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About the Institute

The Albuquerque Technical-Vocational Insti-
tute (T-VI) is a public post-secondary school
whose primary goal is to provide adults with
entry-level job skills and the related education
needed to succeed in an ocoupa'titm The Insti-
tuie 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-VI’s first classes were held inan 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 37 acres of land
on both sides of Coal Avenue SE with most of
the Trades and the Department of Develop-
mental Studies located on the south part of the
campus, Programs in Technologies and Busi-
ness Occupations are also available at the Main
Campus.

Many of the business and technology pro-
grams, commercial printing, welding, and a
large number of evening classes are offered at

e m— ————

the 40-acre'Joseph M. Montoya 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 Cibola High,
1510 Ellison NW; Del Norte High, 5323 Mont-
gomery NE; Highland High, 4700 Coal 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 in-

stitution is offering its students the educational

opportunities implied in its objectives on a satis-
factory level.

In addition to T-VI’s North Central Associa-
tion accreditation, two health occupations pro-
grams have been accredited by special medical
accredmng agencies. The Practical Nurse pro-
gram is accredited by the National League for

. Nursing and the Respiratory Therapy Techni-

cian program by the American Medical Associa-
tion’s Council on Education,




\ Instructional Programs

' DAY DIVISION

_ The T-VI Day Division includes 40 full-time
programs in the areas of business, health, tech-
nology, and trades occupations. Not all pro-
grams are offered at both campuses or gvery tri-
mester. o

A Preparatory program is available for per-
sons who need to improve math and/or commu-
nication skills before entering one of the voca-
tional programs. -

It is also possible to study for the high school
equivalency examinations in a General Educa-
tional Development program ¢ffered during the
day but enrolled through the Evening Division.

Full-time Day Division students attend classes
four to six hours a day. They may also enroll in
additional courses on a space-available basis.
Persons not working toward a diploma or certif-
icate'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.

COLLEGE TRANSFER: Graduates of sev-
eral T-VI programs may transfer to the Univer-
sity of Albuquerque or the University of New
Mexico and receive credit toward various
degrees.

Programs accepted by the University of Albu-
querque for credits toward an Associate of Arts
degree (and in some cases a Bachelor of Univer-
sity Studies or other bachelor degree) are Ac-
counting, Data Processing, Practical Nurse,
Respiratory Therapy Technician, and some
Technology programs.

The University of New Mexico will grant
credit toward certain degrees to T-VI graduates
of Office Occupations and several Technology
programs,

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

b
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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.

The Adult Basic Education section includes

. classes-for improvement of written and spoken

English, math and GED examination subjects.
A citizenship program for aliens is available
also.

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, providing
vocational classes for high school students at
their schools after regular school hours, is also
sponsored by T-VI’s Evening Division.

DAY CREDIT TRANSFER: A number of

‘Evening Division Skill Improvement classes

may be applied toward diploma or certificate
credit by Day Division students.

Evening Division classes which may be trans-
ferred to day programs are marked with this
symbol: £k

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. '



Consumer Information

As a person thinks about attending T-VI, or
any other school, questions may arise about the
- quality of the school. Information that can help
you decide about a school includes its accredita-
tion (see *‘About the Institute’’ on page 1), its
graduate job placement record, and the student
drop-out rate.

Here is the latest information about T-VI’s
full-time vocational programs:

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.

The 1981 job placement information on this
page covers full-time Day Division gradutes of
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Py T P T

April, September and December, 1981, and
their situations 60 days after graduating,

RETENTION RATES: For various reasons,
some students who start a program are not able
to finish the entire program. The number of stu-
dents 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 1981 was more than 83 percent.

Putting it the other way, less than 17 percent
of the students who started each trimester
dropped out before the end of the trimester, The
1981 termination rates were: Winter Trimes-
ter—15.4 percent; Summer Trimester—17.8

percent; and Fall Trimester—17.5 percent.
\
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BUSINESS OCCUPATIONS - .

} Accounting......... o eaaeaeearaen 53 ° 47 88.7% 1 15% 1 1.9% 4 7.5% % 745
Bookkeeping ......coovvunneroannens 31 13, 419% 6 194% 5 ' 16.1% 7 22.6% $ 718
Business Administration. ... ..... A 8 7875 — ' | — — 1 125% .S§ 761
Distributive Education, . . ... .ovuvn .. 50 49 9.1% "1 19% — — — —_ } 600
Fashion Merchandising ........ . 34 19 35597 — - — 6 17.6% 9 265% $ 607
Legal Office Worker. ... .. v eanaaeaan 12 10 83.3% — — 1 8.3% 1 83% - 3% 726
Medical Réecords Receptionist. . . v v vv ... 33 20 606% 3 9.1% 2 6.1% 8 242% § 790
Office Occupations, Clerical. .". vrieeina 80 58 72.5% 2 2.5% 3 3.8%. 17 * 21.3% $ 687
Office Occupations, Secretarial ...4..... 28 17 60.7% I 3.6% — —_ 10 35.7% § 741
Office Occupations, Refresher ...... 3 | 15 71.4% 1 4.8% — —_ 5 238% ' $ 810
Receptionist v .« oo cveennnn eaeerns e 21 15 71.4% — — 1 4.8% 5  23.8% $ -666
Word Processmg Operator ....... e 11 6 545% — — —_ _— 5 45.5% § 847
HEALTH OCCUPATIONS .
HealthUnitClerk. ... ....... . 8. 0eas 31 29 93.5% — — —_ — 2 6.5% 3 768
LPNRefresher .. ocuvennvinvinrans eee 2 1 50,0% — — - I 500% 5§ 758
Nursing Assistant . ... ........ens . | 38 745% — — § 157%m & 9.8% 5 696
Practical Nurse. .. ........o0uvhennn .. 70 63 90.0% — — 3 43% - 4 5.7% $ 941
Respiratory Therapy Technician. .. .. veen 16 16 1000% — — - ~— — - - $1,004
TECHNOLOGIES , . ,

Computer Information Systems ... ...... 50 41 820% — — —_ — 9 18.0% $1,094
Drafting, Construction. ........ wraaan 59 51 86.4% — — — = 8 13.6% § 837
Draflmg! Electromechanical. . .......... 21 15 71.4% — - — — 6 28.6% $ 939
Drafting, CivilandMap........c..... .. 25 21 84.0% — — 1 4.0% 3 12.0% $ 989
Electromechanical Technology. . ........ 13 11  84.6% — — — - 2 15.4% $1,232
Electronics Technology. .. .. . - el 210 160 1 75.8% 1 .50 3 1.4% 47  22.3% $1,216
Laser Electro-OpticS. v oo v v vencnerenn 34 30 B882% — — —_ —_ 4 11.8% $1,358
TRADES & INDUSTRIAL . o,
Air Conditioning/Heating/Refrigeration. . 46 20 43.5% 2 4.3% 12 26.1% 12° 26.1% $ 873
Auto Collision Repair. ..o vevvcrrnannnn 24 15 62.5% 2 . 83% 4 167% 3 12.5% $ 718
Automotive Service Technician ......... 47 27 57.5% 4 B.5% 3 64% 13" 27.6% § 707
Baking .....icc0ivevnnnnn eeesteann 20 14 700% 1 5.0% 3 150% 2 10.0% 3 653
[07:1 411313 o eeiaeriaan 36 16 444% 6 16.7% 7 194% 7 19.4% $ 741
Commmnetcial anmg vrsrarrasaraaane .33 24 727% 2 6.1% 3 9.1% 4 12.1% $ 676
Diesel Mechanics ... ...... e - 54 39 722% — — 9 167% &6 11.1% $ 929
‘Electrical Trades. .....vevuevnnn feeean 38 21 553% .3 79%: 5 13.1% 9 23.7% § 919
Industrial Electrician ......... S v, 45 27 60.0% — — , 4 8.9% 14 31.1%  $1,153
Maghine Trades .. /.. ... Ciereeraaaaas 69 62 899% — — . 4 58% 3 4.3% $1,049
Masonry.....ovnvueenns R ieeeia 6 <3 50.0% — — 1 167% 2 333% 3 852
Parts Specialist........ i reieareaas 8 . '8 100.0% —~ — . — = — - 3 596
PIIMbBINE . o vvvincvanrr v aannans v e 34 i5 4.1% 1  2.5% 8§ 235w 10 294% § 776
Quantity Food Preparanon ......... L 13 10 76.9% — — 1 1.7% 2 15.4%. §$ 731
SheetMetal............ e eeeeariraaes 9 6 66.7% 1 11.1% I 1.1% 1 1L1% $ 696
Small Engine Mechamcs. e earearaen 12 4 33.3% 1 8.3% 3 25.0% 4 33.3% § 731
Welding .. oo vveiiersrie e 63 50 794% 1 1.6% — - 12 190% $1 108
. s :
TOTALS ....... veensiver..a1,522 L1113 73.1% 40 2.6% 102 6.T% 267 17.5%



Fees/Books Payment Deadline. ... ......... e Sept. 1

Late Application Period. ............ 12 noon to'8 p.m.

' Sept. 1,2,9,13, 14, 15, 16

Evening Classes Bepin. v v .o vvienyinnnas. ... Sept. 7

Fees/Books Refund' Deadline ., ............... Sept. 17
Holiday (no classes)............ s Nov. 24, 25,26 .

. Last Eveningof Classes..."................ ‘o Dec. 17

WINTER TRIMESTER, 1983

’

T-VI meets year-around with the year divided
into three trimesters—Fall, Winter and Sum-
mer. ..

Each Day Division trimester has 75 days of
classes, usually with 10 days to two weeks as a

“‘break’’ between trimesters. Most day students .

go to school year-around until they finish their
program. In most programs, it is possible to
take a trimester off if necessary, However, per-
sons who interrupt their programs may not be
able to get back in at the time they want, be-
cause they go on the standby list for reentry on a
space-available basis.

Evening Division classes usually start a week
after the day classes and meet for 14 weeks..

Evening Division Calendar
FALL TRIMESTER, 1982

Skill Improvement Application Deadline .
Adult Basic Education Registration ...

.5p.m. Aug, 13
»10a.m. to 8 p.m.
Aug. 24 and 25

5 p.m, Dec. 10
10a.m.to8 p.m.
Dec. 28 and 29

Skill Improvement Application Deadline . .
Adult Basic Education Registration .. ..

Fees/Books Payment Deadline ........., e s Jan 3
Late Application Period.......... v..12noonto 8 p.m.

, Jan456121317181920
Evening ClassesBegin ................ 0 ..... Jan, 10
Fees/Books Refund Deadline. . .........0c..... Jan, 21
Holiday (noclasses). . ....oovoeveiinnnnn... Feb, 21
Last Eveningof Classes........voonevnenuen.. Apr.20 .

SUMMER TRIMESTER, 1983 '

5p.m. Apr. 15
. 10a.m, to 8 p.m.
Apr. 26 and 27

Skill Improvement Application Deadline . .
Adult Basic Education Registration . ..

Fees/Books Payment Deadline ... .o......... ... May2
Late Application Period. .. ... e ~« 12noonto 8 p.m,
May 3,4, 5, ll 12,16, 17,18, 19
Evening Classes Begin , ,....... vieTiarenaesc.May9
Fees/Books Refund Deadline. . ............... May 20
Holiday (N0 classes) . . . vvveeeecnnernnnnnn. May 30
Holiday (noclasses) .. ......... et e e eaen July 4

Last Eveningof Classes. ... .....covvvevnnnnn Aug, 17

School Year

“ﬁﬂmwm
T e N e T e e

SNOW DAY: During the 1983 Winter Tri-
mester, February 21 is a holiday with no classes
unless it is needed to make up a day lost because
of snow conditions earlier in the winter, T-VI
almost never closes because of weather, If there
are bad snow conditions, T-VI sometimes oper-
ates an “‘abbreviated day” and cancels periods
0-1-2, so that classes begin at 10 a.m. at the
Montoya Campus and at 10:20 a.m., on the
Main Campus. Listen to your radio on days
with bad snow conditions, and come to school
as soon as yoiu can (vour. teachers must mark
you absent anytime classes are in session and
you are not there) unless vou hear that T-VI is
on an abbreviated day or has cancelled com-
pletely. '

Day Division Calendar

FALL TRlM{ESTER, 1982
Day Classes Begin, . ......... e e Sept. 1
Holiday ......... e ren e i iaa i Sept. 6
Day Late Registration Deadline .............. Sept. 15
Mid-Trimester Grades . ..o vv.vvnnan., e Oct. 22
Holiday=.......... N0v2526
Withdrawal Deadline. .. ............... e Dec. 3
LastDayofClasses .. ...oovenn.. AU b o I J
TrimesterBreak........._..._ ......... Dec, 18-Jan. 2

WINTER TRIMESTER, 1983

DayClasses Begin . v v vt ot iiiieninnernrnnn Jan, 3
Day Late Registration Deadline ........ aaraan Jan. 14
Teacher Inservice (noclasses). .......... s .-+ Feb, 18
Snow Day (no classes if not used
asamake-upday)....ouiviiiiinriai e, Feb. 2]
Mid-Trimester Grades ... .... s e Feb, 25
Holday. . ooi ittt e e e et Apr, 1
Withdrawal Deadline ..............c000on... Apr.6
Last DayofClasses . .........v. ... PR Apr 20
Trimester Break......... ereeeaan i Apr.21ZMay

SUMMER TRIMESTER, 1983

DayClassesBegin . .............. it i e Mayd
Day Late Registration Deadlme Cerassasasae...May13
Holiday.,..........c....... earer et May 30
Mid-Trimester Grades, . ...............c..... June 24
Holiday............. eeaa B . July 1-4
Withdrawal Deadline ,........... rraearanans Auvg. 3
Last Day of Classes, ... . Y - )
Trimester Break . . ......,c0ovvnvennnnn.,. Aug. 18039
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Admission Policies—Day Division

T-VI’s Day Division programs are for adults
who do not have a saleable job skill, and who
can attend classes 20 to 30 hours a week. If you

are not a high school graduate, you need to be -

18 years or older. Persons under 18 who are not
high school graduates can be admitted only if
they are excused from attending a secondary
school according to New Mexico’s compulsory
attendance law.

Except for Health Occupanons, admission to
Day Division programs is done on a first-come,
first-served basis for qualified applicants. You
should apply as soon as you know you want to
go to T-VI. There are special application times
for some Health Qccupations (see program de-
scriptions in this catalog).

Admission to T-VI is done in a way to help
you find a career -program where you have a
good chance to succeed. You need math and
reading skills to succeed in any vocational pro-
gram. If you do not have these skills, T-VI’s
Preparatory program can help you get them be-
fore you start the vocational program you want.

Some programs have health and physical con-
dition requirements. You can read about these
in the program descriptions in this catalog when
you are trying to decide which program is best
for you.

An applicant will be discouraged from enter-
ing a program where chances to succeed are

poor because of a health or physical condition. *

‘You can be dénied admission to a particular
program if your health or physical condition

.could be dangerous to you or other people in
" that program. If this happens, the admission

counselor will help you choose another pro-
gram.

Because the Day Division programs are for
people who do not have a saleable job skill, a
TVI graduate must wait one year before taking
space in another program. However, if there is
room in the second program wanted after all
new applicants are admitted, the extra space can

be taken by a graduate at any time.

People who can attend full-time are given
space before applicants who want to attend only
part-time. You must take at least 20. hours a
week to be a full-time Day Division student. If

you want to attend part-time, please look at the

Evening Division courses in this catalog.

INTERRUPTED TRAINING: A student
who drops out for one or more trimesters, and
then wants to return to the program, willbeona
standby status. First priority for advanced sec-.
tion space is given students who are continuing
their program without interruption. Second
priority is given to students who need to repeat.
work failed during the trimester just before.
Third priority is the standby list, which will be
kept in first-come, first-served order. Appli-
cants for readmission are put on the standby list
on the date when they make a written request
for reentry and the program counselor fills out
the standby admission form to verify the written -
request.

Admission Policies—Evening Division

Each Evening Division class is numbered and
those nmumbered up to 499 are of a general
. nature and open to any interested adult or hlgh

school sophomore, junior or senior.

Classes numbered 500 and above are more
specialized trade classes, designed for persons
working in the trade or persons who need the

- training to keep their _job or advance in it.
Therefore, such persons will be given preference
during the application period.

i

However, if a specialized class numbered 500
and above is not filled with persons working in
the trade, other applicants who are interested in
the subject. will be admitted provided they meet
the prerequisites. The curriculum will be de-
signed for those enrolled for vocational reasons.

All prerequisites are listed in the Evening Div-
ision class schedule section of this catalog.




How to Enroll—Day Division -

You need to do five things to enroll for a full-
time Day ‘Division program. The first four can
be done in one day at T-VI. You need to do the
first four as soon as you can, because enroll-
ments are handled first-come, first-served from
among qualified applicants. Some programs fill
up fast, and if you wait too long to do the first
four steps you may not be able to get in the pro-
gram you want at the time you: want it.

Here is how you enroll in the Day Division;

1. Fill out a Day Division application form.
You can get this form in the lobby of either T-V1
campus, at most high school counseling offices
in the state, and at Albuquerque Public Library
branches. '

Bring or mail your application form to the
T-V1 Admissions Office, Main Campus, 525
Buena Vista SE, any weekday (Monday through
Friday) between 8 a.m. and 5 p.m. Except for
two Health Occupations' which have special ap-
plication times (see ‘‘Health Occupations” in
this catalog), you can apply for any Day Divi-
sion program as far ahead of time as you want
to. The sooner you apply, the better chance you
have to start your program at the time you want
to begin, If you are not sure about the program
you want, ask to see an admission counselor at
either the Main or Montoya campus.

2 Take the admissions tests. When you turn.

in your application, you will take math and
reading tests needed to help advise you aboit
the program you want. The tests take about 90
minutes, If you want to take the tests the same
day you turn in your application, you need to be
at the Admissions Office before 2:30 p.m.

You cannot do steps 3 or 4 until you have

taken the tests,

3. Visit an admission counselor. You will
meet with a counselor right after you take the
tests. The counselor will explain the test results
and the programs you are eligible to enter.
When you have agreed on the program you
want, the counselor will admit you to T-VI.

4. Pay your fees. As soon as the counselor
has admitted you, you can pay the admissions
fees for your program. If the program you want
is full for the next trimester, you will be put on a
“standby’’ list for that trimester and given a
- guaranteed reservation for the next trimester
when there is a space open.

You are not admitted until you have paid the
fees. The fees include a $10 preregistration fee,
any personal equipment fee charged for the pro-

gram you want, and a $10 book deposit which
you will get back when you leave T-VI and turn
in all textbooks. The $10 preregistration fee is
for the work done to handle your application,
and will not be refunded even if you do not at-
fend. The book deposit will be refunded if you
decide not to attend.

If your fees are going to be paid by another
agency, you must bring a writtén form from the
agency to finish your admission steps.

The nonresident tuition of $500 per trimester
does not have to be paid at admission, but it '
must be paid before class registration. .

When you have done the first four steps, you
will be told when to come back to register for
your class schedule,

5. Register for your classes. Come to regis-
tration on the day you were told to, and pick up
your class schedule. When you have done the
registration, you are enrolled and ready to at-
tend the first day of classes. U you miss your
registration date, your place in classes may be
given to somebody else.

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

If you miss the first two days of class, you
will be withdrawn automatically as a “no
show”’ and will be readmitted only if there is
still space available in the classes you want.

Class Schedules

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

Total Hours Daily Class' Schedule Hours

Per Week M T W Th
31 ........., 5 8 5 8
30 ....... .6 6 6 6
28 .......... 6 5 6 5
27 e 5 6 5 6
pA S 6 4 6 4
26 ........., 4 7 4 7
. 5 5 i5 5
23 ..., 5 4 5 4
22 ..., 4 - 5§ -4 5
20 .......... 4 4 -4 4

EBULUBAULA Ry



Day Division Class Periods

The class schedule you are given at registra-
tion 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:

MAIN CAMPUS

Morning
Period 0— 7:20to 8:15
Period 1— 8:20t0 9:15
Period 2— 9:20to 10:15
Period 3—10:20to 11:15
Period 4—11:20to0 12:15

Afterhoon and Night

- Period 5—12:20to 1:15

Period 6— 1:20t0 2:15
Period 7— 2:20to 3:15
Period 8— 3:20tc 4:15

Period 9— 4:20to 5:15

Period 10— 5:20to 6:15
Period 11— 6:20to 7:15

Period 12— 7:20t0 8:15

Period 13— 8:20to0 9:15

MONTOYA CAMPUS

Morning
Pericd 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 and Night
Period  5—12:00to 12:55
Period 6— 1:00to 1:55
Period 7— 2:00t0 2:55
Period 8— 3:00to 3:55
Period 9— 4:00to 4:55
Period 10— 5:00to 5:55

How to Enroll—Evening Division

!
Persons who want to take an Evening Divi-

sion Skill Improvement class should submit-an
application form by the application deadline for .

the best chance of getting in a class. The names
of applicants will then be placed in classes, or—

in the case of popular classes for which there are,

more applicants than space—a drawing will be
held to decide who will be in the class. Every
effort will be made to add classes so that all ap-
plicants can be placed. _

To enter the Evening Division, you must:

1. Return one application form for each class
you want to take by the application deadline
(Fall, Aug. 13; Winter, Dec. 10; Summer, Apr.
15). Forms may be mailed or delivered to either
T-VI campus. More forms are available at both
campuses and at all branches of the Albuquer-
que Public Library.

2. Include the $3 application fee. This is paid
only once each trimester, regardless of the num-
ber of classes 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 soon-after
the application deadline. You will be notified as
soon as possible by mail about placement in a

‘class, class fees, schedules, bookroom hours

and any other necessary information. 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 textbooks and pay any required fees

- by the deadline noted in your acceptance letter.

Those dates are Fall Trimester, Sept. 1; Winter
Trimester, Jan. 3; and Summer Trimester, May
2. 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 application
period, you may apply during days set as the
late application’ period, provided the class you
want still has vacancies.
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Fees and Tuition

All divisions of T-VI accept the following in
payment of fees or book purchases: cash,
money orders, personal checks (in the amount
of fees and purchases only), and VISA and
MasterCard credit cards. They do not accept
checks in amounts larger than the fees/book
purchases.

EVENING DIVISION FEES -

APPLICATION FEE: There is a $3 per tri-
mester application fee (regardless of the number
of classes) payable with the application for Skill
Improvement classes. If the applicant cannot be
placed in a class, this fee will be refunded.

“TUITION: Evening Division classes are tui-
tion-free.

1

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.

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 textbock and lab fees, but not the
application fee. Refunds will not be given for
textbooks 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. A check is-

mailed to the student.

DAY DIVISION: FEES

PREREGISTRATION FEE: There is a $10
preregistration fee for each’ trimester, which
must be paid before the applicant is admitted,
Payment of the preregistration fee and other re-
quired fees reserves the applicant a place in
classes only through the close of the final regis-
tration day set for new students. Unless the ap-
plicant has requested a reservation extension in
writing, his or her place in classes may be filled
by another applicant during the late registration
process.

The preregistration fee is a charge for pro-
cessing the applicant’s admission and is not re-
Junded once it has been paid. A refund will be
made only if T-VI cancels a program to which
applicants have been admitted, .

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 nonresidents—persons who have not
lived in the state for 12 months before 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. '

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 authorized to pay the training expenses
of nonresident students réferred to T-VI.

BOOKS AND SUPPLIES: Textbooks are
loaned free to Day students, but they must be
paid for if the student loses or damages them.
For this reason, students must make a $10 text-
book deposit when they are admitted. The de-
posit will be refunded when the student returns
all textbooks in good condition when leaving
T-VI, or if an applicant withdraws before receiv-
ing any textbooks. Cost of lost or damaged
books or materials is deducted from the deposit,
and the student is required to redeposit the $10
before registering for another trimester.

Students must buy their own routine school
supplies, such as paper, notebooks and pencils.



PERSONAL EQUIPMENT FEE: Many T-VI
programs rtequire 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 early in the program
and becomes the student’s personal property.

Personal equipment fees must be paid in full
before the student is admittegl. Refunds of the
personal equipment fee are made if the appli-
cant withdraws before the equipment is issned.
Once it is issued, no refund is made.

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

Personal equipment fees for 1982-83 (in addi-
.. tion to the $10 preregistration fee and $10 book
deposit) are as follows:

Trimester
1 m m 1Iv
PREPARATORY .........ivei none
BUSINESS OCCUPATIONS .. ...none
HEALTH OCCUPATIONS .
HealthUnitClerk ............. $30
Nursing Assistant., .. coovvveer e $30
Practical NUTSE .. ..voururnnvan §75
Respiratory Therapy Technician . , $75
TECHNOLOGIES
Civil and Surveying Technology. . . $33 $40
Construction Drafting.......... $35
Data Processing Techniology . . . . none
Electromechanical Drafting. .. ... $35
Electronics Technology ......... $35
Instrumentation and Control |
Technology ..... Ceeereens $35-
Laser Electro-Optic Technology. . . $35
_TRADES
Air Conditioning, Heating and "
Refrigeration ..... et $90 $70 %70
AutoService . ..o iirinen none
Auto Collision Repair ... ...... 350 370
Automotive Tune-up Mechanic .. 3100  $80
Carpentry «...cceeve-- ... 8100  $70 '
Commercial Printing .. ....... .. %30
Culinary Arts
Baking .....oovivvmaannnans $85 825
Quantity Food Preparation ....$85 370
Diesel Mechanics ... vvvennans $100 $100 $80 380
Electrical Trades co.--cvvvenne L5890 370
General Trades ........0cnunn ‘Mone
Industrial Electricity .......... $100  $80 370
Machine Trades . .o ovvvvennans £100 380 370
~Plumbing...... e irereanns $100 $70

Welding . ... .. N retiaaeranas 3100 $70
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Student Records
DAY DIVISION

Permanent records are kept for each day stu-
dent who attends T-VI. The transcript shows the
amount of instruction each student. has re-
ceived, whether class credits are by full comple-
tion or waiver, whether the program of -studies
is partial or complete, all final grades and profi-
ciency ratings earned, and attendance records.
The student’s original application is also a per-
manent record, .

At admission, most students authorize T-V1
to’ provide confidential copies of transcripts to
employers and to other educatjonal institutions.
A student who does not want the transcript sent
to prospective employers or other schools may
indicate this at any time on the transcript by
visiting the Main Campus Student Records Cen-
ter or the Student Services Center at the Mon-
toya Campus.

A student may examine any documents in his
or her cumulative records during the hours the
Student Records Center.is open. Free:copies of
attendance records or transcripts are provided
to students and former students on 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.

4

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.
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Financial Aid

Financial help to attend programs 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
Aid Office. Each financial aid program has its

own purpose and system of determining need

and eligibility.

1

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

VYETERANS 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% disability
classifications. .

However, no person may be approved Jfor VA4
benefits for refresher training in any course for
which he or she already has required skills, re-
gardless of where those skills were learned,
without specific VA permission.

Written records of previous education and
training are maintained to show that appro-
priate credit has been given for previous educa-
tion. The training program at T-VLis then short-
ened proportionately.

»  Information about eligibility for VA educa-
tion benefits is available at any Veterans Admin-
istration office.

NEW MEXICO DIVISION OF VOCA-
TIONAL REHABILITATION (DVR): Persons
with disabilities may be eligible for education
and training assistance from DVR. The Albu-
querque offices include: (NE and SE) 5600
Domingo Rd. NE, 842-3985; (SW) 2720 Isleta
SW, 842-3243; and (NW) 2221 Rio Grande NW,

.+ 842-3184,

EMPLOYMENT TRAINING ADMINIS-
TRATION (OCETA in Bernalillo County,
GOETA in other New Mexico locations): Edu-
cation and training assistance is provided for

. unemployed or underemployed, economically-
disadvantaged persons by this federal agency,
which has offices throughout New Mexico. In-
formation is available from the nearest service

center of the New Mexico Employment Security
Division. The OCETA Training Control Center

in Albuquerque 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
tribal agency for BIA funding before applying
to T-VI, : :

Training assistance is provided for unem-
ployed, underemployed or economically-disad-
vantaged Indians by a community-based organi-
zation, NIYC-CETA. Applicants should con-
tact their tribal office for procedures.

Application for some financial aid is made
through the T-VI Student Financial Aid Office
at the Main Campus, A-119, or in the Student
Services Center at the Montoya Campus. Both
are open weekdays from 8 a.m. to 5 p.m. Most
aids require the processing of federal forms
which may take up to 10 weeks. Students who
need financial aid should apply early, using
Sforms available from either Financial Aid Of-
Siceat T-VI,

" PELL GRANT (formerly called Basic Educa-
tional Opportunity Grant or BEOG): Students
interested in applying only for the Pell Grant

. with no processing fee must use the Application

for Federal Student Aid (AFSA). U.S. citizens
and permanent resident aliens (immigrants,
refugees and persons granted asylum) who plan
to attend T-VI at least half-time may apply and
be eligible to receive this federal grant, which is
intended to provide up to half of the student’s
estimated instructional costs. During 1981-82
the maximum Pell Grant award for T-VI stu-
dents for the entire year was $682 ($1432 for
nonresidents paying tuition).

To be-¢ligible, students must be enrolled in a
program which consists of 900 or more hours of
instruction. A student attending the full number
of hours specified in this catalog for his or her
program receives the full entitlement. If attend-
ing less than full-time, the student receives a
partial grant. Persons who already have a Bach-
elor or higher degree are not eligible Jor a Pell
Grant.



Within 10 weeks after mailing the applica-
tion, you will receive a ‘‘Student Aid Report”
(SAR) which contains a Student Aid Index
(SAI). Using this index, T-VI can determine the
Pell Grant to which you are entitled, based on

your enrollment status. Equal monthly install- -

ments are paid about the twentieth (20th) of
each month so long as you continue to attend
and remain in good standing (see ““‘Conditional
Enrollment’’ in the attendance section of this
catalog). . -

Students wanting fo apply for both Pell Grant
and other aids must use the “‘Financial Aid
Form®' published by The College Scholarship
Service or the ‘“Family Financial Statement”
published by The American College Testing
Agency. These forms are available in the Finan-
cial Aid Office and should be completed at least
six weeks before the beginning of classes. A pro-
cessing fee is charged for either of these applica-
tion forms. ;

SUPPLEMENTAL EDUCATIONAL OP-
PORTUNITY GRANT (SEOG): A limited
amount of SEOG federal funding is available to

. aid students with the highest level of need as de-
termined on tht:'| “Financial Analysis State-
ment’* received by the school for each student
who applies and submits the processing fee.

NEW MEXICO STUDENT INCENTIVE
GRANTS (NMSIG or S$SIG): This program,
funded by 50% federal and 50% state funds,
provides aid to needy, full-time students who
are legal residents of New Mexico. Amount of
an SSIG is between $200 and $800 per year. A
roster of eligible students is submitted each tri-
mester for approval by the State Board of Edu-
cational Finance in Santa Fe. Approval is usual-
ly received about the middle of the trimester,
after which approved students receive payment
retractive to the start.of the trimester and a
monthly amount for each subsequent month in
the trimester. .

COLLEGE WORK-STUDY (CW-S): This
program, funded by 80% federal and 20% T-VI
funds, aids needy, eligible students by providing
employment at the. Institute. The student em-
ployee may work during available hours up to
20 hours per week. CW-S students are paid
every two weeks at the federal minimum wage
rate, currently $3.35 per hour.
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NEW MEXICO WORK-STUDY (NMW-S):
This program,‘funded by 80% state and 20%
T-VI funds, aids needy, full-time students who
are legal residents of the state by providing em-~
ployment positions at the Institute. The student
employee may work during available hours up
to 20 hours per week. NMW-S students are paid
every two weeks at the federal minimum wage

rate, currently $3.35 per hour._

NEW MEXICO STUDENT LOAN (NMSL):
New Mexico residents who are U.S. citizens, -
and who are enrolled'in full-time programs at
least six months’ long, can apply for this loan.
Maximum loans are $830 per trimester or $2500

_in any twelve-month period.

In addition to the Financial Aid Form, per-
sons wanting a NMSL must complete applica-
tions given out at loan workshops held at T-VI
or the New Mexico Educational Assistance
Foundation. Information about the workshops

" and loan program is available from T-VI’s Stu-

dent Financial Aid offices at both the Main and
Montoya Campuses.

Two disbursements per trimester are made, so
long as the student remains in good standing at
T-VI. If the student is placed on Conditional
Enrollment or withdraws, the rest of the loan’is
cancelled. The student leaving school must com-
plete an Exit Interview Form with the’ Financial
Aid Officer and must begin to repay the loan
within six months. The interest rate is 9% and
minimum payments are $50 a month.

There is a 1% insurance premium and an
“origination fee’” (now 5%, may rise to 10%)
taken out of the [oan amount to help pay the in-

. terest while the studentis in school. The federal

government pays the rest of the interest while
the person is in school and during the six-month

_grace period after leaving school.
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Estimated Budget

" An important matter to look at when planning to attend T-VI full-time is what it will cost.
This estimated budget—including food, housing, personal and transportation expenses as well as
school charges for a full-time student—is used by the Student Financial Aid Office to estimate finan-

cial aid needs for 1982-83:

Student’s Status 1 Trimester . 2 Trimesters

3 Trimesters

DEPENDENT LIVING WITH HEAD OF‘HOUSEHOLD

Tuition and Fees* ........... $ 20to$ 120....... $ 30to$ 230....... $ 40to$ 320
: Room and Board. ........... B45.. ... ...l 1690.............. 2535
Books and Supplies.......... 22 e, L 66 '
Personal Expenses........... 2 - O 855 -
Transportation ............. 172....... e 344, ... ... ... ... 516
TOTAL* .............. $1344 t0 $1444 $2678 to $2878 34012 to $4292

DEPENDENT LIVING WITH PARENTS

Tuitionand Fees* ........... $ 20t0§ 120....... $ 30to$ 230....... $ 40to$ 320
RoomandBoard............ 405. ...l 810.............. 1215
Books and Supplies.......... 22, i M, . 66
Personal Expenses........... 285, ... i, 5700 0o e oLt 855
Transportation ............. 172, . i ien 344, . ............ 516
TOTAL* .............. $ 904 to $1004 $1798 t0 $1998 $2692 to $2972
\
INDEPENDENT SINGLE :
Tuition and Fees®* ........... $ 20105 120....... $ 30108 230....... $ 40to$ 320
Roomand Board............ 950.............. 1900, ........0 2850
Books and Supplies........... .7 4., ... ..., 66
Personal Expenses........... 285, ..t 1 | 855
Transportation . ............ 172, .. e eini i 344, ... ... ... 516
TOTAL* .., .. ......... $1449 to §1549 $2888 t0 $3088 $4327 to 34607
MARRIED, HEAD OF HOUSEHOLD**
Tuition and Fees* , ...... v § 20to$ 120....... $ 30to$ 230....... $ 40to$ 320
Room and Board............ 1615.............. 3230, .. .huvi e 4845
Books and Supplies.......... 22, i, - T S . 66
Personal Expenses........... b 1060. . ............ 1590
Transportation ............. 172......... e 344... ..., 516
TOTAL* .............. $2359t0 $2459 $4708 to $4908 $7057 to $7337
Additional amounts allowed for each child:
Room and Board .. .. :..... $268.............. $536............. . $ 804
Personal Expenses......... $178. ... $3%6......0 .t $ 534

*If student is paying nonresident tuition, add $500 per trimester.

**If student is divorced or separated and has dependent children, count the first child_instead of

spouse and then use the ‘““Married, Head of Household?’ f; igures,



Attendance Policies

DAY DIVISION

To be considered a full-time student, you
must enroll for the number of hours listed in

this catalog under each trimester of your pro-’

gram.

You are expected to attend all sessions of
every course (you agreed to do this when you
were admitted). Attendance is taken every class
hour and all absences are recorded in your per-
manent record at T-VI.

T-VI does not have “excused”’ or ‘‘unex-
cused”’ absences; each teacher must mark you
either present or absent each hour. If you must
miss because you are sick or have an emergency,
you must contact your teacher for makeup
work. The teacher will record all makeup work
completed.

TARDIES: If you miss up to 10 minutes of a
class hour because; you came late or left early,
you are marked tardy for that hour. If you miss
more than 10 minutes of a class hour, you are
marked absent, However, the teacher must let
you stay in class even if you come late and have
been marked.absent

Five tardies are counted as one hour of ab-
sence and turned in to the Attendance Office. If
you continue to be tardy, each five tardies will
- count as on¢ hour of absence.

EXCESSIVE ABSENCE: If your absences
reach 40 hours in any trimester, you will be sent
a warning letter telling you that you are in dan-
ger of losing financial aids and/or being sus-
pended.

CONDITIONAL ENROLLMENT: If your
absences reach 60 hours (30 for part-time stu-
dents) you are placed on conditional enroliment
and are no longer in good standing. All finan-
cial aids are cut off at this point, and you must
appear before a review committee to keep from
being suspended from school.

STUDENT REVIEW COMMITTEE: If you
are put on conditional enrollment, or are sus-
pended for disruptive behavior, you may appeal
your suspension to a Student Review Committee
(SRC) made up of other students. If you do not
appear before the SRC, the suspension is final.
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The SRC hears the student’s reasons why he
or she should not be suspended, and recom-
mends to the Institute President either (1) that
the suspension be carried out, or (2) that the stu-
dent be allowed to continue to attend on proba-
tion. Terims of the probation are'recommended
to the President. )

A student allowed to continue attending on
probation can be suspended if terms of .the pro--
bation are broken. There is no further appeal of
‘the suspension if this happens.

READMISSION: A suspended student (ex-
cept Academic Suspension) can apply to re-enter
T-VI the following trimester, on the same first-
come, first-served basis as all other applicants.

EVENING DIVISION

Evening Division teachers take attendance
each class session, and turn in absence reports to
the division office each month. If a student is
absent four class meetings in a row, the teacher
tries to contact the student. A student can be
dropped from the class after four consecutive
absences.

A student must attend 80% of the time avail-
able in an Evening Division class in order to be
eligible for a certificate, as well -as making a
grade of “*C”’ or better.
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Standards of Progress
_ 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 you keep a copy of .
that year’s catalog to be able to check whether -

all of the graduation. reqmrements are being
met.

Diplomas or certificates of completlon are
given to students who successfully complete all
the requirements listed under the program de-
scriptions in the catalog. In some programs dif-
ferent certificates can be awarded for comple-
ting different levels. . i

GRADE REPORTS: Progress, reports are
given at midterm and at the end of each trimes-

ter or unit of study. Final progress reports be- -

come part of the student’s permanent record at
T-VI. .

. Most 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 i xs granted are

l‘C!! Or lSS L} ]

Some programs use profi c1ency ratings. In
these classes, performance objectwes are de-
fined clearly. 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 prerequi-

site. An “I"* grade may be converted to a credit.

grade by completion of the missing work the
following trimester, Each department has dif-
ferent deadlines for making up an “L.” .

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
is placed automatically on academic probation.

Any time that less-than-satisfactory work is .

being done during the probationary trimester,
the student may be terminated. At the end of the
probatlonary trimester, if the student again re-
ceives an*‘I” or “*U"in any class, he or she wil

not be allowed to continue in the same T-VI-pro-

gram.

El

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 suspensmn
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 usually is earned by taking a class-and re-
ceiving a satisfactory final grade or proficiency
ratmg However, an applicant or student can be
given waiver’ cred;t for any class in which he or

‘she can demonstrate the knowledge or skills re-

quired. :

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 cannot be given a wmver cred:t Jor 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 midterm 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 enrcollment status because of absences.
The academic advisor or counselor can tell you
whether or not you are eligible to apply for this
kind of waiver.

Both types of waiver credit require approval
of the class instructor, academic advisor, coun-
selor, department chairman and associate direc-
tor of student services. Until all approvals are
obtained you must continue to attend class,

Credit by waiver is considered full and suc-
cessful completion of the class, meets diploma
and certificate requlrements meets prerequisite
requirements, and is entered on the student’s

- transcript as a completed class.

EVENING DIVISION

To complete’ successfully 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”’ (Un-

satisfactory).

Certificates are granted to evening students
for each class completed successfully. ’

-
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Services for Students

The Student Services Division at T-VI helps
applicants, students and*graduates with admis-
sions, testing, counseling and career guidance,
attendance accounting, student records and
transcripts, and student financial aid.

COUNSELING: Professional counselors at
all campuses will help applicants choose a career
field and instructional program to meet their
needs.

They also help students with problems which .

they may be having which keep them from
doing their best in T-VI’s classes.

You should feel free to see a counselor at any
time you need advice or help. They are located

in every instructional department and at all

campuses every weekday between 8 a.m. and 5
p.m., and in the Main and Montoya campus
student services areas until 7 p.m. except
Fridays. i

HEALTH AND NURSING SERVICES: The

student health center is in Room A-127 on the |

Main Campus, and is staffed by a Repistered
Nurse and a trained health aide. It is open
weekdays from 7:30 a.m. to 5 p.m.

Services offered are first aid for minor in-
juries, emergency aid for other injuries and ill-
nesses, health problem counseling, free blood
pressure, vision and hearing tests, and informa-
tion about such health problems as venereal
disease and drug addiction. There are cots for
people who become ill while on campus.

JOB PLACEMENT: Each graduate is re-
sponsible for finding his or her own job after
completing a program at T-VI. However, the In-
stitute’s Industrial Relations office and the in-
structional staff can provide a lot of help to full-
time students and graduates in getting a job.

“The Industrial Relations office is at 616

Buena Vista SE, across the street from the Main

Campus visitor parking lot.

Full-time Day Division students can ook for
full- and part-time jobs listed by employers with
Industrial Relations; get a referral card to take
to employer interviews; use out-of-state tele-
phone books and industry files; or call the In-
dustrial Relations office HOT LINE (843-9696)
for a recorded list of daily job openings. If you
hear of a job that interests you on'the HOT
LINE recording, you can get details about the
job and a referral card to the employer by visit-
ing the Industrial Relations office or the Student
Services Center at the Montoya Campus.

Day Division students in their final trimester
can register for graduate placement services, get
a kit which helps them prepare a résumé and get
the résumé typed free of charge, sign up for on-

_ campus interviews with job recuiters after mid-

trimester, get help in scheduling company- re-
quired physical exams, or call the HOT LINE
(843-9696) for daily information on job an-
nouncements and recruiting visit schedules.

Graduates of full-time programs can obtain-
the same services from Industrial Relations
whenever they are unemployed and seeking a
job related to their T-VI training.

. Housing_

T-VI has no dormitories and students must.
make their own arrangements for housing. The
Student Activities Office on the Main Campus
in Room S-12 keeps a list of property owners
who have contacted T-VI with rentals available

to students.

Food Services

The Mair; Campus has a snack bar, located in
A-35. It provides short order meals, snacks and

" beverages on all school days from 7:45 a.m. un-

til 3:30 p.m.; and from 6 to 8:30 p.m. on Mon-
days through Thursdays when the Evening Divi-
sion is in session.

Vending machines are available at all times in
several locations at all three campuses.
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T-VI's Testing Center on the Main Campus
provides several services free of charge.
- Applicants for full-time programs are tested
on basic math and communication skills, to help
applicants and counselors determine which T-VI

programs may best match their abilities and in-

terests.’ .

G.E.D. EXAMS: The Geneéral Educational
Development (GED) examinations for a high
school equivalency diploma are given free of
charge at the T-VI Center.

Amnyone 18 years of age, who is not enrolled in
high 'school, may take the GED exams. A 17-
year-old may take the exams if released from the

<A

G.ED.

- Testing Services

state compulsory school attendance law and
given a GED Underage Permission Form. Neo
currently-enrolled high school student of any
age, and nobody 16 years old or younger, may
take the exams.

Inf qrmz;tion about the GED test schedule can
be obtained by calling the Testing Center at
848-1550.

Interested persons are pretested to see if they
are ready for the five-part examinations. Those
who want or need more study before taking the
GED exams may take free classes to help get
ready for the exams. The classes are offered day
and evening at both campuses.

(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. |,

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. Pretests are given to determine which
classes are needed to help the student prepare
for the GED exams. '

Day and evening schedules.are available at
both Main and Montoya campuses.

DAY SCHEDULE.

MTWThF 8:00-11:00a.m......... Montoya Campus

MTWThF  8:20-10:15am............ Main Campus

MTWThF 12:00noon-3:15pm. ....,.. Main Campus

MTWThF 12noon-3p.m...... - +.. Montoya Campus
) EVENING SCHEDULE

MTW 7-9pMm......... Main or Mentoya Campus

-
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Parking and Transportation

DAY DIVISION ° o

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 put on the back side of the rear
view' mirror so it can be seen through the
windshield, or on the window if there is not
an inside mirror. On motorcycles, the. decal
should be.on the rear fender.

There is no charge for parking or for the
decals. -

At the Main Campus, students.are urged to ’

park only in T-VI lots. Many businesses in the
area will tow away any student cars parked on
their property. Also, many streets in the area
require city parking permits available only to
residents of those streets.

All Main' Campus student parking is located
south of Coal Ave. Lots north of Coal are for
staff, visitors and the handicapped only.
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
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 campus.

-Violations of parking regulations result in
citations by Security. Students receiving three
or more citations are referred to the Student
Government’s Judicial Affairs Committee.
The committee can recommend action ranging
from a warning to suspension from the
Institute. Most. common violations are parking

in T-VI lots without 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 eight
miles per hour because of the large number of
pedestrians. |

CITY BUS PASSES: Economical passes for
full-time postsecondary students are available
for Suntran city buses. Two kinds of passes can
be bought: a $50 trimester pass good for unlim-
ited city bus rides for an entire trimester or a $16

monthly pass good for unlimited rides during .

one calendar month. To encourage studenis to
use city buses, T-VI pays a rebate of one-half the
price of passes purchased by students.

A monthly pass bought in the Financial Aid
Office (A-119) on the Main Campus or Student
Services Center on the Montoya Campus can be
turned in for an $8 rebate at the end of the
month. S

Trimester passes can be bought only at Sun-
ttan, 612 Yale SE, because the student’s photo is
taken and becomes part of the pass. Full-time
students wanting to buy a trimester pass must
have their T-VI identification card with them. A
$25 trimester bus rebate is paid after mid-term if
the student is still attending T-VI full-time. Bus
pass rebates are available in the Financial Aid
Office at the Main Campus or Student Services
Center at Montoya Campus. -

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-V1 each day in time for first period classes and
leaves 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 marked 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. ‘

The speed limit is eight miles per hour in the '

parking lots because of the largze number of
pedestrians. '
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Campus Conduct Personal Property
i Unsafe or disruptive behavior anywhere on LOCKERS: Lockers are available on bothithe
either campus, including the parking areas, is Main and Montoya campuses and a day or eve-
grounds for dismissal from T-VI. This also ap- ning student may use any empty locker by sim-
plies to any field trip taken under the super- ply providing a lock for it. However, the lock
vision of a T-VI employee. must be taken off and belongings removed by
_ . ~“the last day of each trimester or when a student
FOOD AND BEVERAGES: Drinking -and is no longer enrolled,
eating are prohibited in all classrooms and labs. Locks remaining on lockers during the trimes-
. ter break or more than five days after a student
SMOKING is not permitted in any classroom, has left school are cut off and the contents re-
laboratory or shop. It is allowed outdoors on moved. Students then have 30 days to claim.
. campus and in the smoking area of the various their possessions in M-105 on the Main Campus
student lounges. Please use ash trays and other or H-103 on the Montoya Campus.
containers provided. Students are also reminded
. that smoking is hazardous to their health. LOST AND FOUND: For both day and eve-
, ning students, the Main Campus lost.and found
STUDENT DRESS: Students are asked to is at the Administration Building lobby recep-
come to class dressed appropriately for the job tion desk. On the Montoya Campus it is in the
for which they are training. Students or visitors Student Services Center.
not wearing a shirt or shoes are not permitited in
*  any T-VI buildings. INSURANCE: T-VI is not respons1ble for
) property loss or damage or personal injuries.
CHILDREN: Students are not permitted to Students are urged to obtain their own property
brmg their children to classroom and laboratory and medical insurance coverage.

sessions. - '

r

ANIMALS: Dogs, except seeing eye dogs,
and other pets are not allowed in T-VI buildings.

LAW VIOLATIONS by anyone on campus _
will be handled by appropriate law enforcement -
agencies, just as they would be anywhere else.

ALCOHOLIC BEVERAGES: Because T-VI
is a public school, it is against the law to have or .
to drink alcoholic beverages anywhere on the . .
campus—including parking lots.

Fire Alarms

Because of the many shop areas, the possibil-

' ity of fires i$ greater at T-VI than in other
schools. Students are urged to be careful in this
' regard.

T-VI does not hold fire drills. If you hear the
fire alarm, move out of and well away from
your building immediately. Stay away from the
‘building until an “all clear’® has sounded.

Phone Calls and Visitors The alarm on the Main Campus is a contin-
. uous, loud bell. The Montoya Campus alarm is

Students are not called from class to receive > @ horn.
telephone calls or visitors. ’ Each classroom and lab has posted a fire
Office phones are for staff use only. Pay " evacuation plan for that room. Be sure to study
phones are located at various places on all cam-. the plan at, the beginning of the trimester for

puses for student and visitor use. . each room in which you have classes.
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Student Govemment and Activities -

Student Government for T-VI's Day D1v1snon
is made up of Representatives elected by each
section of a Main Campus program at the begin-
ning of each trimester. Their job is to carry the
_jdeas of their fellow students to the weekly Stu-
dent Government meetings and to report back
after each meeting on what is taking place. Ser-
vice as a Representative is entered .on the stu-
dent’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 coricerns about campus con-
ditions, the instructional program, for helping
develop school policies and procedures, and for
sponsoring a vanety of student activitiés.

Leadership is provided by a student body
president and vice president who are elected by
Day Division students for two-trimester terms.
During 1982-83, elections will be held in the Fall
and Summer Trimesters. :

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

All students are welcome to attend any
Government meeting. However, only elected
Representatives may make motions and vote.

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

Therapy Technician prlmary group. From those
representatives, a president and vice presndent
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 clubsand ac-
tivities are supported by T-VI’s activities bud-'
get: various city league athletic teams such as
basketball, baseball and softball, and clubs
which relate to instructional programs or out-
of-school interests.

An effort is made to establish any type of ex-
tracurricular club or activity in which at least 15

-students are interested. Such a ciub or activity

can be formed if a faculty or staff member
agrees to serve as the sponsor and if needed
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, equxpment

placement and cleanliness.

?
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DEPARTMENT OF ».
'DEVELOPMENTAL STUDIES

Instructional Materials Centers

The Instructional Materials Centers (IMC) in-
clude four service areas for use by T-VI stu-
dents, staff—and in some cases—the entire
community, They are in the Library, Adult
Learning Center, Drop-in Math Lab, and
Audio-visual Services.

The Main Campus IMC is located at the
north end of the Administration Building. It is
open from 7 a.m. until 8:45 p.m. weekdays ex-
cept Friday, when it closes at 5 p.m. On occa-

sion, it is open Saturdays from 12 noon to 4

p.m.

The Montoya Campus IMC is in J-Building.
It is open weekdays when T-VI classes are in ses-
sion from 7:30 a.m. until 8:30 p.m. except Fri-
days, when it closes at 5 p.m.

A Professional Development Center for
T-VI’s instructional staff is located in the Main
Campus IMC.,

LIBRARY SERVICES

Main Campus

Library materials may be checked out Mon-
day .through Friday between 7 a. m. and 5 p.m.
Available are books, pamphlets, maps, news-
papers, magazines, encyclopedias and diction-
aries which contain information, recreation,
new ideas, stories of the past, issues of the day
and views to the future. There are special collec-
tions of learning materials on all T-VI voca-
. tional subjects.
* Services include help in locating materials, in-
structions in how to use a library, study facili-
ties, inter-library loans, magazine.back issues,
and other aid to provide the information you
want when you need it. There is a coin-operated
copying machine.

Montoya Campus

While the collection of books, magazines,
pamphlets and newspapers concentrates on
materials which support the Montoya Campus
vocational subjects, there are also general in-
terest materidls and a variety of books and mag-
azines for leisure reading.

[,
1

.
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All community residents are welcome to use
the Montoya Campus materials and services on
campus; but only full-time T-VI Day Division
students may check books out. There is a coin-
operated copying machine.

ADULT LEARNING CENTERS

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

. Audio-visual materials are used, and trained
staff members are on duty to help each person .
set up and pursue an individual, self-paced
learning program.

Basic education materials in the centers at
both campuses incilude GED preparation, En-
glish as a second language, conversational
English, beginning Spanish, spelling, reading,
mathematics, and human relations.

Among vocational materials available are
those related to accounting, sales, computer sys-
tems, electronics, auto mechanics, and welding.

At the Main Campus, a special audio-visual
series on everyday life—including 50 units on
subjects such as apartment leases, taxes, maps,
supermarket shopping and'jury duty—-prowdes
interesting material for students to apply and
improve their- reading, writing, listening and
computational skills.

DROP-IN MATH LAB

The Drop-In Math Lab is in the Main Cam-
pus ALC, and is open weekdays from 8 a.m. to
5 p.m. Tutoring and individual study programs
are available in basic arithmetic, fractions,
decimals, 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, trigo-
nometry and math for trades may be scheduled
on an individual basis and completed for credit
toward a certificate program.



Preparatory Program ‘
i

" All T-VI vocational programs require certam ners, Thinking Strategies, Employability Skills;
math and English communication skills for suc- ' and General Science have been popular support-
_cess. Many applicants find that they need to 1m— ing courses; |
‘prove these skills before entering a vécational ,A short. Preparatory Mathematics program is
program. The Preparatory program helps stu- also scheduled at night. More information is.
dents improve these skills so that they can meet - available from counselors at elther the Main or
entry requirements for the vocatlonal prOgram Montoya Campus.
selected.

Supporting courses also help- students learn~ - PREPXRATOR_Y PROGRAM

about different job fields, or teach skills to help

a person be more successful on the job. : Reﬁ’ ménended Schedule - Hours/Week
Through individual instruction and counsel- c athematics ............ e e 10

ing, Preparatory students usually are able to . ‘ Eonllmumcatlons """"" e 3

enter a vocational program after one trimester, : xploratory. ... .. SELREER R REREERES

or 15 weeks. However, a student may continue Students with low reading test scores should

in a second trimester of the Preparatory pro- also take;

gram if more helpis needed. - Language Development............. . 10

A student may enter the Preparatory program

S .
anytime during the first 10 weeks of a tri- upporting Courses

mester—or until the classes are full: " However, - ;ﬁleia:gzlr:lgc:mprovement """" s :

ion to Typing ....... b e 5
only persons who enter the program within the : Practical Physics 5
first two weeks of a trimester are eligible to Spanish for BEZINNErS v vnnesnnnns. 5

receive Veterans Administration benefits. -« . © Thinking Strategies . . .". . . . ¢ 5
Preparatory ‘ program classes do not -méet o UL oLttt

. : " o Employability Skills .................. 5
vocational major graduation regqiirements. General Science 5
- However, Preparatory students’ grades and:at- TrorrTrrErAmtmmrraen
tendance are recorded.in' their permanent L .
recor ds. - A - COURSE DESCRIPTIONS
Mathematics

To be a full-time, student, and to- quallfy for

E
financial aids, you must enroll for at least 20 ach Preparatory student is placed in the math course

that best meets his or her needs, interests and abilities.

ho_“rs_a week in the'Prep_al_'_atory program:. You - Bach student starts at the beginning_of the pragram no
may sigh up for as many hours as you need.. matter when he or she enters, Progress is at his or her own
Also, students in a vocational major. may take rate with: the objective of meeting—or exceeding—entry-
any of the courses offered in the Preparatory level mathematics skills for the vocational field selected.
_ Read; Imbrc ¢ Introducti : + The. program begms with basic arithmetic and includes
program. Reading lmprovement; Introduction whatever special or advanced topics are needed in the stu-
to Typing, Practical Physics, Spanish for Begin- " dent’s chosen subm

Math classes in the Preparatory program include Foun-

e e e e e e e e .-dations (basic arithmetic) and mathematics for Business
e e e e

) .. . Occupations, Culinary Arts, Heallh Occupatlons, Tech-

READING LAB o nologies and Trades, .
(Main Campus Only) te - i o T ‘
The Reading Lab helps students 1mpr0ve . COMMUNICATIONS -

Communications courses are offered on two levels. At
the foundations level, Language Development is ap indi-
vidualized refresher course including the four basic com-

reading skills on an individual basis. It is open
to any T-VI-student from-any program who has-

readmg problems. ' ' munications skills: speaking, listening, reading and writing
Students may enroll at the lab’ at. any time —with emphasis on- spelling, writing and good English

durmg the trimester. Upon enrollmg, each stu- . usage: On a higher level, stress is on vocational -applica-

dent is tested in various reading skills and ‘then fi“’“s of all §°§’ skills, with special e“‘phgs’ls ‘mrﬂ“’ stu-

begins work on only those which need improye- ent’s intended program. Technical vocabulary for each
g P T-VI prograin is taught at this level.

_+ment. Emphasis in the lab is on: those reading
skills that are needed in T-VI vocatlonal pro- Language Development )
grams. - . This class helps students improve basic communications

skills—speaking, listering, readinf and writing—on an in-
The lab is located in the Prep arafory Building dividual basis. It helps them to follow. oral and written in-

and is open from 7:20 a.m. until 5:15 p,m _ structions accurately, write correct sentences, spell cor-
W_ rectly and use good English.



Communlcations fer Health Occupations, Business
QOccupations, Culinary Arts, Technologies or Trades

- In this class students improve speaking, listening, read-
ing and writing skills as related to their chosen fiefjd, They
also learn reference and study skills and the technical
vocabulary for their chosen program. Class activities in-
clude lectures, demonstrations, group activities, guest
speakers, and student projects and presentations. Occa-
sional field trips to local companies and laboratories let
students explore the communications slulls needed on the
job in their chosen field.

Writing Lab

Students learn writing skills in individualized lessons.
Work is evaluated daily and particular skills needing im-
provement—spelling, punctuation and form-—are empha-
sized. The lab is for students i in any T-VI program, except
foundations level.

Exploratory

In this class, students can learn more about the ficld they .

have chosen at ‘T-VI—the job expectations, job availabil-
ity, methods, materials and operations of each field. Activ-
ities 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-V] are included, '

Reading Improvement

This course is to help students understand what they
read. All T-VI students with special reading problems are
counseled to take this course.

Introduction to Typing ,

This course is for students who want or need to learn the
skill of typewriting. Students in Business Occupations who
have unique difficulties in learning typewriting may also
enroll. This course is not eligible for Veterans Administra-
tion benefits.

Practical Physics _

This is a-survey course of physics designed for students
who plan to enter a Trades or Technologies major. Intro-
duced are basic concepts of work and energy, matter,
forces, friction,'heat, light, electricity, sound and motion.

Basic math and measurement rules are applied to practical,

applications. The course also creates an understanding of
physics and its purpose in modern technology,

Spanish for Beginners

Conversational Spanish for non- Spamsh—s;:eakmg stu- -

dents who will be working in a bilingual society is taught in
this class. Information about the Spanish culture and an
appreciation of its customs and traditions are included,

3 /
Thinking Strategies :

This is a course for those who want to improve their gen-
eral thinking abilities. Several thought processes are ex-
plored and applied to general problem-solving. suuauons,
math word problems and group processes,

25
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Employability Skills

This course is designed to make the student job-con-
scious, well-prepared for employment and self-assured.
Units in self-assessment, résumé writing, applications, in-
terviewing techniques, on-the-job training, work samples,
business vocabularies, writing and composing letters,
career exploration, human relations, community resources
and job market information are included.

General Science

This course is designed especially for Health Occupa-
tions majors. The goal of the course is to survey basic
physics, chemistry and biology with minimal use of mathe-
matics,

Special Yocational Services

" (Main Campus)

Special Vocational Services (SVS) are de-
signed to meet the needs of handicapped stu-
dents enrolled at T-VI. Services to prepare the
handicapped student for fuller participation in
the world of work are located in the Department
of Developmental Studies, with extension ser-
vices in all vocational programs. Curriculum -
adjustments are made to accommodate various
handicapping situations. Services include career
counseling, individual program planning, voca-
tional assessment, coordination with commu-
nity support agencies and individualized instruc-
tion.

Regular Preparatory program subjects are. of -
fered under the SVS program, and there are also
specially-designed supporting courses.

Supporting Courses Hours/ Week
Independent Living Skills ..:..........-5
-Career Preparation .. ................15

-

Independent Living Skills.

. This is a series of individualized instructional units em-
phasizing prevocational and independent living skills, In-
cluded are such topics as money management, first aid and
safety, community resources, hygieme and grooming,
nutrition, telephone usage, tramsportation and interper-
sonal relations. Vocational pteparedness is stressed.

Career Preparation

This course provides special help in vocational assess-
ment, counseling, carcer selection and job readiness for
those students who either do not wish or cannot be ex-
pected to complete a T-VI major. The course emphasizes
independent living skills, remedial reading, math, writing
and vocational preparedness. Course content may be mod-
ified as necessary to meet needs of individual students.
Vocational! opportunities are explored and every attempt is
made to place studenis in appropriate vocational settings
by the end of the trimester. If this is not possible, alter-
native plans are discussed and explored with students.



26

BUSINESS OCCUPATIONS DEPARTMENT
Workshops .

T-VI's Business Occupations Department
offers one-day workshops designed to update

business skills. They are ‘open to any interested -

person in the community.
Registration fee for each is $3, and it is neces-
sary to sign up in advance for each workshop.
More information is available from the Busi-
ness Occupations Department at the Main Cam-
pus. .

Sept. 22, 1982 . . Business Income Tax Planning

Sept. 25 .. Telephone Etiquette and Techniques
Sept.29 ............ How to Apply for a Job
Oct.9.........Mini-Computers for the Small
Business

Oct.20......ccvnnn.. Payroll Tax Reporting
Oct.23..... Developing Interpersonal Skills in
Office Settings

Nov.13 .......0c0vnn.. Time Management
Nov.17............ Where Do You Get Your
) Customers?

Nov.20........ . » Your Business and Federal
. Income Tax
Dec.4............ Five C’s of Letter Writing
Dec. 8 .. .. Recruiting and Selecting Employees
Jan. 15,1983 ....:....... Office Supervision
Jan. 19.............. Business Math Review
Jan. 26 ......How To Get the Customer in the
Store

Jan.29......... Developmg Listening Skills
Feb.12......... . . Personal Income Tax

Feb.16...... Promotion of the Small Business
Feb. 26. .. ... Assertive Office Communication
March 12 . ... Improving Dictation Techniques
March16...... . . Business Data Processing
March26................ Grammar Review
Apr.9...... Nonverbal Communication Skills
Apr.13 .............. What It Takes To Be A
. Business Manager
Mayll......... Managing Your Sales People
Mayld ... .ouiiiiien e Spelling Tips
Mayl8.............. . Stress Management
May28.......cvvievnnnn, Word Processing
June 11 , Interv:ewmg and Personnel Selection

June 15 . . . How To Read a Financial Statement
June25 ...oonnn... How to Apply for a Job
June2s ... . i Report Writing
July9....oiii e Payroll Accounting
July 13, ... Credit and Collections: Policies and
Procedures

July23. ... ... . Personnel Evaluation
Aug. 6. . .. Dressing for the World of Business
Aug. 10 ..... How to Write Job Analyses, Job
Specifications, and Job Descriptions

Aug 13 ... L. Punctuation Updated

Additional workshops will be planned upon
request of the community. They can also be tai-
lored to the needs of a specific employer on a
contract basis. Many workshops are cospon-
sored with other agencies.

Business Occupations Learmng Centers

(Main and Montoya Campuses)

The BOLC’s serve T-VI students and mem-
bers of the public who want to review or learn a
particular subject or skill on an individual basis.

Students may begin using these centers at any
time during a trimester and stop going when
personal goals have been met. Hours are ar-
ranged to suit individual needs when equipment
is available,

Both centers are open from 8 a.m. to 9 p. m.
Mondays through Thursdays and. from 8 a.m.
to 5'p.m. Fridays. The Main Campus center is
also open from 10a.m. to 2 p.m. Saturdays.

The fee is $10 per course.

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

SUBJECT/SKILL AREAS

Typing 1 .
Typing 11
Typing III

_Alphabetic Shorthand 1

Forkner Shorthand 1
Gregg Shorthand I |
Gregg Shorthand 11
Shorthand Review
Shorthand Speedbuilding
Communications Review
Business Mathematics Fundamentals
Business Mathematics I1
Electronic Calculating
Accounting Fundamentals
Records Management
Machine Transcription
Medical Transcription



Legal Transcription

Word Processing

Cash Register Operation

Keypunch Operation (Main Campus)

COURSE DESCRIPTIONS

* Typingl

Students learn the keyboard and basic techniques with
instruction on mechanics, letters and tabulation. (Students
having no prior typing courses are encouraged to enroll in
a formal Typing 1 course before entering the BOLC.)
Typing 11

{Prerequisite: Typing I or placernent test) This continua-
tion of Typing 1 emphasizes speed, accuracy and produc-
tion.

Typing III

(Prerequisite: Typing II or placement tesf) This is a con-
tinuation of Typing II with more complex production tasks
including abstracted tables, line justification and secre-
tarial projects.

Alphabetic Shorthand [

This shorthand system utilizes alphabetic characters.
Studepts learn to tead, write and transcribe shorthand
notes. .

Forkner Shorthand I

Students learn .to read,- write and transcribe this com-
bination alphabetic and symbol shorthand system.
Gregg Shorthand I '

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

Gregg Shorthand 11

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

This course is for students wha have typing and short-
hand skills but need review and speedbuilding. :

Shorthand Speedbuilding oo

, This course is for individuals who have learned a short-
hand theory system and who desire to concentrate on
building dictation speed.

Communications Review
Instruction is in grammar, spelling and punctuation.

Business Mathematics Fundamenials

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

Business Mathematics 1T
(Prerequisite: placement test) This course includes the
mathematics of interest, marketing, payroll and taxes.

Electranic Calculating
8kill is developed on electronic calculators.

— e —
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Accounting Fundamentals

{Prerequisite; Business Mathematics If or placement
test) This course gives the student a basic understanding of
accounting principles and their application.

Records Management

This area provigdes basic prlnc:ples of l'lhng.
Machine Transcription

Instruction in the use of transcribing machines to pre--
pare mailable business correspondence is provided.

Medical Transcription

(Prerequisite: Machine Tmnscnpnon) This area de-
velops familiarity with medical terminology and transcrip-
tion.
Legal Transcription

(Prerequisite: Machine Transcription) Familiarity with
legal terminology, formis and transcription is developed.
Word 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.

Cash Register Operation '
= Cash register operation and procedures for handling
cash, checks and credit card transactions are covered.

Keypunch Operation

(Prerequisite: Typing speed of 30 wpm) Skl" is de-
veloped on the alphanumeric keyboard and emphasis is
placed on the program card.
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EVENING DIVISION COURSE SUBSTITUTIONS

Errolled Day Division students, or those who have dropped out of a Business Occupations program
but plan to return in a later trimestér, may substitute certain courses in T-VI’s Evening Division for
some diploma requirements. The student must tell the Evening Division instructor during the first
week that the class is to be counted toward a Day Division diploma.

Classes which may be substituted are marked with a 2% in the Evening Division schedule in this cata-

log. The courses are:

Evening Division Course Day Division Program Substitutes for:
Auditing Accounting supporting course
Beginning Typing Accounting required course
Intermediate Typing Accounting required course
Personal Lines Insuranée . 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 Office Occupations Beginning Typing
(both required) . ]
Business Mathematics all BOD programs required course
Electronic Calculators and Filing all BOD programs supporting or required
Office Supervision . all BOD programs supporting course
Small Business Management  ° all BOD programs. supporting or required
Small Business Law all BOD programs supporting or required
Salesmanship all BOD programs supporting or required
all BOD programs supporting or required

Introduction to Data Processing
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4 Trimesters (Main and Montoya Campuses)

Accounting 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 programs at T-VI
and has an excellent record for placement of
graduates.

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

The four-trimester program offers up to 1800
hours of instruction. A diploma is awarded to
students who complete the required 1500 hours
of instruction of which 525 hours are laboratory
work and 975 are related theory. Students re-
ceive 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 of 15 stu-
dents is required for a supporting course to be
offered,

Students have an employable skill after com-

pletion of all courses listed under Trimesters I
and II. If a student leaves 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 (see list on page 28). '

Several courses in this program may be trans-
Jerred to the University of Aibugquerque for
credit toward a Bachelor or an Associate of Arts
Degree in Business Administration: ’

Students receiving Veterans Administration
education benefits receive only partial benefits

if they elect the supervised work experience in

the fourth trimester. .

I
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ACCOUNTING PROGRAM
Trimester 1 Hours/ Week.
" Accounting Principleslabl ........... .10
AccountingMathl ............ Cereans 5
Business CommunicationsI....% .. ...... 5
Typing.............. Ceaerinnr e 5
Trimester IT -
Accounting Principles LabII........... 10
Principles of Data Processing ....,......5
Business Communications.II............ 5
Accounting Math 11 (7% weeks) ......... 5
Electronic Calculators (7% weeks) ....... 5
Trimester HIT .
Intermediate Accounting LabI ......... 10
TaxAccounting. ..................... 5
SupportingCourses. ................. 10
‘Trimester IV _ :
Intermediate Accounting Lab Il .........5
Managerial Accounting........... eeva.S
Supporting Courses= . ... .oovuvnennn.. 15
Supporting Courses
Accounting Systems Design......... . ..5
Auditing ...... e et e wes§
BASIC Programming for Business . ...... 5
BusinessLaw.................. e 5
Cashiering..........covvunnnun e 5
CostAccounting ........... .00, .5
Credit Union Operations. ....... e .5
Governmental Accounting. . ............ 5
Principles of Management. . ... . .
Records Management* (7% weeks) ....... 5
Supervised Work Experience . .......... 10

*Does not count toward a diploma.

COURSE DESCRIPTIONS

Accounting Principles Lab I
This is an'introductory course in the theory and practice
of accounting.

Accounting Math I

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

Business Communications 1

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

7’
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Typing '
_Individual instruction permits a student to progress at
his or her own pace. A student completing the course

should be able to type a minimum of 25 words per minute.

-

Accounting Principles Lab I1

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

Upon successful completion of this course, the student,
with minimum supervision, should be a competent book-
keeper for most small business organizations.

Principles of Data Processing

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

Business Communications I1 .

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

Accounung Math I1 (7¥2 Weeks)

(Prerequisite: Accounting Math I) This course is a con-
tinuation of Accounting Math 1. The student learns how to
perform additional calculations in the areas of compound
tnterest, findancial analysis, and insurance..

Electronic Caleulators (72 Weeks)
Skill is.developed in the touch method of operating elec-
tronic ¢alculators,.

Intermediate Accounling Lab I

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

*

Tax Accounting

(Prereqmslte. Accounting Principles Lab IT) This course
examines the fundamental characteristics of federal in-
come taxes as applied to individuals, partnerships and cor-
porations,

Intermediate Accounting Lab I1

(Prerequisite: Intermediate Accounting Lab I) Account-
ing for capital stock transactions, dividends, retained earn-
ings, income tax allocation, errer correction, long-term in-
vestments, ameortization schedules, statements from
incomplete récords, flow of funds statements, and analysis
and interpretation of financial statements are covered in
this course.

Managerial Accounting

{Prerequisite: Accounrmg Principles Lab I This course
is concerned with how accounting data can be-interpreted
and used by management in planning and controlling busi-
ness activities. i

Accounting Systems Design -

(Prerequisite: Accounting Principles Lab IT) This course
deals with the design of a chart of accounts, an accounting
manual, flow charts, the system of internal control and re-
ports 10 management.

Auditing. ’

(Prerequisite; Accounting Principles Lab I Auditing
procedure, reports and working papers used in financial
procedure, and reports and working papers used in finan-
cial investigations are studied and analyzed. Audit prac-
tices with verification of assets, liabilities, expense and
revenue accounts are stressed. Internal control techniques
are studied with the idea of developing the student’s ability
O conserve company assets. ,

BASIC Programming for Business

(Prerequisite: Principles of Data Processing) The stu-
dent will learn how to code, debug, create, update, store
and retrieve accounting programs and data using the
BASIC computer language. Maximum use will be made of
the conversational computer environment.

Business Law
(Prerequisite: Accounting Principles Lab I) This course

_provides a basic knowledge of law as it applies to all busi-

ness dealings in our society, Particular emphasis is placed
on the Uniform Commercial Code, Practical problems in
law are considered.

4

Cashiering

The student learns how to use various cash registers, in-
cluding how to solve procedural problems that occur at a
register and checkout station.

Cost Accounting -

(Prerequisite: Accounting Principles Lab II) This course
emphasizes construction and manufacturing as compared
to merchandising or service businesses, The student ‘per-
forms the accounting operations for estimating and bid-
ding. Labor and overhead factors of production are stud-
ied, and reports are prepared.

Credit Union Operations

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

Governmental Accounting

+ (Prereguisite: Accounting Principles'Lab Il This course
provides the student with additional accounting training
for government and other nonprofit entitites.

Principles of Managemeni

This is an introductory course to help the student de-
velop an understanding of the basic management functions
including planning, organizing, staffing, directing and
controlling. )
Records Management (7V2 Weeks)

Filing, operational and managerial duties of the office
worker are studied in this course.
Supervised Work Experience

(Prerequisite: Intermediate Accounting Lab [) Students
work a minimum of 150 hours at accounting-related super-
vised work stations. The student trainee.is paid by the co-
operating firm and is supervised jointly by T-V1 and the
employer.

1
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Business Administration

3 Trimesters (Main Campﬁs) : ' BUSINESS ADMINISTRATION PROGRAM

The Business Administration program is de- Trimester I Hours/ Week

signed to develop the skills, knowledge and atti- Accounting Principles LabI ........ ... 10

’ tudes which enable individuals to function in Business CommunicationsI.......... ...5
decision-making positions. Business knowledge . Business MathematicsI......... -

of a general nature combined with basic ac- | Introduction to Business ............... 5

counting skill and special supporting courses

prepare students for a variety of job options in Trirﬁ ester I

the business community. Accounting Principles Lab IL. . .... ....10
The three-trimester program offers up to 1350 Business Mathematics IT'(7% weeks) ...... 5
hours of instruction. A diploma is awarded to Principles of Marketing 5
those students who complete the required 1125 Electronic Calculators (-i 1 weeks) """" 5
hours. Students receive a proficiency certificate Principles of Data Processing S 5
for each course completed. ! T R e
Students may select any of the listed support- S :
ing courses which will prepare them for their Trimester 11T :
employment goals. Not all supporting courses * Principles of Management.............. 5
are offered each trimester, and a minimum of 15 Financial Analysis.................... 5
students is required for a supporting course to . BusinessLaw. ......o.ooieiiiiennnn 5
be offered. Also, courses from other programs Business Communications II............ 5
may be substituted for Business Administration Supporting Courses ™. .......... ceael5-10
supporting courses with departmental approval. ‘.
Students acquire an employable ‘Sklll after . Supporting Courses
successful completion of all courses listed under ~ BUAZEHNG « o v v v rernernnnns .5
Trimesters I and II. If a student must leave the Consumer Finance. . ........ e 5
program at this point, a Bookkeeping.Certifi- Human Relations .. .......... .S
cate is awarded upon request if a typing course INSULANCE ... foeo o oo on i 5
has been taken or a minimum typing skill can be Payroll Preparation ..........eeveven- 5
demonstrated. : Regulatory Agenciés ............. veral5
* Some T-VI Evening Division courses may be Sales Techniques and Promotions . . ... ... . 5
substituted for courses in the Business Adminis- , TYDING. « v v vvevnrenn- . o 5

tration program (see list on page 28).

COURSE DESCRIPTIONS

Accounting Principles Labl
This is an introductory course in the theory and practice
of accounting,

]
Business Communicalions I
The student learns to commniunicate effectively through
the study of writing fundamentals. Studehts also have the
opportunity to develop oral and listening skills.

Business Maihematics |

This course covers basic arithmetic operations and
familiarizes the student with a wide range of business ap--
plications for which math is required,

Introduction to Business

The structure of business, its activities and problems are.
surveyed in this course. An understanding of the nature of
the biisiness world and its career opportunities is also pro-
vided,
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Accounting Principles Lab 11

{Prerequisite: Accounting Principles Lab I) This is a
continuation of Accounting I. Planning and accounting
for the partnership and corporate form of business orga-
nization are covered, A brief introduction to cost account-

“ingis alsoincluded.

Upon successful completion of this course, the student,
with minimum supervision, should be a competent book-
keeper for most small business organizations.

Business Mathemalics II (7vz Weeks)

(Prerequisite: Business Mathematics I) This course is a
continuation of Business Mathematies I. The student
learns how to perform additional calculations in the areas
of compound interest, financial analysis and insurance.
Principles of Marketing '

This course is designed to study total marketing con-,
cepts—from the production of goods to delivery to the
potential customer—from a management point of view,

Electronic Calculators (712 Weeks)
Skill is developed in the touch method of operating elec- "
tronic calculators. - .
Principles of Data Processing oy
This course covers manual and automated information
systems, historical development, definitions, planning and
recording data in punched cards and other input media,
and digital and analog computers,

Principles of Management

In this introductory course, students develop an under-
standing of the basic management furctions including
planning, organizing, staffing, directing and controlling,

Financial Analysis

(Prerequisite: Accounting Principles Lab I} This course
covers, the gathering and analysis of financial data in a
manner that aids management in the decision-making pro-
cess, -

Business Law )
(Prerequisite; Accounting Principles Lab I) This course
provides a basic knowledge of law as it applies to all busi-

ness-dealings in our society. Particular emphasis is on the
Uniform Commercial Code. Practical prob!ems in law are
considered.

Business Communications 11

(Prerequisite: Business Communications I) A student
completing this course is able to write effective business
letters, reports and memoranda. Use of oral communica-
tions and listening skills is stressed,

Budgeting,

(Prerequisite: Accounting Principles Lab IT) The activi-
ties involved in budgeting and controlling financial,
human and material resources are included in this course.
Consumer Finance

The techniques and importance of personal financial
planning are taught in this course; also, students learn how
to assist others with their financial planning.

Human Relations

This course deals with employee attitudes toward them-
selves and others. The importance of interpersonal rela-
tionships and the work ethic is stressed.

Insurance s
This general course includes types of companies and
coverages, prevention of loss and settlement of claims.

Payroll Preparation
Students learn how to calculate, pay and report wages
and to keep adequate records for payrol] accounting.

Regulatory Agencies

This course is an introduction to local, state and federal
regulatory agencies and their requirements for report
filing.

Sales Techniques and Promotions

Personal selling skills are accented along with how to
promote oneself, goods and services.
Typing

Individual instruction permits a student to progress at
his or her own pace. At the end of the course, a student
should be able to type at least 25 words per.minute.

4




Distributive Education -
72 Weeks (Main Campus)

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 to begin for students 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 electromechanical
and electronic cash registers as well as produce
calculating scales,

The 7V2-week program provides up to 12
hours of classroom instruction and a minimum
of 75 hours of paid supervised work experience
with an approved cooperating émployer. Stu-
dents who complete the course receive profi-
ciency certificates. .

Some T-VI Evening Division courses may be
substituted. for courses in the Distributive Edu-
cation program (see list on page 28).

This program doesinot qualify students for
Veterans Administration training benefits or
other student financial aids.

~

DISTRIBUTIVE EDUCATION PROGRAM

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

COURSE DESCRIPTIONS

Cashier-Sales Education Lab

Learning the techniques of operating the cash register is
a skill subject and this instruction and dri!l normally take
place every day. Merchandising math, store salesmanship
and retailing are covered also.

Supervised Work Expc;lcnce

Students work a minimum of 75 hours at retailing-
related, teacher-approved work stations. The student
trainee is paid by the.cooperating employer and is super-
vised jointly by, T-VI and the employer. There are times
when it is impossible to place all students in work stations
because of local employment requirements.

33

Diversified Occupations

TV2 Weeks (Main Campus)

This program is for the individual seeking
entry-level, non-skilled jobs in a variety of busi-
nesses. '

The 7%:-week program provides up to 112
hours of classroom instruction and a minimum
of 75 hours of paid supervised work experience
with an approved cooperating employer.

Emphasis is placed on how to get and hold a

job, developing personal data sheets, develop-

ing positive employment traits and attitudes,
and working to overcome special problems deal-

* ing with employment situations.

This program does not qualify students for
Veterans Aa’m:msrratton training benefits or
other student financial aids.

DIVERSIFIED OCCUPATIONS PROGRAM

Trimester I Hours/Week
Diversified Occupations Lab .. ......... 15
Supervised Work Experience .- ...... 10-20

COURSE DESCRIPTIONS

Diversified Ocenpations Lab

Learning the fundamentals of how to apply for a job
coupled with setting realistic employment goals and devel-
oping the attitude to achieve these poals is emphasized.
Also emphasized {s how to overcome special problems
dealing with employment situations. Résumés and mock
interviews are used.

Supervised Work Experience .

Students work a minimum of 75 hours at a job related to
their interest and performance levels, The work station
must be teacher-approved. The student trainee is paid by
the cooperating employer and is supervised jointly by T-VI
and the employer. There are times when it is impossible to
place all students in work stations because of local employ-
ment requirements.
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Legal Office Worker

1 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.

A typing prerequisite of 50 words per minute
is required.

Students attend class four hours a day, five
days a week, for 15 weeks—a total of 300 class
hours. An additional 75 hours of word process-
ing 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. .

Upon completing this program, students are
awarded special recognition and receive profi-
ciency certificates. .

This program does not gualify students for

Veterans Administration training benefits or-

other student financial aids.

LEGAL OFFICE WORKER PROGRAM

Trimester Hours/Week
Word Processing Concepts (72 weeks) ... .5
Word Processing Operation (742 weeks) .. .3

Grammar/Punctuation . . . .......000h . 5

Legal Terminology/Procedures. ......... 5

Legal Transcription. . ...v.coovavvians 5
COURSE DESCRIPTIONS

Word Processing Concepts (7¥: Weeks) )

This introductory course helps the student to understand
the purpose, organization,and applicatidn of word pro-
cessing in the legal field. ’

Word Processing Operation (72 Weeks)

Students receive an introduction to operation of text-
editing typewriters with emphasis on the capabilities and
mechanics of the machines.

Grammar/Puanctuation
Students review grammar, punctuation and spelling and
are encouraged to develop oral communication and listen-
ing skills, - : .
Legal Terminology/Procedures
Meaning and spelling of legal terminology, familiariza-
tion with legal procedures and client relationships are in-
-cluded in this course. )

1

Lepal Transeription _
‘Instruction in the use of transcribing machines to pre-
pare mailable legal correspondence and forms is provided.

a

Medical Records/Receptionist

1 Trimester (Maip Campus)

The Medical Records/Receptionist program
is for persons interested in working in hospitals
or other medical facilities as clerks or reception-
ists. Graduates are qualified for entry-level posi-
tions as medical record clerks and receptionists.

A typing prerequisite of 40 words per minute
is required. .

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

Course content includes basic anatomy, medi-
cal terminology, math, English, calculators and
transcribing machines, typing, filing, record-
keeping, insurance form completion, appoint-
ment handling, teléphone techniques, medical
ethics and human relations.

Upon completing this program, students re-

" ceive 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 I Hours/ Week —
Medical Records/Receptionist Lab . .. .. .20
COURSE 'DESCRIPT!ON

Medical Records/Receptionist Lab

“Typing speed and accuracy development are empha-
sized. Students also become familiar with letter styles, tab-
ulations, rough drafts, medical histories and medical
forms. Ceneral business transcription problems as well as'
medical transcription are included. )

Basic filing terminology is taught along with practical
applications in alphabetic and terminal-digit filing.

Basic math is reviewed, including addition, subtraction,
multiplication, division,. fractions, decimal point usage
and percents. This helps in understanding many of the
functions performed with a calculator. The workings of a
calculator and proper finger usage are taught:

Demonstration of the Pegboard System of accounting.is’
given. Billing and basic accounting functions are also in-
cluded.

Terminology is taught through the use of video tapes.
The different systems that make up the body are studied
through a basic anatomy course.

Guest speakers provide information about the comple-
tion and proper handling of insurance claims.

Grammar, punctuation and letter-writing skills are
studied in depth, .

Medical ethics, confidentiality, assistance of patients,
appointment management, telephone techniques, groom-
ing and other areas pertinent to the medical office are dis-
cussed. .



c T Merchandising

1 Trimester (Main Campus)

The Merchandising program provides a basic

foundation for entrance into'the broad mer-
chandising field.

Persons intérestéd in this program must be
prepared to work a possible combination of
long hours; odd hours, weekends and split
shifts, with salaries often starting at minimum

wage. For the individual who enjoys merchan- .

dising and selling goods, personal and financial
rewards are certainly possible.

The Merchandising Lab course includes. sales-
manship, merchandising, retailing, commumca—
tions and human relations.

This one-trimester program offers 300 hours
of instruction and a minimum of 150 hours of
paid supervised work experience, with an ap-
proved cooperating employer. Upon completing
this program, students receive certificates.

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

MERCHANDISING PROGRAM

Course Requirements * | + Hours/Week
MerchandisingLab ............ ... .. 15 °
Merchandising Math/Cashiering. ....... -5
Supervised Work Experience ........ 10-20

COURSE DESCRIPTIONS

Merchandising Lab

The student wil] blend oral communication and human
relation skills with sellmg techniques. Principles of mer-
chandising goods and services and a basic knowledge of re-
tailing are emphasized,

Merchandising Math/Cashiering

Students perform basic math functions needed for caleu-
lation of profit, pricing, mark-up, mark-down, discounts
and payroll. Techniques of operating various cash registers
are emphasized along with how to solve procedural prob-
lems that occur at a register.

Supervised Work Experience

Students: work a minimum of 150 hours at retailing-
related, teacher-approved work stations, The student
trainee is paid by the cooperating employer and is super-
vised jointly by T-VI and the employer. There. are times
when it is impossible to place.all students in work stations
because of local employment requiremenis.
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Office Occupations
3 Trimesters (Main and Montoya Campuse_s)

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

Since office workers represent their em-
ployers and companies, it is important that per-
sons in this field enjoy working with people.

They should also be interested in routine office

work.

The Office Occupations program 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 sténographic 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 1125 hours of instruc-
tion. An additional 225 hours of supportmg
courses may be taken. To earn a Diploma in
Clerical Occupations, a student must success-
fully complete 1125 hours of which 450 are lab-
oratory work and 675 are related theory. Those
who also demonstrate shorthand proficiency

will receive a Diploma in Secretarial Occupa-,

tions.

Proficiency certificates are given to students
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 toward an Associate Degree in
Secretarial Studies. 1

Some T-VI Evening Division courses may be
substituted for courses in the Office Occupa-
tions program (see list on page 28).

"
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- OFFICE OCCUPATIONS PROGRAM

Trimester I Hours/ Week
TypingLabl...... heeieressaaran 10
_ Office CommunicationsI ....... e 5
Business Mathematics ................ .5
* Fundamentals of Business . . ............ 5
Trimester I L. ‘ .
Typing LabIl ............ [ 10
. Office CommunicationsIT. . ........out 5
Secretarial Accounting ;.. ... ... 00000 5
Electronic Calculators (7%2 weeks) .......5
Records Management (72 weeks)........5
Trimester III
Typing LabIIL..... e eeera e 10
Office Communications J11.............. 5
Fundamentals of Data Processing-........ 5
Business Relations. . ... vcevviawann .
Supporting Courses
BASIC Programming for Business ,...... 5
BUSINeSS LaW. . oo vnvneriansenrnonans 5
Cashiering. . ... e e .
Machine Transcription (7%2 weeks) (BOLC) 5
Principles of Management..........- e..5
ShorthandI*.......:. e ivnensnan 5
Shorthand II* ......coviievvarniannn .
Transcription (Shorthand III)* . ........ .5

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

COURSE DESCRIPTIONS

Typing Lab I

‘This course builds the student’s skills to a typing profi-
ciency of at least 40 words per.minute. The student prac-
- tices typing of business letters, memos, business forms and
manuscripts. ) .
Oifice Communications I ' o '

This is an introduction to oral and written communica-
tions' with emphasis on vocabuldry building, spelling,
grammar, punctuation, oral expression and listening skills.,

Business Mathematics -

-This is a thorough review of math fundamentals and
their application in solving business problems.
Fundamentals of Business '

This introduction 10 business organization and opera-
tion includes banking, insurance, credit and economic con-
cepts. '

A
Typing LabII

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

LY ]

i

L

worker are studied in this course.

Office Communications IT .

(Prerequisite! Office Communications I) This courseis a
continuation of Office Communications I with greater em-
phasis on punctuation and sentence and paragraph con-
struction.

Secrefarial Accounting

(Prerequisite: Business Mathematics) This course is a
study of the complete bookkeeping cycle, including prepa-
ration of the balance sheet, income statement and work-
sheet. Emphasis is on journalizing and posting to the gen-
eral ledger and posting from the combined cash journal.
Payroll accounting is covered also. :

Electronic Calculators (72 Weeks)
(Prerequisite: Business Mathematics) Skill is developed
in the touch method of operating electronic calculators,

Records Management (752 Weeks)
Filing, operational and managerial duties of the office

Typing Lab III ]

(Prerequisite: Typing II) This course provides continued
development of typing skills including legal, medical and
technical typing. The goal is a sgeed of 60 words per

‘minute.

Office Communications ITI

(Prerequisite: Office Communications If) Principles of
writing and composing business correspondence are cov-
ered.' Continued emphasis is on grammar, punctuation,

spelling, and oral communication and listening skills.

¥ Fundamentals of Data Processing

Basic data processing 'terminology, preparation of
source data, including keypunch, for processing and other
aspects of automation are covered. '

Business Relations

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

BASIC Programming for Business

(Prerequisite: Fundamentals of Data Processing) Stu-
dents learn how to code, debug, create, update, store and
retrieve accounting .proprams and data using the BASIC
compuiter language. Conversational computers are used.

Business Law '

This course provides a basic knowledge of law as it ap-
plies to all business dealings in our society. Particular em-
phasis is on the Uniform Commercial Code. Practical
problems in law are considered,

Cashiering i '
Use of 'various cash registers, including the ability to
solve procedural problems that occur at a register and

checkout station, is developed in this course.

Machine Transcription (7V2 Weeks) ! :
(Prerequisites: Office Communications II and Typing
ID) Skill is developed on the latest dictation equipment with
a minimum transcription speed of 30 words per minute
upon completion. .

]



Principles of Management Shorthand IT

This introductory course helps the student develop an {Prerequisite: Shorthand I) The ablllty to write short-
understanding: of the basic management functions in- hand at a rate of 70 words per minute is sought, with em-
cluding planning, organizing, staffing, directing and con- phasis on speed, accuracy, grammar and punctuation as
trofling. well as transcription speed.

Shorthand I (Gregg) Transcripiion (Shorthand 111

This introductory course covers the theory and wriling (Prerequisite; Shorthand IT) Goal for this course is a
of Gregg shorthand. A writing speed of 50 words per min- minimum dictation speed of 80 words per minute on new
ute is attained upon completion. . matenals and transcription at-a minimum rate of 20 words

., per minute. '
Shorthand I (Alphabetic) . -

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

!

Receptionist
1 Trimester, Open-entry/Open-exit RECEPTIONIST PROGRAM
(Main Campus) , :
. Trimester I Hours/ Week

The Receptionist proggam is for persons who Typing
have little or no work experience and who are | Filing/Recordkeeping/ Electromc N .
interested in a short, job-training program. In- ' Calculating 20
dividuals completing this one-trimester course Human Relations/ pfﬁce.Procedures T
will qualify for entry-level receptionist jobs. | Punctuation/Spelling -

A typing prerequisite of 25 words per minute !
is required. COURSE DESCRIPTIONS

Students may enter this program through the

] i i 1 Typing
tenth week as .space 1-.S avalla.ble and may leave Letters, memos, tabulations, forms and rough drafts are
upon completing their training goal. Students ) presented with emphasis on basic skill.
are awarded a proficiency certificate shomng ] )
their achievements, and special recognition is Filing

Alphabetic; numeric, subject and geopraphic methods

given those completing the program. are studied.

This is an individualized course in which the
student progresses at his or her own rate with

Recordkeeping.

special emphasis on particular areas that need . Basic recordkeeping involving, accounts receivable, ac-
review and improvement. Students atténd class counts.payable, petty cash and banking is presented.
four hours a day, five days a week, for a maxi-~ Electronic Caleatating
mum of 15 weeks, totaling 300 class hours. * Basic business math is reviewed. The touch method is,
Instruction is on the most modern equipment applied to operating the 10-key calculator.
available, Course work includes typing, elec- Human Relations
tronic calculating, recordkeeping, filing, tele- Various aspects of dealing with people are covered, in-
phone techniques, human relations and recep-. cluding telephone techniques, office etiquette, grooming
tionist duties. and job application.
_Sor_ne T-V1 Evening I_)w:smn courses may be Office Procedures
substituted for courses in the Receptionist pro- Appointments, time management, handling mail, travel
gram (see list on page 28). arrangements and other receptionist duues are introduced.
This program -daes not quqh_fy students for Punctuation/Spelling
Veterans Administration training benefits or- Basic business punctuation and spel[mg are reviewed

other student financial aids, and practiced.
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Refresher Course for Office Workeré

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

The Refresher éourse is for persons who need *

a review of office skills and procedures in order
to go back to work. Students entering this pro-
gram must have a minimum of two years’ full-
time secretarial or general office experience,

Students may enter this program through the
tenth week as space is available and may Jeave
upon completion” of their training objective.
Students are awarded a proficiency certlficate
showmg their achievements, and spemal 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 maxi-
mum of 15 weeks, totaling 300 class hours.

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

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

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

L3

REFRESHER COURSE PROGRAM

Courses Hours/Week
* Typing Review

Shorthand Review
Office Machines
Communications Review 20
Business Mathematics Review ’
Filing Review
Human Relations/Job Preparation

COURSE DESCRIPTIONS

Typing Review

Letter styles, memoranda, tabulations and manuscripts
are reviewed as well as typewriter operation and care,
Speed and accuracy are stressed.

" Shorthand Review

Shorthand theory is reviewed with emphasis on dictation

“and transcription. |

Office Machines

Skill is built on ten-key adding machines and calculators
that reinforce practical application of business math. Prac-
tice also is given on transcription machines. .

Communications Review .

Review covers both written and oral communication,
Emphasis is on punctuation, grammar, letter writing and
telephpne communication. } .

Business Mathematics Review
Emphasis is on review of basic mathematical computa-
tion that is transferred to office machines.

Filing Review

This unit is a review of the procedures and methods of

filing.

Human Relations/Job Preparation
Office procedures, human relations and job preparation
are covered.




Small Businéss Operation

1 Trimester (Main Calmpus)

The Small Business Operation program is for
persons who plan to open a small business and
for persons owning or managing a business who
want further training. The program emphasizes
areas directly affecting the businessman in day-
to-day operation. Courses are tailored to the
specific needs of the enrollees.

Course content includes commercial transac-
tions, contracts, merchandising functions, sales
promotion, public relations, accounting, licen-
sing procedures, tax report procedures, develop-

ing individual business plans, hiring employees,

and credit and collection procedures.

Students completing the 300-hour program
are issued a certificate.

This program does not qualify students for
Veterans Administration benefits or arher Stu-
dent financial aids.

SMALL BUSINESS OPERATION

PROGRAM .
‘Course Requirements Hours/ Week
Small BusinessLab . .........ovuinnn, 20
COURSE DESCRIPTION

Small Business Lab _

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

Emphams is placed on the merchandising functions of
buying, pricing, sales promotion and advertising, and how
these funrctions apply to small business operations. Human
relations, public relations, communications and the steps
of selling are covered.

Insight is provided into the theory and practice of ac-
counting as it relates to the small business. The ability to
read and interpret financial statements is stressed, How to
acquire the necessary local, state and federal licenses, em-
ployer’s tax numbers, and tax report procedures are em-
phasized.

The technigves involved in the de\relopmem of individ-

val business.plans and the procedures necessary to lmplc—

ment these plans are covered.

Management techniques for the small business owner or
manager are reviewed, with emphasis on the hiring and
training of employees and credit and collection pro-
cedures.
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Word Processing Operator
1 Trimester (Main Campus)

The Word Processing Operator program is
for persons interested in working as operators in
word processing centers or general office set-
tings. Individuals must have an aptitude for op-

erating sophisticated machines.

A typing prerequisite of 50 words per mmute
is required.

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. The course content provides a basic
background in word processing concepts and
machine operation, grammar, punctuanon and
machine transcription.

Upon completing this program, students are
awarded special recognition and receive profi-
ciency certificates. :

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 .....o.vouvuns 5
Word Processing Operations. . .......... 5
Grammar/Punctuation. . ............ 2.5
Machine Transcription ... ... e .5
COURSE DESCRIPTIONS

Word Processing Concepts

This introductory course helps the student to. understand
the purpose, organization and application of word pro-
cessing. The student also learns the importance of human
relations and the opportunities in the field.

Word Processing Cperations
‘Students receive instruction in the use of text-editing

. typewnlers with emphasié on the capabilities and mech:
" anics of the machmes

Grammar/Punciuation -

Students review grammar, punctuation and spelling and
are encouraged to develop oral communication and listen-
ing skills.

Machine Transcription _
Instruction in the use of transcribing machines to pre-
pare mailable business correspondence is provided.

oy
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HEALTH OCCUPATIONS DEPARTMENT

‘T-VI’s Health Occupations Department in-
cludes Nursing Assistant, Practical Nurse, Li-
censed Practical Nurse Refresher, Respiratory

. Therapy ‘Technician and Health Unit Clerk pro-

grams. The Practical Nurse program is‘cospon-
sored by T-VI and Presbyterian Hospital
Center. .

Classes for all five programs are held in the
Presbyterian Hospital Health Education Cen-
ter, 1215 Hazeldine SE. The center includes the
Helen 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 hospi-
tal furnishings and supplies, respiratory therapy
machines and life-like models which give stu-
dents the chance to practice basic skills needed
for their clinical experiences. ,

Students have supervised patient care and ob-
servation experiences “at different health care
agencies. They include Anna Kaseman Hospi-
tal, University of New Mexico Hospital, Berna-
lillo County Mental Health Center, Presbyter-
ian Hospital, St. Joseph “Hospital, Veterans
Administration Hospital, Manzano del Sol In-
termediate Care Facility, Hospital-Home
Health Care Agency and Visiting Nurse Service.

ADMISSIONS: All health occupations pro-
grams except Nursing Assistant require a high
school diploma or GED to apply, because of li-
censing or health care employer requirements.

*"There is also a math skill requirement whicH is

met by making a satisfactory score on a math
examination. ' '
Nursing Assistant and Health Unit Clerk ap-
plicants follow regular T-VI admission pro-
cedures at the T-VI Main Campus, 525_Buena
Vista SE. These two programs are held each tri-
mester, ' . '
Practical Nurse has special application forms
and admission tests, and special application

. dates. There are beginning groups in both the

Fall and Winter Trimesters. See the Practical
Nurse program description for application times
and location. . ‘

Respiratory Therapy Technician has a begin-
ning group in the Fall Trimester only. There are
special application forms and admissions tests,
and special application dates. See the Respira-
tory Therapy Technician program description
for application times and location.

Practical Nurse and Respiratory Therapy
Technician graduates may apply for transfer
credit toward an Associate of Arts degree at the

University of Albuquerque. Details are included
in this catalog under the descriptions for those
two programs. :

SUMMER CLASSES
FOR HEALTH OCCUPATIONS

Registration for both of these classes is May
17, 1983, in the Health Education Center. The
cost for one or both classes is the regular $10

*T-VI preregistration fee and the book deposit.

Anatomy and Physiology I

The first trimester of both the Respiratory
Therapy Technician,and Practical Nurse pro-
grams is difficult. for most students because a lot
of material is covered in a short period of time.
Students passing Anatomy and Physiology I in
the sunmmer will not have to take it in the regular
class schedule, e ,

Class size is limited, and persons accepted to
Practical Nurse and Respiratory Therapy Tech-
nician have first priority. Other interested per-
sons will be admitted on a space-available basis.

The class will meet on Tuesdays, Wednesdays
and Thursdays from 9:30 to 11:30 a.m. fro
May 31 to August 4, 1983. .

Basic Mathematics .

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 until they achieve
the minimum requirements, This must be done
at least one week before the beginning of
classes. To meet that objective, applicants can
obtain a tutor, study at the T-VI Drop-In Math
Lab or Adult Learning Center, take math
classes offered in the Nursing Assistant program
or 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 May 31
through August 4, 1983, from 8:30 to 9:30 a.m.
in the Health Education Center on Tuesdays,
Wednesdays and Thursdays. Included in the
course are fractions, decimals, percentages,
Roman numerals and ratio and proportions.




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 vunit. Trans-
cribing doctors’ written and verbal orders, an-
swenng the telephone, working with computers
and giving information to patients, visitors and
staff are typical activities. -

Applicants must have a high school diploma
or GED -and must pass a reading and spelling
test. They must be able to write clearly and ac-
curately and have the ablllty to speak distinctly
to others. Being bilingual in Spamsh and En-
glish is helpful. Physical stamina is needed be-
cause the job requires moving quickly and easily
in an area of intense activity.

There is a $30 personal equipment fee which
covers the required uniform top and health
tests. Uniform slacks are required, but are not
covered by the fee. '

The 390-hour program is 13 weeks long with
nine weeks of classroom theory and four weeks

of clinical practice in local hospitals. Students *
need to plan to attend sorme weekend classes. A

certificate is awarded upon completion.

Nursing Assistant

1 Trimester (Health Education Center)

This program trains students.in nursing skills
required for the'care and comfort.of the sick in
hospitals, nursing homes, public health agen-
cies, private medical and dental offices, and in
the home.

Persons completing the program successfully
will recéive certificates 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 hecessary
in the program as well as being able to clean and
cook. Applicants should have a 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 will need other transpor-
tation.

A $30 personal equipment fee covers the cost
of the required uniform top and health tests. A
watch with a second hand, and uniform slacks
and shoes, are required but not covered in the
fee.
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Health Unit Clerk is offered each trimester.

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

HEALTH UNIT CLERK

Course Requirements Total Hou{rs
Health Unit Clerk Theoryand Lab ..... 270
~ Health Unit Clerk Clinical Practice . ... .. 120 -
; /
COURSE DESCRIPTIONS

Health Unit Clerk Theory and Lab .

This course combines a number of topics, including
orientation to the hospital, the patient and the role of the
health unit clerk. Presentations and practice of medical
terms, anatomy, abbreviations, communications, pharma-
cological terms, computerized patient information sys-
tems, forms and transcription of orders are included.

Clinical Practice
Supervised clinical experience takes place in local hospi-
tals diring the last five weeks of the program.

The 15-week program totals 330 hours of in-
stuction 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
hospltals nursing homes and health care agen-
cies. A student attends an average of 22 hours

per week throughout the program.

» NURSING ASSISTANT PROGRAM

Course Requirements Total Hours

Nursing/Home Health -

Assistant Lab and Theory ........... S0
Nutrition Lab and Theory .. .... ... .. 21
Health Communications .. ........ N ¥
Anatomy and Physiology ,

for Nursing Assistants .. ........... .18
Mathematics ... ...ovvevuornnns vees 45
Hospital and Nursing Home

Clinical Experiences.........covann. 90
Home Health Clinical Experiences....... 54

Total 330
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COURSE DESCRIPTIONS

Nursing/Home Health Assistant Lab and Theory

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

Nutrition Lab and Theory

Basic nutrition, regular and special dlets used in the hos-
pital and home settings are discussed, Home management,
communRity resources, purchasing food and preparing
foods are included also. Lab experiences are directly re-
lated to the theory.

Health Communications

Medical terms, abbreviations, communication skllls se-
lected readings and special assignments are combmed in
this course.

Auatomy and Physiology fer Nursing Assistants

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

Mathematies
Basic math is reviewed in this course with pracnce work-
ing selected problems.

Hospital and Nursing Home Clinical Experiences :

Hospital experiences are a four-week portion of the Iast
six weeks of the program and include supervised practice
of nursing skills in hospitals and nursing homes through-
out the city.

Home Health Clinical Experiences

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

Licensed Practical Nurse Refresher

6 Weeks (Health Education Center)

" This six-week course is designed to renew
skills of inactive Licensed Practical Nurses, to
introduce new trends and procedures and to
provide clinical experiences. It meets the New
Mexico State Board of Nursing requirements of
license renewal for practical nurses who have
not worked in nursing for the past five years.
Theory classes and clinical experiences focus on
medical and surgical nursmg care including
pharmacology.

- Refresher courses are offered on the basis of
demand and need, availability of clinical ex-
periences and quahf‘ ed faculty. Twelve people
are admitted to each course. Participants pay a
310 registration fee plus the costs of reqmred
textbooks. No definite dates are set, and in-
terested persons should contact the Health Oc-
cupations Department office for more informa-
tion.

This program does not qualify students for
Veterans Administration benefits or other
Jinancial aids,



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 (o 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 completing the 12-month program,
graduates are eligible 10 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 1983 class will
be accepted July 20, 21, 22, 27, 28 and 29, 1982,
Applications for the September 1983 class will
be accepted March 1, 2, 3, 8, 9 and 10, 1983,
They must be made in person at the Health Edu-
cation Center, 1215 Hazeldine SE, by the appli-
cant or a represeniative. Test dates are sched-
uled when the application is submitted.

Because this program is very demanding, and
because the number of applicants far exceeds
the training positions available, an admission
process is used to select the Practical Nurse
classes. Sixty students each will be selected for
the January 1983 class and the September 1983
class.

To be eligible for selection, you must meet the
requirements of qualifying test scores, have an
interview and submit letters of recommenda-
tion. One-third of the students selected for the
Practical Nurse class will be those scoring high-
est on the preadmission test and having a health
occupations background. A second portion of

* the class will be made up of alternates selected,
but not called, for the previous class. The last
portion of the class will be made up of persons
randomly selected by computer from the re-
maining qualified applicants.

Required for a diploma are 1350 hours of in-
struction, of which 785 are laboratory work and
565 are theory. Clinical experiences often have
to be scheduled at varying times, $0 the hours of
classes and clinical experiences may change
from day to day, and there may be an occa-
sional Saturday class.

Students must attend classes, observations

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 preclinical training in nursing skills
with related theory courses. The second and
third trimesters are spent in classroom and clini-
cal experiences related to medical-surgical nurs-
ing for children and adults, maternal-infant
nursing and geriatric nursing.

The Practical Nurse program hds a $75 per-
sonal equipment fee which supplies required
uniforms, stethoscope,, scissors and identifica-
tion tags. It does not cover the cost of an en-
trance physical examination, a cap, a watch
with a second hand, uniform shoes, graduation
uniform, graduation pin or state board exam
fees.

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

Afier becoq!ing licensed and working one
year, graduates of the Practical Nurse Program
may agpply for the career ladder nursing pro-
gram al the University of Albuquerque. This
program leads to an Associate Degree in Nurs-
ing and the opportunity to take the State Board
examination 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 .. ... .ooa0 7 credits
Nursing 113 .....cova e 2 credils
Anatomy and
Physiology .....-vr v 4 credits
19 total credits

Applicants to the U of A program must take a
two-hour seminar in August before beginning
the program. Interested persons should check
with the U of A for more information.

PRACTICAL NURSE PROGRAM

Health Occupations Basic Mathematics is a
prerequisite for this program.

Trimester I (15 Weeks) Total Hours
* Anatomy and Physiology 1 ........« .
Nursing 1 .

TheOTY . v crmnrrmrrnrsoreones 163

Skills Lab and Clinical-
EXPETiEnces. o v v vemoenreres 195
Dosages and Solutions . . . .vevveves .32
Total 450
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Structural Detailing

(Corequisite: Construction Drafting Leb/Theory II)
This class introduces typical steel fabricating shop prac-
tices in the preparation of structural steel shop drawings.
The techniques and standards of developing these shop
drawings are presented, Steel beam, steel column, and steel
reinforcing detailing information is given.

Construction Drafting Mathematics IT1

\ (Prerequisite: Construction Drafting Math H) This
course covers the basic principles of physics as they apply
to construction and structural analysis. Beam theory,
which introduces the student to structural design in wood,
steel and concrete, is a major part of this: CoUrse,. Students
learn to set up and solve elementary beam, design prob-

* lems.

f

Building Materials and MethodsIII -~ '

(Prerequisites: Building Materials and Methods II, Con-
struction Drafting Math IT) This course is an éxtension of
Building Materials and Methods 11, and further explores
heavy construction with detailed study of wood, steel, con-
crete, and masonry construction systems, The building ele-
ments included in architectural fenestration, finishes,
equipment and specialties are surveyed. Building project
analysis and planning are presented. In several course proj-
ects, complete sets of construction documents for large
buildings are used as teaching materials.

Construction Drafting Lab/Theory IV =

(Prerequisites: Construction Drafting Lab/Theory IIT,
Constryction Drafting Math IIT) This course deals with the
design and layout of mechanical and electrical systems for
buildings and industry. The lab offers practice in graphic-
atly defining common heating, air conditioning, plumbing
and electrical systems, Pipe drafting conventions and stan-
dards are explored,

Construction Analysis *

(Prerequisites: Construction Drafting Math HI; Alter-
nate Energy Sysle;m‘, Construction Drafting Lab/Theory
IIN This theory course involves analysis of environmental
systems, support services and general working conditions
of the construction industry. Topics include heating and
ventilation equipment, estimating, scheduling, enerpy

. auditing and specification reading.

31

Mustration Techniques

This course develops techniques of lettering, inking and
other media used in illustration work. Work samples of,
civil drafting, pipe drafting, charts and graphs are pro-
duced. Photographic and reproduction processes are ex-
plored.

Architectural Detailing

(Prerequisites: Construction Drafting Lab/Theory I,
Building Materials and Methods I) Using manufacturers’
reference materials and related data, students draft stan-
dard archltectural details for masonry, frame and other re-
lated. types of construction. Emphasis is on architectural
details normblly associated with light commercial struc-
tures.
Basic Construction Surveying

The student is introduced to basic techniques and equip-
ment used in surveying in the building construction indus-
try, including the rod, tape, chain, level and transit. Field
work and related computations aré done in reading eleva-
tions and building layout.
Construclion Indostry Ecununncs

This course covers the interrelationships between the
construction industry and- the financial world. It intro-
duces factors that-affect the economic mood of the build-
ing industry, budget analyzing, supplier relationships,
bank financing guidelines and policies of the real estate
business in conjunction with the construction industry.
The course will help persons wanting to design residences
as well as those who want to manage large construction
projects.

Architectural Landscaping

This course covers general landscaping consxderatmns .
such as ecology, spatial relationships and landscape chIgn
around the world. Students also apply specific aspects of
design, including the wse of plant materials, inorganic
materials, water and outdoor furniture to class projects.

Rendering

Techniques in architectural rendering and technical illus-
tration are explored in this course. Students work with iso-
metric and perspective drawings in a variety of media, such
as pencil sketching, mkmg, acrylics, charcoals and water
colors,

See also the common supporting course descriptions on
page 47 of the Technologies section.
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Data Processing Technology

4 Trimesters (Main and Montoya Campuses)

In this program, students learn to solve infor-
mation and management problems using.com-
puter hardware. Graduates are prepared for
jobs as business applrcauons programmers,
which can be the first step in a career in the com-
1

Computers currently being used at "T-VI are
the Data General M600, 96MB disk dnves CRT
terminals, magnetic tape, line printer and card
reader; an [BM 4331, disk drives, tape drives,
3278 CRT displays, printer and reader, IBM 029
and Univac 1710 keypunches; and a Wang 2200
minicomputer.

The first and second trimesters give students a
sound background in fundamental skills used
on a wide variety of computer and computer-
related equipment. The third and fourth trimes-
ters continue to build computer application
skills with emphasis- on problem-solving tech-
niques and the man-machine interface. Mini-
computer and mainframe environments are
used in teaching flve widely-used programming
languages.

A Data Processing Trainee Certificate may be '
requested after comp!ermg all courses requlred
in the first two trimesters if a student is unable
to complete the program. To earn a diploma,
students must complete successfully 1800 hours
of which 1125 are laboratory work and 675 are
related theory.

1

DATA PROCESSING TECHNOLOGY

PROGRAM
Trimester I Hours/Week
ANSICOBOL ... ...ccvivvnunannsan .. 10
Introduction to Computers~ ......-. .
Computer Mathematics L. .............. 5
Job Control Languagel............ .
. Data Processing Accountmg I ....... TP
Trimester IT .
Advanced ANSICOBOL.............. 10
Report Program Generator II . .......... 5
Job Control LanguageIT............... 5
Computer MathematicsII........... .. 5
Data Processing Accounting Il .......... 5
Trimester IIT
Advanced Programming
. Techniques..........ocivevenevs.. 10
Advanced Report Program
Generator IL. « o v o v veavunrenrinnsnns 5
Systems Analysis.........cveererenani S
Database Concepts .. ...vvvevrrenrnvs- 5
Applied Business Systems .............. 5
Trimester IV
- Computer System Software.......... .. 10

Database and Telecommunications.......5
BASIC Language Programming .......,.5
Advanced Programming Projects ........ 5
ManagementMethods. ... covev v veenns 5

Supporting Courses
Digital I. ' ..5
Advanced Management Methods ..... . 5
Micro Language Programmmg ..... 5
FORTRAN Programming. .
Reading Impovement . .
Technical Writing (74 weeks)
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" COURSE DESCRIPTIONS

_ANSI COBOL

{Corequisite: Job Control Language I} Projects directly

‘related to programming business and accounting applica-

tions are coded, debugged and executed in structured
ANSI COBOL programming.

Introduction to Computers

Instruction is provided in computer arithmetic, memory
coding schemes, memory dumps, computer logic and con-
trol. Structured programming techniques using hierarchy,
general and digita! flowcharting, control charts and
pseudocoding are covered in detail,

Computer Mathematics I )

Algebra fundamentals are covered in this course, along
‘with selected business and management math applications.
Job Control Language I

(Corequisite: ANSI COBOL) The utilities, sorts, and job
conirol language for batch systems are studied.

Datn Processing Accounting [

In this course, students learn data accounting theory,
practice and terms, and their relation to computer data
processing.

Advanced ANSI COBOL

(Prerequisite; ANSI COBOL or equivalent; Carequmte.
Job Control Language IT) This course continues develop-
mient of programming skills in the ANSI COBOL lan-
guages with emphasis on more complicated statements,
clauses and concepts; interactive programming; file pro-
cessing; and program documentation.
Report Program Generator IT

Students are introduced to the RPG II»programmmg lan-
guage used in business organizations,

. “\

Job Control Language II

(Corequisite; Advanced ANSI COBOL) Operatmg Sys-
fems, utilities and control languages, as well as standard

.mass storage devices and data file organization for on-line

interactive systems, are studied.
i

Computer Mathematics I1
‘(Prerequisite; Computer Math I) This course continues
the development of algebra and management math skills.

Data Processing Accounting Il _

(Prerequisite: Data Processing Accounting I) Study of
the vocabulary and concepts used in accounting is contin-
ued. Emphasis is placed on the more common applications
in which computers are being used,

Advanced Programming Techniques

(Prerequisite: Advanced ANSI COBOL) This course
uses advanced aspects of various programming languages
and systems. Program assignments incjude- file creation
with muluple indices, direct access methods and meni-
driven programs. :

Advanced Report Program Generator I1

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

interactive COI‘ICE])IS
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Systems Analysis

(Prerequisite; Introduction o Computers or equivalent)
This course covers the specific methods.and techniques for
conducting a systems project. Students are required to
solve case problems and give class presentations detailing
findings of the group.

Database Concepts

(Prerequisite:r JCL II or eguivalent), General concepts
and organization of database systems are included. Practi-
cal experience is gained through the use of several different
Database Management Systems packages.

Applled Business Systems.

(Prerequisife: Data Processing Accounting IN In this
course, standard business reports, forms and procedures
are designed, programmed and implemented. '

Computer System Software

(Prerequisites: Advanced ANSI COBOL, Advanced
RPG II, or a demonstrated working knowledge of some
other high-level programming language.) This course in-
cludes topics to understand better the design and operation

. of general-purpose computer operation systems. Examples

of topics included are concurrency of operation, sharing of
resources and information, and interaction of software
and hardware using assembler programming fundamentals
to reinforce these concepts.

Database and Telecommunpications

{Prerequisite: Database Concepts) Practical apphcanon
of Database Management Systems through the use of net--
works, telecommunication lines and hardware are covered.

BASIC Langusge Programming

(Prerequisite: Advanced Programming Techniques) This
course uses the BASIC language to further the student’s
knowledge of interactive programming, routines using
menu selection, and search and retrieval routinés.

Advanced Programming Projects

(Prerequisite; Advanced Programming Technigues) The
student is required to design and implement individual pro-
grams for various class projects.

Management Methods

(Prerequiisites: Computer Math II, Advanced ANSI
COBQOL) The application of graphic technigues and de-
scriptive statistics to a variety of computerized business
and management applications is included in this course,

Digital I

' This course mtroduc&s some of the logic circuit devices
and concepts applicable to many areas of the electronics
industry. .Covered are such topics as logic gates, truth
tables and logic simplification. Laboratory time is pro-
vided 1o allow students to wire circuits on breadboards
using actual digital integrated circuits, Analysis and devel-
opment of larger digital systems are covered in both lheory
and lab, '

Advanced Management Methods

(Prereguisite;: Management Methods) Studies of the ap-
plication of statistics and mathematical techniques‘in a
business environment are continued,

Micro Language Programming
This is an introductory course in microcomputer pro-
gramming,

See also the common supporting course descriptions on
page 47 of the Techniologies section. '

-
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Electfomechanical Drafting

3 Trimesters (Montoya Campus)

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-
¢eptual and applled experiences to allow growth
and development in typical industrial situations.

The lab contains modern drafting stations,

‘drafting machines and other, typical draftmg

equipment.

To earn a diploma, students must successfully
complete 1350 hours of which 750 are labora-
tory work and 600 are theory. A new class is ac-
cepted at the beginning of the Summer Trimes-
ter only.

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

A

ELECTROMECHANICAL DRAFTING

PROGRAM
Trimester I Hours/Week
Electromechanical Drafting ]
Lab/Theoryl. ....coirinniieinsnns .15
Technical MathematicsI i .......c0vvas. 10
Mechanical Analysis ............... .
Trimester 11
Electromechanical Drafting
" Lab/TheoryIl............. PR 15
Technical MathematicsII .........00v.n
Basic Electronics ... .......... e eaaas 10
Trimester IIT !
Electromechanical Systems Lab/
TheoryII .......ooviiiiiiinnnt. 15
Introduction to Mechanical and
ToolDesign.......oovvnvvnnn ee... 10
Strength of Matenals .......... P 5
Supporting Courses
Digital CircuitsIT .. ..........c.cvrnn 5
ApplledPhysms......................5
Calculus ......... e iaarameanaens 3
BASIC Language Programming ......... 5
FORTRAN Programming. .. ... ...evu.. 5
ReadingImprovement........crverears 5
Technical Writing (7V2 weeks) . ... ....... 5
COURSE D‘ESCRIPTIONS

Electromechanical Drafting Lab/Theory I
This is an introduction to orthographic projection, iso-

metric drawings and mechanical assemblies related to the
electromechanical industry,

Technical Mathematics I N
Algebra, geometry, formula manipulation, ard toler-
ances are covered.

Mechanical Analysis

Mechanical processes used to form and join metallic and
nonmetallic materials are presented. The student is intro-
duced to fabrication technigues and strength of materials,

Electromechaniml Drafting Lab/Theory II

(Prerequisite: Electromechanical Drafting Lab/Theory
I: Coregquiisite: Basic Electronics) This lab incorporates the
fundamental concepts of the electrical/electronics field.
Students learn to use correct symbology, designations and
layout techniques in accordance with conventional stan;
dards 1o describe formal schematics, logic diagrams, wir-
ing layouts, cable drawings, single-sided and double-sided
printed circuit boards.

Technical Mathematics IT

(Prereqmsue' Technical Math 1) An applied approach 10
trigonometry is presented based on mechanical computa-
tional needs. An introduction to calculus is included.

Basic Electronics

(Prerequisite: Technical Math I) This course provides °
basic concepts of electronics and digital logic relevant to
electromechanical drafting. Circuitry characteristics, func-
tions of components, typical circuitry apphcatlons, and the
composition of discrete and integrated circuitry are.
studied.

Electromechanical Systems Lab/Theory I

(Prerequisite: Efectromechanical Drafiing Lab/Theory
ID Concepts and applications of definition techniques, in
accordance with electrical and mechanical drafting stan--
dards, are presented Students learn to prepare drawings.
requiring standard systems of views and to define themi
dimensionally with respect to design and production ¢apa-
bilities. Students practice incorporating technical data rela-
tive to manufacturing processes, materials or hardware
definitions.

Introduction to Mechanical and Tool Design

Students use descriptive geometry and true position
dimensioning techniques to design tools and parts based on
material considerations and specifications. Instruction is
given in the design of the various parts of tools, mcludmg
inspectjon, for different-job functions.

Strength of Materials

Vector analysis, strength of materials and common test-
ing procedures are explored in this class. Students are
introduced to structural design and learn to set up and
solve elementary design problems. =

Digital Circnits I1

(Prerequisite: Basic Electronics I or eguivalent) Skills
and knowledge of clocked logic, flip-flops, counters, shift-
registers and digital displays are demonstrated through
both theory and experimental analysis, The topics covered
are. essential building blocks of many digital-controlled

systems found in computers, digital instrumentation and
clocks.

See also the common supporting course d
escripti
page 47 of the Technologies section, p o on

]



Electronics Technology

Two options are available in the Electronics
Technology program.

The Digital Electronics program provides a
variety of skills emphasizing work on digital
equipment such as computers and electronic
control devices.

The Communications Option offers special-
ized training emphasizing analog and digital
devices such as those-used in broadcasting, con-
sumer radio and television equipment, cable
television, telephone systems and other indus-
trial applications.

A selected number of devices are made avail-
able for repair, including communications
equipment, computers, instruments and indus-
trial equipment. X

Diplomas are awarded to students who suc-
cessfully complete 1800 hours of course work in
Digital Electronics or the Communications Op-
tion.

DIGITAL ELECTRONICS

4 Trimesters (Main and Montoya Campuses)

Digital Electronics provides students with job
entry skills in digital electronics and microproc-
essors. The theory and operation of various
types of electronic equipment, as well as micro-
processors and computers, are included.

Lab facilities contain modern equipment for
testing, troubleshootmg, calibrating, analyzing
and designing electronic circuits, Such elec-
tronic circuits may be found in communications
equipment, computers, electronic instruments
and many other electronic devices. -

For a Diploma in Digital Electronics, the stu-
dent must complete successfully, 1800 hours of
which 1035 hours are laboratory work and 765
are theory.

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

DI'GI'TAL ELECTRONICS PROGRAM

Trimester I
Electronics.Lab/Theoryl ............. 15
DlgltalCn'CUItSI......r.... Cerneaneaes 5

Electronics Mathematics I . e 10

Hours/Week .

35

Trimester 1T N
Electronics Lab/TheoryII....... ORI
Digital CircuitsII ...........ccvvvunns 5
‘Electronics Mathematics IT with

BASIC............ gete i 10

Trimester III

Electronics Lab/TheoryIIl ........... 20
‘DigitaL_Circuits oI ......... Seeaaan, 10
Trimester I V
Electronics Lab/Theory IV ...... T 15
*Digital Circuits IV. . ................ 10
*Electronic Instruments. . . .. .....en.... 5

Supporting Courses

Troubleshooting Techniques. ...... e 4
Technical Physics ......... R 5
TCalcults L. e e 3
‘FORTRAN Programmmg. e nnanes .5
Reading Improvement................ o5
Technical Writing (7Y% weeks).......... .5

*Indicates couvrses to be substituted with option
during Trimesters HT and IV to gam a Commu-
nications Option diploma.

COMMUNICATIONS OPTION
(Main Campus).

The Communications Option provides stu-
dents with Job-entry skills to install, maintain.
and use various types of electronic communica-
tions instruments and equipment. The program
also includes classes in digital electronics to.
enable the student to work with new types of
digital instruments and equipment.

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

To qualify for a Diploma in Communications
Electronics, students must successfully complete
1425 hours in the Digital Electronics Program
and 375 hours in the Communications Option.

Trimester IIT (Option) Hours/Week
Electronics Communicat}ons | G L. 10
Trrm ester IV (Option}
Electronics Communications Mm....outn. 15
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COURSE DESCRIPTIONS
Electronics Lab/Theory 1
This course covers the basic concepts of direct current
electricity, Ohm’s Law, Kirchhoff’s Law, network theo-
rems, meter circuits, magnetism, and an introduetion to
capacitance and inductance. The laboratory supports the
classroom theory. Students also obtain skills in the use of
certain multimeters and hand tools.

Digital Circuits I ;

This course provides an introduction to logic circuit de-
vices and concepts which are applicable to many areas of
the electronics industry, and covers such topics as logic
gates, truth tables and logic simplification, Laboratory
time is provided for students to wire circuits on bread-
boards using actual digital integrated circuits. Analysis
and development of Jarger digital systems are covered in
both theory and lab:'

Electronics Mathematics I

Emphbasis is given to basic and advanced algebra. Com-
mon number bases and basic mathematic operations used
in computers are taught. An introduction to trigonometric
functions and logarithms is covered also. _ '

"

Electronics Lab/Theory II

(Prerequisites: Electronics Lab/Theory I and Elec-
tronics Math Iy The study of basic circuit laws is extended
to alternating current so that students understand the ef-
fects of various circuit elements. Emphasis is placed on in-
ductance, capacitance, transformers, vacuum tubes and
semiconductors. Test equipment such as the oscilloscope,
function generator and multimeter is used in analyzing res-
onant circuits, filters and power supplies.

Digital Circuits II ,

(Prerequisite: Digital Circuits I) Medium scale -inte-
grated circuitry is used to introduce counters, shift regis-
ters, arithmetic circuits, memories, and connections with
analog devices. The essential building blocks of many digi-
tal systems in ‘computers, instruments, clocks, and data
processors are covered. It is recommended that this course
be taken concurrently with Electronics Lab/Theory I1.

Electronics Mpthematics 11 with BASIC

(Prerequisites: Elecironics Lab/Theory. I and Elec-
tronics Math ) This course includes basic trigonometry,
periodic functions, elementary vector analysis, complex
numbers and logarithms. Practical math analysis of more
complicated DC and AC circuits is emphasized. Equivalent
circuit solutions are performed on such circuits as voltage
dividers, diodes, rectifiers, limiters and filters using com-
puter. techniques and procedures. Vacuum operating sys-
tems of a computer are introduced by providing practical
knowledge and experience in the BASIC computer pro-
gramming language.
Electrontcs Lab/Theory IIT '

(Prerequisites: Electronics Lab/Theory 'IT and Elec-
tronics Math II) Transistor theory, circuit analysis and
troubleshooting are studied and applied to waveshaping,
power supplies, amplifiers and -oscillators. Principles of
AM and FM are presented with associated circuits, An ig-

tr?duction to systems includes AM transmitters and re-
ceivers,

-

Digital Circnits 111

(Prerequisite: Digital Circuits I} Corequisite: Electron-
ics Lab/Theory IID This course is an introduction to the
microcomputer. The first part focuses on programming in
machine language. The student learns microcomputer
architecture, CPU block diagrams; BUS structures and
machine cycles, After learning to program the computer,
students are exposed to the hardware that makes up a com-
puter. Topics covered include clock circuitry, BUS drivers,
input and output ports, and memory. Troubleshooting the
different computer componnents is emphasized.

Electronics Lab/Theory IV

(Prerequisite: Electronics Lab/Theory Ifl) This course
teaches theory and practical applications of solid state de-
vices including field effect transistors and thyristors. Anal-

+ ysis and use of voltage regulators, differential and opera-

tional amplifiers, waveshapers and multivibrators are also
studied. Related laboratory exercises, troubleshooting and
component replacement techniques are included.

Digital Circuits IV )

(Prerequisite: Digital Circuits III; Coreguisite: Electron-
ies Lab/Theory 1V) This course provides students with
practical experience in microcomputer interfacing. Topics
include interfacing with keyboards, video monitors, and
serial communication devices. A/D and D/A converters
and electromechanical devices are interfaced with the
microprocessor, Solving malfunctions in both hardware

" and software is stressed. ,

-

Electronic Instruments _ “

(Prerequisite: Electronics Lab/Theory IIT} This course
provides skills in.the calibration, maintenance and repair
of electronic instruments, A working knowledge of func-
tional operations, including circuit theory and calibration
of several laboratory instruments, is a requirement for
completion of this course. Instruments covered include in-
dustrial analog and digital measurement types.

Traoubleshooting Techniques

Students learn systems analysis of various electronic
equipment which will be encountered in the industry. Em-
phasis is on locating problems and using proper methods
for replacing defective components. The course includes
theoretical weork to complement the Iaboratory assign-
ments.

See afso the common supporting course descriptions on
page 47 of the Technologies section.

COMMUNICATIONS OPTION: -

- Elecironics Communications I

{Prereguisites: Electronics Lab/Theory Il and Digital
Cireuits IT) This course provides study and practical analy--
sis' of broadcast communications systems. Inclided are
AM, FM, $SB, radio and television equipment and regula-
tions. Specific equipment may cover receivers, transmitters
and related monitoring or recording devices.. Modern
equipment, including test instruments, and systematic
troubleshooting techniques are used to teach students how
to maintain communications equipment, :

Eleetronics Communications IT -
. (Prerequisite: Electronics Communications Iy Emphasis
is on diagnostic testing and systematic troubleshooting of
complex communications equipment. Topics may include
color television receivers, AM-FM stereo receivers, tape re

corders, two-way radio systems i r
_ 0 and associa i
ing and test instruments, , woriated monitor-
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Instrumentation and Control Technology

4 Trimesters (Main Campus)

The Instrumentation and Control Technology
program provides students with job-entry skills
to troubleshoot and repair automated or process
control equ1pment and instrumentation. Toplcs
covered include digital and analog c1rcu1try,
microprocessors, electronic and pneumatic in-
strumentatjon, and alternate energy systems.

The program meets in a modern laboratory
containing electronic lab benches and test in-
struments, oscilloscopes, signal generators,
power supplies, digital trainers, microproc-
essors, servo trainers, hydraulic-pneumatic and
process control eqmpment and a student shop
area,

To qualify for a diploma, students must com-
plete successfully 1800 hours of class work of
which 122§ are laboratory work and 575 are
theory An Instrumentation and Control Test-
ing Certificate may be requested aftér comple.

tion of all courses required in the first three
trimesters if a student is unable'to complete the
prograni.

All students must pay a personal equipment
fee of 335 at the beginning of the program.

INSTRUMENTATION AND CONTROL
TECHNOLOGY PROGRAM

Trimester ] Hours/Week
Electronics Lab/TheoryI ............ 15
. Technical Mathematics 1 .. .......... .. 10
Digital CircuitsI ............. . a5
Trimester IT
‘Electronics Lab/TheoryIl............. 15
Technical MathematicsI1 ............., 5
Instrumentation and Control...... e 10
Trimester I11 ]
Industrial Electronics III., . ........... 10
Advanced Instrumentation and .
(8157113 () N 10
Hydraulic, Pneumatic, Mechanical
SystemsI.......oon0eninnn e .5
-Semiconductor Principlés and
Applications ..... e e eireenaea 5
Trimester I'V _
Industrial Electronics IV ..:......... .10
Energy Projects Lab . .....vvvnniann, 5
Hydraulic, Pneumatic, Mechanical
SystemsIl .......... Chereeeerrans 5

Digital Circuits IV, ... vveenanes 10

5
Supporting Courses
Technical Physics ...... Creea. e 5
Calculus ........... B .3
BASIC Language Programming . ........ 5
FORTRAN Programming." .......... ..
Reading Improvement................. 5
Technical Writing (7% weeks)........ .

COURSE DESCRIPTIONS

Electronics Lab/Theory I
This course covers basic concepts of direct current elec-
tricity, Ohm’s Law, Kirchoff’s Law, network theorems,
meter circuits, magnetism; capacitance and inductance.
Students also obtain a good working skill i in lhe use of cer- ,
tain multimeters and hand tools.

-

1 - .
Technical Mathematics [ < 3 .
Emphasis is given to algebra in this course. Number sys-
tem cancepis are covered, including bases 10, 8 and 2, and
the hexadecimal system. * '

Digital Circuits I

This course provides ah introduction to logic circuit de-
vices arid concepts which are applicable to many-areas of
the electronics industry, and covers such topics as logic
gates, truth tables and logic simplification. Laboratory . .
time is provided for students to wire ¢ircuits on bread-
boards using actual digital integrated circuits. Analysis
and development of larger digital systéms are covered in
both theory and lab.

Electronics. Lab/Theory I1 !
(Prerequmtes Electronics Lab/Theary Tand Technical |

*Math ) The stidy of basic circuit laws is exterided to alter-

nating current 5o that students understand the effects of
various cf.cuit elements. Inductance, capacitance, trans-
formers, vatuum tubes and semiconductors are intro-
duced, Test equipment such as the oscilloscope, function

" generator and frequency counter are used in analyzing res-

onant circuits, filters and amplifiers,

Technaical Mathematics 11

(Prerequisite: Technical Math-I) This course 1nc1udes i
basic trigonometry, periodic functions, elementary vector
analysis and complex numbers. Students acquire a mathe-
matical basis for understanding observations made in the
study of AC circuits. During the course, circuit problems
are solved using computer languages.

. ’ .
Instrumentation and Control and Advanced Iand C
(Prerequisite: Digital Circuits I) Process contwrol cir-,
cuitry, from basic switch control circuits to digital control
circuits, is covered. AC and DC motors and motor con-
trols are fabricated and demonstrated by the students. '
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Industrial Electronics Il and 1Y

{Prerequisite for Industrial Electronics III; Electronics
Lab/Theory II. Prerequisite for Industrial Electronics IV:
Industrial Electronics 1) These courses cover ali the com-
ponents used to make up industrial contral circnits, Mech-
anical as well as solid state devices ate covered.

Hydraulie, Pneumatic, Mechanical Systems 1and 11
(Corequisite: Industrial Electronics IIT) These courses

cover mechanical, hydraulic and pneumatic components

and systems. The student constructs and verifiés principles

involving these systems in‘the laboratory, ;'
u

%

Semiconductor Principles and Applications
(Prerequisites: Electronics Lab/Theory I, Technical
Math I Semiconductor theory and circuit analyms are
studied and applied to diode waveshaping circuits, transis-
tor amplifiers, latching circnits and opto-electronics cir-
cuits, Students learn proper biasing techniques, thermal ef-
fects and factors affecting amplifier frequency response.

1

4 Trimesters (Main and Montoya Campuses)

The emerging technologies of lasers and
electro-optics requires electronics, digital, laser
and optics training for persons interested in a
career in this rapidly-growing industry. Lasers
and electro-optic devices are.used in a variety of
areas, including construction and excavation,
welding and cutting operations, communica-
tions systems, laboratory testing and measure-
ment, data processing, photography, medicine,
military and space projects, and research and
development.

To earn % diploma, students must complete
successfully 1800 hours of which 900 are labora-
tory work and 900 are related theory.

The program’s facilities include modern class-
rooms and laboratories containing state-of-the-
art lasers, lenses, mirrors and analytical test
equipment.

A $35 personal equipment fee is required of
beginning students.

]
¢

LASER ELECTRO-OPTIC TECHNOLOGY

PROGRAM -

Trimester I ) " Hours/Week
Electronics Lab/TheoryI ........ eve.. 15
Electronics MathematicsI............. 10
Digital Circuits I'. . ...................5§

Energy Projects Lab

(Corequisiter Industrial Elgctronics IV) Students design
and construct projects which involve such topics as solar
tracking, energy conversion instrumentation and auditing,
active and passive energy systems.

Digital Circuits IV

(Prerequisite: Instrumentation and Control) Microcom-
puter architecture, programming and interfacing are em-
phasized in this course. Topics covered are the basic parts
of a microcomputer, machine language programming and
interfacing simple input-ouput devices, keyboards, digital
displays, vidso monitors, cassette recorders, A/D and
D/A converters and electromechanical control devices.
Students use their knowledge and skills of both software
and hardware to solve computer malfunctions.

Fa

See also the common suppamng course descnpnons on
page 47 of the Technologies section.

Laser Electro-Optic Technology

Trimester II .
Electronics Lab/TheoryIl............. 15
Digital Circuits II ... ..ovivieinnenns .5
Mathematics for Lasers.............. S
Introduction to Lasers with Optics ....... 5

Trimester ITT ’

Electronics Lab/Theory IIIL .. ... e 15
Digital Circuits forLaser............... 5
Advanced Laser Systems .. ....c.eueen.. 5
LEQO Components........ e ee e 5

Trimester IV

-Advanced Laser Systems with

Applications .......... eserereana 10
Laser Measurements ......covvvauua.., 5
Op-Amps and Linear Integrated

Circuifs ........... Crrerrrierarans 5
Technical Physics ..«.......... .
BASIC Language Programming ........ .3

L3

Supporting Courses
Semiconductor Principles and
Applications . ......
Calculus ....,




COURSE DESCRIPTIONS :

Electronics Lab/Theory 1

This course covers basic concepts of direct current elec-
tricity, Ohm’s Law, Kirchoff's Law, neiwork theorems,
meter circuits, magnetism, capacitance and inductance.
Students also obtain skills in the use of certain multimeters
and hand tools.

Electronics Mathematics 1
Beginning and advanced algebra are emphasized. Com-
mon number systems found in computers are covered also.

Digital Circnits 1

This course provides an introduction to logic circuit.de--

* vices and concepts applicable to many areas of the elec-
tronics industry, and covers such topics as logic gates,
truth tables and logic simplification. Laboratory time is

provided for students to wire circuits using actual digital.

integrated circuits. Analysis and dévelopment of larger
digital systems are covered in both theory and lab.

Electronics Lab/Theory II

(Prerequisites: Electronics Lab/Theory 1, Electronics
Math I) The study of basic circuit laws is extended to alter-
nating current so that students understand the effects of

various circuit elements. Inductance, capacitance, trans- ~

formers, vacuum tubes and- semiconductors are intro-
duced. Test equipment such as the oscilloscope, function
generator and frequency counter is used in analyzing reso-
nant circuits, filters and amplifiers.

Digital Circuits I1

(Prerequisite: Digital Circuits ) Clocked logic, flip-
flops, counters, shift-registers and digital displays are
demonstrated. The topics covered in this course are essen-

tial building blocks of many digital controlled systems in

computers, digital instrnmentation and ¢locks.

Mathematics for Lasers v

(Prerequisites: all Trimester I courses) This is the study
of trigonometry and its application to lasers, optics and
electronics. ) .
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+r Tntrodoetion fo Lasers with Optics

{Prerequisites: all Trimester I courses) This is the study
of the nature of light, laser operation as applied to the
helium-neon laser, and- laser safety. The use of lenses,
prisms, mirrors and flats is studied from the viewpoint of
geometric optics. The importance of keeping an accurate
lab notebook is stressed.

Electronics Lab/Theory 111

* (Prerequisite: Electronics Lab/Theory Iy Principles of
AM, FM and SSB communication are presented and re-
lated circuits studied and analyzed. Topics include power
supplies, amplifiers, oscillators, transmitters, receivers,
and high frequency transmission line theory with support-
ing lab work.

Digital Circuits for Laser

(Prerequisites: all Trimester Il courses) Thisis 2 continu-
ation of Digital Circuits II. A system of digital circuits is
studied using a microcomputer which is based upon the
8080A microprocessor. Interfacing and programming are
studied.

Advanced Laser Systems '

(Prerequisites: all Trimester II courses) Wave propaga-
tion is examined in terms of interference, diffraction, and
polarization. Also studied are solid state, molecular gas,
jon gas, and semi-conductor lasers. Laboratory experi-
ments stressing safety, accuracy, and technical writing
skills are performed., .

LEQ Components . .
(Prerequisites: all Trimester II courses) Physical optics
are used to illustrate the operation and compare the per- '
formances of windows, prisms, lenses, filters, gratings,

polarizers and frequency doublers.

Advanced Laser Systems with Applications

(Prerequisites: all Trimester Il courses) Students per-
form experiments using fiber optics, A-O Q switch, dye
cell, spectrum analyzer and A-O modulator. Electronic in-
struments are studied for correct usage of application. Stu-
dents are required to write a technical paper on a topic in
the Laser Electro-Optic field.

Laser Measurements

(Prerequisites: all Trimester Il courses) Detection of
radiation is studied. Various devices such as calotimeters,
photo-multiplier tubes, semiconductor diodes, and pyro-
electric detectors are studied for appropriate use as well as
performance. Interferometric measurements are also stud-
ied with supporting laboratory work. .

Op-Amps and Linear Integrated Circuits

(Prerequisites: all Trimester 1lI courses) Linear inte-
grated circuits are studied with emphasis on applications in
instrumentation, signal generation active filters and con-
trol circuits. S

Semiconducior Principles and Applications *
(Prerequisites: Electronics Lab/Theory 11, Electronics
Math 1D Semiconductor theory and circuit analysis are
studied and applied to diode waveshaping circuits, transis-
tor amplifiers, latching circuits and opto-electronics cir-
cuits. Students learn proper biasing techniques, thermal f-
fects and factors affecting amplifier frequency response.

See also the common supporting course descriptions on
page 47 of the Techrologies section.
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TRADES DEPARTMENT

1

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 Montoya Campus, Admissions in-
formation is available at either campus.

Most Trades programs accept new;students at
the beginning of each trimester. :

Entrance requirements shared by all 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.

All students must wear approved 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 preadmissions tests to
be admitted to the program.

Students in the Trades must furnish their own
shop clothes appropriate for the program.

.

1

SPECIFIC ENTRANCE REQUIREMENTS

All Trades programs have in common two en-
trance requirements. They are that the applicant
must make an acceptable score on mathematics
and reading tests, and must be able to lift mate-
rials and equipment weighing 50.pounds.

Some programs have additional require-
ments. They are: . '

AIR CONDITIONING, HEATING AND REFRIG-
ERATION: Must be free of chronic respiratory diseases
and allergies to sheet metal fluxes and metals, and have
normal color vision,

- .AUTC COLLISION REPAIR: Must be free of chronic
respiratory diseases and have normal color vision.

AUTOMOTIVE TUNE-UP MECHANIC: Must be free
of chronic respiratory diseases and allergies to automotive
fuels and solvents; and have normal color vision.

CARPENTRY: Must be free of chronic wood or wood
product allergics,

COMMERCIAL PRINTING: Must be free of chronic
allergies to lubricants, solvents, inks and photographic
chemicals; and must have normal color vision, '

CULINARY ARTS: Must be-free of chronic allergies to
detergents and soap, Health Requirement: To enroll in this
field is it necessary to present a certificate to T-VI stating
that the student is free from tuberculosis in a transmissible
form, The certificate must be obtainéd and signed by a li-
censed physician no more than 90 calendar days before the
start of classes. .

DIESEL MECHANICS: Must be free of chronic respir-
atory diseases and allergies to diesel fuels and solvents,

ELECTRICAL TRADES: Must have normal color
vision.

INDUSTRIAL ELECTRICITY: Must have normal
color vision.

MACHINE TRADES: Must be free of chronic respira-
tory diseases and allergies to oils, solvents and cutting
fluids; must be able to stand on concrete floors for long
periods of time; and must have depth perception correct-
ablein both eves. _

‘PLUMBING: Must be free of chronic respiratory dis-
eases and allergies to plumbing fluxes, oils, glues and plas-
tic compounds.

WELDING: Must be free of chronic respiratory diseases |
and have depth perception correctable in both eyes,
da&*i;'E T}; NOTE: Students are advised that it can be

NEerous (o wear contact lenses in any g :
are_fmnesfrqm chemicals, sotvents and ;as:f (::i;e;: ;f:;_f
where electrical flash may *be present. These students

should plan to wear ye
. gular eyeplasses, ray 2
tacts, in classes where such hazards exist her thon con-



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.
Students may apply for this option 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 coopera-
ting employer and the T-VI instructional staff.
Before beginning a supervised work experience,
the student must have the approval of the in-
structor, counselor, department chairman and
the Associate Director of Student Services.

The supervised work experience option does

not qualify students for Veterans Administra-
tion benefits.

EVENING DIVISION COURSE
SUBSTITUTIONS

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

The. Evening Division courses listed below
may be substituted for the course of the same
title in the day program:

Automotive Air Conditioning

Blueprint Reading for Construction Trades

Construction Estimating

Plumbing Theory [

Plumbing Theory II

Electrical Trades Theory I

Electrical Trades Theory II

Trades Mathematics

COMMUNICATIONS LINE SKILLS

In cooperation with related industries, T-VI
offers three communications line skills training
programs on Saturdays at the Trades Depart-
" ment. Each of the three units-—cable splicing,
pole climbing, and residential telephone instal-
lation—meets for 15 Saturdays.

Information about the Communications Line
Skills program is found under the Evening Divi-
sion Skill Improvement courses at the back of

this catalog.

-
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OPTIONAL SUPPORTING COURSES
OPEN TO ALL T-¥I STUDENTS

At least 12 students must sign up for a course
and instruction space must be available before it
can be offered. As a result, not all courses are
offered each trimester. Most are offered only at
the Main Campus. '

Hours/ Week

Course Title
Energy Management/Solar
Applications ..........cvuu.. R |
Industrial and Occupational
Safety ....... e e v et e e e 5
- Transportation Electronics ............. 5
Welding Skills Improvement®* . .......... 5

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

COURSE DESCRIPTIONS

Energy Management/Solar Applications

This combination theory and lab practice course is for
students interested in the management of a residential en-
ergy package. Instruction is provided on how life-styles,
design and orientation conserve natural resources. Empha-
sis is on the selection, instalation, maintenance and repair
of solar equipment as they relate to heating water and air.

Industrial and Occupational Safety

This course incjudes training in the Red Cross Multi-
media System and cardiopulmonary resuscitation, for
which Red Cross Certification is issued upon successful
completion. Also covered are local life safety and national
QOccupational Safety Requirements applied to the construc-
tion field. "

“Transportation Electronics
This combination lab and theory course provides an in-

* troduction to the principles and operation of electronic
" devices found in modern cars and other ‘transportation

equipment. Students learn the basic components of various
electronic systems. Fusing and voltage requirements are
covered. -
Welding Skills Improvement

This laboratory practice class includes safety practices,

.general fools 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.
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Air Conditioning, Heating and Refrigeration

3 Trimesters (Main Campus)

The Air Conditioning, Heating and Refriget-
ation program prepares students for successful
entry into the installation, maintenance, and
service field. With on-the-job experience and
brand-oriented training, the gradufte of this
program should be able to advaite quickly
from the position of journeyman’s a$sistant for
installation of equipment to complete residen-
tial and light commercial projects. ‘

Included are the. installation of mechanical
equipment, ductwork, and electrical controls;
servicing various air conditioning, heating and
refrigeration components; troubleshooting sys-
tems; and performing required preventive main-
tenance. o ’

The program is housed in three working labs:
the basic Air Conditioning, Heating and Refrig-
eration Lab; the Sheet Metal Lab; and the Resi-
dential and Commercial Air Conditioning,
Heating and Refrigeration Lab.

The student spends half of the first trimester
in the basic lab learning the principles of
mechanical refrigeration and half in the sheet
metal lab learning to use metal-forming hand
and power tools. ’

During the second trimester, the student is in-
troduced to increasingly complex control cir-
cuitry.and domestic heating and cooling equip-
ment.

The third trimester includes transport refrig-
eration, servicing of commercial freezers and ice
makers, and system design of air distribution
duct systems. .

To earn a diploma, a student must complete
successfully a total of 1387 hours of which 712
are laboratory work and 675 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 be-

fore entering the first trimester and 370 before

each additional trimester, totaling $230,
L

NV

AIR CONDITIONING, HEATING AND

REFRIGERATION PROGRAM
Trimester I Hours/Week
Air Conditioning, Heating and
Refrigeration Lab I (7% weeks)....... 15
Air Conditioning, Heating and
Refrigeration Theory 1 (752 weeks) ..... 5
Control Circuitry I (72 weeks) .. ........ 5
Sheet Metal Applications Lab
(FVaweeks) .....ocvvinnans varenes 20
Sheet Metal Applications Theory
(7aweeks) v nneiimecaanns veresd
Air Conditioning, Heating an
Refrigeration Mathematics I‘ v eeesans 5
Trimester IT
Air Conditioning, Heating and
RefrigerationLabIl.............. .. 15
Air Conditioning, Heating and
RefrigerationTheory [I.............. 5
. Air Conditioning, Heating and ,
Refrigeration Mathematics I1. . . . . - |
Control Circuitry II. . /... veteas .
Trimester I1I
Air Conditioning, Heating and
RefrigerationLab III....... eeaans .. 15
Air Conditioning, Heating and )
Refrigeration TheoryIII ............. 5
Control CircniteyIIT . . ..o it vn e 5
Systems Design - . ......... Ciesananns .5
-Supporting Courses '

See page 61 at the beginning of the Trades
section.

COURSE DESCRIPTIONS

Air Conditioning, Heating nnd Refrigeration
Lab/Theory1

Beginning students learn shop safety; basic tools and
equipment; applicable laws of physics and chemistry, elec-
trical circuits; electric meters; test and measuring equip-
ment; and installation, maintenance and service knowledge
for the mechanical refrigeration cycle and components.

Shleet Meial Applications Lab/Theory
nstruction is provided in sh
formed with hand, bench, cuttin “and o s pe-
care of toals and equipment; use
straight pattern development;
dential ventilating,
metal systems,

[}

g and layout tools; safety;
of materials and supplies;
Y and the fabrication of resj-
ar conditioning and heating sheet




Control Circaitry I

This course is designed to lay the groundwork of knowl-
edge required in diagnosis and service of refrigeration
equipment with emphasis on the function and understand-
ing of electrical control circuitry. Included are symbols,
terminology, application of Ohm’s Law, and introduction
to wiring diagrams and line schematics.

Air Conditioning, Heating and Refrigeration
Mathematics T

This course reviews basic arithmetic, percentage, powers
and roots as applied to the air conditioning, heating and
refrigeration field. Students are taught alpebra as applied
to DC electricity, and geometry as applied to sheet metal,

Air Conditioning, Heating and Refrigeration Lab/
Theory I1

(Prerequisites: Trimester I ACHR and Sheet Metel Lab
and Theory courses, or equivalént) Instruction is in the in-
stallation, maintenance and service of residential air condi-
tioning, heating and refrigeration systerns, Emphasized are
heat pumps, electrical controls and problems, gas-electric
packages, electric heat, compressors, condensers, pressure-
reducing devices, load and heat transfer calculations, use
of temperature-humidity charts, and safety code for mech-
nical refrigeration. Principles of air distribution are cov-
ered also.

Air Conditioning, Heating and Refrigeration
Mathematics I1

. (Prereguisite: Air Conditioning, Heating and Refrigera-
tion Maih I, or equivalens) Students will cover elements of
'algebira and trigonometry as applied to the industry.
Control Circuitry 1L ‘

(Prereguisite: Control Circuitry I or equivalent) This

course includes the design, installation.and troubleshoot-
ing of air conditioning, heating and refrigeration control
circuits, Control theory, terminology and symbols are cov-
ered. Imstructional emphasis is an electrical control de-
vices. Also included are the reading and development of

* wiring diagrams and line schematics,

. r
Air Conditioning, Heating and Refrigeration Lab/
Theory III

{(Prereqitisites: Trimester II Lab end Theory or equiva-
lent) The installation, maintenance and service of commer-
cial air conditioning, heating and various refrigeration sys-
tems (including transport refrigeration) are covered, plus
multizone heating/cooling, chilled waters and hot water
systems including piping designs. Job responsibilities,
employer-employee relationships, and customer relations
are reviewed.

Control Circuitry 111

(Prerequisite: Controf Circuitry IT or equivaient) More
advanced control theory and terminoclogy are covered, as
well as review of prior subjects. Instructional emphasis is
on electrical, pneumatic and solid state circuitry as.well as
electronic and electric control devices, their installation
and service. !

Systems Design _
(Prerequisites: Basic Sheet Metal Applications Lab and
Theory, and Air Conditioning, Heating and Refrigeration

' [ Lab and Theory) This course includes the study of the de-
sign, layout and application of air distribution duct sys-
terns for air conditioning. Emphasis is on basic principles
.of physics as related to human comfort and the thermody-

namics of air flow.
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Auto Service
1 Trimester (Main Campus)

Persons who want to learn a skill quickly and
find a job as soon as possible should consider
this program, which is open-exit with not more
than eight weeks of direct classroom/laboratory
instruction.

It is a course to prepare persons for entrance
into the service station field. It is also a good
place to begin for students who want to explore
the automotive field as a possible career,

Occupational skills are taught in basic auto-
motive servicing, terminology, and job rela-
tions. Students who have made satisfactory
progress in the _eight-week component are
selected for placement as trainees in service sta-
tions under the supervision of the instructor.

The 15-week program provides up to 160
hours of classroom/laboratory instruction, and
not lIess than 140 hours of paid, supervised work
experience. |

Students who complete the course receive a
proficiency certificate.

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

AUTO SERVICE PROGRAM

Trimester I Hours/Week
Auto Service Lab (8 weeks) ............15
Auto Service Theory (8 weeks). ..........5
Supervised Work Experience ........10-20

COURSE DESCRIPTIONS

Auto Service Lab/Theory

This laboratory practice course teaches shop safety,
trade ethics, work habits; job orientation, chassis con-
struction and hand and power tool operation; servicing
procedures for belts, lubricants, filters, coolants, and bat-
teries; changing tires, head lights, lamps, alternators,
starters, windshield wipers, water pumps, fuel pumps, and
shock absorbers; and balancing tires., )

Theory includes funadamental information on vehicle
nomenclature; service intervals; lubrication specifications, -
grades, and applications; coolant types; and basic auto-
motive electrical systems,

Supervised Work Experience

Students work a minimum of 140 hours in training-
related, teacher-approved work stations. The studeni
trainee is paid by the cooperating employer and is super-
vised jointly by T-V1 and the cooperating employer. When
it is impossible to place all students in work stations be-
cause of local employment requirements, an equivalent ac-
tivity will be conducted on campus.
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Automotive Collision Repair
2 Trimesters (Main Campus) "

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

The-second trimester includes advanced metal
and painting. The metal worker does more com-
plex removal and replacement of panels and
front-end sections, and medium 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.

To earn a diploma, a student must complete
successfully 825 hours of which 675 are labora-
tory work and 150 are related theory.

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

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

AUTOMOTIVE COLLISION REPAIR

PROGRAM
Trimester ! Hours/Week
Auto Collision Repair LabI ....... ver.20
Auto Collision Repair TheoryI.......... 3
Welding. ...ovveveanans s e ceeerd
Auto Collision Repair Mathematics, ......2
Trimester IT . .
Auto Collision Repair LabIl.......... .20
Auto Collision Repair TheoryII'....... .

Supporting Courses ,
See page 61 at the beginning of the Trades
section,

b '

COURSE DESCRIPTIONS

Automotive Collision Repair Lab/Theory 1 ,
The laboratary practice teaches shop safety, chassis con- |
struction, hand and power tool operation, minor fender
and body section repairing, basic body pulis, trim and
hardware replacement, preparing for painting and basic
painting processes. .
Theory includes body and chassis nomenclature, metal

“alloy characteristics, uses of grinders and abrasives, metal-

working techniques, metal finishing with lead and rein-
forced plastic, and basic painting procedures. Emphasis is
on welding 20 gauge steel to prepare students for body re-
pair work,

Welding

This laboratory practice class covers safety, general
toals and equipment, sources of heat, operational proce-
dures, metals and their properties, and applications of oxy-
acetylene welding.

4

Auto Collision Repair Mathematics

This course reviews basic arithmetic operations includ-
ing surface measurements and direct measurements, ratio
and proportion, and percentage. Rules and formulas, vol-
ume, basic crash book estimating, work orders, flat rate
costs and the metric system are covered thoroughly.
Automotive Collision Repalr Lab/Theory II

(Prerequisites: Auto Collision Repair Lab and Theory 1
or equivalent) The laboratory practice covers body section
replacement and alignment, interior trim removal and re-

' placement, spray painting procedures and procgsses, sur-

face buffing and polishing, body pulls and basic unitized
body alignment. All students are taught correct methods
for welding plastic and thin aluminum.

_ During the theory section, students learn frame and unit-
:zr:q body _alignment. Body straightening on panels and
sections, gh]:! replacement, accessory removal and replace-
ment, finishing procedures and processes, and advanced
estimating are covered. Instrurction also is provided in th
basic prmclples_ of electricity; schematic reading, seri :
paraliel and series-parallel circuits; alternating an;l dir::t’

current; and basic automotive i
A d electri i
motive collision repair areas, el Systems in auto-

4



Automotive Tune-Up
Mechanic

2 Trimesters (Main Campus)

The Automotive Tune-up Mechanic program
provides students with the technical knowledge
and occupational skills needed to enter the auto-
motive service industry as a tune-up specialist. -

The program is housed in two labs—one
static and one live work—specifically designed
for automotive tune-up. The static lab is equip-
ped with a variety of operable automotive en-
gines equipped with current ignition system and
emission control devices. Students are given
hands-on experience with ignition, starting,
vacuum, and wiring harness systems; various
console and hand-held electronic devices for an-
alyzing. starting systems; electrical and elec-
tronic systems; and emission control systems.

In the first trimester, instruction includes
principles ‘of operation of spark ignition

-engines, starting and charging systems, mech-
anical point ignition systems, wiring harness
components and related schematics, vacuum
systems, and electronic ignition systems. Em-
phasis is on learning diagnostic skills. Most of
the training is related to late model automobiles.

In the second trimester, emphasis shifts to de-
tailed study of manufacturers’ systems on auto-
mobiles currently popular in this country, in-
cluding mechanical and electronic fuel injection

.systems. .

To earn a diploma as an Automotive Tune-up
Mechanic, a student must complete successfully

750 hours, of which 450. are laboratory work

and 300 are related theory.

Automotive Tune-up Mechanic students must -

pay an equipment fee of $100 before entering
the first trimester, and another $80 for the sec-
ond trimester, totaling $180.
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AUTOMOTIVE TUNE-UP

MECHANIC PROGRAM
TrimesterI Hours/Week
Electrical Systems and Tune-upLab ..... 15

Electrical Systems and Tune-up Theory....5
Auto Mathematics, Measurements,

and Schematics ............ SR 5
Trimestet Il .
Advanced Tune-up Lab..... ceerrraaans 15
Advanced Tune-up Theory ............. 5
Transportation Electronics .. ........... 5
Supporting Courses
Automotive Air Conditioning .........., 5

Also see page 61 at the beginning of the Trades
section.

COURSE DESCRIPTIONS

Electrical Systems and Tune-up Lab/Theory

Instruction covers shop safety, tools and equipment;
principles of operation of the spark ignition engine; start-
ing and charging systems principles, operation, and
troubleshooting; mechanical point and common carbu-
retor clectrical and fuel systems; wiring harness component
troubleshooting and repairs; vacuum control components;
and principles ‘of electronic ignition, advanced fuel deliv-
ery, and emission control systems.

Advanced Tune-up Lab/Theory,

{(Prerequisites: Electrical Syftems and Tune-up Lab/
Theory) Review of principles of systems; study, diagnosis
and repair of popular manufacturers’ engines, and mech-
anical and electronic fuel injection systems.

Automotive Malhen'!mllcs, Measurements and Schemalics

This course reviews basic mathematics and teaches use
of measuring equipment required for automotive tune-ups.
Wiring and vacuum schematics are studied as they relate to
the tune-up process. Metrics and thread identification are
included also.

Transporiation Electronics

This combination lab and theory course provides an in-
troduction to the principles and operation of electronic de-
vices found in modern automobiles and other transporta-
tion equipment. Students learn the basic components of
various electronic systems. Fusing and voltage require-
ments are covered also,

Automotive Air Conditioning
Safety, diagnosis, repair and service of current models
of gutomotive air conditioning are covered in this theory

and demonstration class.
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Carpentry

+ 2 Trimesters (Main Campus)

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

Carpentry meets in a lab specifically designed
for carpentry and in an outside live work area.
The well-equipped lab includes drill presses,
band saws, doweling machine, table saws, a sur-
facer and other 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 on
light commercial work, maintenance and re-
modeling along with instruction on interior fin-
ish, finish carpentry, basic construction and in-
stallation of cabinets, millwork and estimating.

To earn a diploma, a student must complete
successfully 825 hours of which 450 are labora-
tory 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 'for the.second trimester,
totaling $170. They must also provide their own
carpenter’s overalls or nail apron.

CARPENTRY PROGRAM
Trimester 1 Hours/Week
CarpentryLabl.......... ... .0 .. 15
CarpentryTheoryI.......c i 5
Carpentry MathematicsI............... 5
Blueprint ReadingI................... 5
Trimester II
CarpentryLabIl.................... 15
Carpentry TheoryIl ........c0..oo0..u 5
Blueprint Reading/MathematicsII . ...... 5

Supporting Courses
See page 61 at the beginning of the Trades
section. -

COURSE DESCRIPTIONS

Carpentry Lab and Theory I

This combined theory and laboratory practice class pro-
vides instruction in hand and power tools, site layout and
foundations, rough framing, roof framing, structural shell
basics, stair construction, exterior finish and safety.

Carpentry Mathematies 1

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

Blueprint Reading
This course offers basic instruction in sketching, reading

working drawings, blueprints and'specifications for resi-
dential and light commercial work.

Carpeniry Lab snd Theory II

(Prerequisites: Carpentry Lab and Theory I or equiva-
lent) This courseis a continuation of Carpentry Lab/Theory
I, with the addition of finish carpentry, basic construction
and installation of cabinets and millwork. Maintenance,
remodeling, concrete finishing and light commercial con-
struction are emphasized. Sources of employment, proper
completion of applications, the résumé, letter of applica-
tion, interviews, job responsibilities, payroll and benefits,
and employee and customer relations are also covered.

Bll(u;prlm Reading/Mathematics IT

rerequisites: Blueprint Reading I and Math I o, j-
valent) Th{s course includes an introductory study o; g?li‘;
print applications to residential homes, multiple family




Commercial Printing

2 Trimesters (Montoya Campus) -

This program teaches entry-level skills for
jobs in the offset printing industry or in-plant
print/duplication shops. Instructional units are.
assigned on an individual basns 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 lab contains process: cameras,
electrostatic master makers, platemakers, line-
up and finishing tables, paper cutters, offset
duplicators and presses, headliners, bindery
machines, typesetting machines and other
equipment used in the industry.

To earn a diploma, a student must complete
successfully 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 a per-
sonal equipment fee of $30 before entering the
first trimester.

[}

COMMERCIAL PRINTING PROGRAM |

Trimester I Hours/Week
Commercial Printing TheoryI........ ve:S
Commercial Printing LabI ........ w20

Layout and Planning. :......... SRR 5

Trimester It N

Commercial Printing TheoryIl.......... 5
Commercial Printing LabIl ........... 20
COURSE DESCRIPTIONS

Commercial Printing Lab and Theory I

. This combined laboratory and related theory course
covers safety of tools, equipment, solvents and chemicals;
use of tools and equipment; proportional design; composi-
tion, layout and pasteup; proofs, proofreading and correc-
tions; basic photo typesetting; press type composition;
papers and inks; basic set-up and operation of duplication

‘and offset presses; bindery processes; and quality control.

Layout and Plznning

This combined laboratory and related theary course pro-'
vides instruction in proportional design; composition, lay-
out'and paste-up; cost estimating and job planning.

Commercisl Printing Lab and Theory 11

(Prerequisites: Trimester [ Lab and Theory or
equivalent) Students ate exposed to more complex opera-
tions and set-ups on the various machines. Emphasis is on
product quality control; preventive and routine mainte-
nance and adjustments of equipment; collating and bind-
ing; advanced process camera and darkroom equipment;
special copy and film developing; halftones and multi¢olor
printing; processing of offset plates; offset systems and de--

signs; system controls; troubleshooting techniques; cost es-

timating and legal considerations; film proofing systems;
surface plates, light filters; and stripping. Specialization is
encouraged in the final stages of training through actual
production jobs.

Sources of employmem proper completion of applica-
tions, the rﬁumé letter of application, interview, job re-
SpOﬂSlbllltleS, payroll and benefits, and employee and cus-
tomer relations are covered also.
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Culinary Arts

Baking
2 Trimesters (Main Campus)

This food service spegialty prepares persons
for jobs as bakers in restaurants, bake shops,
bakeries- and institutional kitchens such as
schools or hospitals. Persons entering this field
should be early-risers since most baking begins
early in the morning.

Baking meets in a lab equipped with ovens,
display cases, commercial mixers, doughnut
machines, dough dividers, refrigerated display
cases, proofing cabinets, and dough sheeters.
The program’s products are sold in the T-VI stu-
dent lounge on a regular basis.

To earn a diploma, a student must complete
successfully 825 hours of which 600 are labora-
tory work and 225 are related theory.

Students may leave the program 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 before entering Trimester I and $25 for
Trimester II, totaling $110.

BAKING PROGRAM

Trimester I, Hours/Week
Baking 7.3 SO eeaas 20
Baking Theory and Merchandlsmg Io..... 5
Food Service Mathematics. .. ........... 5

Trimester 11
BakingLablIl ........c . ciunrsennn 20
Baking Theory and MerchandisingII .. ... 5

4

COURSE DESCRIPTIONS

Baking Lab/Theory and Merchandising I

Students learn the fundamentals of production, process-
ing and mixing of various ingredients used in bread and
rolls, sweet yeast dough products and spécialties, biscuits
and muffins, doughnuts and crullers, pies and pastries,
cakes and cake specialties, and cookies. Also included are
care and use of equipment, bakery sanitation, proper stor-
age of ingredients, experiments with baking formulas,
chemical leavening agents, and baking ingredients and
their properties.

- Basic storeroom procedures, record keeping and produt.t

merchandnsmg are included in the merchandising portion-
of theclass, -

Food Service Mathematics
Basic arithmetic, culinary arts business principles and

salesmanship are covered. Students also learn to use cash
registers.

Baking Lab/Theory and Merchandising IT

(Prerequisites: Baking Lab/Theory and Merchandising
I) This course continues the principles of Baking I with em-
phasis on baking chemistry and advanced production pro-
cedires. More study of international pastries and desserts
is provided and cake decorating is covered. Supervisory
management principles are incorporated and merchandis-
ing responsibility is delegated, with-actual shop procedures
being followed. .

Quantity Food Preparation
2 Trimesters (Main Campus)

Quantity Food Preparation emphasizes nutri-
tional food preparation leading to entry into
one of the fastest growing industries, as a saute
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 registers. More than 250
meals are served on most school days.

To earn a diploma, a student must complete
successfully 825 hours of which 600 are labora-
tory 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 Préparation students must pay
an equipment fee of $85 before entering the first

" trimester and another $70 for the. second trimes--

ter, totaling $155.

QUANTITY FOOD PREPARATION

PROGRAM -

Trimester I Hours/ Week
Saute Cook Labl............ e 20
Saute Cook TheoryI. ... Cr e 5
Food Service Mathematics, ............ .5

Trimester IT
Dinner Cook LabIl................. 20
Dinner Cook TheoryIl .. ... Creeeeas .5



COURSE DESCRIPTIONS

Saute Cock LabI

This laboratory class teaches the different methods of
preparing meats, vegetables, soups, sauces and thickening
agents, sandwiches, salads and breakfast foods. Emphasis
is on food costs, nutrifion, personal hygiene and sanita-
tion, safety,’tobls and stationary equipment, and basic
cashiering. .

-

Saute Cook Theory 1 .
Instruction is provided in. preparation of sauteed dishes
and cuts of meat, mixing, breading, color and appearance
of food, néatness of serving, cooking methods and tech-
niques, speed and efficiency, and cleanliness, Saute frying,
broiling of sea foods and methods of serving along with ex-’

perience in stocking and operating a cafeteria serving line -

are included.

Food Service Mathematies :
Basic arithmetic and culinary arts applications are cov-’
ered thoroughly. Students also learn to use cash registers,

Dinner Cook LabIl © ' .

(Prerequisites: Saute Cook Lab and Theory I ar equiva-
fent) This laboratory class inciudes cooking methods dnd
techniques, herbs and spices, salads and salad dressings,
following recipe instructions, calculation of cost and pan-
try work. Students perform duties as working chef, with
Trimester I students acting as assistant chefs.

Dihner Cook Theory IT

(Prerequisites: Saute Cook Lab and Theory I or equiva-
lent) Instruction supports the work accomplished in the
dinner cook lab. Emphasis is on various types of stews,
fricassees, garnishes, sauces, pravies and stocks. This
course also covers roasting meats; use of leftovér meats
and meat trimmings, and storage of foods.. ’

- CULINARY
APPRENTICESHIP PROGRAM

A Culinary Apprenticeship program is of-
fered on the Main Campus for persons who-are
currently employed full-time in the cooking in-
dustry. ' '

The apprenticeship classes meet each Tﬁesday
from 3:30 to 7:15 p.m., and the length of the
prograim for each student is three years.

Information about the Culinary Appreniice-
ship program is found under the Evening Divi-

sion Skill Improvement courses at the back of .

this catalog.

= e
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Diesel Mechanics

" 4 Trimesters (Main Campus) K

This program prepares students to work'on a
variety of diesel-powered .equipment used in the
trucking, heavy equipment, and mining indus-
tries. Emphasis of the program is on truck-type
adaptations. : . ) ]

The program meets in five working labs de-
signed for diesel mechanics activities. In the
labs, students are introduced to a variety of the

. most widely-u§ed makes of diesel engines, elec-

trical and .hydraulic test equipment, dynamo-
meters, mobile refrigeration equipment, diesel
generators, drive train components, fuel injec-
tion test and calibration devices, and related -
equipment. -

In the first trimester, students learn basic en-
gine block design; component parts -disassem-

bly, inspection, and reassembly; diesel engine

accessories; introduction to diagnosis’ and
troubleshooting; and injection system compo-
nent replacement.

The remaining trimesters are optional in se-
quence.. A student may take Engine Overhaul;
Drive Train/Fuel Injection; and Electrical,
Hydraulics and Air Conditioning trimesters in

order of preference, depending on space avail-

ability. N

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

To earn a diploma, a student must complete
successfully 1800 hours, of which 1050 are lab-
oratory work and 750 are related theory. _

Diesel Mechanics students must pay an equip-*
ment fee of $100 before entering the first tri-
mester, $100 for the Drive Train/Fuel Injection
trimester, and $80 for each of the other two tri-
mesters, totaling $360. They must also provide
their own industrial safety glasses or goggles.
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DIESEL MECHANICS PROGRAM

Trimester I Hours/Week
Diesel Engine Principles and
AccessoriesLab.,...... ... oo eainen 15
Diesel Engine Principles and e
Accessories Theory . /. ..vvevinenansd
Interpreting Drawings/Precision
Measurement........ e wesd
Diesel Mathematics . ..« - ..ovvnvniaenes 5
Engine Overhaul Trimester .
Diesel Engine OverhaulLab ........... 20
Diesel Engine Overhaul Theory.......... 5
‘Troubleshooting ........--coiivuiunnn 5
Drive Train/Fuel Injection
Trimester
Transmission, Final Drive, Clutch,
Brake and Steering L Lab
(J0weeks) vvvrir v s i et 15

Transmission, Final Drive, Clutch,
Brake and Steering Theory

(10weeks) ....vvvininiriain 5
Diesel Fuel Injection Lab ($ weeks) ... ... 15
Diesel Fuel Injection Theory (5 weeks). . .. . 5

.OxyacetyleneWelding .. ............... 5
Basic Tool Application ..........%..... 5

Electrical, Hydraulics and
Air Conditioning Trimester
Electrical and Hydraulics

SystemsLab........... ... ..., 16
Electrical and Hydrautics

Systems Theory ......... e 5

Air Conditioning and Transport
RefrigerationLab ..........cv0uvn. 4
*Diesel Mathematics, Physics, )
and Electronics . ........ccoevviannn 5

Supporting Courses

See page 61 at the beginning of the Trades
section. -

*Required for diploma and may be taken at any
level.

COURSE DESCRIPTIONS

Diesel Engine Principles and Accessories Lab/Theory

This course covers diesel shop safety and basic tools and
equipment used by the diesel mechanic. Emphasis is on
two- and four-stroke diesel engines, including basic engine
cylinder block assembly design, component parts, disas-
sembly, inspection and reassembly; fits, tolerances and ser-
vice specifications; lubricating, cooling, air intake and fuel
systems; povernor contral design; and diagnosis and
troubleshooting. Basic procedures for identifying and re-
placing defective electrical and fuel injection components
without a major teardown are included.

Interpreting Drawings

Basic instruction in reading and interpreting machine
drawings and welding instructions is offered in this course.
‘Emphasis is on symbols, abbreviations, and terminology
which a.mechanic or welder must recognize to identify
parts, complete welding projects, or develop drawings in
support of failure reports; includes orthographic drawings
and isometric projections.,

Precision Measurement

Precision measuring tools™used in industry are taught
with emphasis on obtaining accurate readmgs to 1/1000
inch. Students practice extensively, measuring standard en-
gine parts with vernier and digital micrometers. Metric
measurements are taken, and a variety of other precision
measuring tools are infroduced. Combining speed with ac-

. curacy is emphasized.

Diesel Mathematics -

This course, directly related to Diesel Engine Principles
and Accessories Lab/Theory, reviews basic arithmetic op-
erations.. Included . are fractions and decimals, ratios and
proportions, use of related formulas, graphs, gear calcula-
tions and metrics. Time is spent calculating engme run-in
schedules for most common makes of dicsel engines.

Diesel Engine Overhaul Lab/Theory
- (Prerequisites: Trimester 1 Lab and Theory or
equivalent) This combined laboratory and theery course
deals with diagnosis and repair of diesel engine failures
. and reduced operatmnal capabilities. Damaged bearings,
rings, and other engine parts are studied to determine
cause. Water pumps, oil pumps and other components are
rebuilt. Extensive testing using engine dynamometers is
performed.

Troubleshooting

Students spend most of their classroom time practicing
an analyucal approach to the isolation and diagnosis' of
problems in lubrication, cooling, air induction, exhaust,
fuel starting and drive train systems. Some live trouble-
shooting problems aré presented. Students are required to
develop some of their own diagnostic charts.

Transmission, Final Drive, Clutch, Brake and
Steering Lab/Theory

(Prerequisites: Trimester I Lab and Theory or
equivalent) This class covers the service and repair of drive
train components to the rear of the transmission, plus
steering systems. Students also learn to repair manual
transmissions and to perform standardized tests on auto-
matic transmissions. Preventive maintenance programs are
emphasized.

Diesel Fuel Infection Lab/Theory
(Prerequisites: Trimester I Lab and Theory or
eguivaleny) Instruction is provided in fuel-system. design,
construction, operating principles and servicing proce-
dures; distributor-type and multiplunger fuel systems; in-
jectors and governors; and troubleshooting and analysis
- sequence procedures.

Oxyacetylene Welding

This laboratory class-includes safety practices, general
tools and equipment, sources of heat, operational proce-
dures, metals and their properties, and applications of oxy-
acetylene and arc welding to diesel repairs.



Basic Tool Application

This combined laboratory and theory cuurse provides
instruction in shop safety; basic benchwork; precision
measuring instruments; and basic operations on the drill
press, lathe and band saw. The fundamentals of machining
and benchwork operations on bushings, bearings, gear
shifts, drilling and reaming holes in diesel engine blocks,
transmission final drive housings, and accessories are cov-
ered thoroighly,

Electrical and Hydraulics Systems Lab/Theary

(Prerequisites: , Trimester [ Lab and Theory or
. equivalent) This course covers basic and advanced diesel
electricity, electrical circuits and components; carburetion
far gasoline, liquified petroleum and natural gas engines;
magneto design, constriction and maintenance; and diesel
‘electric generatar operation, maintenance and repairs, Hy-
draulic pumps, control devices, cylinders and motors are
studied, disassembled, and repaired. Test and service pro-
ccdures are stressed throughout the course,

19

Air Condltlomng and Transport Refrigeration Lab

This industrially-based theory demonstration and train-
ing course offers students an understanding of the safety,
diagnosis, répair and service of current models of diesel air
conditioning. The course also covers the refrigeration cycle
of transport units with emphasis on electrical systems.

Diesel Mathematics, Physies, and Electronics

(Prerequisite: Diesel Math or equivalent) Use and

manipulation of formulas required for the diesel trade, in-
cluding hydraulic principles, DC cireuit principles, AC cir-
cuit principles as related 10 the generation of electricity,
and principles of refrigeration are covered, The student is
also introduced to elenents of electronic circuitry.

71

| Electrical Trades

2 Trimesters (Main Campus)

\

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-ohm-amp meters,
rotary hammers, hydraulic knock-out punches,
power-actuated fastening tools; door openers,
single phase miotor controls, conduit- benders
and other equipment used in the industry.

During the first trimester, the fundamentals
of eléctrical 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 light com-
mercial work, maintenance and remodeling, de-
sign and installation of appliance and special -
equipment circuitry, calculating service en-
trances, indepth study of electrical codes, esti-
mating material requirements, job planning and
coordination.

To earn a diploma, a student must complete
successfiilly 855 hours of which 450 are labora-
tory 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 y Hours/Week
Electrical TradesLabl .......... seee e 15
Electrical Trades Theory/CodeI.........5 -
Electrical Mathematics [ ............... 5
Blueprint ReadingI............ RN

" Trimester II
Electrical Trades LabII............... 15
Electrical Trades TheoryIl ..... Crer e 5
Blueprint Reading/MathematicsII ... .... 5
Supporting Courses

See page 61 at the beginning of the Trades
section,
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COURSE DESCRIPTIONS

Electrical Trades Lab and Theory/Code I

This combined laboratory and related theory course pro-
vides instruction in safety; use of tools and equipment;
electrical codes and utility regulations; basic electrical prin-
ciples and measurements; wiring materials and devices;
splices and connections; wiring systems and circuits; and
installing "outlets, switch boxes, nonmetatlic-sheathed
cable, overcurrent devices, low voltage equipment, branch
circuits and service entrances,

Electrical Mathematics I _

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

Blueprint Reading I -

This course offers basi¢ instruction in sketching, reading
working drawings, blueprints and specifications for
residential and light commercial work.

Electrical Trades Lab and Theory Il
(Prerequisites: Trimester I Lab and Theory or
equlvaienr) Light commercial work, maintenance and re-

!

‘modeling; installation of range and clothes dryer circuits;

electric service for water heaters, space heaters, motors
and furnace controls; electric heating; service and metering
equipment; remote control and outside wiring; signal and
communication systems; methods of wiring flexible
armored cable and electrical metallic tubing; modernizing
electrical systems; electric lighting; electrical wiring design;
and estimating electrical wiring and supplies for the job are
included. )

Sources of employment, proper completion of applica-
tions, the résumé, letter of application, interviews, job re-
sponsibilities, payroll and benefits, and employee and cus-
tomer relations are covered,

Blueprint Reading/Mathematics II

(Prerequisites: Blueprint Reading I and Math I or equi-
valent) This course includes a detailed study of electrical
drawings; knowledge of terms; methods of installation;
local, state and national electrical codes; interpreting resi-
dential blueprints; and planning and coordinating the job.
Instruction also is offered in electrical rules and formulas,
ratio and proportion, volume, basic principles of square
root, trade application of geometric principles and right
triangles, basic algebraic principles involving electrical
efficiency, resistance of wiring and wire sizing.

Y 1

General Trades

1 Trimester (Main Campus) -

Persons who would like to work in a trades
area as a helper or trainee are provided eight
weeks of classroom/work station experiences
during which the student is helped to identify a
trade or industry that provides suitable employ-
ment.

The first part of the course emphasizes job
readiness training, exploratory materials in
trades occupations, shop safety, use of hand
tools, and orientation to industrial equipment.
Students who have made satisfactory progress
on the eight-week readiness component are
selected for placement as helpers or trainees in
suitable employment under the supervision of
the teacher. At times when it is impossible to
place all students in work stations because of
local employment conditions, an equivalent ac-
tivity will be conducted on campus.

This program does not qualify students for
Veterans Adminisiration benefits or other stu-
dent financial aids.

!

GENERAL TRADES PROGRAM

Trimester I Hours/ Week
General Trades Lab (8 weeks) ..... vee..20
Supervised Work Experience

(Fweeks). . .o, crrsiarean 20-40

COURSE DESCRIPTIONS

General Trades Lab !

This laboratory practice course teaches job readiness,
shop safety, use and care of hand tools, and a basic intro-
duction to the industrial equipment used in the particular
field to be entered.

Supervised Work Experience .

Students work. a minimum of 140 hours at a teacher-
approved work station in the specific field chosen, The stu-
dent trainee is paid by the employer and is supervised
jointly by T-VI and the cooperating employer.
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netmal B L ' circuit design, troubleshooting, and maintenance of elec-
1 InduStnal'EleCtrl'(:lty trical circuits; and work plan interpretation. Electrical
. . theory will be aimed at training the student to work closely
3 Trimesters (Main Campus) P with electronic technicians in interfacing primary power
The Industrial Electricity program provides * withstate-of-art equipment. ’
students with entry-level skills for employment Industrial Electricity Mathematies 1
in commercial, industrial, or electrical systems Covered are basic arithmetic and simple electrical
maintenance areas. formulas; various trade application problems involving
s - . ] caleulations of materials; Ohm’s Law, series, parallel and
The .pIOgr am ls. hOuS?d “.‘ w_e_ll-equlpped lal_)s combination circuits; mechanical work and power; and re-
which include trainers, industrial controls, solid sistance of wire, size of wire and circuit loads.
state controls, and hydraulic and pneumatic ;
controls. The students also learn électrical sys- Fundamentals of Electronics and Instrumentation

This course covers the basic concepts of direct current
electricity, Ohm’s Law, Kirchoff’s Law, network theor-
ems, meter circuits, capacitance and inductance. Skill in

tem design, conduit bending and layout, and the
use of a wide variety of tools and equipment

associated with the trade. calibration of electronic instruments is developed also.
To earn a diploma, a student must complete
successfully a total of 1350 hours of which 675 l“‘:;z;‘egﬂf:‘“?‘zl“;b “f“g!“:""""f/ codell, Theory I
es: Industrial Electricity Lab and Theory [ or
a“:;aboﬁuo-ry workl and 675 are related thiory. equivalent) The course includes AC and DC theory and cir-
A student may leave the program when a cuit application, magnetism, transformers, basic motor’
training objective is reached and receive a rating . theory and application, relay logic and control application,
sheet detailing the skills mastered. - schemati'c reading, symbol identification, and basic solid
Industrial Electricity students must pay a per- - _state logic.
sonal eguipment fee of $100 before entering th_e Industrial Electricity Mathematics II
first trimester, another $80 for the second tri- This course covers the mathematics encountered in the
mester and $70 for the third tnmest;r, totaling trade, Beginning algebra, trigonometric functions, power
$250. They must also provide their own shop appl“‘a“‘“‘;"l” g, ogaetic cireults, generator and
clothing and industrial safety glasses or goggles. motor problems areeinced.
Blueprint Reading . !
; Instruction in reading blueprints and specifications for
INDUSTRIAL ELECTRICITY PROGRAM _ industrial projects is offered in this course.
Trimester [ Hours/ Week The blueprints include transformers, feeders, distribu-
) . . _ " tipn panels, subfeeder panels, lighting circuits, motors and
Industr!al Electrgcgty LabL............ 15 controllers, signal systems, HVAC controls, and power re-
Industrial Electricity Theory/CodeI...... 5 quirements.
Industrial Electticity MathematicsI....... 5 tndustrial Electricity Lab and Th
Fundamentals.of Electronics ndustrial Electricity Lab and Theory Il
and [nstrumentation ° 5 (Prerequisites: Industrial Electricity Lab-and Theory IT
LAHGUVA v v e e e SR or equivalent) Instruction in this course continues that of
; . Industrial Electricity Theory and Lab II in more depth.
Tnmester'ﬂ .. Field applications and methods are taught for trans-
Industrial Electricity LabIl............ 15 formers, motors, motor controls, conduit bending, and
Industrial Electricity Theory/Codell .. ... 5 layout. The: student will work with actual motor con-
Industrial Electricity MathematicsI1...... 5 trollers, electric and hydraulic conduit benders; and when
Blueprint Reading . . . ..o ovveeeenennn.. 5 situations occur, will work outside the lab on projects
) around campus io pain firsthand .experience to remforce
Trimester HI thes training. ¢ emol . ¢ aonli
Industrial Electricity LabHI ........... 15 ources of employment, proper completion of applica-
tions, the résumeé, letter of appl:catlon interviews, job re-
Industrial Electricity Theory IIL. . ....... 5 . sponsibilities, payroll and benefits, and employee and cus-
Industrial Control Systems ............. 5 tomer relations are also covered.
Industrial and Occupational Safety .5 !
X Industrial Control Systems
Supporting Courses (Prerequisites: Industrial Electricity Math IT and Blue-
See page 61 at the beginning of the Trades print Reading or equivalent) This course covers analysis,
section. development and servicing of antomatic control devices,
: multi-station systems and solid state industrial controls,
COURSE DESCRIPTIONS ) Industrial and Qccupational Safety
B E ' This course includes training in the Red Cross Multi-
Industrial Electricity Lab and Theory/Code I media System and cardiopulmonary resuscitation. Red
This combined laboratory and related theory course pro- Cross Certification.is issued upon. successful completion.
vides instruction in-safety; use of tools and equipment; Also covered are local life safety and National QOccupa-
electrical codes and utility regulations; materials and de- tional Safety requirements as they apply to the construc-

vices; low voltage equipment; concepts of basic electricity; tion field.
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Machine Trades

* 3 Trimesters (Main Campus)

The Machine Trades program qualifies stu-
dents for job entry as machine fool operators.

Students learn the fundamental operations of
various machines, and it is possible to spec1ahze
in drilling machine set-up and operations in the
first trimester. During the second and third tri-
mesters, students may specialize on at least one
type of machine in addition to continuing to de-
velop skills on others. The specialization may
include lathes, milling and grinding machines.

Machine Trades classes meet in two well-
equipped labs where students are introduced to
micrometer calipers, height transfer micro-
meters, surface plates, taper micrometers, gauge
blocks, plug gauges, snap gauges, drill presses,
hand saws, engine lathes, milling machines, tool
and cutter grinders, universal cylindrical
grinders, numerical controlled equipment and
other equipment used throughout the. metal
working industry, N

To earn a diploma, a student must complete

successfully 1350 hours of which 675 are labora- |

tory work and 675 are related theory.

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

Machine Trades students must pay an equip-
ment fee of $100 before entering the first tri-
mester, $80 before the second trimester, and $70
for the third trimester, totaling $250. Students
must also provide their own industrial safety
glasses or goggles.

MACHINE TRADES PROGRAM

+

Trimester I . Hours/Week
Machine TradesLabl................ 15
Machine Trades TheoryI.......... cevssS
Machine Trades Mathematics I . ......... 5
Blueprint Reading [........... ... ... 5

Trimester IT
Machine Trades Lab II ............. ..15
Machine Trades TheoryIl.............. 5
Blueprint Reading Il ................ .. 5
Machine Trades MathematiesII ......... 5

Trimester 1T
Machine Trades LabIIl............... 15
Machine Trades TheoryIIl ............. 5

Machine Trades Mathematics I11/
True Position Dimensioning ..........35
Tooling Applications/Metallurgy ........ 5

Supporting Courses
Numerical Control Programming
~ ApplicationsI ............. .. ... .3
Numerical Control Programming
ApplicationsIL. ... .....cocoiii s, 5

See page 61 at the beginning of the Trades
section for additional supporting courses..

COURSE DESCRIPTIONS ;

Machine Trades Lab 1 .

This laboratory course gives the student instruction in
the areas of shop safety, basic benchwork, precision mea-
suring instruments, machine construction, and basic oper-
ations on the drill press, pedestal grinder, drill point
grinder, milling machine, engine lathe and vertical band
saw.

Machine Trades Theory I

This course supports the work accomplished in Machme
Trades Lab 1. It covers the fundamental principles of vari-
cus machines, such as the lathe, drill press, band saw and
bench grinders.

Machine Trades Mathematics I

Feeds and speeds, percentages, surface and direct mea-
surements, thréads and tapers as applied to the machine
trades field are included.

Blueprint Reading I

Basic instruction in reading and interpreting shop draw-
ings is offered. Emphasis is on terminology, dimensions,
and visualizing and sketching of orthographic and iso-
metric shop drawings.

Machine Trades Lab II
(Prerequisites: -Machine Trades Lab and Theory I or
equivalent) Instruction covers the engine lathe, operations

* of taper turning, threading, introduction to four-jaw

chuck work and basic introduction to tracer lathes; basic
milling machine operations; surface grinding; tool and cut-
ter grinding; introduction to cylindrical grinding;-and
manual numerically controlled (N/C) operation. Metric
dimensional drawings and use of true position dimension-
ing are covered.

Machine Trades Theory IL

(Prerequisite: Machine Trades Theory I or equivalent)
This class involves daily dimensions of problems arising
from lab sessions. Emphasis is on the technical aspects of
tooling applied to the various machine tools assigned in the
lab with an introduction to the N/C driiling machine,

Blueprint Reading I1

(Prereqtiisite; Blueprint Reading I or eguivalent) This
course teaches students to interpret complete shop draw-
ings, including size definition, true positioning symbols
and coding practices as applied to the machine trades field.

Machine Trades Mathematics 11 -

(Prerequisite: Machine Trades Math I or equivalent) In-
struction is provided in the use of rules and formulas, ratio
and proportion, velocity or surface speed, geometric prin-
ciples and applications, square root and basic metric appli-
cations as applied to'machine trades.
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Machine Trades Lab III ) .

(Prerequisites: Machine Trades Lab and Theory IT or
equivalent) Major emphasis is on milling machine opera-
tions of hole production, indexing and rotary table work
with N/C setup and basic tape operations. Basic off-set,
four-jaw chuck work, internal single-point threads, basnc.
turret lathe setup and operation, basic boring, introduction
to cutting of acme threads, cylindrical grinding, and tool
and cutter grinding are included.

Machine Trades Theory III

(Prerequisite: Machine Trades Theory II or equivaient):
Problems arising from the lab sessions are reviewed daily.
Instruction is given on the various measuring tools used in
inspection, milling machine application with- an introduc-

. tion to word address N/C milling machines, lathe work

and an introduction to basic elements of heat treatment,

Sources of employment, proper completion of applica-
tions, the résumé, letter of application, interviews, job re-
spounsibilities, payroll and benefits, and employee and cus-
tomer relations are discussed also.

Machine Trades Mathematics 111/ True Position *
Dimensioning

(Prereqms:te Machine Trades Math II or equivgleny) In-
struction in formula manipulation when dealing with prob-
lems arising from shop-related right-triangle problems, as
well as interpretation and application of the true position
dimensioning system based on federal specifications, is
provided. The student reads complex detail section and as-
sembly drawmgs related to machine trades while applying

. the true position dlmensmmng system.

Tooling Applications/Metallurgy
This course covers care and application of tooling, with
emphasis on applications to commonly machined materials
with high-speed steels, carbides, coated carbides and ox-
.ides. Instruction covers methods and processes; structure
and properties of metal; temperature changes in metal
machining; effects of alloying elements; weights.and con-
version factors.

Numerical Centrol Programming Applications I

(Prerequisites: Machine Trades Math I and Blueprint
Reading I or equivalent) The history of N/C, TAB sequen-
tial, fixed block and word address formats, as well as the
programming and tape preparation necessary for numeri-
cal control machining, are included.

Numerieal Control Programming Applications 11

(Prerequisite: Numerical Control-Programming Appii- .

cations I or equivalenr) This course offers instruction in
computer-assisted, interactive, part programming system
applications. It provides the basic information necessary
for writing milling, drilling, and turning programs. The
coursé also covers advanced manual programming tech-
niques used in C/N/C and D/N/C machining.

75

Plumbing
2 Trimesters (Main Campus)

The Plumbing program provides the technical

‘knowledge and occupational skills necessary to

enter the plumbing industry.

‘The program meets in a lab which includes
pipe threading machines, soldering machines,
propane torches, power sewer cleaners, welding
machines and other 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; homenclature of tools and materials; and
practice with the tools of the trade.

Emphasis in the second trimester is on light
commercial work, maintenance and remodel-

ing; installation of fixtures; alteration, planning

and coordinating of the job; repair of piping
systems; installation of water, soil and vent
lines; and application of codes.

To earn a diploma, a student must complete
successfully 825 hours of which 450 are labora-

. tory work and 375 dre 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 equipmeni
fee of $100 before entering the first trinester
and another $70 for the second trimester, total-
ing $170. '

PLUMBING PROGRAM

Trimester I Hours/ Week
PlumbingLabl....,.. e e 15
Plumbing TheoryI ............. ..., 5
Plumbing MathematicsI.......... S 5
Blueprint Reading I................... 5

Trimester IT
Plumbing LabIl .................... 15
Plumbing TheoryIl................... 5
Blueprint Reading I ..................5

Supporting Courses
Energy Management/Solar

Applications ..~ ............. s 5

See p;age 6] at the beginning of the Trades
section for additional supportipg'courses.
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“ COURSE DESCRIPTIONS

Plumbing Lab/Theory I

This class covers safe and proper use of tools and equip-
ment; elements of plumbing; identification of plumbing
fittings and pipe; basic hydraulics and pneumatics; and
layout, assembly, installation, alteration and repair of pipe
systems. Safety practices, general tools and equipment,
sources of heat, operational procedures, metals and their
properties, and applications of oxyacetylene are covered.

Plumbing Mathematics '

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

Blueprint Reading I .

Basic instruction in sketching, reading workshop draw-
ings, blueprints, and specifications for residential and light
commercial work is offered.

Plumbing Lab/Theory II

(Prerequisites: Plumbing Lab and Theory I or equiva-
lent) This course emphasizes design, layout and installa-
tion of water, soil and vent lines; related fixtures and fit-
tings; inspecting and testing systems; soldering and
brazing; rigging; ard maintenance and repair of plumbirig
systems. Shielded-arc welding procedures and processes
are covered also.

Sources of employment, proper completion of applica-
tions, the résumé, letter of application, interviews, job re-
sponsibilities, payroll and benefits, and employee and cus-
tomer relations are also included.

Blueprint Reading I1

(Prerequisite:.Biueprint Reading I or eqmva!en.') Course
content includes a detailed study of piping drawings, iso-
metric pipe layouts, interpreting residential and light com-
mercial blueprints, application of plumbing codes, knowl-
edge of terms, and planning and coordinating the job.

Energy Management/Solar Applications

This combined theory and lab practice course is for stu-
dents interested in the management of the residential en-
ergy package. Instruction is prm"lded on how life-styles,
design and orfentation conserve natural resources. Empha-
sis is on the selection, installation, maintenance and repair
of solar equipment as they relate to the heating of water
and air.

Welding

3 Trimesters (Main and Montoya Campuses)

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

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

During the first trimester, students study,
practice, and certify in oxyacetylene welding.
Instruction is also provided in shielded metal-
arc welding..

In the second trimester, certification may be
obtained in shielded metal-arc. Instruction is
also given in gas metal-arc welding.

Durmg the third trimester, studcnts may cer-
tify in gas metal-arc, gas tungsten-arc, and/or
pipe welding. Instructional emphasis is on weld-
ing fabrication and materials testing.

A diploma is awarded to students who com-
plete successfully 1275 hours of instruction of
which 675 are laboratory work and 600 are re-
lated theory.

Specific welding certlflcatlon is the goal of
each trimester. A student may leave the pro-
gram when a training objective.is reached and
receive a rating sheet detailing the skills mas-
tered.

Welding students must pay a personal equip-
ment fee of $100 before entering the first tri-
mester and another $70 for the second trimester,
totaling $170.

WELDING PROGRAM

Trimester I Hours/Week
WeldingLabl .........civinvann 15
Welding Metallurgy . .. ............... 5
Welding Mathematics I ................ 5
Blueprint Reading I. . ........... e 5

Trimester IT
Welding Lab Il ....... e caaraenas 15
Welding Metallurgy IT.............vts. 5
Welding MathematicsII ............... 5
Blueprint Reading IT ............... ... 5

Trimester II
Welding LabIIl. ........ .0 .ccoinnvun. 15
Welding Metallurgy 111/ Inspectlon PO
Blueprint Reading III ................. 5

Supporting Courses

See page 61 at the beginning of the Trades
section.
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COURSE DESCRIPTiONS

Welding Lab1I - . :
This laboratory practice class teaches weldmg safety,
general tools and equipment, common gases and their

properties, welding materials, welding joints, oxyacetylene:

welding and brazing, metal cutting with gas, and shielded.
métal-arc welding procedures and processes.

]

Welding Me(allurgy I

Instruction is offered in manufacturing processes, weld-
ing methods and processes, structure and properties of
metal, temperature changes in welding, effects of alloyxng
elements, variations of ﬂuxes, and slags and gases’for
shielding, . oo

-
. [y
A WRF

Welding Mathemallcs I . .

This is a course in basic arithmetic. Surface and dn'ect
measurcments, graphs and charts, and payroll calculations
are studied.

Elueprint Reading | '
Basic drawing interpretation, welding symbols, terms,

and detailed fittings applied to the welding area are cov-

ered. - .

Welding Lab 11

(Prerequisites: Welding I Lab and Welding Merallurgp I
or equivalent) This laboratory practice course provides ad-
vanced instruction in shielded arc welding and beginhing
instraction in inert.gases and gas arc welding through the
use of various gas arc welding power sources, torthes, elec-
trodes and wire-feed systems. Occupational safety stan-

dards and practices are emphasized throughout.
E : .

Welding Metallurgy I1 !

(Prereqmsue. Welding Meraﬂurgy for eqmvalenr) In-
struction is offered in filler metal for joining iron and steel,
shrinkage and distortion in weldments, preheating and
postheating, difficulties.and defects in welds, weldmg car-
bon steel and alloy stéels, welding tests, conversion factors
and symbols, weights and properties. '

Welding Malhema!ics ll

(Prerequisite: Welding Math I or equwafem) Covered
are the use of rules, formulas, ratio, proportion, volume
and right-angle calculations applied to the weldmg indus-
try. -
Blueprint Readmg I

(Prerequisite: Blueprint Reading I or equwa!em) This is
an advanced course in blueprint reading in which the stu-
dent reads commercial construction and fabrication draw-
ings, complex detail section and assembly drawings related
to the welding field.

We!ding ‘Lab II1

(Prerequisites: Welding II Lab and Welding Metallurgy
IT or equivalent) Working speed and proficiency through
continued practice, shop fabrication and selected field
work assignments are emphasized. Instruction also is pro-
vided in basic pipe weldmg and layout, materials testing
and industrial safety. Welding and testing of pipe intersec-
tions designed in Blueprint Reading IT, as well as pipe qual-
ification tests, are included.

L]
-

Welding Metaliurgy I1/Inspéction

' This ¢ourse deals with. technical reports and welding
problems arising from the fab sessions, mcludmg daily
discussion and review. Instruction is in the various welding
processes and layout-used in fabrication, Also stressed are
sources of employment, proper completion of applica-
tions, the résumé, letter of application, interviews, job re-
sponsibilities, payroll and benefits, and employee and Cus-
tomer relations. Emphasis is placed in the areas of speci-
men preparation, reporting and evaluating various types of
weld qualifications.

Blueprint Rendlng m

(Prerequisite: Blueprint Reading IJ or equivalent) This
theory course teaches students to develop specifications far
various types of pipe and fabrication welding, materials es-
timating, pipe layout and development, pipe and structural
print reading, performance of pipe certification tests for
the basic intersections, transferring of measurements from
working drawings and blueprints, design considerations,
layout and welding related to fabrication.
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ADULT BASIC EDUCATION

Persc;ns ‘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. 24-25, Dec. 28-29 and Apr. 26-
27) 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 8 a.m. to 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 state and
federal funds channeled through the New Mex-
ico State Department of 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 re-_

corders and other audio-visual equipment are
used.

101-B: BEGINNING CONVERSATIONAL ENGLISH
Fall-Winter-Summoer

MW or TTh 7-9p.m, "T-¥I Main Campus
MW 7-9p.m, T-VI Montoya Campus
MTWThF 9-11 a.m. T-VI Main Campus
MTWThF 1la.m.-1p.m, T-VIMain Campus
MTWThF 1-3p.m. T-VI Main Campus

101-I: INTERMEDIATE CONYERSATIONAL

' ENGLISH
Fall-Winter-Sumnier

MW or TTh 7-9 p.m. TVI Main Campus
MW R 7-9 p.m. T-VI Montoya Campus
MTWThF o-11 a.m. T-VIMain Campus
MTWThF l1a.m.-1 pm, T-VIMain Campus
MTWThF 1-3p.m. - T-VIMain Campus

101-A: ADVANCED CONVERSATIONAL ENGLISH
Fall-Winter-Summer

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

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

MW 7-9 p.m.. T-VI Main Campus

_TTh 7-9p.m.

102-A: ADVANCED ENGLISH GRAMMAR
Fall-Winter-Summer
MW or TTh 7-9 p.m. T-VI Main Campus.
TTh. 79 p.m. T-VI 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 or TTh 19 p.m. T-VI Main Campus
TTh 79 p.m. T-¥I Montoya Campus

- 107-B: BEGINING READING IMPROVEMENT
AND SPELLING
Fall-Winter-Summer

MW 7-9p.m. T-VI Main Campus

107-1: INTERMEDIATE READING IMPROYEMENT
AND SPELLING
Fall-Winter-Summer

MW + T9p.m. T-¥1 Main Campus

107-A ADVANCED READING IMPROVEMENT
AND SPELLING
. Fall-Winter-Sumrmer
TTh 7-9p.m. T-VI Main Campus
T-VI Montoya Campus

108: G.E.D. REVIEW IN WRITING SKILLS,
MATHEMATICS, SCIENCE, SOCIAL STUDIES
AND READING SKILLS
Fall-Winter-Summer

MTWThF 8:20-11:15a.m, T-V]Main Campus
MTWThF ~ 8-11 2.m. T-¥VI Montoya Campus
MTWThF 12:20-3:15 p.may  T-VI Main Campus
MTWThF 12 noon-3 p.m. T-VI Montoya Campus
MTW 79p.m. T-VI Main Campus
MTW 79 p.m. T-¥I 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-V1. 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, 8 a.m. and 4:30 p.m. on Friday.
]
109: CITIZENSHIP FOR ALIENS
Fall-Winter-Sumrmer .
TTh ' 7-9p.m. T¥I Main Campus
TTh 7-9pm. T-VI Montoya Campus



SKILL IMPROVEMENT COURSES,

[} ~

Changing Careers Course

8 Weeks (Main and Montoya Campuses)

This course is designed for adults who. have
spent a long time as a homemaker or in another
career, and who want or need to change careers,
go to work, or return to school.

Changing Careers is offered each trimester,
and at both campuses. The course meets for two
hours a day, Monday through Friday, for five
weeks. To meet different schedules, classes are
offered at different starting times.

Anyone may enroll, and space is available

first-come/first-served. The only cost for the
course is the $3 Evening Division preregistration
fee. ’

The course covers developing a positive self-
image; self-assessment of marketable skills,
abilities and interests; résumé writing; inter-
viewing techniques; the local job market and
community resources; and help with personal
decisions related to vocational and educational
choices. Emphasis is placed on the many op-
tions open to people, including T-VI’s Prepara-
tory program, GED preparation classes and
vocational-technical programs, other educa-
tional programs in Albuquerque, or entry into a
job.

Business Education

& = transfers to a T-VI Day Division program
SK110: ACCOUNTINGI

. Fall-Winter .
Mw 7-9p.m. Cibola High School
Highland High School
T-¥1 Main Campus
T-VYI Montoya Campus
Valley High School
TTh 7-9 p.m. Del Norte High
School '
T-VI Main Campus
* T-VI Montoya Campus
Summer '

MW or TTh . T-V1 Main Campus

T-VI Montoya Campus
TEXTS: College Accounting, 11th Ed.—$%15.50
Workbook—$5
Boyd's Clothiers Practice Set—37

SK111: ACCOUNTING II
Fall-Winter

MW 7-9 p.m. Highland High School
. T-VI Main Campus’
TTh 79p.m. T-VI Moatoya Campus
. Summer
MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-V1 Montoya Campus

PREREQUISITE: Completion of a beginning class in
double-entry baokkeeping or accounting
TEXTS: College Accounting, 10th Ed.—$15.50
Workbook—335
Holling & Renz Practice Set—3%8

SK112: ACCOUNTING IIL
Fall-Winrter

MW 7-9 p.m. Highland High School

TTh 7-9 p.m. T-VI Montoya Campus
Summer

TTh 79 p.m. T-VI Montoya Campus

PREREQUISITE: Completion of Accounting Il or equi-
valent

. TEXTS: College Accounting, 10th Ed.—515.50

Workbook—35
B. J. Patrick Manufacturing Company Practice

Set—$8.25
R $K113: AUDITING
Fall
TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: Accounting I, I and IIl or equivalent

TEXTS: Principles of Auditing, 6th Ed.—%17.50
Audit Problem: Crafters—3$11

# SK114: SECRETARIAL ACCOUNTING
Fall-Winter

MW 7-9 p.in. T-VI Main Campus

TTh 7-9 p.m. T-VI Montoya Campus

TEXTS: Accounting Essentials for Career Secretaries, 4th
. Ed.—%9

Working Papers—3$5
Wesley R. Baker Practice Set—36.75



SK115:) INCOME TAX ACCOUNTING

Fall
MW ' 7-9p.m. Highland High School
Winter !
TTh 7-9p.m. T-VI Montoya Campus.

PREREQUISITE: Completion of a double entry book-
keeping cycle
TEXT: Income Tax Procedures—$14

8K116: COST ACCOUNTING
Winter

MW . 79 p.m. T-VI Main Campus
PREREQUISITE: Accounting ilf
TEXT: Cost Accounting, Theory I Practice—$19.50

$K118: PAYROLL ACCOUNTING
Fall-Winter

TTh 79 p.m. T-VI Main Campus
TEXT: Payroll Records and Accounting—3$11

‘ SK120: BUSINESS MATHEMATICS
Fall-Winter

MW 7-9p.m.  T-VIMain Campiss
TEXT: Business Mathematics—$13.50

§K125: BUSINESS ENGLISH
Fall-Winter-Summer

TTh © 79p.m. T-VI Main Campus

TEXT: College English and Communication, 3rd Ed.—
$15.95 !

$K126: BUSINESS WRITING
Fall-Winter

MW 7-9p.m, T-¥1 Main Campus

TEXTY: Business English and Communication, 5th Ed.*—
$16.75

SK130: PUBLIC SPEAKING
Fall-Winter

MW 7-9 p.m. T-¥I Main Campus
TEXT: Speaking in Public—$11

$K139: LEGAL SECRETARY
Fall

MW 7-9pim. T-VI Main Campus
PREREQUISI?F Praficiency of at least 60 wpm in typ-
ing
TEXTS: The Carcer Legal Secretary—§18.

Student Workbook—§5.25

#_ SK145' PERSONAL LINES INSURANCE -
Fall

w . 7-9p.m. T-VI Mzin Campus
PREREQUISITE: Must be able to type at least 30 wpm

811

-

13

& SK146; COMMERCIALL]NES INSURANCE
Fail . .2

M 6:30-9:30 p.m. T-¥I Main Campus
NOTE: Students must supply their own rating manual.

ﬁ SK150: ELECTRONIC CALCULATORS
ANDFILING
Fall-Winter .
MW 7-9:30p.m.  T-VI Main Campus~ ™
TTh 7-9:30 p.m. T-VI Montoya Campus
Summer '
MW 7-9:30 p.m.’

PREREQUISITE: Must be able to type at least 20 wpm by

the touch method , »._‘

LABFEE: §6 :

TEXTS: Electronic Calenlators and Qffice Machmes—
$7.50. .
Records Management—3$9.50
Records Management Lab Materials—$9’ 50

[

!

# $K156: ALPHABETIC SHORTHAND : .. ,.
Fall-Winter ,
MW 7-9 p.m. T-VI Main Campus
TTh 7-9p.m. T-VI Montoya Campus
Summer
MW, . 7-9 p.m. T-VI Main Campus

[

TEXTS: Stenoscript ABC Shorthand—$9.75

13

’III'-VI Mentoya Campus .

i

S

Student Workbook—3$5.50 N

F

% SK160: BEGINNING SHORTHAND
Fall-Winter

MW 7-9:30 p.m. Cibola High Scheol n
Highland High School
T-¥1 Main Campus
Valley High School !
TTh 7-9:30p.m,  Del Norie High
School
T-VI Montoya Campus
Summer . ;
MW . 7-9:30p.m.  T-VI Main Campus
TTh 7-9:30 p.m. T-V1 Montoya Campus

PREREQUISITE: Must be able to fype at least 20 wpm by

- the touch method or be taking a class in typing

TEXTS: Gregg Shorthand for Colleges, Vol..1, DJS 3vd;
Ed.—$16
Workbook, Vol. [—$6.50 L
Student Transcript, Vol. I—35

#  SK161: INTERMEDIATE SHORTHAND

!

Fall-Winter
MW 79:30p.m.  T-VI Main Campus
TTh 7-9:30 p.m. Del Norte High School
Summer
MW 7-9:30 p.m.I .T-VIMain Campus ***

PREREQUISITE: A beginning class in shorthand: must '

be able to type at least 20 wpm by the touch method

TEXTS: Gregg Shorthand for Colleges, Vol. 2 DJS 3rd
Ed.—3%16
Workbook, Vol. 2—36.50
Student Transcript, Vol. 2—8%5 t
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SK164: TYPI_NG-'SHORTHAND REVIEW
Fall-Winter-Summer

TTh 7-9:30 p.m. T-¥I Main Campus
PREREQUISITE: Minimum of one year of typing and
one year of shorthand experience

TEXTS: College Typewriting, 10th Ed.—513.75
Refresher Course in Gregg Shorthand—$10.50

P SK165: BEGINNING TYPING

Fall-Winter
MW 7-9:30p.m. Cibaola High School
Highland High School
T-VI Main Campus
T-VI Montoya Campus
Valley High School
TTh 7-9:30 p.m. Del Norte High School
T-Vi-Main Campus
' T-VI Montoya Campus
Summer .
MW or TTh 7-9:30p.m.  T-VI Main Campus
T-VI Montoya Campus

TEXT: College Typewriting, 10th Ed.—$13,75

o3 SK166: INTERMEDIATE TYPING
Fall-Winter
MW v 19p.m. Highland High School

T-VI Montoya Campus

TTh 7-9p.m. T-¥1 Main Campus
Sumumer ,

MW 7-9 p.m. T-VI Montoya Campus

TTh 79 p.m. T-VI Main Campus

PREREQUISITE: The ability to type at least 20 wpm by
the touch system and background knowledgé of
manuscript and tabulation typing
TEXTS: College Typewriting, 10th Ed.—§13.75

Lab Materials, Part 2—356.50

t

L1
SK167: ADVANCED TYPING
Fali-Winter-Sumnmier

“TTh. 7-9 p.m. T-VI Main Campus
PREREQUI.ﬁ' TE: The ability to type at least 40 wpm by
the touch system and background knowledge of
manuscripts with footnotes, tabulation typing with sub-
headings, column headings and owtline typing
TEXTS: College Typewriting, 10th Ed,—$13,75

Lab Materials, Part 3—36.50

=3 SK170: OFFICE SUPERVISION

Fall-Winter
Th 79 p.m. T-VI Main Campus
LABFEE: $6 g

SK172: HUMAN RELATIONS AND

PERSONNEL DEVELOPMENT
Fall-Sumimer
MW 7-9p.m. T-VI Main Campus
TEXT: Human Relations—$14 ’

$§K173: HUMAN RELATIONS AND SUPERVISION
Winter

MW 79 p.m. T-VI Main Campus
PREREQUISITE: Human Relations and Personnel De-
velopment

TEXT: Practical Human Relat10ns—$15

S$K175: BANKTELLER

. Fall-Winter

MW 7-9 p.m. T-VI Montoya Campus

TTh 7-9 p.m. T-VI Main Campus
Summer

TTh 7-9p.m. T~I1 Main Campus

TEXT: Teller World—5$11

ﬁ SK180: SMALL BUSINESS MANAGEMENT
Fall-Winter-Sumrrer

MW 7-9:30p.m.  T-VIMain Campus
TEXT: How to Organize and Operate a Small Busi-
ness—317.50

ﬁ SK181: SMALL BUSINESS ACCOUNTING
Fall-Winter-Summer

MW 7-9 p.m. TVI Main Campus
. TEXT: Accounting Principles and Practices,” Module
I—$12
# SK 182: SMALL BUSINESS LAW
Fall-Winter-Summer
TTh 7-9p.m. T-VI Main Campus

TEXT: " College Law for Business—$9.75

-

SK410: CASHIERING
Fall-Winter

M, T,orW 6:30-9:30 p.m. T-VI Main Campus

¥ Summeér

MorT 6:30-9:30 p.m. T-VI Main Campus
LAB FEE: $6 ’

TEXTS: Crown Supermarket—3$3
Marketing Math—3$5.50

# - SK411: SALESMANSHIP
Fall

MW 7-9p.m. T-V1 Main Campus
TEXT: Professional Selling—$15

SK412: MARKETING AND RETAILING
Winter

MW 79 p.m. T-¥1 Main Campus
TEXT: . Marketing Principles—$16

SK416: FASHION CONCEPTS AND
, MERCHANDISING
Falt

“I'Th 79p.m. TVI Montoya Campus
TEXT: Introduction to Fashion Merchandising—3$15.50



5K430: REAL ESTATE PRACTICE

Fall-Winter
MW 7-9:30p.m.  T-VIMain Campuy
+ TTh 7-9:30p.m.  T-YIMontoya Campus
. Summer
MW 79:30p.m.  T-VIMain Campus

TEXT: Real Estate Principles and Practices—$18.25

SK431: REAL ESTATE LAW

Fall-Summer
Mw 7-9:30p.m.  T-VIMain Campus
Winter
TTh 7-9:30p.m.  T-VI Montoya Campus

TEXT: Real Estate Law—$14.50

SK432: REAL ESTATE APPRAISAL ;
Fall
TTh 79:30p.m.  T-VIMain Campus
Winter
MW 7-9:30p.m.  T-VIMontoya Campus

PREREQUISITE: Completion of Reai Estate Practice
TEXT: The Appraisal of Real Estate—5$17

k)

SK433: REAL ESTATE FINANCE

Fall
TTh 7-9:30p.m.  T-VI Montoya Campus
Winter
TTh 7-9:330p.m.  T-VIMain Campus

PREREQUISITE: Campletion of Real Estate Praclice
TEXT: Essentials of Real Estate Finance—$25

SK434: REAL ESTATE INVESTMENT
Fall-Winter

MW 7-9:30 p.m. T-VI Montoya Campus

PREREQUISITES: Completion of Real Estate Practice
and Real Estate Law

TEXT: Essentials of Real Estate Investment—3§25

83

BUSINESS OCCUPATIONS LEARNING
CENTER

. The BOLC serves T-VI students and members
of the public who want to review or learn a par-
ticular subject 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,

The Main and Montoya Campus centers arec
open from 8 a.m. to 9 p.m., Monday through
Thursday; both centers are open 8 a.m. to 5
p.m. Fridays; and the Main Campus center
from 10 a.m. to 2 p.m. on Saturdays.

A fee of $10 per course is required of students
who are not attending T-VI full-time.

Instruction is conducted using new equipment
which includes electric typewriters, electronic
office machines, transcribing machines, text-
editing typewriters and audio-visual equipment.

SUBJECT/SKILL AREAS

Accounting Fundamentals

(Prerequisite: Business Mathematics I or Placement
Tesr) A basic understanding of accounting principles and
their application is provided.

Business Mathematics Fundamentals

This review of fundamental arithmetic operations builds
speed and accuracy. The percentage formula for solving
business problems is included.

Business Mathematics IT
{Prerequisite: Placement Test) The mathematics of inter-
est, marketing, payroll and taxes are covered.

Cash Regpister
Cash register operation and procedures for handling
cash, checks and credit card transactions are covered.

Communications Review
Instruction is in grammar, spetling and punctuation.

Electronic Calculating
Skill is developed on electronic calculators.

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

Gregg Shorthand 11

(Prerequisite: Ability to write Gregg shorthand at 60
words per minute and transeribe into mailable form)
Thcory and brief forms are reviewed with emphasis on dic-
tation and transcription.

Shorthand Review
This course is for students who have typing and Gregg or
ABC shorthand skills but need review and speedbuilding.

Alphabetic Shorthand I .

This shorthand system utilizes alphabetic characters.
Students learn to read, write, and transcribe shorthand
notes.

~
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Forkner Shorthand I
Students learn to read, write, and transcribe this com-
bination alphapetic and symbolic shorthand system.

Shorthand Speedbuilding

This’cotrse is for individuals who have learned a short-
Hind theory system and who desire to concentrate on
building dictation speed. .

Typing I

Students with no prior formal typing courses are encour-
aged to enroll in a typing class for techniques before enter-
ing this skill area. The keyboard and hasic techniques are
reviewed and mechanics, letters and tabulation are taught.

Typing IT

(Prerequisite; Typing I or placement tesl) This continu-
ation of-Typing I-emphasizes speed, accuracy and tabula-
tion.

TypingI11

(Prerequisite: Typing IT or placement test) This continu-
ation of Typing I provides more complex production
tasks, _iqc.ludjng,abstra‘cted tables, line justification and sec-
retarial projects. '

Keypunch {Main Camnpus Ol'ﬂy)
Skill is developed on the alphanumeric keyboard and
emphasis is placed on the program card. )

Machine Transcription, .
Instruction in the use of transcribing machines to pre-
pare mailable business correspondenge is provided.

Medical‘Transcripllon

(Prerequisite: Machine Transcription) This area devel-
ops familiarity with medical terminology and transcrip-
don. -

Legal Transcription
(Prerequisite: Machine Transcription) Legal terminol-
ogy, forms and transcription are included.

*Records Management .
This area provides basic principles of filing.

Word 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. '

Health Education

SK450: MEDICAL OFFICE ASSISTANT,
ADMINISTRATIVE
Fall-Winter

TTh 7-9 p.m. T-VI Main Campus
PREREQUISITES: Must have filing skills and type at
least 40 wpm
TEXTS: Medical Office Assistant, Administrative and
Clinical—$22
Medical Terminology—316

SKd451: MEDICAL OFFICE ASSISTANT, CLINICAL
Fall-Winter

TTh 7-9p.m. T-VI Main Campus

PREREQUISITE: Must type at least 40 wpm

TEXTS: Medical Office Assistant, Administrative and
Clinical—$22
Medical Terminology—3$16

§K452: 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—$16

§K453: MEDICAL TRANSCRIPTION
Fall-Winter

MW 79p.m. T-VI Main Campus
PREREQUISITES: Typing speed of 50 wpm, machine
transcription speed of 20 wpm
TEXT: BasiF Sciences for Health Occupations—$135

1

$K590: EMERGENCY MEDICAL TECHNICIAN
Fall-Winter-Summer

MWorTTh  6:309:30 pm. T-VI Main Campus

LARFEE: 312

TEXTS: Emergency Care of the Sick and Injured
Text/Workbook—515
Answer Key—$4,50
Basic Training Course for Emergency Medical
Technicians—3$6




o ‘Technical Education

- S " SK351: ALGEBRA I
Fall-Winter .
MW 79p.m. Cibola High School
. Highland High School
T-VI Montoya Campus
TTh 7-9p.m. T-VI Main Campus
. Summer
MW 7-9 p.m. T-¥1 Montoya Campus
TTh 7-9p.m. T-¥I Main Campus

TEXT: Intermediate Algebra, 3rd Ed.—$16

. SK352: ALGEBRA II

. Fall-Winter-Summer .

MW " 79p.m. TVI Main Campus
TTh 79 p.m. T-VI Montoya Campus

PREREQUISITE: Completion of Algebral
TEXT: Intermediate Algebra, 3rd Ed,—316

' §K356: TRIGONOMETRY

Fall-Winter
MW 79pm.  T-VIMain Campus
PREREQUISITE: Completion of Algebral .
TEXT: Basic Technical Mathematics wnh Calculus—.

$l9 50

SK595: PLANE SURVEYING THEQORY
Fall-Winter

TTh 7-9p.m. T-VI Main Campus
NOTE: Students must provide their own calculator with
engineering functions

PREREQUISITE: Completion of Tr;gonometry or eqmv-
alent:

TEXT: Principles of Surveying, 2nd Ed.—$13.50

SK360: ELECTRONICS 1
Fall-Winter-Sumtner

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: Completion of Algebra I or equivalent
LABFEE:! 312
TEXT: BasicElectronics—$19

SK361: ELECTRONICS II
Fall-Winter-Summer

TTh 6:30-9:30 p.m.  T-VI Main Campus

MW 6:30-9:30 p.m. T-VI Montoya Campus
PREREQUISITE: Completion of Electronics I or equiv-
alent

LAB FEE: 358

TEXT: Basic Ele:’:tr?uics—$l9

S§K362: ELECTRONICS 11
Fall-Winter-Summer
MW 6:30-9;30p.m. T-VIMain Campus
TTh 6:30-9:30 p.m. " T-VI Montoya Campus

PREREQUIST TE Completion of Electronics It or equiv-
alent

LAB FEE: $6
TEXT: Electronic Principles—$20 N
SK363: ELECTRONICS IV
Fali
MW 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Completion of Electronics Il or equi-
valent

LABFEE: 320
TEXT: Electronic Communication—S$17

$§K363A: ELECTRONIC COMMUNICATIONS
Winter

TTh 6:30-9:30 p.m. T-VI Main Campus
TEXT:  Modern Electronic Communication—$19

SK36d: LOGIC CIRCUITS
© Winter-Summer

TTh 6:30-9:30 p.m. T-VIMain Campus

PREREQUISITE: Completion of Algebra I
LABFEE: $§

TEXTS:. Practical Digital Electromcs—An lntroduclory
Course—311
Practical Digital Electronics Laboratory Work-
book—$11 .

SK365: INTEGRATED CIRCUITS
Fall

TTh 6:30-9:30 p.m. TVIMainCampus

PREREQUISITE: Completion of Electrenics HI or equi-

valent

LABFEE: 36

TEXT: Integrated Circuits and Semiconductor De-
- vices—316

5K366: TEI',EVISIDN SERYICING
Fall-Winter

MW 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Completion of Electronics IV or equiv-
alent
TEXTS: Basic Television, Theory and Servicing—$20

TV Symptom Diagnosis—3$7

SK367: ELECTRONICS IhiSTRUMENTS
AND MEASUREMENTS
Fall

MW 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Completion of Electronics I or equiv-
alent

TEXT: Instruments and Measurements for Eleclronics—
$16
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$K368: FCC GENERAL RADIOTELEPHONE
*  LICENSE PREPARATION
Winter

MW 6:30-9:30 p.m. T-YI Main Campus
PREREQUISITE: Minimunt of three years of radio com-
munication experience; or Electronics IV or equivalent.

TEXT: Second Class Radiotelephone Llcense Hand-
' book—$8 '

SK369: INTRODUCTION TO MICROCOMPUTERS -
Fall-Winter

TTh 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITE: Completion of Logic Circuits
LABFEE: 38

TEXTS: 8080A Software Desipn—$8.50
8080A Bug Book—$9

§K376: DRAFTINGI

y Fall
MW or TTh 6:309:30 p.m. T-VI Main Campus
- MW , 6:309:30 p.m. T-VIMontoya Campus
Winter-Summer -
MW 6:30-9:30 p.m. T-VI Main Campus
TTh . 6:30-9:30 p.m. T-V1 Main Campus

NOTE: Students must purchase their own instruments.
LABFEE: 8 )
TEXT: Technical Drawing, 7th Ed.—%22

SK371: DRAFTINGII
Fail-Winter

TTh 6:30-9:30 p.m. T-VIMain Campus

TTh 6:30-5:30 p.m. T-VI Montoya Campus
PREREQUISITE: Beginning drafting class or eqmva!ent .
experience

LABFEE: %8

TEXT: Technical Drawing, 7th Ed.—$22

§K372: ARCHITECTURAL DRAFTING1

Fall-Winter
MW 6:30-9:30 p.m. T-VI Main Campus
Summer
TTh . 6:30-9:30 p.m. T-¥I Main Campus

PREREQUISITE: Beginning drafting class or equivalent
experience

LABFEE: $8
TEXT: Architectural Drawing and Planning—3$17.50

SK3‘13 BUILDING MATERIALS
+ AND METHODS
v Fall-Winter

TTh 6:30-9:30 p.m. T-VI Main Campus

TEXT: Materials and Methods for Contemporary Con- -

struction—$19.50

SK374: ARCHITECTURAL RENDERING

Fall-Winter
TTh 6:30-9:30 p.m. T-VIMain Campus
NOTE: Students must provide their own supplies with the

exception of paper.
PREREQUISITE: Completion of Architectural Drafting
T or equivalent

LABFEE: 38

¢

SK375: ELECTROMECHANICAL DRAFTING ‘
Fall-Winter

MW 6:30-9:30 p.m. T-VIMain Campus
PREREQUISITE: Completion of Drafting I or equiv-
alent

LABFEE: §8 '

TEXT: Electronics Drafting Workbook—§10

NOTE: Students must purchase their own instruments

o $K376: TECHNICAL WRITING
Fall-Winter
MW 7-9p.m. T-VI Main Campus

TEXT: Handbook to Technical Reading—3$10.50

£ SK380: INTRODUCTION TO DATA PROCESSING
Fall-Winter-Sumrer

MWorTTh  6:30-9:00 p.m. T-VIMain Campus
MW orTTh 6:30-9:00 p.m. T-VI Montoya Campus

TEXT: Introduction to Data Processing with BASIC—
$19.50 '

SK381: RPGII
Fall-Winter

MW '6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: RPG I1 with Business Applications—$18.50

SK382: ASSEMBLY LANGUAGE CODING1
Fall

TTh 79:30p.m.  T-VIMain Campus
PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: 1370/360 Assembler Language—320

SK383: ANSICOROL
ZFall-Winter-Summer

MW 6:30-9:30 p.m.. T-VI Main Campus

MW 6:30:9:30 p.m. TYI Montoya Campus

PREREQUISITE: Completion of Introduction to Data

Processing or equivalent

TEXT: Introduction to Computer Programming with
Structured COBOL—$13

SK383A: ADVANCED ANSI COBOL
Fail-Wirnter-Summer

TTh 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Completion of ANSI COBOL or
equivalent .

TEXT: Advanced Structured COBOL—313
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$K384: FORTRAN IV PROGRAMMING SK386.:' BASIC LANGUAGE PROGRAMMING

Fali-Winter-Summer ) , Fali-Winter-Summer
MW 6:30-9:30 p.m. T-VI Main Campus . MW or TTh 6:30-9:3Cp.m. T-VI Main Campus
PREREQUISITES: Completion of Introduction to Data TTh 6:30_'9:30 p.m. TViMentoya Campus
Processing or equivalent and a basic Algebra class PREREQUISITE: Completion of Introduction to Data
TEXT: FORTRAN IV and* ANSI FORTRAN 77— Processing or equivalent
$15.50 TEXT: Iniroduction to Computer Programming

. Language with the BASIC Language—5$12
SK387: ADVANCED BASIC LANGUAGE

PROGRAMMING
Fall-Winter-Sumtier
SF’K?Is?;’iKE‘:gUNCH MW 6:30-9:30 p.m.  TVI Main Campus
all-Winter-Summer . .

B. FPro-
MTWTh 4:15-6:15p.m. T-VI Main Campus ;ﬁiﬁf&UlS‘lTE Completion' of BASIC Language Pro
PREREQUISITE: Must be able to type at least 35 wpm TEXT: Problem Solving and Structured Programming
LABFEE: $15 . . in BASIC—5§13.50 ; N

| ., |

’

Tr_ades and Industrial Education

*
1

There are two s'pecial programs offered by the ' Pole Climbing

Evening Division evenings and .weekends for Saturdays Sa.m.-fz noon T-VIMain Campus
which application is made through the Admis- NOTE: This combined ' laboratory/related
“sions Office of the Day Division: theory class provides instruction in safety, .
3 . . . equipment use, climbing and maneuvering tech-
. N niques up to the 18-foot level on stepped and un-
CULINARY APPRENTICESHI? stepped poles, and use of ladders on poles and
PROGRAM span lines.
Tuesdays 3:30-7:15p.m. T-VIMain Campus .
PREREQUISITE: To.be admitted, the individ- Cable Splicing '
ual must be currently employed full-time in the Saturdays 1-5p.m. T-VI Main Campus
cooking industry.- ' NOTE: This combined blueprint reading/lab-
PREADMISSION FEE: $10 (paid to the Day oratory class provides instruction in reading and
Division Admissions Secretary). o interpreting symbols and abbreviations found
NOTE: This is a continuing, three-year appren- on work plans; wire identification, including
ticeship program with beginning students admit- units of multiunit cable; splicing connections;
ted each trimester. The program combines on- rearranging and restoring pulp and poly cable;
the-job experience with classroom instruction and temporary and permanent closures.

and results in skill levels as a Certified Cook.

TEXT: Must be purchased through the Secre-

tary, ACF Local Chapter. Residential Telephone Installation

Saturdays ~ 1-5p.m. T-VI Main Campus
NOTE: This combined laboratory/related

COMMUNICATIONS LINE SKILLS - theory class provides instruction in safety, tool
. use, wiring materials, splices and connections,
There are three specialties in this Saturday and circuits required in installation of residen-
program, and each is offered every trimester. tial telephones. Techniques and procedures in
Since the Pole Climbing class meets in the morn- the course are derived mostly from the Bell Sys-
ing, it is possible to take the Pole Climbing unit tem. ) '
concurrently with either Residential Telephone PREADMISSION FEE: 310 per trimester,
Installation or Cable Splicing. - Each course lasts whether taking one or two units (paid to the Day

15 Saturdays. Division Admissions Secretary).



SKILL IMPROVEMENT CLASSES: SK520: AUTOMOTIVE BODY REPAIR

. v Fall-Winter-Summer
Fall-Winter NOTE: Students may not work on their own cars
MW 7-9p.m. Highland‘ High School LABFEE: §25

TEXT: General Trade Math—$13.50 . TEXT: The Principles of Auto Body Repairing and Re- '
, . painting—$18 .
NOTE: Students must purchase painting supplies
5K210: AUTOMOTIVE SERVICING
Fall-Winter-Summer

MWorTTh  6:30-930p.m. T-VIMain Campus SK530: SMALL ENGINE MECHANICS
' Fall-Winter-Summer
LABFEE: $12 ., - MW 6:30-9:30 p.m. T-VI Main Campus

—_ 2
TEXT: AutoMechanics Fuudamentals $12.25 TEXT: Small Gas Engines 2- and 4-Cycle—$9

SKS10: AU’I’OMOTIVE BRAKES ) SKS540: ARC WELDING

. + Fall-Summer L : ’ Fafll-Winter-Summer
TTh 6'30'9‘30 p-m. T-VIMain Campus MWorTTh  6:30-9:30p.m. T-VIMain Campus
LABFEE: 310 MW or TTEI 6:30-9:30 p.m. T-VI Montoya Campus
TEXT: Automotive Suspensions, Steering, Alignment LAB FEE: $55 '
and Brakes—$12 .

' TEXTS: Welding Skills and Practices, 5th Ed.—$11.50
Study Guide—$4.50

SK510A: AUTOMOTIVE FRONT-END ALIGNMENT

v

Winter : $K541: OXYACETYLENE WELDING
TTh 6:30-9:30p.m. TVIMain Campus. , Fall-Winter
TEXT: Automotive Suspensions, Steering, Alignment TorTh 6:30-10:30 p.m. T-VIMain Campus
' and Brakes—$12 . :
Summer
T ) 6:30-10;30 p.m. T-VI Main Campus
.ﬁ SK511: AUTOM(‘)T;‘::: r:eer CONDITIONING | LABFEE: $55
TTh ,6:30-9:30.p.m. T-VIMain Campus TEXTS: gﬁlg;‘gusigl_sgﬂgfam“- 5th Ed.—511.50
LABFEE: $10’ '

TEXT: Aiitomotive Air Conﬂltlomng—$lo
$K542: INERT GAS WELDING
Fall-Summer

SK512: AUTOMOTIVE ELECTRICITY ) . MW 6:30-9:30 p.m.  T-VI Main Campus
Fall-Winter-Summer . '

. . o : leted d
TTh . 6:30-5:30p.m. T-VIMain Campus ﬁg,ﬁﬁf QuIST TE: Must have completed an arc and a gas
LAB FEE: $10 ' " LABFEE: $65
TEXT: Automotive Electrical Systems, Shop and TEXTS: Welding Skills and Practices, 5th Ed.—$11.50

Classroom Manuals—$16 3 Study Guide—3$4.50 ;
SK513: AUTOMOTIVE CARBURETION SK543: PIPE WELDING
Fall-Winter-Summert » Winter
MW 6:30-9:30 p.m.  T-VIMain Campus . w’ 6:30-10:30 p.m. ‘T-VI Main Campus
LABFEE: $10 " ' \
‘TEXT: Automotive Engines and Electrical Systems— - Summer -
$14 Th 6:30-10:30 p.m. T-VI Main Campus
PREREQUISITE: Completion of Arc Welding
' LAB FEE: 555 .
SK514: AUTOMOTIVE TUNE-UP AND EMISSIONS TEXT: Pipe Welding Techn1ques—$5 50
_ Fall-Winter-Summer
MW - 6:36-9:30 p.m.  T-VI Main Campus : ] )
PREREQUISITE: Completion of Autonittive Carbure- ‘ SK233= SOLAR ENERGY AND HOME
vion - HEATING THEORY
LABFEE: §10 . . Fall-Winter
TEXTS: The Automotive Oscilloscope—34.50 : MW, 79p.mi.  T-VIMain Campus

Automotive Emission Control, 2nd Ed.—§14 TEXT The Passive Solar Energy Book—3§16
N



8K235: REFRIGERATION]I ,
Fall-Winter-Summer

Th 6:30-9:30 p.m. T-VIMain Campus

TEXTS: Principles of Refrigeration—$11
Refrigeration Servicing—35

S§K236: REFRIGERATION 1
Winter-Summer

T 6:30-9:30 p.m. T-VIMain Campus
PREREQUISITE: Completion of Refrigeration I

TEXTS: Principles of Refrigeration—$11
Refrigeration-Servicing—35

SK237: REFRIGERATION III
Fall-Surnmer

w * 6:309:30 p.m. T-VIMain Campus
PREREQUISITE: Completion of Refrigeration If

TEXTS: Principles of Refrigeration—3$11
Carrier Manuals--$8

§K238: ELECTRICAL CONTROL CIRCUITRY
Fall-Winter

W 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITE: A knowledge of electricity as related to
alternating current

LAB FEE: $5

TEXT: Electrical Contrals for Refngeratlon and Air
Conditioning—5$14

SK239: ELECTRICAL MOTORS THEORY 1
Fall-Winter

TTh -~ 7-9 p.m. T-VI Main Campus
TEXT: Electrical Motors—$22 .

SK241: FREE HAND ILLUSTRATION
Fall-Winter

MW 6:30-9:30 p.m. T-VI Main Campus
NOTE: Students must provide their own supplies with the
exception of paper

LABFEE: %10

SK242: PASTE-UP AND LAYOUT
Fall-Winter

M 6:30-9:30 p.m. T-VI Montoya Campus
NOTE: Students must prowde their own supplies with the .
exception of paper. "

LABFEE: $10

SK242A: ADVANCED PASTE-UP AND LAYOUT
Fall-Winter

W 6:30-9:30 p.m. T-VI Montoya Campus
PREREQUISITE: Paste-up and Layout or minimum of
one year of experience. 4

LABFEE: 510

TEXT: ‘-Prepariﬁg Art and Camera Copy for Printing—
$23

89

SK243: ILLUSTRATION PROJECTS
AND TECHNIQUES
Fall-Winter

Th 6:30-9:30p.m. T-VI Montoya Campus
NOTE: Students must provide their own supplies with the
exception of paper.

LABFEE: $10

SK244: OFFSET DUPLICATOR OPERATION
AND MAINTENANCE
Fall-Winter

T 6:30-9:30 p.m.. T-VI Montoya Campus
LAB FEE: 315
TEXT: Graphic Reproduction—$17.50

1

Si{250: SECURITY OFFICER TRAINING
Fall-Winter

TTh 6:30-9:30 p.m. T-VI Main Campus

" LABFEE: $7.50

SK255: GLASS BLOWING
Fall-Winter

MW 6:30-9:30 p.m. T-¥I Main Campus
LAB FEE: $40

SK260: BASIC DIESEL
Fail-Winter-Summer

MW 7-9:30p.m.  T-VI Main Campus
LAB FEE: $6 _ '
TEXT: Diesel Mechanics—3$19

)

SK581: DIESEL TROUBLESHOOTING
AND TUNE-UP
Falt

- TTh 6:30-9:30 p.m. T-VIMain Campus

PREREQUISITE: Completion of Basic Diesel or et}uiv-
alent

LABFEE: $6

TEXT: Diesel Mechanics—$19

SK582: DIESEL TRANSMISSION,
DRIVE TRAIN AND BRAKES
Fall-Winter

TTh 6:30-%:30 p.m. T-V1 Main Campus
PREREQUISITE: Completion of Basic Diesel or eqmv-
alent

LAB FEE: $6

TEXT: Power Trains, John Deere Manual--$6.25

SK265: SHEET METAL FABRICATION
Fall-Winter

TTh ’ . 6:30-9:30 p.m. T-VIMain Campus
NOTE: Students must purchase their own instriments.

TEXT: Sheet Metal Paitern Drafting and Shop Prob-
lems—$10
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SK560: CABINETMAKING
Fall-Winter-Summer

MWorTTh  6:30-9:30 p.m. T-VI Main Campus
NOTE: Students must provide their own project muate-
rials,

LABFEE: §12

TEXT: Woodworking for Industry—$17.50

ﬁ S§K570: BLUEPRINT READING FOR

CONSTRUCTION TRADES
Fall _
MW 7-9 p.m. T-VI Main Campus
Winter
MW 7-9 p.m. T-VI Montoya Campus

TEXTS: Building Trades Blueprint Reading, Part 1—$8
Building Trades Blueprint Reading, Part 2—

$9.75 .

ﬁ $K571: PLUMBING THEORY I
Fall-Winter

TTh 79p.m. . T-VIMain Campus

TEXT: Uniform Plumbing Code—$10

e d SK572: PLUMBING THEORY It
Fall-Winter

TTh 79p.m. T-VI Main Campus

PREREQUISITE: C9mpferion of Plumbing Theory I )
TEXT: Uniform Plumbing Code-—=3$10

SK574: INDUSTRIAL ELECTRICITY
' Fall-Winter
TTh 7-9p.m. T-¥1 Main Campus
TEXT: National Electric Code—$10.50

#% SK575: ELECTRICAL TRADES THEORY 1
Fall-Winter

MW T 79p.m. T-V1 Montoya Campus

TTh 7-9pim. T-¥I Main Campus

* TEXTS: Electrical Wiring: Residential, Utility Building

- and Service Areas—3$6
Workbook—$2.

% SK576: ELECTRICAL TRADES THEORY 11
Fall-Winter

TTh , 179p.m. T-VI Main Campus
PREREQUISITE: Conipletion of Electrical Trades The-
ory I or equivalent

TEXT: Practical Electrical Wiring—$22

S§K577: ELECTRICAL TRADES THEORY III
Fall-Winter

TTh 7-9 p.m. T-VI Main Campus
PREREQUISITE: Completion of Electrical Trades
Tkeo;y I or equivaient

TEXT: Practical Electrical Wiring—3$22

ﬁ SK579: CONSTRUCTION ESTIMATING

Fall
TTh 79 p.m. T-V1 Montoya Campus
Winter
TTh ' 7-9 p.m. T-VI Main Campus

PREREQUISITES: Completion of Blueprint Reading for
Construction Trades and some construction background

TEXT: Estimating in Building Construction—$18.50

SK585: CONCRETE TECHNOLOGY

Fall .
TTh 7-9 p.m. T-VI Main Campus
1 §K586: GENERAL CONTRACTORS
LICENSING PREPARATION
Fall-Winter
MW 7-9p.m. T-VI Main Campus

TEXTS: Uniform Building Code, 1979 Ed.—$32.25
New México Amendments—35
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Absenices, 15
Accounting, 26-27, 29-30, 80-
81
Cost, 29-30, 81
Credit Union, 29-30
Governmental, 29-30
Payroll, 81
Secretarial, 36, 80
Small Business, 39, 82
Tax, 29-30, 81
Accreditation, 1, 43, 45
Activities, Student, 21
Administration, title page
Admissions, 3, 7, 40, 79
Adult Basic Education, 79
Day Division, 7, 40
Skill Improvement, 3, 7
Adult Basic Education, 3, 79
Adult Learning Centers, 23
Air Conditioning, Heating
and Refrigeration, 62-63
Alcoholic Beverages, 20
Algebra, 23, 85
Alphabetic Shorthand, see
Shorthand
American Medical
Assgciation, 2, 45
Anatomy and Physiology,
40-45
Animals on Campus, 20
ANSI COBOL, 52-53, 86
Application, 3, 8,9
Appraisal, Real Estate, 83
Architectural Rendering, 86-
also see Drafting,
Architectural
Assembly Language Coding,
86 °
Athletics, 21
Attendance, 15
Auditing, 80 °
Auto Service, 63, 88
Automotive
Alir Conditioning, 65-66, 88
Body Repair, 64, 88
Brakes and Front-End
. Alignment, 88
Carburetion, 88
Electrical and Tune-up, 65-
66, 88
Servicing, see Auto Service
Transmission, 58, 76
Automotive Collision Repair,
64

I T et v —— — -

Index

Automotive Tune-up ‘
Mechanic, 65-66

Baking, 68

Bank Teller, 82

BASIC, 29-30, 36, 47-49,
54-55, 87 .

Basic Education, see Adulr
Basic Education and
Developmental Studies

Blueprint Reading, 90

Books and Supplies, 10

Budget, Estimated, 14

Budgeting, 31-32

Building Materials and
Methods, 50-51, 86

Bureau of Indian Affairs, 12

Buses, 19 '

Rebates on Passes, 19

Business
Communications, 26, 29,
31, 36, 38, 83
English, 81
Law, 31-32, 36
Mathematics, 81, 83
Occupations, 26-39, 80-84
Relations, 26, 36
Workshops, 26
Writing, 81

Business Administration, 31-
32

Business Occupations
Learning Centers, 26-27,
83-84

Cabinetmaking, 30
Calculators, 81

Calendar, 7, 6

Campus Conduct, 20
Carburetion, see Automotive
Carpentry, 66

Cashiering, 25-30, 33, 36, 82
Changing Careers, 80 -
Charges and Fees, 8-11

. Children on Campus, 20

Citizenship for Aliens, 3, 79

Civil and Surveying
Technology, 48-49

Class Periods, 9

Clubs, 21

College Work-Study, 13

Commercial Printing, 67, 89

Communications,
Electronics, 55-56

91

Communications Line Skills,
61, 87

Concrete, 90

Construction Drafting, 50-
51, 86

Construction Estimating, 90

Consumer Information, 4

Contact Lenses, 60 _

Cooking, see Culinary Arts

Costs, 14

Counesling, 17

Credit by Waiver, see Waiver

Credit Cards, 9, 10

Credit Union Operations, 29-
30

Culinary Apprentice, 87

Culinary Arts, 68-69

Data Processing, 31-32, 36, .
52-53, 86-87
Day Division, .3, 22-77

Developmental Studies, 23-25

Diesel Mechanics, 69-71, 89
Digital Circuits, 85
Digital Electronics, 55-56, 85

Distibutive Education, 33

Diversified Occupations, 33
Dormitories, 17
Drafting
Architectural, 50-51, 86
Civil, see Civil and
Surveying
Construction, see .
Construction Drafting
Electromechanical, see
Electromechanical
Drafiing
Dress, ‘Student, 20
Drop-In Math Lab, 23
Drop-out and Retention
Rates, 4

Electrical Trades, 71-72, 89-
50 '
Electricity, Industrial, 73, 90
Electromechanical Drafting,

54-55, 86
Electronics Technology, 55-
59, 85 .
Emergency Medical
Technician, 84
Employment Training
Administration, 12
English, Conversational, 79

{
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Enroll, How To
Day Classes, 8
Evening Classes, 9, 79
Enroliment, Conditional, 15
Entrance Requirements, 7-9,
40, 47, 60
Equal Opportunity Policy,
title page
Equipment Fee, 11
Evening Division, 3, 28, 61,
78-90

Family Educational Rights
and Privacy Act, 11

Fashion Merchandising, 82

FCC License Preparation, 86

Fees, 8-11

Financial Aids, 12-13

Fires, Fire Alarms, 20

First Aid, 17

Food, 17, 20

FORTRAN, 47, 52-56, 87

GED, 18, 79

General Trades, 72

Geometry, 23

Glass Blowing, 89

Governing Board, title page

Grade Reports, 16

Graduation Requirements,
see each program

Graduate Placement, see
Placement

Grants, Student, 13

Gregg Shorthand, see
Shorthand

Guidance, 17 ,

Handicapped, 19, 25

Health and Nursing Services,
17

Health Qccupations, 40-46,
84

Health Unit Clerk, 40-41

High School Equivalency
Exam Preparation, 18, 79

Home Health Assistant, 40,
42 '

Holidays, 6

Hospital Ward Clerk, 84

Hours Per Day, 8

Housing, 17

Human Relations, 82

Illustration, 89 .
Industrial Electricity, 73, 90
Industrial Safety, 61

Instrumentation and Control
Technology, 57-58

Instructional Materials

+ Centers, 23

Insurance, 20, 31-32, §1

Integrated Circuits, 85

Interrupted Training, 7

Job Placement, 4, 5, 17
Keypunch, 26-27, 84, 87

Laser Electro-Optic
Technology, 55-'59

., Law

‘Business, 82
"Real Estate, 82
Violations, 20

Legal
Office Worker, 34
Secretary, 81 .
Transcription, 26-27, 34,
84

Library, 23

License, Contractor’s, 90

Licensed Practical Nurse

Refresher, 42
Loans, 13
Lockers, 20
Logic Circuits, 85 )
Lost and Found, 20 "

Machine Trades, 74-75

Machine Transcription, 26-
27, 36, 39, 84 _

Management, 26, 29-30, 31-
32, 36, 82

Marketing, 82

Math Lab, 23

Mathematics, see each
program

. Medical Office Assistant, 84

Medical Records/
Receptionist, 34 §
Medical Transcription, 84

Merchandising, 35
Microcomputers, 86
Motors, Electrical, 89

National League for Nursing,
2, 43

New Mexico State Board of,
Nursing, 42-43

New Mexico State Student
Incentive Grant, 13

New Mexico Student Loan,
13

Non-resident, 10

North Central Association of

Colleges and Schools, 2
Nursing, see Practical Nurse
Nursing Assistant, 40-42

Office Occupations, 35-39 '

Office Supervision, 82

Operating. Your Own
Business, see Small
Business Operations

.Parking, 19

Paste-up and Layout, 89

Patient Service Clerk, see
Health Unit Clerk

Pell Grants, 12

Periods, Class, 9

Phone Calls, 20

_ Physics, 24-25, 47

Placement, 4, 5, 17
Plumbing, 75-76, 90
Practical Nurse, 40, 43-44
Preparatory Program, 24-25
Preregistration Fee, 10
Printing, 67, 89
Probation, Academic, 16
Progress Reports, 16
Property, Personal, 20
Public Speaking, 81
Punctuation, 26

Quantity Food Preparation,
68-69

Reading Improvement, 24-
25,79

Reading Lab, 24
Readmission, 15

Real Estate, 83
Receptionist, 37

* Records

Management, 26-27, 29-30,
36, 84
Student, 11
Refresher Course for. Office
Workers, 38
Refresher, Practical Nursing,
see Practical Nurse
Refrigeration, 89
Refunds, 6 ’
Registration, 6, 8-9
Rendering, Architectural, 86
Resident, 10
Respiratory Therapy
Technician, 40, 45-46
Retailing, 82



RPGII, 86

Safety Glasses, 60
Safety, Occupational, 61
Salaries, 5 |
Salesmanship, 82
School Year, 6
Secretarial Occupations, 35
Security, 19
Officer Training, 89
Sheet Metal, 62-63, 89 .
Shorthand
Alphabetic, 26-27, 36-37,
81
Gregg, 26-27 '36-37, 81
Review, 26- 27 38, 82
Transcription, 26-27
Skill Improvement Classes,
80-90
Small Business Operations,
39, 82
Small Engine Mechanics, 88
Smoking, 20
Snow Day, 6,
Solar Applications, 61, 75-
76, 88
Spanish, 24-25
Special Vocational Services,
25 .
Spelling Improvement, 23, 79
Student Council, Health
Occupations, 21
Student Government, 21

Student Judicial Affairs and
Curriculum Committee, 21
Student Review Committee,
15
Student Services, 17
Summer Classes, Health
Occupations, 40
Supervised Work Experience,
33, 35, 47, 61, 63, 72
Supervision, Office, 26, 82
Supplemental Educational
Opportunity Grant, 13 -
Surveying, 48-49, 85
Suspension, Academic, 16

Tardies, 15

Tax Accounting, 29-30, 81

Technical Writing, 86

Technologies, 47-59, 85-87

Telephone
Calls and Visitors, 20 .
Etiquette, 26

Television Servicing, 85

Testing, 18

Trade Mathematics, 88

Trades, 60-77, 88-90

Transcription, 26-27, 36-37,
83-84

Transcripts, 11

Transfer Credit, 3, 16, 28-29,
35, 40,43, 45, 61, 80-83,
88-90

Transportation, 19

923

Trigonometry, 23, 85

Trimesters, 6

Tuition, 10

Typing, 24-25, 26-27, 28 29
38, 82-84

University of Albuquerque,
3, 29, 40, 43

University of New Mexico, 3,
35 ‘

Valencia County Bus, 19

-Vehicle Registration, 19

Veterans Administration
Benefits, 12, 24 also see
each program

Visitors, 20

Vocabulary and Spelling
Development, 24, 79

Vocational Enrichment
Program (VEP), 3

Vocational Rehabilitation,
New Mexico Division of,
12

Waiver, 16

Welding, 77-78, 88

Withdrawals, 6

Workshops, Business
Occupations, 26

Word Processing, 27, 34, 39,
84 A




