.
Basic mathematics and measurement rules are applied to
practical applications. The course is also designed to create
an understanding of physics and its purposes in modern
technology.

Spanish for Beginners (5 Hours/Week)

Conversational Spanish for non-Spanish-speaking stu-
dents who will be working in a bilingual society is taught in
this unit. Information about the Spanish culture and an ap-
preciation of its customs and traditions are included.

Thinking Strategies (5 Hours/Week)

This is a course for those who want to improve their
general thinking abilities. Several thought processes are ex-
ploted and applied to general problem soiving situatiomns,
math word problems and group processes.

Enrichment Cluster (5 Hours/Week, 5 Weeks/Unit)

This is a series of units which can help the student
understand and get along better with himself or herself and
others, especially in a work situation. The student may
choose any unit from the enrichment cluster.

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

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

How fo Study Technigues: Included are how to take
tests and notes, to increase study skills, to use resource
facilities, to organize study time and to evaluate oneself.

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

Vocabulary and Spelling Development: This unit is for
the student who needs to improve spelling abilities and ex-
pand written and oral vocabulary.

READING LAB

The Reading Lab helps students improve
reading skills on an individual basis. It is open
to any student attending T-VYI in any program
and is especially recommended to those students
who have reading problems.

Students may enroll at the lab at any time
during the trimester. Upon enrollment, each
student is tested in various reading skills and
then begins work on only those which need im-
provement. 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 Preparatory Building
and is open from 7:20 a.m. until 5:15 p.m.
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BUSINESS OCCUPATIONS

WORKSHOPS

These workshops are designed to update
business skills and are open to any interested
person in the community.

The registration fee for each is $3, and it is

necessary to sign-up in advance for each work-

shop. -

More information is available from the Busi-
ness Occupations Department at either the Main
or Montoya Campus.

September 26, 1981 Telephone Etiquette and
Techniques

September 30 Job Application

October 10 Business Law Concepts

October 17 Developing Interpersonal
Skills in Office Settings

November 14 Time and Stress
Management

November 21 Your Business and Federal
Income Tax

January 23, 1982  Office Supervision

January 27 Business Math Review

February 17 Advertising for the Small
Business

February 27 Five C’s of Letter Writing
March 13 Employer and Employee
Benefits for the Small
Business
- March 27 Grammar Review
"May 22 Job Application -
May 29 Word Processing
June 19 Interviewing and Personnel
Selection
June 26 Technical Writing
July 10 Payroll Accounting
Juiy 17 Personnel Evaluation
August 7 Self-Improvement
August 14 Punctuation Updated

Additional workshops will be planned upon

request of the community. They can also be
tailored to the needs of a specific employer, in
which case a contrac! is negotiated for programs
developed exclusively for a single employer.
Many workshops are co-sponsored with other
agencies.
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EVENING DIVISION COURSE SUBSTITUTIONS

Day Division students currently enrolled or who have had to drop out of a Business Occupations pro-
gram but plan to return in a later trimester may substitute certain courses in T-VI’s Evening Division for
either a supporting or required course. The student must tell his or her Evening Division instructor that the
class is to be counted towards a Day Division diploma.

Classes which may be substituted are marked with a & in the Evening Division schedule in this catalog.

The courses are:

Evening Division Course Duay Division Program Substitutes for:
Auditing Accounting supporting course
Beginning Typing Accounting required course
Intermediate Typing Accounting required course
Personal Lines Insurance Business Administration supporting course

Accounting
Commercial Lines Insurance Business Administration supporting course
Accounting
Secretarial Accounting Office Occupations required course
Alphabetic Shorthand Office Occupations required course
Beginning Shorthand Office Occupations required course
Intermediate Shorthand Office Occupations required course
Small Business Accounting Office Occupations Secretarial Accounting

Beginning Typing and Intermediate Typing
(both required)

Business Mathematics

Electronic Calculators and Filing

Office Supervision

Small Business Management

Small Business Law

Salesmanship

Introduction to Data Processing

Office Occupations

all BOD programs
all BOD programs
all BOD programs
all BOD programs
all BOD programs
all BOD programs
all BOD programs

Beginning Typing

required course
supporting or required
supporting course
supporting or required
supporting or required
supporting or required
supporting or required

Business Occupations Learning Centers

SUBJECT/SKILL AREAS

(Main and Montoya)

The BOLC serves T-VI students and the pub-
lic who want to review or learn a particular sub-
ject or skill 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
when equipment is available.

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

A fee of $10 per course is required.

Instruction is offered on new equipment in-
cluding electronic typewriters, electronic office
machines, transcribing machines, text-editing
typewriters and audio-visual training equip-
ment.

Typing [
Typing I1
Typing I11

Alphabetic Shorthand I

Gregg Shorthand 1

Gregg Shorthand I1

Gregg Shorthand Review
Communications Review

Business Mathematics Fundamentals
Shorthand Speedbuilding

Business Mathematics 11

Electronic Calculating

Accounting Fundamentals

Records Management

Machine Transcription

Medical Transcription

Legal Transcription

Word Processing

Cash Register Operation

Keypunch Operation (Main Campus)
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Accounting

4 Trimesters (Main and Montoya)

The Accounting Program is an excellent field
for persons who are looking for a career that is a
challenge and has the potential for unlimited
personal growth. It is one of the largest pro-
grams 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 com-
plicated accounting theory. The graduate is
prepared for entry-level job opportunities rang-
ing from payroll clerk to full-charge book-
keeper. The potential for advancement into jobs
with increasing responsibility is good.

The four-trimester program offers up to 1800
hours of instruction.

A diploma is awarded to those students who
complete the required 1500 hours of instruction
of which 525 hours are laboratory work and 975
are related theory. At least one of the sup-
porting courses must be an accounting specialty.
All students receive a proficiency certificate
for each course completed.

Students may select any of the supporting
courses listed to prepare for their employment
goals, At least one supporting course must be an
accounting course. 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,

Students acquire an employable skill after the
successful completion of all courses listed under
Trimesters I and I1. If a student must leave the
program at this point, a bookkeeping certificate
is awarded upon request.

Some T-VI Evening Division courses may be
substituted for courses in the Accounting Pro-
gram. A list of these transferable courses is at
the beginning of the Business Occupations sec-
tion of this catalog.

A number of the courses taken in this pro-
gram may be transferred to the University of
Albuguerque for credit towards a bachelor or
an associate of arts degree in business admin-
istration.

Students receiving Veterans Administration
education benefits receive only partial benefits
if they elect the supervised work experience in
the fourth trimester.

ACCOUNTING PROGRAM
Trimester 1 . Hours/Week
Accounting Principles Labl ........... 10
AccountingMathl ................... 5
Business Communications I.,........... 5
Typingl ... e e 5
Trimester II
Accounting Principles LabII........... 10
Principles of Data Processing .. ........,, 5
Business Communications II............ 5
Accounting Math II (72 weeks) ......... 5
Electronic Calculators (7%z weeks) ....... 5
Trimester 111
Intermediate AccountingLabI ......... 10
Tax AcCounting. . oo vvv i ivenrirrerens 5
SupportingCourses. . ................ 10
Trimester IV
Intermediate Accounting LablIl ......... 5
Managerial Accounting..............., 5
SupportingCourses. . .........covunnn 15

Supporting Courses

Accounting Systems Design.,............ 5
Advanced Accounting................. 5
Auditing . .. ... . i e e e 5
BASIC Programming for Business ....... 5
BusinessLaw.............coi0ieeunrn. 5
Cashiering. ....ioviereiiereenanronns 5
CostAccounting ......ovvecvnvneveens 5
Credit Union Operations. . ............. 5
Governmental Accounting. . ............ 5
Principles of Economies ............... 5
Principles of Management. ............. 5
Records Management* (72 weeks) . ... ... 5
Supervised Work Experience. ... ....... 10

*Does not count toward a diploma.

Note: Course descriptions and information
about prerequisites are available from T-V1.
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Business Administration

3 Trimesters (Main Campus)

The Business Administration Program is de-
signed to develop the skills, knowledge and at-
titudes which enable individuals to function in
decision-making positions. Business knowledge
of a general nature combined with basic ac-
counting skill and special supporting courses
prepare students for a variety of job options in
the business community.

The three-trimester program offers up to 1350
hours of instruction, and a diploma is awarded
to those students who complete the required
1125 hours. Students receive a proficiency cer-
tificate for each course completed.

Students may select any of the supporting
courses listed which will prepare them for their
employment goals. Not all supporting courses
are offered each trimester, and a minimum en-
rollment of 15 students is required for a sup-
porting course to be offered. Also, courses from
other programs may be substituted for Business
Administration supporting courses with depart-
mental approval.

Some T-VI Evening Division courses may be
substituted for courses in the Business Ad-
ministration Program. A list of these trans-
ferable courses is at the beginning of the
Business Occupations section of this catalog.

BUSINESS ADMINISTRATION PROGRAM

Trimester f Hours/Week
Accounting Principles Labl ........... 10
Business Mathematics . ................ 5
Introduction to Business .. ............. 5
Business CommunicationsI............. 5

Trimester IT
Accounting Principles LabIl........... 10
Principles of Marketing, ... ............ 5
Business Law. ...............c....... 5
Supporting Courses ................ 5-10

Trimester 11T
Principles of Management.............. 5
Financial Analysis.................... 5
Principles of Data Processing ........... 5
Business CommunicationsIT............ 5
Supporting Courses .....,.......... 5-10

Supporting Courses
Consumer Finance/Financial Counseling . . 5

Electronic Calculators (7% weeks) ....... 5
Budgeting .......................... 5
Independent Study ................... 5
Insurance ............ccovuieiann... 5
Human Relations .................... 5
Payroll Preparation. .. ................ 5
Personnel Management................ 5
Regulatory Agencies . ................. 5

Note: Course descriptions and information
about prerequisites are available from T-VI.

Distributive Education

1 Trimester (Main)

Persons who want to learn a skill quickly and
find a job as soon as possible should consider
this cashier-sales program.

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.

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

Operational skills are taught on various
makes and models of both electro-mechanical
and electronic cash registers as well as produce
calculating scales.

The 15-week program provides up to 225
hours of classroom instruction and a minimum
of 150 hours of paid Supervised Work Experi-
ence with an approved cooperating employer,

Some T-VI Evening Division courses may be
substituted for courses in the Distributive
Education Program, A list of these transferable
courses is at the beginning of the Business Oc-
cupations section of this catalog.

Applicants are admitted to this program at
any time when there is a vacancy in the class,
and students may leave the program when they
complete their training objective. Students who
complete the course receive proficiency cer-
tificates.

This program is not eligible for Veterans A d-
minjstration training benefits.



DISTRIBUTIVE EDUCATION PROGRAM

Trimester I Hours/Week
Cashier-Sales Education .............. 15
Supervised Work Experience ........ 10-20

Note: Course descriptions and information
about prerequisites are available from T-VI,

Fl

Fashion Merchandising
2 Trimesters (Montoya)

The Fashion Merchandising Program pro-
vides a solid foundation for men and women
planning careers in the fashion industry.
Graduates of the Fashion Merchanidising Pro-
gram have found career opportunities in depart-
ment stores, retail chains and specialty stores.

Beginning jobs for graduates range from re-
tail salesworker to assistant department man-
ager or assistant store manager. Some graduates
have advanced to become store managers and
fashion coordinators.

The fashion program is equipped with man-
nequins, various display furniture, related
fashion items and electronic cash registers.

Students develop basic employment skills in
the program’s first trimester, If a student ac-
cepts a full-time, training-related job after
satisfactory completion of the first trimester, a
Sales Certificate may be awarded upon request.

The two-trimester program includes 750
hours of classroom learning of which 150 hours
are laboratory work providing practical ex-
perience and 600 are related theory. All students
are awarded a certificate of proficiency for each
course successfully completed. Those complet-
ing the entire program receive a diploma in
Fashion Merchandising.

Some T-VI Evening Division courses may be
substituted for courses in the Fashion Merchan-
dising Program. A list of these transferable
courses is at the beginning of the Business Oc-
cupations section of this catalog.

FASHION MERCHANDISING PROGRAM

Trimester I Hours/Week
Math for the Fashion Industry........... 5
SellingFashion ...................... 5
The American Fashion Industry ......... 5
The Business Environment ............. 5
Fashion Communication............... 5
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Trimester IT
Fashion Store Operations (7%2 weeks) .. ... 5
Fashion Merchandising (72 weeks)....... 5
Personal Grooming (7%2 weeks) ......... 5
Fashion Show Development (712 weeks) ... 5
Marketing (72 weeks). ... ......coinnnn 5
Small Business Management (7% weeks). .. 5
Personal Typing (7¥2 weeks) . ........... 5
Human Relations (7% weeks) . .......... 5
Visual Merchandising (7%2 weeks)...... o
Textiles (7Yaweeks). .. ... .. vvcvr s 5

Note: Course descriptions and information
about prerequisites are available from T-V1.
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Legal Office Worker

I Trimester (Main Campus)

The Legal Office Worker Program prepares
persons for jobs as entry-level legal word pro-
cessing operators, clerks or transcriptionists. An
aptitude for operating sophisticated machines
is important for persons in this field.

Students attend class four hours a day, five
days a week, for fifteen weeks—a total of 300
class hours. An additional 75 hours of word
processing operation is strongly recommended
when equipment is available,

The course provides a basic background in
legal terminology, procedures, grammar, punc-
tuation, machine transcription, word processing
concepts and machine operation on modern
equipment. A typing prerequisite of 50 words
per minute is required.

Medical Records/Receptionist

1 Trimester (Main Campus)

The Medical Records/Receptionist Program
is for persons interested in working in hospitals
or other medical facilities as clerks or recep-
tionists. When this program is completed, stu-
dents are qualified for entry-level positions as
medical-record clerks and receptionists.

Students attend class four hours a day, five
days a week for fifteen weeks—a total of 300
class hours.

Course content includes basic anatomy, med-
ical terminology, math, English, calculators and
transcribing machines, typing, filing, record-
keeping, insurance form completion, appoint-
ment handling, telephone techniques, medical
ethics and human relations. A typing prereg-
uisite of 40 words per minute is required.

Upon completion of this program, students
will receive certificates.

This program is approved for Veterans Ad-
ministration training benefits but does not
qualify for other student financial aids.

MEDICAL RECORDS/
RECEPTIONIST PROGRAM

Trimester I Hours/Week
Medical Records/Receptionist Lab .. .... 20

Upon completion of this program, students
are awarded special recognition and will receive
certificates of proficiency showing their
achievements.

This program does not qualify students for
Veterans Administration training benefits or
other student financial aids.

LEGAL OFFICE WORKER PROGRAM

Trimester I Hours/Week

Word Processing Concepts (7Y% weeks). ... 5
Word Processing Operation (7% weeks) ... 5

Grammar/Punctuation ................ 5
Legal Terminology/Procedures. ......... 5
Legal Transcription. ........o00euvn... 5

Medical Transcription
1 Trimester (Main Campus)

This one-trimester program is for persons
who have typing and machine transcription
skills and who want to pursue a career as a
medical receptionist.

Classroom studies include medical, anatom-
ical and physiological terminology; preparation
of reports; and medical procedures for a total of
75 hours.

Students must also register for Medical
Transcription in either the Main or Montoya
Campus Business Occupations Learning Center
(BOLC) for a minimum of 75 hours while
enrolied in this program.

All students completing this 150-hour pro-
gram will receive a certificate. This program
does not quality for Veterans Administration
training benefits or other student financial aids.

Prerequisites: Typing proficiency of 50 wpm,
machine transcrition speed of
20 wpm, English placement test
at 80 percent accuracy.

MEDICAL TRANSCRIPTION PROGRAM

Trimester Hours/Week
Medical Transcription Lab (BOLC).. ..... 5
Medical Transcription Terminology

and Procedures ., .................. 5
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Office Occupations

3 Trimesters (Main and Montoya)

Career opportunities in office occupations are
unlimited. More and more businesses are active-
ly 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 employ-
ers and companies, it is important that persons
in this field enjoy working with people. They
should also be interested in routine office work.

The Office Occupations Program prepares
students for receptionist, clerical, clerk-typist
and typist positions. In addition, the program
offers supporting courses beyond the required
courses which qualify graduates for secretarial
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 requested.

This program provides up to 1125 hours of in-
struction. An additional 225 hours of sup-
porting courses may be taken. To earn a
Diploma in Clerical QOccupations, a student
must successfully complete 1125 hours of which
450 are laboratory work and 675 are related
theory. Those who also demonstrate shorthand
proficiency 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 and
electronic typewriters, electronic calculators,
transcribing 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.

Upon completion of this program, courses
may be transferred to the University of New

Mexico for credit towards an Associate Degree
in Secretarial Studies.

Some T-VI Evening Division courses may be
substituted for courses in the Office Occupa-
tions Program. A list of these transferable
courses is at the beginning of the Business Oc-
cupaticns section of the catalog.

OFFICE OCCUPATIONS PROGRAM

Trimester I Hours/Week
TypingLabl .................cvvn. 10
Office CommunicationsI .............. 5
Business Mathematics ... .veevvnnennnn. 5
Fundamentals of Business . ............. 5

Trimester 11
TypingLablIl .............civvviunn 10
Office CommunicationsII.............. 5
Secretarial Accounting ......... 000 un.. 5
Electronic Calculators (7%2 weeks) ....... 5
Records Management (7%2 weeks)........ 5

Trimester ITT
TypingLablIll...................... 10
Office Communications IIT............. 5
Fundamentals of Data Processing ........ 5
Business Relations. .. .......vovvennnn. 5

Supporting Courses
BASIC Programming for Business ....... 5
BusinessLaw......c.coiiiiieinnnnnnn 5
Cashiering. ..o et erneenrrrnrnnes. 5
Principles of Economics ............... 5
Principles of Management.............. 5
Shorthand I*......... ... vinnan. 5
Shorthand IT* ........cciievineennane 5
Transcription (Shorthand IID* .......... 5

*Shorthand proficiency is required for a Secre-
tarial Diploma and Shorthand is an additional
course each day.

Note: Course descriptions and information
about prerequisites are avaiigble from T-VI.
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Receptionist

1 Trimester, Open-entry/Open-exit
(Main Campus)

The Receptionist Program is for persons who
have little or no work experience and who are
interested in a short job training program. In-
dividuals completing this one-trimester course
will qualify for entry-level receptionist jobs.

Students may enter this program through the
tenth week as space is available and may leave
upon completion of their training objective,
Students are awarded a proficiency certificate
showing their achievements, and special recog-
nition is given those completing the program.

This is an individualized course 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 max-
imum of 15 weeks, totaling 300 class hours.

Instruction is on the most modern equipment
available with course work including typing,
electronic calculating, recordkeeping, filing,
telephone techniques, human relations and re-

ceptionist duties. A typing prerequisite of 25
words per minute is required.

Some T-VI Evening Division courses may be
substituted for courses in the Receptionist Pro-
gram. A list of these transferable courses is at
the beginning of the Business Occupations sec-
tion of this catalog.

This program does not qualify students for
Veterans Administration training benefits or
other student financial aids.

RECEPTIONIST PROGRAM
Trimester I Hours/Week
Typing
Filing/Recordkeeping/Electronic
Calculating 20
Human Relations/Office Procedures
Punctuation/Spelling

Note: Course descriptions are available from
T-VI.

Refresher Course for Office Workers

1 Trimester, Open-entry/Open-exit (Montoya)

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-
titne secretarial or general office experience.

Students may enter this program through the
tenth week as space is available and may leave
upon completion of their training objective.
Students are awarded a proficiency certificate
showing their achievements, and special recog-
nition is given those completing the program.

This is an individualized course 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 max-
imum of 15 weeks, totaling 300 class hours.

Review is in typewriting, shorthand, machine
transcription, office machines, English, mathe-
rpatics, filing, human relations and job prepara-
fion.

All work is on the most modern electric and
electronic typewriters, electronic calculators and
dictation equipment.

This program does not qualify students for
Veterans Administration training- benefits or
other student financial aids.

' REFRESHER COURSE PROGRAM

Hours/Week
Typing Review
Shorthand Review
Office Machines
Communications Review 20

Business Mathematics Review
Filing Review
Human Relations/Job Preparation

Note: Course descriptions and information
about prerequisites are available from T-VI.
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Small Business Operation
1 Trimester (Main)

The Small Business Operation program is
designed for persons who plan to open a small
business and for persons who are interested in
further training. The program places special em-
phasis on areas directly affecting the business-
man in his or her day-to-day operation. Courses
will be tailored to the specific needs of the
enrollees.

Some T-VI Evening Division courses may be
substituted for courses in the Small Business
Operation Program. A list of these transferable
courses is at the beginning of the Business Oc-
cupations section of this catalog.

All students completing the 300-hour pro-
gram will be issued a certificate.

The program does not qualify students for
Veterans Administration training benefits or
other student financial aids.

SMALL BUSINESS
OPERATION PROGRAM
Course Requirements Hours/Week
Business Law. . ... .ccovvvinnnarror s 5
Retailing/Salesmanship................ 5
Small Business Accounting ............. 5
Management . .......co0vevveninnnnnn 5

Note: Course descriptions and information
about prerequisites are available from T-V1.

Word Processing Operator
1 Trimester (Main Campus)

The Word Processing Operator Program is
for persons interested in working as an operator
in a word processing center or a general office
setting. Individuals must have an aptitude for
operating sophisticated machines.

Students attend class four hours a day, five
days a week, for fifteen weeks—a total of 300
class hours.

Instruction is on the most modern equipment
available with the course content providing a
basic background in word processing concepts
and machine operation, grammar, punctuation
and machine transcription. A typing prereq-
uisite of 50 words per minute is required.

Upon completion of this program, students
are awarded special recognition and will receive
certificates of proficiency showing their
achievements.

This program does not qualify students for
Veterans Administration training benefits or
other student financial aids.

WORD PROCESSING OPERATOR

PROGRAM
Trimester I Hours/ Week
Word Processing Concepts ........00vvn 5
Word Processing Operations. . . ......... 5
Grammar/Punctuation ............c..vue 5
Machine Transcription ....... c0vere-t. 5

Note: Course descriptions are available from
T-VI.
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CULINARY ARTS
Baking

2 Trimesters (Main)

This specialty in the food service field pre-
pares 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 bak-
ing begins early in the morning.

The program meets in a lab specifically equip-
ped for baking with ovens, display cases, com-
mercial mixers, doughnut machines, dough
dividers, refrigerated display cases, proofing
cabinets, dough sheeters. The program’s prod-
ucts are sold in the T-VI student lounge on a
regular basis.

This eight-month program provides up to 915
hours of instruction,

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.

Students may leave the programn when a train-
ing objective is reached and receive a rating
sheet detailing the skills mastered.

Baking students must pay an equipment fee
of $85 in Trimester I and $25 in Trimester II,
totaling $110.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathe-
matics test,

2. Must be free of chronic allergies to deter-
gents and soap.

3. Health Requirement: To enroll in this pro-
gram, it is necessary to present a certificate
to T-VI stating that the student is free from
tuberculosis in a transmissible form. The cer-
tificate must be obtained and signed by a li-
censed physician no more than 90 calendar
days prior to the beginning of the program.

4. Must be able to lift 50 pounds.

BAKING
Trimester I Hours/Week
BakingLabl...........evvevienn.. 20
Baking Theory and MerchandisingI ......5
Food ServiceMath ................... 5
Trimester IT
BakingLablIl ............. ... ... 20
Baking Theory and Merchandising II ..... 5
Supporting Courses. . ......ovvevreners 6
Supporting Courses
Industrial Safety . ........... . cvnuu... 3
ShopManagement. .. ..covuvierinerens 3

Note: Course descriptions and information
about prerequisites are available from T-VI,
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Quantity Fuod Preparation

2 Trimesters (Main)

The Quantity Food Preparation Program em-
phasizes nutritional food preparation leading to
entry into one of the fastest growing industries
as sauté cook after the first trimester or dinner
cook upon completion of the full program.

In the first trimester, students learn the fun-
damentals of food preparation and principles of
cookery, use of tools and cleanliness of equip-
ment. During the second trimester, students are
taught the cooking, proper care, and refrigera-
tion of foods; background knowledge of cuts of
meats; and ordering and purchasing procedures.

Classes are held in an industrial kitchen. Stu-
dents prepare food for and operate a cafeteria
line, including cash register operations, serving
more than 250 meals each day during most of
each trimester.

The eight-month program provides up to 900
hours of instruction.

To earn a diploma, a student must success-
fully complete a total of 825 hours of which 600
are [aboratory work and 225 are related theory.

A student may leave the program when a
training objective has been reached and receive
a rating sheet detailing the skills mastered.

Graduates of this program are encouraged to
enroll in the Baking Program, as space permits.
This will give them an additional job skill which
may be helpful in their careers.

Quantity Food Preparation students must pay
an equipment fee of $85 before entering the first
trimester and an additional $70 before the sec-
ond trimester, totaling $155.

ENTRANCE REQUIREMENTS

1. Must make an acceptable score on a mathe-
matics test.

2. Must be free of chronic allergies to deter-
gents and soap.

3. Health Requirement: To enroll in this pro-
gram, it is necessary to present a certificate
to T-VI stating that the student is free from
tuberculosis in a transmissible form. The cer-
tificate must be obtained and signed by a li-
censed physician no more than 90 calendar
days prior to the beginning of the program.

4, Must be able to lift 50 pounds.

QUANTITY FOOD PREPARATION

PROGRAM
Trimester [ Hours/Week
Sauté CookLabI.................... 20
Sauté Cook Theoryl ... iiiatn 5
Food ServiceMath .............c.c.vts 5
Trimester IT
Dinner CookLablIl.................. 20
Dinner Cook TheoryIl ................ 5
Supporting Courses .. .........c..u0. 0-5
Supporting Courses
Food Garnishment ................... 3
Industrial Safety . .........ccvviverens 3
Stewardship. . . - . oo o 3

Note: Course descriptions and information
about prerequisites are available from T-VI.
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HEALTH OCCUPATIONS

T-VI’s Health Occupations Department in-
cludes Nursing Assistant, Practical Nurse,
Licensed Practical Nurse Refresher, Respiratory
Therapy Technician and Health Unit Clerk
programs. The Practical Nurse Program is
sponsored jointly by T-VI and Presbyterian
Hospital Center.

Students in all five programs attend classes in
the Presbyterian Hospital Health Education
Center, 1215 Hazeldine SE. Located at the
center is the Helene Fuld Library and Media
Center, one of the best health occupations
libraries in the area with a large collection of
books and films, Learning laboratories are
equipped with hospital furnishings and supplies,
respiratory therapy machines and Ilife-like
models which provide students the opportunity
to practice basic skills needed for their clinical
experiences.

Students have superv;sed patient care and ob-

‘servational expériences at different local health -

agencies. Among those used are Anna Kaseman
Hospital, University of New Mexico Hospital,
Bernalillo County Mental Health Center, Pres-
byterian Hospital, St. Joseph Hospital,
Veterans Administration Hospital, Hospital-
Home Health Care Agency and Visiting Nurse
Service.

Applicants for the Nursing Assistant and the
Health Unit Clerk programs follow regular
T-VI admission procedures and return their ap-
plications to the T-VI Main Campus, 525 Buena

Vista SE. The Nursing Assistant and Health
Unit Clerk programs are offered each trimester.
A high school diploma or GED is required for
Health Unit Clerk applicants.

Practical Nurse has two beginning groups a
year. Respiratory Therapy Technician has a
beginning group only once a year in the fall,
Special application forms and procedures are
used for both programs and each requires a high
school diploma or GED (to meet the require-
ments of licensing agencies and health care
employers). There is also a math prerequisite
which may be met by making a satisfactory
score on a math exam.

Students for these two classes must apply dur-
ing specific days scheduled in the spring prior to
the beginning of the program. Dates, times and
locations for application are listed on page 43
for Practical Nurse and page 45 for Respiratory
Therapy Technician. There is also a specific
time to apply to take the Practical Nurse chal-
lenge exam. See page 44.

Graduates of the Practical Nurse and Res-
piratory Therapy Technician programs may
apply to receive transfer credit fowards an
associate of arts degree at the University of
Albuquergue, Details are included in this cata-
log under the program descriptions for those
two programs.
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SUMMER CLASSES FOR HEALTH OCCUPATIONS

Registration for both of these classes is May
18, 1982, in the Health Education Center. The
cost for one or both classes is the regular $10
T-VI pre-registration fee.

Anatomy and Physiology I

The first trimester of both the Respiratory
Therapy Technician and Practical Nurse pro-
' grams-s very difficult for most students because
a great deal of material is covered in a short
period of time. Students completing Anatomy
and Physiology I in the summer will not have to
takeit in the fall ' )

Class size will be limited and students in Prac-
tical Nurse and Respiratory Therapy Technician
applicants will be given first priority. Other in-
terested persons will be admitted on a space-
available basis.

The class will meet from 9:30 to 11:30 a.m.
from June 1 to Aug. 5, 1982.

Basic Math

Applicants for the Practical Nurse and Res-
piratory Therapy Technician programs who do
not make a satisfactory score on the math ad-
missions test are not accepted for the program
until they are able to achieve the minimum re-
quirements. This must be done at least one week
before the beginning of the fall trimester classes,
To meet that objective, applicants can obtain a

“tutor, study at thé T-VI Drop-in Math'Lab or

Adult Learning Center, take math classes of-
fered in the Nursing Assistant Program or T-VI

. Developmental Studies Department, or sign up

for this special Basic Math class. Other math
study options can be discussed during the en-
trance interview.

This class will be offered from June 1 through
Aug. 5, 1982, from 8:30 to 9:30 a.m. in the
Health Education Center. Included in the course
are fractions, decimals, percentages, Roman
numerals, and ratio and proportion.
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Health Unit Clerk

13 Weeks (Health Education Center)

The program for Health Unit Clerk, some-
times called ward clerk or service secretary,
trains persons to work in a hospital unit.
Transcribing physicians’ written and verbal
orders, answering the telephone, working with
computers and giving information to patients,
visitors and staff are typical activities.

Applicants must have a high school diploma
or equivalency and must pass a reading and
spelling test. They must be able to write clearly
and accurately as well as have an ability to speak
distinctly to others. Being bilingual in Spanish
and English can be helpful, Physical stamina is
essential because the job requires moving about
quickly and easily in an area of intense activity,

There is a $30 fee which covers the required

uniform top and laboratory tests. Uniform
slacks are required but not provided.

The 390-hour program is thirteen weeks long
with eight weeks of classroom theory and five
weeks of clinical practice in local hospitals. A
certificate is awarded upon completion.

The Health Unit Clerk Program is offered
each trimester,

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

HEALTH UNIT CLERK
Course Requirements Total Hours
Health Unit Clerk TheoryandLab ..... 240
Health Unit Clerk Clinical Practice .. ... 150
Total 390

Nursing Assistant

1 Trimester (Health Education Center)

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.

Persons completing the program successfully
will receive certification as Nursing Assistants
and Home Health Assistants.

To be admitted, applicants must pass a math
test and be able to read at the seventh grade
level. 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 patients’
homes. Since city buses often do not go to all the
places students are assigned, students shouid
have access to other transportation.

A 330 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 330 hours of in-
struction of which 199 are laboratory work and
131 are theory. Nine weeks are spent in the
classroom and laboratory followed by six weeks
of extensive 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 Laband Theory ............. 21
Health Communications ....... ... 12

Anatomy and Physiology

for Nursing Assistants . ............. 18
Math..................... Cerenas 45
Hospital Clinical Experiences .......... 90
Home Health Clinical Experiences. ...... 54
Total 330
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Practical Nurse

3 Trimesters (Health Education Center)

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 completion of the 12-month program,
students are eligible to take the state practical
nursing license examination given by the
NMSBN.

Practical Nurse applicants must have either a
high school diploma or equivalency.

Applications for the January, 1982, class will
be accepted September 22, 23 and 24, 1981. Ap-
plications for the September, 1982, class will be
accepted March 2, 3 and 4, 1982. They must be
made in person at the Health Occupations Cen-
ter, 1215 Hazeldine SE, by the applicant or a
representative.

Because this program is very demanding, and
because the number of applicants far exceeds
the number of student training positions avail-
able, an admission process is used to establish
the Practical Nurse classes. Fifty students will
be selected for the January, 1982, class and sixty
students for the September, 1982, class.

One-third of the students selected for the
Practical Nurse class will be those scoring
highest on the admissions test and having a
health occupations background. A second por-
tion of the class will be made up of alternates
selected, but not called, for the previous class.
The last portion of the class will be made up of
persons randomly selected by computer from
the remaining applicants who meet the re-
quirements of qualifying test scores, having an
interview and submitting letters of recommen-
dation. - -

Required for a diploma are 1350 hours of in-
struction of which 785 are laboratory work and
565 are theory. Clinical experiences generally
have to be scheduled at varying hours so the
hours of classes and clinical experiences may
change from day to day, and there may be an
occasional Saturday class.

Students must be able to attend classes, obser-
vations and clinical experiences as scheduled
and plan for their own transportation to the

agencies and hospitals. The first trimester, or
15-week block, consists of pre-clinical training
in nursing skills with related theory courses. The
second and third trimesters are spent in class-
room and clinical experiences related to
medical-surgical nursing for children and adults

and maternal-infant nursing,

Practical Nurse requires a once-only $75 fee
which supplies required uniforms, liability in-
surance, scissors and identification tags. It does
not cover the cost of an entrance physical ex-
amination, a cap,.a watch with second hand,
uniform shoes, stethoscope, graduation uni-
form, graduation pin or state board exam fees,

There is a math prerequisite for the program
which is met by making a satisfactory scoreona
math entrance exam. See the section on summer
courses, page 41, for information on basic math
classes and labs at T-VI.

\":
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After becoming licensed and working one
year, graduates of the Practical Nurse Program
may apply for the career ladder nursing pro-
gram at the University of Albuguerque. This
program leads to an associate degree in nursing
and the opportunity to take the State Board ex-
amination to become a registered nurse.

Transfer credits accepted by the U of A from
the T-VI/PH School of Practical Nursing are:

Nursing 111 6 credits
Nursing 112 7 credits
Nursing 113 2 credits
Anatomy and
Physiology 4 credits
19 rotai credits

Applicants to the U of A program must takea
iwo-hour seminar in August before beginning
the program. Interested persons should check
with the U of A for additional information and
program requirements.

PRACTICAL NURSE PROGRAM

Health Occupations Basic Math is a prerequi-
site for this program.

Trimester | Total Hours
*Anatomy and Physiology1 ........... 60
Nursingl.........coiiiiiininn... 163
Nursing Skills Lab and
Clinical Experience. . ............. 195
Dosages and Solutions................32
Total 450
Trimester IT
Nursing I1
Clinical Experience ............... 300
B0 1T o, 150
Total 450
Trimester HI
Nursing II1
Clinical Experience ............... 100
- ~Theory..... P e evevesans. 50
Nursing 1V
Clinical Experience ...........c... 100
Theory....... e et aa e 50
Nursing V ' '
Clinical Experience ............... 100
Theory. ..o vv it it i iaieaeanns 50
Total 450

*May be taken in summer trimester prior to be-
ginning program.

Y

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 De-
partment to challenge portions of the Practical
Nurse Program.

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

The challenge examinations are given twice a
year. The exams are scheduled November 3,
1981, and February 23, 1982, Applications for
challenge will be accepted between September
14, 1981, and October 31, 1981, for the Novem-
ber test and January 4, 1982, to February 12,
1982, for the February test in the Health Oc-
cupations Department, 1215 Hazeldine SE. Ap-
plication forms are available those dates by
visiting the department or calling 243-2844,

If an applicant does not score satisfactorily
on the challenge exams, the applicant must take
all of the Practical Nurse Program course work
to obtain a diploma. Persons may not retake the
challenge examinations.

Four tests are given. The first two tests cover
primarily first trimester content of the Practical
Nurse Program, and applicants must score satis-
factorily 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 clinical
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 per-
formance. Following this period, the faculty
considers a student for graduation, based on
how well the student completes the work in the

© program, : “

Challenge students accepted into the Practical
Nurse Program must submit transcripts of prior
education and proof of high school graduation
or equivalency. They must also pay the required
T-VI fees, purchase their own school uniforms
and other needed equipment, and have a phys-
ical examination prior to admission.

Challenge students who meet the objectives of
the program are considered graduates of the
program and are recommended for state board
examinations,
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Licensed Practical Nurse Refresher

0 Weeks (Health Education Center)

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 practical
nurses who have not worked in nursing for the
past five vears. Theory classes and clinical ex-

periences focus on medical and surgical nursing

Refresher courses are offered on the basis of
demand and need, availability of clinical ex-
periences and qualified faculty. Ten people are
admitted to each course. Participants pay a $10
registration fee plus the costs of required text-
books. No definite dates are set, and interested
persons should contact the Health Occupations
Department office for more information,

This program is not eligible for Veterans Ad-

care including pharmacology. ministration benefits.

Respiratory Therapy Technician

3 Trimesters (Health Education Center)

The Respiratory Therapy Technician Pro-
gram teaches the special skills required for treat-
ment, management, control and care of patients
who have problems breathing. The program is
one year long and includes classroom instruc-
tion and specialized clinical experiences in local
hospitals. It is accredited by the American
Medical Association Council on Education.

Applicants must have either a high school
diploma or equivalency, and because respira-
tory therapy involves handling and care of treat-
ment 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,
1982, class will be accepted from April 1 until
April 30, 1982, or when 125 applications are
‘received,’in the Health Occupations Center. -

Because the Respiratory Therapy Program is
demanding, and because the number of appli-
cants exceeds the number of student training
positions available, an admissions process is
used to select a class of 22 Respiratory Therapy
Technician students.

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 recommen-
dation and interviews.
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Respiratory Therapy Technician students pay
a $70 fee when they begin the program. This
covers the costs of required uniforms and iden-
tification tags. It does not cover the cost of the
school’s praduation pin, stethoscope, scissors,
pre-entrance physical examination or student
liability insurance.

Liability insurance is required and must be
purchased in the first trimester.

The program totals 1350 hours of instruction
of which 885 are laboratory/clinical work and
465 are theory. The clinical experience schedule
may vary from day to day but attendance aver-
ages 30 hours per week in the program,

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

There is a basic math prerequisite for the pro-
gram which is met by making a satisfactory
score on a math entrance exam. See the section
on summer courses, page 41, for information on
basic math classes and labs at T-VI.

Graduates of the Respiratory Therapy Tech-
nician Program may apply for the career ladder
respiratory therapist program at the University
of Albuquerque. This program leads to an asso-
ciate degree in respiratory therapy and the
opportunity to take the national examination to
become a registered therapist.

Transfer credits accepted by the U of A from
the T-VI Respiratory Therapy Technician Pro-
gram are:

Anatomy and Physiology 4 credits

Respiratory Therapy

Resp 101, 102, 103 14 credits

18 total credits

Interested individuals should check with the
U of A for additional information and program
requirements.

-,

RESPIRATORY THERAPY PROGRAM

Health Occupations Basic Math is a prerequi-
site for this program.

Trimester I Total Hours
*Anatomy and Physiologyl ........... 60
Chemical and Physical Principles
Of R T i ci i e 75
R.T. Practices and Procedures . ....... 60
RT.Labl.......ccooiiiiiiiant, 115
Clinical ExperiencesI............... 140
Total 450
Trimester It
Anatomy and Physiclogyil............ 30
Psychosocial Aspects of Patient Care . ... 15
Microbiology and Demonstration Lab. . . , 60
R.T. Practices and Procedures II........ 15
RT.LabIl ......oiviii i ians, 30
Clinical ExperiencesII.. .. ............ 300
Total 450
Trimester 11T
Cardiopulmonary Problems ........... ao
Pharmacology.......c.covvinveeennens 45
Respiratory Therapy Seminar .......... 15
Clinical Experiences III .............. 360
Total 450

*May be taken in summer trimester prior to be-
ginning program.
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Computer Information Systems

4 Trimesters (Main and Montoya)

In this program, students learn to solve in-
formation and management problems using
computer hardware. Graduates of the program
are prepared for jobs as business applications
programmers which can be the first step in a
career in the computer field.

The computers currently being used at T-VI
are the Data General M-600, 96MB disk drives,
CRT terminals, magnetic tape, line printer and
card reader; an IBM-M-30, 2311 disk drives,
2401 tape drives, printer and reader; IBM-029
and Univac 1710 keypunches; and a Wang 2200
minicomputer.

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
on problem solving techniques and the man-
machine interface. Minicomputer and main-
frame environments are used in teaching five
widely used programming languages.

A Data Processing Trainee Certificate may be
requested after completion of all courses re-
quired in the first two trimesters if a student is
unable to complete the program. To earn a
diploma, a student must successfully complete a
total of 1725 hours of which 1050 are laboratory
work and 675 arerelated theory.
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COMPUTER INFORMATION SYSTEMS PROGRAM

Trimester{ . ... ...... ... ..... Hours/Week
ANSICOBOL.......ovvvevenrannnnn 10
Introduction to Computers ..........-.. 5
ComputerMath! .......... ... ..... 5
JCL, Files, Utilitiesand SortsI.......... 5

Trimester IT
Advanced ANSICOBOL. ............. 10
RPGII ... 5
JCL, Files, Utilitites and SortsI1......... ]
ComputerMathII.................... 5
AccountingI ........... ..ot 5

Trimester 11
Assembler ........... ... i i i, 10
Advanced RPGII ....... ... c.ciiiians 5
SystemsAnalysisI.................... 5
Management Methods I................ 5
Accounting I ............ ... ....un. 5

Trimester IV
Computer System Software............ 10
Advanced Programming Techniques...... 5
SystemsAnalysisII ................... 5
BASIC Language Programming ......... 5
SupportingCourses. . ................. 5

Supporting Courses
Computer Communications and

DataBaseTheory .................. 5
EDP Business Applications . . ........... 5
FORTRAN Programming.............. 5
Management Methods I .. ............. 5
Reading Improvement............i.... 5

DRAFTING

Civil and Map Drafting

4 Trimesters (Main)

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

The Civil and Map Drafting Program uses
labs that contain modern drafting machines,
drafting stations, theodolites, transit levels and
electronics distance meters. Also used in the
program will be a Wang 2200 minicomputer and
a Data General M600 computer,

To earn a Diploma in Civil and Map Draft-
ing, a student must successfully complete a total
of 1605 hours of which 1080 are laboratory
work and 525 arerelated theory.

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

CIVIL AND MAP DRAFTING PROGRAM

Trimester I Hours/Week
Construction Drafting Lab/Theory I 15
Applied ConstructionMathI......... 5-10
Building Materials and Methods1........ 5

Trimester IT
Cartographic Techniques Lab/Theory. ... 15
Applied Math 11 for Civiland Map ....... 5
BASIC Language Programmingl ........ 5
Plane Surveying I ............. 0.t 6

Trimester I
Photogrammetric Techniques Lab/Theory . 9
BASIC Language Programming Il ....... 5
Surveying and Mapping Techniques ...... 5
Plane SurveyingIl................ ..., 6

Trimester [V
Civil Drafting Lab/Theory ............ 15
Communications. . ... ocvvvvnnneenennn 5
Plane Surveying IIl ................... 6

Supporting Courses
Applied Physics. .. ... vini i, 5
Calculus .. ...t 3
FORTRAN Programming.............. 5

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



Construction Drafting
4 Trimesters (Main)

Construction Drafting provides students with
job-entry skills in architectural, structural,
mechanical and mechanical equipment drafting;
estimating; scheduling; and residential drafting.
Supporting technical courses are included.

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

To earn a Diploma in Construction Drafting,
a student must successfully complete a total of
1725 hours, of which 1050 are laboratory work
and 675 are related theory.

Students pay a personal equipment fee of $35

at the beginning of the program.

CONSTRUCTION DRAFTING
PROGRAM
Trimester I Hours/Week
Construction Drafting Lab/Theory1..... 15
Applied Construction MathI ......... 5-10
Building Materials and MethodsI........ 5
Trimester IT
Construction Drafting Lab/TheoryIl.... 15
Building Materials and MethodsII ....... 5
Applied ConstructionMathII.........., 5
SolarSystems ......cciiiiiiie e, 5
Trimester 11T
Construction Drafting Lab/TheoryIIL ... 15
Structural Detailing. . . ........o0vint. 5
Applied Physics. .. ... .o v iv v v innen. 5
Building Materials and Methods III....... 5
Trimester IV
Mechanical Systems Lab/Theory........ 15
Construction Analysis................ 10
Inking Techniques............ccvvunn. 5
Supporting Courses
Architectural Detailing ................ 5
Basic Construction Surveying ........... 5
BASIC Language Programming ......... 5
Economics for the Construction Industry .. 5
FORTRAN Programming.............. 5
Architectural Landscaping ............. 5
Reading Improvement. .. ... covvnennen 5

Rendering ......cveiiiiiinnnnniennns 5

Electromechanical Drafting

3 Trimesters (Mazin)

Electromechanical Drafting is a complex field
of drafting for persons with a strong interest in
electronics and mechanical design. This pro-
gram presents drafting fundamentals in electri-
cal and electronics applications. Also included
are specialized mechanical drafting and design
concepts.

Graduates are prepared for jobs as electro-
mechanical drafters with a background in con-
ceptual and applied experiences to allow growth
and development in typical industrial situations.

The lab contains modern drafting stations,
drafting machines and other typical drafting
equipment,

To earn a diploma, a student must success-
fully complete a total of 1275 hours of which
825 are laboratory work and 450 are theory. A
new class is accepted at the beginning of sum-
mer trimester,

In the third trimester, some students will have
the opportunity to participate in a supervised
work experience that is established with some
organizations. Students receiving Veterans Ad-
ministration benefits will not receive them while
participating in the work experience part of the
program.

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

PROGRAM
Trimester I Hours/Week
Electromechanical Assemblies Lab/

Theory. .ot asaans 15
Algebra........0 vty 10
Mechanics. ..o iin v i iceinnsas 5

Trimester IT
Electronics DraftingLab.............. 15
TrigonoOmetry ..o cvvvvvenanennnonnas 5
BasicElectronics . ... ... ..o i ie e 10

Trimester 111 Hours/ Week
Electromechanical Systems Lab/
Theory. .. ...t iiiiiiiarrnnns 10
Introduction to Mechanical and
ToolDesign . .v.ovvvviviinennn s, 15
SupportingCourse ..... ... ..c.icinnn 5
Supporting Courses
Applied PhysicS. . . ..o e v viineiennanean 5
BASIC Language Programming ......... 5
Caleulus ......cci vt iiii s 3
Digital Circuits I ............ . cocvvns 5
Digital Circuits IT ....... ... . ..ot 5
FORTRANProgramming. . ....vvuvvvss 5
Reading Improvement................. 5

ELECTRONICS

A diploma in electronics is awarded to the
student who successfully completes 1725 hours
of course work in one of five programs in the
electronics field. In all but the Laser Electro-
Optic Technology Program, students may re-
quest a certificate after the completion of three
trimesters if they find it necessary to interrupt
their training.

The Digital Electronics Technology Program
provides a variety of skills emphasizing work on
digital equipment such as computers and elec-
tronic control devices.

The Communications Technology Program
offers specialized training emphasizing analog
devices such as those used in broadcasting,,con-
sumer radio and television equipment, cable
television, telephone systems and energy in-
dustry applications.

The Electronics Technology Program is aless
specialized course which provides a combina-
tion of training drawing from both digital elec-
tronics and communications technology.

The Electromechanical Technology Program
provides the student with job entry skills to
troubleshoot and repair automated industrial
equipment and instrumentation.

The Laser Electro-Optic Technofogy Pro-
gram prepares students to work with [asers and
electro-optic  devices. Their uses include
welding, cutting, testing and measuring opera-
tions in an expanding number of industrial,
medical, construction, military and research ap-
plications.

Lab facilities for the electronics programs
contain modern equipment for testing, trouble-
shooting, calibrating, analyzing and designing
electronic circuits.

Many devices are made available for repair,
modification and fabrication including com-
munications equipment, computers, instru-
ments and industrial equipment.

All electronics students must pay a personal
equipment fee of $20 before entering the first
trimester.
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Digital Electronics
4 Trimesters (Main and Montoya)

The Digital Electronics Program provides the
student with job entry skills in digital electronics
and microprocessors. The theory and operation
of various types of electronic equipment as well
as microprocessors and computers are included.

Lab facilities for the Digital Electronics Pro-
gram contain modern equipment for testing,
troubleshooting, calibrating, analyzing and
designing electronic circuits. Such electronic cir-
cuits may be found in communication equip-
ment, computers, electronic instruments and
many other electronic devices.

To qualify for a Diploma in Digital Elec-
tronics Technology, the student must suc-
cessfully complete 1725 hours of course work of
which 1000 hours are laboratory work and 725
are theory. Students may request a certificate
after the completion of three trimesters if they
find it necessary to interrupt their training.

A personal equipment fee of $20 is required
when entering the program.

DIGITAL ELECTRONICS PROGRAM

Trimester I Hours/Week
Electronics I .......cc i, 15
Digital Cireuits I ... ... ... ... ... 5
Electronics MathI .. ............... 5-10

Trimester IT
Electronics II....... ... oo ot 15
Digital Circuits II . ... ................ 5
Electronics Math II with

Circuit Analysis ... ................ 10

Trimester ITI

Electronics 1I1I/Semiconductor Principles

and Applications .................. 20
Digital Cireuits III. . ... ......covvinntn 5
BASIC Language Programming ......... 5

Trimester I'V
Electronics IV .. ... .ot iriinen 15
Electronics Instruments. . ... .. ......... 5
Digital Circuits IV . ... ..... .. ihhns, .10

Supporting Courses
Calculus .. ... covii i i enernrenrenen 3
FORTRAN Programming. ............. 5
Reading Improvement. ................ 5

Technical Physics . ......coiiiivninnas 5

31

Communications Technology
4 Trimesters (Main)

The Communications Technology Program
provides students with job-entry skills to install,
maintain and use various types of electronic
communications instruments and equipment.
The program also includes classes in digital elec-
tronics to enable the student to work with the
newer types of digital instruments and equip-
ment.

Lab facilities contain modern equipment for
testing, troubleshooting, calibrating, analyzing
and designing electronic circuits. Such elec-
tronic circuits may be found in communication
equipment, computers, electromnic instruments,
cable television, radios, telephone systems and
energy industry applications.

To qualify for a Diploma in Communications
Technology, a student must successfully com-
plete 1725 hours of course work of which 1000
hours are laboratory work and 725 are theory.
Upon request, a student may be awarded a cer-
tificate after the completion of three trimesters
if it is necessary to interrupt his or her training.

A personal equipment fee of $20 is required
when entering the program.

COMMUNICATIONS TECHNOLOGY

PROGRAM
Trimester I Hours/ Week
Electronics I .. ......ciiiiineiinns 15
Digital Circuits I ... ... 5
Electronics Mathl ................. 5-10
Trimester IT
Electronics II. . .......ccvveninrennn. 15
Digital Circuits IT .. ... ... ... .. ... ... 5
Electronics Math 1] (72 weeks)......... 10
Introduction to Communications
(FTVaweeks) ... ..ir e ieinnnnn 10
Trimester HI
Electronics III/Semiconductor Principles
and Applications ........... ... 20
Electronics CommunicationsI.......... 10
Trimester IV
Electronics IV ... . ... . i it 15
Electronics Communications II......... 15
Supporting Courses
Caleulus ..o veiii it i e e e et 3
FORTRAN Programming.............. 5
Reading Improvement................. 5

b e —m—mm e
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Electronics Technology
4 Trimesters (Main)

The Electronics Technology Program is less
specialized than the Digital Electronics or Com-
munications programs but combines instruction
from those two fields for a general background
in electronics.

Lab facilities for the Electronics Technology
Program contain modern equipment for testing,
troubleshooting, calibrating, analyzing and
designing electronic circuits. Such electronic cir-
cuits may be found in communication equip-
ment, computers, electronic instruments and
many other electronic devices.

To qualify for a diploma in Electronics Tech-
nology, the student must successfully complete
1725 hours of course work of which 1000 hours
are laboratory work and 725 are theory. A stu-
dent may request a certificate after the comple-
tion of three trimesters if it is necessary to inter-
rupt his or her training.

A personal equipment fee of $20 is required
when entering the program.

ELECTRONICS TECHNOLOGY PROGRAM

Trimester I Hours/Week
Electronics T . ... i i inv e, 15
Digital Circuits I ........ovvevivnonnn. 5
Electronics MathI ................. 5-10

Trimester I1
Electronics I, . ...t ie i ients 15
Digital Circuits IT .. ... vviin i, 5
Electronics Math II with Circuit Analysis . 10

Trimester IIT

Electronics III/Semiconductor Principles
and Applications ........ouuuuenn. 20
*Digital Circuits III................... 5
*BASIC Language Programming ........ 5

Trimester IV

Electronics IV .........civiiininnnn 15
Electronics Instruments. . ............. 5
*Electronics CommunicationsI......... 10

Supporting Courses

Caleulus ........ o 3
FORTRANProgramming.............. 5
Reading Improvement................. 5

*These courses may be interchanged.

Electromechanical Technology
4 Trimesters (Main)

The Electromechanical Technology Program
provides students with job-entry skills to
troubleshoot and repair automated or process
control equipment and instrumentation. Topics
covered include digital and analog circuitry,
microprocessors, electronics and pneumatic in-
strumentation, and solar energy.

The program meets in the Yale Annex of T-VI
where labs contain electronic lab benches and
test instruments; oscilloscopes; signal gener-
ators; power supplies; digital trainers;
microprocessors; servo trainers; hydraulic-
pneumatic equipment; and a student shop area.

To qualify for a Diploma in Electromechan-
ical Technology, the student must successfully
complete 1725 hours of class work of which
1225 are laboratory- work and 500 are theory. A
Certificate of Electromechanical Testing may be
requested after completion of all courses re-
quired in the first three trimesters if a student is
unable to complete the program.

Al] students must pay a personal equipment
fee of $20 at the beginning of the program.,

ELECTROMECHANICAL TECHNOLOGY

Trimester | Hours/Week
Electronics I .. .... ... ..o, 15
Electromechanical MathI............ 5-10
Control Circuitryl .. ......ccvviernnn 5

Trimester 11
Electronics IT.........covinviinnans 15
Electromechanical Math II ...... e 5
Control Circuitry II. . .. ... ... .. . ... 10

Trimester ITT
Industrial Electronics [1I .. .. .......... 10
Control Circuitry IIT . ................ 10
Hydraulic, Pneumatic, Mechanical

Systems....oivii i ii e 5
Semiconductor Principles and
Applications ............c.cc.iun. 5

Trimester IV

Industrial Electronics [V .............. 10

Electromechanical-Energy Projects Lab ... 5
Hydraulic, Pneumatic, Mechanical

SystemsIl . .vv vt ie i et 5
Digital Circuits IV for
Electromechanical ...........ovvu. 10



Supporting Courses

BASIC Language Programming ......... 5

Calculus . ......ciiiii ittt 3

FORTRAN Programming. ............. 5

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

Technical Physics .............0un.... 5
Laser Electro-

Optic Technology
4 Trimesters (Main and Montoya)

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 develop-
ment.

The entire program leading to a diploma in
Laser and Electro-Optic Technology is 1725
hours in length of which 900 are laboratory
work and 825 arerelated theory.

The facilities at T-VI include modern class-
rooms and laboratories containing state-of-the-
art lasers, lenses, mirrors and analytical test
equipment.

A $20 personal equipment fee is required of
beginning students,

LASER ELECTRO-OPTIC
TECHNOLOGY PROGRAM
Trimester I Hours/Week

Electronics I ... ....... .o, 15
Electronics MathI ................. 5-10
Digital Circuits I ..................... 5
Trimester IT
Electronics II................cvvnn. 15
Laser Electro-Optic Technology IT
Digital Circuits IT .................... 5
MathforLasers..........cccvvvrennnn. 5
Introduction to Lasers with Optics ....... 5
Trimester HI Y
Electronics III .......covuvuunn.. e...15
Laser Electro-Optic Technology I
Digital Circuits III.............. .. ... 5
Advanced Laser Systems ............ ...5

LEOComponents ..........oco0nnn.. 5
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Trimester IV

Laser Electro-Optic Technology IV
Advanced Laser Systems with Applications 10

Laser Measurements .. .......vevuunens 5
Op-Amps and Linear Integrated Circuits. . . 5
Technical Physics ......c.ovivnnnnnn.. 5
BASIC Language Programming ,........ 5
Supporting Courses

Calculus ... iin et e e 3
FORTRAN Programming. ............. 5
Reading Improvement. . ......oveuurnn. 5
Semiconductor Principles and

Applications ......oeiveiinrenian. 5



34

Most classes in the Trades, the largest skill
cluster at T-VI, meet on the Main Campus in
classrooms, indoor and outdoor lab spaces, and
live work areas. The Commercial Printing Pro-
gram and an additional Welding laboratory are
located at the Joseph M. Montoya Campus. Ad-
missions information on all Trades programs is
available at either campus.

All of the Trades programs accept new stu-
dents at the beginning of each trimester,

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.

Students are advised that it can be dangerous
to wear contact lenses in any area where there
are fumes from chemicals, solvents and gases,
and in areas where electrical flash may be pres-
ent. These students should plan to wear regular
eyeglasses, rather than contacts, in classes where
such hazards exist. All students must wear ap-
proved safety glasses in classes where they are
required.

Each applicant has an interview with an ad-
missions counselor and may also be interviewed
by the program supervisor during the admis-
sions 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.

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 part of a program and is ac-
tually a training plan developed by the cooperat-
ing employer and the T-VI instructional staff.
Before beginning a supervised work experience,
the student must have the approval of the in-
structor, program coordinator, counselor,
department chairman and the Associate Direc-
tor of Student Services.

The supervised work experience option is not
eligible for Veterans Administration benefits.
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Specific Entrance Requirements for Trades Programs

All of the Trades programs have in common two specific entrance requirements. They are that the appli-
cant must make an acceptable score on a mathematics placement test and be able to lift materials and

¢quipment weighing 50 pounds.
Some programs have additional requirements. They are:

AUTO COLLISION REPAIR: Must be free of chronic respiratory diseases.
AUTOMOTIVE SERVICE TECHNICIAN: Must be free of chronic respiratory diseases and allergies to automotive fuels and

solvents.

CARPENTRY: Must be free of chronic wood or wood product allergies.
COMMERCIAL PRINTING: Must be free of chronic allergies to lubricants, solvents, inks and photographic chemicals; and

must have normal color vision.

DIESEL MECHANICS: Must be free of chronic respiratory diseases and allergies to diesel fuels and solvents.

ELECTRICAL TRADES: Must have normal color vision.
INDUSTRIAL ELECTRICIAN: Must have normal color vision.

MACHINE TRADES: Must be free of chronic respiratory diseases and allergies to oils, solvents and cutting fluids; must be able
to stand on concrete floors for eight 1o 10 hours per day; and must have depth perception correctable in both eyes.

MASONRY: Must be free of chronic lime or cement product allergies,

PARTS SPECIALIST: Must be free of chronic respiratory diseases and allergies to automotive fuels and solvents; must have
correctable vision; and must be able to stand on concrete floars for a prolonged period of time.

PLUMBING: Must be free of chronic respiratory diseases and allergies to plumbing fluxes, oils, glues and plastic compounds.

SHEET METAL: Must be free of chronic respiratory diseases and allergies to sheet metal fluxes and metals.

SMALL ENGINE MECHANICS: Must be free of chronic respiratory diseases and allergies to fuels and solvents.

WELDING: Must be free of chronic respiratary diseases and have depth perception correctable in both eyes.

EVENING DIVISION COURSE
SUBSTITUTIONS

Trades

A number of Evening Division courses may
be applied towards a full-time diploma in the
Trades Department. Students are responsible
for notifying their Evening Division instructor
at the beginning of the course if they want it to
count towards a diploma.

Except as noted, the Evening Division courses
listed below may be substituted for the course of
the sametitle in the day program.

Automotive Air Conditioning

Automotive Carburetion

Blueprint Reading for Construction Trades

Construction Estimating

Plumbing Theory |

Plumbing Theory 11

Electrical Trades Theory 1

Electrical Trades Theory 11

Trades Mathematics

Algebra I and Il {(both must be completed to

substitute for Algebra I in the Day Divi-
sion)

Electronics I {(may be substituted for Control

Circuitry)

OPTIONAL TRADES SUPPORTING
COURSES AVAILABLETO ALL
T-VISTUDENTS

At least 12 students must sign up for a course
and instructional space must be available if it is
to be offered. As aresult, not all courses are of-
fered each trimester. Most of the courses are of -
fered only at the Main Campus.

Course Title Hours/Week
AlgebraforTrades ................... 3
Automotive Electrical Wiring ........... 3
BasicMetallurgy ..........coievvennn. 2
Construction Estimating .. ............. 3
Energy Management/Solar

Applications ...................... 5
Geometryfor Trades . ..........ovvuun. 3
Industrial Safety ..................... 3
Masonry Applications . . . ............. 10
Production Planning . . ........c.couv.. 2
SystemsDesign ...................,... 3
Transportation Electronics ............. 4
Trigonometry for Trades, ., ............. k!
Welding Skills Improvement* ........... 5

*This is an open-entry/open-exit class and is not
eligible for Veterans Administration benefits.
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COURSE DESCRIPTIONS

Algebra for Trades (3 Hours/Week)

This course covers basic algebraic manipulation in-
cluding signed numbers, order of operation, inverse opera-
tion, linear equations, straight-line graphs, monomials,
polynomials, factoring, algebraic fractions, fractional
equations, exponents and quadratic equations.

Antomotive Electrical Wiring (3 Hours/Week)

This course provides instruction in automotive electrical
components and related wiring. Included is heavy use of
schematics to trace circuits and identify components.
Students are taught principles of negative and positive
ground systems and correct procedures for hooking up bat-
teries, starters and alternators.

Basic Metallurgy (2 Hours/Week)

Instruction is offered in methods and processes; struc-
ture and properties of metal; temperature changes in metal
machining; effects of alloying elements; and weights and
conversion factors.

Construction Estimating (3 Hours/Week)

This course is intended for those students in the building
trades who are interested in estimating the amount of
material, time and equipment required to complete a con-
struction project.

Energy Management/Solar Applications (5 Hours/Week)

This combination theory and lab practice course is for
those students who areinterested in the management of the
residential energy package. Instruction is provided on how
life-styles, design and orientation conserve natural re-
sources. Emphasis is on the selection, installation, main-
tenance and repair of sotar equipment as they relate to the
heating of water and air.

Geometry for Trades (3 Hours/Week)

This course includes geometric construction, geometric
solutions, volume, capacity and simple formula manipula-
tiomn.

Industrial Safety (3 Hours/Week) - :

This course includes training in.the Red Cross Multi- - -

media Systemm and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
_ completion. Qccupational safety is stressed.

Masonry Applications (10 Hours/Week)

This basic lab class includes masonry trades safety; tools
and equipment; and on-hand applications of concrete,
block and brick laying.

Production Planning (2 Hours/Week)

This course covers material allocation, method plan-
ning, job routing, time and cost estimating, and pro-
duction planning terms as applied to the metalworking
industry.

Systems Design (3 Hours/Week)

This course includes the study of the design, layout and
application of air distribution duct systems for air condi-
tioning. Instructional emphasis is on basic principles of
physics, psychrometric theory related to human comfort,
the principles of fluid flow and the thermodynamics of the
refrigeration cycle.

Transportation Electronics (4 Hours/Week)

This combination lab and theory course provides an in-
troduction to the principles and operation of electronic
devices found in modern automaobiles and other types of
transportation equipment. Students are familiarized with
the basic components of various electronic systems. Fusing
and voltage requirements are covered.

Trigonometry for Trades (3 Hours/Week)
Trigonometric functions of acute angles, right triangles
and oblique triangles are covered in this course.

Welding Skills Improvement
{Open-Entry/ Open-Exit—5 Hours/Week)

This laboratory practice class includes safety practices,
general tools and equipment, sources of heat, operational
procedures, metals and their properties, and applications
of oxyacetylene and arc welding. It is an open entry/open
exit course which will start students at their level of skill
and advance them from that point as the time available
and the individual’s ability permit.




Air Conditioning,
Heating and Refrigeration

3 Trimesters (Main)

The Air Conditioning, Heating and Refrig-
eration Program prepares students for success-
ful entry into the installation, maintenance and
service field.

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 required preventive main-
tenance.

In the lab, students are introduced to con-
densing 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.

To earn a diploma, a student must successful-
ly complete a total of 1305 hours of which 750
are laboratory work and 555 are related theory.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered.

Air Conditioning, Heating and Refrigeration
students must pay an equipment fee of $90
before entering the first trimester and $70
before each additional trimester, totaling $230.

AIR CONDITIONING, HEATING AND

REFRIGERATION PROGRAM

Trimester I Hours/Week

Air Conditioning, Heating and
RefrigerationLabl ,............... 15

Alir Conditioning, Heating and
Refrigeration TheoryI.......... PR 5

Air Conditioning, Heating and
RefrigerationMath ................. 5
Control CircuitryI .. .........cconu... 5
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Trimester IT
Air Conditioning, Heating and
RefrigerationLabIl................ 15
Air Conditioning, Heating and
Refrigeration Theory Il ... ........... 5
Air Conditioning, Heating and
RefrigerationMathlIl ............... 5
Control CircuitryII................... 5
Trimester IIT
Air Conditioning, Heating and
Refrigeration LabIIl............... 10
Air Conditioning, Heating and
Refrigeration TheoryIIl ............. 5
Basic Sheet Metal Applications ......... 10
Control Circuitry III . ... ... ... o vnn. 2
SupportingCourses ................. 0-5
Supporting Courses
AlgebraforTrades ...........covvvu.n 3
BasicMetallurgy .........ccovvvivn.. 2
Energy Management/Solar
Applications ............cooiinat.. 5
Industrial Safety ..................... 3
SystemsDesign ...................... 3
Trigonometry for Trades. .. ............ 3

Note: Course descriptions and information
about prerequisites are available from T-V1.

Automotive Collision Repair
2 Trimesters (Main)

The Automotive Collision Repair Program
prepares a student for entry-level metal or paint-
ing employment in the automotive industry. The
student should be able to qualify in the area of
his or her choice and ability.

The Auto Collision Repair Lab contains
sanders, buffers, air chisels, paint sprayers,
welding equipment, paint booths, frame
machines and many other factory and dealer-
ship training units.

In the first trimester, students are given in-
struction and practical experience in minor body
work and basic automotive painting procedures.
They are encouraged to specialize as they pro-
gress in their training., The quality of work and
the flat rate manual are used to determine the
student’s rating,
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The second trimester includes advanced metal
and painting. The metal worker does more com-
plex removal and replacement of panels and
front-end sections, and medjum frame and body
damage repair. Quality and flat rate skills are
used for evaluating students. The painting area
rating is based on quality and the amount of
supervision required.

The eight-month program provides up to 900
hours of instruction.

To earn a diploma, a student must success-
fully complete a total of 825 hours of which 675
are laboratory work and 150 are related theory.

A student may leave the program when a
training objective is reached and receive arating
sheet detailing the skills mastered.

Automotive Collision Repair students must
pay an equipment fee of $90 before entering the
first trimester and an additional $70 before the
second trimester, totaling $160. They must also
provide their own industrial safety glasses.

AUTOMOTIVE COLLISION REPAIR

PROGRAM
Trimester I Hours/Week
Auto Collision RepairLabI ........... 20
Auto Collision Repair TheoryI.......... 3
Oxyacetylene Welding . . . .............. 5
Auto Collision RepairMath ............ 2
Trimester i1
Auto Collision Repair LabIl........... 20
Auto Collision Repair TheoryIl ......... 5
Supporting Courses . .ovuevvrceacens 0-5
‘Supporting Courses
Automotive Electrical Wiring ........... 3
Estimating..........ccciiiiiinanann 2
Industrial Safety ............covviint. 3

Note: Course descriptions and information
about prerequisites are available from T-V1I.

Automotive Service Technician

3 or 4 Trimesters (Main)

The Automotive Service Technician Program
helps the student gain the technical knowledge
and occupational skills needed to enter the auto-
motive service field,

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 equip-
ment, timing lights, pullers and many other
types of equipment currently in use in the in-
dustry.

Three or four different specialties, each one
trimester long, may be taken in any order pro-
vided space is available in the class and specific
entrance requirements and prerequisites have
been met.

In one specialty, instruction is in the fun-
damentals of engine operation and construc-
tion; engine testing and diagnosis; and engine
disassembly, inspection, cleaning, recondition-
ing, reassembly and check-out.

In another specialty, emphasis is on the basics
of electricity; tests and operation of batteries
and cranking motors; and charging, ignition,

fuel and ignition control systems. Air condition-
ing, carburetion and emission control courses
are offered separately.

During a third trimester, brakes, front sus-
pensions, steering, alignment, transmissions
and drive train mechanisms are emphasized.

In addition, the Automotive Machinist spe-
cialty is available to a limited number of
students. The specialty includes elements of
Machine Trades modified to include cylinder
head machining procedures and is open only to
students who have successfully completed at
least the engine trimester and meet the entrance
requirements for Machine Trades.

To earn a diploma as an Automotive Service
Technician, a student must successfully com-
plete a total of 1350 hours, of which 900 are
laboratory work and 450 are related theary. An
Automotive Machinist diploma may be earned
in a total of two trimesters by completing 900
hours, of which 525 are laboratory work.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered,

Automotive Service Technician students must
pay an equipment fee of $100 prior to entering
the first trimester and $70 before each addi-
tional trimester, totaling $240 for the standard
program.

The equipment fee for the Automotive Ma-
chinist trimester is $100,



AUTOMOTIVE SERVICE TECHNICIAN

PROGRAM
Specialty 1 ~ Hours/Week
Automotive Engines and Engine
SystemsLab...................... 16
Automotive Engines and Engine
SystemsTheory ....cooveiininnnreas 5
Automotive Diagnostic Procedures . .. .... 4
Supporting Courses. .. oo e ennnrens -5
Specialty IT
Automotive Electrical and
Tune-UpLab..................... 20
Automotive Electrical and
Tune-UpTheory ..........cvvinnn. 5
Supporting Courses. .. .......ovenen... 5
Speciaity 11T
Brakes, Front-End Alignment and
DriveTrainsLab .................. 20
Brakes, Front-End Alignment and
Drive Trains Theory. .. ..............5
Supporting Courses. ... .....coeien..n ., 5
Specialty IV
Automotive Machinist
(Limited Enroliment Option)
Automotive MachinistLab ............ 15
Machine Trades TheoryI............... 5
Machine TradesMathIL................ 5
Blueprint ReadingI................... 5
Supporting Courses
AlgebraforTrades ........oovvivunnn. 3
Automnotive Air Conditioning** ......... 4
Automotive Emission Control Systems ... .2
Basic Automotive Math*. .............. 3
Basic Tool Application ................ 2
Carburetion. . . ........ci i, 4
Geometry for Trades. ... .......ccco. ... 3
Industrial Safety ..................... 3
Precision Measurement®* ............... 2
Transportation Electronics . ............ 4
Trigonometry for Trades. .............. 3

Note: Course—descriptions and information
about prerequisites are available from T-VI.

*Required for beginning Automotive Service
Technician students.
**Offered during winter and summer trimesters
only.
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Carpentry

2 Trimesters (Main)

The Carpentry Program provides students
with practical and realistic job skills to enter the
construction industry.

The Carpentry Program meets in a lab speci-
fically designed for carpentry and in an outside
livework area. The well-equipped lab includes
drill presses, band saws, doweling machine,
table saws, a surfacer and many other types of
equipment used in industry,

During the first trimester, the fundamentals
of residential framing and tools of the trade are
taught, In the second trimester, emphasis is
placed on interior finish, finish carpentry, basic
construction and installation of cabinets, mill-
work and estimating.

The eight-month program provides up to 975
hours of instruction. To earn a diploma, a stu-
dent must successfully complete a total of 825
hours of which 450 are laboratory work and 375
are related theory,

A student may leave the program when a
training objective has been reached and receive
a rating sheet detailing the skills mastered.

Carpentry students must pay an equipment
fee of $100 before entering the first trimester
and an additional $70 before the second tri-
mester, totaling $170. They must also provide
their own carpenter’s overalls or nail apron.

CARPENTRY PROGRAM
Trimester I Hours/Week
CarpentryLabl................. ... 15
CarpentryTheoryl ......... ..ot 5
CarpentryMathl .................... 5
Blueprint ReadingI...........c.00venn. 5
Trimester IT
CarpentryLabIl .................... 15
Carpentry TheoryIl .................. 5
Blueprint Reading II .................. 2
CarpentryMathII.................... 3
SupportingCourses ................ 0-10
Supporting Courses
Algebrafor Trades ................... 3
Construction Estimating .. ............. 3
Energy Management/Solar
Applications .....coivninrnnnnn.. 5
Industrial Safety ............. ... .. 0., 3
Masonry Applications . .. ............. 10

Nore: Course descriptions and information
about prerequisites are available from T-VI.
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Commercial Printing

2 Trimesters (Montoya)

This program teaches the entry-level skills for
jobs in the offset printing industry or in-plant
print/duplication shops. Instructional units are
assigned on an individual basis and each unit
may have specific prerequisites. For example,
only students who can type may take the type-
setting unit. Good spelling is required for the
proofreading unit.

The program meets in a lab which includes
process cameras, electrostatic master makers,
platemakers, line-up and finishing tables, paper
cutters, offset duplicators and presses, head-
liners, bindery machines, typesetting machines
and other equipment used 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 825
hours of which 600 are laboratory work and 225
are related theory.

When students leave the program they receive
a rating sheet listing the skills mastered.

Commercial Printing students must pay an
equipment fee of $30 before entering the first
trimester.

COMMERCIAL PRINTING PROGRAM

Trimester I Hours/Week
Commercial Printing Theory 1. .......... 5
Commercial PrintingLabI ............ 20
SupportingCourses ..........covvun. 0-5

Trimester [T
Commercial Printing TheoryII.......... 5
Commercial Printing LabIl ........... 20
Supporting Courses .......ccovveeenn. 0-5

Supporting Courses
Industrial Safety .........ovvevvennnn. 3
TypingI*. ettt 5
TypingII*... ... i e 5

*Offered through special scheduling in Business
Occupations Learning Center (BOLC).

Note: Course descriptions and information
about prerequisites are available from T-V1.

Diesel Mechanics

412 Trimesters (Main)

This program prepares students for one of the
fastest growing career fields in New Mexico. It
provides students with the technical knowledge
and skills needed to find employment in the
trucking, heavy equipment, and mining indus-
tries. Job projections, both statewide and na-
tionally, show that a great number of new
mechanics will be needed in this field in the
future.

The program meets in five working labs de-
signed for diesel mechanics activities. In the
labs, students are introduced to modern fuel in-
jection calibration stands, engine dynamom-
eters, transmission testing equipment, starter
tester, alternator/generator tester, a number of
the most widely-used diesel engines, manual and
automatic transmissions, and related equip-
ment.

In the first trimester, students learn basic
engine block design; component parts dis-
assembly, inspection, and reassembly; diesel
engine accessories; introduction to diagnosis

and troubleshooting; and injection system com-
ponent replacement.

The second through fourth trimesters of in-
struction are optional in sequence., A student
may take Engine Overhaul, Drive Trains, and
Electrical and Hydraulics Systems in order of
preference, depending on the availability of
spaces in each class. Students must successfully
complete all of these courses plus a half tri-
mester of Fuel Injection in order to receive a
diploma,

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 successful-
ly complete a total of 1950 hours of which 1350
are laboratory work and 600 are related theory.

Diesel Mechanics students must pay an equip-
ment fee of $100 before entering the first trimes-
ter and 370 before each additional trimester,
totaling $380. They must also provide their own
industrial safety glasses or goggles.



DIESEL MECHANICS PROGRAM

Trimester I Hours/Week
Diesel Engine Principles and
AccessoriesLab................... 15
Diesel Engine Principles and
AccessoriesTheory ................. 5
Basic Blueprint Reading ............... 3
DieselMathI........................ 5
Precision Measurement .. .............. 2
Engine Overhaul Trimester
Diesel Engine OverhaulLab ........... 20
Diesel Engine Overhaul Theory.......... 5
Basic Tool Application ................ 5

Drive Train Trimester
Diesel Transmission, Final Drives,

Clutches and BrakesLab ............ 15
Diesel Transmission, Final Drives,

Clutches and Brakes Theory........... 5
Oxyacetylene Welding. . ............... 5
SupportingCourses . ................ 0-5

Electrical, Hydraulics, and
Air Conditioning Trimester

Diesel Electrical and Hydraulics

SystemsLab............c......... 16
Diesel Electrical and Hydraulics .

SystemsTheory ......c.ovvvivnnnnn. 5
Air Conditioning and Transport

RefrigerationLab .................. 4
SupportingCourses ,.............u.. 0-5

Trimester V (7V2 weeks)

Diesel Fuel InjectionLab.............. 20
Diesel Fuel Injection Theory ............ 5
Parts Procedures (72 weeksonly)* ...... 2
Technical Report Writing

(TVaweeksonly)*. ........evivnnn.. 3

Supporting Courses

Algebrafor Trades ................... 3
BasicMetallurgy ...............cn.... 2
Diesel Math and Physics* .............. 5
Geometryfor Trades. . .......cccoo... .. 3
Industrial Safety .. ..........ccovunus, 3
Transportation Electronics ............. 4
Trigonometry for Trades............... 3
Welding Skills Improvement ............ 5

*Required for Diploma in Diesel Mechanics.

Note: Course descriptions and information
about prerequisites are available from T-V1,
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Electrical Trades

2 Trimesters (Main)

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

Electrical Trades is housed in a working lab,
specifically designed for residential electrical
work, which includes volt-chm-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,

During the first trimester, the fundamentals
of electrical theory, design and installation of
basic residential wiring, identification and use
of electrical devices and equipment, application
of electrician’s hand tools and electrical code in-
terpretation are covered.

The second trimester emphasizes design and
installation of appliance and special equipment
circuitry, calculating service entrances, indepth
study of electrical codes, estimating material re-
quirements, job planning and coordination.

The eight-month program provides up to 900
hours of instruction.

To earn a diploma, a student must success-
fully complete a total of 855 hours of which 450
are laboratory work and 405 are related theory.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered.

Electrical Trades students must pay an equip-
ment fee of $90 before entering the first tri-
mester and an additional $70 before the second
trimester, totaling $160.

ELECTRICAL TRADES PROGRAM

Trimester I Hours/Week
Electrical Trades Labl ..... e veeaa 15
Electrical Trades TheoryI.............. 5
ElectricalMathI..................... 5
Blueprint ReadingI................... 5

Trimester IT
Electrical Trades LabII............... 15
Electrical Trades Theory Il ............. 5
Blueprint Reading Il .................. 2
ElectricalMathIl .................... 5
Supporting Courses ................. 0-5

(continued)
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Supporting Courses

Algebra for Trades® ..............oui 3
Construction Estimating .. ....oovvveua 3
Industrial Safety ........coivieiian 3
Energy Management/Solar

Applications . .......oiiiiariiinn 5

*Recommended for students considering a fu-
ture apprenticeship program.

Note: Course descriptions and information
about prerequisites are available from T-V1.

Industrial Electrician
3 Trimesters (Main)

The Industrial Electrician program provides
students with entry-level skills for employment
in maintenance or industrial electrician spe-
cialties.

The program is housed in a well-equipped lab
which includes industrial motor control sys-
tems; electric heat, emergency lighting, fire
alarm and low-voltage lighting control panels;
burglar alarm circuits; a troubleshooting
trainer; and many other types of equipment
used in the industry.

To earn a diploma, a student must successful-
ly complete a total of 1275 hours of which 525
are laboratory work and 750 are related theory.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered.

Industrial Electrician students must pay an
equipment fee of $90 prior to entering the first
trimester and an additional $70 before each ad-
ditional trimester, totaling $230. They must also
provide their own shop clothing and industrial
safety glasses or goggles.

INDUSTRIAL ELECTRICIAN PROGRAM

Trimester I Hours/Week
Industrial Electrician LabI .. .......... 15
Industrial Electrician TheoryI........... 5
Industrial ElectricianMathI............ 5

Blueprint Reading I............ ... ..., 5

Trimester IT
Industrial ElectricianLab Il ........... 10
Industrial Electrician TheoryII.......... 5
Industrial Code Requirements. . ......... 5
Industrial Electrician Blueprint Reading
and Estimation ........cc0cvivianns 5
Industrial ElectricianMath II ........... 3
Occupational Safety Requirements ....... 2
Trimester 111
Industrial ElectricianLabIII........... 10
Industrial Electrician Theory IIT .. _...... 5
Industrial Control Systems ......... ... 5
Applied Physics for
Industrial Electricity . ..o cvvvveveivans 5
Supporting Courses «........ovevreass 0-5
Supporting Courses
Algebra for Trades* .................. 3
Geometry for Trades. .. ......covunontn 3
Industrial Safety ......ccov v, 3
Trigonometry for Trades............... 3

*Recommended for students considering a fu-
ture apprenticeship program.

Note: Course descriptions and information
about prerequisites are available from T-VL

Machine Trades

3 Trimesters (Main)

The Machine Trades Program qualifies stu-
dents for job entry 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
trimesters, students may specialize on at least
one type of machine in addition to continuing to
develop skills on others. 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 microm-
eters, surface plates, taper micrometers, gauge
blocks, plug gauges, snap gauges, drill presses,
hand saws, engine [athes, milling machines, tool
and cutter grinders, universal cylindrical grind-
ers, numerical controlled equipment and many
other types of equipment used throughout the
metal working industry.



To earn a diploma, a student must success-
fully complete a total of 1320 hours of which
675 are laboratory work and 645 are related
theory.

A student may leave the program when a
training objective has been reached and receive
a rating sheet detailing the skills mastered.

When the cooperating employer is paying the
student for the optional supervised work ex-
perience offered during the third trimester,
students receiving Veterans Administration or
other support agency benefits may not be eli-
gible for benefits.

Machine Trades students must pay an equip-
ment fee of $100 before entering the first tri-
mester and $70 before each additional trimester,
totaling $240. Students must also provide their
own industrial safety glasses or goggles.

MACHINE TRADES PROGRAM

Trimester I Hours/Week
MachineTradesLabI ................ 15
Machine Trades TheoryI............... 5
Machine TradesMathI................ 5
Blueprint Reading I................... 5

Trimester 11
Machine Trades Lab Il ............... 15
Machine Trades TheoryII.............. 5
Blueprint Reading II .. ................ 5
Machine TradesMathII ............... 5

Trimester 111
Machine Trades LabIII............... 15
Machine Trades TheoryIIl ............. 5
Machine Trades MathIII .............. 3
Tooling Applications....... e raeaaean 2
True Position Dimensioning ...... P 3
SupportingCourses ................. 0-5

Supporting Courses
AlgebraforTrades ................... 3
BasicMetallurgy ..................... 2
Industrial Safety ..............c.v.... 3
Numerical Control Programming

Applications® ..................... 5
Production Planning . ................. 2
Trigonometry for Trades. . ............. 3

*Recommended for advanced Machine Trades
students.

Note: Course descriptions and information
about prerequisites are available from T-VI.
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Masonry
1 Trimester (Main)

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 toget a
job. A rating sheet is provided at that time
detailing 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 $90 before entering the program.

MASONRY PROGRAM
Trimester I Hours/Week
MasonryLab....................... 20
MasonryTheory ..........coiiieevn. 5
MasonryMath. ...................... 3
Blueprint Reading .................... 2

Supporting Courses
Energy Management/Solar

Applications . ........eieiiriaranns 5
GeometryforTrades. . ................ 3
Industrial Safety .. .......covviinne.. 3

Note: Course descriptions and information
about prerequisites are available from T-VI.

Parts Specialist
2 Trimesters (Main)

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
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as outside parts sales, inventory supervision, in-
ventory purchasing and control, management of
satellite store parts sales and office manager.

The Parts Specialist lab is set up like a live
store and makes parts distribution for student
use in related mechanical programs at T-VI.

The lab includes catalogs, microfiche, calcu-
lators, cash registers, receipt machines and
many other types of equipment used in the in-
dustry.

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 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 300
hours of instruction. To earn a diploma, a stu-
dent must successfully complete a total of 825
hours of which 600 are laboratory work and 225
arerelated theory.

A student may leave the program when a skill
level is reached which enables him or her to geta
job. A rating sheet is provided at that time de-
tailing the skills mastered.

Parts Specialist students must pay an equip-
ment fee of $15 before entering the first tri-
mester.

PARTS SPECIALIST PROGRAM

Trimester I Hours/Week
Parts Specialist LabI................. 20
Parts Specialist TheoryI ............... 5
Counter Procedures. ..........c0vuiuunn 5

Trimester Il (Open-Exif)

Parts Specialist Labll ................ 20
Parts Specialist TheoryIl .............. 5
SupportingCourses ..........c.covon 0-5

Supporting Courses
Basic Tool Applications. ............... 3
Industrial Safety ........ ... cnonias, 3
Principles of Data Processing ........... 5

Note: Course descriptions and information
about prerequisites are available from T-V1.

Plumbing

2 Trimesters (Main)

The Plumbing Program provides the tech-
nical knowledge and occupational skills neces-
sary to enter the plumbing industry.

The program meets in a lab designed for
plumbing work which includes pipe threading
machines, soldering machines, propane torches,
power sewer cleaners, welding machines and
many other types of equipment used in industry.
Students also work on plumbing projects in an
outdoor construction area,

During the first trimester, instruction is in the
fundamentals of layout, assembly and installa-
tion; nomenclature of tools and materials; and
manipulative skills associated with tools of the
trade.

Emphasis in the second trimester is on in-
stallation of fixtures; alteration, planning and
coordinating of the job; repair of piping sys-
tems; installation of water, soil and vent lines;
and application of codes.

The eight-month program consists of 900
hours of instruction. To earn a diploma, a stu-
dent rhust successfully complete a total of 840
hours of which 450 are laboratory work and 390
are related theory.

A student may leave the program when a

training objective has been reached and receive
a rating sheet detailing the skills mastered.

Plumbing students must pay an equipment
fee of $90 before entering the first trimester and
an additional $65 before the second trimester,
totaling $155.

PLUMBING PROGRAM
Trimester I Hours/Week
PlumbingLabl........ ... .caiiaun, 15
Plumbing TheoryI ...... ... .ot 5
PlumbingMathI..............,....0. 5
Blueprint Reading I ...........coiuuns 5
Trimester I{
PlumbingLabIl ............ ..., ... 15
Plumbing TheoryIl.............c0n... 5
Blueprint Reading Il ............... ... 3
Supporting Courses ........oaeeenaas 3-5
Supporting Courses
Consiruction Estimating . .............. 3
Control Circuitry. . ... .o v e e e s 3
Energy Management/Solar
Applications ......... . viev e, 5
Industrial Safety ... ....coviee s 3

Note: Course descriptions and information
about prerequisites are available from T-VI.



Sheet Metal

2 Trimesters (Main)

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
applications.

The program meets in a lab designed for sheet
metal fabrication which contains slip rolls, the
rotex punch, brakes, lockformers and many
other types of equipment used in the industry.

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 on sheet metal
machines and accessories, pattern development
and sheet metal applications.

The program provides up to 915 hours of in-
struction.

To earn a diploma, a student must success-
fully complete all required instructional units, a
total of 870 hours of which 600 are laboratory
work and 270 arerelated theory.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered.

Sheet Metal students must pay an equipment
fee of 390 before entering the first trimester and
an additional $65 before entering the seconcl tri-
mester, totaling $155.

SHEET METAL PROGRAM

Trimester I Hours/Week

Sheet MetalLabI ................... 20

Sheet Metal TheoryIl.................. 5

Sheet MetalMathI ................... 3

Blueprint Reading I[................... 2
Trimester 1

Sheet MetalLabIl................... 20

Sheet Metal TheoryII ... .............. 5

SystemsDesign ....ccvv e iiieniarenia 3

SupportingCourses ........coeuavanan 0-5
Supporting Courses

Construction Estimating ............... 3

Energy Management/Solar

Applications .. .................... 5
Industrial Safety . .................... 3

Note: Course descriptions and information
about prerequisites are available from T-V1I.
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Small Engine Mechanics
2 Trimesters (Main)

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

The Small Engine Mechanics lab introduces
students to chain saws, two- and four-cycle
mower engines, multiple cylinder air-cooled
engines, outboard motors, valve grinding ma-
chines, hones, test instruments and other types
of equipment used in the industry.

In the first trimester, students learn the use of
hand tools, two- and four-cycle engines, igni-
tion and starting systems, and engine tune-up
procedures. 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 eight-month program provides up to 900
hours of instruction.

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.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered.

Small Engine Mechanics students must pay an
equipment fee of $90 before entering the first
trimester and an additional $70 before entering
the second trimester, totaling $160.

SMALL ENGINE MECHANICS PROGRAM

Trimester I Hours/Week
Small Engine Mechanics LabI.......... 20
Small Engine Mechanics Theoryl ........ 5
Small Engine Mechanics Mathl ......... 3
Precision Measurements ............... 2

Trimester IT
Small Engine Mechanics LabIl ......... 20
Small Engine Mechanics TheoryIl ....... 5
Supporting Courses .......cove0eennn 0-5

Supporting Courses
Diesel Support Engines ................ 5
Industrial Safety ..........cviennnn., 3

Note: Course descriptions and information
about prerequisites are available from T-V1.
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Welding

3 Trimesters (Main and Montoya)

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

Welding classes meet in well-equipped work-
ing labs designed to expose students to oxy-
acetylene, arc, TIG and MIG processes, power
shears, radiograph, hardness testers, dye pene-
trant and tensile testing.

During the first trimester, students study,
practice, and certify in oxyacetylene welding.
Additional instruction is provided in shielded
metal arc welding. In the second trimester, cer-
tification may be obtained in shielded metal arc.
Instruction is also given in gas metal arc weld-
ing. During the third trimester, students may
certify in gas metal arc, gas tungsten arc, and/or
pipe welding. Instructional emphasis is on
welding fabrication and materials testing.

A diploma is awarded to those students who
complete 1275 hours of instruction of which 675
are laboratory work and 600 are related theory.

Specific welding certification is the goal of
each trimester.

A student may leave the program when a
training objective is reached and receive a rating
sheet detailing the skills mastered.

All laboratory courses require operator qual-
ification examinations. Supporting courses re-
quire examinations in each area supporting
laboratory work.

Welding students must pay an equipment fee
of $100 before entering the first trimester and an
additional $65 before entering the second tri-
mester, totaling $165.

WELDING PROGRAM
Trimester I Hours/Week
WeldingLabl ..............cccovots 15
Welding Metallurgyl ................. 5
WeldingMathI.............civeirvns 5
Blueprint Reading I................ ... 5
Trimester 11 -
WeldingLabIl ..........oiiiin 15
Welding MetallurgyII................. 5
WeldingMathIl ............... ... 5
Blueprint Reading I1 .. ................ 5
Trimester If1
WeldingLabIIl............ vivinnn- 15
Welding MetallurgyIII ................ 5
Inspection and Quality Control ... .. .. ... 3
Supporting Courses ...ov v 0-5
Supporting Courses
AlgebraforTrades ................... 3
Blueprint Reading ITI ................. 5
Industrial Safety ..........ccveverenn. 3
Trigonometry for Trades. .. ......couvns 3

Note: Course descriptions and information
about prerequisites are available from T-VI.
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ADULT BASIC EDUCATION

Persons who want to take an Adult Basic
Education class should begin by registering at
either T-VI campus on one of the ABE registra-
tion days (Aug. 25-26, Dec. 29-30 and Apr.
27-28) between 10 a.m. and 8 p.m.

At that time, an Evening Division counselor
will help persons find the right class for their
needs and schedules. Counselors are also avail-
able during the trimester at both campuses from
noon to 9 p.m. weekdays except Friday, when
hours are until 5 p.m.

Textbooks are loaned to students at no cost
during the classes. There are no fees for these
classes because they are paid for with federal
funds channeled through the New Mexico State
Department of Adult Basic Education.

Persons or groups who are interested in addi-
tional ABE classes in the community should
contact the Evening Division. It may be possible
for T-VI to provide ABE classes at locations not
listed here.

NOTE: These Conversational English classes
are for persons who are beginning to learn to
speak English. Most of the class work is in
speaking and listening although some written
work is given. In addition to textbooks, tape
recorders and other audio-visual equipment are
used.

101-B: BEGINNING CONVERSATIONAL

ENGLISH
Fall-Winter-Summer
MW or TTh 7-9p.m. T-VI Main Campus
MW 7-9p.m. T-VI Montoya Campus
MTWThF 9-11 a.m. T-VI Main Campus
MTWThF [-3p.m. T-VI Main Campus

101-I: INTERMEDIATE CONVERSATIONAL

ENGLISH
Fall-Winter-Summoer
MWor TTh 7-9 p.m. T-VI Main Campus
TTh 7-9p.m. T-VI Montoya Campus
MTWThF 9-11 a.m. T-V1 Main Campus
MTWThF 1-3 p.m. T-VI Main Campus

101-A; ADVANCED CONVERSATIONALENGLISH
Fall-Winter-Summer

MW or TTh 7-9 p.m. T-VI Main Campus
MW 7-9 p.m. T-V1 Montoya Campus
MW 9-11 a.m, T-VI Matn Campus
TTh 1-3 p.m. T-VIMain Campus

102-B: BEGINNING ENGLISH GRAMMAR
Fall-Winter-Summer

MW 7-9 p.m. T-¥I Main Campus

102-A: ADVANCED ENGLISH GRAMMAR
Fail-Winter-Summer
TTh 7-9 p.m. T-¥1 Main Campus
TTh 7-9p.m. T-V1 Montoya Campus

103: COMBINATION BASIC MATHEMATICS-
ENGLISH-SPELLING
Fall-Winter-Summer

TTh 79 p.m. T-VI Main Campus

104; BASIC MATHEMATICS
Fall-Winter-Summer
MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-VI Montoya Campus

107-B: BEGINNING READING IMPROVEMENT

AND SPELLING
Fall-Winter-Summer
MW 7-9p.m. T-VIMain Campus
107-1: INTERMEDIATE READING IMPROVEMENT
AND SPELLING
Fall-Winter-Summer
MW 7-9p.m. T-V1 Main Campus
107-A: ADYANCED READING IMPROVEMENT
AND SPELLING
Fall-Winter-Summer
TTh 7-9p.m. T-VI Main Campus
TTh 79 p.m. T-VI Montoya Campus

108: GED REVIEW IN WRITING SKILLS,
MATHEMATICS, SCIENCE, SOCIAL STUDIES

AND READING SKILLS
Fall-Winter-Summer

MTWThF 8:20-11:15a.m. T-VIMain Campus
MTWThF 8-11 a.m. T-¥1 Montoya Campus
MTWThF 12:20-3:15 p.m.  T-VI Main Campus
MTWThF 12-3 p.m. T-VI Montoya Campus
MTW 7-9 p.m. T-VI Main Campus
MTW 7-9 p.m. T-VI Montoya Campus

PREREQUISITE: Persons wanting to take this class to
prepare for high school equivalency
exams must first take a pre-GED test
at T-VI. Scores on that test will be
used to help place the applicant in the
best GED review class for his or her
needs,

NOTE: Students should register for daytime GED classes
at either campus between noon and 8:30 p.m.
Monday through Thursday or between 8 a.m. and
4:30 p.m. on Friday.

10%: CITIZENSHIP FOR ALIENS
Fail-Winter-Summer
TTh 7-9 p.m. T-VIMain Campus
TTh 7-9 p.m. T-VI Montoya Campus
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SKILL IMPROVEMENT

8% = transfers to a T-VI Day Division program

8K110: ACCOUNTINGI

Fall-Winter

MW 7-9p.m. Highland High School
T-¥1 Main Campus
T-VI Montoya Campus
Valley High School

TTh 7-9 p.m. Del Norte High School
T-VI Main Campus
T-VI Montoya Campus

Summer
MWorTTh 7-9 p.m. T-VI Main Campus

T-VI Montaoya Campus

TEXTS: College Accounting, 10th Ed,—$13.50
Workbook A511—34
Boyd’s Clothiers Practice Set—3$7

SK111: ACCOUNTINGII
Fall-Winter

MW 7-9p.m. Highland High School
T-VI Main Campus
TTh 7-9p.m. T-VI Montoya Campus
Summer
MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-VI Montoya Campus

PREREQUISITE: Completion of a beginning class in
double entry bookkeeping or account-
ing

TEXTS: College Accounting, 10th Ed,—$13.50

Workbook A521—$4
Holling & Renz Practice Sei—3%7

8K112: ACCOUNTING III

Fall-Winter
MW 7-9p.m. Highland High Schoo!l
TTh 7-9p.m. T-VI Montoya Campus
Summer
TTh 7-9p.m. T-VI Montoya Campus

PREREQUISITE: Completion of Accounting II or
equivalent

TEXTS: College Accounting, 10th Ed.—$13.50
Workbook AS31—8%4
B. J. Patrick Manufacturing Company Practice
Set—357.75

ﬁ. S§K113: AUDITING
Fall-Winter
TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: Accounting I, I1 and III or equivalent

TEXTS: Principles of Auditing, 6th Ed,.—%16
Audit Problem: Crafters—$10.50

# SK114: SECRETARIAL ACCOUNTING

Fall-Winter
MW 7-9p.m, T-V¥I Main Campus
TTh T-VI Montoya Campus
TEXTS: Accounting Essentials for Career Secretaries, 4th
EBd,—38

Working Papers—34
Wesley R, Baker Practice Set—36

8K115: INCOME TAX ACCOUNTING

Fall
MW 7-9 p.m. Highland High School
HWinter
TTh 7-9 p.m. T-¥1 Montoya Campus

PREREQUISITE: Completion of a double entry book-
keeping cycle
TEXT: Income Tax Procedures—3$12

SK116: COST ACCOUNTING
Fall-Winter

MW 7-9 p.m. T-VI Main Campus
PREREQUISITE: Accounting III
TEXT: Cost Accounting, Theory | Practice—$10.50

SK118: PAYROLL ACCOUNTING
Fall-Winter

TTh 7-9 p.m. T-VI Main Campus
TEXT: Payroll Records and Accounting—$10

% SK120: BUSINESS MATHEMATICS
Fall-Winter

MW 79p.m. T-VI Main Campus
TEXT: College Business Mathematics—$14.50

$§K125: BUSINESS ENGLISH
Fall-Winter-Summer

TTh 7-9 p.m. T-VIMain Campus

TEXT: College English and Communication, 3rd Ed.—
$14.50

SK126: BUSINESS WRITING
Fall-Winter
MW 7-9p.m. T-VIMain Campus

TEXT: Business English and Communication, 5th
Ed.—$10.50
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SK130: PUBLIC SPEAKING
Fall-Winter

MW 7-9p.m.
TEXT: Speakingin Public—$10

T-V1Main Campus

SK139: LEGAL SECRETARY
Fall

MW 7-9p.m. T-VI Main Campus
PREREQUISITE: Proficiency of at least 50 wpm in

typing and 50 wpm in shorthand
TEXT: Handbook for the Legal Secretary—$13

4%  SK145: PERSONAL LINES INSURANCE
Fall-Winter

w 7-9 p.m. T-¥I Main Campus
PREREQUISITE: Must be able to type 30 wpm

ﬁ §K146: COMMERCIAL LINES INSURANCE
Fall-Winter

M 6:30-9:30 p.m.  T-V1Main Campus
NOTE: Students must supply their own rating manual.

-3
SK150: ELECTRONIC CALCULATORS AND FILING
Fall-Winter
MW 7-9:30 p.m, T-VI Main Campus
TTh 7-9:30 p.m. T-V1 Montoya Campus
Summer
MW 7-9:30 p.m. T-VI Main Campus

PREREQUISITE: Must be able to type 20 wpm by the
touch method
LABFEE: §6
TEXTS: Electronic Calculators and Office Machines—3$7
Records Management—$9
Records Management Lab Materials—3$9

o3 SK156: ALPHABETIC SHORTHAND
Fall-Winter

MW 7-9p.m. T-V¥I Main Campus
TTh 7-9 p.m. T-VI Montoya Campus
Summer

MW 7-9 p.m. T-¥1 Main Campus

TEXTS: Stenoscript ABC Shorthand—39
Student Workbook—5$5

i §K160: BEGINNING SHORTHAND
Fall-Winter

MW 7-9:30 p.m. Highland High School
T-VI Main Campus
Valley High

TTh 7-9:30 p.m. Decl Norte High
T-V1 Montoya Campus

Summer
MW 7-9:30 p.m. T-VI Main Campus
TTh 7-9;30 p.m. T-Vi Mantoya Campus

PREREQUISITE: Must be able to type 20 wpm by the
touch method or be taking a class in
typing .
TEXTS: Gregg Shorthand for Colleges, Vol. I, DJS, 3rd
Ed.—$15
Workbook, Vol, I—35.50
Student Transcript, Yol. [—34.50

£  SK161: INTERMEDIATE SHORTHAND

Fall-Winter
MW 7-9:30 p.m. T-V1 Main Campus
TTh 7-9:30 p.m. Del Norte High School
Surmmer
MW 7-9:30 p.m. T-¥1 Main Campus

PREREQUISITE: A beginning class in shorthand; must
be able to type 20 wpm by the touch
method

TEXTS: Gregg Shorthand for Colleges, Vol. 2, DJS, 3rd

Ed,—515
Workbook, Vol. 2—8$5.50
Student Transcript, Vol. 2—$4.50

SK164: TYPING-SHORTHAND REVIEW
Fall-Winter-Summer
TTh 7-9:30 p.m. T-¥1 Main Campus
PREREQUISITE: Minimum of one year of typing and
one year of shorthand experience

TEXTS: College Typewriting, 10th Ed.—$12.50
Refresher Course in Gregg Shorthand—3$9.50

% SK165: BEGINNING TYPING
Fail-Winter
MW 7-9:30 p.m. Highland High Schoal

T-V1 Main Campus
T-VI Montoya Campus
Valley High School

TTh 7-9:30 p.m. Del Norte High School
T-V1 Main Campus
T-VI Montoya Campus
Summer
MW 7-9:30 p.m. T-VI Main Campus
T-VI Montoya Campus
TTh 7-6:30 p.m. T-VI Main Campus

T-VI Montoya Campus
TEXT: College Typewriting, 10th Ed.—5§12.50



% SK166: INTERMEDIATE TYPING
Fall-Winter
MW 7-9 p.m. Highland High School

T-VI Montoya Campus

TTh 79 p.m. T-¥1 Main Campus
Summer

MW 7-9p.m. T-¥1 Monatoya Campus

TTh 7-9p.m. T-VI Main Campus

PREREQUISITE: The ability to type at least 20 wpm by
the touch system and background
knowledge of manuscript and tabula-
tion typing

TEXTS: College Typewriting, 10th Ed.—3$12.50

Lab Materials, Part 2—$6

SK167: ADVANCED TYPING
Fall-Winter-Summer

TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: The ability to type at least 40 wpm by
the touch system and background
knowledge of manuscripts with foot-
notes, tabulation typing with subhead-
ings, column headings and outline
typing

TEXTS: College Typewriting, 10th Ed.—$12.50

Lab Materials, Part 3—%6

% SK170: OFFICE SUPERVISION
Fall-Winter

Th 7-9 p.m. T-VI Main Campus

LABFEE: $6

SK172;: HUMAN RELATIONS AND
PERSONNEL DEVELOPMENT
Fall-Summer

MW 7-9 p.m. T-V1 Main Campus
TEXT: Human Relations—8§13

§K173: HUMAN RELATIONS AND SUPERYVISION

Winter
MW 7-9 p.m. T-VIMain Campus
PREREQUISITE: Human Relations and Personnel De-
velopment

TEXT: Practical Human Relations—$13.25

SK175: BANK TELLER
Fall-Winter

MW 7-9 p.m. T-VI Montoya Campus

TTh 7-9 p.m. T-VIMain Campus
Summer

TTh 7-9 p.m. T-VI Main Campus

TEXT: Teller World—311

n

# 5K180: SMALL BUSINESS MANAGEMENT

Fall-Winter-Summer
MW 7-9:30 p.m. T-VI Main Campus
TEXT: How to Organize and Operate a Small Busi-
ness—$16.50

ﬁ SK131: SMALL BUSINESS ACCOUNTING
Fall-Winter-Summer

MW 7-9 p.m. T-VIMain Campus
TEXT: Accounting Principles and Practices, Module
1—3%9
ﬁ SK 182: SMALL BUSINESS LAW
Fall-Winter-Summer
TTh 7-9:30 p.m. T-VI Main Campus

TEXT: College Law for Business—39

BUSINESS OCCUPATIONS LEARNING CENTER

The BOLC serves T-VI students and members of the
public who want to review or learn a particular subject or
skitl on an individual basis.

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

The center is open from 8 a.m. to 5 p.m. weekdays and
6:30 to 8:30 p.m. Monday through Thursday. There is a
BOLC located at both Main and Montoya campuses.

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

Instruction is conducted using new equipment which in-
cludes electric typewriters, electronic office machines,
transcribing machines, text-editing typewriters and audio-
visual equipment,

SUBJECT/SKILL AREAS

Accounting Fundamentals

(Prerequisite: Business Mathematics IT or Placement
Test) A basic understanding of accounting principles and
their application is provided in this course.

Business Mathematics Fundamentals

This review of fundamental arithmetic operations builds
speed and accuracy. The percentage formula for solving
business problems is included.

Business Mathematics I1
(Prerequisite: Placement Test) The mathematics of in-
terest, marketing, payroll and taxes are covered.

Cash Register
Cash register operation and procedures for handling
cash, checks and credit card transactions are covered,

Communications Review
Instruction is in grammar, spelling and punctuation.

Electronic Calculating
Skill is developed on electronic calculators.

(continued)
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Gregg Shorthand [
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 end transcribe into mailable Jorm)
Theory and brief forms are reviewed with emphasis on dic-
tation and transcription.

Shorthand Review
This course is for students who have typing and Grepg or
ABC shorthand skills but need review and speedbuilding.

Typing I

Students with no prior formal typing courses are en-
couraged to enroll in a typing class for techniques before
entering this skill area. The keyboard and basic techniques
are reviewed and mechanics, letters and tabulation are
taught.
Typing IT

(Prerequisite: Typing I or Placement Test) This continu-
ation of Typing | emphasizes speed, accuracy and tabula-
tion.

Typing II1

(Prerequisite: Typing II or Placement Test) This con-
tinuation of Typing II provides more complex production
tasks including abstracted tables, line justification and
secretarial projects.

Keypunch
Skill is developed on the alpha-numeric keybeard and
emphasis is placed on the program card.

Machine Transeription
Instruction in the use of transcribing machines to
prepare mailable business correspondence is provided.

Medical Transcription

(Prerequisite: Machine Transcription) This area devel-
ops familiarity with medical terminology and transcrip-
tion.

Legal Transcription
(Prerequisite: Machine Transcription) Legal terminol-
ogy, forms and transcription are included.

Records Management
This area provides basic principles of filing.

Ward Processing

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

SK410: CASHIERING
Fall-Winter

MorTorW  6:30-9:30 pm.  T-VIMain Campus

Sumrmer
MorT 6:30-9:30 p.m.  T-¥I Main Campus
LABFEE: %6

TEXTS: Crown Supermarket—33
Marketing Math—35.50

% SK411; SALESMANSHIP
Fall

MW 7-9 p.m. T-VI Main Campus
TEXT: Professional Selling—3$14

SK412: MARKETING AND RETAILING
Winter

MW 7-9 p.m. T-VI Main Campus
TEXT: Marketing Principles—315

S§K416: FASHION CONCEPTS AND
MERCHANDISING
Fall

TTh 7-9 p.m. T-Vi Montoya Campus
TEXT: Introduction to Fashion Merchandising—3$14

SK430: REAL ESTATE PRACTICE

Fall
MW 7-9:30 p.m. T-VI Main Campus
TTh 7-9:30 p.m. T-VI Montoya Campus
Winter
MW 7-9:30 p.m. T-VI Main Campus
TTh 7-9:30 p.m. T-VI Montoya Campus
Summer
MW 7-9:30 p.m. T-VIMain Campus

NOTE: Evening classes meet for six weeks beginning:
Fall: Sept. 9, Oct. 19
Winter: Jan. 11, Mar. 1
Summer: May 10, June 28
TEXTS: Real Estate Principles and Practices—$16.25
New Mexico Real Estate Manual—$4

SK431: REAL ESTATE LAW

Fail
MW 7-9:30 p.m. T-VI Main Campus
Winter
TTh 7-9:30 p.m. T-VI Montoya Campus
Summer
MW 7-9:30 p.m. T-¥1Main Campus

NOTE: Evening classes meet for six weeks beginning:
Fall: Sept. 9, Oct. 19
Winter; Jan. 11, Mar. 1
Summer: May 10, June 28

TEXT: Real Estate Law—3$17

SKd432: REAL ESTATE APPRAISAL

Fall
TTh 7-9:30 p.m. T-V¥1 Main Campus
Winter
MW 7-9:30 p.m. T-VI Montoya Campus

NOTE: Evening classes meet for six weeks beginning:
Fall: Sept. 8, Oct. 19
Winter: Jan. 11, Mar. 1

PREREQUISITE: Completion of Real Estate Practice
TEXT: The Appraisal of Real Estate—316



8K433: REAL ESTATE FINANCE

Fali
TTh . 7-9:30 p.m. T-VI Montoya Campus
Winter
TTh 7-9:30 p.m. T-VIMain Campus

NOTE: Evening classes meet for six weeks beginning:
Fall: Sept. 8, Oct. 20
* Winter: Jan. 12, Mar. 2

PREREQUISITE: Completion of Real Estate Practice
TEXT: Essentials of Real Estate Finance—3$21

SKd434: REAL ESTATE INVESTMENT
Fall-Winter

MW 7-9:30 p.m. T-V1 Montoya Campus

NOTE: Classes meet for six weeks beginning:
Fall: Sept. 9, Oct. 19
Winter— Jan. 11, Mar. 1

PREREQUISITE: Completion of Real Estate Practice
and Real Estate Law

TEXT: Essentials of Real Estate Investment—3$20.50

85K450: MEDICAL OFFICE ASSISTANT,

ADMINISTRATIVE
Fall-Winter
TTh 7-9 p.m. T-VI Main Campus
PREREQUISITE: Must have filing skills and type at least
40 wpmn

TEXTS: Medical Office Assistant, Administrative and
Clinical—%17.50
Medical Terminology—$11

SK451: MEDICAL OFFICE ASSISTANT, CLINICAL
Fall-Winter

TTh 79p.m, T-V1 Main Campus
PREREQUISITE: Must type at least 40 wpm

TEXTS: Medical Office Assistant, Administrative and
Clinical—%17.50
Medical Terminology—5$11

SK452: HOSPITAL WARD CLERK
Fall-Winter-Summer

MW 7-9p.m. T-VI Montoya Campus

PREREQUISITE: High School Diploma or equivalent

TEXTS: Being A Ward Clerk—$11
Medical Terminology—3$11

SK453: MEDICAL TRANSCRIPTION
Fall-Winter
MW 7-9p.m. T-VI Main Campus
PREREQUISITE: Typing speed of 50 wpm
Machine transcription speed of 20
wpm
TEXT: Basic Sciences for Health Occupations—3$13
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SK590: EMERGENCY MEDICAL TECHNICIAN
Fall-Winter-Summer

MW or TTh 6:30-9:30 pm.,  T-VI Main Campus

LABFEE: 312

TEXTS: Emergency Care of the Sick and Injured—$10
Workbook—$3.50
Answer Key—3$3.50
Basic Training Course for Emergency Medical
Technicians—$4

ﬁ SK350: TRADE MATHEMATICS
Fail-Winter
MW 7-9p.m. Highland High School

TEXT: General Trade Math—$12

@ SK{351: ALGEBRA1
Fall-Winter

MW 79p.m. Highland High School
T-¥1 Montoya Campus
TTh 7-9 p.m. T-¥1 Main Campus
Summer
MW 7-9 p.m. T-VI Montoya Campus
TTh 7-9 p.m. T-VI Main Campus

TEXT: Intermediate Algebra, 3rd Ed.—$15.50

ﬁ SK352; ALGEBRAII
Fall-Winter-Summer
MW 7-9p.m. T-VI Main Campus

TTh 79 p.m. T-VI Montoya Campus

PREREQUISITE: Completion of Algebra I
TEXT: Intermediate Algebra, 3rd Ed.—$15.50

SK356: TRIGONOMETIRY
Fall-Winter

MW 7-9 p.m. T-VI Main Campus

PREREQUISITE: Completion of Algebra I

TEXT: Basic Technical Mathematics with Calculus—
£18.50

SK595: PLANE SURVEYING THEORY
Fall-Winter

TTh 7-9 p.m. T-VI Main Campus
NOTE: Students must provide their own calculator with
engineering functions.

PREREQUISITE: Completion of Trigopometry or equiv-
alent

TEXT: Principles of Surveying, 2nd Ed.—3$13
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ﬁ. SK360;: ELECTRONICS]
Fall-Winter-Summer
MW 6:30-9:30 p.m.  T-VI Main Campus
T-VI Montoya Campus
TTh 6:30-9;30 p.m.  T-VI Main Campus

T-VI Montoya Campus
PREREQUISITE: Completicn of Algebra I or equivalent

LABFEE: 36

TEXTS: Basic Electronics—$18
Lab Manual—3$7.50

5K361: ELECTRONICSII

Fall
TTh 6:30-9:30 p.m.  T-VI Main Campus
MW 6:30-9:30 p.m.  T-VI Montoya Campus
Winter-Summer
MW 6:30-9:30 p.m.  T-¥IMontoya Campus
TTh 6:30-9:30 p.m.  T-¥VIMain Campus
PREREQUISITE: Completion of Electronics I or equiv-
alent
LABFEE: %6

TEXTS: Basic Electronics—3$18

SK362: ELECTRONICS 1L
Fall-Winter-Summer

MW 6:30-9:30 p.m.  T-VIMain Campus

TTh 6:30-9:30 pm.  T-¥1 Montoya Campus

PREREQUISITE: Completion of Electronics 1 and Il or
equivalent

LABFEE: %6

TEXTS: Transistor Circuits Approximations—$14.50
Lab Manual—3$8.50

§K363: ELECTRONICSIV

Fall
MW 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Completion of Electronics III or
equivalent

LAB FEE: 320
TEXT: Electronic Communication—315

SK364: LOGIC CIRCUITS
Winter-Summer

TTh 6:30-9:30 p.m.  T-V1Main Campus

PREREQUISITE: Completion of Electronics I or equiv-
alent

LABFEE: 36

TEXTS: Practical Digital Electronics—An Introductory
Course—§10.50
Practical Digital Electronics Laboratory Work-
book—$10.50

S§K365: INTEGRATED CIRCUITS

Fall
TTh 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Completion of Electronics III or
equivalent

LABFEE: 36

TEXT: Integrated Circuwits and Semi-conductor
Devices—3$15

S§K366: TELEVISION SERVICING

Winter
MW 6:30-9:30 p.m.  T-V1Main Campus
PREREQUISITE: Completion of Electronics I, 11 and 111
or equivalent

TEXTS: Basic Television, Theory and Servicing—$10
TV Symptom Diagnosis—39

5K367: ELECTRONICS INSTRUMENTS

AND MEASUREMENTS
Fall
MW 6:30-9:30 p.m.  T-¥I Main Campus
PREREQUISITE: Completion of Electronics II or equiv-
alent
TEXT: Instruments and Measurements for Elec-
tronics—$15

SK368: FCC FIRST OR SECOND CLASS
LICENSE PREPARATION
Winter

MW 6:30-9:30 pm.  T-VIMain Campus

PREREQUISITE: Minimum of three years of experience
in the radio communication field; or
Electronics 1, I1, LI and IV or equiv-
alent; or an expired First or Second
Class License

TEXTS: First Class Radiotelephone License Handbook—

s10
Second Class Radiotelephone License Hand-
book—§10

S§K369: INTRODUCTION TO MICROCOMPUTERS
Fall-Winter

TTh 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Completion of Logic Circuits
LABFEE: 38

TEXTS: BOBOA Software Design—38.50
8080A Bug Book—39



S§K370: DRAFTINGI

Fall
MWor TTh 6:30-9:30 p.m.  T-VI Main Campus
MW 6:30-9:30 p.m. T-VI Montoya Campus
Winter-Summer
MW 6:30-9:30 p.m.  T-¥IMain Campus
TTh 6:30-2:30 p.m.  T-VIMain Campus

T-VI Montoya Campus
NOTE: Students must purchase their own instruments,
LABFEE: 38
TEXT: Technical Drawing, 7th Ed.—$21

SK371: DRAFTING I
Fall-Winter

TTh 6:30-9:30 p.m.  T-VIMain Campus

TTh 6:30-9:30 p.m.  T-VIMontoya Campus

PREREQUISITE: Beginning drafting class or equivalent
experience

LABFEE: 38

TEXT: Technical Drawing, 7th Ed,—$21

SK372: ARCHITECTURAL DRAFTING I

Fall-Winter
MW 6:30-9:30 p.m.  T-VI Main Campus
Sumrner
TTh 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Beginning drafting class or equivalent
experience

LABFEE: 38
TEXT: Architectural Drawing and Planning—$16.50

SK373: BUILDING MATERIAILS
AND METHODS
Fall-Winter

TTh 6:30-9:30 p.m.  T-VI Main Campus

TEXT: Materials and Methods for Contemporary Con-
struction—3$16

SK374: ARCHITECTURAL RENDERING
Fall-Winter

TTh 6:30-9:30 p.m.  T-VI Main Campus
NOTE: Students must provide their own supplies with the
exception of paper.

PREREQUISITE: Completion of Architectural Drafting
. I or equivalent

LABFEE: 38

SK375: ELECTROMECHANICAL DRAFTING
Fall-Winter

MW 6:30-9:30 p.m.  T-VIMain Campus

PREREQUISITE: Completion of Drafting Il or equiv-
alent

LAB FEE: 38

TEXT: Electronics Drafting Workbook—$9.50
NOTE: Students must purchase their own instruments.
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ﬁ S5K380: INTRODUCTION TO DATA PROCESSING.

Fall
MW or TTh 7-9 p.m. T-VI Main Campus
MW or TTh 7-9p.m. T-VI Montoya Campus
Winter-Sumrmer
MW or TTh 7-9 p.m. T-VI Main Campus

T-VI Montoya Campus

TEXT: Basic Concepts in Data Processing, 2nd Ed.—
$17

SK3s1: RPGII
Fall-Winter

MW 6:30-9:30 p.m,  T-VIMain Campus

PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: RPG II with Business Applications—3$17

SK382: ASSEMBLY LANGUAGE CODINGI
Fall

TTh 7-9:30 p.m, T-¥1 Main Campus
PREREQUISITE: Completion of Introduction 1o Data
Processing or equivalent

TEXT: Assembly Language Programming Systems
360/370—3%10

SK383: ANSICOBOL
Fall-Winter-Summer

MW 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: Introduction to Computer Programming with
Structured COBOL—3$13

SK383A: ADVANCED ANSI COBOL
Fali-Winter-Summer

TTh 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITE: Completion of ANSI COBOL or
equivalent

TEXT: Advanced Structured COBOL—313

SK384: FORTRAN IV PROGRAMMING
Fall-Winter-Summer

MW 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Completion of Introduction to Data

Processing or equivalent and comple-
tion of a basic Algebra class

TEXT: Non-Technical FORTRAN—$12

SK385: KEYPUNCH
Fall-Winter-Surmmer

MTWTh 4:15-6:15p.m.  T-VIMain Campus
PREREQUISITE: Must be able to type at least 35 wpm
LABFEE: 315
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SK386: BASIC LANGUAGE PROGRAMMING
Fall-Winter-Summer

TTh 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: Introduction to Computer Programming
Language with the BASIC Language—3$12

S§K210: AUTOMOTIVE SERVICING
Fall-Winter-Summer

MW orTTh 7-10 p.m. T-VI Main Campus

LABFEE: §10
TEXT: AutoMechanics Fundamentals—3$11

SK510: AUTOMOTIVYE BRAKES AND
FRONT-END ALIGNMENT
Fall-Winter

TTh 7-10 p.m.
LABFEE: 510

TEXT: Automotive Suspensions, Steering, Alignment
and Brakes—$10

T-¥1 Main Campus

ﬁ SK511: AUTOMOTIVE AIR CONDITIONING
Summer

TTh 7-10 p.m.

LABFEE: $£10
TEXT: Automotive Air Conditioning—3$9.50

T-VI Main Campus

S5K512; AUTOMOTIVE ELECTRICITY
Fall-Winter

MW or TTh 7-10 p.m. T-VI Main Campus
Surmimer
TTh 7-10 p.m. T-VI Main Campus

LAR FEE: $10

TEXT: Automotive Electrical Systems, Shop and
Classroom Manuals—$16

#  SX513: AUTOMOTIVE CARBURETION
Fall- Winter-Summer

MW 7-10 p.m. T-VI Main Campus

LAB FEE: $10

TEXT: Automotive Engines and Electrical Systems—
$14

SK514: AUTOMOTIVE TUNE-UP AND EMISSIONS
Fall-Winter-Summer

MW 7-10 p.m. T-VI Main Campus

PREREQUISITE: Completion of Automotive Carbure-
tion

LABFEE: 310

TEXTS: The Automotive Oscilloscope—3$4.50
Automotive Emission Control, 2nd Ed.—8§12

SK515: TRANSMISSION FUNDAMENTALS
Fall-Winter

TTh 7-10 p.m.
LABFEE: 310

TEXT: Automotive Transmission and Power Trains—
$12.50

T-¥1Main Campus

S§K520: AUTOMOTIVE BODY REPAIR
Fall-Winter-Summer

MWor TTh 6:30-9:30 p.m.  T-¥IMain Campus
NOTE: Students may not work on their own cars.
LABFEE: §12

TEXT: The Principles of Auto Body Repairing and
Repainting—317

SK530: SMALL ENGINE MECHANICS
Fall-Winter-Summer

MW -7-10 p.m. T-V1 Main Campus
TEXTS: Small Gas Engines 2- and 4-Cycle—38

SK540: ARC WELDING
Fal
MWor TTh 6:30-9:30 p.m.  T-VIMain Campus
MWor TTh 6:30-9:30 p.m.  T-VIMontoya Campus

Winter-Summer
MW 6:30-9:30 p.m.  T-VI Main Campus
T-VI Moantoya Campus
TTh 6:30-%:30 p.m.  T-VI Main Campus

T-V1 Maontoya Campus

LAB FEE: 355
TEXTS: Welding Skills and Practices, 5th Ed.—311
Study Guide—84.50 .

SK541: OXY-ACETYLENE WELDING
Fall-Winter

TorTh 6:30-10:30 p.m. T-VIMain Campus
Surmmer

T 6:30-10:30 p.m.  T-VIMain Campus

LAB FEE: 355

TEXTS: Welding Skills and Practices, 5th Ed.—311
Study Guide—$4.50

SK542: INERT GAS WELDING

Fall-Summer
WF 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Must have completed an arc and a gas
welding class

LAB FEE: 365

TEXTS: Welding Skills and Practices, 5th Ed.—$11
Study Guide—5$4.50



SK543: PIPE WELDING

Winter

w 6:30-10:30 p.m.  T-VIMain Campus
Summer

F 6:30-10:30 p.m.  T-VIMain Campus

PREREQUISITE: Completion of Arc Welding
LABFEE: $55
TEXT: Pipe Welding Techniques—3$5.25

SK545: METALLURGY
Fail

MW 7-9 p.m. T-V1Main Campus

PREREQUISITE: Completion of Oxy-Acetylene Weld-
ing

LABFEE: $10

SK230: UPHOLSTERY
Fall-Winter-Summer

MW or TTh 6:30-9:30 p.m.  T-¥I Main Campus

TTh 8:30-11:30 a.m.  T-VIMain Campus
NOTE: Students are required to purchase their own
upholstery fabric.

LABFEE: $25
TEXT: Furniture Upholstery—3$3.50

§K23): SOLAR ENERGY AND
HOME HEATING THEORY
Fall-Winter

MW 7-9p.m. T-¥I Main Campus
TEXT: The Passive Solar Energy Book—$15.50

8K235: REFRIGERATIONI
Fall-Winter-Suntmer

Th 6:30-9:30 p.m.  T-VIMain Campus

TEXTS: Principles of Refrigeration—$10
Refrigeration Servicing—$4.50

$K236: REFRIGERATIONII

Winter-Summer
T 6:30-9:30 p.m.  T-¥I Main Campus

PREREQUISITE: Completion of Refrigeration I

TEXTS: Principles of Refrigeration—$10
Refrigeration Servicing—$4.50

S§K237: REFRIGERATION I1I
Fall-Sunimer
w 6:30-9:30 p.m.  T-VIMain Campus

PREREQUISITE: Completion of Refrigeration I and I1

TEXTS: Principles of Refrigeration—$10
Carrier Manuvals—$7

17

§K238: ELECTRICAL CONTROL CIRCUITRY

Fail-Winter
W 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: A knowledge of electricity as related to
alternating current

LABFEE: 35
TEXT; Electrical Controls for Refrigeration and Air
Conditioning—%11

S5K239: ELECTRICAL MOTORS THEORY I
Fall-Winter

TTh 7-9 p.m. T-VI Main Campus

§K240: FUNDAMENTALS OF PRINTING
Fall-Winter

T 7-9:30 p.m. T-VI Montoya Campus
TEXT: The Lithographer’s Manual—$21

SK241; FREE HAND ILLUSTRATION
Fall-Winter

MW 6:30-9:30 p.m. T-¥I Main Campus

NOTE: Students must provide their own supplies with the
exception of paper

LABFEE: 510

§K242: PASTE-UP AND LAYOUT
Fail-Winter

M 6:30-9:30 p.m.  T-VI Montoya Campus
NOTE: Students must provide their own supplies with the

exception of paper.
LABFEE: §$10

SK242A: ADVANCED PASTE-UP AND LAYOUT
Fall-Winter

w 6:30-9:30 pm.  T-VIMontoya Campus

PREREQUISITE: Paste-up and Layout or minimum of
one year of experience.

LABFEE: §10

TEXT: Preparing Art and Camera Copy for Printing—
$31.50

5K243: ILLUSTRATION PROJECTS
AND TECHNIQUES
Fall-Winter

Th 6:30-9:30 p.m.  T-VIMontoya Campus

NOTE: Students must provide their own supplies with the
exception of paper.

LABFEE: $10
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SK244: OFFSET DUPLICATOR OPERATION
AND MAINTENANCE
Fall-Winter

T 6:30-9:30 p.m.  T-VI Montoya Campus
LAB FEE: $15
TEXT: Graphic Reproduction—$%17.50

SK245: PRINTING ESTIMATING
Fall-Winter
Th 7-9 p.m. T-¥I Montoya Campus
PREREQUISITE: Fundamentals of Printing or have a
working knowledge and basic funda-
mentals of commercial offset printing.

TEXT: Printing Estimating (Principles and Practices)—
$21.50

SK250: SECURITY OFFICER TRAINING
Fall-Winter

TTh 6:30-9:30 p.m.  T-VI Montoya Campus
LABFEE: $7.50

SK255: GLASS BLOWING
Fall-Winter

MW 6:30-9:30 p.m.  T-VIMain Campus
LABFEE: %40

S§K260: BASIC DIESEL
Fall-Winter-Suminer

MW 7-9:30 p.m. T-VI Main Campus

LABFEE: $6
TEXT: Diesel Mechanics—%17

SK581: DIESEL TROUBLESHOOTING

AND TUNE-UP
Fall-Winter
TTh 6:30-9:30 p.m.  T-VIMain Campus
PREREQUISITE: Completion of Basic Diesel or equiv-
alent

LAB FEE: $6
TEXT: Diesel Mechanics—317

SK582: DIESEL TRANSMISSION,
DRIVE TRAIN AND BRAKES
Fall-Winter

TTh 6:30-9:30 p.m.  T-VIMain Campus

PREREQUISITE: Completion of Basic Diesel or equiv-
alent

LAB FEE: 36

TEXT: Power Trains, John Deere Manual—3$6.25

S§K265: SHEET METAL PATTERN DRAFTING
AND FABRICATION
Fall-Winter

TTh 6:30-9:30 p.m.  T-VIMain Campus
NOTE: Students must purchase their own instruments.

TEXT: Sheet Metal Pattern Drafting and Shop Prob-
lems—3$10

SK560: CABINETMAKING
Fall-Winter-Summer

MW or TTh 6:30-9:30 p.m.  T-¥IMain Campus

NOTE: Students must provide their own project mate-
rials.

LAB FEE: §12

TEXT: Woodworking for Industry—$16.50

3 SK570: BLUEPRINT READING FOR

CONSTRUCTION TRADES
Fall
MW 7-9 p.m. T-VI Main Campus
Winter
Mw 7-9p.m. T-¥I Montoya Campus
TEXTS: Building Trades Blueprint Reading, Part 1—
$7.75
Building Trades Blueprint Reading, Part 2—
$9.25
-3 SK571: PLUMBING THEORY I
Fall-Winter
TTh 6:30-9:30 p.m.  T-VIMain Campus

TEXT: Uniform Plumbing Code—3$10

3 SK572: PLUMBING THEORY Il
Fali-Winter
TTh 6:30-9:30 p.m.  T-¥IMain Campus

PREREQUISITE: Completion of Plumbing Theory I
TEXT: Uniform Plumbing Code—3810

SK573: PLUMBING THEORY I1I
Fall-Winter

TTh 6:30-9;30 p.m,  T-V1Main Campus

PREREQUISITE: Completion of Plumbing Theory I and
II

TEXT: Uniform Plumbing Code—3$10



# SK575: ELECTRICAL TRADES THEORY I
Fall-Winter

MW 79p.m, T-VIMontoya Campus
TTh 7-9p.m. T-V1 Main Campus

TEXT: Electrical Wiring Principles—3$17

# SK576: ELECTRICAL TRADES THEQORY 11
Fall-Winter

TTh 7-9p.m, T-¥1 Main Campus
PREREQUISITE: Completion of Electrical Trades The-
ory I or equivalent

TEXT: Practical Electrical Wiring—517

SK577: ELECTRICAL TRADES THEORY Il
Fall-Winter

TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: Completion of Electrical Trades
Theory I and II or equivalent

TEXT: Practical Electrical Wiring—$17

79

% SK579: CONSTRUCTION ESTIMATING

Fall
TTh 7-9p.m. T-¥i Montoya Campus
- Winter
TTh 7-9p.m. T-V1 Main Campus

PREREQUISITE: Completion of Blueprint Reading for
Construction Trades and some con-
struction background

TEXT: Estimating in Building Construction—5$12.50

SK585: CONCRETE TECHNOLOGY

Fall
TTh 7-9p.m. T-V1 Main Campus
§K586: GENERAL CONTRACTORS
LICENSING PREPARATION
Winter
MW 7-9p.m. T-V1 Main Campus

TEXT: Uniform Building Code, 1979 Ed. with New
Mexico Amendments—3%$35.25
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Main Campus Area
1. West Building 10, Trades Building
2. Administration Building 11. Trades Building
3. South Building 12. Trades Temporary
4. North Building 13. Developmental Studies Building
5. Main Building 14. South Temporary Buildings
6. East Building. 15. Masonry
7. North Temporary Building 16. BV I8
8. North Temporary Building 17. Developmental Studies Annex
9. Yale Annex
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Main Campus:

525 Buena Vista SE
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Joseph M. Montoya Campus:
| 4700 Morris NE
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1981

S MTWTF S
SEPTEMBER

DECEMBER

12345
6 7 8 91011
13 14 15 16 17 18
20 {21--122 23724 25126
27 (28.29.30.31]

Trimester Break, Dec. 19-Jan. 3

MARCH

123 456
7 8 9 10111213
14151617 18 19 20
21 22 23 24 25 26 27
28 29 30 31
JUNE

1 2 3 45

6 7 8 9 101112
13141516 17 18 19
20 21 22 23 24 25 26
27 28 29 30

Mid-term, June 25

= non-school day

12
19

CALENDAR
(Day Division)

S MTWTF S
OCTOBER

2

Mid-term, QOct. 22
In-service, Oct. 23

1982

JANUARY [.112
345 6 9
10 11 12 13
17 18 19 20
24 25 26 27
31

™

1
2
2

o0 —

APRIL
1 23

4 5 6 7 8{9110
11 12 13 14 15 16 17
18 19 20 2122 23]24
25{26_27_28.29.30.
Holiday, Apr. 9

Trimester Break, Apr. 22-May 2

JULY

Holiday, July 1-2

S MTWTF S

NOVEMBER

1234567
8§ 9 1011121314
15 16 17 18 19 20 21
22 23 24 25726 27128
29 30

Thanksgiving, Nov. 26-27

FEBRUARY
1 23 456

7 8 910111213
14 15 16 17 18}19]20
91 22 23 24 25 26 27
28

In-service, Feb. 19
Mid-term, Feb. 26

MAY
234567
9 10 11 12 13 14
16 17 18 19 20 2
23 24 25 26 27 2
30{31

Holiday, May 31

CO —

1
2
2

(T} S,

1
8

8 9 10111213 14
15 16 17 18119 20@21
2212324 25.26.21)28
29130_31

Trimester Break, Aug. 19-31



Absences, 15-16
Accounting, 7, 28-32, 48, 69, 71
Cost, 31, 69
Credit Union, 27, 31
Governmental, 31
Payroll, 29, 69
Secretarial, 35, 69
Small Business, 30, 37
Tax, 29, 31, 69
Accreditation, 1, 43
Activities, Student, 22
Administration, i
Admissions, 3, 8, 40
Adult Basic Education, 2, §, 10, 68
Adult Learning Center, 24
Advertising, 29
Air Conditioning
Automotive, 59, 76
Transpert, 61
Air Conditioning, Heating and
Refrigeration, 55, 77
Alcoholic Beverages, 19
Algebra, 50, 55.57, 59, 61-63, 67, 73
Alphabetic Shorthand, see Shorthand
American Medical Association, 1, 45
Anatomy and Phystology, 41-42, 44, 46
Animals, 19
ANSI COBOL, 48, 75
Application, 3, 89, 40, 43
Forms, centerfold, 88
Appraisal
Real Estate, 72
Architectural Rendering, 49, 75
also seg Drafting, Architectural
Assembles, 48
Assembly Language Coding, 75
Athletics, 22
Attendance, 15
Audio-Visual Services, 24
Auditing, 30-31, 69
Automaotive
Air Conditioning, 59, 76
Body Repair, 57, 76
Brakes and Front-End Alignment, 59,
76
Carburetion, 59, 76
Collision Repair, see Automotive
Collision Repair
Diagnostic, 59
Electrical and Tune-up, 59
Electrical Wiring, 58, 76
Emission Conteol, 59, 76
Engines, 59
Machinist, see Automotive Machinist
Service, see Automotive Service
Technician
Servicing, 76
Transmission, 58, 76
Automotive Collision Repair, 57, 76
Automotive Machipist, 58-59
Automotive Service Technician, 58

Baking, 18

Bank Teller, 71

BASIC, 31, 35, 48-53, 76

Basic Education, see Adult Basic
Education and Developmental Studies

Basic Educational Opportunity Grant,
13

Blueprint Reading, 59, 61-66, 78

Books and Supplies, 10, 11

Brakes, Front-End Alignment and Drive
Trains, see Automotive

Index

Budpget, Estimated, 12
Budgeting, 32
Building Materials and Methods, 48-49,
75
Bureau of Indian Affairs, 13
Bus, 21
Rebates on Passes, 21
Business
Communications, 31-32, 35
English, 64
Law, 30-32, 35, 37
Mathematics, 30, 32, 35-36, 69
Qccupations, 29-37
Relations, 35
Workshops, 29
Writing, 69
Business Administration, 32
Business Occupations Learning Center,
30, 34, 71-72

Cabinetmaking, 78
Calculators, 30-32, 35, 70
Calculus, 48, 50-53
Calendar, 4-5, 87
Campus Conduct, 19
Carburetion, see Automotive
Cardiopuimonary Problems, 46
Carpentry, 59
Cartography, 48
Cashiering, 31-32, 35-36, 72
Changing Careers, 26
Charges and Fees, 8-12
Circuit Analysis, §1
Citizenship for Aliens, 2, 68
Civil and Map Drafting, 48
Class Periods, 9
Class Size, 2
Clubs, 22
Codes, Building, 62
College Work Study, 14
Communications, 27, 31-33, 34, 50-51,
53
Fashion, 33
Health, 42
Office, 35-36
Commercial Printing, 54, 60
Communications Technology, 50-51
Computer Information Systems, 7, 47-48
Concrete, 55, 79
Construction Drafting, 7, 49
Consumer Information, 6
Contact Lenses, 54
Control Circuitry, 52, 57, 64, 77
Cooking, see Culinary Arts
Costs, 8, 10-12
Counter Procedures, 64
Counseling, 19
Credit by Waiver, see Waiver
Credit Cards, 10-11
Credit Union
Accounting, 27, 31
Operations, 27, 31
Culinary Aris, 38-39

Data Processing, 30-32, 35, 47-48, 64,
75
Day Divisien, 2, 23-66
Developmental Studies, 24-28
Diesel
Basic, 78
Brakes, 61, 78
Clutches, 61

85

Drive Trains, 61, 78
Electrical, 61
Engines, 61

Final Drives, 61
Fuel Injection, 61
Hydraulics, 61
Overhaul, 61
Support Engines, 63
Transmission, 61
Troubleshooting, 78
Tune-up, 78

Diesel Mechanics, 60-61

Digital Circuits, 50-53
Digital Electronics, 50-51
Distributive Education, 31-32, 35-36, 72
Dormitories, 12
Drafting, 7, 75
Architectural, 49, 75
Civil and Map, see Civil and Map
Drafting
Construction, see Construction
Drafting
Electromechanical, see
Electromechanical Drafting
Sheet Metal, 78
Trades, 55
Dress, 19
Drop-In Math Lab, 24
Drop-cut and Retention Rates, 6

Economics, 31, 35, 49
Electrical Trades, 61, 79
Electricity, 55
Electromechanical Drafting, 49-50, 75
Electromechanical Technology, 50, 52
Electronics, 7, 50-53
Basic, 50
also see Communications Technology,
Digital Electronics Technology,
Electronics Technology,
Electromechanical Technology,
Laser-Electro Optic Technology
Technology
Transportation, 59, 61
Emergency Medical Technician, 73
Emission Control, see Automotive
English, Conversaticnal, 63
Enrichment, 2, 28
Enroll, How To, 7
Enrollment, Conditional, 15, 16
Entrance Requirements, 38-39, 43, 45,
35
Equal Educational Opportunity Policy,
3
Equipment Fee, 8, 11
Estimating
Auto Collision, 58
Construction, 55, 59, 62, 64-65, 79
Industrial Electrician, 62
Evening Division, 2, 30, 55, 67

Family Educational Rights and Privacy
Act, 18
Fashion Merchandising, 13, 72
FCC License Preparation, 74
Fees, 8-10
Filing, 30-31, 35-36, 70
Financial Aids, 13
Fires, 20
First Aid, 19, 27, 66, 73
Food, 19-20
Garnishment, 39
FORTRAN, 48-51, 75
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Fuel Injection, see Digsel

GED, 2, 17, 24, 68

Geometry, 55-56, 59, 61-63
Glass Blowing, 78

Governing Board, i

Grade Reports, 16-17
Graduation Requirements, 16
Graduate Placement, see Placement
Grammar, 29, 34, 37, 68

Gregg Shorthand, see Shorthand
Grooming, 33

Guidance, 19

Handicapped, 25

Health and Nursing Services, 19

Health Occupations, 40-46

Health Unit Clerk {formerly Patient
Service Clerk), 40, 42

High School Equivalency Exam
Preparation, 2, 17, 68

History, 1

Home Health Assistant, 42

Holidays, 4-5, 87

Hospital Ward Clerk, 40, 42, 73

Hours Per Day, 9

Housing, 12

Human Relations, 27-28, 32-33, 15, 71

Hydraulic, Pneumatic, Mechanical
Systems, 52

Hydraulic Systems, see Diesel

IMustration, 77

Industrial Control Systems, 62
Industrial Electrician, 62
Industrial Safety, 38-39, 55-66
Inking, 49

Inspection and Quality Control, 66
Instructional Materials Center, 24
Insurance, 20, 32, 70

Integrated Circuits, 74

Investment, see Real Estate

JCL., Files, Utilities and Sorts, 48
Job Placement, 6, 19

Keypunch, 75

Laboratory Fees, see Costs
Landscaping, Architecturai, 49
Laser Electro-Optic Technology, 50, 53
Law
Business, 31-32, 35, 37, 71
Real Estate, 72
Yiolations, 19
Legal
OCffice Worker, 34
Secretary, 70
Transcription, 34
Library, 24
License, Centractor's, 79
Licensed Practical Nurse Refresher, 45
Loans, 14
Locations, 1
Lockers, 20
Logic Circuits, 74
Laost and Found, 20

Machine Trades, 59, 62

Machine Transcription, 30, 34-37, 72
Management, 31-33, 3§, 37, 48, 71
Maps, 80-83

Marketing, 32, 72

Masonry, 59, 63

Math Lab, 24

Mathematics, see each program
Medical Office Assistant, 73

Medical Records/Receptionist, 34
Medical Transeription, 34, 73
Merchandising, 33, 72
Metallurgy, 55-57, 61, 63, 66, 77
Microbiology, 46
Microcomputers, 74

Motors, Electrical, 77

National Indian Youth Council, 13

National League for Nursing, 1, 43

New Mexico State Board of Nursing, 4,
45

New Mexico State Department of Adult
Basic Education, 17

New Mexico State Department of
Education, 17

New Mexico State Employment Service,
19

New Mexico State Student Incentive
Grant, 14

New Mexico Student Loan, 14

Noen-resident, 10

North Central Association of Colleges
and Schools, |

Numerical Contro! Programming, 63

Nursing, see Practical Nursing

Nursing Assistant, 40, 42

Nutrition, 42

Ofiice of Comprehensive Employment
and Training Administration, 13

Office Machines, 36

Office Occupations, 7, 35

Office Supervision, 29, 71

Operating Your Own Business, ses
Small Business Management

Optics, see Laser Electro-Optic
Technology

Parking, 21

Parts Specialist, 63

Paste-up and Layout, 77

Patient Service Clerk, see Health Unit
Clerk

Payrcll, 32

Personnel, 29, 32

Pharmacology, 46

Phone Calls, 20

Photogrammetry, 48

Physics, 27-28, 48-51, 53, 55, 61-62

Placement, 6, 7, 19

Plane Surveying, 48, 73

Plumbing, 64, 78

Practical MNurse, 7, 40-41, 43-44

Practical Nursing Challenge, 44

Precision Measurement, 59, 61, 65

Preparatory Program, 26

Pre-registration Fee, 10

Prerequisites, 3

Presbyterian Hospital, 40, 43

Printing, 54, 60, 77, 78

Probation, Academic, 16

Production Planning, 55, 63

Professional Development Center, 24

Programming, 48

Progress Reports, 16

Property, Personal, 20

Public Speaking, 70

Punctuation, 29, 36, 37

Quantity Food Preparation, 39

Reading, 28, 68
Reading Lab, 28
Readmission, 15
Real Estate, 72

Recepticnist, 36

Records
Management, 30-31, 35-36, 70
Student, 18

Refresher Course for Office Workers, 36

Refresher, Practical Nursing, see
Practical Nursing Refresher

Reftigeration, 57, 77

Refunds, 8-10

Registration
Dates, 4-5
Late, 4-6

Regulatory Agencies, 32

Rendering, Architectural, 75

Resident, 10

Respiratory Therapy Technician, 7, 40-
41, 45-45

Retailing, 37, 72

RPG 11, 48, 75

Safety Glasses, 54
Safety, Occupational, 62
Salaries, 6
Sales, 30, 33
Salesmanship, 30, 33, 37, 72
Sauté Cook, 39
Scholarships, 13-14
School Year, 4-5, 87
Security, 20
Officer Training, 78
Semiconductors, 52-53
Sheet Metal, 57, 64, 78
Shorthand
Alphabetic, 30, 35, 70
Gregg, 30, 35
Review, 36
Transcription, 30, 34-35, 37
Skill Improvement Classes, 69
Small Business Operations, 29, 37, 71
Small Engine Mechanics, 65, 76
Smoking, 19
Social Security Administration, 13
Solar Applications, 49, 55-57, 59, 62-65,
77

Spanish, 24, 27

Special Yocational Services, 25

Spelling, 36, 68

Stewardship, 39

Strength of Materials, 53

Stress, 29

Student Council, Health Occupations,
22

Student Government, 21

Student Incentive Grant, see New
Mexico State Student Incentive Grant

Student Judicial Affairs and Curriculum
Committee, 21

Student Review Committee, 15

Student Services, 19

Substitute Courses, 30-31, 49, 54

Summer Classes, Health Occupations,
4]

Supervised Work Experience, 31, 49, 54

Supervision, 29, 71

Supplemental Educational Opportunity
Grant, 14

Surveying, 48-49

Suspension, Academic, 16

Systems Analysis, 48

Systemns, Design, §5-57, 65

Tardies, 15

Tax Accounting, 29, 31, 69
Technical Writing, 29, 61
Technologies, 47-53



Telephene
Calls and Visitors, 20
Etiquetie, 29
Television Servicing, 74
Testing, 8, 17
Textiles, 33
Time Management, 29
Title IX, 3
Tool Application, Basic, 55, 59, 61, 63-
64
Trade Mathematics, 73
Trades, 54-66
Transcription, 30, 34.35, 37, 73
Transcripts, 18
Transmissions, see Automeotive or Diesel
Transfer Credit, 7, 35, 40, 46, 55§

Transportation, 21

Trigonometry, 50, 55-57, 59, 61-63, 66,
73

Trimesters, 4-5, 87
Calendars, 4-5, 87

True Position Dimensioning, 63

Tuition, 10

Typing, 27-28, 30, 34-37, 60, 70-71

University of Albuquerque, 7, 40, 46
University of New Mexico, 7, 35
Upholstery, 77

VEP, see Vocational Eanrichment
Program
Valencia County, 21

87

Vehicle Registration, 21

Yeterans Administration Benefits, 1, 13

Visitors, 20

Vocabulary and Spelling Development,
27, 68

Vocational Enrichment Program (VEP),
2

Vocational Rehabilitation, New Mexico
Division of, 13

Waiver, 16

Welding, 54-58, 61, 66, 76-77
Withdrawals, 10-11

Workshops, Business Qccupatiens, 29
Word Processing, 29, 34, 37
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Evening Division Application

Last Name First Name Middie Initial
Street Address  Apt. No. City Zip Code
Home Phone Business Phone Date of Birth
l'am applying for the following class for ___winter __ summer ___ fall.
Please Print
Class Number Class Name

Eveningclassmeets: M__ T__ W__ Th__ F _ S__ Location:

Do you meet any prerequisites which are listed in the catalog for this class?  Yes_ No

If the class for which you are applying is numbered 500 or above, please explain why you need to take this class:

Master Charge or Master Card How long have you lived in New Mexico? Years Months
Account Number Expitation Date Interbank Number
VISA Signature Date
Account Number Expitation Clate OFFICE
USE ONLY |SK 5K SK By
Cardhalder's Authorizing Signanre Date
Last Name First Name Middle initial
Street Address  Apt. No. ' City Zip Code
Home Phone . Business Phone Date of Birth
I am applying for the following ciass for winter summer ___fall,
Please Print
Class Number Class Name
Eveningclassmeets: M__ T__ W__ Th__ F _ S__ Location:
Do you meet any prerequisites which are listed in the catalog for this class? ~ Yes No____
If the class for which you are applying is numbered 500 or above, please explain why you need to take this class:
Master Charge or Master Card How long have you lived in New Mexico? Years Months
Account Mumber Expiration Date Interbank Number
VISA Signature Date
Account Number Expiration Date OFHCE
USE ONLY [SK SK 5K By
Cardhalders Authorizing Signature Date




JULY
SIM T W T FIS
1 2 31 4
5] 6 7 8 9 11
12{13 14 15 16 18
19120 21 22 23 25
26127 28 29 30 31
*1-22 IA-22 FS§-22
AUGUST
SIM T H T F| S
' 1
2| 3 4 5 6 @| 8
9{10 11 12 13 14|15
1617 18 19 20 %?D 22
23(24 25 26 27 28|29
30 | 31
*1.12 IA-17 FS-15
SEPTEMBER
SI M T W T FI| S
12 3 (4)] 5
6| 7 8 9 10 §f) 12
13|14 15 16 17 19
20|21 22 23 24 26
27128 29 30
*1-21 IA-21  FS-21
OCTOBER
S| M T W T F| S
1 @) 3
4| 5 6 7 8 10
1112 13 14 15 17
1819 20 21 22 24
25126 27 28 29 31
%]-22 IA-22 FS-22
NOVEMBER
sSIM T W T FI| S
il 2 3 &4 & 7
8| ¢ 10 11 12 14
15/16 17 18 19 21
22|23 24 25 26 28
29 | 30
*[-19 IA-19 FS-19
DECEMBER
S M T W T FIL S
1 2 3 4] &
6| 7 8 9 10 12
13/14 15 16 17 19
20|21 22 23 24 26
27128 29 30 31
*1-14 IA-17  FS-17

198/- 938,

INSTRUCTORS NON
WORK DAYS:

July 3

August 19-31]

September 7 .

November 26-27

December 21-
January 1

April 9

April 22-30

May 31

INSTRUCTIONAL AIDES
NON WORK DAYS:

July 3

August 26-31

September 7

November 26-27

December 24-
January 1

April 9

April 26~30

May 31

FOOD SERVICE
NON WORK DAYS:

July 3

- August 21-28
September 7
November 26-27
December 24-

January 1

April 9
April 27-30D
May 31

NON INSTRUCTIONAL
PERSONNEL
NON WORK DAYS:

July 3
September 7
November 26-27

December 24-25 & 31

January 1
April 9
May 31

*SCHEDULED WORK DAYS

I-Instructors

IA-Instructional Aldes
FS~Food Service .

()-Pay Period Ending

JANUARY 7
M T W T F)\.
3la 5 6 7 1@' )
10 {11 12 13 14 1% |16
17 (18 19 20 21 @) |23
24 |25 26 27 28 29 |30
31
*]-20 1A-20 FS-20
FEBRUARY
SILM T W T FLS
I 2 3 4 (O 6
718 9 10 11 1713
14 115 16 17 18 (9|20
21|22 23 24 25 76 |27
28
*1-19  IA-19  F5-20
MARCH
S| M T M T F]S
1 2 3 4 (g) 6
708 9 10 11 17113
14 {15 16 17 18 {9 |20
21122 23 284 25 26 |27
28 129 30 31
*[-23 IA-23 F5-23
APRIL
S| M T W T EI|S
1 (2] 3
415 6 7 8 9l10
11112 13 14 15 17
18 |19 20 21 22 24
25126 27 28 29
*1-14  IA-16  FS-1
MAY
S| M T W T FI[S
1
2|3 4 5 6 7|8
9110 11 12 13 {315
16 (17 18 19 20 21 |22
23124 25 26 27 (B |29
30 131
*1-20 1A-20 FS-20
JUNE
S| M T W T FI|S
1 2 3 &[5
6,7 8 9 10 (D]|12
13 [14 15 16 17 B (19
20 {21 22 23 24 26
27 128 29 30
*[-22 IA-22 FS-22





