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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 occupation. The Insti-
tute 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 in an elementary
school, which had been closed, and in surplus
army barracks and cottages. Since then, more
than $17 million worth of construction has
taken place. )

The Main Campus occupies 45 -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

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
accrediting agencies. The Practical Nurse pro-
gram 1is 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-V1 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 every tri-
mester.

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 offered 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 may 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-V1I 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.

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 aitending
the class regularly. In cases where applicants ex-
ceed capacity, 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: %

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 irimester.



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:

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 1982 was more than 81 percent.
Putting it the other way, less than 19 percent
of the students who started each trimester
dropped out before the end of the trimester. The
1982 termination rates were: Winter Trimes-
ter—16.3 percent; Summer Trimester—20.5
percent; and Fall Trimester—18.2 percent.

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 1982 job placement information, next
page, covers full-time Day Division graduates
of April, September and December, 1982, and
their situations 90 days after graduating.




Graduate Job Placement, 1982
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BUSINESS OCCUPATIONS
Accounting. ......viuioniiiiiinin. 48 42 874% | — - 3 6.3% 3 6.3% £ 7172
Bookkeeping ...... 0ihiiiinnninnnn. 28 16 57.1% | 3 10.7% 4 143% 5 17.9% $ 80l
Business Administration. . ............. 15 7 46.9% | — — 3 20.0% 5 33.3% ¥ 882
Distributive Education .. .............. 37 37 1000% | — — — — —_ — % 606
*FashionMerchandising: . . ...o0vuurua. 12 9 T50%m| 1 83% 1 8.3% 1 8.3% £ 594
Legal Office Worker. ... ovviniiinenn. 34 17 50.0% | 10 29.4% 3 8.8% | 4 11.8% $ 775
Medical Records/Receptionist , ,........ 39 18 46.2W1 3 7.7% 8 205% | 10 25.6% $ 720
Merchandising ... .....civvennrnenns 7 5 714% | 1 14.3% ! 143% | — —_ § 714
Office Occupations—Clerical. .......... 80 54 67.5% | 3 3.8% 4 500 19 23.8% § 774
Office Occupations—Refresher ......... 10 6 60.,0%( | 10.0% 1 10.0% 2 20,0% 3 745
Office Occupations—Secretarial ......... 26 21 BOB% (| 1 3.8% | — - 4 15.4% £ 811
Receptionist ... ..ovveneriivrrnensnnn a0 13 433% | 5 16.7% 2 6.7% | 10 33.3% 5 629
Word Processing Operator ... vvevursse. 52 36 692% | 3 5.8% 4 7.7% 9 17.3% 3 827
HEALTH OCCUPATIONS _
HealthUnitClerk. .........cvuienns 33 26 T88%m|— — 1 3.0% 6 18.2% S 853
LPNRefresher..........c..covvnn.. 5 4 B0OM|-— — — — 1 20.0% $ 965
Nurse/Home Health Assistant . ......... 52 42 BO8M| 2 3.8M 3 58%, 5 9.6 § ™
Practical NUTSE, . v vve v vn v cavaensnsnn 80 70 87.5% | 4 5.0% 1 1.3% 5 6.2% |- $1,006
Respiratory Therapy Techmman ......... 15 15 100.0% | — — — -— —-— — $1,004
TECHNOLOGIES
Data Processing Technology. . ... ....... 86 59 63.6%] 2 2.3% 3 3.5% | 22 25.6% $1,087
Drafting, Construction. ............... 59 43 729% 1 1 1.7% 7 11.9% 8 13.5% 3 863
Drafting, Electromechanical. . ...... e 19 T 36.8% | — — 3 15.8% 9 47.4% $1,084
Drafting, CivilandMap............... 36 24 66.7% | — - — 5 13.9% 7 19.4% 3 939
Electronics Technology. . .......vvt .t 259 150 579% | — — 31 120%| 78 30.% $1,144
Instrumentation & Corirol Technology,. .. 18 15 833%|(— — 2 11.1% ! 5.6% £1,250
Laser Electro-Optic T echnology .. ....... 44 31 773% | — — 4 9.1% |- 9 20.5% 81,422
TRADES & INDU_STRIAL
Air Conditioning/Htg/Refrigeration ., . .. 43 29 604% | — — 4 .. 83%] 15 31.3% 3§ 913
Aute Collision Repair. ... ... cviiv s 14 8 5T1%| 1 T1% 3 21.4% 2 14.3% 5 656
*Auto Service Technician. ... . e 61 22 36.1% | 3 49% ( Il 18.0% | 25 41.0% |*§ 778
Baking . .......ocveeuean, AN 13 11 846% | — — — — 2 15.0% $ 726
L0F:1 471115 o g 23 14 609% | 3 13.0% 5 21.7% 1 4.3% $ 634
Commercial Printing . ................ 35 18 S14% ) 3 B.6% 6 17.1% 8 229% S 695
Diesel Mechanics .................... 50 29 S0% | — — - § 160%/| 13  26.0% 31,095
Electrical Trades. .. .. e aaeaeaaas 31 9 290% | 1 32% | 10 32.3%( 11 35.5% $ 805
Industrial Electricity. . ......ovieunnnn, 48 0 625% | 2 42% | 6 12.5%| 10 20.8% £1,018
Machine Trades . ............ P 11 47 T83%|— — 6 10.0% 7 11.7% § 924
*Parts Specialist.. ... coocvinrrainne. 8 2 250%) 1 12.5% 1 12,5% 4  50.0% 3 602
Plumbing ........coiiiciiiii it 25 9 360%| 3 12.0% 4 16.0% 9  36.0% $ 987
Quantity Foeds Preparation. ........... 20 18 90.0%| 1 50%| — — 1 50% | § 711
*SheetMetal. . ... ievreinieiveneers 2 2 100.0% | — — — — — — £ 896
*Small Engine Mechanics. .......... 00 17 7 412% ) | 59%| 5§ 294% 4 23.5% 5 719
Welding ...t it 78 26 33.3% | 1 1.3% | 21 26.9%| 30 38.5% | $1,001
TOTALS ...ciire e iieinannns 1,657 | 1,048 63.3% (60 3.6% {184 1L.I1%, 365 22.0%

*Canceled programs, will no longer be included in follow-up report.



School Year

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 ona
space-available basis.

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

Evening Division Calendar
FALL TRIMESTER, 1983

Skill Improvement Application Deadline . . 5 p.m. Aug. 12

Adult Basic Education Registration ....10a.m. to8 p.m.
Aug, 23} and 24

Fees/Books Payment Deadline .. .....co oot Aug. 29
Late ApplicationPeriod. ............ 12 noonto 8 p.m.
Aug,.31,8¢ept. 1,8,12,13, 14,15

Evening ClassesBegin. .....covviivicnnnnnns . Sepl. 6
Fees/Books RefundDeadline ........c. o0 vvt Sept. 16
Holiday(noclasses). . ........ciiainas Noav, 23,24, 25
LastEveningof Classes .. .. .. iiva e vneranana Deec. 16

1

WINTER TRIMESTER, 1984

Skill iImprovement Application Deadline .. ..5 p.m. Dec. 9
Adult Basic Education Registration . ,..10a.m.to8 p.m.

Dec, 27 and 28

Fees/Books Payment Deadline ,,.............. Jan.3
Late Application Period ........... 12 noon to & p.m.
Jan. 4, 5, 11, 12, 16, 17, 18, 19

Evening ClassesBegin ..........0cveus. e Jan, 9
Fees/Books RefundDeadline. . ............... Jan, 20
Holiday (noclasses) . v vvvenrivriarernanes ...Feb, 20
LastEveningof Classes . .. .................. Apr. 17

SUMMER TRIMESTER, 1984

Skill Improvement Application Deadline , . 5 p.m, Apr. 13
Adult Basic Education Registration ... 10a.m. to 8 p.m.
Apr.25and 26

Fees/Books Payment Deadline . .............. Apr. 30
Late Application Period. . . ....o00 v 12 noon to 8 p.m.,

May2, 3,9, 10, 14, 15, 16, 17
Evening Classes Begin . .. ...vviniuivneanenns May7
Fees/Books Refund Deadline. ... ...t May I8
Holiday(noclasses). . .......coviueicnnrinas May 28
Holiday{noclasses) .. ....oovivenennnuren July4,5,6

Last Evening of Classes. .......... veeseeunas AU 1T

e e - o e e

SNOW DAY: During the 1984 Winter Tri-
mester, February 20 is designated if it is needed
to make up a day lost because of snow condi-
tions earlier in the winter. If it is not needed as a
makeup day, it becomes a day off for students
and instructional staff. T-VI seldom closes
because of weather. If there are bad snow condi-
tions, T-VI sometimes operates 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 you can (your
teachers must mark you absent anytime classes
are in session and you are not there) unless you
hear that T-V]1 is on an abbreviated day or has
cancelled completely.

Day Division Calendar

FALL TRIMESTER, 1983
DayClassesBegin, ... ..., .cvvvnevnnctio.. . Aug. 30
Holiday .....ovviviinnnnnns . Sept. 5
Day Late RegistrationDeadhine .............. Sept. 13
Mid-Trimester Grades .. ...cooviiieninnnnns Oct, 20
Teacher Inservice (noclasses). ..o vvenne. . e Qct. 21
Holiday...........c...... ierieaaaeas Nov, 24-25
Withdrawal Deadline. .. .............oeventn Dec. 2
LastDayof Classes . ... vvvevintisrncncranns Dec. 16
TrimesterBreak . ...ooovviennenennn, Dec. 17-Jan, 1

WINTER TRIMESTER, 1984

DayClasses Begin .. ...vivnnennnncnnnnnannss Jan, 2
Day Late Registration Deadline . .. ............ Jan. 13
Teacher Inservice (no classes). ..., e raananeen Feb. 17

Snow Day (no classes if not used
asamake-upday). .o i iaiinieereraias FEDL20

Mid-Trimester Grades .. .. oovvirenverenrenes Feb. 24
WithdrawalDeadline .........cccievenvnnran Apr. 3
LastDayof Classes .. vivvierrarnrnarrrsonss Apr. 17
Trimester Break . ..o ievnniennnnenionoes Apr, 18-30

SUMMER TRIMESTER, 1984

DayClassesBegin ... ..ot i i i ceecnnns Mhiay |
Day Late Registration Deadline. . ......... ..o May 14
Holiday ......coiii it ii it it iiirannnas May28
Mid-TrimesterGrades. .. .ocvvvvivinnrennenn June22
Holiday ......oooviiiiiiiiiiiiiii i July4-8
Withdrawal Deadline ......... st asassansas Aug. 3
Last Day of Classes........... Y eaeeeians Aug. 17

Trimester Break oo ienvvveornrnninrenssss AU 18-



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 Occupations, 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 Occupations (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 denied admission to a particular
program if your health or physical condition

could be dangerous to you or other péople 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
. T-VI 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 ot for one or more trimesters, and
then wants to return to the program, will beon a
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 Eveﬁing Division class is numbered and
those numbered up to 499 are of a general
nature and open to any interested adult or high
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.

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 enrolied 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-VI
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-¥1 Admissions Office at either the Main or
Montoya Campus any weekday (Monday
through Friday) between 8 a.m. and 5 p.m. Ex-
cept for Health Occupations which have special
application times (see **Health QOccupations®’ 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 about
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, vou-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 willbe put ona
“‘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-
tend. 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 written 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. If you miss your
regisiration 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 readmiited only if there is
still space available in the classes you want.

_Class Schedules

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

Totai Hours Daily Class Schedule Hours
Per Week M T W Th F
30 .......... 6 6 6 6 6
28 ..., 6 5 6 5 6
L 5 6 5 6 5
26 ...ivinn.. 6 4 6 4 6
26 ... i, 4 7 4 7 4
25 oo ... 5 5 5 5 5
23 ... .., 5 4 5 4 5
22 e 4 5, 4 5 1
20 ...l 4 4 4 4 4



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

Afternoon and Night
Period 5—12:20t0 1:I5
Period 6— 1:20t0 2:15
Period 7— 2:20to 3:15
Period 8— 3:20to 4:15
Period 9— 4:20to 5:15
Period 10— 5:20t0 6:15
Period I1— 6:20t0 7:15
Period 12— 7:20to 8:15
Period 13— 8:20t0 9:15

MONTOYA CAMPUS

Morning
Period 0— 7:00to0 7:55
Period 1— 8:00to 8:55
Period 2— 9:00t0 9:55
Period 3—10:0010 10:55
Period4—11:0010 11:55

Afternoon and Night
Period 5—12:00t012:55
Period 6— 1:00t0 1:55
Period 7— 2:00to0 2:55
Period 8— 3:00to 3:55
Period 9— 4:00to 4:55

Period 10— 35:60to 5:55

How to Apply—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. 12; Wiater, Dec. 9; Summer, Apr.
13). 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 $5 application fee. This is paid

only once each trimester, redardless 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, Aug. 29; Winter
Trimester, Jan, 3; and Summer Trimester, Apr.
30. If you do not pay your fees, purchase text-
books and return your book/fee card by that
deadline, the Evening Division may give your
space to someone on the standby list. You will
then lose your space in the class and forfeit your.
$5 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. The late application
period is conducted on a first-come, first-served
basis, and you may have to wait in line to apply
during these periods.
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Fees and Tuition

EVENING DIVISION FEES

APPLICATION FEE: There is a $5 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.

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 textbook 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,

e e e e e

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.

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 recejve 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 referred 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 AND SUP-
PLIES FEES: Many T-VI programs require stu-
dents to buy personal equipment, such as uni-
forms in Health Occupations and tool kits in
Trades and Technologies. The equipment, pur-
chased by T-VI at the best possible prices, is
issued early in'the program and becomes the stu-
dent's personal property.

Personal equipment fees must be paid in full
before the student is admitted. Refunds of the
personal equipment fee are made if the appli-



cant withdraws before the equipment is issued.
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.

In several Business Occupations programs, a
supplies fee is charged to cover the cost of ex-
pendable items provided by T-VI, such as
machine tapes and ribbons, workbooks and
practice sets. This supplies fee must be paid
before the student is admitted. It will be re-
funded if the student withdraws before attend-
ing any classes. Once the student has attended
any classes, no refund is made,

Personal equipment and supplies fees for
1983-84 (in addition to the 810 preregistration
Jee and $10 book deposit) are as follows:

Trimester
' N & I I Iv
BUSINESS OCCUPATIONS
ACCOUNtING o vvvevevrrvarsnnea $10 310 %10 %10
Business Administration ........ $1¢ 310
Legal Office Worker . .......... $10
Medical Records/Receptionist. ... $10
Office Occupations . ....... Y...310 310 310
Receptionist. . v oo evuss ciareaaa 310
Refresher Course for
Office Workers, . ......ovnnn $10
Word Processing Operator. . ..... $10
HEALTH QCCUPATIONS
HealthUnitClerk ....... .. .. $30
Nursing Assistant. . .......vuun. 330
Phlebotomist . .. ......cienran. 345
Practical Nurse ...... hemraans $75

Respiratory Therapy Technician . . $75

TECHNOLOGIES

Civil and Surveying Technology. .. $40 345
Construction Drafting . . ..... ... 550
Electromechanical Drafting...... 350
Electronics Technology . ........ $40
Instrumentation and Control

Technology .......... P $40
Laser Electro-Optic Technology. . . 340

TRADES

Air Conditioning, Heating and

Refrigeration « cevvveveaenenn $90 $70 370
Auto Collision Repair .......... $50 370
Automotive Tune-up Mechanic , . $100 380
Carpentry ....coveeenrearans §100 370
Commtercial Printing .. ......... $30
Culinary Aris

Baking ....... e eaneaans $90 330

Quantity Food Preparation ....3%95  $75
Diesel Mechanics ..o cuovvunne .. 3100 $100 $80 %8O
Electrical Trades . .......0cvvun $90 %70
Lndustrial Electricity .......... $100 380 $70
Machine Trades . . ... .vvvvvnns $100 380 §70
Plumbing....... Ceieaaran .. 23100 370
Welding ....... faeeer s $100 370
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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-VI
to provide confidential copies of transcripts to
employers and to other educational 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 docurnents 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.

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 tran-

script. Please allow 48 hours to process tran-
script requests.
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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.

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

VETERANS 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 for VA
benefits for refresher training in any course for
which he or she already has required skills, re-
gardless 'of where those skills were learned,
withou! 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-VI is 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 [sleta
SW, 842-3243; and (NW) 2221 Rio Grande NW,
842-3184.

EMPLOYMENT DEVELOPMENT OF-
FICE (EDO): Education and training assistance
is provided for unemployed or underemployed,
cconomically-disadvantaged persons by this
federal agency, which has offices throughout
New Mexico. Information is available from the
nearest service center of the New Mexico Em-
ployment Secunty Division. The EDO Training
Control Center jin Albuquerque is at 1500
Walter St. SE. L )

: i
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 prowded 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.

e e e e e e T e e
e . o

Application for some financial aid is made
through the T-VI Student Financial Aid Office
al 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
Jorms available from either Financial Aid Of-
ficeat T-VI.

e e e R R TR R e
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PELL GRANT: Students interested in apply-
ing only for the Pell Grant with no processing
fee must use the Application for Federal Stu-
dent Aid (AFSA). U.S. citizens and permanent
resident aliens (immigrants, refugees and per-
sons granted asylum) who plan to attend T-VI at
least half-time may apply and be eligible to re-
ceive this federal grant, which is intended to
provide up to half of the student’s estimated in-
structional costs. During 1982-83 the maximum
Pell Grant award for T-VI students for the en-
tire year was $763 ($1514 for nonresidents pay-
ing tuition).

To be eligible, students must be enrolled in a
program which consists of 900 or more hours of
instruction and is two or imore trimesters in
length. A student attending the full number of
hours specified in this catalog for his or her pro-
gram receives the full entitlement. If attending
less than full-time, the student receives a partial
grant. Persons who already have a Bachelor or
higher degree are not eligible for a Pell Grant.

Within 10 weeks after mailing the applica-
tion, you will receive a “Student Aid Report™’
(SAR) which contams a Student Aid Index
(SAI). Using this' mdex, T-VI can determine the
Pell Grant to which you are entitled, based on
your enrollmem status. Equal monthly install-
ments are paid ‘about the twentieth (20th) of
each month s0 long as you continue to attend
and remain in géod standing.



Students wanting to 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 the ‘‘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 SSIG): 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 trirhester,
after which approved students receive payment
retroactive 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.

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,
who are enrolled in full-time programs which
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are two or more trimesters in length, and who
are attending 25 or more hours per week, can
apply for a 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-V1
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 loan amount to help pay the in-
terest while the student is 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.

Ww
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TERMINATION OF FINANCIAL AID:
T-V1 policy for determining when a student is
not making satisfactory progress and is no
longer eligible to receive federally-supported
financial aid is: ,

—A student placed on Conditional Enroll-
ment status because of poor attendance is con-
sidered as no longer making satisfactory prog-
ress, and financial aid is terminated at that
point.

—A student making a second change of pro-
gram at T-VI is considered no longer making
satisfactory progress, and will not receive finan-
cial aid to enroll in a third T-VI program.

—Academic Suspension results in termina-
tion of all financial aid. :

REINSTATEMENT: A student terminated
from financial aid at T-VI can re-gstablish eligi-
bility for financial aid by successfully com-
pleting all required classes listed under one tri-
mester of a full-time program.

— T e e e e e et D
e e ——
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Estimated Budget

An important matter to look at when planning to attend T-VI fuli-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 1983-84:

Student’s Status 1 Trimester 2 Trimesters 3 Trimesters

DEPENDENT LIVING WITH HEAD OF HOUSEHOLD

Tuition and Fees* ........... $ 20to$ 120....... § 30t0$ 230....... $ 40to$ 320

Roomand Board............ 887........ ..., 1774, . ..o oo oL 2661

Books and Supplies ... ....... 25 e 50 . i 75

Personal Expenses........... 300,00, 600.............. 900

Transportation ............. 180, .. ........... 360.............. 540
TOTAL* .............. $1412t0 81512 $2814 to $3014 $4216 to $4496

DEPENDENT LIVING WITH PARENTS

Tuitionand Fees* ........... $ 2009 120....... $ 30to$ 230....... $ 40t03 320

Room and Board............ 425, . ... e 850, ... vt 1275

Books and Supplies.......... S PR .. 500 e 75

Personal Expenses. .......... 300.......... ..., 600.............. 900

Transportation .. ........... 180, . ............ 360.............. 540
TOTAL* .. ............ $ 95010 %1050 $1890 to $20%0 $2830t0 83110

INDEPENDENT SINGLE

Tuitionand Fees* . .......... $ 20to% 120....... $ 30t0$ 230....... $ 40to3 320

Roomand Board............ 998. . .. ... et 1996. ..o eennn.. 2994

Books and Supplies........., 2 500 ..., Ve 75

Personal Expenses. ,......... 300.. ... ... ..., 600.............. 900

Transportation .. ........... 180, . ............ 360...... aeereaas 540
TOTAL® ............., $1523t0 $1623 $3036 t0 $3236 $4549 to $4829

MARRIED, HEAD OF HOUSEHOLD**

Tuition and Fees* ........... $ 20t0d 120....... 3 30to$ 230....... § 40t0$ 320
Room and Board............ 1696, ... civvn vt 3392, ... 5088
Books and Supplies .. ........ P 500, iinin, 75
Personal Expenses........... 356, .. i, 113, ......... cv.. 1669
Transportation ....,........ 180, ......0uu..., 360....... PP 540
TOTAL* .............. $2477 t0 32577 $4945 t0 $5145 $7412t0 7692
Additional amoums aflowed for each child: .
Room and Board ... .. ...... F281......... ..., £563.............. $ 844
Personal Expenses......... 187, $374.......,....... $ 561
" ’ (]
el

*If student is paying nonresident tuition, add $500 per trimester. o 10
**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’’ figures.
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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 one hour of absence, -

F e T, o T T e T 0 0 e e 23, i T 3 o 0 T e, i i T i i D, T,

NOTE: The Health Occupations have very
strict attendance requirements. The next three
sections do not apply to Heaith Occupations
students. See the Health Occupations Student
Handbook for attendance regulations of that
department.

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 REYIEW 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.

The SRC hears the student’s reasons why he
or she should not be suspended, and recom-
mends to the Administration either (1) that the
suspension be carried out, or (2) that the student
be allowed to continue to attend on probation.
Terms of the probation are recommended to the
Administration.

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,

WITHDRAWAL DEADLINE: A student
cannot withdraw from any class during the final
two weeks of the class, unless the withdrawal is
for credit by waiver (see page 16).

EVENING DIVISION

Evening Division teachers take attendance
each class session, and turn in absence reports (o
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 may 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 requirements are being
met. .

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),
“r"* (Incomplete) and “‘U* (Unsatlsfactory)
Minimum grades for which credit is granted are
CIC!! Or Its.ii

Some programs use proficiency ratings. In
these classes, performance objectives 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 “‘1.*

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

UNSATISFACTORY GRADE APPEAL: A
student who believes that an unsatisfactory final
grade does not represent. fairly the quality of
work done may appeal the grade to the teacher
within-one week of the class completion. If the
student-teacher appeal does not resolve the
- problem, the student may appeal to the depart-
ment chairman. Such an appeal must be made
within five days of the teacher appeal con-
ference. When an.appeal is made to a depart-
ment chairman, he/she will appoint a board to
hear the appeal within one week’s time. The
written decision of the appeal board (made. up
of two faculty members and one student) is
final. o

ACADEMIC PROBATION: A student who
receives an “‘I"* or *“U”’ final grade in any class,
or who withdraws from a class after midterm
with an unsatisfactory midterm grade, is placed
on academic probation during the next trimester
attended. Any time that less-than-satisfactory
work is being done during the probationary tri-
mester, the student may be terminated. At the
end of the probationary trimester, if the student
again receives an *I’’ or “U” grade, or has
withdrawn from required classes, he or she will
not be allowed to continue in the same T-VI pro-
gram and must select a new major.

ACADEMIC SUSPENSION: A student who
fails to make satisfactory progress toward a cer-
tification goal during the last three trimesters at-
tended, either because of withdrawal from re-
quired courses or unsatisfactory final grades,
will be placed on academic suspension for a per-
iod of one year and may not enroll in the Day
Division at T-VI during the year of suspension.

CREDIT BY WAIVER: Credit toward grad-
uation usually is earned by taking a class and re-
ceiving a satisfactory final grade or proficiency
rating. However, an applicant or student can be
given waiver credit 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 ofTices.

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. A4
student who has a final grade of “U" in a
course, or who has withdrawn from the course
after an unsatisfactory midterm grade, cannot
be given a waiver credit for that course.

The second kind of waiver credit may be
given in the final trimester of most programs to
an outstanding student who has earned all re-
quired proficiencies and who gets a full-time,
training-related job after 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 enrollment 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, .t



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 requirements, meets prerequisite
requirements, and is entered on the student’s
transcript as a completed class.
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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.

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
ail 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.

HEALTH AND NURSING SERVICES: The
student health center is in Room A-127 on the
Main Campus, and is staffed by a Registered
Nurse and a trained health aide. It is open
weekdays from 7:30 a.m. to 5p.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-V1. However, the.ln-
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 thestréet from the Main
Campus visitor parking lot. yoy 1.

Full-time Day Division students can look 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 BOT LINE (843-2696)
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 Main Campus has a snack bar, located in
A-35. [t 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. .. & .
+i 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 General Educational
Development (GED) examinations for a high
school equivalency diploma are given free of
charge at the T-VI Center.

Anyone 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

Testing Services

state compulsory school attendance law and
given a GED Underage Permission Form. No
currently-enrolled high school student of any
age, and nobody 16 years old or younger, may
take the exams.

Information 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.

G.E.D.

(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  8:00-11:00am......... Montoya Campus
MTWThF  8:20-11:1Sam............ Main Campus
MTWThF 12:00 noon-3:15p.m. ....... Main Campus
MTWThF 12ncon-3p.m........, + Montoya Campus

EVENING SCHEDULE

MTW 9pme........ Main or Montoya Campus
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Parking and Transportation

DAY DIVISION

PARKING: Student parking is available only
for student vehicles which are registered and
_ have a numbered T-VI parking decal. The decals
are available at registration, in M-105 on the
Main Campus or the Student Services Center at
the Montoya Campus. The decal should be put
on the back side of the rear view mirror so it can
be seen through the windshield, or on the win-
dow if there is not an inside mirror. On motor-
cycles, 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 re-
quire city parking permits available only to resi-
dents 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 Gov-
ernment’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-V1
lots without the proper decal, student parking in
_ astaff 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 students (o
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,

Trimester passes can be bought only at Sun-
tran, 619 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-V1 full-time. Bus
pass rebates are available in the Financial Aid
Office at. the Main Campus or Student Services
Center at Montoya Campus.

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 large number of
pedestrians.



Campus Conduct |

Unsafe or disruptive behavior anywhere on
either campus, including the parking areas, is
grounds for dismissal from T-VI. This also ap-
plies to any field trip taken under the super-
vision of a T-VI employee.

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

USE OF TOBACCO (smoking or non-
. smoking products) is not permitted in any class-
room, lab, or restroom area, or in designated
non-smoking areas of student lounges. It is
allowed outdoors on campus and in the smoking
area of the various student lounges. Please use
ash trays and other containers provided. Stu-
dents are also reminded that smoking is hazard-
ous to their health.

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

CHILDREN: Students are not permitted to
bring their children to classroom and laboratory
sessions. -

- 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 t}e 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. Possession or
use of alcoholic beverages or illegal drug sub-
stances, or attending classes under the influence
of alcohol or illegal drugs, are grounds for dis-
missal from T-VI.

_Personal Property

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

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

LOST AND FOUND: For both day and eve-
ning students, the Main Campus lost and found
is at the Administration Building lobby recep-
tion desk. On the Montoya Campus it is in the
Student Services Center.

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

Phone Calls and Visitors

Students are not called from class to receive
telephone calls or visitors.

Office phones are for staff use only. Pay
phones are located at various places on all cam-
puses for student and visitor use,

Fire Alarms

Because of the many shop areas, the possibil-
ity of fires is 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.

The alarm on the Main Campus is a contin-
uous, loud bell. The Montoya Campus alarm is
a horn.

Each classroom and lab has posted a fire
evacuation plan for that room. Be sure to study
the plan at the beginning of the trimester for
each room in which you have classes.



Student Government and Activities

Student Government for T-VI’s Day Division
is made up of Representatives elected by each
section of Main and Montoya Campus pro-
grams at'the beginning of each trimester. Their
job is to carry the ideas of their fellow students
to the weekly Student Government meetings and
to report back after each meeting on what is tak-
ing place. Service as a Representative is entered
on the student’s permanent transcript,

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

Leadership is provided by a student body
president and vice president at each campus who
are elected by Day Division students for two-
trimester terms,

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

STUDENT ACTIVITIES: A limited student
activities program is available, Student Govern-
ment sponsors some activities such as dances
and picnics for all students. Other clubs and 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 Jeast 15
students are interested. Such a club or activity
can be formed if a faculty or staff member
agrees to serve as the sponsor and if 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, equipment
placement and cleanlingss.

F]
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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 hbrary, 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 materials and a variety of books and mag-
azines for leisure reading.

A

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 toany
adult in the community who wants to develop
basic education skills, vocationally related
knowledge, or self-improvement. Students may
drop into the ALC once, or use it over a period
of months.

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. Highly skilled tutors are
available weekdays from 8 a.m. to 5 p.m. to
assist with the math courses of all the majors at
the Institute.

Basic education materials in the centers at
both campuses include GED preparation, En-
glish as a second language, conversational En-
glish, beginning Spanish, Spelling, Reading,
Grammar and Mathematics.

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

At the Main Campus, special audio-visual
materials for recreational viewing are available.

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
S 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.
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Preparatory Program

All T-VI vocational programs requirescertain -

math and English communication skills for suc-
cess. Many applicants find that they need to im-
prove these skills before entering a vocational
program. The Preparatory program helps stu-
dents improve these skills so that they can meet
entry requirements for the vocational program
selected. )

Supporting courses also help students learn
about different job fields, or teach skills to help
a person be more successful on the job.

Through individual instruction and counsel-
ing, Preparatory students usually are able to
enter a vocational program after one trimester,
or 15 weeks. However, a student may continue
in a second trimester of the Preparatory pro-
gram if more help is needed.,

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

Preparatory program classes do not meet
vocational major pgraduation requirements.
However, Preparatory students’ grades and at-
tendance are recorded in their permanent
records.

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

financial aids, you must enroll for at least 20
hours a week in the Preparatory program. You
may sign up for as many hours as you need.
- Also, students in a vocational major may take
any of the courses offered in the Preparatory
program. Reading Improvement, Introduction
to Typing, Practical Physics, Spanish for Begin-
ners, Thinking Strategies, and General Science
have been popular supporting courses.

A short Preparatory Mathematics program is
also scheduled at night. More information is
available from counselors at either the Main or
Montoya Campus.

PREPARATORY PROGRAM
Recommended Schedule Hours/Week
Mathematics .......... e 10
Communications. . .........cooonn.... 5
Exploratory.....coviin i, 5

Students with low reading test scores should
also take:

Language Development............... 10
Supporting Courses
Reading Improvement. ................ 5
Introductionto Typing ....... ... ..... 5
Practical Physics . . ...oouvnnv e, 5
Spanish for Beginners . ................ 5
Thinking Strategies ................... 5
Writing Lab. .. .......... Ce e 5
General Science.................. -
COURSE DESCRIPTIONS
Maothematics

Each Preparatory student is placed in the math course
that best meets his or her needs, interests and abilities.
Each student starts at the beginning of the program no
matter when he or she enters. Progress is at his or her own
rate with the objective of meeting—or exceeding—cntry-
level mathematics skills for the vocational field selected,
The program begins with basic arithmetic and includes
whatever special or advanced topics are needed in the stu-
dent's chosen subject.

Math classes in the Preparatory program include Foun-
dations (basic arithmetic) and mathematics for Business
Occupations, Culinary Arts, Health Occupations, Tech-
nologies and Trades.

COMMUNICATIONS

Communications courses are offered on two levels, At
the foundations level, Language Development is an indi-
vidualized refresher course including the four basic com-
munications skills: speaking, listening, reading and writing
—with emphasis on spelling, writing and good English
usage. On a higher level, stress is on vocational applica-
tions of all four skills, with special emphasis on the stu-
dent’s intended program. Technical vocabulary for each
T-V1 program is taught at this leve),

Language Development

This class helps students improve basic communications
skills—speaking, listening, reading and writing——on an in-
dividual basis. It helps them to follow oral and written in-
structions accurately, write correct sentences, spell cor-
rectly and use good English.

Communications for Health Occupalions, Business
Occupations, Culinary Arts, Technologies or Trades

In this class students improve speaking, listening, read-
ing and writing skills as related to their chosen field. They
also learn reference and study skills and the technical
vocabulary for their chosen program. Class activitics in.
clude lectures, demonstrations, group activities, pguest
speakers, and student projects and presentations. Qcca-
sional (ield trips to lochltcompanies and laboratories let
students explore the tommunications skills nee he
job in their chosen field,



Exploratory .

In this class, students can learn more about the field they
have chosen at T-YI—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 subiects offered at T-V1 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
encoll. 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-Spanish-speaking stu-
dents who will be warking in a bilingual society is taught in
this class. Information about the Spanish culture and an
appreciation of its customs and traditions are included,

Thinking Sirategies 1
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 situations,
math word problems and group processes,

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 in any T-V1 program, except
foundations level.

General Science o

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, -
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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 .........cco0v0... 15
Employability Skills ..................5

Independent Living Skills

This is a series of individualized instructiona! units em-
phasizing prevocational and independent living skills, In-
cluded are such topics as money management, first aid and
safety, community resources, hypiene and grooming,
nutrition, telephone ‘usage, transportation and interper-
sonal relations. Vocational preparedness is stressed.

Career Preparation

This course provides special help in vocational assess-
ment, counseling, career selection and job readiness for
those students who either do not wish or cannot be ex-
pected to complete a T-¥I 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 opportunilies are explored and every attempt is
made to place students in appropriate vocational settings
by the end of the trimester. If this is not possible, alter-
native plans are discussed and explored with students.

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, applicznions, in-
terviewing techniques, on-the-job training, work samples,
business vocabularies, writing and ccmposing letters,
career exploratidn, human relations, community resources
and job market information are included,
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BUSINESS OCCUPATIONS DEPARTMENT

DS CLERK"

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 $20.00 and in-
cludes handout materials. It is necessary to sign
up in advance for each workshop.

More information is available from the Busi-
ness Occupations Department at the Main Cam-
pus.

Sept. 10, 1983. . .. Hiring and Firing Employees
Sept. 17 .. Telephone Etiquette and Techniques

Sept.21....... Business Income Tax Planning
Sept.24 ., .. ............ How To Geta Job
Oct.] .......... Effective Oral Presentations
Oct.8........... Getting Your First Business
Microcomputer
Oct.15..... Developing [nterpersonal Skills in
Office Settings
Oct. [9.....ovvinn.. Payroll Tax Reporting
Oct.29........... - ... Shorteut Typing Tips
Nov.5....... Apartment House Management
Nov.12 . ............... Time Management
Nov. 16 . . Where Do You Get Your Customers?
Nov.19.......... Your Business and Federal
. Income Tax
Dec.3....... .« ... Five C's of Letter Writing
Jan. 14,1984 .........}. . Office Supervision
Jan.18.......... Women Starting in Business
Jan.21........... ... . Business Math Review
Jan.28.......... Developing Listening Skills
Feb.4............ ... . Motivating Employees
Feb.11........... . ...Personal Income Tax
Feb.11........ AP, Stress Management .,
Feb. 15...... Promotion of the Small Business

Feb. 18 ....... Developing Negotiation Skills
Feb.25.................. Word Processing
March3....... Guarding Against Retail Theft
March 10.. ... Improving Dictation Techniques
Marchld4.......... Business Data Processing
March17 ............. +. HowTo Geta Job
March24._............... Grammar Review
March3l..... Over-the-Counter Salesmanship
Apr.7...... Nonverbal Communication Skills
Apr.18.............. What it Takes To Be a
Business Manager

April28 .. .... Selecting Professional Businéss
Services

Mayl12. ... ................. Spelling Tips
May 16 . ... Refinancing for Inventory Control
Mayl9................ Women in Business
June2 ..... Microcomputer Business Software
Packages

June9 ... Interviewing and Personnel Selection
June 13. .. How To Read a Financial Statement

Junelé......... Collecting the Uncollectibles
June23............... Basic Report Writing
June30....... Growth Beyond the Typewriter
July11 ........ Buying and Selling a Business
Julyl4 ... ... ..., Payroll Accounting
July2l ........... . . Performance Appraisal
July28 ........... Technical Report Writing
Aug.4..... Dressing for the World of Business
Aug. 1l ... ......... . Punctuation Updated
Aug. IS5 ............. Credit and Collections

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 agesicies.
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Business Occupations Learning 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.

The Main Campus center is open from 7:20
a.m. to 9 p.m. Mondays through Thursdays, 8
a.m. to 5 p.m. on Fridays, and from 10 a.m. to
2 p.m. Saturdays. '

The Montoya Campus center is open from 8
a.m. to 9 p.m, Mondays through Thursdays-and
from 8 a.m. to 5 p.m. Fridays.

The fee is $15 per course.

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

SUBJECT/SKILL AREAS

Typing 1

Typing 11

Typing 111

Alphabetic Shorthand 1

Century 21 Shorthand I {(Main Campus)
Forkner Shorthand 1 (Main Campus)
Gregg Shorthand 1

Grege Shorthand 11

Machine Shorthand

Shorthand Review

Shorthand Speedbuilding ,
Telephone Techniques
Communications Review
Proofreading

Business Mathematics Fundamentals
Business Mathematics 11

Electronic Calculating .
Accounting Fundamentals

Records Management

Machine Transcription

Medical Transcription ;

Legal Transcription -

Word Processing e
Cash Register Operation o
Keypunch Operation (Main Campus)

COURSE DESCRIPTIONS

Typingl

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

Typing II

(Prerequisite: Typing I or placement fest) This continua-
tion of Typing I emphasizes speed, accuracy and produc-
tion,

Typing LI ‘

(Prerequisite: Typing Il or placement test) This is a con-
tinuation of Typing I1 with more complex production tasks
including abstracted tables, line justification and secre-
tarial projects.

Alphabetic Shorihand I

This shorthand system utilizes alphabetic characters.
Studenis learn to read write and transcribe shorthand
notes. '

Centory 21 Shorthand [ (Main Campus)
Students learn to read, write and transcribe this sym-
bolic shorthand system,

Forkner Shorthand I (Main Campus)
Students learn to read, write and transeribe this com-
bination alphabetic and symbol shorthand system,

Gregg Shorthand 1
Alt 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 af 50
words per minute and transcribe into mailable form)
Theory and brief forms are reviewed with emphasis on dic-
tation and transcription.

Machine Shorthand

This course offers an introduction to this alternative
shorthand system and provides a foundation for career
growth in the courts.

Shorthand Review

This course is for students who have typing and short-
hand skills but need review and speedbuilding.
Shorthand Speedbuilding

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

‘Telephone Techniques

Famiiiarization with accepted lelephone manners and
practices is the objective of this mini-course.
40
Communications Review
Instruction is in grammar, spelling and punctuation.

Proofreading
Awareness of the most common types of errors in writ-
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ten messages and the standard marks for correcting them is
the objective of this course.

Business Mathematics Fundamentals

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

Business Mathematics 11 ,
(Prerequisite: placement test) This course includes the
mathematics of interest, marketing, payroll and taxes,

Electronice Calcnlating
Skill is developed on electronic calculators.

Accounting Fundamentals

(Prerequisite: Business Muathematics II or placement
test) This course gives the student a basic understanding of
accounting principles and their application.

Records Management
This area provides basic principles of filing.

Machine Transcription
(Prerequisite: Demonstrated English and typing skills)

Instruction in the use of transcribing machines to prepare
mailable business correspondence is provided.

Medical Transcription

{Prerequisite: Demonstrated English, transcription and
typing skills) This area develops familiarity with medijcal
terminology and transcription.

Legal Transcription .

(Prerequisite: Demonstrated English, transcription and
typing skiils) Familiarity with legal terminology, forms
and transcription is developed.

Word Processing

(Prerequisite: Demonstrated English, transcription and
{yping skifls) Training is on text-editing, magnetic key-
board typewriters with emphasis on the capabilities and
mechanics of the machines. )

Cash Register QOperation

Cash register operation and procedures for handling
cash, checks 4and credit card transactions are covered,

1

Keypunch Operation ,

(Prerequisite: Typing speed of 40 wpm) Skill is de-
veloped on the alphanumeric, keyboard and emphasis is
placed on the program card. )

EVENING DIVISION COURSE SUBSTITUTIONS

Enrolled Day Division students, or those who have dropped out of a Business Occupations program
but plan to return in a later trimester, 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 % 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 Insurance Business Administration supporting course

Accounting ,
Commercial Lines Insurance Business Administration supporting course
Accounting
Secretarial Accounting Office Occupations . required course
Alphabetic Shorthand Office QOccupations 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 Typing Lab 1 '

(both required)
Business Mathematics
Electronic Calculators and Filing
Office Supervision
Small Business'Management

Small Business Law

Salesmanship

all BOD programs

required course

all BOD programs supporting or required

. all BOD programs supporting course
Business Administration supporting or reguired
Accounting
Business Administration supporting or required
Accounting -
all BOD programs supporfing or required .
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Accounting

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,

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 to
computer-assisted bookkeeper. The potential
for advancement into jobs with increasing re-
sponsibility is good.

A diploma is awarded to students who com-
plete the required 1500 hours of instruction of
which 525 hours are laboratory work and 975
are related theory. Students receive a profi-
ciency certificate for each course completed.

Students may select either the computerized
accounting track or the manual accounting
track, and may select any of the supporting
courses listed to prepare for their employment

goals. The computerized track will be available

beginning with the Winter Trimester.

At least one supporting course must be an ac-
counting course. Not all courses will be offered
each trimester, and a minimum of 15 students is
required for a supporting course to be offered.

Students have an employable skill after com-
pletion of all courses listed under Trimesters [
and 11. If a student leaves the program at this
point, a Bookkeeping Certificate is awarded if
the request is made within 12 months of the exit
date.

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 {rans-
ferred to the University of Albuquerque 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.

A 310 supplies fee is charged each trimester.

ACCOUNTING PROGRAM

Trimester I Hours/Week
Accounting PrinciplesLabl ........... 10
Principles of Data Processing ........--. 5
Accountmg Math ......c...cvevivnn .5

Trimester iI
Accounting Principles LabIl........... 10¢
Business Communications[............. 5
Electronic Calculators (72 weeks) ... .. v S
Computer Lab 1 (72 weeks)* ........... 5
Introduction to Business (72 weeks)** . ... 5~
BASIC Programming for Business* ...... S
Supporting Course**. .......... ... ... 5
Trimester LI
Intermediate Accounting Labl ......... 10
Tax ACCOUNIINE. . o v vvvervreerororrans 5
Business CommunicationsI11............ 5.
ComputerLabIi*.................... 5.
Supporting Course**. . ... cienevavasre. 5-
Trimester I'V
Intermediate Accounting LablIl ......... 5
ComputerLabIII* . .................. S
Managerial Accounting®* . ............. 5
Supporting Courses. «oovaviarovenenns 15
Supporting Courses
Accounting Systems Design............. 5
Auditing ....ocvvii i i 5
BASIC Programming for Business ....... 5
Business Law. .....ccvevienianionenas 5
Cashiering. .. ... civ ettt inrononns 5
CostAccounting . ...ovvcvverurananann 5
Credit Union Operations. . .. .. ......... 5
Governmental Accounting, . . ..........s 5
Principles of Management. ............. 5
Records Management*** (72 weeks) ..., .5
Supervised Work Experience........... 10

*Computerized Accounting track
»*xManual Accounting track
***Does not count toward diploma

COURSE DESCRIPTIONS

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

Principles of Data Processing

This course covers manual and automated information
systemns, digital computers and other hardware, data entry,
basic programming techniques, and business software ap-
plications and provides hands-on experience with micro-
computers. < .

Accounting Math

This course covers basic arithmelic operations and
familiarizes the student with a wide range of accounting
procedures for which mathematics is required.
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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 11

(Prerequisite: Accounting Principles Lab I This is a
continuation of Accounting 1. 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,

Business Communications I

The student learns to communicate’ effectively through
the study of writing fundamentals. Students also have the
opportunity to develop oral and Iistt::ning skills.

Elecironic Calculators (7Y: Weeks)
Skill is developed in the touch method of operating elec-
tronic calculators.

Computer Lab I {7V Weeks)

(Prerequisite: Principles of Data Processing) The stu-
dent will use an actual business accounting program to
process prepared practice sets for a service, a merchandis-
ing or 2 manufacturing concern,

Introduction 10 Business (7% Weeks)

The structure of business, its activities and problems are
surveyed in this course. An understanding of the nature of
the business world is also provided.

BASIC Programming for Business

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

Intermediate Accounting Lab I

(Prerequisite: Accounting Principles Lab I 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

(Prerequisite: Accounting Principles Lab 1) This course
examines the fundamental characteristics of federal in-
come taxes as applied to individuals, partnerships and cor-
porations,

Business Communications I

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

Computer Lab I

(Prerequ;srre. BASIC Programming for Business) This
microcomputer lab is divided into three 5-week blocks in-
cludmg Payroll Preparation, Introduction to Weord Pro-
cessing and Advanced BASIC programmmg. Students w1ll 1
use prepared business software and will write and test one '
BASIC program using sequential files,

Intermediate Accounting Lab Il

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

Computer Lab III

{Prereguisite: BASIC Programming for Business) This
microcomputer lab s divided into three 5-week blocks in-
cluding Inventory Control, Cost Accounting and Ad-
vanced BASIC programming. Students will use prepared
business software and will write and test one BASIC pro-
gram using Direct Access files.

Managerial Accounting

(Prerequisite: Intermediate Accounting Lab I) This
course is concerned with how accounting data can be inter-
preted and used by management in planning and control-
ling business activities.
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 to management.

Auditing

(Prerequisite: Accounting Principles Lab IT) Auditing
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
to 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,

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 ID 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 cverhead 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 given for siudents to work in an operating credit
union.

Governmental Accounting

(Prerequisite: Accounting Prmcrp!es Lab I This course
provides the student with additional accounting training
for government and other nonprofit entitites,

Principles of Management

This is an introductory course to help the student de-
velop an understanding of the basic management functions
including planning, organizing, staffing, directing and
consrolling. .
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Records Management (72 Weeks)
Filing, operational and managerial duties of the office
worker are studied in this course,

Supervised Work Experience

(Prerequisite: Intermediate Accounting Lab I) 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 jointty by T-V1 and the
employer.

Business Admihistration

3 Trimesters (Main Campus)

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

The three-trimester program offersup to 1350
hours of instruction. A diploma is awarded to
those students who complete the required 1125
hours. Students receive a proficiency certificate
for each course completed. '

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

Students acquire an employable skill after
successful completion of all courses listed under
Trimesters [ and 11. If a student leaves the pro-
gram at this point, a Bookkeeping Certificate is
awarded if a request is made within 12 months
of the exit date and if a typing course has been
taken or a minimum typing skill can be demon-
strated.,

Some T-V! Evening Division courses may be
substituted for courses in the Business Adminis-
tration program (see list on page 28).

A $10 supplies fee is charged each of the first
two trimesters.

BUSINESS ADMINISTRATION PROGRAM

Trimester I Hours/Week
Accounting PrinciplesLabl ........... 10 ,
Business MathematicsI................ 5 a8
Introductionto Business ......ov0vnens 3 }
Principles of Marketing. . .............. 5

Trimester I
Accounting Principles Lab1l..... Ceeeen 10
Business Communications 1. ........... +5
Electronic Calculators (742 weeks) ....... 5 }{
Principles of Data Processing . .......... 5
Human Relations (72 weeks) . .. .. .

Trimester HI
Principles of Management.,.......... .
Financial Analysis............. e 5
BusinessLaw. .......covevvinernnan. .5
Business Communications Il ............ 5
Supporting Courses . v oo.ovvvevienron 5~10

Supporting Courses
Budgeting . ...ovvvrevivivenr e 5
ConsumerFinance. ... ..........cvn... 5
Insurance .......coeevevnmvnss teensaed
Payroll Preparation (7%2 weeks) .........5
Sales Techniques and Promotions ........ 5
Keyboarding (7/2 weeks). .. .....ouvvens 5
BASIC Programming for Business ....... 5

COURSE DESCRIPTIONS

Accuuntmg Principles Lab I
This is an introductory course in the theory and practice
of accounting.
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Business Mathematics |

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

Introduction 1o Business

The structure of business, its activities and problems are
surveyed in this course, An understanding of the rature of
the business world and its carcer opporunities is also pro-
vided,

Principles of Marketing

This course is designed to study total marketing con-
cepts—from the production of goods to delivery 1o the
potential customer—from a management point of view.

Accounting Principles Lab 11

{(Prerequisite: Accounting Principles Lab ) This is a
continuation of Accounting 1. Planning and accounting
for the partnership and corperate 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.

Business Communications I
The student learns to communicale cf fectively through

" the study of writing fundamentals. Students also have the

opportunity to develop oral and listening skills.

Eleciranic Calculators (7%2 Weeks)
Skill is developed in the touch method of operating elec-
tronic calculators.

Principles of Data Processing

This course covers manual and automated information
systems, digital computers and other hardware, data entry,
basic programming techniques and business software ap-
plications, and provides hands-on experience with micro-
computers.

Human Relations (7% Weeks)

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

Principles of Management

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

Financial Analysis

(Prerequisite: Accounting Principles Lab IT) This course
covers the gathering and analysis of financial data in a
manner that aids management in the decision-making pro-
Cess.

Business Law

(Prereguisite: Accounting Principles Lab N This course
provides a basic knowledge of law as it applies 10 all busi-
ness dealings in our society. Particular emphasis is on the
Uniform Commercial Code. Practical problems in law are
considered.

Business Communications II

(Prerequrisite: Business Conununications Jy A student
completing this course is able 1o write effective business
letters, reports and memoranda. Use of oral communica-
tions and listening skills is stressed.

Budgeting

(Prerequisite: Accounting Principles Lab If) 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 Jearn how
to assist others with their finarcial planning.

Insurance
This general course includes types of companies and
coverages, prevention of loss and sertlement of ¢laims.

Payroll Preparation (7% Weeks)
Students learn how 1o calculate, pay and report wages
and to keep adequate records for payroll accounting.

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

Kevboarding (72 Wecks)

A student completing the course will have knowledge of
the keyboard. Individual instruction permits a student to
progress at his or her own pace,

BASIC Programming for Business

(Prerequisiter Principles of Data Processing) The stu-
dent will learn how to code, debug, create, update, store
and retrieve accounting data and programs using the
BASIC programming langwage. Maximum use will be
made of the conversational computer ¢nvironment,



Distributive Education
715 Weeks (Main Campus) g

Persons who want to learn a skill quickly and
find a job as scon 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.
[t also is a good place to begin for students who
want to explore salesasa 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 (o 112
hours of classroom instruction and a minimum
of 75 hours of paid supervised work experience
with an approved cooperating emplover. Stu-
dents who complete the course receive certifi-
cates from the Business Occupations Depart-
ment.

This program does not 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 drill normally take
place every day. Merchandising math, store salesmanship
and retailing are covered also.
Supervised Work Experience '
Students work a minimum of 75 hours at retailing-
related, teacher-approved wark 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 reguirements,

Diversified Occupations

71V Weeks (Main Campus)

This program is for the individual seeking
eritry-level, non-skilled jobs in a variety of busi-
NEesses.

The 7v-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 {o overcome special problems deal-
ing with employment situations.

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

DIVERSIFIED OCCUPATIONS PROGRAM

Trimester [ Hours/ Week
Diversified OccupationsLab ........... 15
Supervised Work Experience ........ 10-20

COURSE DESCRIPTIONS

Diversified Gecupations 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 goals is emphasized.
Also emphasized is how to overcome special problems
dealing with employment situations. Résumés and mock
inteiviews are used.

Supervised Work Experience

Students work a minimum of 75 hours ata 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-V1
and the employer. There are times when it is impossible t0
place all students in work stations because of local employ-
ment requircments.
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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 30 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
Jegal 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 is approved for Veterans Ad-
ministration {raining benefits biut does not
qualify for other student Sfinancial aids,

A $10 supplies fee is charged for this pro-
gram,

LEGAL OFFICE WORKER PROGRAM

Trimester | Hours/Weelk
Word Processing Concepts (7% weeks) . . .. §
Word Processing Operation (714 weeks) ... 5

Grammar/Punctuation ., ... .. ... . . . 5
Legal Terminology/Procedures, . . ... .. .. 5
Legal Typing............. . .. verenaa S

COURSE DESCRIPTIONS

Word Processing Concepts (7V: Weeks)

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

Word Processing Operation (7V2 Weeks)

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

Grammar/Punctuation

Students review Erammar, 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-
chided in this course,
Legal Typing

Instruction is in the preparation of mailable legal cor-
respondence and forms from different types of input, in-
cluding machine transcription, copy type and pre-printed
forms,

Medical Records/ Receptionist
1 Trimester (Main Campus)

The Medical Records/ Receptionist program
is for persons who are people-oriented and in-
terested in working in hospitals or other medical
facilities as clerks or receptionists, Graduates
are qualified for entry-level positions as medical
record clerks and receptionists. They should be
prepared to work odd hours.

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

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

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

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

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

A 310 supplies fee is charged for this pro-

gram. MEDICAL RECORDS/
RECEPTIONIST PROGRAM ,
Trimester 1 Hours/Week
Medical Records/ Receptionist Lab . . . ., . 20

COURSE DESCRIPTION

Medical Records/Receptionist Lab

Typing speed and accuracy development are empha-
sized, Students also become familiar with letter styies, tab-
ulations, rough drafts, medical histories and medical
forms. General business transcription, medical transcrip-
tion and introduction to word processing 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 kelps in understanding many of the
functions performed with a calculator, The workings of a
calculator and praper finger usage are taught.

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

Terminology is taught through the use of videotapes.
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,
appoiniment management, telephone techniques, groom-
ing and other areas pertinent 1o the medical office are dis-
cussed. :



Merchandising
1 Trimester (Main Campus)

The Merchandising program provides a basic
foundation for entrance into the broad mer-
chandising field.

Persons interested 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, communica-
tions, human relations, math and cashiering.

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 are awarded special rec-
ognition and receive proficiency certificates.

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

MERCHANDISING PROGRAM

Course Requirements Hours/ Week
Merchandising Lab ... ... i 15
Supervised Work Experience . ....... 10-20

COURSE DESCRIPTIONS

Merchandising Lab

The student will blend oral communication and human
relation skills with selling techniques, Principles ol mer-
chandising goods and services and a basic knowledge of re-
tailing are emphasized,

Students perform basic math functions needed for calcu-
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 accur at a register.

"Sopervised 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-V1 and the employer. There are times
when it is impossible 1o place all students in work stations
because of local employment requirements.

LY
LN
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Office Occupations

3 Trimesters (Main and Mentoya Campuses)

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 stenographic positions.

Students acquire an employable skill upon
successful completion of the second trimester. If
a student leaves the program at this point, a
Clerical or Secretarial Certificate is awarded if
requested within 12 months of the exit date.

This program provides 1125 hours of instruc-
tion. An additional 225 hours of supporting
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 word pro-
cessors 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.

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

A $10 supplies fee is charged each trimester of
this program.
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OFFICE OCCUPATIONS PROGRAM

Trimester { Hours/Week
TypingLabl..................... .. 10
Office CommunicationsI ...... [P
Business Mathematics ................. 5
Fundamentalsof Business .. ............ 5

Trimester If
TypingLabll .......... i 10
Office Communications II.............. 5
Secretarial Accounting . .....c.uvennn.. 5
Electronic Calculators (7%2 weeks) ....... 5
Records Management (7%2 weeks)........5

Trimester 111 .
Simulation Lab 111

or Supervised Work Experience Lab. ... 10
Office Communications III ... ... e e 5
Fundamentals of Data Processing ........ 5
Business Relations. . .................. 5

_ Supporting Courses
BASIC Programming for Businéss . ...... 5
BusinessLaw........coivrevneanerns 5
Cashiering, ..... f e rereraeen cee.5
Individualized Word Processing ......... 5

Machine Transcription (72 weeks)

1200 ) 5} .
Principlesof Management. .. .« v vevevsr e 3
ShorthandI*................ 5
ShorthandII* .............. e v D

Transcription (Shorthand IID* ........... 5

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

COURSE DESCRIPTIONS

Typing Lah 1

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.

Office Communications I
This'is an introduction to oral and written communica-
tions with emphasis on vocabulary 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 to business organization and opera-
tion includes banking, insurance, credit and economic con-
cepls.

Typing Lab Il

(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, business forms and other correspondence,

Office Communications 11

(Prerequisite: Office Communications I) This courseisa
continuation of Office Communications I with greater em-
phasis on punctuation and sentence and paragraph con-
struction. Students receive an introduction to lelephone
techmniques. i .

Secretarial 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 (7Y2 Weeks) ‘
{Prerequisite: Business Mathematics) Skill is developed
in the touch method of operating electronic calculators.

Records Management (72 Weeks)
Filing, operational and managerial duties of the office
worker are studied In this course,

Simulation Lab III r

(Prerequisite: Typing IT) Students practice time manage-
ment, decision making and priority setting in a realistic of-
fice setting. This lab offers the culmination of clerical ap-
plications utilizing modern electronic typewriters, word
processors, machine transcribers, electronic calculators
and telephones. A typing speed of 60 words per minute
should be reached at the end of the course.

Supervised Work Experience Lab

(Prerequisites: Typing Lab Il and 55 words per minute
typing speed) Students work a minimum of 150 hours at
office-related supervised work stations. The student
trainee is paid by the cooperating firm and is supervised
jointly by T-¥! and the employer.

Office Communications I11

(Prereguisite: Office Communications I 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

This ecourse covers manual and automated information
systems, digital computers and other hardware, basic pro-
gramming techniques and provides emphasis on data entry
and hands-on experience with microcomputers,

Business Relations
Office procedures, human relations and job portfolio’
preparation are included 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 programs and data using the BASIC
computer 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 )

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



Individualized Word Processing

{Prerequisites; Qffice Communications {1, Typing I
and Machine Transcription at 20 words per minute) Stu-
dents receive instruction in the use of text-editing type-
writers with emphasis on the capabilities and mechanics of
the machines. Instruction is individualized and self-paced.

Machine Transcription (7V2 Weeks)

(Prereqmsates Office Communications {f and Typing
TN 3kill is developed on the latest dictation equipment with
a minimum transcription speed of 30 words per minute
upon completion.

Principtes of Management

This introductory course helps the student develop an
understanding of the basic management functions includ-
ing planning, organizing, staffing, directing and control-
ling.

Shorthand 1 (Gregp) )
This introductory course covers the theory and writing
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of Gregg shorthand. A writing speed of 50 words per min-
ute is attained upon completion,

Shorihand [-{Alphabetic)

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

Shorthand II .

(Prereguiisite: Shorthand I} The ability to write short-
hand at a rate of 70 words per minute is sought, with em-
phasis on speed, accuracy, grammar and punctuation as
well as transcription speed,

Transcription (Shorthand 11I)

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

Receptionist
1 Trimester, Open-entry/Open-exit RECEPTIONIST PROGRAM
(Main Campus) Trimester I Hours/Week
Typing .
The Receptionist program is for persons who Filing/Recordkeeping/Electronic
have little or no work experience, who are inter- Calculating . 20
Human Relations/Office Procedures

ested in a short, job-training program, and who
are people-oriented. Individuals completing this
one-trimester course will qualify for entry-level
receptionist jobs.

A typing prerequisite of 25 words per minute
is required.

Students may enter this program through the
tenth week as space is available and may leave
upon completing their training goal. Upon com-
pleting the program, students are awarded spe-
cial recognition and receive proficiency cer-
tificates,

This is an individualized course in which the
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,

Instruction is on the most modern equipment
available. Course work includes typing, elec-
tronic calculating, recordkeeping, filing, tele-
phone techniques, human relations, receptionist
duties, and introduction to word processing.

Some T-VI Evening Division courses may be
substituted for courses in the Receptionist pro-
gram (see list on page 28), :

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

A $10 supplies fee is charged for this pro-
gram.

Punctuation/Spelling
Word Processing

COURSE DESCRIPTIONS

Typing
Letters, memos, tabulations, forms and rough drafts are
presented with emphasis on basic skill.

Filing
Alphabetic, numeric, subject and geographic methods
are studied. -

Recurdkeeping
Basic recordkeeping involving accounts receivable, ac-
counts payable, petty cash and banking is presented.

Electronic Calculating
Basic businéss math is reviewed. The touch method is
applied to operating the ten-key calculator.

Human Relations

Various aspects of dealing with people are covered, in-
cluding telephone techniques, office etiquette, grooming
and job application.

Office Procedures
Appointments, time management, handling mail, travel
arrangements and other receplionist duties are introduced.

Punctuation/Spelling
Basic business punctuation and spelling are reviewed
and practiced.

Word Processing
Routine word processing functions are introduced on a
CRT.

~
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Refresher Course for Office Workers

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

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

Students may enter- this program through the
tenth week as space is available and may leave
upon completion of their training objective.
Upon completion of this program, students are
awarded special recognition and receive profi-
ciency certificates.

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,
dictation equipment, and basic word proces-
SOTS.

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

A 310 supplies fee is charged for this pro-
gram.

REFRESHER COURSE PROGRAM

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

Business Mathematics Review
Filing Review

Human Relations/Job Preparation
Word Processing

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 electronic calculators that reinforce prae-
tical application of business math. Practice also is given on
transcription machines.

Communications Review

Review covers both written and oral communication.
Emphasis is on punctuation, grammar, letter writing and
telephone communication.
Business Mathemalics Review

Emphasis is on review of basic mathemaltical 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 portfolio
preparalion are covered.

Word PProcessing
Routine word processing functions are introduced on a
CRT.




Small Business Operation
1 Trimester (Main Campus)

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. Individualized courses are
tailored to the specific needs of the enroliees.

A partial list of individualized courses
follows:

(1) Entreprencurship—What's [t All About?
(2) Day-to-Day Management Skills

(3) Goal Setting for the Business

(4) Self-Motivation

{5) Business Plan Development

(6) Licensing Procedures

(7) Accounting Systems

(8) Customer Development and Relations
(9) Credit Procedures and Collections

(10) Pricing for Profit

(11) Sales Promotion

(12) Contracts

(13) Inventory Control '

(14) Employer-Employee Relations

(15) Tax Report Procedures

Students completing the 150-hour program
are issued a certificate,

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

SMALL BUSINESS OPERATION

PROGRAM
Course Requiremenis Hours/ Week
Small BusinessLab ............... ... 10

COURSE DESCRIPTION

During the first few days of the trimester, the instructor
will meet with each student to determine specific goals,
problems or nceds. Once these are identified, a program of
study is tailored to the individual. The student may pro-
gress at his or her own pace in completing the proposed
program, Most of the daily tasks/activities will be accom-
plished through the use of learning modules. Hdwever,
special workshop or seminar-type activities will be sched-
uled throughout the trimester to deal with common areas
of concern for all. These include such areas of interest as
Time Management, Value Clarification, Improving Super-
visory Skills, Interpersonal Communication Skills and
Stress Management.
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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 aof 50 words per minute
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, punctuation and
machine transcription.

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

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

A 310 supplies fee is charged for this pro-
gram.

WORD PROCESSING OPERATOR
PROGRAM

Trimester | Hours/ Week
Word Processing Concepts (72 weeks) .. .. 5
Word Processing Operations (72 weeks). .. §

(72 weeks). . 10
Grammar/Punctuation. ............... 5
Machine Transcription . .......c o, ... 5

COURSE DESCRIPTIONS

Word Processing Concepls (72 Weeks)

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 Operations

Students receive instruction in the use of text-editing
typewriters with emphasis on the capabilities and mech-
anics of the machines.

Grammaar/Punctuation

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.
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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, Phlebotomist and Health
Unit Clerk programs. The Practical Nurse pro-
gram is cosponsored by T VI and Presbyterian
Hospital Center,

Classes for all six 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, Phlebotomist and Health
Unit Clerk applicants follow regular T-VI ad-
mission procedures at either the Main or Mon-
toya campus.

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
{wo programs.

OPTIONAL CLASSES
FOR HEALTH OCCUPATIONS

Registration for both of these classes is Aug.
23, 1983, and May 185, 1984, in the Health Edu-
cation 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 Phys:ology lin
this option will not have to take it in the regular
class schedule.

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

The class will meet on Mondays from 12:30 to
2:30 p.m. and Wednesdays and Fridays 12:30 to
1:30 p.m. during the 1983 Fall Trimester; and
Tuesdays, Wednesdays and Thursdays from
9:30to 11:30 a.m. from May 29 to Aug. 2, 1984,

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-¥I Aduit 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 entrance interview.

This class will be offered Tuesdays, Wednes-
days and Thursdays from 8:30 to 9:30 a.m. be-
tween Oct. 11 and Nov, 30, 1983, and between
May 29 and Aug. 2, 1984. Included in the course
are fractions, decimals, percentages, Roman
numerals and ratio and proportions.
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Health Unit Clerk

13 Weeks (Health Education Center)

The program for Health Unit Clerk, some-
times called ward clerk or service secretary,
trains persons to work in a hospital unit. Trans-
cribing doctors’ written and verbal orders, an-
swering 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 ability to speak distinctly
to others. Being bilingual in Spanish 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 325-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 some weekend classes. A
certificate is awarded upon completion. .
Health Unit Clerk is offered each trimester.
This program does not qualify students for
Veterans’ Administration training benef ts or
other financial aids.

HEALTH UNIT CLERK

Course Requirements Total Hours
Health Unit Clerk Theory and Lab ..... 225
Health Unit Clerk Clinical Practice ... .. 100

COURSE DESCRIPTIONS

Health Unll Clerk Theory and Lah

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 during the last four weeks of the program.

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 receive certificates as Nursing Assistants.

To be admitted, applicants must pass a math
test and be able to rzad at the seventh grade
fevel. Good commmunication skills are necessary
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
waich with a second hand, and uniform slacks

and shoes, are required but not covered .in the

fee.

The 15-week program totals 330 hours of in-
stuction of which 187 are laboratory work and
143 are theory. Nine weeks are spent in the
classrcom and laboratory followed by six weeks
of extensive supervised clinical training in local

hospitals, 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 Assistant Lab and Theory. ... .. 113
Health Communications . ............. 45
Mathematics . .......... e erraans 30
Hospital and Elder Care Centcr

Clinical EXperiences. v vvevveccnan. 88
Home Health Clinical Experiences. ......54
Total 330

COURSE DESCRIPTIONS

Nursing Assistani 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,

Health Communications

This course includes introductions to medical terminol-
ogy, anatomy and physiology and nutrition. Medical ter-
minology covers the abbreviations and terms used in the
health field. Nutrition includes regular and spectal diets
used in hospitals, elder care centers and homes. Home
management, community resources, the purchasing and
preparing of foods as well as basic understanding of the
structure and normal function of the body systems and
some of the health problems which can occur in these
systems, are covered.
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Mathematics
Basic math is reviewed in this course with practice work-
ing selected problems,

Hospital and Elder Care Center Clinical Experiences

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

Home Healih Clinical Experiences

Home health expericnces are a two-week portion of the
last six weeks and include nursing care of patents 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 meeis 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 nursing care including
pharmacology.

Refresher courses are offered on the basis of
demand and need, availability of clinical ex-
periences and qualified faculty. Twelve people
are admitted to each course. Participants pay a
$10 registration fee plus the costs of required
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.

n Presbyterian Hospital
A} School of

Practical Nursing

The Presbyterian Hospital Schocl of Practical Nursing was
started in 1956 at Presbyterian Hospital, In 1965, T-VI
assumed administralive responsibility for the school, Presby-
ferian Hospital Center supporis the school through housing of
the program, offering the clinical facility for patient care ex-
periences and sharing in operational costs. The Presbyterian
Hospital Schoo! of Practical Nursing in 1972 became the first
and only nursing program in New Mexico accredited by the
National League for Nursing. The program was reaccredited in
1980. It is also covered by T-VI's accreditation from the Com-
mission on Higher Education of MNorth Central Association of

Colleges and Schools.

Phlebotomist
6 Weeks (Health Education Center)

The primary work of a phlebotomist is to
draw blood specimens from health care clients
for testing. A phlebotomist generally works in a
medical laboratory under the supervision of a
registered technologist. The job includes estab-
lishing a professional relationship with the
client, selecting and preparing the skin puncture
site, collecting specimens, preparing and main-
taining equipment used to obtain blood speci-
mens, caring for the client after specimen collec-
tion, entering data into the computer for the
testing process, and performing clerical duties
related to laboratory test record keeping. The
_job also requires a Iot of walking, bending and
standing.

Applicants must have a high school diploma
or equivalent, verbal ability to communicate
with clients, basic math skills for calculating
dosages and timing tests, and manual dexterity
required to handle laboratory equipment. The
student must be able to read orders and labels
associated with the procedures. To be admitted,
applicants must pass a math test and read at the
seventh grade level,

A 345 personal equipment fee covers the cost
of a lab coat, health tests, name tags and equip-
ment.

For a certificate as a phlebotomist, a student
must complete the six-week program totaling
150 hours of instruction, including clinical ex-
perience in a local hospital.

The program is offered on the basis of de-
mand and need. Information on starting dates is
available from the Health Occupations Depart-
ment.

This program does not qualify students for
Veterans Administration benefits or other
Sinancial aids.

PHLEBOTOMIST PROGRAM
Course Requirements Total Hours
Phlebotomist TheoryandLab.......... 75
. Phlebotomist Clinical Practice.......... 75

COURSE DESCRIPTIONS

Phlebotomist Theory and Lab

Students learn the procedures for collecting blood and
other specimens from patients. Interpersonal relationships
with patients, peers and staff are stressed. An introduction
to computer processes and laboratory clerical duties is also
included.

Phlebotomist Clinical Practice |

Students practice skills and apply the theory learned in
class during supervised clinical practice in one of the city’s
hospitals.

T



43

Practical Nurse

3 Trimesters (Health Education Center)

~ This program prepares students to care for
patients in a variety of health care facilities
under the supervision of registered nurses and
physicians. Men and women who want to work
in a field in which they can provide help to
others should find practical nursing a satisfying
choice,

The T-VI/Presbyterian Hospital School of
Practical ‘Nursing is accredited by the National

League for Nursing and approved by the New

Mexico State Board of Nursing (NMSBN),

After completing the 12-month program,
graduates are eligible to take the state practical
nursing license examination given by the
NMSBN.

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

Applications for the January 1984 class will
be accepted July 19, 20, 21, 26, 27 and 28, 1983,
Applications for the September 1984 class will
be accepted March 6, 7, 8, 13, 14 and 15, 1984.
They must be made in person at the Health Edu-
cation Center, 1215 Hazeldine SE, by the appli-
cant or a representative, Test dates are sched-
wled 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 1984 class and the September 1984
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
randomliy 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, so 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 has 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, gréduation
uniform, graduation pin or state board exam
fees. )

There is a math prerequisite for the program
which is' met by making a satisfactory score on a
math entrance exam. See the section on optional
courses for information on basic math classes
and labs at T-V1.

After becoming licensed and working one
year, graduales of the Practical Nurse Program
may apply for the career ladder nursing pro-
gram at the University of Albuquerque. This
prograin leads (o an Associate Degree in Nurs-
ing and the opportunity to take the State Board
examingtion {0 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
Nursing112 ........... 7 credits
Nursing113 ........... 2 credits
Anatomy and
Physiology .......... 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 Qccupations Basic Mathematics is a

prerequisite for this program.

Trimester I (15 Weeks) Towal Hours
*Anatomy and Physiologyl ........... 60
Nursing I

Theory . ....coii it iieiin s 163

Skills Lab and Clinical
EXperiences. . ....coovveenanss 195
Dosages and Solutions . ............. 32
Total 450
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Trimester IT (22 Weeks) .

Nursing 11
Theory......oo v ... 220
Clinical Experiences............ ... 440

Total 660
Trimester ITI (8 Weeks}

Nursing 111
Theory......... ... . 80
Clinical Experiences............... 160

Total 240

*May be taken in Summer or Fall Trimester
prior to beginning program.

COURSE DESCRIPTIONS

Analomy and Physiology I

This course gives the student basic concepts of the plan,
structures and normal functions of all the body systems
and how they work together. The class may be taken as an
optional course in the summer or fall just prior to begin-
ning the program, '

Nursing I

Concepts of the nursing processes used to meet the needs
of clients in all stages of growth and development are in-
troduced in this class. Normal needs of people and changes
from the normal needs are discussed. Introductory presen-
tations are given on.aspects of illness, surgery, pregnancy,
minor accidents and behavior disorders.

Nursing skill laboratories and clinical experiences ac-
company the theory learned in Nursing 1.

Dosages and Solntions

Dosage calculations and drup preparation are taught as
a nursing skill. The mathematics used in preparing drug
dosages and solutions are included. Safety is stressed in
medication preparation and administration.

Nursing II

Nursing II builds upon the content of Nursing 1 and pre-
sents more information on the needs of people in all stages
of life from before birth to death, The nursing process, pa-
tient teaching, communication skills and rehabilitation
concepts are presented. )

Clinical experiences include the theory and-its applica-
tion to caring for medical, surgical, pediatric, obstetric and
geriatric clients. Assessment of client needs, nursing care
skills and medication administration are practiced. The
role changes of the L..P.N. in some specialty areas are also
discussed.

A
Nursing I

Use of the nursing process to meet more complex needs
of people in various stages of growth and development is
presented in Nursing III. Acute, life-threatening condi-
tions and disorders of behavior are studied. The role of the
L.P.N. in acute-care areas is discussed. A nursing elective
in this course allows students to choose experiences to help
their personal and professional growth and development,

Clinical experiences are in advanced medical-surgical
nursing care settings as well as the elective areas chosen by
students, such as psychiatric or community health agen-
cies.

Practical Nurse Challenge

Persons with a health occupations back-
ground and the ability to perform basic nursing
skills may apply to challenge part of the Practi-
cal Nurse program.

Persons must score satisfactorily on the chal-
lenge exam and be full-time students for at least
12 weeks.

Challenge examinations are given twice a
year. The exams are scheduled Oct. 11, 1983
and Feb. 28, 1984, Challenge applications will
be accepted at the Health Occupations Depart-
ment between Sept. I and Oct. 7, 1983, for the
Ocrober test; and Jan. 9 to Feb. 20, 1984, for
the February test. Application forms are avail-
able those dates by visiting the department or
calling 243-2844,

An applicant who does not score satisfactor-
ily on the challenge exams must take all of the
Practical Nurse program coursework to obtain a
diploma. Persons may not retake the challenge
examinations.

Four tests are given. The first two tests cover
primarily first trimester content of the Practical
Nurse program, and you must score satisfactor-
ily on the first two tests to take the others. The
third and fourth tests cover material taught in
the second and third trimesters and are used to
determine an applicant’s theory and clinical ex-
perience needs.

Challenge students are admitted for residency
in the program on the basis of available space,
performance on challenge exams, prior exper-
iences, interviews and ranking by the faculty.

This residency gives the faculty opportunities
to evaluate each student’s performance, Follow-
ing this period, the faculty considers a student
for graduation, based on how well the student
completes work in the program.

Challenge students accepted must submit
transcripts of prior education and proof of high
school graduation or equivalency. They must
also pay the required T-VI fees, purchase their
own school uniforms and other needed equip-
ment, and have a physical examination before
admission.

Challenge students who meet the program ob-
jectives are considered full graduates ar -
recommended for state board examinations.
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Respiratory Therapy Technician

3 Trimesters (Health Eduacation Center)

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

Applicants must have either a high school
diploma or equivalency. Because. respiratory
therapy involves handling and care of treatment
equipment, applicants also must be able to lift
materials weighing up to 50 pounds.

The program has a beginning group in the
Fall Trimester only. Applications for the Sep-
tember 1984 class will be accepted at the Health
Occupations Center from April 2 until April 25,
1984, or until 125 applications have been re-
ceived. The preadmission and math tests-are
scheduled when the application is submitted.

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

The admission process begins with testing,
Those who meet minimum requirements on the
test are considered on the basis of past academic
records, work experiences, leiters of recommen-
dation and interviews.

Respiratory Therapy Technician students pay
a §75 personal equipment fee when they begin
the program. This covers the cost of required
uniforms and identification tags. It does not
cover the cost of the school’s graduation pin,
stethoscope, scissors or preentrance physical ex-
amination.

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

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

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

Graduates of the Respiratory Therapy Tech-
nician program may apply for the career ladder
respiratory therapist program at the University
of Albuguerque. This program leads to an As-

sociate Degree in Respiratory Therapy and the -
opportunity to take the national examination fo
become a registered therapist,

Transfer credits accepted by the U of A from
the T-VI Respiratory Therapy Technician pro-
gram are: - '

Anatomy and

Physiology ........ 4 credits

Respiratory Therapy

Resp 101, 102, 103 .. 14 credits
_18rotal credits

Interested individuals should check with the

U of A for more information. '

RESPIRATORY THERAPY PROGRAM

Health Occupations Basic Mathematics is a
prerequisite for this program.

Trimester ] Total Hours
*Anatomy and PhysiologyI ........... 60
Chemical and Physical Principles .

of RT.......ovvvuvnn... e e 60
R.T. Principles and Practices] ......... 60"
RT.Labl......coiviiiiinnnnnnnnns 69
Clinical Experiences[ ........ Y 201

Total 450

Trimester II '

Anatomy and Physiology II...... R 14

Psychosocial Aspects of Patient Care ....30
Microbiology and Demonstration Lab. .. .60

R.T. Principles and PracticesI[I......... 30
RT.Labll .......... e raraananas 30
Clinical ExperiencesII............... 240
- Total 450
Trimester IT1

Cardiopulmonary Pathophysiology. .. ... 30
Respiratory Therapy Seminar .......... 15
R.T. Principles and PracticesIII . ....... 15
RT.LablIll ....iiiiiiiiiiiiinnnnns 30
Clinical Experiences II[ . ............. 360
Total 450

*May be taken in Summer Trimester prior to be-
ginning program.

COURSE DESCRIPTIONS

Anatomy and Physiology I )

This course gives the student basic concepts of the plan,
structures and normal functions of all the body systems
and how they work together, The class may be taken as an
optional course in the summer just prior to beginning the
program.

Chemical and Phystcal Principles of R.T.
Physics, chemistry and mathematics pertinent to respira-
tory therapy are included in the general survey source.
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Respiratory Therspy Principles and Practices I

This basic course surveys respiratory therapy as a para-
medical profession—the personal qualifications, ethics,
expectations and opportunities—and also presents prac-
tices and procedures of respiratory care including begin-
ning pharmacological principles. -

Respiratory Therapy Lab I
This course allows students to practice basic R.T. proce-
dures in the Health Education Center learning laboratory.

Clinical Experiences |

Beginning clinical experiences in city hospitals introduce
the student to the clinical setting and the patient, as well as
supervised practice in basic skills.

Anatomy and Physiolegy I1

This ¢ourse emphasizes more advanced knowledge of the
anatomy and physiology of the circulatory, pulmonary,
renal and nervous systems and their relationship to each
other.

Psychosocial Aspects of Patient Care

The basic psychodynamics of human behavior are pre-
sented. Emphasis is placed on human behavior during ill-
ness, especially chronic pulmonary disease, Understanding
self as well as others is also included,

Microbiology and Demonstration Lab

This course includes some of the microorganisms related
to sickness and health, particularly those affecting patients
with respiratory problems. The microbes discussed in class
are studied durihg the lab. Cleaning of respiratory therapy
equipment is practiced.

Respiratory Therapy P;'inciples and Practices I1
This course presents additional theory of R.T. proce-

dures beyond the first level with more emphasis on phar-

macology in respiratory treatments.

Respiratory Therapy Lab 11

This course allows students to practice additional R.T.
procedures in the Health Education Center learning labor-
atory.

Clinical Experiences I1 _

Supervised clinical experiences continue with practice in
giving various respiratory treatments and maintenance and
care of equipment.

Cardiopulmonary Pathophysiology

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

Respiratory Therapy Seminar _

Class discussions will center on current trends in respira-
tory therapy education, supervision, management and re-
search. Students will prepare case presentations, article,
drug and disease reviews. *

Respiratary Therapy Principles and Practices Il

This course presents theory and application of advanced
R.T. procedures including major emphasis on neonatal,
pediatric and adult mechanical ventilation and cardio-pul-
monary pharmacology.

Respiratory Therapy Lab ITI

Students practice advanced R.T. procedures including
experiences with mechanical ventilation devices in the
Hezalth Education Center learning laboratory.

Clinical Experjences I11

Supervised clinical experiences continue with special em-
phasis in critical care areas, especially concentrations on
neonatal, pediatric and adult mechanical ventilation.

RESPIRATORY THERAPY
TECHNICIAN CHALLENGE

There are two ways in which advanced stand-
ing can be granted to Respiratory Therapy

+ Technician students.

The first is through credit for equivalent
coursework from an accredited technical-
vocational school or college. Credit may be
given when transcripts are received at the
department showing grades of ““C”’ or better on
equivalent courses.

The second, for people with documented res-
piratory therapy work experience, is through
challenge exams, Persons wanting to challenge
Trimester I coursework may apply at the Health
Education Center from March 20 to March 30,
1984. Challenge exams and the basic math test
will be held early in April. A written exam will
be used to challenge theory courses; competency
testing under simulated conditions at the Health
Education Center, using R.T. equipment, will
be used to challenge lab and clinical work.

Challenge students accepted must submit
transcripts of prior education and proof of high
school graduation or equivalency. They must
also pay required T-VI fees, purchase their own
school uniforms and other needed equipment,
have a physical examination before admission,
and attend the first week orientation and com-
munication sessions.

Those with previous R.T. work experience
under medical supervision must document at
least 200 hours to challenge Trimester I course-
work and another 240 hours to challenge Tri-
mester Il coursework.

Applicants must score at least 90% on the
Basic Math test. Those taking challenge exams
must score at least 77% on each component to
receive Trimester I credit. "Components not
passed at this level must be completed as course-
work during Trimester 1. Challenge exams may
be taken once only. Persons given challenge
credit for Trimester I will be admitted to Tri-
mester II on a space-available basis only.

Persons successfully completing all Trimester
I requirements may apply to challenge Trimester
IT coursework. Trimester Il challenge applica-
tions will be accepted during November and
tests will be scheduled in December, 1984.

Portions of Trimester 111 may be challenged
depending on prior clinical experience and
coursework.

All challenge credit will be applied toward the
T-VI diploma and certificate of completion re-
quired by the National Board for Respiralory
Therapy to qualify for the Certificd Respiratory
Therapy Technician exams.
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T-YI/SCHS NON-TRADITIONAL
RESPIRATORY THERAPY TECHNICIAN
PROGRAM

The Non-Traditional Respiratory Therapy
Technician program provides an accredited edu-
cational program for individuals currently em-
ployed in respiratory therapy departments
throughout New Mexico, which suffers from a
critical shortage of school-trained respiratory
therapy practitioners.

T-VI and Southwest Community Health Ser-
vices, a New Mexico not-for-profjt multi-hospi-
tal system, have collaborated td offer this off-
campus component of the RT program.

Since it is part of T-VI's accredited RT pro-
gram, non-traditional program graduates are
eligible to take the NBRC “‘entry level exam’’
for Certified Respiratory Therapy Technician
(CRTT) credentials.

Interested respiratory therapy practitioners in
any New Mexico hospital should contact the
Health Education Center during June, 1984.
Contracts for financial and administrative sup-
port of a student outside of the SCHS system
can be arranged with the employing hospital.
Applicants must be employed in RT at least 21
hours a week, have at least three months of RT
work experience, and have a high school
diploma or its equivalent.

" Presbyterian

- ._1_- Z/;\s Hospital

€ Main Entrance N Emergency

. Profassional
€ Buldng

The non-traditional program is three trimes-
ters in length and covers all of the material
presented in the traditional RT program. An op-
tional 12-week preparatory program is offered
during the summer for persons who want to
strengthen study and test-taking skills. It in-
cludes basic sciences and introductory RT
theory.

Each trimester, non-traditional students

study educational materials which are mailedto ™

them. Written tests, given by designated proc-
tors in the selected hospitals and scored by the
T-VI faculty, are required throughout the pro-
gram. The non-traditional students’ RT skills
are supervised and verified by NBRC-creden-
tialed personnel within the hospitals.

Students are required to visit the T-V] Health
Occupations campus at the end of each trimes-
ter for written exams and laboratory skill
demonstrations. During the final trimester,
non-traditional students must attend a two-
week (80-hour) laboratory/clinical session in
Albuquerque.

Non-traditional students must pay a $10 pre-
registration fee each trimester. Required text-
books must be available in the hospitals for the
students’ use, They can be purchased by the stu-
dent or provided by the hospital.

The non-traditional program does not qualify
students for Veterans Administration benefits
or other campus-based student financial aids.



48

TECHNOLOGIES DEPARTMENT

Programs in the Technologies Department
are the longest at the Institute. All of them ex-
cept Electromechanical Drafting are four tri-
mesters (16 months) in length. Being the most
technical of T-VI’s programs, the Technologies
also have the highest math skill entry require-
ments.

Because the Technologies programs are in
very high demand by applicants, some of them
often have an entry standby list of up to eight
months. If you are interested in one of the Tech-
nologies, you should-apply as early as pos-
sible—a year ahead of the starting time you
want is not too soon,

All of the Technologies except Electro-
mechanical Drafting are offered at the Main
Campus. Three—Data Processing Technology,
Electronics Technology, and Laser Electro- Op-
tic Technology—are offered at both the Main
and Montoya Campuses. Electromechanical
Drafting is available only at the Montoya Cam-
pus.

There are beginning groups each trimester in
all Technologies except Electromechanical
Drafting, which starts once a year only in the
Summer Trimester.

SUPERVISED WORK EXPERIENCE PLAN

Supervised work experience is for students
who have acquired most of the skills and work
attitudes needed to succeed in an entry-level job.
In Technologies, students may apply for this op-
tion during the final trimester.

This on-the-job experience may be substituted
for the laboratory part of a progrdm and is ac-
tually a training plan developed by the cooper-
ating employer and the T-V] instructional staff.
Before beginning a supervised work experience,
the student must have the approval of the in-
structor, academic advisor, counselor, depart-
ment chairman and Associate Director of Stu-
dent Services. -

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

OPTIONAL SUPPORTING COURSES

There are several optional supporting courses
common to Technologies programs. At least 12
students must sign up for an optional support-

ing course before it can be offered. Common
optional courses available are:

Course Title Hours/Week
Calculus ... iiii it it ittt cnaanns 5
BASIC Language Programming ......... 5
FORTRAN Programming, ....... ereean 5
Reading Improvement. . e 5
Technical Writing (7% weeks) ...... 5
Thinking Strategies (72 weeks) .......... 5
IntroductiontoTyping ... ....cvvvunnn. 5
Electronic Instruments .......... e 5

COURSE DESCRIPTIONS

Calculus

Topics covered are the basic concepts of limits, deriva-
tives, integrals, areas, volumes and centroids. These con-
cepts are applied to electronics, optics and laser problems.

BASIC Language Prugmmming\

This introduction to BASIC, a beginning compuler pro-
gramming course, includes use of input and output state-
ments, arithmetic operations, comparison and branching
commands, use of subroutines and the library funcdons.
Algorithms associated with technological computations
are developed,

FORTRAN Programming
This is an introductory course in FORTRAN IV com-
puter programming,

Reading Improvemnent

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

Technlcal Writing

This course consists of two parts: a skills brush-up em-
phasizing writing with control (word choice, material
placement, organization, and punctuation); and applica-
tion af these skills to technical writing situations. Students
practice writing lab reports, technical reports, and various
types of technical documentation.

Thinking Strategies

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

Introduction to Typing

This course is for students who want or need to learn the
skill of typewriting. Students in Data Processing who have
unique difficulties in learning typewriting may also enroll,
This course is not eligible for Veterans Administration
benefits.

Electronic Instruments

This coutse provides skills in the calibration, mainte-
nance and repair of electronic instruments. Instruments
covered include industrial analog and digital measurement
types.




Trimester I
Civil and Surveying Lab/TheoryI....... 15@9
Civil and Surveying Mathematics1 ...... 10
Trimester Il
~  Cartographic Techniques Lab/Theory. ... 15
7 Civil and Surveying MathematicsII....... 5 4
“ PlaneSurveyingl ...........ccuvuiunn. 6
Trimester I11
Photogrammetric Techniques
E. . Lab/Theory......ccovvunn. e eeaen 6
{, BASIC Language Programming . ... . SO
Surveying and Mapping Techniques ...... 5 7/7
PlaneSurveying IT. . .................. 6
Computer-Assisted Civil Drafting........ 3
Trimester IV
{,, Civil Design Lab/Theory..... S 15
- Technical and Legal Comimunications. . ... 5
PlaneSurveying III . .................. 6
Supporting Courses
~ Calculus .. ..ottt e e i 5
A FORTRAN Programmmg .............. 5

.,

4 Trimesters (Main Campus)

Civil and Surveying Technology provides stu-
dents with job-entry skills for all phases of sur-
veying, as entry-level cartographic technicians
and as design (civil) drafters. Positions are with
surveying, mmmg, engineering and drafting or-
ganizations.

The program uses labs that contain modern
drafting machines, drafting stations, theodo-
lites, transits, levels, electronic distance meters
and a projection-type steroplotter. Also used
are a Wang 2200 LPV minicomputer with digi-
tizer and plotter.

To earn a diploma, students must complete
successfully 1530 hours of which 1035 are lab-
oratory work and 495 are related theory.

Because of the nature of the instruction, it is
necessary to alternate student contact hours in
Trimesters II and IV in the plane surveying
courses. During those trimesters, students at-

tend classes up to seven hours for two days of

the week and four hours the remaining days.

Students must pay a $40 personal equipment
fee before entering the first trimester and an-
other $45 for the second trimester.

CIVIL AND SURVEYING PROGRAM

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

Hours/Week 7
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Civil and Surveying Technology

COURSE DESCRIPTIONS

Civil and Surveying Lab/Theory I

This course introduces general drafting theory and tech-
niques needed to produce a variety of engineering drawings
and survey maps. Emphasis is placed on development of
graphic skills and freehand lettering. The swdent also
learns to trace fram rough sketches and manuscripts and to
develop maps from field notes.

Civil and Surveying Mathematics 1

This course applies algebra, geometry and numerical
trigonometry concepts to the surveying field, A computer-
related course could be substituted for part of the math
course with permission of the program advisor.

Cartographic Techniques Lab/Theory

(Prerequisite: Civil and Surveying Lab/Theory I} This
course includes an introduction to mapping followed by
practice in inking lines and lettering on vellum and drafiing
film. Tracings are made of topographic, geological and
plan profile maps. Format develpment precedes techniques
and practice in negative scribing, and preparation and re-
production of mechanical separations.

Civil and Surveying Mathematics 11

(Prerequisite: Civil and Surveying Math N Trigonometry
is related in detail to surveying and civil problems. The
course includes traversing, adjustments, area calculations,
intersections and partitioning.

Plane Surveying 1

(Corequisite: Civil and Surveying Math {I) The student
learns basic technigues and equipment used in surveying,
including tape, level, theodolite and the engineering tran-
sit. Field work and related computations are done in level-
ing, distance and angle measurement and traversing related
to mapping.

Photogrammetric Technigues Lab/Theory

(Prerequisite; Cartographic Technigues Lab/Theory)
This course includes theory in aerial photography, geome-
try of single vertical photographs and overlapping aerial
photos, flight planning and establishment of ground con-
trol, Students learn the use of modern stereoscopic plotting
instruments and map compilation leading to the prepara-
tion of maps from aerial photos.

BASIC Language Programming

(Prerequisite: Civil and Surveying Math I} This intro-
duction to BASIC, a computer programming language, in-
cludes the use of input and output statements, arithmetic
operations, comparison and branching commands, usg of
subroutines and the library functions. Algorithms and pro-
grams associated with surveying and engineerining compu-
tations are developed.

" Surveying and Mapping Techniques

A study of modern surveying methods is related to sur-
veys of the U.S. Public Lands, land grants, small holding
claims and mining claims. Boundary survey law and boun-
dary survey techniques are introduced. Extensive practice
in the use of the NGS Horizontal and Vertical Networks
and the New Mexico State Coordinate System are provided
along with training in the astronomical determination of
azimuth.
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Plane Surveying 11

(Prerequisite: Plane Surveying I Instruction includes
practice in the use of one-second theodolites, topographic,
stadia and control surveys, EDM equipment and data re-
duction by computer and field checking a topographic
map. A concentrated unit on field observations of the sun
for determination of azimuth is included,, and a retrace-
ment survey of U.S. Public Lands is conducted.

Computer Assisted Civil Drafting

The student will learn how to operate. the digitizer, the
plotter and the graphics CRT on the Wang LVP System.
The input of ‘coordinates of civil and surveying plats and
drawings by digitizing or keyboard input will be followed
by the creation of symbol and annotation files and the
preparation of drafting sequence files. These [iles will be
used to produce finished drawings.

Civil Design Lab/Theory

(Prerequisite: Photogrammeliric Technigues Lab/
Theory; Corequisiies: Plane Surveying Il and Commiurii-
cations) Students practice up-to-date development and cal-

\

culation techniques (o analyze route surveys and produce
highway, utility plan and profile drawings. A unit on sub-
division design, including draining plans and sanitary
sewers, is included.

‘Technical and Legal Communications

Reading, writing and speaking skills are developed
through practice in writing and interpreting tand descrip-
tions and interpretation of codes and specifications related
to subdivision ordinances.

Plaune Surveying Il

(Prerequisites: Surveying and Mapping Techniques and
Plane Surveying ) Mine surveying methods, grid topo-
graphic surveys, and retracement of a boundary survey are
included along with horizontal and vertical curve calcu-
lations, design and layout, earth-work measurements, sub-
division surveys and the staking of civil engineering proj-
ects.

See also the common supporting course descriptions on
page 48 of the Technologies section.

Construction Drafting

4 Trimesters (Main Campus)

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

The drafting lab contains modern drafting
machines, drafting stations and related equip-
ment. Computer user applications are found
throughout the program. :

To earn a diploma, students must complete x

-y

successfully a total of 1575 hours, of which 675
are laboratory work and 900 are related theory.

Students pay a personal equipment fee of $50
at the beginning of the program. '

;'i.'_FONS'I:RUCTION DRAFTING PROGRAM

Trimester 1 Hours/Week
Construction Drafting Lab/
Theoryl......iiivericnieirneaan.. 15

Construction Drafting MathematicsI .....5
Building Materials and MethodsI ........
Trimester 11
Construction Drafting Lab/
Theoryll ..o viviiniivinninnss s 15
Building Materials and Methods 11
Construction Drafting MathematiesII ....5

L
~

Trimester I
Construction Drafting Lab/
TheoryIll ... ... ... c..iiiiiiianna 15
v+ Structural Detailing................... 5
"~ Construction Drafting Mathematics II1....5
Building Materials and Methods III....... 5
Trimester [V
Constructien Drafting Lab/
Theory IV ...t 15
Construction Analysis................ 10
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Supporting Courses

Basic Construction Surveying ...........5°

Rendering . ..oovvevnrenecnvannnracand
Alternate Energy Systems . .......c.c..0.3

COURSE DESCRIPTIONS

n
Y

Construction Drafting Lab/Theaory L. .

. (Corequisite: Building Materials and Methods I) This
course introduces general drafting theory and technigues
needed to produce construction drawings and related con-
tract documents for residential structures. Emphasis is on
the development of graphic skills. The student also learns
to use manufacturers’ materials and standard references in
developing drawings.

. Construction Drafting Mathematics I
" This course applies algebra and geometry concepts to the
drafting field. This course may be waived depending on the
student’s performance on a math test. A computer-related
course could be substituted for the math course with per-
mission of the program advisor.

Building Materials and Methods I
Properties of building materials are related to actual
methods of light construction and building design. Blue-

“* print reading, zoning, building codes, material estimates,

" aspects of solar eneigy and finlancing are included.

Construction Drafting Lab/Theory I1

(Prerequisite; Construction Drafting Lab/Theory I; Co-
requisites: Building Materials and Methods II, Construc-
tion Drafting Math IT) This course continues Construction
Drafting Lab/Theory 1 with emphasis on commercial con-

*" struction and the sharpening of graphic skiils. Students de-

velop selected working drawings for light commercial
structures using appropriate codes, reference works and
manufacturers’ catalogs. .
Building Materials and Methods [1

(Prerequisite: Building Materials and Methods I) With
emphasis on heavy construction, students study various as-
pects of building codes and specifications. Mechanical and
electrical systems for buildings, including solar applica-
tions, are covered also.

Consiruction Drafting Mathematics 11

(Prerequisite: Construction Drafting Math 1) Applied
trigonometry is related to surveying and mechanical prob-
lems and includes basic surveying techniques and construc-
tion estimating.

Construction Drafting Lab/Theory I11

(Prerequisite: Construction Drafting Lab/Theory 1L
Coreguisite: Building Materials and Methods [If) This
course offers drafting applications and theory for heavy
construction projests built with wood, steel and concrete.
Working drawings are prepared for a multilevel building,
Drawings are developed for this project in three major
modes of construction: structural steel, precast concrete
and cast-in-place concrete.

Structural Detalling

(Corequisite: Construction. Drafting Lab/ Theory: iR
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
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drawings arc presented. Steel beam, steel column, and steei
reinforcing detailing information is given,

Construciion Drafting Mathematics 111

(Prerequisite: Construction Drafting Math il) This
course covers the basic principles of physics as they apply
to construction and steuctural analysis. The student is in-
troduced to structural design in wood, steel and concrete.
Students learn to set up and solve elementary beam design
problems.

Building Materials and Methods 111

(Prerequisites: Building Materials and Methods 11, Con-
struction Drafting Math II) This course is an extension of
Building Materials and Methods I, 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 docu-
mentation analysis and planning are presented. In several
course projects, complete sets of construction documents
far. large buildings are used as teaching materials.

Counstruction Drafting Lab/Theory IV

(Prerequisites: Construction Drafting Lab/Theory I,
Construction Drafting Math HI) This is an application
course that gives students layout and drawing experience
with mechanical, electric and piping systems. Primary em-
phasis is placed on the standard symbols and conventions
of the above disciplines. Large buildings and industrial
complexes are used as the vehicle for drawing assignments,

Constructlon Analysis _

(Prerequisites: Construction Drafting Math HI, Con-
struction Drafting Lab/Theory III) This theory course in-
volves analysis of mechanical and environmental systems.
Tapics include electrical, plumbing and air handling equip-
ment, layout and design, Energy calculations, specification
reading and code analysis are also researched. '

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 are done in reading eleva-
tions and building layout.

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, inking, acrylics, charcoals and water
colm;s. , ' )

L]
r
[

Alternate Energy Systems

(Prerequisite: Construction Drafting Math I or equiva-
lenf) This course gives the student hands-on experience
with current passive solar design technigues developed by
the New Mexico Energy Institute. Concepls covered in-
¢lude solar radiant heat, human comfort, heat transfer,
building layout, efficiency calculations, enhancement
techniques, retrofitting, conservation code and auxiliary
heating. Fundamentals are learned through simplified
graphic materials and check-list procedures. Students ap-
ply all the above topics to actual layout and testing exper-
iences with passive systems. | )

See also the common supporling course descfipf':'bns on
page 48 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 applications programmers,
.which can be the first step in a career in the com-
puter field.

Computers currently being used at T-VI are
the Data General M600, 96MB disk drives, CRT
terminals, magnetic tape, line printer and card
reader; an IBM 4331, disk drives, tape drives,
3278 CRT displays, printer and reader, IBM 029
and Univac 1710 keypunches; and a variety of
microcomputers,

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 féurth 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 five widely-used programming

, languages. f
" A Data Processing Trainee Certificate may be
reguested after completing all courses required
in the first two trimesters if a student leaves the
_ program at this point. To earn a diploma, stu-
dents must complete successfully 1575 hours of
. which 825 are laboratory work and 750 are re-
lated theory.

DATA PROCESSING TECHNOLOGY

PROGRAM
Trimester [ Hours/Week
ANSICOBOL...................... 10
Introduction to Computers/JCL.........5
Computer MathematicsI............... 5
Data Processing AccountingI........... 5
Trimester I1
Advanced ANSICOBOL. ............. 10
Report Program GeneratorII ........... 5
JCL/Utilities/Sorts. . ......covuvennnn, 5
Computer MathematicsII............. .5
Data Processing AccountingII .......... 5
Trimester I1I
Advanced Programming
Techniques .........c.ovivinnnn.., 5
Advanced Report Program
GeneratorIL. ............... Vesenn 5
Systems AnalysiS. ..o veiesenernrernnas 5
Database Concepts ......covveinvnnnns. 5
Applied Business Systems . ........c..... 5
Trimester IV
Computer System Software. ........... 10
Database and Telecommunications....... 5
BASIC Language Programming ......... 5
Management Methods. . ,.............. 5
Supporting Courses
Digital I.............iiiiiiinrinns 5
Micro Language Programming .......... S
FORTRAN Programming. ............. 5
Reading Improvement................. 5
Technical Writing (72 weeks)........... 5
Thinking Strategies (72 weeks).......... S
[ntroductionto Typing . ............... 5

COURSE DESCRIPTIONS.

ANSICOBOL

(Corequisite: Introduction to Computers/JCL or equi-
valent) Projects directly related to programming business
and accounting applications are coded, debugged and ex-
ecuted in structured ANSI COBOL programming.

introduction to Computers/Job Control Langnage (JCL)
Instruction is provided in computer vocabulary, logic
and control. Structured programming techniques including
hierarchy charts and topdown planning are included. Also
utilities, sorts and JCL for batch systems are included.

Computer Mathematics ]
Algebra fundamentals are covered in this course, along
with selected business and management math applications.




Data Processing*Accounting 1

In this course, students learn data accounting theory,
practice ard terms, and their relation to computer data
processing. i
Advanced ANSI COBOL

(Prerequisite: ANSI COBOL or equivalent; Corequisite:
JCL/Utitities/Sorts) This course continues development
of programming skills in the ANS1 COBOL languages with
emphasis on more complicated statements, clauses and
concepts; interactive programming; file processing; and
pregram documentation.

Report Program Generator I1
Students are introduced to the RPG Il programming lan-

-guage used in business organizations.

Job Control Language/Utilities/Sorts

(Corequisite: Advanced ANSI COBOL) Operating sys-
tems, utilities and control languages, as well as standard
mass storage devices and data file organization for on-line
interactive systems, are studied.
Computer Mathematics 11

(Prerequisite: Computer Math I) This course continues
the development of algebra and management math skills.

Data Processing Accounting Il

(Prerequisite; Datg Processing Accounting ) 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 include file creation
with multiple indices, direct access methods and menu-
driven programs.

Advanced Report Program Generator I1

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

Systems Analsysis
(Prerequisite: Introduction to Computers/JCL or equi-
valen!) This course covers the specific methods and tech-

_niques for conducting a systems project. Students are re-

quired 1o solve case problems and give class presentations
detailing findings of the group,

Dratabase Concepts

(Prerequisite: JCL/Utilities/Sorts or equivalent) Gen-
eral concepts and organization of database systems are in-
cluded. Practical experience is gained through the wse of

several different Database Management Systems packages.

Applied Business Systems

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

Compuier System Software

(Prerequisites: Advanced ANSI COBQL, Advanced

RPG I, or a demonstrated working knowiedge of some.

other hrgh !eve.’ programming language.) This course in-
cludes topics h, uinderstand 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 Telecommunications

(Preregquisite: Database Concepts) Pracncal application
of Database Management Systems through the use of net-
works, telecommunication lines and hardware are covered.

BASIC Language Programming

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

~Management Methods

(Prerequisites: Computer Math If, Advanced ANSI
CORBOL) The application of graphic techniques and de-
scriptive statistics to a variety of computerized business
and management applications is included in this course.

Digital 1

This course introduces 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 (o allow students to wire circuits on breadboards
using actual digital integrated circuits. Analysis and devel-
opment of larger digital systerns are covered in both theory
and lab.

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

See also the common supporting course descriptions on
page 48 of the Technolagies section,
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Electromechanical Drafting '

LY
3 Trimesters (Montoya Campus)

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

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

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

equipment. Computer user applications are

found throughout the program.

To earn a diploma, students must successfully
complete 1050 hours of which 525 are labora-
tory work, 225 are theory, and 300 are super-
vised work experience. A new class is accepted
al the beginning of the Summer Trimester only.

The Supervised Work Experience in Trimester
111 does not qualify students for Veterans Ad-
ministration benefits or other financial aid.

A personal equipment fee of $50 is required
when entering the program.

ELECTROMECHANICAL DRAFTING

PROGRAM
Trimester I Hours/ Week
Electromechanical Drafting |
Lab/Theoryl............c. ... 15
Technical Mathematics I ............... 5 ‘}-‘7
Mechanical Analysis .............. .
Trimester [T
Electromechanical Drafting
Lab/TheoryIl...........c.ovhs 15
Technical MathematicsII .............. 57
BasicElectronics . . ... ... ... .. ...... 5
“Trimester IIT
Supervised Work Experience ........ 20-40
Supporting Courses
BASIC Language Programming . . .. ..... 5
FORTRAN Programming. ............. 5
Reading Improvement. . ....,.......... 5
Technical Writing (7V2 weeks). .......... 5

Thinking Strategies (72 weeks). . ........5

COURSE DESCRIPTIONS .

Electiromechanical Drafling Lab/Theory 1

This is an introduction to orthographic projection, iso-
metric drawings and mechanical assemblies related to the
electromechanical industry.

Technical Mathematics I
Algebra, geometry, formula manipulation, and 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 techniques and strength of materials,

Electiromechanical Drafting Lab/Theory 11

{Prerequisite: Electromechanical Drafting Lab/Theory
I; Corequisite: 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 to-describe formal schematics, logic diagrams, wir-
ing layouts, cable drawings, single-sided and double-sided
printed circuit boards, and fabrication drawings.

Technical Mathematics 11

(Prerequisite: Technical Math D An applied approach to
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 and printed circuit design. Cir-
cuitry characteristics, funetions of components, typical cir-
cuitry applications, and the compaosition of discrete and in-
tegrated circuitry are studied,

Supervised Work Experience

{(Prerequisite: Alf courses in Trimester I & II) Students
work a minimum of 300 hours at electromechanical-related
supervised work stations. The student trainee is paid by the
cooperative firm and is supervised jointly by T-¥1 and thé
employer. At times when it is impossible to place all stu-
dents in work stations because of local employment condi-
tions, an equivalent activity will be conducted on campus.

See also the common supporting course descriptions on
page 48 of the Technologies section.
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Electl-o nics Technology DIGITAL ELECTRONICS PROGRAM
Trimester I Hours/ Week /

The Electronics Technology program has Electronics Lab/Theory I «.vovevree-e 15 ?‘]
been developed to provide the student with a Electronics Mathematics ... ..o.overr-- 10
broad base of skills in analog and digital cir- Tri il
cuits. After the first two trimesters, students . r:arrlzester ;s Lab/Th I . (5
have the option of choosing an emphasis in digi- D.eqtr?rgfzs a eory M. - et 10
tal circuits or communications. ) igital Circunts ......co-omemertn

The Digital Electronics program provides a Trimester I '
variety of skills emphasizing work on digital Electronics Lab/Theory ITL . ... ovee 15 7;
equipment such as computers and electronic *Introduction to Microprocessors . - . . . - - 10
control devices.

The Communications Option offers special- Trimester IV /
ised training emphasizing analog and digital Electronics Lab/Theory IV ........ N 7,'9
devices such as those used in broadcasting, con- « Advanced Digital Techniques ......-.- 10

sumer radio and television equipment, cable

L : 'S i e
television, telephone systems and other indus- upporting Courses

. A Troubleshooting Techniques . v« v v v v v e v o 5
trial applications. Calculus . 5
Diplomas are awarded to students who suc- BASIC LanguagePr ogramm1 n """"" p
cessfully complete 1500 hours of course work in D D AIITNG . - -+ <<+ 5
Digital Electronics of the Communications Op- O ADIOVER s« - -« s e eneee 5
tion. Technical Writing (7%2 WeeKs) . o« oo v v 5

Electronic InStruments - . .....-.-io-re 5

DIGITAL ELECTRONICS

*Indicates courses to be substituted with option

. during Trimesters Il and IV to gain a Comumui-
Digital Electronics provides students with job nications Option diploma.

entry skills in digital electronics and microproc-

essors. The theory and operation of various

types of electronic equipment, as well as micro- COMMUNICATIONS OPTION

processors and computers, are included.

4 Trimesters (Main and Montoya Campuses)

Lab facilities contain modern equipment for (Main Campus)
testing, troubleshooting, cal_ibra‘ting, analyzing The Communications Option provides Stu-
and designing electronic circuts. Such elec- dents with job-entry skills to install, maintain
tronic circuits may be found in communications and use various types of electronic communica-
equipment, computers, elecu:onic instruments tions instruments and equipment. The program
and many other electronic devices. , also includes classes in digital electronics 1o
For a Diploma in Digital Electronics, the stu- enable the student to work with new types of
dent must complete successfully 1500 hours of digital instruments and equipment.
which 975 hours are laboratory work and 525 Lab facilities contain modern equipment for
are theory. ) ) ) testing, troubleshooting, calibrating, analyzing
A personal equipment fee of $40 is required and designing electronic circuits. Such elec-
when entering the program. tronic circuits may be found in commuumnications

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
1200 hours in the ]D_igi;glﬁﬁlectronics Program

-+ - and 300 hours in the Communications Optien.

Trimester ITI (Option) Hours/ Week
Electronics Communications | WTETRP 10
Trimester IV (Option)

Electronics Communications Il ... ... 10
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COURSE DESCRIPTIONS

Electronics Lab/Theory I

This course covers the basic concepts of direct cutrent
electricity, Ohm's Law, Kirchhoff’s Law, meter circuits,
magnetism, and an introduction to alternating cirenit prin-
ciples. The laboratory supports the classroom theory, Stu-
dents aiso obtain skilis in the use of oscilloscopes, function
generators, multimeters and hand tools.

Electronics Mathematics

Emphasis is given to basic and advanced algebra.. Com-
mon number bases and basic mathematic operations used
in computers are taught. T rigonometry and jts applications
to alternating current circuit theory are covered,

Electronics Lab/T heory 11

(Prerequisites: Electronics Laby Theory I and Efec-
Ironics Math) The study of AC circuit theory is continued.
Emphasis . is placed on inductance, capacitance, trans-
formers, vacuum tubes and semiconductors. Power sup-
plies and amplifier cireuitry will be studied

Digital Circuits

Prerequisite: Electronics Lab/Theory I Logic circuit
concepts are introduced. Small and medivm scale inte-
grated circuitry is used to introduce gates, countes, shift
registers, arithmetic circuits, memories, and connections
with analog devices. Tk, essential building blocks of many
digital systems in ¢aputers, instruments, cloeks, and data
processors are covered, [t is recommended that this course
be taken concurrently with Electronics Lab/Theory 1.

’

Electronics Lab/T heory 11

(Prerequisites:  Electronics Lab/Theory M) Circuit
analysis and troubleshooting are studied and applied to
waveshaping, power supplies, amplifiers and oscillators,
Principles of AM and FM arc presented with associated
circuits. An introduction to systems includes AM transmii-
ters and receivers, )

Iniroduction to Microprocessors

(Prerequisite: Digitql Circuits; Corequisite: Electronics
Lab/Theory IID This course is an introduction to the
microcomputer, The first part focuses on Programming in
machine language. The stirdent 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 com ponents is emphasized,

Electronlcs Lab/Theory IV

(Prereguisite; Electronics Lab/ Theory IID) 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, dif; ferential and opera-
tional amplifiers, waveshapers and muitivibrators are also
studied. Related laboratory exercises, troubleshooting and
component replacement techniques are included,

Advanced Digital Techniques
(Prerequisite: Digital Cireuits I Corequisite: Electron.
ies Lab/Theory [ ¥) This course provides students with
practical experience jn 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.
Troubleshooting Technigques )

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 work to complement the laboratory assign-
ments,

See also the common supporting course descriptions on

s paged8ofthe Technologies section,

COMMUNICATIONS OPTIQN :

Electronics Communications I

(Prerequisites: Electronics Lab/Theory I and Digital
Cireuits) This course provides study and Practical analysis
of broadcast comimunications systems, Included are AM,
FM, 88B, radio and video equipment and regulations. Spe-
cific equipment May cover receivers, transmitters and re.
lated monitoring or recording devices, The microprocessor
is introduced with an emphasis on its application to com-
munication technology,

T“Eféctronics Communications I1

(Prerequisite: Electronics Communications 1) 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, microwave, and asso-

ciated monitoring and test inctrumeansa
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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 equipment and instrumentation. Topics
covered include digital and .analog circuitry,
microprocessors, electronic and pneumatic in-
strumentation, and robotics.

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 equipment, and a student shop
area.

To qualify for a diploma, students must com-
plete successfully 1500 hours of class work of
which 750 are laboratory work and 750 are
theory. An Instrumentation and Control Test-
ing Certificate may be requested after comple-
tion of all courses required in the first three
trimesters if a student leaves the program at this
point.

N, All students must pay a personal equipment
“Fee of $40 at the beginning of the program.

INSTRUMENTATION AND CONTROL
TECHNOLOGY PROGRAM

‘},'?"rimester I Hours/Week
*." Electronics Lab/TheoryI ............. 15
* Technical Mathematics . .... ......... 10
Trimester 11
Electronics Lab/TheoryIl............. 15
., Digital Circuits .......cvnen veaeerss 10
I
Y Trimester II
Industrial ElectroniesIIT .... ....... 10
Instrumentation and Control. . ...... 10
FeedbackandControl. . ............. -1
Trimester I'V
Industrial Electronics [V ... .. .. .. . .10
~("  Advanced Feedback and Control...... .10
Digital Applications ...\ ............. 10
Supporting Courses
Basic Tool Applications. . ......cvevvn. 5
Introduction to CNC Machines.......... 5
Calculis . ..o ievennrens Ceneae e 5
BASIC Language Programming ......... 5

FORTRAN Programming. .........
Reading Improvement....... .. -
Technical Writing (7 ¥: weeks}. . 5

COURSE DESCRIPTIONS

Elecironics Lab/Theory 1

This course covers basic concepts of direct current elec-
tricity, Ohm’s Law, Kirchoff’s Law, meter circuits, mag-
netism, and an introduction to alternating curreat circuit
principles. The laboratory supports the classroom theory.
Students also obtain skills in the use of oscilloscopes, func-
tion generators, multimeters and hand tools,

Technical Mathematics

Emphasis is given lo algebra in this course. Number sys-
tem concepts are covered, including bases 10, 8 and 2, and
the hexadecimal system. Trigonometry and its applications
to alternating current circuit theory are covered.

Electronics Lab/Theory 1k

{Prerequisites; Electronics Lab/Theory | and Elec-
tronics Mat#) The study of AC circuit theory is continued.
Emphasis is placed on inductance, capacitance, trans-
formers, vacuum tubes and semiconductors. Power sup-
plies and amplifier circuitry are studied.

]
+

Digital Circuits

(Prerequisite: Electronics Lab/Theory ) Logic circuit
concepts are introduced. Small scale and medinm scale in- -
tegrated circuitry is used 1o introduce gates, counters, shift
registers, arithmetic circuits, memories, and connectionrs
with analog devices. Operational amplifiers, 6800 micro-
processor programming and servo mechanisms are intro-
duced. Lt is recommended that this course be taken concur-
rently with Electronics Lab/Theory 1.

Indusirial Electronics 111

{Prerequisite: Electronics Lab/Theory Iy Diodes, tran-
sistors, thyristors, optoelectronics, amplifiers, power sup-
plies, oscillators, operational amplifiers and modulation
techniques are studied in both theory and laboratory.

Instrumentation and Control

{Prerequisite: Digitdal Circuitsy Microprocessor interfac-
ing, AC and DC motor control techniques, stepper motor
contral and robot construction are studied in theory and in
the laboratory.

Feedback and Conirol

(Prerequisite: Digital Circnits) AC and DC motor princi-
ples, pneurnatic-and hydraulic components and circuits are
studied, lntroductory pneumatic and hydraulic experi-
ments are done, and computer applications are illustrated.

Industcial Electronics I'V +

(Prerequisite: Industrial Elecironics I} Serial and
paralle] daita communications, fiber optic communica-
tions, process control, AC and DC motor control, instru-
ment and computer troubleshooting, and advanced pneu-
matic and hydraulic techniques are studied in theory and in
the laboratory.

Advanced Feedback and Control

(Prerequisite: Feedback and Controf) Circuit analysis of
typical electronic instruments, video terminals and com-
puters are studied. Transducers used in industry are
studied and applications are shown.
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Digital Applications

(Prerequisite: Instrumentation and Control) This course
provides students with practical experience in microcom-
puter interfacing, Topics include interfacing with key-
boards, video monitors and serial commuuoication devices.
A/D and D/A converters and electromechanical devices
arc interfaced with the microprocessor. Solving malfung-
tions in both hardware and software is stressed.

Basie Tool Application

This combined labaratory and theory coutse 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 are covered thoroughly.

lnlruducllt-m to CNC Muchlnes

This course will offer an introduction to computer

numerical control (CNC) machine applications. The
course uses paper tape input and output, computer-assisted
programming using on-line graphics and three axis plot-
ters.

See also the common supporting course descriptions on
page 48 of the Technologies section.

Laser Electro-Optic Technology

4 Trimesters (Main and Montoya Campuses)

The technology of lasers and electro-optics re-
quires electronics, digital, laser and optics train-
ing for persons interested in a career in this
rapidly-growing industry. Lasers and electro-
optic devices are used in a variety of areas, in-
cluding construction and excavation, welding
and cutting operations, communications sys-
tems, laboratory testing and measurement, data
processing, photography, medicine, military
and space projects, and research and develop-
ment.

To earn a diploma, students must complete
successfully 1500 hours of which 750 are labora-
tory work and 750 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 $40 personal equipment fee is required of
beginning students.

LASER ELECTRO-OPTIC TECHNOLOGY

PROGRAM
Trimester I Hours/Week
Electronics Lab/Theory1 .......... ... 15
Laser MathematicsI .................. 5
Digital Principles. . ... ....... e iiunn. 5
Trimester II
AC Circuits with Semiconductors ....... 10
Introduction to Microprocessor
» Circuitry .. ... Lo aees e 5
"«' Laser MathematicsII ............ cee.-5
Introduction to Lasers with Optics .......5
. Trimester ITT
Semiconductor Circuit Applications ..... 10
Microprocessor Interfacing. . ...........5
Advanced Laser Systems............0... 5
LEOComponents........ovniveennens 5

™ Trimester IV

Advanced Laser Systems with
Applications .......... .00 iiiu... 10
Laser Measurements .............. e.-5

.. -Op-Amps and Linear Integrated

L0 ) £+ 1 114 . |

Technical Physics .........vuveenunn.. 5
Supporting Courses

Calculus o v viv e inii i S

BASIC Languge Programming .......... 5

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

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

Technical Writing (7%2 weeks)........... 5

Electronic Instruments .
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COURSE DESCRIPTIONS

Electranics Lab/Theory 1
This course covers basic concepts of direct current elec-

tricity, Ohm’s Law, Kirchoff's Law, meter circuits, mag- _
netism, and alternating current circuit principles. Students

also obtain skills in the use of certain multimeters, the
oscilloscope and the function geneérator.

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

Digital Principles

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 flip-flops. Laboratory time is provided for
students_to wire circuits using actual digital integrated cir-
cuits. Analysis and development of larger digital systems
are covered in both theory and lab.

AC Circuits with Semiconductors

(Prerequisites: Electronics Lab/Theory I, Laser Math [)
The study of AC circuits is continued to include resonant
circuits, filters, and amplifiers. Inductance, capacitance,
transformers, vacuum tubes and semiconductors are intro-
duced.

Introduction to Microprocessor Circuitry
(Prerequisite: Digital Principles). Clocked [ogic, multi-

plexers, shift-registers and digital displays are studied. The

topics covered in this course are essential building blocks

_of many digital controlled systems in computets, digital in-

strumentation and clocks,

.

Laser Mathematices 11
{Prerequisites: all Trimester [ courses) This is the further

L
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study of mathematics and its application to lasers, optics
and electronics. Where applicable, problems will be solved
using a microcomputer.

Intreduction to Lasers with Optics _

{Preréquisites: 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 flais is studied from the viewpoint of
geometric optics. The importance of keeplng an accurate
lab notebook is stressed.

Semiconductor Circuit Applications
(Prerequisite: AC Circuits-with Semiconductors) Princi-

- ples of AM, FM and SSB communication are presented

and related circuits studied and analyzed. Topics include

. power supplies, amplifiers, oscillators, transmitters, re-

"ceivers, and high frequency transmission line theory with

supporting lab work.

Microprocessor Interfacing

(Prereqms:res alf Trimester I courses) A system of digi-
tal circuits is studied using a microcomputer which is based
upon the 8080A microprocessor. Interfacing and program-
ming are studied.

Advanced Laser Systems

(Prerequisites: all Trimester Il courses) Wave propaga-
tion is examined in terms of interference, diffraction, and
polarization. Also studied are solid state, molecular gas,

" jon.gas, and semi-conducior lasers. Laboratory experi-

ments- stressing safety, acturacy, and technical writing
skills are pcrformed .

LEQ Components o

(Prerequisites: all Trimester II courses) Physical optics
are used to illustraté the operation and compare the per-
formances of windows, prisins, lenses, filters, gratings,
polarizers and frequency doublers,

Advanced Laser Systems with Applications

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

Laser Measurements.

(Preregitisites: alf Trimester TIl courses) Detection of
radiation is studied. Various devices such as calorimeters,
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 I courses) Linear inte-

»grated circuits are studied with emphas:s on applicaticns’in

instrumentation, signal generation active filtérs and con-
trol eircuits.. -

Technical Physics
Concepts studied are potential and Kinetic energy, force,
work, momentum and an introduction to atomic,and nu-

clear physics.

See also the common supporting course descriptions on
page 48 of the Techno!og;es section.
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TRADES DEPARTMENT

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 ¢ement products, sheet metal
fluxes or sawdust, depending on the program.
Normal color differentiation and correctable
depth perception are vision requirements in sev-
eral 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.

SPECIFIC ENTRANCE REQUIREMENTS

All Trades programs have in commeon 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 differentiation,

AUTO COLLISION REPAIR: Must be free of chrenic
respiratory diseases and have the ability o differentiate
shades of color {those interested in the painting area).

AUTO_MOTIVE TUNE-UP MECHANIC: Must be free
of chronic respiratory diseases and allergies to automotive
fuels and solvents, and have normal color differentiation.

CARPENTRY: Must be free of chronic wood or woed
product ailergies.

CO_MMERCIA_L PRINTING: Must be free of chronic
allergies to lubricants, solvents, inks and photographic
chemicals; and must have normal color differentiation,.

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 obtained 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: Musl have normal color dif-
ferentiation.

INDUSTRIAL ELECTRICITY: Must have normal
color differentiation.

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-
able in both eyes.

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 ¢orrectable in both eyes

SAFETY NOTE: Swudenis are advised thay §f can pe *
dangerous 10 wear contact lenses i noe

; €5 in any areq where there
are fumes from chemicals, solvents and gases, and i
where elecirical flash may be present Ti; o in areas
should plan to wear regilar eyeplasses . s tudents

. » Father -
facts, in classes where such hazards exist, than 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 Department. Students are responsible
for notifying their Evening 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 1

Plumbing Theory 11

Electrical Trades Theory I

Electrical Trades Theory 11

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.

W
W
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OPTIONAL SUPPORTING COURSES
OPEN TO ALL T-VI 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.

Course Title Hours/ Week
Energy Management/Solar
Applications .........c.ciiiiiinn.. 5
Industrial Safety ..................... 3
Transportation Electronics ............. 5
Welding Skills Improvement®* . .......... 5

*This is an open-entry/open-exit class and is not
eligible for Veterans 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. Instryction is provided on how life-styles,
design and orientation conserve natural resources, Empha-
sis is on the selection, installation, maintenance and repair
of solar equipment as they relate to heating water and air.

Industrial Safety

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

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 voliage requirements are
covered.

Welding Skills Improvement

This laboratory practice class includes safety practices,
general tools and equipment, sources of heat, operational
procedures, metals and their properties, and applications
of oxyacetylene and arc¢ welding. It is an apen-entry/open-

exit course which will start students at their level of skill

and advance them from that point as the time available
and the individual’s ability permit.



Air Conditioning, Heating and Refrigeration

3 Trimesters (Main Campus)

The Air Conditioning, Heating and Refriger-
ation program prepares students for successful
entry into the installation, maintenance, and
service field. With on-the-job experience and

brand-criented training, the graduate of this.

program should be able to advance quickly
from the position of journeyman’s assistant.

Training includes the installation of mechani-
cal equipment, ductwork, piping and electrical
controls; servicing various air conditioning,
heating and refrigeration components; trouble-
shooting systems; and performing required pre-
ventive maintenance.

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 mech-

anical refrigeration and half in the sheet metal
lab learning to use metal-forming equipment
and 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
systems. Training on advanced pneumatic and
electronic controls is provided.

To earn a diploma, a student must complete
successfully a total of 1275 hours of which 675 ~

are laboratory work and 600 are related theory.

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

A Sheet Metal Certificate may be requested
upon successful completion of all Trimester I
courses, if the student leaves the program a! that
point.

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

AIR CONDITIONING, HEATING AND
REFRIGERATION PROGRAM

Trimester I Hours/ Week
Air Conditioning, Heating and
Refrigeration Lab I (7V2 weeks)....... 157
Air Conditioning, Heating and
Refrigeration Theory 1 {72 weeks) .. ... 5-
Control Circuitryl .......... ... ..., 2
Sheet Metal Applications Lab
(TVrweeks) v i i iniiiannn, 157 9?
Sheet Metal Applications Theory
(TVaweeks) o vvinieernnnnaiannnn.. sV
Air Conditioning, Heating and
Refrigeration MathematicsI .......... 3
Trimester II
Air Conditioning, Heating and
RefrigerationLablIl................ 15
Air Conditioning, Heating and
Refrigeration Theory Il . ... .......... 5
Air Conditioning, Heating and D
Refrigeration Mathematics1I.......... 5 a
Control CircuitryII......ooi e et 5
Trimester 1If
Air Conditioning, Heating and
Refrigeration LabIll............... 15
Air Conditioning, Heating and
Refrigeration Theory III ............. 5 bD
Control Circuitey III........... e 5
SystemsDesign ............cc.cinn.n. 5

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

COURSE DESCRIPTIONS

Air Conditioning, Heating and Refrigeration
Lab/Theory 1

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.

Sheet Metal Applications Lab/Theory

[nstrection is provided in sheet metal processes per-
formed with hand, bench, cutting and layout tools; safety;
care of tools and equipment; use of materials and supplies;
straight pattern development; and fabrication. Lab proji

ects are oriented to typical heating and ventilation jnstalla-
tions.

Coeutro! Circuitry I

This course i§ dcsigncd to lay the groundwork of knowl-
edge required in diagnosis and service of refrigeration
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equipment with emphasis on the function and operation of
DC circuits as applied to Ohm's Law, including the opera-
tion of transformers, capacitors, relays and single phase
motors. Included are symbols, terminology and introduc-
tion to wiring diagrams and line schematics.

Air Conditioning, Heating and Refrigeration
Mathematics .

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

Air Conditioning, Heating and Refrigeration
Labh/Theory i}

(Prerequisites: Trimester ¥ ACHR and Sheet Metal Lab
and Theory courses, or equivalent) Instruction is in the in-
stallation, maintenance and service of residential air condi-
tioning, heating and refrigeration systems. Emphasized are
the characteristics of heat pumps, electrical controls and
problems, gas-electric packages, electric heat, compres-
sors, condensers, pressure-reducing devices, load and heat
transfer calculations, use of psychrometric charts, and
safety code for mechanical refrigeration. Principles of air
distributjon are covered also.

Air Conditioning, Heating and Refrigeration
Mathematics I

{Prerequisite: Air Conditioning, Fleating and Refrigera-
tion Math I, or equivalent) Students will cover elements of
algebra and physics as applied to the industry.
Control Circuitry 11

(Prerequisite: Control C:rcmrry I or equwa!em) 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. Insiructional emphasis is on electrical control devices
from various manufacturers. Aiso included are the reading
and development of wiring diagrams and line schematics.

Afr Conditioning, Healing and Refrigeration
Lab/Theory III

{Prerequisites: Trimester Il Lab and Theory or equiva-
fent) The installation, maintenance and service of commer-
cial air conditioning, heating and various refrigeration sys-
tems are covered, plus multizone heating/cooling, chilled
water and hot water systems including piping designs, Job
responsibilities, employer-employee relationships, and cus-
tomer relations are reviewed,

Control Circnitry I11

(Prerequisite: Control Circuitry H or eguivalent) More
advanced control theory and terminology 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 App!rcaﬂons Lab and
Theory, and Air Conditioning, Heating and Refrigeration
I Lab and Theory) This course includes the study of the de-
sign, layout and application of air distribution duct sys-
tems for air conditioning. A review of first (rimester sheet
metal fabrication leads into trigonometry applications and
more complex designs, Emphasis is on basic principles of
physms 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 cli.ssroom/laboratory
instruction.

It :+ 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 pro--
gress in the 7Y2-week component are selected
for placement as trainees in service stations
under the supervision of the instructor for the
final 7% weeks.

The 15-week program provides up to 160
hours of classroom/laboratory instruction, and
about the same amount of supervised work ex-
perience.

Students who complete the program 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/ Wee
Auto Service Lab (72 weeks) .......{..20

Supervised Work Experience
(7VaweekS) . v ov i vrinneennenna. 10-20

i~

COURSE DESCRIPTIONS

Auto Service Lab/Theory

This laboratory practice course teaches shop safety,
trade ethics, work habits, job orientation, chassis con-
srrugtion 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 clectrical systems. ;

Supervisgd Work Experience

As each student is considered to be prepared, the student
begins work at a training-related, teacher-approved work
station. The student trainee is paid by the cooperating em-
ployer and is supervised jointly by T-VI and the cooper-
ating employer. When it is impossible to place all students
in work stations because of local employment require-
ments, an equivalent unpaid activity wili 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
his or her choice and ability

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

In the first trimester, studrnts 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 fiat
rate manual are used to determine the student’s
rating.

The second trimester includes advanced metal
work and painting. The metal worker does more
complex 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 750 hours of which 600 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. i

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 I Hourss Week
Auto Collision RepairLabl ...........15
Auto Collision Repair TheoryI.... ..... 3
Welding-........... .. ..., .5
Auto Collision Repair Math ........ .
Trimester If
Auto Collision RepairLabIl. .. ... ..... 20
Auto Collision Repair Theory Il .. ... ... 5

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

COURSE DESCRIPTIONS

Automotive Collision Repair Lab/Theory 1

The laboratory practice teaches shop safety, chassis con-
struction, hand and power (ool operation, minor fender
and body section repairing, basic body pulls, 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.

Welding

This laboratory practice class covers safety, general
tools and equipment, sources of heat, operational proce-
dures, metals and their properties, and applications of oxy-
acetylene welding. Emphasis is on welding 20 gauge steel to
prepare students for body repair work

Auto Collision Repair Mathemaltics

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 Collislon Repair Lab/Theory 11

(Prerequisites: Auto Collision Repair Lab and Theory |
or equivalent) The laboratory practice covers body section
replacement and alignment, interior trim removal and re-
placement, spray painting procedures and processes, sur-
face buffing and pelishing, body pulls and basic unitized
body alignment. All students are taught correct methods
for welding plastic.

During the theory section, students learn frame and unit-
ized body alignment. Body siraightening on panels and
sections, clip replacement, accessory removal and replace-
ment, finishing procedures and processes, and advanced
estimating are covered. Instruction also is provided in the

basic principles of electricity, schematic reading and
diagrams.
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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.

AUTOMOTIVE TUNE-UP

MECHANIC PROGRAM
Trimester [ ' Hours/Week
Electrical Systems and Tune-up Lab ..... 15,

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

and Schematics .................... 5
Trimester Il
Advanced Tune-upLlab............... 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 eguipment;
principles of operation of the spark ignition engine; start-
ing and charging systems principles, operation, and
troubleshooting; mechanical point and carburetion electri-
cal and fuel systems; wiring harness component trouble-
shooting and repairs; vacuum control components; and
principles of electronic ignition, advanced fuel delivery,
and emission control systems.

Advanced Tune-up Lab/Theory

(Prerequisites: Electrical Systems and Tuneg-up Lab/
Theory or equivalent) Review of principles of systems;
study, diagnosis and repair of popular manufacturers’ en-
gines, and mechanical and electronic fuel injection sys-
tems.

Automotive Mathematics, Measurements and Schematics

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

Transportation Electronics

(Prereguisite: Auto Mathematics, Measuremenis, and
Schematics or eguivalent) This combination lab and theory
course provides an introduction to the principles and oper-
ation of electronic devices found in modern automobiles
and other trapsportation equipment. Students learn the
basic compenents of varipus electronic systems. Fusing
and voltage requirements are covered also.
Antomotive Air Conditioning S

Safety, diagnosis, repair and service of current models

' of automotive 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
residential and light commercial work, mainte-
nance and remodeling along with instruction on
interior finish carpentry, basic construction and
installation of cabinets and millwork.

To earn a diploma, a student must complete
successfully 750 hours of which 450 are labora-
tory work and 300 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.

A Framing Certificate may be requested upon

successful completion of all Trimester I courses,
if the student leaves the program at that point.
. 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 als¢ provide their own
carpenter’s overalls or nail apron.

CARPENTRY PROGRAM

Trimester I Hours/ Week
CarpentryLabl..................... 15,
Carpentry Theory! .. ... ... ... ..., .. 5
Carpentry Math/Blueprint Readingl .....5

Trimester I1
Carpemtry Labll........«...... R
Carpentry TheoryIl .. ................ 5 ?g

Carpentry Math/Blueprint Reading I1.. ... 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 Mathematics/Blueprint Reading I

This course provides instruction in whole numbers, parts
of numbers, combining numbers, lumber sizing, scaling,
centering, geometric construction and triangle theory. In-
struction is also provided on how to interprel elevation
drawings and floor plans, symbols and notations, dimen-
sions and structural information.

Carpentry Lab and Theory Il

(Prerequisites: Carpentry Lab and Theory I or equiva-
{enr) This course is a continuation of Carpentry Lab/Theory
I, with the addition of finish carpentry, basic construction
and installation of cabinets and millwork. Mainwenance,
remodeling, concrete finishing and light commercial con-
struction are emphasized. Sources of employment, proper
completion of applications, the resume, letter of applica-
tion, imerviews, job responsibilities, payroll and benefits,
and employee and customer relations are also covered.

Carpeniry Mathematics/Blueprint Reading LI

(Prerequisites: Math/Blueprint Reading I or equivalent)
This course includes an introductory study of blueprint ap-
plications to residential homes, multiple family dwellings
and commercial buildings. Instruction also is provided in
the use of rules and formulas, ratio and proportion, vol-
ume, geometric construction and basic surveying computa-
tions.
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Commercial Printing

2 Trimesters (Main 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 basis and each unit
may have specific prerequisites. For example,
only students who can type may take the type-
setting unit. Good spelling. is required for the
proofreading unit,

The program 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 750 hours of which 525
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 ! Hours/Week
Commercial Printing Theory L. .......... 5
Commercial PrintingLabl ...... e 15

Layoutand Planning.................. 5

“%
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Trimester I
Commercial Printing TheoryII.......... 5
Commercial Printing LabIl ........... 20
COURSE DESCRIPTIONS

Commercisl Printing Lab and Theory 1

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 operatjion of duplication
and offset presses; bindery processes; and quality control.

Layout and Planning

This combined laboratory and related theory course pro-
vides instruction in proportional design; composition, lay-
out and paste-up; cosl estimating and job planning.

Commercial Printing Lab and Theory I

(Prerequisites: Trimester 1 Lab and Theory or equi-
valent) Students are exposed to more complex operations
and set-ups on the various machines. Emphasis is on pro-
duct quality control; preventive and routine maintenance
and adjustments of equipment; collating and binding; ad-
vanced process camera and darkroom equipment; special
copy and film developing; halftones and multicolor print-
ing; processing of offset plates; offset systems and designs;
system controls; troubleshooting techniques; cost esti-
mating 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 employment, proper completion of applica-
tions, the resume, letter of application, interview, job re-
sponsibilities, 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 specialty 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, refrigerated display cases and proof-
ing cabinets. The program’s products are sold in
the T-VI student lounge on a regular basis.

To earn a diploma, a student must complete
successfully 750 hours of which 525 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 $95 before entering Trimester I and $30 for
Trimester 11, totaling $125.

BAKING PROGRAM
Trimester T Hours/ Week
BakingLab]l......... e e e rraeea 15 4
BakingTheoryl .....covivvinnnnnnn. 5P
Food Service Mathematics. . . ........... 5
Trimester I ..~
BakingLabIi ...... Pt erearia e 20
Baking TheoryIl........ e eeieeaara 5
COURSE DESCRIPTIONS
Baking Lab/Theory I -

Students learn the fundamentals of production, process-
ing and mixing of various ingredients used in bread and
rolls, sweet yeast dough products and specialties, biscuits
and muffins, doughnuts and crullers, pies and pastrics,
cakes and cookies. Also included are care and use of equip-
ment, bakery sanitation, proper storage of ingredients, ex-
periments with baking formulas, chemical leavening
agents, and baking ingredients and their properties.

Food Service Mathematics

Basic arilhn{etic for sales, portioning and costing of
food products is covered. Students also learn to use cash
registers,

Baking Lab/Theory II
] (Prerequisfles:: Baking Lab/Theory I) This course con-
linues the principles of Baking I with emphasis on baking

chemistry and advanced production procedures, More
study of international pastries and desserts is provided and
cake decorating is covered. Supervisory managemenl prin-
ciples are incorporated with actuzl 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 750 hours of which 525 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.

SSotis SESEE S S  ESS ES

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 Tuesday
from 3:30 to 7:15 p.m., and the length of the
program for each student is three years,

}nformation about the Culinary Apprentice-
ship program is found under the Evening Divi-

sign Skill Improvement courses at the back of
this catalog.

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

Quantity Food Preparation students must pay
an equipment fee of $95 before entering the first
trimester and another $75 for the second trimes-
ter, totaling $170.

QUANTITY FOOD PREPARATION

PROGRAM
Trimester I Hours/ Week
Quantity Food Labl .......... e 15
Quantity Food Theory L .. ............ .5
Food Service Mathematics. . ... oo v v -n - 5
Trimester IT .
Quantity Food LablIl ......... . ¢
Quantity Food Theory Il..c......... ... 5
COURSE DESCRIPTIONS
Quantity Food Lab I '

This laboratory class teaches the differént methods of
preparing meats, vegetables, soups, sauces and thickening
agents, sandwiches, salads and breakfast foods. Emphasis
is on food costs, nutrition, personal hygiene and sanpita-
tion, safety, tools and stationary equipment, and basic
cashiering.

Quantity Food Theory I

Instruction is provided in preparation of sauteed dishes
-and cuts of meat, mixing, breading, color and appearance
of food, neatness of serving, cooking methods and'tech-
niques, speed and efficiency, and cleanliness. Saute frying,
broiling of sca foods and methods of serving along with ex-
perience in stocking and operating a cafeteria serving line
are included.

Food Service Mathematics

Basic arithmetic for sales, portioning and costing of
food products is covered. Students also learn how to use
cash registers. .

Quantity Food Lab II

(Prerequisites: Quantity Food Lab and Theory I or equi-
valent) This laboratory class includes cooking methods and
techniques, herbs and spices, salads and .salad dressings,
following recipe instructions, application of costing proce-

dures and pantry work. Students perform duties as work--

"
Ity
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ing chefs, with Trimester 1 students acting as assistant_

chefs.

Quantity Food TheoryI1

(Prerequisites: Quantity Food Lab and Theory I or equi-
valenty Instritction suppotts the work accomplished in the
quantity food lab, Emphasis is on various types of stews,
fricassees, garnishes, sauces, gravies and stocks. This
course also covers roasting meats, use of leftover meats
and meat trimmings, and storage of foods.
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Diesel Mechanics

4 Trimesters (Main Campus)

This program prepares students to work on a
variety of diesel-powered equipment used in the
trucking, heayy equipment, and mining indus-
tries. Emphasis of the program.is on truck-type
adaptations. L . -

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-used 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. oL

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 Injéction; and Electrical,
Hydraulics and Air Conditioning trimesters in
order of preference, depending on space avail-
ability.

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

To earn a diploma, a student must complete.

successfully 1575 hours, of which 1050 are lab-

oratory work and 525 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 indistrial safety glasses or goggles.

ar
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DIESEL MECHANICS PROGRAM

Trimester I : .
Diesel Engine Principles and
AccessoriesLab...................15
Diesel Engine Principles and
Accessories Theory . . . S |
Diesel Mathematics. . ..................5

Hours/Week

Engine Overhaul Trimester o
‘Diesel Engine Overhau! Lab
Diesel Engine Overhaul Theory..........5
Troubleshooting ..................

Drive Train/Fuel Injection
Trimester
Transmission, Final Drive, Clutch, Brake
and Steering Lab (10 weeks) . ......... 15
Transmission, Final Drive, Clutch, Brake
and Steering Theory (10 weeks) ........5
Diesel Fuel Injection Lab (5 weeks) . .....15
Diesel Fue] Injection Theory (5 weeks).....5
Oxyacetylene Welding .. ...............5

Electrical, Hydraulics and
Air Conditioning Trimester
Electrical and Hydraulics
Systems Lab...,........
Electrical and Hydraulics
Systems Theory ....................5
Air Conditioning and Transport

PP b

RefrigerationLab ..................3
*Diesel Mathematics, Physics,
and Electronics . . .. -

L T A

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; use of precision measuring tools; inter-
preting mechanical drawings; thread repair procedures;
drill bit use and sharpening; Iubricating, cooling, air intake
and fuel systems; governor control design; and introduc-
tion to diagnosis and troubleshooting. Basic procedures
for identifying and replacing defective electrical and fuel
injection components without a major teardown are in-
cluded.

Diesel Mathematies

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 calcuta-

tions and metrics. Time is spent calculating engine run-in
schedules for most common makes of diesel engines.

Diesel Engine Overhaul Lab/Theory

(Prerequisites: Trimester I Lab and Theory or equiva-
lenr) This combined laboratory and theory course deals
with diagnosis and repair of diesel engine failures and re-
duced operational capabilities. Damaged bearings, rings,
and other engine parts,are studied to determine cause.
Water pumps, oil pumnps and other components are rebuiit
Extensive testing using engine dynamometers is per-
formed.

Electrical and Hydraulics Systems Lab/Theory

{Prerequisites; Trimester- I Lab and Theory or equi-
valent) This course covers basic and advanced diese elec-
tricity, electrical circuits and components with related
schematics; carburetion for gasoline, liquified petrolenm
and natural gas engines; magneto design, construction and
maintenance; and diesel electric generator operation,
maintenance and repairs. Hydraulic pumps, control de-
vices, cylinders and motors are studied, disassembled and
repaired. Test and service procedures are stressed through-
out the course.

Air Conditioning and Transport Refrigeration Lab

This industrially-based theory demonstration and train-
ing course offers students an understanding of the safety,
diagnosis, repair 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, Physics, and Electronics

(Prerequisite: Diese! Math or equivalent) Use and
manipulation of formulas required for the diesel trade, in-
cluding hydraulic principles, DC.circuit principles, AC cir-
cuit principles as related to the generation of electricity,
and principles of refrigeration are covered, Practice in
making metric and English precision measurements is pro-
vided. The student is also introduced to elements of elec-
tronic circuitry.

Troubleshooting

Students spend most of their ¢lassroom time practicing
an analytical 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 are presented. Students are required to
develop some of their own diagnostic charts.

Transmission, Final Drive, Clutch, Brake and
Steering Lab/Theory

(Prerequisites: Trimester 1 Lab and Theory or equi-
valent) This class covers the service and repair of drive
train components to the rear of the transmission, plus
steering systems, Students also learn o repair manual
transmissions and to perform standardized tests on auto-
matic transmissions. Preventive maiptenance programs are
emphasized.

Diiesel Fuel Injection Lab/Theory

(Prerequisites; Trimester I Lab and Theory or equi-
valent) Instruction is provided in fuel-system design, con-
struction, operating principles and servicing procedures;
distributor-type and multiplunger fuel systems; injectors
and governors; and troubleshooting and analysis sequence
procedures,

Oxyacetylene Welding
This laboratory class includes safety: practices, general

tools and equipment, sources of keat, operational proce-

dures, metals and their properties, and applications of OxXy-
acetylene and arc welding to dieset repairs,
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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, single phase
motor controls, conduit benders and other
equipment used in the industry.

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

The second trimester emphasis is on residen-
tial and light commercial work, maintenance
and remodeling, design and installation of ap-
pliance and special equipment circuitry, calcu-
lating service entrances, indepth study of ¢lec-
trical codes, estimating material requirements,
job planning and coordination.

. To earn a diploma, a student must complete
successfully 750 hours of which 450 are labora-
tory work and 300 are related theory.

A student may leave the program when a
trammg 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

T:;'imester I Hours/ Week
Electrical TradesLabI ............... 15
Electrical Trades Theory/Codel......... 5

Electrical Math/Blueprint ReadingI......$§
Trimester I ,

Electrical TradesLab I, . ....v..000t .15

Electrical Trades Theory Il wri ol . 0 .5

Electrical Math/Blueprint Re_admg Im..... 5
Supporting Courses

See page 61 at the begmnmg of the Trades
section. 2 end

-
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COURSE DESCRIPTIONS

Electrical Trades Lab and Theory/Codel

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, nonmetallic-sheathed
cable, overcurrent devices, low voltage equipment, branch
circuits and service entrances.

Electrical Mathemntics/Blueprini Reading 1

Covered are basic arithmetic and simple electrical for-
mulas; various trade application problems involving cal-
culations of materials; Obm’s Law; series, parallel and
combination circuits; mechanical work and power; and re-
sistance of wire, size of wire and circuit loads. Also offered
are basic sketching and reading of working drawings, blue-
prints and specifications for residential and light commer-
cial work.

Electrical Trades Lab and Theory II

(Prerequisites: Trimester I Lab and Theory or egui-
valent) Light commercial work, maintenance and remodel-
ing; installation of range and clothes dryer circuits; electric
service for water heaters, space heaters, motors and fur-
nace controls; electric heating; service and metering equip-
ment; remote control and outside wiring; signal and com-
munication systems; methods of wiring flexible armored
cable and electrical metallic tubing; modernizing electrical
systems; electric Ilghtmg, electrical wiring design; and
estimating electrical wlrmg and supplies for the job are in-
cluded,

Sources of employment, proper completion of applica-
tions, the resume, letter of application, interviews, job re-
sponsibilities, payroll and benefits, and employee and cus-
tomer relations are covered. .

Electrical Mathematics/Blueprint Reading II

(Prereguisites: Math/Blueprint Reading I or equivalent)
This course includes a detailed study of electrical drawings;
knowledpge of terms; methods of installation; local, state
and natignal electrical codes; interpreting residential blue-
prints; 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 invalving electrical efficiency,
resistance of wiring and wire sizing.
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General Trades
1 Trimester (Main Campus)

This program is offered to persons who want
to learn a skill quickly and find a job as soon as
possible as a helper or trainee.

The first part of the course provides 7Y2
weeks of classroom/laboratory instruction dur-
ing which the student is helped to identify a
trade or industry that provides suitable employ-
ment.

Instruction includes the care, use, and main-
tenance of hand and power tools common to
trades occupations, shop safety, orientation to
industrial equipment and materials. Emphasis is
placed on human relations, job retention skills,
and job seeking skills.

Students who have made satisfactory progress
in the 7¥2-week readiness component are then
placed in paid entry-level jobs for which they
qualify. An on-the-job training program is es-
tablished with the cooperating employer for the
remaining 72 weeks of the trimester under the
supervision of the instructor. Most jobs are ex-
pected to be of a permanent, full-time nature.

The 15-week program provides up to 160
hours of classroom/laboratory instruction and
about the same amount of supervised work ex-
perience.

Students who complete the program receive a
proficiency certificate.

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

GENERAL TRADES PROGRAM

Trimester I : Hours/Week
General Trades Lab (7% weeks) ........ 20
Supervised Work Experience

(TVaweeks). . ...cooiivvvnnnns. 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
. As gach student is considered to be prepared, the student

. L begins work at a teacher-approved work station in the spe-
cific’field chosen. The student trainee is paid by the em- .

ployer and is supervised jointly by T-¥I and the cooper-

ating employer. When it is impossible to place all students

. in work stations because of local employment require-*

- ments, an equivalent, unpaid activity will be conducted on
campus. ’

.’

Industrial Electricity

3 Trimesters (Main Campus)

The Industrial Electricity program provides
students with entry-level skills for employment
in comercial, industrial, or electrical systems
maintenance areas.

The program is housed in well-equipped labs
which include trainers, industrial controls solid
state controls, and hydraulic and pneumatic
controls. The students also learn electrical sys-
tem design, conduit bending and layout, and the
use of a wide variety of tools and equipment
associated with the trade.

To earn a diploma, a student must complete
successfully a total of 1200 hours of which 675
are laboratory work and 525 are related theory.

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

Industrial Electricity students must pay a per-
sonal equipment fee of $100 before entering the
first trimester, another $80 for the second tri-
mester and $70 for the third trimester, totaling
$250. They must also provide their own shop
clothing and industrial safety glasses or goggles.

INDUSTRIAL ELECTRICITY PROGRAM

Trimester [ Hours/ Week
Industrial Electricity Labl............. 15
Industrial Electricity Theory/Codel...... 5 }{
Industrial Electricity Mathematics L. . ... e S

Trimester IT
Industrial Electricity Lab1Il............ 15
Industrial Electricity Theory/Codell ..... 5 7{
Industrial Electricity MathematicsII1.,., .. 5

Trimester 111
Industrial Electricity Lab III ........... 15
Industrial Electricity Theory II1/ D

Control Systems. .o vvvvnnvrrenennn. 10 a)
.Blueprint Reading.................... 5

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

COURSE DESCRIPTIONS

Industrial Electricity Lab apd Theory/Codel .

] This,combined laboratory and related theory course pro-
vides instruction in §afety; use of tools and equipment;
electrical codes and utility regulations; materials and de-
vices; low voltage equipment; circuit design, troubleshoot-



ing, and maintenance of electrical circuits; and work plan
interpretation. Electrical theory will be aimed at training
the student to work closely with electronic technicians in
interfacing primary power with state-of-art equipment,
Also covered are basic concepts of direct current electric-
ity, Ohm's Law, Kirchoff’s Law, network theorems, meter
circuits, capacitance and inductance.

Industeial Electricity Mathematics I

Covered are basic arithmetic and simple electrical
formulas; various trade application problems involving
calculations of materials; Ohm’s Law, series, parallel and
combination circuits; mechanical work and power; and re-
sistance of wire, size of wire ard circuit loads.

Industrial Electricity Lab and Theory/Code I1
(Prerequisites: Industrial Electricity Lab and Theory I or
equivalent) The course includes AC and DC theory and ¢ir-
cuit application, magnetism, transformers, basic motor
theory and application, relay logic and control application,
schematic reading, symbaol identification, basic solid state
logic and continued study of electrical codes,
Industrial Electricity Mathematics 11
This course covers the mathematics encountered in the
trade. Beginning algebra, trigonometric functions, power
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applications, wiring, magnetic circuits, generator and
motor problems are included.

Industrial Electricity Lab and Theory III

(Prerequisites: Indistrial Electricity Lab end Theory II
or equivafent) Field applications and methods are taught
for transformers, motors, motor controls, development
and servicing of automatic control devices, multi-station
systems and solid state industrial controls, conduit bend-
ing, and layout. The student will work with actual motor
controllers, electric and hydraulic conduit benders; and
when situations occur, will work outside the [ab on proj-
ects around campus to gain firsthand experience to r<in-
force the training.

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 covered,

Blueprint Reading

Instruction in reading blueprinis and specifications for
industrial projects is offered in this course.

The blueprints include transformers, feeders, distribu-
tion panels, subfeeder panels, lighting circuits, motors and
controllers, signal systems, HVAC controls, and power re-
quirements.

Machine Trades

4 Trimesters (Main Campus) H

The Machine Trades program qualifies stu-
dents for job entry as machine tool operators.

Students learn the fundamental operations of
various machine tools. 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 indusiry.

To earn a diploma, a student must complete
successfully 1500 hours of which 750 are labora-
tory work and 750 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.

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 go gles. o '

L

MACHINE TRADES PROGRAM

Trimester I Hours/ Week
Machine TradesLabl .........cv..... 15
Machine Trades TheoryI.......... fana e
Machine Trades Math/Blueprint )

ReadingI................. M 5

Trimester IT '
Machine TradesLablII ............. .
Machine Trades TheoryIl.......... iea.S
Machine Trades Math/Blueprint

ReadingII...........ccivivinnnnnn 5

Trimester ITI
Machine Trades LabIIl............... 10
Machine Trades TheoryIII ....... e 5
Machine Trades Math/Blueprint

ReadingII1 ....... .
Numerical Control Programming[....... 5

Trimester [V
Machine TradesLabIV..,........ ... 10
Tooling Applications/Metallurgy ........ 5
Machine Trades Math [V/True

Positioning .......... .
Numerical Control Programming Il ...... 5
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Supporting Courses
See page 61 at the beginning of the Trades
section.

COURSE DESCRIPTIONS

Machine Trades Lab [
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 1

This course supports the work accomplished in Machine
Trades Lab 1. It covers the fundamental principles of vari-
ous machines, such as the lathe, drill press, band saw and
bench grinders.

Muchine Trades Mathematics/Blucprint Reading I

Feeds and speeds, percentages, surface and direct mea-
surements, threads and tapers, reading and interpreting
shop drawings, and terminology, dimensions, visualizing
and sketching of orthographic and isometric drawings as
applied to the machine trades field, are included.

Machine Trades Lab I1

(Prerequisites: Machine Trades Lab and Theory I oF
equivalent) Instruction covers the engine lathe, operations
of taper turning, threading, introduction to tracer lathes;
basic milling machine operations; surface grinding; tool
and cutter grinding; introduction to cylindrical grinding;
and numerically controlled milling, drilling and turning,

Machine Trades Theery I

(Prerequisite: Machine Trad®s Theory I or eqitivalen)
This class involves daily discussion ol 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 drilling machine,

Machine Trades Mathematics/Blucprint Reading 11

(Prerequisite: Math/Blueprint Reading I or equivalent)
Instruction is provided in the usc of rules and formulas,
ratio and proportion, velocity or surface speed, geometric
principles and applications, square root and interpretation

5 oflcomplete shop drawings as applied to machine trades,
Machine Trades Lab 111 .

(Prerequisites: Machine Trades Lab and Theory I 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. Introduction to

.ioff-set, four-jaw chuck work, internal single-point
' threads, basic turret lathe setup and operation, basic bor-
ing, and tool and cutter grinding are included.

Machine Trades Theory I11

(Prerequisite: Machine Trades Theory Il or equivaien!)
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-

.1ion 1o word address N/C milling machines, lathe work
and an introduction to N/C and C/N/C milling, drilling
and turning machines and lathe work,

Moachine Trades Mathematics/Blueprint Reading 111

(Prerequisite: Math/Blueprint Reading I or equivalent)
Instruction in formula manipulation when dealing with
protlems arising from shop-related right-triangle prob-
lems, and mathematical operations from The Morse Prac-
tical Guide, are covered, The student reads complex detail
section and assembly drawings related to machine trades
practices.

Machine Trades Lab 1V

{Prerequisite: Machine Trades Lab and Theory III or
equivalent) Major emphasis is on advanced milling opera-
tions; advanced C/N/C setup and operation of drilling,
milling and turning machines, basic offset four-jaw chuck
work, introduction to cutting acme threads and cylindrical
grinding are included.

Numerical Control Programming Applications 1

{Prerequisites: All Machine Trades I courses or equiva-
lent} The history of N/C, TAB sequential, fixed block and
word address formats, as well as the programming and
tape preparation necessary for numerical control machin-
ing, are included,

Tooling Applications/Metalturgy

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; ¢ffects of alloying elements; weights and con-
version factors.
Machine Trades Math [V/True Positioning

(Prerequisite: Machine Trades Math/Blueprint Reading
IIT or equivalent) Trigonometric functions of acute angles

* and oblique triangles are covered as related to the machine

trades. Instruction is also offered in interpretation and ap- .
plication of the true position dimensioning system,

Numerical Contro! Programming Applications II

(Prerequisite: Numerical Comtrol Programming Appli-
cations I or equivalent). 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
course also covers advanced manual programming tech-
niques used in C/N/C and D/N/C machining,

R




2 Trimesters (Main C:Iampus)

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; nomenclature of tools and materials; and
practice with the tools of the trade.

Emphasis in the second trimester is on
residential and light commercial work, mainte-
nance and remodeling; 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 750 hours of which 450 are labora-
tory work and 300 are related theory.

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

Plumbing students-must pay an equipment
fee of $100.before entering the first trimester
and another $70 for the second trlmester, total-
ing $170,

PLUMBING PROGRAM .

Trimester I Hours/Week
Plumbing'LabI..... it e e 15
Plumbing TheoryI ........... ... ... 5
Plumbing Math/Blueprint ReadingI...... 5

Trimester Il .

PlumbingLabIl ............. oo, .. 15
Plumbing TheoryIl....... e, 5
Plumbing Math/Blueprint Reading i1 ... .. 5

. Supporting Courses
Energy Management/Solar _
Applications ........ G meieeaaaaaa 5

See page 61 at the beginning of the Trades
section for additional supportmg courses.

Illl
AT

ey
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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
layoul, 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 cavered,

Plumbing Mathematics/Blueprint Reading I

This course covers basic arithmetic, reading the rule,
whole numbers, common and decimal fractions, cubicand
weipght measures, use of rules and formulas, ratio and pro-
portion, area calculations, volumes, pressure and capaci-
ties, hydraulics and pipe length calculations and surface
and direct measurements, Also covered is basic instruction
in sketching, reading workshop drawings, blueprints, and
specifications for residential and light commercial wark.

Plumbing Lab/Theory Il

(Prerequisites: Plumbing Lab and Theory I or equiva-
fent) This course emphasizes design, layout and installa-
tion of water, soil and vent lines; related fixtures and fit-
tings; inspecting and testing systems; soldeting and
brazing; rigging; and maintenance and repair of plumbing
systems. Shiclded-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, payrdll and benefits, and employee and cus-
tomer relations are also included.

' Plumbing Mathematics/Blueprint Reading I

(Prerequisite: Math/Blueprint Reading I or equivaleni)
Course content includes a detailed study of piping draw-
ings, isomeltric pipe layouts, interpreting residential and

-Jighl commercial blueprints, application of plumbing

' codes, knowledge of terms, and planning and coordinating
the job. Practical math apphcauons will be covered

- throughout the course.

Energy Management/Saolar Applications

This combined theory and lab practice course is for stu-
dents interested in the manzsement of the residential en-
ergy package. Instruction is provided on how life-styles,
desigh-and orientation conserve natural resources. Empha-
sis is on the selection, instaliation, maintenance and repair
ol solar equipment as they relate to the heating of water
and air,
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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. B
In the second trimester, certification may be
obtained in shielded metal-arc and gas metal-arc
welding. [Instruction is also given in gas
tungsten-arc welding.

During the third trimester, students may cer-
tify in gas‘tungsten-arc, and/or pipe welding.
Instructional emphasis is on welding fabrication
and materials testing.

A diploma is awarded to students who com-
plete successfully 1125 hours of instruction of
which 675 are laboratory work and 450 are re-
lated theory.

Specific, welding certification 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 skills mastered.

Welding students must pay a personal equip-
ment fee of $100 before entering the first tri-

. mester and another $70 for the second trimester.

WELDING PROGRAM

Trimester I Hours/ Week
WeldingLabI ......... .. 15
Welding Metallurgy[.............. R,
Welding Math/Blueprint ReadingI....... 5

Trimester 1T
WeldingLabIl ..................... 15
Welding Metallurgy IL................. I
Welding Math/Blueprint Reading II ....... 5

Trimester ITT
WeldingLabIIl..........0.......... 1S
Welding Metallurgy [11/Inspection .. ..... 5
Blueprint Reading III ................. 5

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

. COURSE DESCRIPTIONS
Welding Lab I r
This laboratory practice class teaches welding safety,
gene'ral tools _and equipment, common gases and their pro-
pertics, welding materials, welding joints, oxyacetylene

welding and brazing, metal cutting with gas, and shielded
metal-arc welding procedures and processes,
Welding Metallurgy I

Instruction is offered in manufacturing processes, weld-
ing methods and processes, structure and properties of
metal, temperature changes in welding, effects of alloying
elements, variations of fluxes, and slags and gases for
shielding.
Welding Mathematics/Blueprint Reading I

This is a course in basic arithmetic. Surface and direct
mcasurements, graphs and charts, and payroll calculations
are studied. Instruction is also provided in basic drawing
interpretation, welding symbols, terms, and detailed fit-
tings applied to the welding area.

Welding Lab II

(Prerequisites: Welding I Lab and Welding Metaliurgy 1
or equivalent) This laboratory practice course provides ad-
vanced instruction in shielded arc and gas metal-arc weld-
ing. Beginning instruction in gas tungsten-arc welding is
provided through the use of varigus gas arc welding power
sources, torches, electrodes and wire-feed systems, Occu-
pational safety standards and practices are emphasized,

Welding Metallurgy 11

(Prerequisite: Welding Metailtrgy [ or equivalent) In-
struction is offered in filler metal for joining iron, stcel and
non-ferrous metals, shrinkage and distortion in weld-
ments, preheating and postheating, difficulties and defects
in welds, welding carbon and alloy steels, welding tests,
conversion factors and symbols, weights and properties.

Welding Mathematics/Blueprint Reading IT

(Preregquisite: Math/Blueprint Reading | or equivalent)
Covered are the use of rules, formulas, ratio, proportion,
volume and right-angle calculations applied to the welding
industry. Blueprint reading instruction is provided in
which the student reads commercial construction and fab-
rication drawings, complex detail section and assembly
drawings related to the welding field,

Welding Lab 111 ..

(Prereguisites: Welding Il Lab and Welding Metallurgy
I or equivalenty Working speed and proficiency through
continued practice, shop fabrication and selected field
work assignments are emphasized. Instruction also is pro-
vided in basic pipe welding and layout, materials testing
and industrial safety. Welding and testing of pipe intersec-
tions designed in Blueprint Reading I1, as well as pipe qual-
ification tests, are included.

- ‘Welding Metallurgy 111/Inspection

This course deals with technical reports'and welding
problems arising from the lab sessions, including daily dis-
cussion 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 resume, 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 Reading 111 !
(Prerequisite: Blueprint Reading Il or equivalent) This
-theory course teaches students to develop specifications for
v_arious types of pipé and fabrication welding, materials es-
tm:naling, pipe layout and development, pipe and structural
print reading, performance of pipe certification tests for
the bgsic intersections, transferring of measuremens: from
working drawings and blueprints, design considerations
layout and welding related to fabrication. '

L
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ADULT BASIC EDUCATION

Persons who want to take an Adult Basic
Education class should begin by registering at
either T-VI campus on one of the ABE registra-
tion days (Aug. 23-24, Dec. 27-28 and Apr. 25-
26) 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. weckdays 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: English as a Second Language 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 ENGLISH AS A
SECOND LANGUAGE

This class is for students who do not speak English and
for those who have not taken English before. The class
uses a conversational approzch to learning English. Lin-
guistic differences as well as teacher recommendations will
be considered for proper placement of students in the class.

Fall-Winter-Summer

MW orTTh 79 p.m. T-V¥1 Main Campus
MW 7-5 p.m, T-¥1 Montoya Campus
MTWThF 9-11 a.m, T-¥1 Main Campus
MTWTRF 11 a.m.-1 p.m. T-¥1Main Campus
MTWThF 1-3p.m, T-VI'Main Campus

101-I: INTERMEDIATE ENGLISH AS A
SECOND LANGUAGE

This class is for students who have completed the begin-

ning conversational English class or students who speak '

-some English. It is a continuation of the beginning class
with emphasis onospeaking and writing.
Fail-Winter-Summer

MW or TTh 7-9 p.m, T-¥1 Main Campus
Mw 7-9p.m. T-¥Y1 Montoya Campus
MTWTRF 9-11 a.m. T-V¥1 Main Campus
MTWThF Ham.-1p.m. T-ViMainCampus
MTWThF 1-3 p.m. T-¥1Main Campus

101-A: ADVANCED ENGLISH AS A
SECOND LANGUAGE
Students who have had a previous conversational En-
glish class and students who can speak some English but
need additional practice may take this class. Speaking,
writing and basic grammar are taught.
Fall-Winter-Summer

MW or TTh 7-9p.m.

T-VI Main Campus
MW 7-9 p.m, "T-YI Montoya Campus
MTWThF 9-11 a.m, T-VI Main Campus
MTWThF 11a.m.-1 p.m, T-VIMain Campus
MTWThF 1-3 p.m. T-¥1 Main Campus

102-B: BEGINNING BASIC ENGLISH
GRAMMAR/SPELLING

Recommended for students who can function in the En-
glish language or have taken at least two trimesters of con-
versational English, or students who have difficulty read-
ing and writing the English language. This class includes
speech correction, oral expression, writing, spelling and
phonetics.

Fall-Winter-Summer

MW 7-9 p.m. T-VI Main Campus

102-A: ADVANCED BASIC ENGLISH
GRAMMAR/SPELLING

Persons who need English grammar and spelling review
or reinforcement will benefit from this class. Sinee thisis a
review class, persons registering should first talk with an
Evening Division counselor for proper placement. Thisisa
structured class in English grammar which may be taken
by high school graduates far review purposes.

Fall- Winter-.S‘up:m er

TTh 7-9 p.m. T-V1 Main Campus
“TTh 7-9 p.m, T-V1 Montoya Campus

10}: COMBINATION BASIC MATHEMATICS
AND ENGLI?H GRAMMAR

This class is for students whe want to improve their
basic English and mathematics. Time will be spent on each
of the three subject areas—mathematics, English and spell-
ing. Students are divided according to their abilities 2nd in-
dividual instruction is given in the mathematics area, Stu-
dents should talk with a counselor before registering for
this class.

Fell-Winter-Summer

TTh 79 p.m. T-¥I Main Campus
TTh 79p.m. T-¥1 Montoya Campus

' 104: BASIC MATHEMATICS

This class helps students understand numbers and how
to work word problems. It uses numbers to help the stu-
dent know how te buy on credit, how to borrow money,
how to plan spending, facts about insurance and how to
work with problemss a student may meet in his or her daily .
work. The class is divided into groups of similar abilities.
Some modern basic math will be covered, Afgebra is not
taught in this class. .

qu!é Winter-Summer

MW A pm. T-VIMain Campus
TTh . 79 p.m, T-¥1 Montoya Campus



107-B: BEGINNING READING IMPROYEMENT
AND SPELLING

This is a class for native English speakers who have dif-
ficulty reading and recognizing words. It improves the stu-
dent’s reading ability and understanding of what is read,
Word recognition, spelling and sight vocabulary are part
of this class.

Fall-Winter-Summer
MW 7-9 p.m. T-¥] Main Campus

107-1: INTERMEDIATE READING IMPROYEMENT
AND SPELLING
This class improves the student’s ability to read and
understand what is read. In eddition to the textbooks, con-
trolled readers and other audio-visual aids are used to help
the student improve reading, comprehension and spelling,
Fall-Winter-Summer
MW 7-9p.m. T-V1 Main Campus

07-A ADYANCED READING IMPFROVEMENT
AND SPELLING
This is an advanced reading class for students who can
read but want to improve comprehension and reading
speed. This is not a speed reading class. Audio-visual
equipment and other reading materials are used for speed,
comprehension, retention and spelling.
Fall-Winter-Summer
TTh ’ 79 p.m. T-¥1 Main Campus
TTh 7-9 p.m, T-V1 Montoya Campus
i
108: G.E.D. REVIEW IN WRITING SKILLS,
MATHEMATICS, SCIENCE, SOCIAL STUDIES
. AND READING SKILLS
The five areas included in the GED (General Educa-
tional Development) examination are covered. They are:
writing skills, social studies, science, reading skills and
mathematics. Students are placed in this class if their pre-
test scores are in the middle range, which is approximately
seventh grade overall. Much of this class can be planned
for the individual student and students may complete
materials at their own rate of speed. Students are encour-
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aged to take the GED examination at the end of the trimes-
ter, but students with high demonstrated ability may take
the test earlier.

The objective of this ¢lass is to prepare students for the
GED examination. Such preparation enables students to
complete the requirements of high school equivalency nec-
essary for many jobs or positions.

The test is given free of charge and all textbooks are fur-
nished to the student free on a card check-out basis.

Fall-Winter-Summer

MTWThF 8:20-11:15a.m. T-V1Main Campus
MTWThF 8-11 a.m. T-V1 Montoya Campus
MTWThF 12:20-3:15 p.m. T-VI Main Campus
MTWThF 12 noon-3 p.m, T-VI Montoya Campus
MTW 7-9p.m.  T-VIMain Campus
MTW 7-9 p.m. T-V1 Montoya Campus

This class can be offered in other locations if needed. Ask
the registration monitors about locations.

Prerequisite: Persons wanting to take this class to prepare
for high schooi equivalercy exams must first take a pre-
GED test at T-VI. Scores on that test witl 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 egither campus between noon and 8:30 p.m. Monday
through Thursday, 8 u.m. dand 4:30 p.m. on Friday.

109: CITIZENSHIP FOR ALIENS

This is a class in government and history of the United
States for aliens who want to take the United States Natur-
alization Test, To become a U.S. citizen, an alien must
first pass an oral and written test before an examiner from
the Naturalization Department. The test is not given at
T-VI nor administered by T-VI personnel. The test may
also include information on natignal, state and municipal
government. Free textbooks are given only to those stu-
dents enrolled in the class.

Fall-Winter-Summer
TTh 7-9 p.m. T-VI Main Campus
TTh . 7-9 p.m. T-VI Montoya Campus
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SKILL IMPROVEMENT COURSES
Changing Careers Course (SK440)

5 Weeks
(Main and Montoyn Campuses)

This course is desigred 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 $5 Evening Division preregistration
fee.

The course covers developing a positive self-
image; self-assessment of marketable skills,
abilities and interests; resume 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.
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- Business Education

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

SK110: ACCOUNTING1I -

Principles of the double entry bookkeeping cycle, from
the opening entry through the formal balance sheet and in-
come statement, are covered. Business forms and their
function, business terms, accuracy, neatness, orderliness,
thoroughness and responsibility are included.

: Fall-Winter

MW 7-9 p.m. Cibola High School
Highland High School
T-VI Main Campus
T-V1 Montoya Campus
Valley High School
Del Norte High

School
T-VI Main Campus
T-VI Montoya Campus

TTh 79 p.m,

Summer
T-VI Main Campus
T-VI Montoya Campus
TEXTS: College Accounting, 11th Ed.—$%16

Workbook—3$5
Boyd’s Clothiers Practice Set—$7.25

MW or TTh

SK111: ACCOUNTING II

This is a continuation of Accounting 1. Units cover pur-
chasing and sales accounting, installment sales, inventory
and prepaid expenses, tangible assets, accruals and revers-
ing entries along with further study of financial state
ments. A unit on accounting for a partnership is also in-
cluded.

Fall-Winter

Highland High School

MW 7-9p.m.
T-¥I Main Campus
TTh 7-9 p.m. T-¥! Montoya Campus
, Summer
MW 7-9p.m. T-VI Main Campus
TTh 7-8p.m. T-VI Montoya Campius

PREREQUISITE: Completion of a beginning class in
double-entry bookkeeping or accounting
TEXTS: Collcge Accounting, 11th Ed.—$16
Workbook—35
Holling & Renz Practice Set—%8.50

SK112: ACCOUNTING III
A continuation of Accounting I1, various aspects of cor-
porate accounting, the voucher system of accounting and
accounting for a manufacturing business are covered. Cost
accounting is introduced,

Fail-Winter

MW 7-9 p.m, , Highland High School

TTh .79 p.m. T-VI Montoya Campus
Summer

“TTh 7-9p.m. T-VI Montoya Campus

PREREQUISITE: Completion of Accounting I or equi-
valent
TEXTS: College Accounting, 11th Ed.—$16

Workbook—35
B. J. Patrick Manufacturing Company Practice
Set—38.75

# SK113: AUDITING

Auditing pracedure, reports and working papers used in
financial investigations are studied and amalyzed. Audit
practice with verification of assets, liabilities, owner's
equity, expense and revenue accounts are stressed, Internal
control techniques are studied to develop the student’s

. ability to conserve assets,

Fali
TTh 7-9p.m. T-VI Main Campus

PREREQUISITE: Accounting I, Il and 111 or equivalent

TEXTS: Principles of Auditing, 6th Ed.—$17.50
Audit Problem; Crafters—311

ﬁ 5K114: SECRETARIAL ACCOUNTING
Instruction in basic bookeeping, incorporates the com-
plete bookkeeping cycle. Included are preparation of the
balance sheet, income statement, trial balance, worksheet,
payroll records, petty cash disbursement record and sub-
sidiary ledgers., Emphasis is on the principles of journaliz-
ing and posting from the combined cash journal. A prac-

tice set is used to help the student understand the complete

procedure of double entry bookkeeping.

Fall-Winter
MW’ 7-$p.m. T-Vi Main Campus
TTh 79p.m, T-V1 Montoya Campus
TEXTS: Accounting Essentials for Career Secretaries, 4th
Ed.—%9.25

Working Papers—$5
Wesley R, Baker Practice Set—$7.25

SK115: INCOME TAX ACCOUNTING
This class progresses from problems of taxpayers who
use the short form to those of the higher bracket wage
earner. Tax procedures for the self-employed person, in-
vestor, property owner, retired person, business partner
and the small corporation are explained.

Fall . )
MW 7-9 p.m. Highland High School
Winter '
TTh 7-9 p.m, T-VI Montoya Campus

PREREQUISITE: Completion of ‘¢ double entry book-
keeping cycle -
TEXT: . Income Tax Procedures—314.25

S§K116: COST ACCOUNTING

This class emphasizes construction and manufacturing
as compared to merchandising or service businesses. The
student performs the,accounting operations for estimating
bidding and application of the materials. Labor and over-
head factors of production are studied and reports are pre-
pared. ‘ '

Winter

MW 7-9p.m, T-VI Main Campus

PREREQUISITE: Accounting HI
TEXT: Cost Accounting, Theory I Practice—$19.50
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SK118: PAYROLL ACCOUNTING
Calevlation of gross wages and local, state, and federal
payroll reporting requirements are covered. Students are
introduced to certified payroll requirements of certain
federally-funded projects.
Fall-Winter
TTh 7-9 p.m. T-¥1 Main Campus

TEXT: Payroll Records and Accounting—$11.75

ﬁ S§K120: BUSINESS MATHEMATICS

This class begins with a thorough review of arithmetic
and praceeds to specific business problems. Forms, prac-
tices and fotmulas used in business—including discounts,
mark-ups, mark-downs and percentages—are covered.
Real estate math involving square footage, cubic footage,
acreage calculations, market value methods, compound in-
terest and depreciation are included.

Fall-Winter

MW 7-9 p.m. T-¥I Main Campus

TEXT: Business Mathematics—3$14

5K125: BUSINESS ENGLISH
Basic grammar, punctuation, vocabulary and spefling
are reviewed as they apply to business situations.
Fall-Winter-Summer
TTh 7-9 p.m. T-V1 Main Campus .

TEXT: College English and Communication, 4th Ed.—
516

S§K110: PUBLIC SPEAKING

A study of basic principles of spoken communications is
followed by units on the art of conversation, meeting the
public in person and by telephone, working with groups,
giving a talk, employment interviews and parliamentary
procedures.

Fall-Winter

MW 7-9 p.m. T-VI Main Campus
TEXT: Speakingin Public—$12

r

SK139: LEGAL SECRETARY

This is a specialized class for the beginning legal
secretary of persons who want to work in the legal feld. It
includes a general background of basic legal terms, prac-
tice in dictation and transcription of legal terms and let-
ters, and study of law office procedures as they apply to
the legal sccretary.,

Fall-Winter

MW 7-9 p.m, T-¥1 Main Campus
PREREQUISITE: Proficiency of at least 60 wpm in typ-
ing
TEXTS: The Career Legal Secretary—318

Student Workbook—$5.25

ﬁ 5K145: PERSONAL LINES INSURANCE

Insurance history, fundamentals, rharketing, under-
writing, regulations, deductibles, homeowners, auto and
special coverage are included in this course. \

Fall-Winter ”; ‘
w 7-9 p.m, T-VI Main Campus ,
PREREQUISITE: Must be able to type at least 30 wpm

SK146: COMMERCIAL LINES INSURANCE

Commercial lines of property and casually insurance,
excluding life insurance, are covered. Arcas discussed in-
clude the coverage and rating of various commercial prop-
erty casualty insurance policies and the coverage and rating
of the commercial automaobile policy. The last six weeks of
the class are divided into coverage and rating of commer-
cial fire insurance policies, commercial umbrella policies
and worker’s compensation policies.

Fall-Winter

M 6:30.9:30 p.m. T-¥1 Main Campus
NOTE: Students must supply their own rating manual,

ﬁ §K150: ELECTRONIC CALCULATORS
AND FILING

Skills on the most widely-used electronic calculators,
spirit duplicator and mimeograph machine are developed,
and practical application of business mathematics is rein-
forced. Also covered are the processing, storing, retrieving
and restaring of various kinds of records. Alphabetic, geo-
graphic, numeric, alpha-numeric and subject filing are ex-
plored.

Fall-Winter

MW 7-9:30 p.m. T-¥I Main Campus

TTh 7-9:30 p.m. T-¥1 Montoya Campus
Summer
MW 7-9:30p.m.  T-VI Montoya Campus

PREREQUISITE: Must be able to type at least 20 wpm by
the touch method

+LABFEE: §7

TEXTS: Electronic Calculators and Office Machines—
$7.50
Records Management—3$9.50
Records Management Lab Materials—$9.50

ﬁ SK156;: ALPHABETIC SHORTHAND
This system of rapid writing uses alphabetic abbrevia-
tions and 43 special rules. It is an easy, fast mecthod of
learning to take dictation at acceptable speeds for a job.
Fall-Winter

MW 7-9 p.m. T-VI Main Campus

TTh 7-9p.m. T-¥1 Montoya Campus
Sumimer

MW 7-9p.m. T-VI Main Campus

TEXTS: Stenoscript ABC Shorthand—310
Student Workbook—$5.50

SK157: ALPHABETIC SHORTHAND 11
This class is a continuation of Aiphbetic Shorthand. Em-
phasis is placed on skill and speed development.
Fall-Winter
MW 79 p.m. T-VI Montoya Campus
PREREQUISITE: Completion of a beginning alphabetic
shorthand class.

TEXTS: Stenoscript ABC Shorthand—3$10
Student Workbook—$5.50

% SK160: BEGINNING SHORTHAND

This class offers beginning instruction in the theory of
s?rmpol (Gregg) shorthand Series 90, Daily study and prac-
tice in the reading and writing of shorthand is imperative.

R
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Fall-Winter

MW 7-9:30p.m.  Cibola High School
Highland High School
T-¥I Main Campus
Valley High School
TTh 7-9:30 p.m.  Deél Norte High
School
T-¥I Mantoya Campus
Summer
MW 7-9:30p.m.  T-¥I Main Campus
TTh 7-9:30p.m.  T-VI Montoya Campus

PREREQUISITE: Must be able to (ype at least 20 wpm by
the touch method or be taking a class in typing
TEXTS: Gregg Shorthand for Colleges, Vol. I, DJS, 3rd
Ed.—$18
Workbook, Vol. I—36.75
Student Transcript, Vol. I—$6.25

#%  SK161: INTERMEDIATE SHORTHAND

This advanced shorthand class emphasizes skill and
speed development. Regular attendance, study and ,prac-
tice are necessary.,

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.  T-VI Main 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, DIS, 3rd
Ed .-"$ 18 ]
Workbook, Yol. 2—%6.75 g
Student Transcript, Vol, 2—3$6.25

SK164: TYPING-SHORTHAND REYIEW
This class is for persons who can type and take short-
hand but have not used either for some time and are now
pla.nmng to return 1o work.
Fall-Winter-Summ er
TTh 7-9:30 p.m. T-V] Main Campus

PREREQUISITE: Minimum of one year of typing and

one year of shorthand experience _

TEXTS: College Typewriting, 10th Ed.—$14.50
Refresher Course in Gregg Shorthand—$10.,50

% SK165: BEGINNING TYPING
Typing by the touch method and basic arrangement of
business letters, memos, reports, tables and forms are in-
cluded in the production units. Drills to increase speed and
accuracy are continued throughout the ¢lass.
Fall-Winter
MW ’ 7-9:30p.m.  Cibola High School
Highland High School
T-¥1 Main Campus
T-¥I Montoya Campus
‘Valley High School
TTh 7-%:30 p.m. Del Norte High School
T-VI Main Campus
T-VI Montoya Campus

Sumimer
MW or TTh 7-9:30p.m.  ‘T-VI Main Campus
T-VI Montoya Campus

TEXT: College Typewriting, 10th Ed.—$14.50

e SK166: INTERMEDIATE TYPING

Basic typing skills are reviewed with emphasis on build-
ing speed, accuracy and number contrel, Production em-
phasis is on business letters, reports and forms,

Fall-Winter

MW 7-9p.m, Highland High School
T-VI Montoya Campus
TTh 7-9 p.m. T-VIMain Campus
Summer
MW 7-9 p.m. T-V1 Montoya Campus
TTh 7-9 p.m. T-VI Main Campus

"PREREQUISITE: The ability to type at least 20 wpm by

the touch system and background knowfedge of manu-
seript and tabulation typing
TEXTS: College Typewriting, 10th Ed.--$14.50

Lab Materials, Part 2—5%6.50
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SKI167: ADVANCED TYPING

This class is for the typist who wishes to increase speed,
aceuracy and production output of office typewriting. Let-
ter styles, fill-in business forms, manuscripts, f inancial
reports and the making of multiple copies for office work
are developed.

Fall-Winter-Summer

T-VI Main Campus

PREREQUISITE: The ability 1o type at least 40 wpit by
the. touch system and background knowledge of manu-
scripts with footnotes, tabulation iyping with subheadings,
cofumn headings and outline typing -
TEXTS: College Typewriting, 10th Ed.—§14.50

Lab Materials, Part 3—36.50

% SK170: OFFICE SUPERVISION

The relationships of people within a business environ-
ment, including managers with employees and employees
with employees, are reviewed. Supervisory authority and
responsibility factors in supervision are discussed, and
human relationships and measurements used for decision-
making are included. This class is recommended for office
employees pow in a leadership position and those inter-
ested in supervision.

Fall-Winter

Th 7-9 p.m. T-VI Main Campus

LABFEE: §7

SK172: HUMAN RELATIONS AND
PERSONNEL DEVELOPMENT

This class is for persons who want to explore human
behavior and develop a more positive attitude. Applica-
tions to family and work situations are stressed, including
understanding manager/employee relations, This class is
recommended for employee advancement to supervisery
positions.

Fall-Summer

MW 7-9 p.m. T-VI Main Campus

TEXT: Human Relations—317

SK173: HUMAN RELATIONS AND SUPERVISION

Human behavior and communication skills and their im-
pact on human relations and success in siipervision are ex-
plored. Management, case studies, labor union relations,
minority employee relations and supervision of the exper-
ienced employee are reviewed. '

Winter
MW 7-9 p.m. T-VI Main Campuis
PREREQUISITE: Human Relations and Personnel De-
velopment .
TEXT: Practical Human Relations—3$135

SK175: BANK TELLER
Bank organization, human relations, personal appear-
ance, interrelationships and banking ethics are included in
this introductory.class.

. Fall-Winter
MW MLt bim. T-V1 Monitoya Campus
TTh - 19 p.m. T-VI Main Campus
g et
Summer Lis
TTh 7-9 p.m. T-VI Main Campus, 4,
TTh 7-9p.m. T-VI Montoya Campus

TEXT: Teller World—$12 Cy

SK180: SMALL BUSINESS MANAGEMENT
This class provides fundamental business program and

+ management skills for owners and managers of any type of

business.
Fall-Winter-Summer
MW 7-9:30p.m.  T-V1 Main Campus
TEXT: How to Organize and Operate a Small Busi-
ness—3$18

#% SK181: SMALL BUSINESS ACCOUNTING

This class provides basic accounting principles and prac-
tices. The accounting cycle for service and merchandising
businesses is covered, including journalizing, posting,
preparation of the work. sheet, financial statements, ad-
justing and closing entries, post-closing trial balance and
preparation of government report forms.

Fall-Winter-Summer

MW 7-9 p.m. T-V1 Main Campus

TEXT: Accoun'ting Principles and Practices, Module I—
$12.75
Accounting Simulation, 2nd Ed., $6.75

o SK182: SMALL BUSINESS LAW

A basic knowledge of law as it applies to small business
dealings is provided. Emphasis is on commercial transac-
tions, contracts, commercial paper, personal property in-
surance and Uniform Commetcial Code.

Fall-Winter
TTh 79 p.m. T-V1 Main Campus

TEXT: College Law for Business—$9.75

SK410; CASHIERING

This class teaches cash register operation by the touch
method. Procedures for handling ¢ash, checks and credit
card transactions and the role of the cashier in meeting the
public are. covered. Basic mathematics and bookkeeping
skills are reviewed and operation of the produce scale is
taught. Punctuality, dependability, honesty and personal
grooming are emphasized.

Fall-Winter

M, T,or W 6:30-9;30 p.m. T-V1 Main Campus
: Surnnter
MorT 6:30-9:30 p.m. T-VI Main Campus

LABFEE: §7

TEXTS: Crown Supermarket—3$3
Marketing Math—35.75

2% SK411: SALESMANSHIP
This class is for persons who want to enter the field of
selling or who want to upgrade salesmanship skills. Lead-
ership and motivation are stressed.
' Fali
MW 7:9 p.m.. T-¥1 Main Campus

TEXT: Professional Selling—317.75

SK412: MARKETING AND RETAILING

This class coverd many facets of marketing and retailing
from the processing of goods or services to the consumer.
Areas such as inventory, buying, pricing, advertising, dis-
playing, merchdridising, credit management and services
are included.
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Winter
MW 79 p.m. T-VI Main Campus

TEXT: Marketing Principles—$21.50

5K416: FASHION CONCEPTS AND
MERCHANDISING

In this class students are introduced to the world of
fashion merchandising. Topics covered are fashion termi-
nology, elements of design, apparel sizing and styling,
basic construction and current trends in the fashion in-
dustry.

Fait

TTh 7-9 p.m.

TEXT:

T-¥I Moantoya Campus
Intreduction to Fashion Merchandising—$15.50

$K410: REAL ESTATE PRACTICE

This is a class in general real estate practice and is for
persons who need to review the field and for those who
wanl a basic knowledge of the real estate business.

Fall-Winter

MW 7-9:30 p.m. T-VI Main Campus

TTh 7-9:30 p.m. T-V1 Montoya Campus
Summer .

MW 7-9:30 p.m. T-VI Main Campus

TEXT: Real Estate Principles and Practices—$20.50

SK431: REAL ESTATE LAW
The rights and obligations of the real estate agent with
regard to contractual and fiduciary duties owed to the par-
ties being represented are established in this class. Major
topics include ownership rights, law of agency and law of
coﬁtracts.-
Fall-Summer

MW 7-%30p.m.  T-¥I Ma.in Campus

. Wiater | ,'.
TTh 7-9:30 p.m. T-ViMontoya Campus
TEXT: Real Estate Law—3%18

W

4

SK432: REAL ESTATE APPRAISAL
An introduction to accepted methods for estimating the
value of real property, this class covers fundamentals of
real estate appraisal of both land and improved property
and techniques used by professional appraisers.

Fall t
TTh 7-9:30p.m.  T-VIMain Campus
Winter
MW 7-9:30 p.m, T-VI Montoya Campus

PREREQUISITE: Completion of Real Estate Practice
TEXT: The Appraisal of Real Estate—3%17

8K433: REAL ESTATE FINANCE

This is a study of financing real prope‘rty. the meney
market, sources and cost determinanis of mortgage
money, financial leverage, value of existing mortgage in
relation to the current market and purchaser qualification.

~ Fall
TTh 7-9:30 p.m. T-VI Montoya Campus
Winter
TTh 7-9:30 p.m. T-¥I Main Campus

PREREQUISITE: Completion of Real Estare Practice
TEXT: Essentials of Real Estate Finance—$25

s

S$K434: REAL ESTATE INVESTMENT
The background necessary to understand the fundamen-
tals of real estate investment is provided. Major topics in-
clude methods of financing investment real estate, tax ad-

' vantages, projected income potential and preparation and

evaluation of real estate analysis forms.

Fall- .Wim'er
MW ' 7-9:30p.m: . TV Montoya Campus
PREREQUISITES: Caompletion éf Real Estate Practice
and Real Estate Law ot
TEXT: Essentials of Real Esiate Investment—S$25
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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 are
open from 8 a.m. to 9 p.m., Monday through
Thursday; both centers are open 8 a.m. to §
p.m. Fridays; and the Main Campus -center
from 10 a.m. to 2 p.m. on Saturdays.

A fee of $15 per course is required of students
who are not attending T-V1 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

- Agcounting Fundamenials

{Prerequisite; Business Mathematics 1] or Placement
Test) 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 inchuded.

Business Mathematics I1
(Prerequisite: Placement Test) The mathematics of inter-
esl, marketing, payroll and taxes are covercd.

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

Communications Review .
Instruction is in grammar, spelling and punctuation.

Electronic Calculating
Skill is developed on electronic calculators,

Machine Shorthand

This c¢lass. offers an introduction to this alternative
shorthand system and provides a foundation for career
growth in the courts.

Gregg Shorthand I

All theory and brief forms are learned leading to the .

ability to read, write and transcribe Gregg shorthand. ,

Gregg Shorthand II
(Prerequisite: Ability to write Gregg shorthand at 60
words per minute and transcribe into mailable form)

-

Theory and brief forms are reviewed with emphasis on 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.

Alphabelic Skorthand 1

This shorthand system utilizes alphabetic characters.
Students learn to read, write, and transcribe shorthand
notes.

Forkner Shorthand 1 .
Students learn to read, write, and transcribe this com-
bindtion alphabetic and symbolic shorthand system.

Shorthand Speedbuilding

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

Typing 1

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 basic techniques are
reviewed and mechanics, letters and tabulation are laught.

Typing 11

(Prerequisite: Typing I or placement tesr) This continu-
ation of Typing I emphasizes speed, accuracy and tabula-
tion.

Typing 11}

(Prerequisite: Typing 1f or placement test) This continu-
ation of Typing Il provides more complex production
tasks including abstracted tables, line justification and see-
retarial projects. '

Keypunch (Main Campus Only)
Skill is developed on the alphanumeric keyboard and
emphasis is placed on the program card.

Telephone Techniques
Familiarization with accepted telephone manners and
practices is the objective of this mini-class.

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

Medical Transeription _

(Prerequisite: Machine Transcription) This area devel-
ops. familiarity with medical terminology and transcrip-
tion.

Legal Transcription

(Prerequisite: Machine Transcription) Legal 1erminol-
ogy, forms and transcription are included.
Records Management

This area providés basic principles of filing.

Word Precessing

(Prerequiisite: Demonstrated _English and 1vping skills)
Training is on text-editing, magnetic keyboard typewriters
with cmphasis on the capabilities and mechanics of the
machines.

Proofreading ' .

Awareness of the most,common types of error in writien
messages and the SLandarh marks for correcting them is the
abjective of this class.



87

Health Education

SK450: MEDICAL OFFICE ASSISTANT,
ADMINISTRATIVE

This class provides a person with clerical skills for
employment as a medical office aide. Instruction concen-
trates on medical terms, greeting the patient, office man-
agement, public relations, health and hospitalization insur-
ance, basic medical law and ethics, and credit and collec-
tion records.

Fall-Winter

TTh 7-9p.m, T-¥1 Main Campus
PREREQUISITES: Must have filing skills and type at
least 40 wpm

TEXTS: Medical Office Assistant, Administrative and
Clinical—$23
Medical Terminology—$16

SK451: MEDICAL OFFICE ASSISTANT, CLINICAL

Instruction concentrates on medical terms, basic medical
laws and ethics, preparing the room, preparing the patient,
assisting the doctor, selecting and sterilizing instruments,
selecting materials and supplies for the doctor'and prepar-
ing medication.

Fall-Winter

TTh 7-9p.m. - T-¥VIMain Campus

PREREQUISITE: Must type at least 40 wpm

TEXTS: Medical Office Assistant, Administrative and
Clinical—$23
Medical Terminology—316

S5K452: HOSPITAL WARD CLERK

An introduction to medical terminology, communica-
tions, the working environment, patient-centered activities
and the understanding of medication orders is provided,
Punctuality, dependability and personal hygiene are em-
phasized.

Fall-Winter-Summer

MW 79 p.m. T-VI Montoya Campus
PREREQUISITE: High School Diploma or equivaleny

TEXTS: Being A Ward Clerk—%12.50
Medical Terminology—$16

» 8K453: MEDICAL TRANSCRIPTION

This ctass is for persons with typing and machine tran-
scription skills who want to become medical transcrip-
tionists. Medical terminology, anatomy, preparation of
Teports and procedures are included.

Fall-Winter
MW 7-9 p.m. T-VI Main Campus

PREREQUISITES: Typing speed of 50 wpm, machine
transcription speed of 20 wom
TEXT:" Basic Sciences for Health Occupations—$15

SK4%0: EMERGENCY CARE
This class is part of the emergency medical system and
follows the national D.O.T. guidelines. It prepares the stu-
dent for emergency situations until kelp arrives. There are.
lectures and labs on emergency care of the sick and in-
jured.
Fall-Summer

MW 7-9 p.m. T-VI Main Campus
Winter
TTh 7-9p.m. T-¥i Montoya Campus

TEXT: First Responder—3$22

SK590: EMERGENCY MEDICAL TECHNICIAN

This class covers all emergency medical techniques cur-
rently used by Emergency Medical Technicians who pro-
vide emergency care with rescue squads or ambulances;
The 47 class lessons include 114 hours of classroom didac-
tics and practice sessions and nine hours of hospital rota-
tion, observation and training with three hours of water
extracation. This class will prepare students for their state
and/or national certification,

Fall-Winter-Summer
MW or TTh 6:30-9:30 p.m. T-VI Main Campus

LABFEE: %14

TEXTS: Emergency Care of the Sick and Injured
Text/Workbook—315
Answer Key—34.50
Basic Training Course for Emergency Medical
Technicians—3$7

8K591: EMERGENCY MEDICAL TECHNICIAN
RECERTIFICATION
This class is designed to recertify a currently certified
EMT-B with the newest and most up-to-date equipment
and techniques that are covered in the state and national
registry guidelines.
Fall-Winter-Summer

Saturday 8am.-12p.m. T-¥IMain Campus
NOTE: This class will meet for nine consecutive Satur-
days. ¥

PREREQUISITE: Current New Mexico EMT Certificate
TEXTS: Emergency Care of the Sick and Injured, 3rd
Ed., Text/Workbook—5%15

Answer Key—3%4.50

Basic Training Course for Emergency Medical
Technicians—3$7



Technical Education

;5. SK351: ALGEBRAI

Field properties of the real number system are applied to
the algebraic structure. Emphasis is on written problems
and elementary functions and their graphs, -including sys-
tems of linear equations in two variables.

Fall-Winter
MW 7-9 p.m. Cibola High Schoo!
Highland High Schooi
. T-¥I Montoya Campus
TTh 7-9 p.m. T-VI Main Campus
Summer -
MW 7-9 p.m. T-VI Montoya Campus
TTh 79 p.m. T-vi Main Campus
TEXT: Intermediate Algebra, 3rd Ed.—516
- SK352: ALGEBRA IT

There is a strong emphasis on algebraic skills with
significant amount of attention paid to understanding con-
cepts in this class. Exponents and involution processes;
quadratic equations, their solutions and graphs; conic sec-
tions; and exponential and logarithmic functions are devel-
oped. Applications of these concepts as models for solu-
tions of physical problems are practiced.

Fall-Winter-Summer
MW ,71-9p.m. T-V1 Main Campus
TTh 7-9 p.m. T-V1 Montoya Campus

PREREQUISITE: Completion of Algebrai
TEXT: Intermediate Algebra, 3rd Ed.—316

5K356: TRIGONOMETRY

The necessary background in trigodometry and begin-
ning analytic geometry for the technician is provided,
Numerous applications from many fields of technology are
included. Emphasis is on the trigonometric functions,
identities and inverse functions, vectors and solutions of
oblique triangles, graphs of the trigonometric functions
and applications of the graphs, exponential ard logarith-
mic [unctions and trigonometric equations. A review of
basic apalytic geometry, polar coordinates and applied
problems help students develop a feeling for mathematical
methods in problem solving.

Fall-Winter

MW 79 p.m. T-VI Main Campus

PREREQUISITE: Completion of Algebra I

TEXT: Basic Technical Mathematics with Calculus—
219.50

e
SK360: ELECTRONICS I

This is a study of DC electricity applied to electronics.
Units of instruction in¢lude basic conductor and semicon-
ductor concepts, basic circuits, meters, time constants, re-
lays, and DC properties of inductance and capacity. The
laboratory acquaints students with compenents, circuits,
wiring and measurements.

Fall-Winter-Summer

MW v 6:30-9:30 p.m. T-¥IMain Campus
- T-VI Montoya Campus
TTh 6:309:30p.m. T-VI Main Campus, .
| T-VI Montoya Campus
PREREQUISI TE: Completion of A !gebra I or equivalent
LAB FEE: $14 s

L]

TEXT: BasicElectronics—$20.50

SK361: ELECTRONICS 11

Principles of AC covering impedance, vectors, circuit
analysis, tuned circuits, transformers, polyphase currents
and filters are studied. The laboratory includes the use of
the oscilloscope as a tool in electronics.

Fail-Winter-Summer

TTh 6:30-9:30 p.m.  T-¥1 Main Campus
MW 6:30-9:30 p.m. T-VI Montoya Campus

PREREQUISITE: Completion of Electronics I or equiv-
alent

LABFEE: $10

TEXT: BasicElectronics—$20.50

SK362: ELECTRONICSIII

In this class, the basic concepts of semiconductor fun-
damentals and the PN function are explored and developed
to achieve a thorough understanding of the transistor and
diodes. Emphasis is on approximating transistor amplif y-
ing circuits from a practical standpoint. These approxi-
mating techniques are verified in the laboratory for both
normal and abnormal circuit conditions.

Fall-Winter-Summer

MW 6:30-9:30 p.m. T-VI Main Campus
TTh 6:30-9:30 p.m. T-VI Montoya Campus
PREREQUISITE: Completion of Elecironics IT or equi-
valent
LABFEE: $38
TEXT: Electronic Principles—$20

SK36): ELECTRONICS IV
Students leatn the uses of transistors, power supplies
and amplifiers in radio transmitters, modulators and re-
ceivers. '
Falt
MW 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Completion of Eiectromcs IIT or equi-
valent

LABFEE: $8 .
TEXT: Electronic Communication—3%19.50

SK363A: DATA COMMUNICATIONS AND
TELEPROCESSING SYSTEMS

This class addresses distributed processing, on-liue sys-
tems, teleprocessing and terminal based systems. Topics
will include basic computer communication techniques,
components used in computer communications networks,
error detection techniques, network protocols and com-
mon facilities used for computer communications. Also
addressed are the problems and solutions of telephone
lines’ ability to carry bits of information and how com-
puters connect to other computers and terminals,

' Fall-Winter
TTh 6:30-8:30 p.m.  T-VI Main Campus

PREREQUISITE: Knowledge of a programming lan-
guage. BN
TEXTS: Data Communications and Teleprocessing Sys-
tems—$23.75
Illustraleﬂ Computer Dictionary—$7.50

Pl



5K364: DIGITAL CIRCUITS
This is an introduction 10 AND, NAND, OR, NOR and
INVENTER logic gates and their uses in counters, flip-
flops, shift registers, latches, adders and other logic circuit
applications. Class time is divided bétween lecture and lab-
oratory in which experiments and exercises involving the
logic gates and devices are performed,
Winter-Summer
TTh 6:30-9:30 p.m. T-VI Main Campu'’s
PREREQUISITE: Completion of Algebra !
LABFEE: 38
TEXTS: Practical Digital Electronics—An Introductory
Course—3$12,50
' Practical Digital Electronics Laboratory Work-
book—3%$12.50

SK365: INTEGRATED CIRCUITS

The study of advanced transistor theory, construction
and theory of linear integrated circuits is introduced. Oper-
ational amplifiers are introduced. Approximately one-half
of the class time will be spent verifying topics covered dur-
ing the theory portion of the class.

Fall

TTh 6:30-9:30 p.m. T-¥I Main Campus

FPREREQUISITE: Completion of Electronics I or equi-
valent
LABFEE: 38

TEXT: |Integrated Circuits and Semiconductor De-
vices—5%19.75

SK366: TELEYISION SERVICING

The television and cathode ray tube serve as an introdue-
tion followed by a circuit analysis which includes deflec-
tion circuit, high-voltage section, sync system, video and
pix LF., sound section, power supply (low voltage) and
tuners, Operation of equipment includes the sweep genera-
tor, calibration of the market' generator, operation of
crosshatch generator, field strength and flyback tester,
Practical servicing, alignment of television, installation of
antenna and the color television introduction with purity
and convergence adjustments are included.

Fall-Winter

MW 6:30-9:30 p.m. T-¥I Main Campus
PREREQUISITE: Completion of Electronics IV or equiv-
alent Y

TEXTS: Basic Television, Theory dnd Servicing—$22
TV Symptom Diagnosis—3$8 = *

5K368: FCC GENERAL RADIOTELEPHONE
LICENSE PREPARATION
There is a thorough review of materials covered i the
FCC exam of Commercial Radip-Telephone License.
Numerous practice tests patterned after the FCC exam are
given.

Winter
MW 6:30-9:30 p.m. T-VIMain Campus

PREREQUISITE: Minintum of three years of radio com-

mihication experience; or Electronics IV or equivalent,

TEXT: Second Class Radiotelephone License Hand-
book—311.50

SK36%: THEORY OF ELECTRONIC
MICROPROCESSORS

An overview of the basic architecture of a micro-
processor (CPU) is pravided, Attention is directed toward
the additional system components (memory and 1/Q de-
vices) that are required to enable a microprocessor to fune- .
tion as a microcomputer. Emphasis is on programming—
the communications technique that provides control over
the processing within a microcomputer.

Fall-Winter

TTh . 6:30-9:30 p.m: T-VI Main Campus

PREREQUISITE: Completion of Logic Circuits
LABFEE: $10

TEXTS: 8080A Software Design—$11
8080A Bug Book—311

SK370: DRAFTINGI
General drafting theory and techniques needed to pro-
duce multiview and sectional view drawings are introduc-
ed. The student also learns proper care and handling of
equipment.

Falt
MWorTTh 6:30-9:30 p.m.  T-VI Main Campus
MW 6:30-9:30p.m. T-VI Montoya Campus
’ Wimer-Sqmmer -
MW 6:30-%:30 p.m. T-VI Main Campus
TTh 6:30-9:30 p.m. \T-VI Main Campus

NOTE: Students must purchase their own instrurments.
LAB FEE: $10 N
TEXT: Technical Drawing, 7th Ed.—§23.75
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SK371: DRAFTINGII
Multiview drawings, sectional views, auxiliary views,
threads and fasteners, isometric views, perspective views,
intersections, development and drafting mathematics are
included.
Fall-Winter
TTh 6:30-9:30 p.m. T-VI Main Campus
TTh 6:30-9:30 p.m. T-VI Montoya Campus
PREREQUISITE: Beginning drafting class or equivalent
experience
"LAB FEE: $10 '
TEXT: Technical Drawing, 7th Ed.—$23.75

SK372: ARCHITECTURAL DRAFTING I

~ The student is introduced to the techniques and mate-
rials common in architectural drafting and solves problems
in detailing and completing working drawings for residen-
tial structures.

Fall-Winter

MW 6:30-9:30 p.m. T-VI Main Campus
Summer
TTh 6:30-9:30 p.n.  T-VI Main Campus

PREREQUISITE: Beginning drafting class or equivalent
experienice

LAB FEE: $10
TEXT: Architectural Drawing and Planning—$20.75

SK373: BUILDING MATERIALS
AND METHODS

Properties of building wmaterials relating to actual
methods of light construction and building design are in-
troduced. Blueprint reading, zoning, building codes, mate-
rial estimates, aspects of solar energy and financing are in-
cluded.

Fall-Winter

TTh 6:30-9:30 p.m. T-VI Main Campus

TEXT: Materials and Methods for Contemporary Con-
struction—%$19.50

-S$K374: ARCHITECTURAL RENDERING

Use of pencils, pens and black ink to make shadings and
shadows to obtain scale, depth and perspective in black-
and-white architectural drawings and surrounding land-
scapes is taught. After the concepts of depth and perspec-
tive are learned, heavy emphasis is on the use of brushes
and colored inks to make multicolored three-dimensional
renditions of interior and exterior views incorporating one
or more vanishing points.

‘ Fail-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

I orequivalent
LABFEE: $10

ﬁ SK376: TECHNICAL WRITING

The class consists of two interrelated parts: a skills
brush-up section and a skills application section. The over-
all emphasis of the class is upen understanding the siyle
and purpose of technical writing, Class objectives include:
mastering the concepts of control, brevity, clarity and
exactness; and the processes of descriptions, classification,
decumentation and interpretation. Simulated on-the-job
writing exercises provide practice in practical skill applica-
tions.

Fall-Winter

MW 7-9 p.m. T-VI Main Campus

TEXT: Handbook to Technical Reading—310.50

¥ SK380: INTRODUCTION TO DATA PROCESSING
Basic data processing concepts, purposes, equipment
systems, procedures, organization and computer oriented
approaches to automated data processing are provided.
Fall-Winter-Summer
MW or TTh 6:30-9:00p.m. T-VIMain Campus
MWorTTh  6:30-9:00p.m. ‘T-VI Montoya Campus

LAB FEE: $3.50
TEXT: Introduction to Data Processing with BASIC—
$19.50

SK381: RPGII
This class is an application of Report Program Genera-
tor 11, featuring a variety of business and commercial ap-
plications. RPG II specification codes and their uses are
covered in depth.
Fall-Winter
TTh 6:30-9:30 p.m. T-V1Main Campus

PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: RPG Il with Business Applications—318.50

SK382: ASSEMBLY LANGUAGE CODINGI
Concepts of data storage and manipulation using the
IBM/360 instruction set are included. Fundamentals of
binary and packed decimal arithmetic compare instruc-
tion, branching and addressing techniques, Quiput format
and editing are also included.
Fall

TTh 6:30-9 p.m.  T-V¥IMain Campus
PREREQUISITE: Completion of Introduction to Date
Processing or equivalent

TEXT: 370/360 Assembler Language—$20

SK383: ANS1COBOL

An introduction to the development and use of the four
separate divisions of American National Standards Insti-
tute COBOL verbs, paragraphs, sentences, phrases,
clauses and 1/0 overlapping. Programs of the proper dif-
ficulty and application will be written, debugged and ex-
ecuted, .

Fall-Winter-Summer

MW 6:30-9:30 p.m, T-VIMain Campus

MW . 6:30-9:30 p.m. TVI Montoya Campus
PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

TEXT: Introductory Structured COBOL Program-
ming—$16



SK383A: ADVANCED ANSI COBOL
This class continues development of programming skills
in the ANSI COBOL language with emphasis on the more
complicated statements and clauses plus advanced file or-

gamization concepts.

Fall-Winter-Summer
TTh 6:30-9:30 p.m.  T-VIMain Campus
TTh 6:30-9:30 p.m. T-VIMontoya Campus

PREREQUISITE: Completion of ANSI COBOL or equi-
valent

TEXT: Advanced Structured COBOL—$19

SK384: FORTRAN IV PROGRAMMING

This introduction to the FORTRAN language, through a
variety of business and mathematical problems, illustrates
iteration technigues, sub-routine applications, array man-
jpulations and etementary statistical and business rontines.
Also included is a sutvey of all FORTRAN capabilities
with illustration through application in programs.

Fall-Winter-Summer
MW 6:30-9:30 p.m. T-¥1Main Campus
PREREQUISITES: Completion of Introduction to Date
Processing or equivalent and a basic Algebra class
TEXT: FORTRAMN IV and ANSI FORTRAN 77—
$15.50

SK185: KEYPUNCH

~ Preparing persons to become keypunch operators, this
class covers the full keyboard, organization of data, the
program card and verifying.
Fall-Winter-Sumtmer
MTWTh 4:15-6:15 p.m.  T-¥1Main Campus

PREREQUISITE: Must be able to type at least 35 wpm
LABFEE: $15

SK386: BASIC LANGUAGE PROGRAMMING
This class covers the functions and uses of the BASIC
programming language. Techniques for interactive pro-
gram development are illustrated through application.
Fall-Winter-Summer
MWorTTh 6:309:30 p.m. T-V1Main Campus
MW orTTh 6:30-9:30 p.m. TYIMontoya Campus

PREREQUISITE: Completion of Introduction to Data
Processing or equivalent

. TEXT: Introduction to Computer Programming Lan-
guage with the BASIC Language—315
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§K387: ADVANCED BASIC LANGUAGE
PROGRAMMING
Emphasis is placed upon interactive programming, pro-
gram structure, and format. The use of key values in
sorted data directories for rapid data retrieval is intro-
duced and used. Various search, sort and merge routines
are discussed and used in problems involving inventory
control, payroll and other business applications. Con-
siderable time will be spent learning efficient use of disk
for data storage and retrieval. Advanced problem solving
will involve manipulation of sequential and random access
data files with large data base involved,
Fall-Winter-Summer

MW 6:30-9:30 p.m. TVIMain Campus
PREREQUISITE: Completion of BASIC Language Pro-
gramming

TEXT: Problem Solving and Structured Programming
in BASIC—$14.75

§K388:'JOB CONTROL LANGUAGE

The utilities, sorts and job control language for the Data
General M-600 and the IBM 4331 systems are studied.

Fall-Winter
TTh 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITE: Introduction to Daita Processing or
equivalent.
LABFEE: 38

$K389: PROGRAMMING MICROCOMPUTERS IN
BASIC

This class uses microcomputers and covers the BASIC

. language for personal computers.

Fall-Winver
MW 6:30-9:30 p.m. T-VI Montoya Campus
TTh 6:30-9:30 p.m. T-¥1 Main Campus

PREREQUISITE: Introduction to Data Processing or
equivalent.

LABFEE: 36.50
TEXT: BASIC and the Personal Computer—3§2

§K390: PASCAL PROGRAMMING

This class uses microcomputers and covers the PASCAL

language for personal computers.
Fall-Winter-Summer

MW 6:30-9:30 p.m. T-¥I Main Campus
TTh 6:30-9:30 p.m.  T-VI Montoya Campus
PREREQUISITE: Introduction to Data Processing or
equivalent. .
LABFEE; $6.50
TEXT: PASCAL—$12.50
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Trades and Industrial Education

There are two special programs offered by the
Evening Division evenings and weekends for
which application is made through the Trades
and Industrial Education Department Office:

g

CULINARY APPRENTICESHIP
- PROGRAM

Tuesdays 3:30-7:15p.m. T-VI Main Campus

PREREQUISITE: To be admitted, the individ-
ual must be currently employed full-time in the
cooking industry.

PREADMISSION FEE: $20 (paid to the
Trades and Industrial Education counselor).
NOTE; This is a continuing, three-year appren-
ticeship program with beginning students admit-
ted each trimester. The program combines on-
the-job experience with classroom instruction
and results in skill levels as a Certified Cook.

TEXT: Must be purchased through the Secre.
tary, ACF Local Chapter.

COMMUNICATIONS LINE SKILLS

There are three specialties in this Saturday
program, and each is offered every trimester.
Since the Pole Climbing class meets in the morn-
ing, it is possible to take the Pole Climbing unit
concurrently with either Residential Telephone
Installation or Cable Splicing. Each course lasts
15 Saturdays.

Pole Climbing

Saturdays 8a.m.-12 noon T-VIMain Campus
NOTE: This combined laboratory/related
theory class provides instruction in safety,
equipment use, climbing and maneuvering tech-
niques up to the 18-foot level on stepped and un-
stepped poles, and use of ladders on poles and
span lines, |

Cable Splicing

Saturdays I-5p.m. T-VI Main Campus
NOTE: This combined blueprint reading/lab-
oratory class provides instruction in reading and
interpreting symbols and abbreviations found
on work plans; wire identification, including
units of multiunit cable; splicing connections;
rearranging and restoring pulp and poly cable;
and temporary and permanent closures.

Residential Telephone Installation -
Saturdays 1-Sp.m. T-VI Main Campus
NOTE: This combined Ilaboratory/related
theory class provides instruction in safety, tool
use, wiring materials, splices and connections,
and circuits required in installation of residen-
tial telephones. Techniques and procedures in
the course are derived mostly from the Bell Sys-
tem.

PREADMISSION FEE: $20 per trimester for
each class (paid to the Trades and Industrial
Education counselor).

PERSONAL EQUIPMENT FEE: $15 for Pole
Climbing only (paid to the Trades and Indus-
trial Education counselor).



SKILL IMPROVEMENT CLASSES:

2% SK350: TRADE MATHEMATICS

Addition, subtraction, multiplication and division with
whole numbers, common fractions, decimal fractions,
mixed numbers and denominate numbers are reviewed.
Elementary algebra and geometric constructions as related
to mechanics, machines and shop problems are also re-
viewed.

Fall-Winter
MW 7-9p.m. Highland High School

TEXT: General Trade Math—814.75

§K210: AUTOMOTIVE SERVICING

Instructioh covers the basic theory of automotive ser-
vice, maintenance and performance. Included are chassis
lubrication, tire service, wheel balancing, brake inspection,
cooling system, battery mainienance and an intreduction
to engine identification and minor tune-up.

Fall-Winter-Summer .

MWorTTh  6:30-9:30 p.m. T-VIMain Campus
LABFEE: §15 '
TEXT: AutoMechanics Fundamentals—5$13

§K510: AUTOMOTIVE BRAKES
This class offers basic.theory and practice in brake sys-
tem construction, operation and repair. Students will over-
haul nydraulic brake components, machine drums and
rotors on the brake drum lathe. The students will also re-
build disc and standard brakes.
Fall-Sumsner

TTh 6:30-9:30 p.m.  T-VI Main Campus

LABFEE: §12

TEXT: Automotive Suspensions, Steering, Alignment
arid Brakes—312

S§K510A: AUTOMOTIVE FRONT-END ALIGNMENT

This class offers basic theoryeemd practice in front-end
rebuilding and alignment principles of front-end geometry,
steering and front suspension systems. Ball-joints, “A”
frames, rebuilding McPhearson struts and wheel balancing
are also covered.,

Winter

TTh 6:30.9:30 p.m.  TVI Main Campus

TEXT: Automotive Suspensions, Steering, Alignment
and Brakes—$12 -

# SK511: AUTOMOTIVE AIR CONDITIONING
Basic principles of the automotive cooling system and its

relation to the heating and air conditioning systems in re-

frigeration and heat exchange are studied. System diag-
nosis, componeits analysis and testing, and servicing pro-
cedures are demonstrated with the use of air conditioning
equipment.
Sumimner
TTh 6:30-9:30 p.m.  T-V1 Main Campus
=1

LABFEE: 312
TEXT: Automotive Air Conditioning—310
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§K512: AUTOMOTIVE ELECTRICITY

This class eipphasizes the principles of basic electricity
and aulomoti\Er&,_glectrical circuits used in the operation,
testing and servicing of storage batteries, cranking motors,
alternators, gen‘efators and reguiators. Instruction includes
motor wiring diagrams and the fighting systems as well as
appropriate test equipment such as volt meters, ampmeters

and ohmeters.
Fall-Winter-Sumnter

“TTh 6:30-9:30 p.m. T-VIMain Campus

LABFEE: 312

TEXT: Automotive Electrical Systems, Shop and
Classroom Manuals—516

SK513: AUTOMOTIVE CARBURETION

" Fundamentals of carburetor operations and circuits,

fuel system and carburetion trouble-shooting servicing,

and overhaul procedures are covered.
Fall-Winter-Summier

MW 6:30-9:30 p.m. T-VI Main Campus

LABFEE: 512
TEXT: Automotive Engines and Electrical Systems—
$14

§K514: AUTOMOTIVE TUNE-UP AND EMISSIONS

The basic principles of automotive carburetion and tune-
up and their relationship to gu_tomohile exhaust emissions,
basic emissions system diagnosis, component-analysis,
testing and servicing procedures are stressed with the use of
the infrared and electronic scope equipment.

Fali-Winter-Summer

MW 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Compietion of Automotive Carbure-
tion
LABFEE: $12

“TEXTS: The Automotive Oscilloscope—$5

Automotive Emission Control, 2nd Ed.—815

§K520: AUTOMOTIVE BODY REPAIR

Instruction covers theory and practice of preparing
vehicles for repainting, including dent removal, welding,
filing, priming, painting, panel straightening with power
tools, replacement of panels and glass service,

Fall- Winter-Summer
MW orTTh 6:30-9:30 p.m.  T-V1 Main Campus
NOTE: Students may not work on their own cars
LAB FEE: $30
TEXT: The Principles of Auto Body Repairing and Re-
painting—$18 .
NOTE: Students must purchase painting supplies

SK530: SMALL ENGINE MECHANICS
Instruction is provided in the proper use of hand tools,
two- and four-cycle engines, ignition and starting systems,
engine tune-up pracedures and small engine trouble-shoot-
ing.
F-N-Winter-Summer
MW £:30-930p.m.  T-VI Main Campus

TEXT: Small Gas Engines 2- and 4-Cycle—39



8K540: ARC WELDING

This is a basic class in arc electric welding, Instruction is
in welding safety, the 'welding circuit, welding symbaols,
types of welding machines, beading, buildups and various
types of jolnts. )

Fall-Winter-Summer

MW or TTh 6:30-9:30 p.m. T-VI Main Campus
MW or TTh 6:30-9:30p.m. T-VIMontoya Campus

LABFEE: $65.

TEXTS: Welding Skills and Practices, 5th Ed.—$11.75
Study Guide—%4.50

SK541: OXYACETYLENE WELDING
Welding safety, identification of metals, types of joints,
cutting procedures, tubing welding, welding alloys, braz-
ing and fusion welding are stressed in this class.
Fall-Winter ‘

T orTh 6:30-10:30 p.m. T-VI Maijn Campu
. Surnmer

T 6:30-10:30 p.m. T-VI Main Campus

LAB FEE: $65

TEXTS: Welding Skills and Practices, 5th Ed.—$11.75
Study Guide—3$4.50

SK542: INERT GAS WELDING
Instruction is provided in basic tungsten inert gas (TIG)
and metallic inert gas (MIG) weldi ng. Inert gases, inert gas
welding equipment, welding safety, basic welding proce-
dures and practices dre covered,
Fall-Sumrer
Mw 6:30-9:30 p.m, , T-¥I Main Campus

PREREQUISITE: Must have completed an arc and a gas

welding class

LABFEE: §75

TEXTS: Welding Skills and Practices, 5th Ed.—$11.75
Study Guide—3$4.50

$K543: PIPE WELDING
Commonly used types of pipe welding are emphasized.
Units of instruction include welding safety, position butt
welds on horizontal and vertical pipe, 90° branch connec-
tion pipe and forged fittings for welding and iateral pipe
connections.

Winter
w 6:30-10:30 p.m, T-VIMain Campus
, Summer
Th 6:30-10:30 p.m. T-VI Main Campus

PREREQUISITE: Completion of Arc Welding
L‘A_B FEE: $65
TEXT: Pipe Welding Techniques—37

5K233: SOLAR ENERGY AND HOME
HEATING THEORY _
This class covers various passive, active and hybrid solar
heating systems. Energy conservation, maintenance of 5¥s-
tems, and pros and cons of each approach—based on con-
figurations, materials, performance characteristics and
construction aspecis—are included,
Fall-Winter
MW 7-9 p.m. T-v1 Main Campus

TEXT: The Passive Selar Energy Book—$16

-8K228: MACHINE TOOL

This beginning class introduces students to tools, mate-
rials, processes and machines used in the machine tool in-
dustry, Students acquire experience on such machines ag
the drill press, lathe, milling machine and grinder.

Wir_mr-Summer
MWorTTh  6:30-9:30p.m.  T-VI Main Campus

LABFEE: §18

TEXTS: Technology of Machine Tool—$20.50
Workbook-—$9,25 N

5K226: MACHINE TOOL NUMERICAL CONTROL

The history of numerical control, TAB sequential, fixed
block and word address formats, as well as the program-
ming and tape preparation necessary for numerical control
machining, are included.

Fali
MW 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Completion of Machine Tool

5K235: REFRIGERATION I
This class concentrates on basic principles of commer-
cial refrigeration systems. Both theory and shopwork are
included.
Fall-Winter-Summer
TTh 6:30-%:30 p.m. T-VI Main Campus

LAB FEE: $10
TEXT: Refrigeration and Air Conditioning Techno!-
ogy—3$14.50

5K236: REFRIGERATION I

A continuation of Refrigeration I, this class includes
clectrical components, refrigeration motors and basic an'd
supplementary refrigeration controls. Some' shopwork is
included in this class.

Winter-Summer
MW 6:30-9:30 p . T-VI Main Campus
PREREQUISITE: Completion of Refrigeration [
LABFEE: %10

TEXT: Refrigeration and Air Conditioning Technol-
Ogy-—$l4.50 ]

$K2138: ELECTRICAL CONTROL CIRCUITRY
This class provides additional study in d iagnosis and ser-
vice of environmental equipment for electricians, service
mechanics and maintenance persons.. It covers electrical
control circuitry, use of symbols, circuit protection and
test and measurement equipment.

Fall-Winter
w 6:30-9:30 p.m, T-VI Main Campus
PREREQUISITE: A kno wledge of electricity us refated to
alternating current
LABFEE: 37

TEXT: Electrical Controls for Refrigeration and Air
Conditioning—$14



§K239: ELECTRICAL MOTORS AND CONTROLS

This class examines the working parts and problem areas
in the systems of motor design. Basic single-phase 120-230
volt motors theory and applications are covered and some
three-phase motor systems will be examnined. This class is
concerned with basic working theory, parts application,
trouble shooting and working knowledge of both AC and
DC electrical motors.

Fall-Winter

TTh 7-9 p.m. T-V1 Main Campus
TEXT: Electrical Motors—322

8K241: FREE HAND ILLUSTRATION

The basic fundamentals of freehand drawing, perspec-
tive drawing and their application to the graphic arts are

covered, Fail-Winter

MW 6:30-9:30 p.m. T-VI Main Campus
NOTE: Students must provide their own supplies with the
exception of paper

LAB FEE: $12

SK242: PASTE-UP AND LAYOUT

This class includes typesetting, dummy layouts, paste-
up, art, the use of stripping tools, explanation of stripping
terms and the actual stripping for various jobs.

Fall-Winter

M 6:30-9:30 p.m. T-VI Montoya Campus
NOTE; Students must provide their own supplies with the
exception of paper.

LABFEE: 312

SK242A: ADVANCED PASTE-UP AND LAYOUT
This class is designed to allow one to advance in layout
and paste-up techniques and includes multi-color mechani-
cals, techniques in the use of clip art, design with type and
cold type composition, imposition (signature make-up),
photo conversion and mechanical tone shading,
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.
LABFEE: $12

TEXT: Preparing Ari-and Camera Copy for Printing—
$23

§K243: ILLUSTRATION PROJECTS
AND TECHNIQUES

Producing camera-ready art for commercial printing is
the goal of this class. Techniques for both line and hall
tone reproduciion are used, Imaginative solutions, well
drawn and technically well executed, to problems in illus-
tration and graphics are stressed. Projects include illustra-
tions for ads and books and design of trademarks and
posters,

Fall-Winter .

Th 6:30-9:30 p.m. T-VIMaontoya Campus
NOTE: Students must provide their own supplies with the
exception of paper,

LABFEE: §12

5K244: OFFSET DUPLICATOR OPERATION
AND MAINTENANCE

This class is designed to introduce the trainee to the basic
operation of the offset duplicator and to acquire a basic
proficiency with operations and maintenance. In addition,
this class will allow the student to advance in press opera-
tion techniques and to log additional hours in make-ready,
rup and wash-up.

Fall-Winter
T 6:30-9:30 p.m. T-VI Montoya Campus

LABFEE: $17
TEXT: Graphic Reproduction—$17.50

S§K250: SECURITY OFFICER TRAINING

This is an introduction to such areas as personal defense,
report writing, first aid, mob control, civil legal liabilities,
criminal law, patrol procedures, rules of evidence and
emergency procedures,

Fall-Winter

TTh 6:30-9:30 p.m. T-VI Main Campus
LAB FEE: $12

SK255: GLASS BLOWING
Students learn the basic techniques of glass blowing and
mmake small objects such as laboratory glassware and mini-
ature novelties from plain glass tubing.
Fall
MW 6:30-9;30 p.m, T-¥] Main Campus

LAB FEE: 345
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8K260: BASIC DIESEL

Introduction units in this beginning class are the oper-
ating principles of the two- and four-cycle engine, air in-
duction and exhaust systems, fuel systems, cooling sys-
tems, governors and basic engine adjustments.

Fall-Winter-Summer

Mw 7-9:30 p.m.  T-VI Main Campus
LABFEE: $8 -
TEXT: Diesel Mechanics—$20.50

SK3581: DIESEL TROUBLESHOOTING
AND TUNE-UP
Emphasis is on the use of the test equipment, repair
practices, corrective actions, tune-up procedures on two-
and four-stroke engines and engine support systems. Oper-
ating principles of major brands of fuel systems are also
covered.

Fall
TTh 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE:; Completion of Basic Diesel or equiv-
alent
LABFEE: §8
TEXT: Diesel Mechanics—$20,50

SK582: DIESEL TRANSMISSION,
DRIVE TRAIN AND BRAKES

This is a theory and laboratory practice class which pro-
vides an introduction to service, repair and troubleshoot-
ing of manual transmissions, final drives, third members,
clutches and air-over-hydraulic brakes. Service specifica-
tions and power dividers are covered.

Winter

TTh 6:30-9:30 p.m. T-¥] Main Campus
PREREQUISITE: Completion of Basic'Diesel or equiv-
alent -
LABFEE: 38
TEXT: Power Trains, John Deere Manual—$6.25

§K265: SHEET METAL FABRICATION

In this introductory class, beginning students learn pat-
tern layout on paper for heating, air conditioning and gen-
eral sheet metal and carry it through in the lab to the
finished sheet metal fittings. Lessons will be custom de-
sigried for the needs of those in the class who are already
working in the field and want to up-grade their skills,

Fall-Winter

TTh 6:30-9:30 p.m. T-VI Main Campus

NOTE: Students must purchase their own instruments.

TEXT: Sheet Metal Pattern Drafting and Shop Prob-
lems—311

SK560: CABINETMAKING

Proper use of basic hand tools and power woodworking
machines are taught for persons with jobs in the construc-
tion industry. Students may complete a nroject using hand
tools and a project using woodworking machines.

Faltl-Winter-Summer

MW or TTh 6:30-9;30 p.m. T-VIMain Campus
NOTE: Students must provide their own project mate-
rials.
LABFEE: $15
TEXT: Woodworking for Industry—$17.50

# SK570: BLUEPRINT READING FOR
CONSTRUCTION TRADES

This theory class teaches basic construction techniques
and blueprint reading for residential and light commercial
construction. Emphasis is on terminology, construction
theory, symbols and notations used on floorplans, scaling
and dimensioning practice, structural information, draw-
ings, plot plans, codes, reading a set of blueprints and sim-
ple detail sketching.

\ Fall
MW 7-9p.m. T-V1 Main Campus
- Winter
MW 79 p.m. T-VI Mentoya Campus
TEXTS: Building Trades Blueprint Reading, Part 1—
~$8.25
Building Trades Blueprint Reading, Part 2—
$10.25
ﬁ SK571: PLUMBING THEORY 1

The theory of the safe and proper use of tools and equip-
ment; elements of plumbing; identification of plumbing
fittings and pipes; basic hydraulics and pneumatics; and
layout, assembly, installation, alteration and repair of pip-
ing systems is taught,

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus

TEXT: Uniform Plumbing Code—516

ﬁ SK572: PLUMBING THEORY 11
A more in-depth study of the theory of plumbing, in-
struction in this class includes math and science as related
to the plumbing trade, installation practices, blueprint
reading and the plumbing code,
Fall-Winter
TTh 7-9p.m. T-VI Main Campus

PREREQUISITE: Completion of Plumbing Theory I
TEXT: Uniform Plumbing Code—316

8§K574: INDUSTRIAL ELECTRICITY CODE
This class deals with local safety and National Occupa-
tional Safety Requirements as they apply to the Industrial
Electrician field,
Fall-Winter
TTh 7-9 p.m. T-¥1I Main Campus

TEXT: National Electrical Code—3%10.50

ﬁv SK575: ELECTRICAL TRADES THEORY I

This class is for the beginning apprentice or helper in an
entry-level residential electrical position and is limited to
the basic electrical systems in a typical home. Instruction is
in working safety, electrical codes and utility regulations,
basic electrical principles and measurements, wiring mate-
rials and devices, residential wiring circuits, instailing
outlets, switch boxes, non-metallic sheathed cable, over-
current devices, low voltage equipment, branch circuits
and service entrances.

Fall-Winter
MW " 7.9 p.m. T-¥1 Montoya Campus
TTh 7-9p.m. T-¥1 Main Campus

TEXT: National Electrical Code—$10.50



ﬁ $K576: ELECTRICAL TRADES THEORY 11

This more technical class concentrates on the semi- and
totally-custom home. The scope, of the total electrical
home is shown in depth with a concentration on electrical
heating and cooling and their control system. The larger
residential service entrance systems are examined in addi-
tion to electrical wiring design. An introduction to esti-
mating electrical wiring and supplies for the job and mod-
ernization of existing electrical systems are also included.

Fall-Winter

TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: Completion of Electrical Trades The-

ory I or equivalent
TEXT: National Electrical Code—$10,50

SK577: ELECTRICAL TRADES THEORY 111,
This is an introduction to the light commercial aspect of
the electrical industry. Wiring with both electrical metallic
tubing and rigid metal conduit, poly-vinyl-chloride conduit
wiring, commercial codes, apartment building and small
office building wiring, high voltage transformation in both
single-phase and three-phase systems, direct burial and
aerial wiring design, and estimating are included,
Fall-Winter
TTh 7-9p.m. T-¥1 Main Campus

PREREQUISITE: Completion of Electrical Trades The-
ory il or equivalent
TEXT: National Electrical Code—$10.50
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SK579: CONSTRUCTION ESTIMATING
Actual determination of probable costs of a construction
project are emphasized in this introductory class. Job
scheduling, subcontracts, insurance, -bonds and bidding
procedures are discussed.

Fall
TTh 7-9p.m. T-¥1 Montoya Campus
Winter
TTh 7-9 p.m. T-¥1I Main Campus

PREREQUISITES: Completion of Blueprint Reading for
Construction Trades and some construction background

TEXT: Estimating in Building Construction—%18.75

5K586: GENERAL CONTRACTORS
LICENSING PREPARATION

This class is for the student interested in obtaining a
Contractors License in New Mexico. Units of instruction
include making application, rules and regulations, business
and law, the Uniform Building Code, methods of construc-
tion, math review, plan reading, take-off and estimating
and examination practices.

Fall-Winter

'MW 7-9 p.m, T-V1 Main Campus

TEXTS: Uniform Building Code, i9?9 Ed.—344
New Mexico Amendments—3$5.50
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Books and Supplies, 10, 14
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Diesel Mechanics, 69-70, 6

Digital Circuits, 88

Digital Electronics, 55-56, 89

Diplomas, see each program

Disruptive Behavior, 20

Distributive Education, 33

Diversified Occupations, 33
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Handicapped, 19, 25
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18, 79
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Human Relations, 84
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Industrial Electricity, 72-73, 94-95, 96
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Industrial Safety, 61
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Insurance, 20, 31-32, 82

Integrated Circuits, 88
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Job Placement, 4, 5, 17

Keypunch, 27-28, 86, 61
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Law
Business, 84
Real Estate, 85
Violations, 20
Layout, E’rinting, 95
Legal
" Office Worker, 34
Secretary, 82
Transcription, 27-28, 34, 86
Library, 23
License, Contractor’s, 97
Licensed Practical Nurse Refresher, 42
Loans, 13
Lockers, 20
Lost and Found, 20

Machine Trades, 73-74, 94' '

Machine Transcription, 27-28, 36-37, 39, 86

Management, 26, 29-30, 31-32, 36-37, 39, 84,
86

Marketing, 85

Math Lab, 23 ,

Mathematics, see each program

Medical Office Assistant, 87

Medical Records/Receptionist, 34

Medical Transcription, 86-87

Merchandising, 35

Microcomputers, 26, 49, 52, 89, 91



Microprocessors, 89
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, 41-42

Office Occupations, 35-37, 38

Office Supervision, 84

Offset Printing, 67, 95 _

Operating Your Own Business, see Small
Business Operations
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Parking, 19
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Paste-up and Layout, 95
Patient Service Clerk, see Health Unit Clerk
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Phone Calls, 20
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Placement, 4, 5, 17
Plumbing, 75, 96
Practical Nurse, 40, 42, 43-44
Preparatory Program, 24-25
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Punctuation, 26, 34, 17, 39
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Reading Improvement, 23, 24-25, 48, 78-79

Readmission, 15 -

Real Estate, 85 .

Receptionist, 34, 37

Records
Management, 27-28, 29, 31, 36, 86
Student, 11

Refresher Course for Office Workers, 38

Refresher, Practical Nursing, see Practical
Nurse

Refrigeration, 62-63 94

Refunds, 6, 10-11

Registration, 6, 8-9, 18, 78
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Rendering, Architectural, S0

Resident, 10

Respiratory Therapy Technician, 40, 45-47
Retailing, 85

RPG 11, 52-53, 90

Safety Glasses, 60
Safety, Industrial, 61
Salaries, 5
Salesmanship, 26, 31-32, 33, 35, 39, 84
Schedules, Class, 8
School Year, 6
Secretarial Occupations, 35-37
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Officer Training, 95
Sheet Metal, 62-63, 96
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Review, 27, 38, 83, 86
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Skill Improvement Classes, 80-97
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Trade Mathematics, 93
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Trades, 60-76, 92-97

Transcription, 27, 28, 36-37, 39, 86, 87

Transcripts, 11

Transfer Credit, 3, 16, 28, 29, 35, 40, 43, 45,
46, 61, 80-83, 93-97

Transportation, 19

Trigonometry, 23, 88
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University of New Mexico, 3, 35
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Division of, 12

Waiver Credit, 16-17, 44, 46
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