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Equal Opportunity Policy

The Albuquerque Technical-Vocational In-
stitute, in compliance with Title VI of the Civil
Rights Act of 1964, Title IX of the Education
Amendments of 1972 and Section 504 of the
Rehabilitation Act of 1973, does not discrim-
inate on the basis of race, color, national or-

- igin, handicap, age or sex in any of its policies,
practices or procedures. The provision in-
cludes, but is not limited to, admissions, em-
ployment, financial aid and educational services.

Any person who wants to file a complaint
based on these laws should contact the T-VI
equal opportunity officer, Tony Galaz, Room
A-25, Main Campus, 848-1480.
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Telephone Directory

Main Campus

Switchboard/Locator ...................... 848-1400
Admissions..........cooeeien i 848-1540
Adult Basic Education .................... 848-1486
Adult Learning Center.......... PR 848-1771
Cashier (Admissions) ............... ceere 848-1514
Continuing Education Division..... cies.. 848-1480
Financial Aid ................. Teeieas N 848-1530
GED—General Educational :
:Development........ e, 848-1650
Information .............c.coveen il e 848-1540
Instructional Division ........ e 848-1607
Administration .......................... 348-1607
*'Business Occupations .................. 848-1650
College Division................o.ouiu. 848-1680
Developmental Studies................. 848-1750
-Health Occupations............... ORI 848-1560
Technologies ........c.ccovuven... veeens 848-1610

“Trades......... e rrreanries e 848-1700
Library ............ b veieren.. 848-1770
Placement .........c.oo v, 842-1460
Special Services for the Handicapped ... 243-1741

X . TTY 247-9304
Student Records .........ccooininnnnn... ..848-1510
Student Services Administration.......... 848-1601
Support Services )

Administration ...............c.coeee i, 848-1410
Business Office ......................... 848-1430

Personnel ... 848-1404

+Public Information...................... 848-1407
Testing Services .........cooovvevennnnnn, 848-1550
Workshop/Contract Training .............. 848-1666
Joseph M. Montoya Campus........... 298-5461
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About the Institute

The Albuquerque Technical-Vocational Institute
(T-VI) is a public postsecondary school that pro-
vides occupational education and coursework lead-
ing o associate degrees. The Institute opened in
1965 and is the third largest postsecondary school
in New Mexico. More than 13,000 students attend
T-VL

Funding for T-VI programs and most construction
and equipment comes from a local property tax and
an annual appropriation by the New Mexico Leg-
islature. Federal funding, usually for special pro-
grams, is also received.

> T-VI's first classes were held in an elementary

school, which had been closed, and surplus army
housing. Since then, more than $26 million worth
of construction has taken place.

The Main Campus, near Albuquerque’s down-
town business district, occupies 52 acres of land on
both sides of Coal Avenue SE from University Bou-
levard to Yale Boulevard. The 40-acre Joseph M.
Montoya Campus is located at 4700 Morris NE.
Situated along the Arroyo del Oso just south of
Montgomery Avenue, the campus stretches from
Morris Avenue to Juan Tabo Boulevard. The campus
may be entered from either street,

The school year is divided into three terms of 15
weeks each. Most programs admit beginning stu-
dents each term—in September, January and May.

Many programs are available at both the Main and
Montoya campuses. Continuing Education and Col-
lege Division classes are held at both campuses and
other locations throughout the T-VI district.

ACCREDITATION: T-VI is accredited to grant
certificates, diplomas, Associate in Applied Science
and Associate in Science degrees by the Commis-
ston on Institutions of Higher Education of the North
Central Association of Colleges and Schools. ‘

In addition, two Health Occupations programs are
accredited by special agencies. The Practical Nurse
program is accredited by the National League for
Nursing and the Respiratory Therapy Technician
program by the American Medical Association’s
Commiitee on Allied Health Education and Accre-
ditation.

The T-VI Catalog is the student’s official guide
to'the programs, courses and policies of the Insti-
tute. It is the student's responsibility to become fa-
miliar with the general policies of the Institute and
to comply with those policies.

Information in this catalog is subject to change
without notice at any time by proper administrative
directive,




Instructional Programs

Instructional Division

The T-VI Instructional Division offers the followt
ing:

e CERTIFICATE PROGRAMS: Full-time
programs in 37 business, health, technology and
trades occupations.

® ASSOCIATE DEGREES: Available in siX
business, health, technology and trades majors.”

¢ GENERAL EDUCATION COURSES
Communications, mathematics, social and natura
science, and humanities classes offered for colleg
credit.

—

e PREPARATORY PROGRAM: For persons
who must improve skills to meet admission require
ments for T-VI's occupational or associate degre
programs or college entry.

L4 "B ]

o SPECIAL SERVICES: For handicapped sty
dents.

Not all certificate and degree programs are offered
at both campuses or every term.

Persons not working toward a certificate or degre;
may enroll part time in specific courses if space
available.

If fewer than 12 persons have applied to begin
program, the program may be cancelled that term.
Those applicants will be given first priority the next
term the program is scheduled.

After a program begins, no required class will ke
cancelled regardless of enrollment. However, sup-
port classes may be cancelled if there are not enough
applicants to justify the class being offered.

[ 23]

)

COLLEGE TRANSFER: T-VI programs arjd
courses may transfer to other two- and four-year
institutions. Information about credit transfer }s
available from T-VI counselors.

Continuing Education Division

The Continuing Education Division, for part-time
students, includes:

7o o

® SKILL IMPROVEMENT CLASSES: More
than 100 offerings in business, trade and industrial,
health and technical subjects. .

e ADULT BASIC EDUCATION: Instruction
for improvement of written and spoken English,
math classes, and preparation for the General Edu-
cational Development (high school equivalency) and
U.S. citizenship examinations.

® VOCATIONAL ENRICHMENT CLASSES:
For high school students at their schools after reg-
ular school hours.

¢ WORKSHOPS AND CONTRACT TRAIN-
ING: Short-term training sessions in more than 100
topics available to the public and to businesses by
contract,

Continuing Education Division classes are of-
fered if 15 or more persons are enrolled. Classes
may be terminated if fewer than 10 persons are
attending a class regularly.

CREDIT TRANSFER: Continuing Education
Division Skill Improvement classes marked with the
symbol #§ may be used in Instructional Division
programs.

Students wanting to transfer a class should see
their department counselor,



Calendar

Instructional Division

FALL TERM, 1987

Classes Begin.............. e ... Sept. |
Final-Registration Day ..............., e eeenaiann Sept. 15
Midterm Grades.................ooviiias, s Oct. 22
Staff Develdpment (no classes) ..................... Oct, 23
Thanksgiving ............cc.covieviii o, .. Nov. 26-27
Withdrawal Deadline ...................ooieaann Dec. 4
Last Day of Classes .........cccvvviiiniiniennnnn, Dec. 18
Term Break . uuvuiivnnininanninas D Dec. 2]-Jan. 3

Classes Begitl....o..oooiiiiii s inneienn, Jan. 4
Final Registration Day .. _.....c..ovininnvnvenennn., Jan. 15
Midterm Grades.............coiiiiiiinn s Feb. 25
Staff Development (no classes) .................... Feb. 26
Snow Day (no classes if not used

asamakeup day) .........coiiiiiiiiiiie Mar. 25
Witindrawal Deadline ...............cccveeeene. ... Apr. 6
Last Day of Classes .....oovvvviiiviivirennnnnns, Apr. 20
Break .. ..o e Apr, 21-May 1

Classes Begint............covvinirninnninnss S May 2
Final Registration Day.............. PO May 13
Memorial Day .................... N +. May 30
Midterm Grades. ............ooevieviina... wveqes. June 24
Independence Day..............ooiiviiinininn. July 4-5
Withdrawal Deadline ...... et aaaas Aug. 3
Last Day of Classes .................00004 Cervarae Aup, 17
Break .oovviiiiii e e Aug, 18-Sept. 5

Continuing Education Division

FALL TERM, 1987

Adult Basic Education Registration ......... 10 a.m.-§ p.m.

Aug, 25-26
Skill Improvement Registration Deadline , . ......... Aug. 28
Lab Fee/Book Payment Deadline ................... Sept. 2
Late Registration .. .......ooivvvnnnnnnn. Aug. 31-Sept. 17
Classes Begin.......oviiiiiiiiiiiiiniiiniinn, Sept. 8
Fee/Book Refund Deadline........................ Sept. 18
Holidays (no classes) . ....ocvveeieiinennnnnnnes Nov. 25-27
Last Evening of Classes,...........covevivinennnn. Dec. 18

WINTER TERM, 1988

Adult Basic Education Registration ......... 10 am-8 p.m.

Dec. 29-30
Skill Improvement Registration Deadline ........... Dec. 31
Lab Fee/Book Payment Deadline .................... Jan, 6
Late Registration ..........000iviannnnn, vervaas Jan. 4-21
Classes Begin.............. e aairenaeaan, Jan. 11
Fee/Book Refund Deadline................... veveoJan. 22
Last Evening of Classes..............vvivivniinns - Apr. 20

SUMMER TERM, 1988

Adult Basic Education Registration ......... 10 a.m.-8 p.m,

April 26-27
Skill Improvement Registration Deadline ........... Apr. 29
Lab Fee/Book Payment Deadline ..........ccvuenee.. May 4
Late Registration ... .....ooiiiiiiiiiiian i, May 2-19
Classes Begin......o..oovvvinirninnns. e May 9
Fee/Book Refund Deadline........................ May 20
Holidays (no classes) .........o..oovvuen May 30, July 4-5
Last Evening of Classes........vvvviviensss e Aug 17

School Year

T-VI meets year-round with the year divided into
three 15-week terms—fall, winter and summer.

Each Instructional Division term has 75 class days,
usually with 10 days to two weeks as a break be-
tween terms. Most full-time students attend school
year-round until they finish their programs. In most
programs, it is possible to take a term off if nec-
essary. However, persons who interrupt their pro-
grams may not be able to reswmne their studies at
the time they want, because the classes they need
may not be available every term.

Continuing Education Division classes usually start
a week after Instructional Division classes and meet
for 14 weeks.

SNOW DAY: During the 1988 winter term, March
25 is designated to make up a day lost because of
snow conditions. If it is not needed as a makeup
day, it becomes a day off for students and instruc-
tional staff.

ABBREVIATED DAY: In case of bad snow con-
ditions, T-V1 sometimes operates an “‘abbreviated
day.’" Classes begin at 10 a.m, at the Montoya Cam-
pus and 10:20 a.m. at Main Campus. Abbreviated
and cancelled days are announced by radio sta-
tions.
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Estimated Expenses

An important matter to consider when planning to attend T-VI full time is what it will cost. These estimated
expenses—including food, housing, transportation, school and personal charges for a fuli-time student—are used
by the Financial Aid Office to estimate financial aid needs,

DEPENDENT STUDENT EXPENSES

Stud;nr’s Status I Term 2 Terms 3 Terms
DEPENDENT LIVING AT HOME (assumed for Albuquerque residents)
Tuition and Fees*..... P $ 20t0$ 120.......... $ 30108% 230.......... %3 40t10$ 320
Room and Board.................. 667 ... T I X . T 2,000
Books and Supplies............... 25 i e, 0 75
Personal Expenses ................ 400, . i 800, ..o 1,200
Transportation ., ,........c..oeunuen. A58 . i 916...........cccvvvnn, 1,374

TOTAL* .. ..., $1,570 to $1,670 $3,129 to $3,329 $4,689 to $4,969

DEPENDENT LIVING OFF CAMPUS

Tuition and Fees*................. $§ 20t0$ 120.......... $ 30t$ 230.......... $ 40t0% 320
Room and Board.................. 1,720 e 3440, 5,160
Books and Supplies............... 5 S0, 75
Personal Expenses ................ 440, e .3 {4 D 1,320
Transportation ..................... 476 i, 951 i, 1,427

TOTAL* ...........cccevei... $2,681 to $2,781 $5,351 1o $5,551 $8,022 to $8,302

INDEPENDENT STUDENT EXPENSES

SINGLE .
Tuition and Fees*................. $ 2008 120.......... $ 30to$ 230.......... $ 40w$ 320
Room and Board.................. L7200 e, 3440 .00l 5,160
Books and Supplies............... 25, S0 75
Personal Expenses ................ 638 . 1,276 ..o 1,914
Transportation ..................... 500, 1,000...........coee 1,500

TOTAL* ... ..., $2,903 to $3,003 $5,796 to $5,996 $8,689 to $8,969
FAMILY OF TWO
Tuition and Fees*................. $ 20to% 120.......... 3 3W0tw$ 230........ $ Mo 320
Room and Board.................. 2,840, i, 5,680 . i, 8,520
Books and Supplies............... 25 SO 75
Personal Expenses ................ 1,004 2,009, i 3,013
Transportation ..................... 880. ... i, 1,760 ....oevinne 2,640

TOTAL* .........cccovvvnn.. 34,769 to $4,869 $9,529 t0 $9,729 $14,288 to $14,568
EACH ADDITIONAL -

MEMBERADD............... $ 756, $I51 . i $2,267

*lf student is paying nonresident tuition, add $500 per term.
*If student is paying resident associate degree tuition, add $15 per credit hour.
*lf student is paying nonresident associate degree tuition, add $45 per credit hour.



Services for Students

The Student Services Department assists appli
cants, students and graduates. Services include ad}
mission, testing, educational advisement, personal
and career counseling, student records and r.ragl
scripts.

sional counselors and advisors at both campuse
provide educational advisement to applicants an
students. Counselors can assist students with pro
lems that may be preventing them from doing thei
best in school. Counseling services normally
available in the occupational departments weekday,
between 7:30 a.m. to 4:30 p.m., and in the Ad-
missions areas weekdays between 8 a.m. and 5 p.
During peak registration periods (August—Septe
ber, December-January, and April-May) counselor
and advisors are available at both campuses from
a.m. to 7 p.m. Monday through Thursday.

COUNSELING AND ADVISEMENT: Profeig

HEALTH ADVISEMENT: The Health Advisg-
ment Center, located in Room A-127 on Main Can}-
pus, is open weekdays from 8 a.m. to'S p.m. Services,
all offered free of charge, include first aid for mingr
injuries and illnesses; blood pressure, vision an
hearing tests; and information about such heal
problems as venereal disease and drug addiction.
There are cots for people who become ill while o
campus.

JOB PLACEMENT: Graduates are responsible
for finding their own jobs after completing a T-VI
program. However, the Institute’s Industrial Relg-
tions Office and instructional staff provide job-seek-
ing assistance to full-time students and graduates

The Industrial Relations Office is at 616 Buera
Vista SE on Main Campus. There is a liaison offige
at the Montoya Campus.

Full-time Instructional Division students may ap-
ply for full- and part-time jobs listed by employers
with Industrial Relations, obtain referral cards for
job interviews, and call the Industrial Relations O
fice HOT LINE (843-9696) for a recorded list of
daily job openings.

Instructional Division students in their final terjn
may register for graduate placement services whigh
include résumé preparation and scheduling of carmp-
pus interviews. Students must be candidates fpr
graduation with passing grades at midterm to be
scheduled for interviews or have résumés sent to
employers. :

Food Services

The Main Campus has two food facilities—one
located in the Administration Building (Room
A-35) and the other in the Business Occupations
Building (Room B-125).

The A-35 facility includes a bakery, open Tuesday
through Friday on school days from 8:15 a.m. to
12;30 p.m.; a culinary arts line serving luncheon
entrées on school days from 11:15 a.m. to 12:30
p.m.; and a snack bar serving short-order meals and
snacks on school days from 7:45 a.m. to 3:30 p.m.,
and from 6 p.m. to 8:30 p.m. Monday through
Thursday when Continuing Education Division
classes are in session.

The Business Occupations Building facility in-
cludes a snack bar serving short-order meals and
snacks on school days from 6:45 am. to 2 p.m.;
and a culinary arts dining facility, Student Special-
ties, serving gourmet meals Tuesday through Thurs-
day at 5:30 p.m. by reservation only.

Vending machines are available in several loca-
tions at both campuses.

Student Store

T-VI’s student store, located in the A Building
on Main Campus, sells a full range of school sup-
plies and miscellancous items such as backpacks,
sportswear, combination locks and mugs.

The store is open Monday through Thursday,
7 a.m. to 7 p.m., and Friday, 7 a.m. to 3 p.m.

Housing

T-VI has no dormitories. Students must make
their own arrangements for housing. A list of prop-
erty owners who have contacted T-VI with available
rentals is kept at the C Building reception desk at
Main Campus.



Testing Services

T-VI’s Testing Center, in the C Building on Main
Campus, offers a variety of tests—most free of charge.
Among the examinations administered are the
American College Test (ACT), admission tests for
occupational majors, the General Educational De-
velopment (GED) exam for high school equiva-
lency, typing speed tests, math tests and career
aptitude exams. The ACT, occupational admission
tests and GED also are administered at the Montoya
Campus. For more information, contact the Testing
Center, 848-1550.

GED EXAM: Anyone at least 18 years old' and
not enrolled in high school may take the exam for
a high school equivalency diploma. A 17-year-old
may take the exam if released from the state com-
pulsory school attendance law and granted a GED
Underage Permission Form. No currently enrolled
high school student, and no one 16 years old or
younger, may take the exam.

Interested persons are pretested to determine
readiness for the five-part exam. Those who want
or need more study before taking the test may enroll
in free GED preparatory classes, offered day and
evening at both campuses and other locations in the
Albuquerque arca. For information on the classes,
see page 92.

!

ACT: These exams, scheduled monthly, are for
people wishing to enter an associate degree pro-
gram, and for Practical Nurse and Respiratory Ther-
apy Technician applicants. Cost is $8 for the ACT
plus a $10 registration fee. Information about the
ACT and how to prepare is available in the Testing
Center.

OCCUPATIONAL ADMISSION TESTS: Ba-
sic math and vocabulary tests are administered to
applicants to help them determine, with the help of
a counselor or advisor, which occupational majors
may best match abilities and interests.

MATH PLACEMENT TEST: The math piace-
ment test must be taken by all students who want
placement in Math 150 or above but have not taken
the prerequisite course within the past year. Students
placing into Math 162/Calculus as a result of the

test score will be given a trigonometry test at the -

first class meeting to verify trigonometry compe-
tency.

Library Services

. Library Services includes the libraries, Adult
Learning Centers and Audiovisual Services. The li-
braries and Adult Learning Centers are open to the
public.

Main Campus Library Services is located in C
Building. The Library and Adult Learning Center
are on the fourth floor; Audiovisual Services is on
the third floor.

When school is in session, the Main Campus
facility is open from 7 a.m. to 9 p.m. weekdays
except Friday, when it closes at 5 p.m.; and Sat-
urdays from 8 a.m. to 5 p.m. When school is not
in session, hours are 8 a.m. to 5 p.m., Monday
through Friday.

.‘The Montoya Campus Library and Adult Learn-
ing Center are in J Building. They are open week-
days—when T-VI classes are in session—from 7:30
a.m. to 8:30 p.m. except Fridays, when they close
at 5 p.m,; and Saturdays from 9:30 a.m. to 12 noon
and 1 p.m. to 4:30 p.m.

. A Professional Resource Center for T-VI’s in-
structional staff is located in the Main Campus Li-

brary.

1

LIBRARIES

Main Campus

.Library materials include books, pamphlets, maps,
newspapers, magazines, encyclopedias and diction-
aries. Special collections of learning materials are
maintained in all T-VI vocational subjects.



Services include help in locating materials, inf
struction in how to use a library, study facilities{
interlibrary loans, magazine back issues, and coinf
operated copying machines.

Montoya Campus

While the collection of books, magazines, pamg
phlets and newspapers concentrates on material
which support the Montoya Campus vocational suby
jects, there are also general interest materials and 2
variety of books and magazines for leisure reading}
There is a coin-operated copying machine.

T

ADULT LEARNING CENTERS

Adult Learning Center services are offered freg
to T-VI students and other adults who want to dey
velop basic education skills, vocationally relate
knowledge, microcomputer literacy or self-im;
provement.

Audiovisual materials are used and trained sta
members are on duty to help each person set up ang
pursue an individual, self-paced learning progra

free at both T-VI campuses. The lots are unsecured
and T-V1.is not liable for theft, vandalism or oth

hidden.
Students may use T-VI parking lots by obtaini

nearest the student’s classes. Decals are available
in the lobby of the Administration Building or froxy
department counselors at Main Campus, and t
Student Services Center at Montoya Campus.
decal should be put on the rear bumper of vehicl
(rear fender of motorcycles). There are special par.
ing areas for motorcycles and bicycles.
Violations of parking regulations result in cita-
tions by T-VI security. Students receiving three gr
more citations are referred to the Student Govern-
ment’s Judicial Affairs Committee. The committee
can recommend action ranging from a warning to
suspension from the Institute, ]

b
J.D
E

Tutors are available during regular library hours when
school is in session.

Basic education materials in the centers at both
campuses include General Educational Develop-
ment (GED) preparation, English as a second.lan-
guage, conversational English, beginning Spanish,
spelling, reading, grammar and mathematics. . :

Among vocational materials available are those
related to accounting, sales, computers, electronics,
auto mechanics and secretarial sciences. . |,

At the Main Campus, special audiovisual matg-
rials are available for recreational viewing,

AUDIOVISUAL SERVICES

Audiovisual Services maintains T-VI's 16mm film
collection and all AV equipment. Films are available
for classroom and individual viewing.

Instruction in the operation of AV equ1pmcnt is
available to students and staff. Other services in-
clude educational film location, preview-arrange-
ments and assistance in the design, preparation and
application of audiovisual materials. o

.
o

[

BUS PASSES: Economical passes for postsec-
ondary students are available for Suntran city buses.
A pass good for unlimited rides during one calendar
month may be purchased for $19 at the Financial
Aid Office in the C Building on Main Campus or
Student Services Center in the H Building at Mon-
toya Campus.

To encourage students to use the city buses, T-
VI pays a 50 percent rebate on passes purchased at
the Institute.

Bus passes and rebates also may be issued to
eligible Continuing Education Division students on
a demonstrated need basis. Information may be ob-
tained from the Adult Basic Education administrator
at the Main Campus (Room A-29).

e

The speed limit in all parking lots is eight miles
per-hour.
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Campus Conduct

Unsafe or disruptive behavior anywhere on cam-
pus property is grounds for dismissal from T-VI.
This also applies to any field trip taken under the
supervision of a T-VI employee.

FOOD AND BEVERAGES: Drinking and eat-
ing are prohibited in all classrooms and labs.

USE OF TOBACCO: In accordance with fire
and safety regulations, use of tobacco (smoking or
nonsmeking products) is prohibited indoors on cam-
pus in all areas not designated as smoking areas.
Smokers should use ash trays and other provided
containers.

STUDENT DRESS: Students are asked to attend
class dressed appropriately for the job for which
they are training. Students or visitors must wear
shirts and shoes to enter a T-VI building.

CHILDREN: Students are not pemmted to bring
children to classroom or laboratory sessions.

ANIMALS: Animals (except seeing eye dogs)
are not allowed in T-VI buildings.

LAW VIOLATIONS: Law violations by anyone
on campus will be handled by appropriate law en-
forcement agencies.

, COMPUTER CRIME: Under the state Com-
puter Crimes Act, a person who intentionally and
without -authorization accesses, alters, damages or
destroys any computer system or data stored within
is subject to criminal prosecution on charges ranging
from misdemeanor to third degree felony.

ALCOHOLIC BEVERAGES/ILLEGAL
DRUGS Possession or use of alcoholic beverages
orillegal drug substances, or attending classes under
the influence of alcohol or illegal drugs, is grounds
for dismissal from T-VI.

DANGEROUS SUBSTANCES: Carrying, pos-
sessing or storing dangerous substances or materials
on campus is prohibited.

- WEAPONS AND FIREARMS: Carrying, pos-
sessmg or storing weapons and firearms on campus
is prohibited. Exceptions to this policy are law en-
forcement officers authorized by state law to carry
firearms (30-7-2 NMSA 1978) and students partic-
ipating in law enforcement instruction requiring the
use of firearms who are under the supervision of a
certified law enforcement instructor.

. Personal Property

LOCKERS: Lockers are available at both cam-
puses. Any student may use an empty locker by
s1mply providing a lock for it. However, the lock
and locker contents must be removed by the last
day of each term, when a student is no longer en-
rolled, or when necessary for security or repair rea-
sons,

Locks remaining on lockers during a term break
or more than five days after a student has left school
are cut off and the locker contents removed. Stu-
dents then have 30 days to claim their possessions
in Room M-105 on Main Campus or H-103 on Mon-
toya Campus.

.LOST AND FOUND: The Main Campus lost
and found is at the A Building lobby reception desk.
On the Montoya Campus, it is in the Student Ser-
vices Center.

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



Student Governm

Student Government for T-VI's Instructional Dii
vision is made up of representatives elected at the
beginning of each term by each section of Main and
Montoya Campus programs. Their job is to carry
the ideas of fellow students to the Student Govern:
ment meetings and report back after each meeting

Student Government works to make T-VI a betteg
place for both students and staff. It is the officia
channel .for expressing student ideas and concerns
about campus conditions, instructional programs
school policies and procedures, and student activ;
ities.

Leadership is provided by a student body presi
dent and vice president at each campus, elected fof
two consecutive terms by Instructional Division stu
dents.

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

All students are welcome to attend any govern
ment meeting. However; only elected representa}
tives may make motions and vote,

STUDENT ACTIVITIES: A limited student acy
tivities program is available. An effort is made tc
establish any type of extracurricular club or activit

11

Phone Calls and Visitors

Students are not called from class to recelve tele-
phone calls or visitors.

Pay phones are available at both campuses for
student and visitor use,

Fire Alarms

T-VI does not hold fire drills. Each classroom
and lab has a fire evacuation plan posted. At the
beginning of the term, students should study the
plan for each room in which they have classes.

The alarm on the Main Campus is a continyous,
loud bell. The. Montoya Campus alarm is a horn.

If an alarm activates, the affected building should
be evacuated immediately and everyone should stay
well away from the building until an “all clear” has
been sounded.

ent and Activities

-1
in which at least 15 students are interested. Such a
club or activity can be formed if a faculty or staff
member agrees to serve as sponsor and needed fa-
cilities can be located at reasonable costs. Persons
interested in forming a club should contact the stu-
dent activities secretary in the C Building on -Main
Campus or Student Activities Committee chairman
at Montoya Campus. N
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Admission Policies

To enroll, a person must be at least 18 years o
or a high school graduate. Others can be admitt
only if excused from attending a secondary schogl
according to New Mexico’s compulsory attendange
law.

Interested persons should apply as soon as th
have decided to attend T-V1. Some programs have
entrance requirements based on test scores.

Students are admitted into one of four categories:

e PREPARATORY: For students needing
wanting preparatory work before beginning first te
occupational and General Education courses.

® CERTIFICATE: For students declaring a ma-
jor in an occupational area. Certificate programs
vary in length from one to four terms. Students mujt
be able to attend class 20 to 30 hours a week.

® DEGREE: For students entering an associale
degree program. A high school or General Educh-

American College Test {ACT) or present official test
scores dated within the past three years. All degree
programs require satisfactory ACT scores in Engli
and math. Some programs have additional ACT rg-
quirements (refer to degree programs),

Satisfactory ACT scores are: English, 17; math,
12; natural sciences, 18; social sciences, 14. St]i-
dents who do not present satisfactory scores will be
required to take the appropriate preparatory Coursgs
before being admitted to a degree program.

Scholastic Aptitude Test (SAT) scores cor
sponding to satisfactory ACT scores will be a
cepted if dated within the past three years.

Students who have successfully completed 15 credit
hours of General Education courses (including cor-
munications and math) at a regionally accredited
college or university need not take the ACT. Sth-
dents must submit official transcripts from all cql-
leges previously attended.

To qualify for an associate degree, a student muyst
satisfactorily complete 15 credit hours in residengy
at T-VI after a degree program becomes availablg,

Lyr I 4

e PROVISIONAL: For students who want jo
take occupational or General Education cours&&s
without declaring for a major or degree, and fpr
students trying to meet requirements to enter a de-

~ gree program. Two General Education courses may

be taken without previous testing. Students wanting
to take more than two courses must complete the
normal admission process.

NOTE: Applicants holding baccalaureate de-
grees should check with the Admissions Office about
exceptions to admission requirements.

HEALTH REQUIREMENTS: An applicant will
be discouraged from entering a program where
chances of success are poor because of a health or
physical condition. An applicant can be denied ad-
mission to a program where health or physical con-
dition can be dangerous to the applicant or others
in that program. In such cases, the admission coun-
selor will help the applicant select another program.

ADDING/DROPPING COURSES: Courses may
be added or sections changed only through the 10th
day of classes in 15-week terms, the 5th day of
classes in short terms. _

Courses may not be dropped during the last two
weeks of a term, To drop a course, a written request
must be made. Details are available from counse-
lors/advisors. Students who do not make a written
request to drop a course and are not in attendance
at the time of final exams will receive an Fora U
for the course. Dropped courses will be marked with
a W on student transcripts.

WITHDRAWAL DEADLINE: A student cannot
withdraw from school during the final two weeks
of a term.

PROGRAM REQUIREMENTS: Students with
continuous enrollment graduate under the program
requirements/catalog in effect when they entered.
Those whose enrollment is discontinucus graduate
under the catalog that is current upon their returmn.

1

INTERRUPTED TRAINING: Students who
drop out for one or more terms and wish to return
to school should contact the Admissions Office early
in the term prior to the one in which they wish to
resume studies to be sure class space will be avail-

‘ able,
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Registration

‘Applications may be mailed or brought in person
to either the Main Campus (C Building) or Montoya
Campus (H Building). Admissions offices are open
Monday through Thursday, 8 a.m. to 6:30 p.m.,
and Friday, 8 a.m. to 5 p.m. The Main Campus
office also is open Saturday from 8 a.m. to 5 p.m.
Except for some Health Qccupations programs with
special application times (refer to individual pro-
grams), applications can be submitted as far in ad-
vance as desired.

Late registration, on a space-available basis, is
held only through the 10th day of classes in 15-
week terms, the 5th day of classes in short terms.
Any student who misses the first two days of sched-
uled classes will be withdrawn automatically as a
“no show™ and must seek readmission on a space-
available basis.

Tuition and Fees

REGISTRATION FEE: There is a $10 regis-
tration fee for each term, payable before the appli-
cant is enrolled.

RESIDENT STATUS: A resident is a person who
has Jived in New Mexico for the 12 consecutive
months preceding the first day of classes. Individ-
uals between the ages of 18 and 23 seeking to es-
tablish residency may be required to provide proof
of financial independence. Exceptions for resident
status exist. Persons with questions about resident
status should contact the Admissions Office at either
campus.

TUITION:
Resident Nonresident
General Education Courses
1 to 6 credit hours $15 per credit $15 per credit
hour hour
7 to I2 credit hours $15 per credit 345 per credit
hour hour
12 ar more credit hours $180 $540
Occupaticnal Programs none $500 per term for

full-time students (23
class hours or more
per week)

$22 per hour for
schedules of fewer
than 23 class hours
per week

Tuition must be paid in full ‘before an applicant
receives a class schedule. Authorized agencies that
have agreed to pay a student’s training expenses are
billed by the Institute. S e

Tuition rates and structure are subject to change
without notice.

BOOKS: Students enrolled in General Education
courses must purchase their textbooks. Books are
loaned free to students enrolled in occupational
courses but must be paid for if lost or damaged.
Students must pay a $10 textbook deposit when they
are admitted. The deposit is refunded if the student
returns all textbooks in good condition. Cost of lost
or damaged books is deducted from the deposit, and
the 'student is required to redeposit the $10 before
registering for another term.

PROGRAM FEES: Many T-VI programs re-
quire students to buy personal equipment, such as
uniforms in Health Occupations and tool kits in
Trades and Technologies. The equipment is issued
early in the program and becomes the student’s per-
sonal property.

Seéveral programs charge a supply fee to cover
the cost of expendable items provided by T-VI. Lab
fees are charged for some General Education classes.

Personal equipment, supply and lab fees must be
paid in full before the student receives a class sched-
ule.-In some programs, fees are paid at the begin-
ning of the program only. In other programs, fees
are required each term.

Students may not register for a new term until all
previous accounts are paid in full.




REFUNDS: The registration fee is a charge far
processing the applicant’s admission. It is refunc
able only if T-VI cancels a class,

Tuition is refundable if T-VI cancels a class or |f
the student withdraws before the 10th day of classes.
Tuitiot] refunds are prorated as follows: withdrawgl
prior tb the start of the term—100 percent; with-
drawal during the first five days of classes—90 per-
cent; [vithdrawal during the second five days of
classesi—80 percent.

Supj2ly and lab fees are not refundable after the
term begms.

Equtpmem fees are not refundable after equip-
ment is issued.

1
;II

AJl divisions of T-VI accept the following
in payment of fees or book purchases: cash,
mojiey orders, cashier’s checks, personal
che cks (in the amount of fees and hook pur-
cha ses only), and VISA and MasterCard
credit cards.

15

Class Schedule

The class schedule a student receives at registra-
tion shows the time and location of each class. Most
Instructional Division classes meet as follows:

MAIN CAMPUS

Morning Afternoon
7:20t0 8:15 12:20t0  1:15
B:20t0 9:15 11200 2:15
9:20 to 115 2:20t0 3:15
10:20 to 11:15 3200 4:15
11:20 to 12:15 4:20t0 5:15

5:20t0 6:15
MONTOYA CAMPUS

Morning Afternoon
700t 7.55 12:00 t0 12:35
8:00 to 8:55 1:00to 1:55
9:00 to 9:55 2:00to 2:55
10:00 to 10:55 3:00t0 3:55
11:00 to 11:35 4:00t0o 4:55

500to 5:55




Program Fees’

Term
I II 11 IV
BUSINESS OQCCUPATIONS
ACCOUNTING. ...iiiiit i eea $10 $10 $10 $10
Business Administration ........................coeeelll $10 $10 $10
Cashier-Sales .............coiviiiininnnl, TN $10
Entrepreneurship .......................... e, $10
Legal Assistant Studies ...oovv i iveeieiie e ievniein, $10 %10 $10 $10
Legal Office Worker ............coviiiiiiiinnnnnn, 310
Merchandising ..............coveviieiiinn i $10
Office Occupations........ocoovviiiiiiiiniiriieninnnns $10 310 $10
Refresher Course for Office Workers.................. $10
HEALTH OCCUPATIONS
Child Care Assistant ............coooviiviiiiiinieninnnns $40
Health Unit Clerk ... $30
Nursing Assistant............ccoocviiviiiiiiiinivnnnnn.. $30
Nursing Associate Degree ............vvvvuenvinnnn. .. 375 $30 -
Phlebotomist..........oovviiiiiiiiiiiniiniiiii s oo 345
Practical NUrse .........ooovieiiiiiiiiiiinii e $75
Respiratory Therapy Technician........................ $75
TECHNOLOGIES
Architectural Drafting Technology......... e $50
Civil and Surveying Technology ..............ocevn.., $35 $30
Data Processing Technology...........ocovvenvvennnnn., $10 $10 $10 $10
Electromechanical Drafting..............oovvvvineennn. $50
Electronics Technology ..........coocvivviiiiiiiiinnnn... $10 38
Instrumentation and Control Technology.............. 310 $8
Laser Electro-Optic Technology................... e $18
TRADES
Air Conditioning, Heating and Refrigeration ......... $90 $70 $70
Automotive Body Repair...............cccevvvnvnn.n. $100 $75 $50
Automotive Technology ................cccovviinnnnn. $100 $90 $90
Baking ......coooiiiiiii e i $100 $30
Carpentry ...ovviiiire i $100 $70
Commercial Printing ...........ccocooviviiiiiiiinninns $30
Diesel Mechanics ..o $100 $130 $130
Electrical Trades.......c.ccoveiiviriinviiiiiinivennnns $100 $85 $50 $50
Law Enforcement ..................... e eearaereeaas $5 $15
Machine Trades....... f e ae ey $100 $80 $70
Plumbing...cooovoiiii $100 $70
Quantity Food Preparation....................o.oeees . $100 $80
Welding ... $100
COLLEGE DIVISION (Lab Fees)
Biology 124L—Biology for Health Sciences ......... 315
Biology 211L—Microbiology...........cccovevuvnnnn.. $15
Biology 247L—Anatomy and Physiology I........... 515
Biology 248L—Anatomy and Physiology II.......... 315
Chemistry 112L—1Introduction to Chemistry ......... 315

Chemistry 121L—General Chemistry ................. 315
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Three grading scales are used to compute cunfulative* grade point average (GPA):

Preparatory Courses Gpneral Education Courses Occupational Courses
GPA " GPA GPA

S Satisfactory — A 91-100 4.0 A 4.0
P Progress —_— B 81- 90 3.0 B 3.0
U  Unsatisfactory — C 71- 80 2.0 C 2.0

D*f 61- 70 1.0 U 0.0

F Failing 0.0

I Incomplete —

w Withdrew —

AYD**%  Audit —

CRp¥***  Credit

3

*Cumulative GPA is based on all courses talien after a student enters a program.

**A grade of D Is not considered passing for

n course that is a prerequisite for any other course.

**¥An audited course does not earn credit ami is not computed in the GPA. The cost is the same as for hours

taken for credit. Changes from audit to cr.
week term or 5th day of a short term.
***¥*%Grade given for credit by challenge exam.

REPETITION OF A COURSE: A student m

dit and credit to audit must be made by the 10th day of a 13-

Ay HONOR ROLL: A “Vice President’s Honor Roll”

choose to repeat a course for a better grade. Bdth is compiled each term listing students earning GPAs
grades will appear on the transcript and become a of 3.6 to 4.0.

part of the cumulative GPA.
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Standards of Progress

GRADE REPORTS: Progress reports (grades)
are given at midterm in 15-week courses. These
grades are not a part of the student’s permanent
record,

Final grades are issued at the end of each term
and are reflected on the student’s transcript and cal-
culated in both a term GPA and a cumulative GPA.
Grades received in Preparatory courses, however,
are not included in GPA computations,

A student who receives an [ (Incomplete), U (Un-
satisfactory), D or F as a final grade may not enroll
in any class for which the former is a prerequisite.
An1is converted to a grade upon completion of the
missing work. It must be removed by the end of
the second week of the following term or it will be
permanently recorded as an F or U.

'"GRADE APPEAL: Students may appeal only
unsatisfactory grades—i.e. U, D or F—if they be-
lieve the grade does not reflect the quality of work
done. The following steps must be followed:

® Step 1: Appeal must be made to the instructor
in writing specifying the student’s reasons or sub-
stantiation for the requested grade change. The ap-
peal must be made by the end of the first week of
classes in the following term. If the matter is not
satisfactorily resolved at this level, the student may
appeal to the department chairman.

® Step 2: Appeal to the department chairman
must be made in writing by the student within five

days of the instructor appeal conference. The chair--

man will appoint a board to hear the appeal within
one week. The written decision of the board (two
Jaculty members and one student) is final,

PROBATION AND SUSPENSION: To gradu-
ate from T-VI, a student must have a cumulative
GPA of 2.0. All work attempted in the Instructional
Division except Preparatory courses is used in com-
puting GPA. Students with a GPA below 2.0 are
placed on academic warning, probation or suspen-
sion as indicated below.

® Warning: A student whose cumulative GPA is
between 1.50 and 1.99 in a given term will be con-
tacted by an advisor/counselor. Advisement will in-
clude a review of the student’s academic plan and
recommendations to assist the student in improving
the GPA. _

® Probation: A student whose cumulative GPA
is between 1.0 and 1.50 in a given term will be
required to meet in conference with an advisor/
counselor to evaluate the situation. The student will
be placed on probation effective with the following
term. Probation will be continued for a maximum
of two terms.
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® Suspension: A student whose cumulative GPA
is below 1.0 in the term of probation will be sus-
pended from T-VI for one year.

NONTRADITIONAL CREDIT: Students may
earn a maximum of 30 credit hours toward General
Education requirements through the following
sources;

@ College Level Examination Program (CLEP):
Credit may be granted for the successful completion
of specific subject exams for which T-VI offers an
equivalent General Education course. The current
acceptable exams and scores are:

] Credits
CLEP Sithject Seore  TWVI Course Granted
General Chemistry 52 Chemistry 121L {122L) g
Freshenan English 51 English 101 3
College Algebra 36  Math 120 3
Trigonometry 61 Math 123 2
Caleulus with Elemen-

tary Functions 60  Math 162 4
Introduction to Sociol-

ogy 32 Sociology 101 3
Himan Growth and

Development 52 Psychology 220
American Government 55  Political Science 200 3

A student’s transcript will reflect a grade of CR
(credit) for those courses with acceptable CLEP
scores. CR grades are not computed in the student's
GPA. Courses successfully challenged may count
toward graduation but not the residency require-
ment.

® T-VI Challenge Exams: The College Division
has’ developed challenge examinations for some
General Education courses. A list of courses that
may- be challenged is available in the College Di-
vision Office, A-102 on Main Campus.

L



from the college advisor in the Admissions Of-
fice or a department counselor.

—Pay a $10 per-credit-hour fee at the Cashie

“ Office.

—Submit the form and amrange for the ex
through the College Division Office.

, The following restrictions apply:

—A!student may attempt a challenge only on
per course.

» —A student may ot use the challenge exam
remove a previously recorded grade.

—A student may not challenge a course if p
viously enrolled in the course beyond the s
ond week or if a grade of F was received’
the course at another institution.

secondary institutions.
® Correspondence: General Education credit

pleted by correspondence through a regionally
credited institution.

EARLY EXIT: Students are pérmitted to exit
early from final term occupational courses if thpy
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have found training-related employment. Comple-

“tion of final coursework is the responsibility of the

student and must be arranged by the student, in-
structor and chairman prior to accepting employ-
ment. Students receive their final course grades at
the end of the term. !

PLAGIARISM AND CHEATING: A student
guilty of plagiarism and/or cheating will receive a
grade of F or U in the course involved and the grade
will be so recorded in the transcript. Students giving
or receiving assistance in any unauthorized manner
during an examination subject themselves to this
policy. A pattern of cheating will result in suspen-
sion. :

Attendance Policies ..

Students are expected to attend all class sessions.
Students with excessive absences may be dmpped
by the instructor.

Absences do not relieve students of the respon-
sibility for missed assugnments and exams. Students
must take the initiative in arranging with their in-
structors to make up missed work.

See the Health Occupations student handbook for
specific rules in those programs.

READMISSION: A student dropped for atten-
dance reasons may apply to reenter T-VI the fol-
lowing term. \
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Financial Aid

Financial aid to pursue programs in the Instruc-
tional 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 pro-
cedures and system of determining need and eligi-
bility.

Those aid programs for which application is made

directly to the agency, rather than the T-VI Finan-
cial Aid Office, include:

YETERANS ADMINISTRATION (VA): Most

full-time T-VI programs are approved for VA edu-

cation and training benefits, In addition to service
. veterans, persons entitled to benefits include chil-
dren and widows of deceased veterans and depend-
ents 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, regardless of
where those skills were learned, without specific VA
permission,

Written records of previous education and train-
ing are maintained to show appropriate credit has
been given. The training program at T-VI may be
shortened proportionately. _

Information about eligibility for VA education
benefits is available at any Veterans Administration
office.

NEW MEXICO DIVISION OF VOCA-
TIONAL REHABILITATION (DVR): Persons
with disabilities may be eligible for education and
training assistance from DVR. The Albuquerque of-
fices include: (NE and SE) 5600 Domingo Rd. NE,
842-3985; (SW) 2720 Isleta Blvd. SW, 842-3243;
and (NW) 2221 Rio Grande Blvd. NW, 842-3184.

EMPLOYMENT DEVELOPMENT OFFICE
(EDO): Education and training assistance for un-
employed or underemployed, economically disad-
vantaged persons is provided by this federal agency
which has offices throughout New Mexico. Infor-
mation is available from the nearest service center
of the New Mexico Employment Security Division.
The EDQ Training Control Center in Albuquerque
is at 1700 Fourth St. SW.,

BUREAU OF INDIAN AFFAIRS (BIA): In-
dian students enrolled full time may be eligible for
education benefits through the BIA. Applicants should

consult with their home tribal agencies for BIA
funding before: applying to T-VI.

Training assistance is provided for unemployed,
underemployed or economically disadvantaged In-
dians by a community based organization, National
Indian Youth Council (NIYC). Applicants should
contact their tribal offices for procedures.

Applications for financial aid are available in the
T-VI Financial Aid offices, located in the C Building
at Main Campus or the Student Services Center at
Montoya Campus. Both offices are open weekdays
from 8 a.m. to 5 p.m. Most.sources require federal
Jorm processing which may take up to 10 weeks.
Students who need financial aid should apply early,
using forms available from either Financial Aid Of-
fice at T-Vi.

Programs for which application can be made at
T-VI include:

PELL GRANT: U.S.: citizens and eligible non-
citizens who plan to attend T-VI at Jeast half time
may apply to receive this federal grant, intended to
provide up to half of the student’s estimated instruc-
tional costs. A student enrolled full time in an eli-
gible program receives the full entitlement. If
attending less than full time but at least half time,
the student receives a partial grant. 7o get a Pell
Grant, a student must be an undergraduate without
a bachelor's degree.

Currently, the maximum yearly Pell Grant award
for eligible T-VI students enrolled in occupational
programs is $930 ($1830 for nonresidents-paying
tuition). For eligible students enrolled in associate
degree programs, grant award amounts depend on
the total tuition costs.

Students wanting to apply for both Pell Grant and
other aid should use the ““Financial Aid Form” pub-
lished by the College Scholarship Service.

SUPPLEMENTAL EDUCATIONAL OPPOR-
TUNITY GRANT (SEOG): A limited amount of
SEQG federal funding is available to aid students
with the highest level of need as determined on the
“Financial Analysis Statement” received by the school
for each student who applies and submits the pro-
cessing fee.



NEW MEXICO STUDENT INCENTIVE
GRANT (NMSIG or SSIG): This program, funded
by 50% federal and 50% state monies, provides did
to needy, full-time students who are legal residents
of New Mexico and have established need via the
“Financial Analysis Statement.” Amount of an S51G
is between $200 and $800 per year.

gram, funded by federal and T-VI monies, aids needy,

COLLEGE WORK-STUDY (CW-S): This pio-
e

eligible students by providing employment at’
Institute. The student employee may work duri
available hours up to 20 hours per week. CW-S
students are paid every two weeks at the fedeyal
minimum wage rate, currently $3.35 per hour.

NEW MEXICO WORK-STUDY (NMW-5):
This program, funded by state and T-VI monigs,
aids needy, full-time students who are legal resi-
dents of the state by providing employment at ghe
Institute. The student employee may work during

apply for the GSL if enrolled at least half time;in
an eligible program consisting of at least 600 clgck
hours of instruction. Pell eligibility must be deter-

mined prior to school certification of a GSL appli--

cation. Maximum loans are $2625 a year.

New Mexico residents may select a lender frpm
a state lender list available in the Financial Aid
offices. Out-of-state residents may apply for the GSL
through their state lenders or select certain lendrs
recommended by the Financial Aid offices. Eligi-
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bility for GSL funds is based on federal guidelines,
need as established by the “Financial Analysis
Statemnent,” and the student remaining in good
standing at T-VI.

Upon leaving school or ceasing to attend at least
half time, the borrower must begin to repay the foan
within six months. The current interest rate is 8%
and minimum payments are $50 a month, .

NEW MEXICO NURSING STUDENT LOAN
(NMNSL): The NMNSL is a program for New
Mexico residents enrolled in a nursing educational
program preparing for an associate degree in nurs-
ing. Students must show need as established by the
“Financial Analysis Statement.” Maximum loans
are $2500 per year. Loans can be repaid with service
in an underserved area within the state,

bt

TERMINATION OF FINANCIAL AID: Cam-
pus-based financial aid will be terminated whenever
a student is no longer making satisfactory progress
at T-VI. A student is considered no longer making
satisfactory progress when any of the following con-
ditions occur: '

¢ The student’s most recent majot or preparatory
program has final grades averaging less than C (2.0
grade point average). Grade point values for finan-
cial aid eligibility are: A=4, B=3, §=3, C=2,
P=2,D=1, F=0, U=0, I=0. W, AUD and CR
have no value. The average is computed by mul-
tiplying each final grade point value by the number
of credit hours totaling all grade points, and dividing
the total points by the total number of credit hours
for which there are final grades.

® The student’s last two terms at T-VI have re-
sulted in transcript credit for less than 50% of the
full-time program requirements for those two terms.

® The student has not completed an occupational
major within a reasonable number of terms (no more
than two extra terms in a four-term major or one
extra term in any other major).

® The student has not completed an associate
degree major within three years.

@ The student goes on full-time supervised work
experience.

® The student is making a second change of ma-
jors at T-VI. (No financial aid will be approved to
enroll in the third program.)

REINSTATEMENT: A student who believes ter-
mination of financial aid was based on inaccurate
or incomplete information may appeal the termi-
natton in writing to the financial aid administrator.

A student terminated from financial aid can re-
establish eligibility for financial aid by successfully
removing the condition which caused the termina-
tion.
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Student Records

Permanent records are kept for each Instructional
Division student. The transcript shows all courses
taken, hours and credits for the courses, final grades
and supervised work experiences. Proficiency rat-
ings are included in permanent records.

At registration, most students authorize T-VI to
provide confidential copies of transcripts to em-
ployers and other educational institutions. Students
not wanting this service may indicate on the tran-
script at any time by making a request in writing to
the Main Campus Records Office or the Student
Services Center at the Montoya Campus.

Students may examine any documents in their
cumulative records at the Records Office. Free cop-
ies of transcripts are provided to students and former
students on request. All other uses of student records
are in accordance with the Federal Family Educa-
tional Rights and Privacy Act of 1974 and its amend-
ments. Copies of the law are available for examination
upon request in the Records Office at Main Campus
and the Student Services Center at Montoya Cam-
pus.

Graduation

DEGREE REQUIREMENTS: All students en-
rolled in degree programs must meet the following
general requirements:

® A minimum of 60 credit hours (most programs
require more).

® A minimum of 15 credit hours in residency
after a degree becomes available. _

® A minimum cumulative GPA of 2.0. ,

® A minimum of 15 credit hours in General Edu-
cation courses.

In addition, students must satisfactorily complete
all core requirements for their specific majors.

" GRADUATION WITH HONORS: Students
earning cumulative GPAs of 4.0 graduate “with
highest honors. " Students with cumulative GPAs of
3.6 to 3.9 graduate “‘with honors.” Degrees and
certificates note these awards.

DEGREES AND CERTIFICATES: Students
enrolled in degree programs will receive an Asso-
ctate in Science (AS) or Associate in Applied Sci-
ence (AAS) degree upon completion of all
requirements. Students in degree programs who
complete all certificate requirements may apply for
a certificate without changing their status. Certifi-
cates are awarded en route to the degree, if appli-
cable.

GRADUATION CEREMONY: A graduation
ceremony is held once a year at the end of the winter
term for all students who have successfully com-
pleted certificate or associate degree programs dur-
ing the preceding year. Any graduate may take part
in the ceremonies by paying a $15 fee. The fee
covers the cost of cap and gown rental and must be
paid to the Records Office by March 16.

APPLICATION FOR GRADUATION: Stu-
dents in associate degree programs or certificate pro-
grams of three or more terms must complete an
“Application for Graduation™ form in the term pre-
ceding the graduation term. Forms are used to de-
termine eligibility, and must be submitted no later
than the 10th week of the preceding term. Students
in certificate programs of two terms or fewer do not
have to complete the forms. _

Application forms are available in the department
counselors” offices and must be returned there. If a
student is determined ineligible for graduation, a
copy of the form with reasons for ineligibility will
be returned to the student.



COLLESSE DIVISION -

The College Division, one of six instructiongl
departments at T-VI, provides General Educatid
courses in the liberal arts and sciences to suppo
degree programs. These courses are transferable 3
freshmen and sophomore electives or requiremen
at other degree-granting institutions.

All College Division courses have a tuition charg;
Science courses also have lab fees (see page 16
Some courses carry prerequisites or corequisites.
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" General Education

COURSE DESCRIPTIONS
COMMUNICATIONS

0800140—English 101—Writing with Readings in Exposi-
tion (3 cr)

This ¢ourse covers expository writing and reading. It ¢an-
centrates on organizing and supporting ‘ideas in writing.

0800150—English 102—Analytic Writing (3 cr)

(Prerequisite: English 101 with @ minimum grade of C) Sfu-
dents undergo intensive practice writing essays that analyze
expository and literary readings.

0800249—English 119—Technical Communications (3 cr)

(Prerequisite: English 101) This is an introductory studyj of
written and verbal communications. Topics covered inclyde
descriptive and process analysis, informal reports and propps-
als, short logs/reports for lab and field work, basic productjon
of graphics, letter writing and oral presentation.

0800446—Speech 130—Public Speaking (3 cr)

Emphasis is on the dual role of speech as both a speak|ng
and listening skill. Individual specches and group discussion
are included. Practice is provided through audience analygis,
verbal/nonverbal expression, critical listening and oral pres-
entations.

0800169—Speech 221—Interpersonal Communication (3 cr}

This course provides an analysis of a variety of interpersopal
communication concepts with special emphasis on the appli-
cation of communication skills that improve interpersonal jre-
latienships in different situations.

0800447—Speech 240—Organizational Communication (3
er)

Current theories of organizational behavior are examihed
with emphasis on communication patterns and practices. Atlen-
tion is given to-superior-subordinate communication, formal
and informal communication networks, authority and power.
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MATHEMATICS

0800137—Math 145—Introduction to Probability and Sta-
tistics (3 cr)

(Prerequisite: Math 120) This course provides an introduc-
tion to basic concepts in probability and statistics. Included are
analysis of numerical data and descriptive statistics, probability
and basic probability models for statistics, sampling and sta-
tistical inference, and technigques of statistical inference by ex-
amples from a variety of fields. Demonstrations of the use of
the computer in statistics are provided.

0800138—Math 120—Intermediate Algebra (3 cr)

Topics covered include linear equations and inequalities,
polynomials, factoring, exponents and radicals, fractional
expressions and equations, and quadratic equations. (This course
is preparation for Math 150.)

0800468—Math 123—Trigonometry (2 cr)

(Prerequisite: Math 120 with a minimum grade of C) Trig-
onometric functions, radian and degree measure, graphs, basic
trigonometric identities and inverse trigonometric functions are
covered.

0800139—Math 150—aAlgebra and Trigonometry (4 cr)

(Prerequisite: Math 120) This course is a study of functions
with emphasis on graphs, equations, inequalities, and expo-
nential, logarithmic and trigonometric functions. (This course
is preparation for Math 162.)

0800143—Math 162—Calculus I (4 cr)

(Prerequisite: Math 150) This course includes a study of
derivatives; rate of a function; formal differentiation relative to
rational functions, inverse and trigonometric functions; incre-
ment of a function and the concept of continuity; applications
of the derivative, such as curve sketching, maxima and minima;
integration, relation between derivative and integral, finding
the area between two curves, and calculating volumes.

0800144—Math 163—Calculus II (4 cr)

(Prerequisite: Math 162) This course covers differentiation
and integration techniques with applications involving tran-
scendental functions; numerical integration techniques, solving
simple differential equations, improper integrals and application
of the mean value theorem.
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SOCIAL SCIENCE

0800467—Anthropology 120—Archaeology: Discovering Our
Past (3 o)

This introductory course presents students with an overview
of archacological theory and methods including data from se-
lected archacological sites in various geographical areas rep-
resenting different time periods.

0800412—Anthrepology 130—Cultures of the World (3 cr)

This course introduces students to basic concepts of cultural
anthropelogy. Lectures include a survey of the variety of exist-
ing human cultures in their native environments and the rela-
tionships of the cultural compenents. One societal example is
studied in detail.

0800413—Anthropology 201—Introduction to Southwest-
ern Anthropology (3 cr)

. The archaeology of the southwest is presented from the ear-
liest inhabitants through the early 1600's,

0800363—History 161—History of the United States I (3
) |

This is a survey of the economic, political, intellectual and
social development of the United States from 1607 to 1877.

0800364—History 162—History of the United States I (3
cr)

A continuation of History 161, this course covers the period
from 1877 to the present.

0300365—History 260—History of New Mexico (3 er)

The history of New Mexico is covered fram Cabeza de Vaca
to 1912. The borderlands, Spanish, Indian and Ang]o contri-
butiens are studied.

0800260—Political Science 110—The Political World (3 cr)
This introduction to politics emphasizes how people can
understand their own political systems and those of others.

0800261—Political Science 200—U.S. Politics (3 cr)

This is a survey of American politics including the- theory
of democracy and political institutions, the electorate, and
American governmental branches and their bureavcracies.

0800168—Psychology 101—General Psychology I (3 cr)

An introduction to basic processes underlying behavior, this
course focuses on principles of learning, memory and moti-
vation, language, states of awareaess and bialogical bases of
béhavior,

0800483—Psychology 102—General Psychology II (3 cr)
An intreduction to patterns of human behavior, this course

focuses on human growth and development, intelligence, per-

sonality, social psychology, abnormal behavior and therapy.

08005651—Psychology 220—Developmental Psychology (3
cr)

(Prerequisite: Psychology 101 or 102) This course is a study
of the stages and processes of the development of physical,
social, emotional and intellectual aspects of human personality
staning from conception and leading to old age. Emphasis is
placed on pertinent research and practical applications,

08004834—Sociology 101—Introduction to Sociotogy (3 er)
This course covers the basic concepts, topics and theories
of contemporary sociology.

0800223—S8ociolegy 111—Criminal Justice System 3 cr)

An overview of the criminal justice pracesses is provided
including an exploration of law, law enforcement prosecution,
defense, trial and sentencing.

0800478—Sociology 211—Social Problems (3 cr)

(Prerequisite: Sociology 104) This course provides an anal-
ysis of social problems in contemporary U.S. society—racism
and prejudice,. crime and delinquency, mental disorders and
drug abuse from a sociological perspective.

0800479—Sociology 212—Juvenile Delinquency (3 cr)

(Prerequisite: Sociology 10F) Topics covered in this conrse
include the chatacteristics of the delinquent youth under the
age of criminal adulthood, thecries of causation and related
empirical research.

0800482—Sociology 213-—Criminology (3 cr)

(Prerequisite: Seciology 101) The causes of crime are cov-
ered with emphasis on sociological factors, the various faces
of crime, the criminal, and past and present criminology theory.

0800489—Sociology 214—Sociology of Corrections (3 cr}

(Prerequisite: Sociology 101) This course covers the theory,
practice and legal basis for the investigation, treatment and
supervision of offenders in custody and on probation or parole.
Included are the history of penology and its relationship to
various penal philosophies.

0800487—Sociclogy 216—Ethnic and Minority Groups (3
cr)

(Prerequisite: Sociology 10!) This course is the study of
ethnic and racial groups, conflict and adjustment, cultural dif-
ferences, theories of prejudice and current trends and problems
in our global society.

L



0800488—Soctology 280—Social Science Research (3 cr)

(Prereqm’site: Sociology 101y The methodology of experi-
mental science is applied to the social sciences in this course,
Topics include the study of methedelogies of data collection
and analysis. Library resources, including legal citations, are
used.

HUMANITIES

0800485—Humanities 111—Humanities I (3 cr)

The student is given a comparative introduction to the de-
velopment of human civilizations emphasmng philosophic
thought, religious practice, artistic expression and scientific
achievement.

0800374—Humanities 150—Study of Literature (3 cr)

An introduction to the study and appreciation of literature,
this course shows how understanding writers’ techniques in-
creases reading enjoyment and relates these techniques to lit-
erary conventions,

0800513—Philosophy 156—Logic and Critical Thinking (3
cr)

This course provides the tools of reason which are helpful
in everyday decision-making, It also introduces skills for argu-
menl analyses and effective communication of ideas. Informal
fallacies and formal deductive systems are included.

0800516—Philosophy 245—Biomedical Ethics (3 cr)

This course examines ethical problems associated with the
fields of medicine and bio-research, Moral issues such as entha-
nasia, genetic experimentation, informed consent and abortion
are viewed from widely different moral perspectives.

0800486—Philosophy 245—Business Ethics (3 cr)

Ethical problems associated with the field of business are
examined. Moral issues such as insider trading, conflict of
interests, employerfemployee relations and “*whistle-blowing”
are viewed from widely different moral perspectives.

(800515—Philosophy 245—Engineering Ethics @3 cr)

Ethical problems associated with the field of engineering are
examined. Moral issues such as experimentation in engineer-
ing, safety, confidentiality, professional rights and obligations,
and career choice are viewed from widely different moral per-
spectives.

NATURAL SCIENCE

0800544—Biology 123—Biology for Health Sciences (3 cr)

(Corequisire: Biology 124L) Principles of cell biology, cell
chemistry, genetics and organismic biology are studied with an
emphasis on human systems.

0800545—Biology 1241.—Biology for Health Sciences/Lab
(1 cr)

(Corequisite: Biology 123) Laboratory exercises, demon-
strations and dissections related to cell biology, organ system.
and genetics are conducted.

0800?50—Biology 201—Microbiology for Health Science
(Icr

(Prerequisites: Biolagy 123 and 124L or permission of in;
structor; corequisite: Biology 211L) Through lecture imstruc;
tion, this course introduces the concepts of microbiclogy, host
parasite relationships, infection and immunity.

——— e —
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0800551—Biology 211L—Microbiology Lab for Health Sci-
ences (1 cr)

(Prerequisites: Biclogy 123 and 124L; coreqmsrre Biology
201) In three-hour-per-week laboratory sessions, students study
laboratory lcchmqucs with microorganisms and observe the
growth of microorganisms, control and sanitation procedures.

0800546—Biology 237—Anatomy and Physiology 1.(3 er)
(Corequisite: Biology 247L) This course is an introduction

'to basic anatomy and physiology with an emphasis on normal

anatomical strectare and function.

0800547—Blology 247L—Anatomy and Physiology 1 Lab
(1 cr)

(Coreguisite: Biofogy 237) This course provides laboratory
experience studying cells, tissues and human systems. Dissec-
tion of specimens is included. .
0800548-—Biology 238—Anatomy and Physmlogy H 3 cr)

(Coreguisite: Biology 248L) This course is 2 continuation of °
Biology 237 emphasizing physiological processes, both normal
and abrormal, ,

0800549—Biology 248L—Anatomy and Physmlogy II Lab
(1 cr)

(Coreqmsue Biology 238) This caurse provides laboratory
experience focusing on measurernent of physmlog:cal param-
eters and dissection of mammal specimens,

0800552—Chemistry 111—Introduction to Chemistry (3 cr)

(Corequisite: Chemistry 112L) This course is designed for
non-science majors in the health sciences. Instruction is pro-
vided in the hasic concepts of chemistry.

0800553—Chemistry 112L—Introduction to Chemistry/Lab
{1 cr)

(Corequixite: Chemistry 111) Laboratory instruction, dem-
onstration and experimentation are the focus of this course.”™

0800554—Chemistry 121L—General Chemistry (4 cr)
(Prerequisite: Math 120 or Math 150 with a minimum grade

of C) Students are introduced to the chemical and physical

behavior of matter through lecture and laboratory instruction.

0800555—Physics 160—General Physics (4 ¢r)

(Pre- or corequmre Marh 162) A study of mechanics and
soind waves is offered in this course. Topics include Newton’s
law of motion, force, moments, friction, work, energy, power,
momentum and longitudinal wave properties.

0800379—Physics 167—Problems in General Physics (1 cr)

(Corequisite: Physics 160—offered on an audit basis only)
Students participate in problem-solving scssians and demon-
strations related to Physjcs 160,

GENERAL ELECTIVES

0800556—Home Economics 125—Nutrition {3 cr)
This is a study of the basic principles of nutrition including
the impact of nutrition on body functions, total health and life

style.

0800101—Computer Science 10t—Computer Literacy (3
cr)

This introductory course provides lecture and laboratory in-
struction in the use of computers. Lecture topics emphasize.
understanding of how computers work. Lab time covers the
basics of software application.
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DEVELOPMENTAL STUDIES
DEPARTMENT

Preparatory Program

1 or 2 Terms

The Preparatory Program offers a variety of courses
designed to help students meet admission require-
ments for certificate programs, associate degree pro-
grams, the University of New Mexico, and for
refresher purposes. Pre-GED courses are available
for students who are preparing for the General Edu-
cational Development test.

Occupational preparatory courses are designed to
provide the skills needed in the first term of certif-
icate programs. College preparatory courses (100
level) are designed to meet general academic re-
quirements. Students may combine a program of
both occupational and college prep courses to best
meet postsecondary goals. Not all combinations of
occupational and college prep courses qualify for
some types of financial aid, however.

Students in certificate and associate degree pro-
grams also are eligible to enroll in any of the Pre-
paratory Program courses, Support courses are

available to help students be more successful in'

school and on the job.

Preparatory courses are graded S, P, U. They do
not eamn credit toward certificate or associate degree
programs at T-VI, or degree programs at the Uni-
versity of New Mexico, However, grades are re-
corded in Preparatory students’ permanent records.
Students are not permitted to audit Preparatory
courses.

To be a full-time student and qualify for financial
aid, a student must enrol! for at least 12 credit hours
in the Preparatory Program, but 15 credit hours is
the recommended course load. Students may sign
up for as many credit hours as they need.

Preparatory Program classes for all majors ex-
cept Commercial Printing are held at Main Campus.
Commercial Printing prep classes meet at the Mon-
toya Campus where that major is located.

Several Preparatory Program courses are also
scheduled at night. More information is available
from counselors at either the Main or Montoya Cam-
pus.

PREPARATORY PROGRAM
Hrs Cr
Recommended Schedule Wk Hrs
Mathematics...oovrviiiiiiiianennns, 10 6
Communications ...vvuevensvnnnnnss 5 3
SUIVEY i i iieric e eee 5 3

Instead of communications, students with low read-

ing test scores should take one of the following
courses:
Language Development............. 10 6
Prep Language .............c...eee. 10 6

Students needing to remove American College Test
(ACT) deficiencies should select from the following
courses:
Math 100—Introductory Algebra.. 10 6
English 100—Writing Standard

English..........oooii L, 5 3
Social Science 100—Introduction

to Social Sciences........vevunn.. 5 3
Natural Science 100—Introduction

to Natural Sciences .............. 5 3

Support Courses

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

" Prep Reading ...................le 5
Introduction to Typing.............. 5
Introduction to Physics ............, 5
Spanish for Beginners.............. 5
Thinking Strategies ................. 5
Writing Lab.......ooooeviiiiinnn 5
General Science..................... 5
Calculator Math (7/2 weeks) ...... 5
Refresher Math (6 weeks).......... 15
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Pre-GED Courses:
Prep Math (ABE) ........ccccen.u... 10
Language Development (ABE),,,. 10
'Reading Improvement (ABE)....... 5
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COURSE DESCRIPTIONS

MATHEMATICS

Preparatory students are placed in math courses that best
meet their needs, interests and abilities. The results of a math
advisement test and/or the math section of the ACT (ACT-M)
are used to assist in determining appropriate math placement.
Math classes meet two hours per day except as otherwise noted.

0010090—Prep Math 1 (6 cr)

This course helps students improve basic math skills— whole
numbers, fractions, decimal fractions, decimal/fraction con-
versions, decimal/fraction/percent conversions and percents.
Students progress at their own rates to acquire entry-level math
skills for Prep Major Math for their occupational majors or
Math 100.

0010120—Prep Math II (6 cr)

(Prerequisite: Prep Math I) This course is for students who
progressed satisfacterily in Prep Math I but have not completed
the requirements for transfer into Prep Major Math for their
occupational majors or Math 100.

0008443—Prep Math (ABE) (6 cr)

This course is for pre-GED students enrolled in the Adult
Basic. Education (ABE) program. The content is the same as
Prep Math I but is designed specifically to prepare students for
the math portion of the GED test.

0010 Series—Prep Major Math I for Health Qccupations,
Business Occupations, Culinary Arts, Technologies or Trades
{6 cr) '

This course begins with an overview of basic mathematics
and includes special or advanced topics needed for the student's
selected major. Students progress at their own rates with the
objective of meeting—or exceeding—entry-level mathematics
skills for their selected majors.

0010 Series—Prep Major Math II for Health Occupations,
Business Occupations, Culinary Arts, Technologies or Trades
(6 cr)

(Prerequisite: Prep Major Math I) This course is for students

who progressed satisfactorily in Prep Major Math I but have
not completed the entry-level mathematics requirements for
transfer into their selected occupational fields.

0010128—Math 100—Introductory Algebra (6 cr)

Introductory algebra is for students who are not prepared to
enter intermediate algebra. Satisfactory completion of Math 100
signifies that the student is prepared to enroll in Math 120.
Depending on math ability, a sudent may be required to com-
plete satisfactorily the Prep Math course prior 1o enrolling in
Math 100.

0010240—Calculator Math (2 ¢r)
This 7'/2-week introductory course, offered twice each term,
features scientific and technical operations on Sharp and Hew
lett-Packard calculators. Designed primarily for students in o
preparing for Technologies or Trades, the course includes alj
gebraic operating method, reverse operating logic, introductio
to programming, hexadecimal/decimal conversions, trigond
metric functions and coordinate systems, logarithms, multiplg
memory problems, and applications for mathematics, physics
electronics and mechanics. Class meets one hour per day. Thiy
course is not eligible for Veterans Administration benefits.

27

0010125—Refresher Math (3 ¢r)

This is a six-week review of Introductary Algebra (Math
100). Offered cnly during the summer term, the cotrse includes
basic arithmetic, operations on numbers and polynomials, lin-
ear equations, factoring, measurement and formulas. Class meets
three hours per day. This course is not eligible for Veterans
Administration benefits,

COMMUNICATIONS

Communication courses are offered on three. levels. Prep
Language is an intensive course designed for students with
limited English proficiency. Language Development is an in-
dividualized course including the four basic communication
skills: speaking, listening, reading and writing with emphasis
on spelling, writing and good English usage. On the highest
level, emphasis is on occupational applications of all feur skills

.as they relate to the student’s intended majar.

0010461—Prep Language I (6 cr)

This is an intensive course in English. Students with limited
English proficiency will acquire effective speaking and listening
skills necessary for successful participation in T-VI preparatory
communications and survey courses, Class meets two hours’

per day.

0010463—Prep Language 11 (6 cr) : t

(Prerequisite: Prep Language I) This course is for students
who progressed satisfactorily in Prep Language I but did not
attain a level of communication skills necessary to transfer into
preparatory reading, communication and survey courses. Cilass
mects two hours per day.

0010471—Language Development I (6 cr)

This class helps students improve basic communications
skills—speaking, listening, reading and writing—on an indi-.
vidual basis. It helps them to follow oral and written instructions’
accurately and write, spell and use English comrectly. Class
meets two hours per day.

0010470—Language Development I1I (6 cr) .

(Prerequisite: Language Development I) This course is for
students who progressed satisfactorily in Language Develap-
ment 1 but did not attain the skills required to transfer into a
preparatory reading: course or the vocational field selected. Class
meets two hours per day. .

0008444—Language Development (ABE) (6 cr)

This course is for pre-GED students who are enrolled in the
Adult Basic Education (ABE) program. The course abjectives
are the same as for Language Development I, but the course.
is designed specifically to prepare students for the GED reading
class or Reading Improvement (ABE). Class meets for two,
hours each day.

0010 Series—Communications for Majors in Health Oc-
cupations, Business Occupations, Culinary Arts, Technol-
ogies or Trades (3 ct)

Students improve speaking, listening, reading and writing
skills as related to their chosen fields, They also leam reference
and study skills and the technical vocabulary for their chosen
prograrus.

0010 Series—Survey of Majors in Health Occupations,
Business Qecupations, Culinary Arts, Technologies or Trades
@cen)

Students Jearn more about the majors they have selected—
job expectations, job availability, methods, materials and op-
erations of each feld. This course is not eligible for Veterans
Administration benefis.



0010462—Prep Reading I (3 cr)

This course complements Prep Language. Students with lim-
ited English proficiency develop effective reading and writing
skills which help them become successful participants in T-VI
preparatory reading courses.

0010464—Prep Reading II (3 cr)

(Prerequisite: Prep Reading I) This course, as a complement
to Prep Language I, is for students who progressed satisfac-
torily in Prep Reading I but did not develop effective reading
and writing skills necessary for successful preparatory reading
and communication courses.

0010490~ Reading Improvement (3 cr)

This course helps students improve reading, vocabulary and
comprehension skills, All T-VI students are encouraged to take
this course. Performance objectives are mastered in word study,
comprehension, study skills, applied skills, spelling and vo-
cabulary building. After midterm, occupationally-related ma-
terials are a part of required reading.

0008445 —Reading Improvement (ABE) (3 cr)

This course is for pre-GED students enrolled in the Adult
Basic Education (ABE) program. The performance objectives
are the same a5 for Reading Improvement, but the course is
designed specifically to prepare students for the reading portion
of the GED test.

0010 Series—Reading for Business Oceupations, Technol-
ogies or Trades (3 cr)

This course is designed to help students build vocabulary
and increase comprehension particularly in materials directly
related to their chosen certificate or associate degree programs.
It is recommended both for prep students and those enrolled in
a8 major.

0010808—Introduction to Typing (3 cr)
This course is for students who want or need to learn type-
writing or general keyboarding skills. Students in Business

Occupations majors who have unique difficulties in learning
typewriting are encouraged to enroll. The course also is rec-
ommended for students preparing for Data Processing and other
majors requiring keyboard skills. This course is not eligible for
Veterans Administration benefits.

0010501—Introduction to Physics (3 o)

This survey course is desipned for students who plan to enter
most Trades or Technologies majors. Introduced are basic con-
cepts of work and energy, matter, forces, friction, heat, light,
electricity, sound and motion. The course creates an under-
standing of physics and its place in modemn technology.

0010492—Spanish for Beginners (3 cr)

Conversational Spanish for ron-Spanish-speaking students
who will be working in a bilingual society is taught in this
class. Information about the Spanish culture and an appreciation
of its customs and traditions are included. This course is not
eligible for Veterans Administration benefits,

(010493—Spanish for Beginners II (3 cr)

(Prerequisite: Spanish for Beginners f) A continuation of
Spanish for Beginners l. Offered on demand. This course is
not eligible for Veterans Administration benefits.

0010809—Thinking Strategies (3 cr)

This course is for students who want to improve their general
thinking abilities. Several theught processes are explored and
applied to general problem-solving situations, math, word prob-
lems, standardized testing, and group processes. The course is
especially recommended for students preparing for Data Pro-
icessing, Accounting, Electronics and other majors dealing with
trouble-shooting, and for students weak in math.

0010491—Writing Lab (3 cr)

This course emphasizes practice in clarity, brevity and con-
trol. Assigned exercises reflecting a student’s selected major
are evaluated frequently, A good understanding of the four
communication skills—speaking, listening, reading, writing—
and a sixth-grade rezding level are required,

(HE0502—Gencral Science (3 cr)

This course is designed especially for students preparing for
Health Occupations majors, but other students are invited to
enroll. The course surveys basic physics, chemistry and biology
with minimal use of mathematics.

(010130—English 100—Writing Standard English (3 cr)

Intensive study of grammar, syntax, punctuation and usage
is included, with concentrated practice in writing paragraphs.
Satisfactory completion of English 100 signifies that the student
is prepared to enter English 101, Depending on reading and
writing abilities, a student may be required to complete satis-
factorily the Language Development course prior to enrolling
in English 100.

0010145—Social Science 100—Introduction to Social Sci-
ences (3 cr)

This is an intensive skills improvement course in comm-
nications, reading comprehension, study techniques, and log-
ical reasoning which are required for further study in social
sciences, Included is an interdisciplinary introduction to an-
thropology, ecanomics, history, philosophy, political science
and psychology. Satisfactory completion of Sacial Science 100
signifies that the student is prepared to enter the introductory
course in any of the social science disciptines. Students enrolled
in Language Development must satisfactorily complete that
course prior to enroliment in Social Science 100,



0010785—FEmployahility Skills (3 cr)

This course is designed to make the student job-conscious,
self-assured and well-prepared for employment. Units include
self-assessment, résumé writing, applications, interviewing
techniques, on-the-job training, work samples, business vo-
cabularies, writing and composing letters, career exploration,
human relations, community resources and job market infor-
mation.

0010795—Targeted Instruction I (3 cr)

This course provides intensive, individualized instruction to
students who have potential for- participation in occupational
majors or academic programs butl need concentrated help to
complete the Preparatery Program. Students receive daily, in-
dividualized tutoring in a classroom setting.

0010800—Targeted Instruction II (3 or)

This course provides intensive, individualized instruction for
second-term students who continue o need concentrated as-
sistance in order to complete the program.

Speci

(Main Campus)

The Special Services program is designed to meet
the needs of handicapped students enrolled at T-VI.
Services are provided to prepare the handicapped
student for participation in the world of work and
higher education.

At the Developmental Studies level, career coun
seling, individual program planning, vocational as-
sessment, ancillary services, coordination with
community support agencies, and individualized in-
struction are provided. For students enrolled in cer;
tificate and associate degree programs, limiteg
curriculum adjustments are made to accommodatg
handicapping conditions. Follow-up services, such
as counseling, tutoring and job-seeking help, arg
provided.

Handicapped students entering T-VI through D
velopmental Studies take regular Preparatory coursey
and are eligible for placement in specially designed
support courses.

Referral to Special Services can be arranged
through the student’s department counselor/advisof,
support agency, admissions counselor/advisor, dr
directly by the interested student.

Hrs Cr

Support Courses Wk His
Mathematics........ooveieviiniennn, 10 s
Language ............... e 10 g
Employability Skills ................ 5 3
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0010741—Pretraining for Trades (3 cr)

This course provides preliminary exposure to industrial safety
concepts, tool identification and use, and other trades-related
skills. 1t is designed for students who have potential for and
have selected a Trades maior.

001046—Natural Science 160—Introduction to Natural Sci-
ences (3 cr)

This is an intensive skills improvement course in observation,
measurement, classification, space-time reiationships, com-
mwunications, reasoning, and comprehensive study techniques
which are required for further study in natural sciences. In-
cluded is an interdisciplinary introduction to biology, chemistry,
physics and earth sciences. Successful completion of Natural
Science 100 signifies that the student is prepared to enter the
introductory course in any of the science disciplines. Students
enrolled in Language Development must satisfactorily complete
that course prior to enrollment in Natural Science 100.

nl Services

Targeted Instruction...... Crreeaieees 5 3
Pretraining for Trades............... 5 3
COURSE DESCRIPTIONS

(010810—SS Prep Math I (6 cr)

This course provides small group instruction in basic math-
ematics skills—whole numbers, commor fractions, decimal
fractions, percents and conversions. The student is placed in a
self-paced, individualized, programmed math unit. Students
who make sufficient progress are moved into regular prepara-
tory courses.. The class meets two hours each day.

0010147—S8S Prep Math II (6 cr)

(Prerequisite: 5§ Prep Math I or Prep Math I) This course
is for students who have progressed satisfactorily in 85 Prep
Math I or Prep Math I but have not completed the requirements
for Prep Major Math or Math 100. The class meets two hours

per day.

0010784—S8S Language I {6 cr)

Small group instruction is provided in basic communication
skills—spelling, reading, wtiting, speaking and listening. The
course helps students follow oral and written instructions ac-
curately and write and use English correctly. Students who
make sufficient progress are transferred to regular preparatory
courses. The class meets two hours per day.

0010148—S8 Language I (6 cr)

(Prerequisite: 85 Language I or Language Development 1)
This course is for students who have progressed satisfactorily
in 8S Language | or Language Development I but have not
attained the sKills required to transfer into a regulat preparatory
reading course or the occupational or academic field selected.
The class meets two hours per day.
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BUSINESS OCCUPATIONS DEPARTMENT

Business Occupations Learning Centers

(Main and Montoya Campuses)

The BOLCs serve T-VI students and members of
the public who want to review or learn a particular
subject or skill individually.

Students may begin using these centers at any
time during a term and stop when personal goals
have been met. Instruction is offered on new equip-
ment including electronic typewriters, electronic
calculators, transcribing machines, word proces-
sors, microcomputers and audiovisual training aids.
Hours are arranged to suit individual needs when
equipment is available.

The Main Campus center, Room B-210, is open
from 7:20 a.m. to 9 p.m. Monday through Thurs-
day, 7:20 a.m. to 5 p.m. Friday, and 10 a.m. to 2
p.m. Saturday. For information, phone 842-6219.

The Montoya Campus center, Room H-127, is
open from 8 a.m. to 8:30 p.m. Monday through
Thursday and 8 a.m. to 4 p.m. Friday. For infor-
mation, phone 298-5461.

The fee is $20 per course.

SUBJECT/SKILL AREAS

Typing 1
Typing il

Typing 1II, Montoya Campus

Alphabetic Shorthand [

Century 21 Shorthand I, Main Campus

Forkner Shorthand I

Gregg Shorthand 1

Gregg Shorthand I1

Machine Shorthand

Shorthand Review

Shorthand Speedbuilding

Telephone Techniques

Communications Review

Proofreading

Business Mathematics Fundamentals

Business Mathematics II

Business Mathematics III, Main Campus

Electronic Calculating

Accounting Fundamentals

Records Management

Machine Transcription

Medical Transcription

Legal Transcription

Cash Register Operation

Microcomputer Courses

Lotus 1-2-3, Word Processing Labs

Word Processing, Main Campus, Word
Processing Lab

Word Processing, Montoya Campus, BOLC



COURSE DESCRIPTIONS
Typing 1

Typing I is an excellent audiovisual course for beginners or
for those who need a review of basic techniques and business
applications. The content emphasizes business letters, reponts
and tables.

Typing Il
(Prerequisite: Typing I or placement test) This continuation
of Typing [ emphasizes speed, accuracy and production.

Typing 111

(Prerequisite: Typing I or placement test) This course is a
continuation of Typing 11 with additional speedbuilding and
more complex produiction tasks including abstracted tables, line
justification and secretarial projects.

Alphabetic Shorthand I
This shorthand system uses alphabetic characters. Students
leam to read, write and transcribe shorthand notes.

Century 21 Shorthand 1
Students learn to read, write and transcribe this symbolic

shorthand system.

Forkner Shorthand 1
Students leam to read, write and transcribe this combination

alphabetic and symbolic shorthand system.

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

Gregg Shorthand 11

(Prerequisite: Ability to write Gregg shorthand at 50 words
per minute and transcribe into mailable form) Theory and brief]
forms are reviewed with emphasis on dictation and transcrip-
tion.

Machine Shorthand .
This course offers an introduction to this alternative short

hand system and provides a foundation for career growth i

the courts. “‘

Shorthand Review
This course is for students who have typing and shorthang
skills but need review and speedbuilding.

Shorthand Speedbuilding

This course is for individuals who have learned a shoithang
theory system and want to concentrate on building dictatiod
speed.

Telephone Technigques
Familiarization with accepted telephone manners and prac
tices is the objective of this mini-course.

Communications Review
Instruction is in grammar, spelling and punctuation.

Proofreading

This course creates an awareness of the most common lyp%s
of errors'in written messages and the standard marks for caf-
recting them.
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Business Mathematics Fundamentals
This course provides a review of the fundamental anthmeuc
operations in solving business problems.

Business Mathematics II
(Prerequisite: Placement test) The mathematics of interest,
marketing, payroll and taxes are included in this course,

Business Mathematics JII

(Prerequisite; Business Mathematics Il or placement test)
This course includes the mathematics for business ownership,
depreciation, compound interest, investments and statistics.

Electronic Calculating

Skill is developed on electronic-caleulators using the touch
method, This course is designed to assist students in acquiting
competence in business applications.

Accounting Fundamentals
This course gives the student a basic understanding of ac-
counting principles and their application.

Records Management
Basic principles of alphabetic, numeric and geographic filing
are covered.

Machine Transcription

(Prerequisites: Demonstrated English proficiency and 50 words
per minute typing skill) Instruction is provided in the use of
transcribing machines to prepare mailable business correspond-
ence.

Medical Transcription

(Prerequisites: Machine Transcription and 50 words per min-
ute ryping skill) This course develops familiarity with medical
terminology and transcription.

Legal Transcription

(Prerequisites: Machine Transcription and 50 words per min-
ute typing skill) Familiarity with legal terminology, forms and
transcription is developed.

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

Microcomputer Courses

Courses available are Computer Literacy, Keyboarding, BA-
SIC Programming, Word Processing, Electronic Spreadsheet
and Database Management. Computer Literacy is a prerequisite
for all other microcomputer courses listed above.

Lotus 1-2-3

Lotus concepts are taught through the use of exercises and
cases. The exercises range from simple to complex and include
the use of functions and commands such as statistical, database,
date arithmetic, data tables and keyboard macros,

‘Word Processing

(Prerequisites: English proficiency exam, Machine Tran-
scription and 50 words per minute typing skill) Training is on
various word processors with emphasis on the capabﬂmes and
mechanics of the machines,
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Business Assistance Center

The Business Assistance Center provides train-
ing, consulting and referrals to small business own-
ers and prospective owners. The center contains
resource materials such as self-paced instructional
programs, reference books, periodicals and com-
puter hardware and software. Consulting, which in-
cludes on-site visitations, is provided to qualified
applicants.

The center also acts as a business referral service
to help business owners and prospective owners lo-
cate other service providers from both private and
public sectors. These services are available to the
community; however, enroliment in a training pro-
gram may be required. '

The Business Assistance. Center is located in the
Business Occupations Building, Main Campus, 717
University SE. Hours are Monday through Friday,
8 a.m. to 5 p.m., telephone 848-1650.

CONTINUING EDUCATION DIVISION COURSE SUBSTITUTIONS

Enrolled Instructional Division students, or those who have dropped out of a Business Occupations program
but plan to return in a later term, may substitute certain courses in T-VI's Continuing Education Division for
some certificate requirements.

Classes which may be substituted are marked with a 3 in the Continuing Education Division section of this
catalog. The courses are:

Continuing Education Division Course Instructional Division Program  Substitutes for:

Auditing Accounting Auditing

Alphabetic Shorthand (50 wpm required) Office Occupations ABC Shorthand I

Beginning Shorthand (50 wpm required) Office Occupations Gregg Shorthand I

Intermediate Shorthand (70 wpm required) Office Occupations Shorthand II

Beginning Typing, Intermediate Typing Office Occupations Typing Lab I
(both required) (50 wpm required)

Business Mathematics, Electronic
Calculators and Filing (both required)

Small Business Management

Small Business Law

Salesmanship

Human Relations and Personnel
Development

Aclcouming Iand Il

Accounting 1
Secretarial Accounting
Income Tax Accounting
Microcomputing Today

Microcomputing Today
Business Mathematics, Electronic

Calculators and Filing
(both required)

Accounting and Business
Administration

All BOD Programs

All BOD Programs

Business Administration

All BOD Programs

Accounting and Business
Administration

Office Occupations

Office Qccupations

Accounting

Accounting and Business
Administration

Office Occupations

Office Qccupations

Accounting Math/
Calculators

Principles of Management

Business Law

Salesmanship

Human Relations

Accounting Principles |

Secretarial Accounting

Secretarial Accounting

Tax Accounting I

Introduction to Computer
Concepts

Information Processing
‘Concepts

Business Math/Calculators
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Accpunting
4 Terms (Main and Montoya Campuses) Business Communications II....... 5 3
*Social Science/Humanities
Accounting is an excellent field forpersons look- Elective ..covveriirnnieninnineannes 3
ing for a challenging career that has good potential *#Principles of Management.......... 5 3
for advancement.
Students in this program may earn an associate
degree or certificate. The degree is awarded to stu-
dents who complete both vocational and General Term 1l
Education courses. A certificate is awarded to stu- Intermediate Accounting Lab I..... 5 3
dents who complete the vocational component plus Tax Accounting L..........ooceniee. 5 3
additional specified courses. Proficiency certificates Accounting Computer Lab I ....... 5 3
are awarded for each course completed. Cost AcCounting ......coocovariness 5 3
Students have an employable skill after com- *Math 120—Intermediate Algebra.. 3
pleting all courses listed under Terms I and II. A **Support Course......ooouerinenninn. 5 3
student leaving the program at this point will receive
a bookkeeping certificate if the request is made within
12 months of the exit date.
Students may select from a number of support Term IV ]
courses, at least two of which must be accounting Intermediate Accounting Lab II.... 5 3
courses. A minimum of 15 students is required for Business Law....c.oooviiivnaene 5 3
a support course to be offered. A typing skill of 25 Accounting Computer Lab 1T ... 5 3
words per minute is required of students before they Two (2) Accounting Support
enroll in some second term courses. Typing courses . CoUrses ....ooovvviiummerianaennes 10 6
are available in the Department of Developmental Math 145—Intreduction to
Studies and the Business Qccupations Learning Probability and Statistics ........ 3
Centers. *English 101—Writing with
Some T-VI Continuing Education Division courses Readings in Exposition (this
may be substituted for courses in the Accountin course may be taken any term) . ___ 3.
program (see list on page 32). Several courses in ’ Totals......oevveennrinninnnen. 1500 66
- this program may be transferred to four year insti
tutions.
Students receiving Veterans Administration edu- .
cation benefits receive only partial benefits'if they Accounting Support Courses
elect the supervised work experience in the fourth Advanced Accounting .............. 5 3
term. Auditing ... 5 3
A $10 supply fee is charged each term. Governmental Accounting.......... 5 3
Managerial Accounting ............. 5 3
ACCOUNTING PROGRAM Tax Accounting IL................... 5 3
Hrs Cr
Term I Wk Hry
Accounting Principles Lab I ....... 10 6 Support Courses
Accounting MatN(?alc_ulators 5 3 Financial Analysis ........... Creeare 5 3
*gum"i“éS‘i“{“:l“lca“O"sll """" 5 3 Supervised Work Experience....... 10 6
pecfmmunicat?oirpersona § lnvestmcn&s ..... s 5 3
NP AR e h Money and Banking ................ 5 3
::ﬁﬁgzﬂcﬁzﬁfgrﬁuﬂ:;S;V?;'h? """ 5 3 Principles of ECONOMCS.........o.. 5 3
' | Principles of Finance ............... 5 3
WEEKS). ...cvveiree i > 4 Principles of Management.......... 5 3
Term If
Accounting Principles Lab Il ...... 10 *General Education courses required for associate

degree. Course descriptions on pages 23-25.

Introduction to Computer
**Required courses for the certificate program only.

CONCEPLS «oevvvaivniiiinneriianes 5




COURSE DESCRIPTIONS

0410018—Accounting Principles Lab I (6 cr)
(Prerequisite or corequisite: Accounting Math) This is an
introductory course in the theory and practice of accounting.

0410126-—Accounting Math/Calculators (3 cr)

This course covers basic arithmetic operations, familiarizes
the student with a wide range of accounting procedures for
which mathematics is required, and develops touch method
skills using electronic calculators.

0410401—Business Communications I (3 cr)

The student leamns 10 communicate effectively through the
study of writing fundamentals, Students also have the oppor-
tunity to develop oral and listening skills.

041815—Human Relations (7V/2 weeks) (2 cr)

This course deals with employee attitudes toward themselves
and others. The importance of interpersonal -relationships and
the work ethic is stressed,

(410805—Introduction to Business (71/: weeks) (2 cr)

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

0410065—Accounting Principles Lab I (6 cr)

(Prerequisites: Accounting Principles Lab I, A ccouniing Math/
Calculators) Planning of and accounting for the partnership and
corporate forms of business organization are coverad, A brief
introduction to cost accounting also is included. Upon suc-
cessful completion of this course, the student should be a com-
petent bookkeeper for most small business organizations.

0410699 —Introduction to Computer Concepts (3 cr)

(Prerequisite: 25 words a minute typing skill) This course
covers manual and automated information systems, computer
hardware, datz entry, business software applications and BA-
SIC programming language. Hands-on experience with micro-
computers is provided.

0410423—Business Communications I1 (3 cr)
(Prerequisites: Business Communications I and 25 words a
minute typing skill) The student leamns to write effective busi-
ness letiers, reports and memoranda. Continued use of oral
communication and listening skills is stressed.

0410814—Principles of Management (3 ¢r)

This introductory course helps the student understand basic
management functions including planning, organizing, staffing,
directing and controlling.

0410112—Intermediate Accounting Lab I (3 cr)
{Prerequisite; Accounting Principies Lab I This lab em-
phasizes accounting theory, concepts and their practical appli-
cation. It focuses attention on the use of accounting data as a
basis for decisions by management, stockholders, creditors and

r

other users of financial statements and accounting reports.

0410191—Tax Accounting I (3 cr)

(Prerequisite: Accounting Principles Lab I) This course pri-
marily examines the fundamental characteristics of federal in-
come taxes as applied to individuals,

0410213-—Accounting Computer Lab I (3 er)

(Prerequisites: introduction to Computer Concepts, Account-
ing Principles Lab Iy This microcomputer lab is divided into
two 71/2-week blocks including electronic spreadsheets and mi-
crocomputer accounting. Students use prepared business soft-
ware to solve business problems.

0410172—Cost Aecounting (3 cr)

(Prerequisite: Accounting Principles Lab IT) This course em-
phasizes construction and manufacturing as compared to mer-
chandising or service businesses, The student performs the
accounting operations for estimating ‘and bidding.

0410159—Intermediate Accounting Lab II (3 er)

{(Prerequisite: Intermediate Accounting Lab D Accounting
for capiral stock transactions, dividends, retained earnings, in-
come tax allocation, error correction, long-term investments,
amortization schedules, statements from incomplete records,
flow of funds statements, and analysis and interpretation of
financial statements are covered in this course.

0410782—Business Law (3 cr)

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

0410214—Accounting Computer Lab IT (3 cr)

(Prerequisites: Introduction to Computer Concepts, Account-
ing Principles Lab 1) This microcomputer lab is divided into
two 7'/>-week blocks including payroll and inventory control.
Students use prepared business software,

0410218—Advanced Accounting (3 cr)

(Prerequisite: Intermediate Accounting I) Accovuting for in-
stallment and consignment sales, advanced partnership ac-
counting, fund accounting, and accounting for business
combinations are covered.

0410846—Auditing (3 er)

(Prerequisite: Accounting Principles Lab II) Auditing pro-
cedure, and reports and working papers used in financial in-
vestigations are studied and analyzed. Audit practices with
verification of assets, liabilities, expense and revenue accounts
are stressed. Internal conteol techniques are studied with the



idea of developing the student’s ability to conserve company
assets.

0410832—Governmental Accounting {3 cr)

(Prerequisite: Accounting Principles Lab IT) This course pro-
vides the student with additional accounting training for gov-
emment and other nonprofit entities.

0410200—Managerial Accounting (3 cr)

(Prerequisite: Accounting Principles Lab If) Swudents Tearn
how accounting data can be interpreted and used by manage-
ment in planning and controlling business activities,

0410215—Tax Accounting II (3 er)

(Prerequisite; Tax Accounting I} This course examines cor-
porations, estate and gift taxes, fiductaries, tax planning and
tax shelters.

0410133—Financial Analysis (3 cr)

(Prerequisite: Accounting Principles Lab IT) This course cov-
ers the gathering and analysis of financial data in @ manner that
aids management in the decision-making process, ’

0410953—Supervised Work Experience (6 cr)
(Prerequisite: Accounting Principles Lab IT) Students work
a minimum of 150 hours at accounting-related supervised work
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stations. The student trainee is paid by the cooperating firm
and supervised jointly by T-VI and the employer.

0410217—Investments (3 cr)
(Prerequisite: Accounting Principles Lab If) Students study
investment analysis, management, objectives, values and risks.

0410219—Money and Banking (3 er)

(Prerequisite: Accounting Principles Lab IT) This course cov-
ers the nature, history and functioning of money-creating in-
stitutions. Techniques developed for institution control and the
interrelations between monetary, price and employment theo-
ries are included.

0410856—Principles of Economics (3 ¢r)

The econcmic system is studied from micro- and macro-
economic perspectives. Emphasis is on supply and demand,
production, savings, consumption and investment, pricing, mixed
economy, money and banking, and governmental fiscal policy.

06410216—Principles of Finance (3 ¢r)

(Prereguisite: Accounting Principles Lab II) Concepts and
theories of finance are covered including the history of money,”
monetary systems and credit. Forms of business organizations,
capital budgeting, source of funds, marketing securities, capital
structure, foreign expansion and reorganization of a business
firm are examined.

Business|Administration

3 Terms (Main Campus)

The Business Administration program is designef

io develop the skills, knowledge and attitudes whi
enable individuals to function in decision-maki
positions. Business knowledge of a general natuge
is combined with basic accounting skills and spect
support courses to prepare students for a variety ¢f
job options in the business community.

A certificate is awarded to those students who
complete the three-term program. Students receiye
a proficiency certificate for each course completed.

Students may select any of the listed suppdrt
courses to prepare for their employment goals.
all support courses are offered each term, and|a
minimum of 15 students is required for a support
course to be offered. Courses from other programs
may be substituted for Business Administration sup-
port courses with departmental approval.

A typing skill of 25 words per minute is required

before students can enroll in some second-term
courses. Typing courses are available in the De-
partment of Developmental Studies and the Busi-
ness Occupations Leamning Centers.

Students acquire an employable skill after suc-
cessful completion of all courses listed under Terms
I and II. If a student leaves the program at this point
a bookkeeping certificate is awarded if 2 request is
made within 12 months of the exit date.

Some T-V!I Continuing Education courses may be
substituted for courses in the Business Administra-
tion program (see list on page 32). Several courses
in the program may be transferred to four-year in-
stitutions.

Students receiving Veterans Administration edu-
cation benefits receive only partial benefits during
a term in which they elect to take supervised work
experience.

A $10 supply fee is charged each term,
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BUSINESS ADMINISTRATION PROGRAM

. ' Hrs  Cr
Term [ Wk  Hrs
Human Relations (7'/2 weeks)... 5 2
Introduction to Business (7'/2
weeks) oo, 5 2
Accounting Principles Lab I..... 10 6
Accounting Math/Calculators.... 5 3
Business Communications I ..,... 5 3
Term lI
Accounting Principles Lab 11.... 10 6
Introduction to Computer
Concepts......c.ovuenvveninnn.., 5 3
Business Communications II . .., 5 3
Principles of Management ....... 5 3
Term LI
Business Law ........ vereeas 5 3
Principles of Marketing .......... 5 3
Financial Analysis................ 5 3
Salesmanship ..................... 5 3
Support Course ................... 5-10  3-6
Totals .........covvevvnen 1125-1200 46-51
Support Courses
Cost Accounting.................. 5 3
Principles of Economics ,....... . 5 3
Entrepreneurship Lab ............ 10 6
Principles of Finance............. 5, 3
Money and Banking.............. 5 3
Supervised Work Experience ..., 10 6
COURSE DESCRIPTIONS

0413815—Human Relations (712 weeks) (2 er)

This course deals with employee attitudes toward themselves
and others. The importance of interpersonal relationships and
the work ethic is stressed.

0413130—Intreduction to Business (71/2 weeks) (2 cr)

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

0413019—Accounting Principles Lab I (6 cr)

(Prereguisite or corequisite: Accounting Math/Calculators)
This is an introductory course in the theory and practice of
accounting.

0413127-—Accounting Math/Calculators (3 cr)

This course covets basic arithmetic operations, familiarizes
the student with a wide range of business applications for which
math is required, and develops touch method skills using elec-
tronic calculators.

0413402—Business Communications I (3 cr)

The student leams to communicate effectively through the
study of writing fundamentals. Students also have the oppor-
tunity to develop oral and listening skills.

0413066—Accounting Principles Lab II (6 cr)
(Prerequisites: Accounting Principles Lab I, Accounting Math/
Calculators) This is a continuation of Accounting 1. Planning
and accounting for the partnership and corporate forms of busi-
ness organization are covered. A brief intraduction to cost ac-
counting also is included. Upon successful completion of this
course, the student—with minimum supervision—should be a
competent bookkeeper for most small business organizations,

0413324—Introduction to Computer Concepts (3 cr)

(Prerequisite: 25 words a minute ftyping skilf) This course
covers manual and automated information systems, computer
hardware, data entry, business software applications and BA-
SIC programming language. It provides hands-on experience
with micrecomputers.

0413422—Business Communications IT {dcer)

(Prerequisites: Business Communications I and 25 words a
minure typing skilly A student completing this course is able to
write effective business: letters, reports and memoranda, Use
of oral communications and listening skills is stressed.

0413793—Principles of Management (3 cr)

In this introductory course, students develop an understand-
ing of the basic management functions including planning,
organizing, staffing, directing and controling.

0413725—Business Law (3 cr)

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



0413744—Principles of Marketing (3 cr)

This course is designed to study total marketing concepts-—
from the production of goods to delivery to the potential cus-
tomer—Ifrom a management point of view.

0413113—Financial Analysis (3 cr)

(Prerequisite: Accounting Principles Lab IT) This course cov-
ers the gathering and analysis of financial data in a manner that
aids management in the decisien-making process.

0413174—Salesmanship (3 cr)
Personal selling skills are accented along with how to pro-
mote oneself, goods and services.

0413272—Cost Accounting (3 cr)

(Prereguisite: Accounting Principles Lab IT) This course em-
phasizes construction and manufacturing as cempared to mer-
chandising or service businesses. The student performs the
accounting operations for estimating and bidding. Labor and
overhead factors of production are studied, and reports are
prepared.

0413855—Principles of Economics {3 cr)

The economic system is studied from both micro- and macro-
economic perspectives, Emphasis is on supply and demand,
production, savings, consumption and investment, pricing, mixed
economy, money-and banking, and governmental fiscal policy,

0442026 —Entrepreneurship Lab (6 cr)

During the first few days of the term, the instructor meets
with each student to determine specific goals, problems or

71/2 Weeks (Main Campus)

Persons who want to leamn a skill quickly and fin
a job as soon as possible should consider this cash
ier-sales program.

It is a course for those preparing for distributio
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needs. Programs are then tailored to the individuat students,
who progress at their own speeds. Most of the daily tasks/
activities are accomplished through the use of learning modules.
Special workshop or seminar-type activities are scheduled
throughout the term to deal with common areas of concern
including time management, value clarification, improving su-
pervisory skills, interpersonal communication skills and stress
managemént.

0410216—Principles of Finance (3 cr)

(Prerequisite: Accounting Principles Lab II) Concepts and
theories of finance are covered including the history of money,
monetary systems and credit. Forms of business organizations,
capital budgeting, source of funds, marketing securities, capital
structure, foreign expansion and reorganization of a business
firm are examined.

0410219—Money and Banking (3 cr)

(Prerequisite: Accounting Principles Lab If) This course cov-
ers the nature, histery and functioning of money-creating in-
stitutions. Techniques developed for institution control and the
interrelations between monetary, price and employment theo-
ties are included.

0413958—Supervised Work Experience (6 cr)

(Prereqms:re Accounting Principles Lab ) Students work
a minimum of 150 hours at business/raining-related supervised
work stations. The student trainee is paid by the cooperfating
firm and supervised jointly by T-VI and the employer.

Cashier-Sales ;
CASHIER-SALES PROGRAM
Hrs Cr
Course Requirements Wk Hrs
Cashier-Sales Education Lab....... 15 §
Supervised Work Experience....... 10 3
TOtalS . o eeeeeceeeeeiieeiinnenaad .0 187 8

of goods and services to the public including ali
retail, wholesale and service occupations. It als

will benefit students who want to explore sales as
a possible career.

The cashier-sales faboratory teaches the skills ¢f
salesmanship, the cash register touch system
human relations. Students work with various makgs
and models of electromechanical and electronic ca
registers, a computerized cash register/scanner afd
produce-calculating scales.

The 7'/2-week program prowdes up to 112 houfs
of classroom instruction and a minimum of 75 hours
of paid supervised work experience with an ap-
- proved cooperating employer. Students who com-
plete the course receive certificates.

This program does not qualify students for Ve
erans Administration training benefits or other stu-
dent financial aids.

A $10 supply fee is charged.

g

COURSE DESCRIPTIONS

0420020—Cashier-Sales Education Lab (5 cr)

Students learn the techniques of operating the cash register.
Merchandising math, store salesmanship and retailing also are
covered.

0420954—Supervised Work Experience (3 cr)

Students work a minimum of 75 hours at retailing-related,
teacher-approved work stations, The student trainee is paid by
the cooperating employer and supervised jointly by T-VI and
the employer. There are times when it is impossible to place
all students in work stations because of local employment re-
quirements.
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Entrepreneurship
(Small Business Start-up and Operation)

-

1 Term (Main Campus)

The Entreprencurship program is for persons who
plan to open a small business and those who own
or manage a business and want further training in
fundamental business principles and operations. The
program emphasizes business start-up and operation
through the first year. Through instructor/student
consultation, students are able to tailor the course
to meet their specific needs.

A partial list of business topics covered is as
follows:

Entrepreneurship—What’s It All About?

Day-to-Day Management Skills

Goal Setting for the Business

Self-Motivation

Business Plan Development

Licensing Procedures

Accounting Systems

Customer Development and Relations

Credit Procedures and Collections

Pricing for Profit

Sales Promotion

Contracts

Inventory Control

Employer-Employee Relations

Tax Report Procedures

Students completing the 150-hour program are
issued certificates.

A 310 supply fee is charged.

ENTREPRENEURSHIP PROGRAM

Hrs Cr
Course Requirements Wk Hrs
Entrepreneurship Lab............... 06
Totals....ocovnveniiiin, 150 o
COURSE DESCRIPTION

0442026—Entreprencurship Lab (6 cr)

During the first few days of the term, the instructor meets
with each student to determine specific goals, problems or
needs. Programs are then tailored to the individual students,
who progress at their own speeds. Most of the daily tasks/
activities are accomplished through the use of leaming modules,
Special workshop or seminar-type activities are scheduled
throughout the term to deal with common areas of concern
including time management, value clarification, improving su-
pervisory skills, interpersonal communication skills and stress
management,

Legal Assistant Studies

(Associate in Applied Science Degree)

4 Terms (Main Campus)

The purpose of the Associate in Applied Science
Degree in Legal Assistant Studies is to train qual-
ified men and women for entry into the legal profes-
sion. Students learn about the nature and philosophy
of fundamental legal theory, the legal system and
how that system relates to other disciplines, and the
professional responsibilities of the legal assistant.
The ethical and moral issues inherent in the practice
of the profession also are stressed.

Legal assistants are skilled professionals who per-
form tasks and services under the direct supervision
of a licensed attorney. Responsibilities include sta-
tistical and record research, data analysis, drafting
legal documents, and interviewing and assisting

clients and witnesses. Employment opportunities in-
clude placement as a legal assistant in legal firms,
corporate legal departments, insurance companies,
real estate and title insurance firms, and banks. Pub-
lic sector opportunities with community legal ser-
vice programs and federal, state and local government
agencies are expected to increase over the next few
years.

To eamn an associate degree, a student must suc-
cessfully complete 63 credit hours of laboratory work,
related legal theory and General Education courses.
Proficiency certificates are given to students for each
course completed.

A $10 supply fee is charged each term.



ASSOCIATE IN APPLIED SCIENCE/

LEGAL ASSISTANT STUDIES
TermI Cr Hrs
Legal Assistant 101—Introduction to
Legal Assistant Studies......ccocevinninan, o 3
Legal Assistant 102—Business
Organizations............oociiiiiiianninnia, 3
*Computer Science 101—Computer
) 1) v T 3

*Psychology 101—General Psychology I...... 3
*English 101—Writing with Readings in
EXposition ....oveuvvivnivneiienian. crieeriien 3

Term I _

Legal Assistant 111—Introduction to
American Law, the Legal System and
Ethics

Legal Assistant 121—Legal Research and
Effective Use of Legal Materials

Legal Assistant 122—Survey of Civil
Practice with Emphasis on Torts............

*Speech 221—Interpersonal Communication ..
*English 119—Technical Communications ....

Term Il

Legal Assistant 201—Contract Law........... 3

Legal Assistant 202—Legal Analysis and

WItDE ..., 3

Legal Assistant 203—Civil Litigation,
Investigation and Discovery.................

*Math 120—Intermediate Algebra.............. 3

*Political Science 200-—U.S. Politics..........

Term IV J

Legal Assistant 211—Real Estate Law .......
Legal Assistant 221—Wills, Probate and Estate

Planning
Legal Assistant 222—Supervised Work
Experience........covviiiiiiiiiiiiiiiiiaas
*Math 145—Introduction to Probability and
StatIStICS «.nvvvviiaeseirar i iaera

......................................

Support Course .....vivvrevenieniieriiannane, B
Total................ e eseiieatarr e Qa3

*General Education courses. Course descriptior
on pages 23-235.

Support Courses

Legal Assistant 230—Advanced Civil
Litigation . ...covvvinrnniiiiiiiiiiiiiiieins

Legal Assistant 232—Personal Injury: Legal
and Medical ASpectS.....c.ccveiriinianrneinns

Legal Assistant 234—Administrative Law ...

Legal Assistant 236—Discrimination/Labor/
Employer-Employee Relations..............

Lad L) L)

Lad

Lad

[~

3
COURSE DESCRIPTIONS

0460425—Legal Assistant 101—Introduction to Legal As-
sistant Studies (3 cr} -

This course covers the definition and role of the legal as-
sistant, human relations, law office management technigues,
legal terminology, interviewing techniques and methods’of dis-
covery.

0460428—Legal Assistant 102—Business Organizations (3
cr)

Various types of business entities including corporanons
partncrshlps. joint ventures and sole proprietorships are ex-
amined in this course.’ '

0460438—Legal Assistant 111—Iniroduction to American
Law, the Legal System and Ethics (3 cr)

The American judicial system is studied with focus on New
Mexico's state judicial system. Covered are a study of the
nature, meaning and sources of law, histery of Anglo-American
law, organization of modern legal systems, trends in the legal
profession, and an overview of different legal areas including
family law, corporations, estates, wills, real estate, criminal
law, torts and contracts. An explanation of social and ethical
problems associated with the legal profession is included. .

0460439—Legal Assistant 121—Legal Research and Effec-
tive Use of Legal Materials (3 cr)

(Prerequisites: Computer Science 101, English 101) The stu-
dent is introduced to use of legal materials and performs basic
Iegal research using primary and secondary legal sovrces.

0460453—Legal Assistant 122—Survey of Civil Practice with
Emphasis on Torts (3 cr)

The student is given an overview of the trial process from
initial complaint through ultimate judgment. Emphasis is on
drafting and filing procedures and various types of pleadings.
Rules of Civil Procedure are reviewed.

0460504—Legal Assistant 201—Contract Law (3 cr)

This course is an introduction to the law of contracts, rights
and responsibilities, consideration, types of contracts, remedies
and assignments.

0460505—Legal Assistant 202—Legal Analysis and Writing

“(3 er)

The student is introduced to the reading of case law and
writing of abstracts, memoranda and analyses of cases.

0460506—Legal Assistant 203—Civil Litigation, Investi-
gation and Discovery (3 cr)

Jurisdiction, commencement of actions, semcc of process,
pleadings and discovery are discussed in this course, Also in-
cluded are preparation of interrogatories, requests, rules of
evidence and appellate procedure.

0460525—Legal Assistant 211—Real Estate Law (3 cr)

This course is designed to provide knowledge of the fun-
damental rights of ownership, obligations of the real estate
agent regarding contractual encumbrances, transfers, fiduciary
rights and obligations owed to the parties represented, and basic
contract law.

0460526—Legal Assistant 221—Wills, Probate and Estate

Planning (3 cr)
This course covers drafting of wills and trusts, administration

of estates, formal and informal probate proceedings and estate
tax returns.
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0460959—Leganl Assistant 222—Supervised Work Experi-
ence {6 cr)

(Prerequisites: All cotirses in first three terms) Students work
aminimum of 150 hours at legal-assistant-related work stations.
The student is paid by the cooperating firm and jointly super-
vised by T-VI and the'employer.

0460527—Legal Assistant 230—Advanced Civil Litigation
(3 cr)

(Prerequisite: Legal Assistant 203) This course covers theory
of the case and type of relief to be sought, arbitration, habeas
corpus, assembling, evidence, obtaining records, preparing trial
folder, pretrial discovery, preparation of final orders or judg-
ments, restraining orders and appeal proceedings.

0460528—Legal Assistant 232—Personal Injury: Legal and
Medical Aspects (3 er)

(Prerequisite: Legal Assistant 122) This course deals with
personal injuries and litigation in the areas of tort, workers’
compensaticn and social security,

0460541-—Legal Assistant 234—Administrative Law (3 cr)

Studies pentaining to policies and practices of governmental
agencies, and state and local administrations are included in
this course.

0460542—Legal Assistant 236—Discrimination/Labor/Em-
ployer-Employee Relations (3 cr)

This course includes an overview of hiring and firing, wages,
grievance investigations, union and nonunion operations, ef-
ficient resolution of problems and controversies, employer pre-
ventive programs, discipline, wrongful discharge, employment
records maintenance, safety and health, and liability.

Legal Office Worker

1 Term (Main Campus)

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

There is a typing prerequisite of 50 words per
minute.

The course provides a basic background in legal
terminology, procedures, grammar, punctuation,
machine transcription, word processing concepts and
machine operation on modemn equipment.

Students who complete the program receive pro-
ficiency certificates.

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

A $10 supply fee is charged.

LEGAL OFFICE WORKER PROGRAM

Hrs Cr
Term | Wk Hrs
Word Processing Concepts (7'/2
weeks). oo 5 2
Word Processing Operation (7'/2
7 ) U 5 2
Grammar/Punctuation............... 5 3
'Legal Terminology/Procedures..... 5 3
Legal Typing .....coovvvvvvinninnnnn. 5 3
Totals.......... e et b, 300 13

COURSE DESCRIPTIONS

0450709—Word Processing Concepts (7V/: weeks) (2 cr)

This introductery course helps the student understand the
purpose, organization and application of word processing in
the legal field.

0450727—Word Processing Qperation (72 weeks) (2 cr)

Students receive an intreduction to operation of text-cditing
word processors with emphasis on the capabilities and me-
chanics of the machines.

0450404—Grammar/Punctuation (3 cr)
Students review grammar, punctuation and spelling, and are
encouraged to develop oral communication and listening skills,

0450027-—Legal Terminology/Procedures (3 ¢r)

Meaning and spelling of legal terminelogy, familiarization
with legal procedures, and client relationships are included in
this course.

0450745—Legal Typing (3 ¢r) _ .

Instruction is in the preparation of mailable legal comrespend-
ence and forms from different types of input including machine
transcription, capy type and preprinted forms.



Merchandising

1 Term (Main Campus)

The Merchandising program provides a basic
foundation for entry into the broad merchandising
field.

Persons interested in a people-oriented career in
retailing, merchandising and sales will like the em-
ployment opportunities this program offers. Entry-
level jobs may have non-traditional work hours.

The Merchandising Lab course includes sales-
manship, merchandising, retailing, communica-
tions, human relations, math and cashtering.

The program offers 2235 hours of instruction and
a minimum of 150 hours of paid supervised work
experience with an approved cooperating employer.
Graduates receive proficiency certificates.

This program does not qualify students for Vet-
erans Administration training benefits or other stu-
dent financial aids.

A $10 supply fee is charged.

MERCHANDISING PROGRAM

Hrs Cr

Course Reguirements Wk Hrs
Merchandising Lab ..... e R 9
Supervised Work Experience....... 10 6
Totals. .oovvei e i 375 15

COURSE DESCRIPTIONS

0440025—Merchandising Lab (9 er)

The student combines oral communication and human re-
lations skills with selling techniques. Principles of merchan-
dising goods and services and a basic knowledge of rerailing
are emphasized. Students perform basic math functions needed
for calculation of profit, pricing, mark-up, mark-down, dis-
counts and payroll. Techniques of operating various cash reg
isters are emphasized along with how to solve procedural pmb]ems1
that occur at a register.

0440955—Supervised Work Experience (6 cr)

Students work a minimum of 150 hours at retailing-related
teacher-approved work stations. The student traince is paid by
the cooperating employer and supervised jointly by T-VI ang
the employer. There are times when it is impossible to placg
all students in work stations because of local employment rep
quirements.

4

Office Occupations

3 Terms (Main and Mentoya Campuses)

Career opportunities in office occupations are un-
limited. More and more businesses are actively
looking for office workers—both men and women—
who have the potential to be promoted to admin-
istrative positions. The office worker has a choice
of many fields: legal, medical, governmental, tech-'
nical, service and educational. ’

The Office Occupations program prepares stu-
dents for receptionist, clerical, and medical recep-
tionist positions. In addition, the program offers
support courses which qualify graduates for secre-
tarial and stenographic positions.

Students acquire an employable skill upon suc-
cessful completion of the second term. If a student
leaves the program at this point, a receptionist cer-
tificate is awarded if requested within 12 months of*
the exit date. )

Students who continte into the third term choose
a lab from one of four specialty options: Simulation
Lab, Supervised Work Experience, Information
Processing Lab or Medical Records/Receptionist Lab.
All options are not offered every term nor at each
campus. Students completing the three terms earn
a certificate indicating the specialty area.

Students who also demonstrate a shorthand pro-
ficiency receive a certificate in secretarial occupa-
tions. Proficiency certificates are given to students
for each course completed.

Office Occupations labs and classrooms contain
modem equipment including electric and electronic
typewriters, electronic calculators, transcribing ma-
chines, word processors, microcomputers and in-
dividualized learning equipment.

An entering student with a strong background in
clerical or secretarial skills may waive any course
by examination and substitute a more advanced course
or add a support 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-VI Continuing Education Division courses
may be substituted for courses in the Office Occu-
pations program (see list on page 32}).

A $10 supply fee is charged each term.
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OFFICE OCCUPATIONS PROGRAM

frs Cr
Term I Wk Hrs
Typing Lab I......................... 16 6
Office Communications I...... 5 3
Business Math/Calculators.......... 5 3
Human Relations (7'/2 weeks) ..... 5 2
I[nformation Processing Concepts
(72 weeks) .oooeenieviniiiinninns, 5 2
Term Il
Typing LabIL....o.coooooiiiil, 10 6
Office Communications II.......... 5 3
Secretarial Accounting .............. 5 3
Word Processing ....... . 3 3
Term Ilf
Lab Option........ e r e ranas 10 6
Information Processing Lab
Medical Records/Receptionist
Lab
Office Simulation Lab III
Supervised Work Experience ‘
Office Communications III .. ....... 5 3
Business Procedures ................ 5 3
Machine Transcription (skill
building)..........ooiviiinne. _ 5 3
Totals.............. et 1125 46
Support Courses
Business Law....... ettt 5 3
Cashiering ...........c.ovvveenninnnn. 5 3
Introduction to Business (71/2
weeks).......... i iiereennranes 5 2
Principles of Management.......... 5 3
Shorthand I*...........ccooonvinn ity 5 3
Shorthand IT*........................ 5 3
Shorthand IH*....................... 5 3

*Shorthand proficiency is required for a secretarial
certificate and Shorthand is an additional course
each day.

COURSE DESCRIPTIONS

0430021—Typing Lab I (6 cr)

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

0430403—0ffice Communications I (3 er)

This course is an introduction to oral and written commu-
nications with emphasis on vocabulary building, spelling,
grammar, punctuation, oral expression and listening skills,

0420325—Business Mathemnatics/Calculators (3 cr)
This course features a combined approach to teaching busi-
ness mathematics and calculaters, Students receive a thorough

review of math fundamentals and their applications in solving
business problems. Calculator instruction stresses use of the
touch method.

0430818—Human Relations (7'/z weeks) (2 cr)

This course deals with employee attitudes toward themselves
and others. The importance of interpersonal relationships and
the work ethic is stressed.

0436819—Information Processing Concepts (7'/z weeks) (2
cr)

This course provides the student with an understanding of
the computer and the word processor—how they work, how
they process data to produce useful information, and how they
can be integrated as a tool in the work envitonment,

0430067/0430077—Typing Lab II (6 cr)

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

0430431—0Office Communications I1 (3 cr)

(Prerequisites: Typing I, Office Communications Iy This course
Is a continuation of Office Communications I with greater em-
phasis on punctuation, and sentence and paragraph censtruc-
tion. Students receive an introduction to telephone techniques
and machine transcription.

0430773—Secretarial Accounting {3 cr)

{Prerequisite: Business Mathematics!Calculaiors) This course
is a study of the complete bookkeeping cycle including prep-
aration of the balance sheet, income statement and worksheet,
Emphasis is on journalizing, posting, accounts payable and
accounts receivable. Payroll accounting also is covered. Stu-
dents complete a computerized practice set.

0430759—Word Processing (3 er)

(Prerequisites: Typing I, Information Processing Concepts)
Students receive instruction in the use of text editing word
processors and word processing software on the microcom-
puter. Emphasis is on practical office applications,

0430820—Information Processing Lab (6 cr)

(Prerequisites: Typing If, Word Frocessing, Information Pro-
cessing Concepts) Advanced instruction is provided in the use
of microcomputer/word processing equipment, Applications in-
clude advanced word processing, electronic spreadsheets, list
processing and databasc management.

0430202—NMedical Records/Receptionist Lab (6 cr)
(Prereguisites: Typing Il, Word Processing, Business Math!
Calculators, Office Cornmunications IN Course content includes
basic anatomy, medical terminology, transcription, word pro-
cessing, record keeping, insurance form completion, appoint-
ment kandling, telephone techniques and medical ethics.

0430114—Office Simulation Lab III (6 cr)

(Prerequisite: Typing 1l prerequisite or corequisite: Sec-
retarial Accounting) Students practice time management, de-
cision making and priority setting in a realistic office setting.
This lab offers the culmination of clerical applications using
modem electrenic typewriters, word processors, machine tran-
scribers, electronic calculators and telephones. A typing speed
of 60 words per minute should be reached at the end of the
course.



0430957—Supervised Work Experience Lab (6 cr)

{Prerequisites: Typing Lab I, 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 supervised jointly by T-V1 and the em-
ployer,

0430440—O0ffice Communications IIT (3 cr)

(Prerequisites: Typing 1, Office Communications II) Princi-
ples of writing and composing business correspondence are
covered. Continued emphasis is on grammar, punctuation,
spelling, oral communication and listening skills.

0430794—Business Procedures (3 cr)

(Prereguisites: Typing I, Office Conmunications H) Office
procedures, records management, human relations and job port:
folio preparation are included in this course.

0430725—Machine Transcription (3 cr)
This course builds speed and accuracy in the transeription
of mailable ¢opy.

0410782—Business Law {3 cr)

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

0430754—Cashiering (3 cr)

Use of various cash registers, including the ability to solve
procedural problems that occur at a register and checkout sta-
tion, is developed in this course. Instruction also focuses on
bank teller applicaticns.

Refresher Cours

1 Term, Open-entry/Qpen-exit
(Main Campus)

The Refresher Course is for persons who need a
review of office skills and procedures to return to
work. Students entering this program must have a
minimum of two years ' full-time secretarial or gen-
eral office experience.

The program allows for 1nd1v1duallzed courses of]
study based on each student’s career needs. Instruc-
tion 1s on the most modern office equipment avail-
able. All courses offered within the department are
considered. Students attend class four hours a day,
five days a week, for a maximum of 15 weeks.

Course offerings include typewriting, shorthand,
machine transcription, calculators, accounting, En4
glish, mathematics, filing, human relations and word
processing. Graduates receive proficiency certifi
cates for each course.

This program does not qualify students for Vet
erans Administration training benefits or other stu
dent financial aids.

A 510 supply fee is charged.

43

0413130—Introduction to Business (7V/: weeks) (2 cr)

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

0413793 —Priviciples of Management (3 cr)

In this introductory course, students develop an understand-
ing of the basic management functions including planning,
organizing, staffing, directing and controlling.

0430823—Shorthand I (Gregg) (3 cr)

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

0430825—Shorthand I (Alphabetic) (3 cr)

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

L

0430833-~Shorthand II (3 cr)

(Prerequisite: Shorthand f) The ability to write shorthand at
a rate of 70 words per minute is sought with emphasis on speed;
accuracy, grammar, punctuation and transcription speed.

0430835—Shorthand 111 (3 cr)

(Prerequisite: Shorthand If) The goal for this course is a
minimum dictation speed of 80 words per minute on new ma-
terizls and transcription at a minimum rate of 20 words per
minute.

e for Officg Workers




HEALTH OCCUPATIONS DEPARTMENT

T-VI’s Health Occupations Department includes
Associate Degree in Nursing, Child Care Assistant,
Health Unit Clerk, Nursing Assistant, Phlebotomist,
Practical Nurse and Respiratory Therapy Technician
programs. The Practical Nurse and associate degree
programs are cosponsored by T-VI and Presbyterian
Hospital Center.

Classes for all programs are held in the C Building
at Main Campus. The Helene Fuld Library and
audiovisual collection, part of Main Campus Li-
brary Services, provide excellent learning re-
sources.

Learning laboratories are equipped with hospital
furnishings and supplies, respiratory therapy ma-
chines and life-like models which give students the
chance to practice basic skills needed for clinical
experiences. Students have supervised patient or child
care practicums and observations at different com-
munity agencies.

ADMISSION: Applicants for all Health Occu-

pations programs except Nursing Assistant must have
a high school or General Educational Development
(GED) diploma because of licensing or health care
employer requirements. There is also a math skill
requirement, met by making a satisfactory score on
a math examination,

Child Care Assistant, Health Unit Clerk, Nursing
Assistant and Phlebotomist applicants follow reg-
ular T-VI admission procedures. Health Unit Clerk
is offered summer and winter terms only. Phlebo-
tomist is offered winter and fall terms only. Contact
the Health Occupations Department for information
on starting dates and application procedures.

The Associate Degree in Nursing, Practical Nurse,
and Respiratory Therapy Technician programs have
special application forms and admission require-
ments. Applications are accepted for these programs
from January through July of each year. There are
beginning groups in the fall term only.

Child Care Assistant

1 Term (Main Campus)

Child care assistants are taught basic child care
skills so they can work in child care centers, nur-
series or private homes where there are young chil-
dren needing care and supervision. Students learn
child growth and development, communication skills,
discipline techniques, play skills, nutrition, first aid,
ethics, cardiopulmonary resuscitation, sanitation
procedures and care of sick children.

To be admitted, applicants must be at least 18
years old, have a high school diploma or GED, read
at seventh grade level and pass a math test. Appli-
cants must be of good character and physically,
mentally and emotionally equipped to provide good
care and maintain responsible supervision over chil-
dren.

There is a $40 fee which covers a health test,
name tag, apron and fingerprinting. Fingerprinting
is required by law of all child care workers at child
care sites.

The 15-week program includes 375 hours class-
room theory and supervised experiences in day care
centers in the community.

The Child Care Assistant program is offered in
the fall and summer terms only.

CHILD CARE ASSISTANT PROGRAM

Contact Cr

Course Requirements Hrs Hrs
- Child Care Assistant Theory ....... 193 7
111 LT | RO 22 l
Supervised Practicum ............... 160 7
Totals covvenvinni s 375 15

COURSE DESCRIPTIONS

0525827—Child Care Assistant Theory (7 cr)

This course includes growth and development, communi-
cation skills, ethics, play theory, care of the sick child, disci-
pline techniques and sanitation procedures.

1
0525867—Nutrition (1 cr)
Basic nutrition principles with special emphasis on child
nutrition are taught in this course. Students learn to prepare
nutritious smacks.

0525837—Supervised Practicum (7 cr)

_Students are placed in child care centers throughout the city
for supervised practicum with different age groups of children,
Practicum allows students 1o apply theory learned in classes.



Health Unit Clerk

1 Term (Main Campus)

The Health Unit Clerk program trains persons to
work in hospitals, elder care centers, outpatient clin-
ics and physicians’ offices. Transcribing doctors’
written and verbal orders, typing, ordering supplies,
answering the telephone, working with computers,
and giving information to patients, visitors and staff
are typical activities.

To be admitted, applicants must have a high school
diploma or GED, read at the seventh grade level,
pass a math test and type 25 words per minute.
Applicants also must be able to write clearly and
accurately and have the ability to speak distinctly
to others.

There is a $30 personal equipment fee which cov-
ers the required uniform top and health tests. Uni-
form slacks are required, but are not covered by the
fee.

The 375-hour program lasts 15 weeks, with nine
weeks of classroom theory and six weeks of clinical
practice in local hospitals and hospital out-patient
clinics. A certificate is awarded upon completion.

Health Unit Clerk is offered in the summer and
winter terms only.

HEALTH UNIT CLERK PROGRAM

Contact Cr

Cotirse Requirements Hrs Hrs
Health Unit Clerk Theory and Lab 225 8

Health Unit Clerk Clinical Practice 150 4
Totals ......... eaeen o raariiaranees 375 12
COURSE DESCRIPTIONS

0540618—Health Unit Clerk Theory and Lab (8 ¢r)
This course combines a number of topics including orien
tation to the hospital, patient and role of the health unit clerk
Presentations and practice of medical terms, anatomy, abbre
viations, communications, pharmacological terms, compute:
ized patient information systems, forms and order transcription
are included.

0540032—Health Unit Clerk Clinical Practice (4 ¢r)
Supervised clinical experience takes place in local hospital
and hospital out-patient clinics during the last six weeks of thF

program,
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Nursing

(Associate in Science Degree)
4 Terms (Main Campus)

This program prepares technical nurses who pro-
vide nursing care to individuals or groups admitted
to health care agencies. The clients have common,
well-defined health problems. Graduates work in
structured health care settings where they provide
and manage client care, teach and promote com-
munication while participating as members of the
nursing profession.

The associate degree in nursing program is ap-
proved by the New Mexico Board of Nursing. Grad-
uates are eligible to take the board’s state registered
nurse examination.

Applications for the associate degree program
which begins in the fall term may be submitted from
January 11 until June 30.

In addition to the degree program admission re-
quirements listed on page 13, Associate in Science
Degree in Nursing applicants must have satisfactory
ACT scores of 18 in natural sciences and 14 in social
sciences, and must meet the following general re-
quirements for admission:

¢ Submit official transeripts of previous educa-

tion including high school, vocational school
or college.

® Provide proof of completion within the past

five years of Biology 123/124L—Biology for
Health Sciences—or equivalent with a mini-
mum grade of C. Permission of the biology
department faculty is required to substitute high
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school biology for the college biology prereg-
uisite. Applicants who do not meet this re-
quirement may take Biology 123/124L at T-VI
in order to qualify for admission to the pro-
gram.

¢ Score 90% on a math entrance exam. Appli-

cants may retest once. Following a second un-
successful attempt on the test, applicants must
satisfactorily complete Developmental Studies
Math or Math 100 before they can be accepted
into the nursing program.

® Have a personal interview with a nursing pro-

gram representative. Interviews are scheduled
after applicants complete the preadmission
testing.

® Submit three letters of recommendation from

former teachers, employers or other super-
visors.

® Ifselected for the program, submit a completed

physical examination and health form with evi-
dence of current immunizations before begin-
ning clinical courses. _

® Submit evidence of cumrent CPR certification

before beginning clinical courses. CPR certi-
fication must be kept current throughout the
program.

Applicants are admitted to the program on the
basis of their application dates after all admission
requirements are met.

General Education courses must be taken prior
to, or as scheduled in, the curriculum plan. Some
substitute placement of General Education courses
may be allowed.

Students must maintain a grade of C in all re-
quired courses to advance to the next term. Students
must attend classes, observation and clinical ex-
periences as scheduled, and arrange for their own
transportation to the agencies and hospitals.

There are equipment fees of $75 the first year
and $30 the second year for required uniforms,
stethoscope, scissors and identification tags. Stu-
dents are responsible for the expenses of the phys-
ical examination, a watch with a second hand, uniform
shoes, cap, graduation exercises and licensing exam
fees.

ASSOCIATE IN SCIENCE/NURSING

Contact Cr
Term | Hrs Hrs
*Biology 237—Anatomy and
Physiology T........oceviinninni . 3
*Biology 247L—Anatomy and
Physiology I Lab................. 1

'*Psychology 102—General
Psychology Il ..................... 3

*English 101—Writing with

Readings in Exposition .......... 3
Nursing 1
Theory...o.ooiiviiiiiiiiiinns 60 4
Chinical ........cooviiiiiiin 135 3
Term 11
*Biology 238—Anatomy and
Physiology Il ..........ocoeeiill. 3
*Biology 248—Anatomy and
Physiology II Lab ................ 1
*Home Economics 125—Nutrition . 3
*Speech 22]1-—Interpersonal
Communication................... 3
Nursing [I
Theory..ccoveiiiiiiins 60 4
Clinical ............ociviiininn, 135 3
Term IlI
*Biology 201—Microbiology for
Health Sciences................... 3

*Biology 21 1L—Microbiology for

. Health Sciences Lab.............. 1
. Pharmacology in Nursing 45 3
" Nursing III
Theory......oocvveiiiiiinnin.... 75 5
Clinical .....oooiiiiiviine. 225 5
Term IV .
*Psychology 101—General
Psychology I.........ccooveenet 3
*Philosophy 245—Biomedical
Ethics........cooiiiiiiiieanne, 3
Nursing Seminar .................... 15 1
Nursing IV
TREOrY. . oviii i i 75 5
Clinical ..o, 225 5
Totals ....coevivieniiinnnn. 1050 68

*General Education courses required for associate
degree. Course descriptions on pages 23-25.
'Human Growth and Development may be substi-
tuted.

*Sociology 10]—Introduction to Sociology—or so-
cial science clective may be substituted,

COURSE DESCRIPTIONS

0560235/0560236.—Nursing 1 (7 cr)

Concepts of the nursing process and the theoretical frame-
work of the curriculum are introduced. The individual, society,
health and nursing are developed within the self-care deficit
madel of aursing. Nursing skills are developed to meet the
universal needs of individuals within cultures and include com-
munication skills, health care delivery systems, legal/ethical
role of nurses, introduction to pharmacology and medication
administration. Accompanying laboratory and clinical experi-
ences provide opportunities to apply theory to practice.



0560393/0560392—Nursing II (7 cr)

(Prerequisite: Completion of all first-term courses) The use
of the nursing process to meet self-care deficits of clients unable
to meet their own needs because of illness or injury is empha-
sized. The role of the nurse in meeting developmental self-care
reeds is introduced through study of the geriatric client. Lab-
oratory and clinical experiences focus on continuing develop-
ment of assessment skills with clients in acute and long-term
care facilities.

0560237—Pharmacology in Nursing (3 cr)

(Prerequisite. Biology 238/248L) This course presents the
concepts necessary for judgment in the use of chemical agents
and the theoretical base required to administer medications.
Information presented includes the role of the nurse in assisting
the client with seli-administration of medications, history of
pharmacalogy, drugs and their therapeutic use, adverse reac-
tions, precautions, contraindications, food and drug inter-
actions, psychosocial aspects of drug use and drug abuse.

Advanc

{Associate in Sci

To apply for advanced standing in the Nursing
associate degree program, individuals must meet the
general requirements for admission into an associate
degree program as listed on page 13. Advanced
placement may be granted in two ways:

1. Transfer—Transfer from an approved asso-
ciate degree or baccalaureate nursing program
with equivalent courses. To apply for transfer,
the individual must submit evidence of com-
pletion of equivalent courses with minimum
grades of C. Transfer students are required to

. enroll a minimum of one term and complete
15 credit hours.

2. LPN Mobility—Admission of Licensed Prac-|
tical Nurses. The associate degree program is
designed to admit qualified Licensed Practical
Nurses into the second year. In addition to
meeting the general requirements for admis
sion into an associate degree program as listed
on page 13, applicants must meet the follow
ing requirements:
® Provide proof of completion within the pas

five years of Biology 123/124L—Biology
for Health Sciences—or equivalent with
minimum grade of C. Permission of th
biology department faculty is required t
substitute high school biology for the col
lege biology prerequisite.

® Submit official transcripts of previous edu
cation including high school, vocation
school or college.
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0560397/0560398—Nursing III (10 cr)

(Prerequisites: Nursing II, Biology 238/1248L) More complex
self-care deficits in adult clients and the developmental self-
care needs of pediatric clients are the focus of this course.
Clinical experiences support the application of nursing knowl-
edge to adults and children who have complex medical-surgical
health problems.

0560396—Nursing Seminar (1 cr)

(Prerequisite; Nursing IlI; corequisite: Nursing V) Students
study and discuss the role of the registered nurse in relation to
trends, legalfethical issues, professional relationships and health
care delivery. The course is designed to develop critical thinking
in tegal/cthical issues in professional nursing.

0560436/0560437—Nursing IV (10 cr)

(Prerequisite: Nursing IT) This course presents the study of
clients with self-care deficits in psychiatric and advanced med-
ical-surgical problems as well as those with developmental self-
care needs in the childbearing family. Swdents integrate and
apply nursing knowledge in a variety of health care facilities.

d Placement
nce|Degree in Nursing)

® Provide proof of completion or challenge
of the following courses within the last five
years with a minimum grade of C:
Biology 237/247L—Anatomy and Physi-
ology 1
Biology 238/248L—Anatomy & Physiol-

. ogy Il

¢ Complete or challenge Home Economics
125—Nutrition.

¢ Complete or challenge at least three of the
following courses:

English 101—Writing with Readings in Ex-
position

Psychology 101—General Psychology 1
Psychology 102-——General Psychology 11
Philosophy 245—Biomedical Ethics
Speech 221—Interpersonal Communica-
tion

¢ Complete Nursing Concepts for LPNs with
a minimum grade of C.

@ Take the Nursing Mobility Profile I ex-
amination if an approved postsecondary
practical nurse program has not been com-
pleted. The exam also may be required if
the applicant has not been active in nursing
during the last five years.

® Submit three letters of recommendation from
former teachers, employers or other super-
visors.

@ Following admission to the program, sub-
mit a completed physical examination and
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health form with evidence of current im-
munizations before beginning clinical
courses.

® Submit evidence of current CPR certifica-
tion before beginning clinical courses. CPR
certification must be kept current through-
out the program. -

Applicants for advanced standing may complete
additional courses required for the associate degree
in nursing before taking Nursing III, Nursing IV
and Nursing Seminar, enabling them to complete
the program on a part-time basis.

COURSE DESCRIPTION

0560416—Nursing Concepts for LPNs (2 cr)

This course is an introduction to the conceptual framework
of the nursing program and an in-depth study of the nursing
process with emphasis on assessment skills. The process of ole
change from LPN to RN is included. This course is required
for LPNs and transfer applicants who seek advanced placement
in the associate degree program.

Nursing Assistant

1 Term (Main Campus)

This program trains students in nursing skills re-
quired for the care and comfort of the sick in hos-
pitals, outpatient clinics, nursing homes, public health
agencies, private medical offices and the home. Per-
sons successfully completing the program receive
certificates as nursing assistants.

To be admitted, applicants must pass a basic math
test and read at the seventh grade level. Good com-
munication skills and the ability to clean and cook
are necessary for this program. Applicants must have
a New Mexico driver’s license and a car because
students must provide their own transportation to
the various health care agencies and patients’ homes.
City buses are not adequate for meeting transpor-
tation needs.

. The 15-week program includes 324 instructional
hours. Nine weeks are spent in the classroom and
laboratory, followed by six weeks of extensive
supervised clinical training in local hospitals, nurs-
ing homes, outpatient clinics and health care agen-
cies. A student attends an average of 22 hours per
week throughout the program.

A $30 equipment fee covers the cost of the re-
quired uniform top, stethoscope and health test. A
watch with a second hand, uniform slacks, blouse
and shoes are required but not covered in the fee.

NURSING ASSISTANT PROGRAM

Contact Cr
Course Requirements Hrs Hrs
Nursing Assistant Lab and Theory. 125 6
Heaith Communications ............ 40 2
Mathematics .............coivvuennnn. 25 3
Nursing Assistant Clinical
Experiences .......... Crerienrians 134 5
Totals.vevennnnnnnn N 324 16
COURSE DESCRIPTIONS

0530031/0530016—MNursing Assistant Lab and Theory (6 cr)

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

0530406—Health Communications (2 cr)

This course includes introductions te medical terminology,
anatomy and physiology, and nutrition. Also cavered are home
management, Community resources, purchase and preparation
offoods, 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 those systems.

0530319—Mathematics {3 cr)
Basic math is reviewed in this course with practice working
selected problems.

0530070—Nursing Assistant Clinical Experiences (5 cr)

Four of the last six weeks of the program include supervised
practice of nursing skills in hospitals, elder care centers or out-
patient clinics throughout the city. The other two weeks cover
home health experiences and include nursing care of patients
in selected home settings.



Phlebotomist

10 Weeks (Main Campus)

The primary work of a phlebotomist is to draw
blood specimens from health care clients for testing.
A phlebotomist generally works part time in a med-
ical laboratory under the supervision of a registered
technologist.

The job includes establishing a professional re-
lationship with the client, selecting and preparing
the skin puncture site, collecting specimens, pre-
paring and maintaining equipment used to obtain
blood specimens, caring for the client after speci-
men collection, entering data into the computer for
the testing process, and performing clerical duties
related to laboratory test record-keeping. The job
also requires a lot of walking, bending and standing.

Applicants must have a high school diploma or
GED, verbal ability to communicate with clients,
basic math skills for calculating dosages and timing
tests, and manual dexterity required to handle lab-
oratory 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.

To receive a certificate, a student must complete
the 10-week program which includes 250 hours of]
classroom instruction and clinical experience in lo-
cal hospitals and/or clinics,

A $45 equipment fee covers the cost of a lab coat,
health tests, name tags and other equipment.

The program is offered on the basis of demand
and need. Information on starting dates is available]
from the Health Occupations Department.

This program does not qualify students for Vet
erans Administration benefits or other financial aids.

T
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PHLEBOTOMIST PROGRAM
Contact Cr
Course Requirements Hrs Hrs
Phlebotomist Theory and Lab...... 160 6
Phlebotomist Clinical Practice ..... 90 3
Totals ..oooveeiiiiie e 250 9

COURSE DESCRIPTIONS

0533617—Phlebotomist Theory and Lab (6 cr)

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

0533038—Phlebotomist Clinical Practice (3 cr)

Students practice skills and apply the theory leaned in class
during supervised clinical practice in city hospitals andfor clin-
fcs.

Practical Nurse

3 Terms (Main Campus)

This program prepares students to care for pa-
tients in a variety of health care facilities under the
supervision of registered nurses and physicians. 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).

Graduates of this program are eligible to take the
licensing examination for practical nurses admin-
istered by the NMSBN. Following licensure, LPNs
may find employment in long-term care facilities,
hospitals, physicians’ offices and other health care
agencies.

To be eligible for selection, an applicant must:

® Hold a high school diploma or GED.

® Eam satisfactory American College Test (ACT)

scores. Applicants must take the ACT at T-VI
unless they have completed it within the last
three years and have a copy of results which
qualify them for admission.

® Provide proof of completion within the past

five years of Biology 123/124L—Biology for
Health Sciences—or equivalent with a mini-
mum grade of C. Permission of the biology
department faculty is required to substitute high
school biology for the college biology prereg-
uisite. Applicants who do not meet this re-
quirement may take Biology 123/124L at T-VI
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during the winter or summer term in order to
qualify for admission to the Practical Nurse
program in the fall,

® Score 30% on a math entrance exam. Appli-

cants may retest once. Following a second un-
successful attempt on the test, applicants must
satisfactorily complete Developmental Studies
Math or Math 100 before they can be accepted
into the program.

® Have a personal interview with a representative

of the nursing program.

¢ Submit three letters of recommendation from

former teachers, employers or other super-
visors.

® If selected for the program, submit a completed

physical examination and health form with evi-
dence of current immunizations before begin-
ning clinical courses.

¢ Submit evidence of current CPR certification

before beginning clinical courses. CPR certi-
fication must be kept current throughout the
program.

Applicants are admitted to the program on the
basis of their application dates after all admission
requirements are met.

The Practical Nurse program includes General
Education courses for which college credit is awarded.
Those courses must be taken prior to, or as sched-
uled in, the curricufum plan. A minimom grade of
C must be earned in all courses to continue in the
program. Students must attend classes, observations
and clinical experiences as scheduled, and arrange
for their own transportation to the agencies and hos-
pitals.

There is a $75 personal equipment fee for re-
quired vniforms, stethoscope, scissors and identi-
fication tags. Students are responsible for the expenses
of the physical examination, a watch with a second
hand, vniform shoes, cap, graduation pin and li-
censing exam fees.

n Presbyterian Hospital
School of
Practical Nursing
The Presbyterian Hospital Scheol of Practical Nursing was
started in 1956 at Presbyterian Hospital, In 1965, T-V| as-
sumed administrative responsibility for the schoaol. Presbyter-
ian Hogpital Center supports the school through housing of
the program, offering the clinical facility for patient care ex-
periences. The Presbyterfan Hospital School of Practical Nursing
in 1972 became ths first and only nursing program in New
Mexico accredited by tha National League for Nursing. The

program was reaccradited in 1980. It Is alsa included in T-\'s
accreditation from the Commission on Higher Education of

North Cantral Association of Colleges and Schools.

PRACTICAL NURSE PROGRAM

Contact Cr
Term I Hrs  Hrs
*Biology 237—~Anatomy and
Physiology I........covviiininss 3
*Biology 247L—Anatomy and
Physiology I Lab............... 1
'*Psychology 102.—General
Psychology H.......coeveeiiins 3
Practical Nursing Nutrition....... 45 3
Nursing 1
Theory «.vocvvviinieiiriinieiians 60 4
Clinical.........ccovviiiieiinnns 135 3
Term If
*Philosophy 245—Biomedical
Ethics .vovviivniniiiiiiiannin, 3
*Speech 22]1—Interpersonal
Communication................. 3
Practical Nursing Pharmacology . 45 3
Nursing I1
Theory ..vvcveriiiiiiariininienns 60 4
Clinical........ooovevviiinanian, 135 3
Term HI
Practical Nursing III
Theory ..ovvviiiiniiiiiiiienns 135 9
Clinfcal.......ccoviiiniiiininnns 315 7
Totals ..........c.ooiiniis 930 49

*General Education courses. Course descriptions
on pages 23-235.

Human Growth and Development may be subsiti-
tuted.

0

COURSE DESCRIPTIONS

0510235/0510236 —Nursing I (7 cr)

Concepts of the nursing process and the theoretical frame-
work of the curriculum are introduced. The individual, society,
health and nursing are developed within the self-care deficit
model of nursing. Nursing skills are developed to meet the
universal needs of individuals within cultures and include com-
munication skills, health care delivery systems, legal/ethical
role of nurses, introduction to pharmacology and medication
administration. Accompanying laboratory and clinical experi-
ences provide opportunities to apply theory to practice.

0510179—Practical Nursing Nutrition (3 ¢r)

This course presents pormal nuirition needs of humans
throughout the life span and the means of fulfilling these needs
through diet. Content includes-assessment of nutritional status,
the impact of nutrition on health and community nutrition re-
sources. Functions, sources, deficiency symptoms and metab-
olism of required nutrients are presented.



0510632—Practical Nursing Pharmacology (3 ¢r)
This course covers effects of commonly-used drugs on var-
ious body systems. Dosages, application, side effects and/or
toxicity, laboratory tests performed to monitor actions, and
effects of given dmgs are discussed.

0510393/0510392—Nursing II (7 cr)

{Prerequisite: Completion of all first-term courses) The use
of the nursing process to meet self-care deficits of clients unable
to meet their own needs because of illness or injury is empha-
sized. The role of the nurse in meeting developmental self-care
needs is introduced through study of the geriatric client. Lab-
oratory and clinical experiences focus on continuing develop-
ment of assessment skills with clients in acute and long-term
care facilities.

0510221/0510222—Practical Nursing I11 (16 cr)

The developmental self-care needs of clients of all ages,
emphasizing pediatrics and the child-bearing family, are cor-
related with the nursing process. The Jegal/ethical role of the
practical nurse is presented. Clinical experiences in matemnity,
pediatric and medical-surgical areas support the theory poriion
of the course.
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Practical Nurse Advanced Standing

There are two ways in which advanced standing
can be given to Practical Nurse applicants—credi
granted for equivalent coursework and/or successfu
completion of a challenge exam.

The General Education courses required in the
Practical Nurse program must be transferred, taker
or challenged through the College Division. Thesg
courses include: Biology 237/247L—Anatomy and
Physiology I, Psychology 102—General Psycholt

ogy 11, Philosophy 245—Biomedical Ethics, an
Speech 221—Interpersenal Communication.

The nursing courses must be transferred, taken
or challenged through the Health Occupations D
partment. These courses include: Nursing 1, Nursin
I1, Practical Nursing Nutrition, Practical Nursin
Pharmacology and Practical Nursing 1II.

TRANSFER APPLICATION: T-VI will grant
credit for equivalent coursework completed at
accredited technical-vocational school or colle;
when official transcripts show grades of “C” qgr
better on equivalent courses. Students desiring t
transfer to T-VI's Practical Nurse program shou
contact the program director.

CHALLENGE APPLICATION: Challenge ap-
plicants must have a health occupations background
and experience in performing basic nursing skills.
The Nursing Mobility I Examination, published by
the National League for Nursing, is used to deter-
mine the applicant’s knowledge of clinical nursing
courses. Individual challenge examinations are
available for nutrition and pharmacology.

Challenge examinations for the nursing courses
are offered twice a year. Applications are accepted
at the Health Occupations Office during February
and July. Challenge of General Education courses
should be arranged through the College Division.

An applicant who does not score satisfactorily on
the challenge exam for the nursing courses must
take the courses to obtain a certificate. The nursing
course challenge exam may be taken only once.

ADMISSION: Challenge and transfer students
are admitted to the program on the basis of available
space, challenge exam scores, prior academic work
and nursing experience. Applicants for transfer and
applicants passing the challenge exams are sched-
uled for interviews with a faculty admission com-
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mittee. The entire faculty makes a decision regarding
the admission and residency requirements of all ap-
plicants for: advanced standing based on the rec-
ommendations of the admission committee.
Residency requirements in clinical nursing courses
range from a minimum of 12 weeks to a maximum
of 30 weeks. During this period, faculty evaluate
each student’s performance to determine if the pro-
gram objectives have been met and make recom-
mendations regarding graduation. Challenge students
who meet the program objectives are considered full
graduates and are eligible to take the licensing exam
for practical nurses.

- OTHER ADMISSION REQUIREMENTS:
Challenge and transfer students admitted to the pro-
gram must meet these additional requirements:

® Submit transcripts of prior education and proof
of high schoo! graduation or GED.

¢ Submit a completed physical examination and
health form with evidence of current immu-
nizations.

® Submit evidence of current CPR certification.
CPR certification must be kept current through-
out the program.

® Purchase school uniforms and other needed
equipment. :

' ® Pay required T-VI fees.

Respiratory Therapy Technician

3 Terms (Main Campus)

The Respiratory Therapy Technician program
teaches the knowledge and skills required for treat-
ment, management, control and care of patients with
breathing problems. The one-year program includes
classroom and laboratory instruction and supervised
clinical experiences at local hospitals and other health
care facilities.

Employment opportunities for respiratory therapy
technicians are available in urban and rural health
care facilities nationwide including veteran and mil-
itary base hospitals. The newest employment op-
portunities are with medical equipment suppliers
and agencies providing home health care to pul-
monary patients.

The program is accredited by the American Med-
ical Association’s Council on Allied Health Edu-
cation and Accreditation and the Joint Review
Committee for Respiratory Therapy Education.
Graduates are eligible to take the National Board
for Respiratory Care certification exam to obtain
Certified Respiratory Therapy Technician creden-
tials. Successful completion of this exam also ai-
lows individuals to be recognized as Licensed
Respiratory Care Practitioners in New Mexico.

Graduates may wish to continue their training by
completing a second year of coursework at the Uni-
versity of New Mexico. This additional training pre-
pares certified technicians to become registered
therapists. An Associate of Applied Science Degree
is awarded by the UNM School of Medicine/Allied
Health Sciences Center upon completion of the re-
quired coursework.

Applications for the fall 1988 class will be ac-
cepted between January 4 and July 1, 1988 or until
125 applications have been received. A class of 22
students will be selected. To be considered for ac-
ceptance into the program, an applicant must:

® Have a high school diploma or GED.

® Complete the ACT exam with satisfactory scores

or submit satisfactory exam scores from within



the last three years. A minimum composite score

of 15 is required.

® Score 12 or higher on the ACT math test, If
applicants score below 12, they may be con-
sidered for admission if they satisfactorily
complete Math 100.

® Complete Biclogy 123/124L—Biology for
Health Sciences—or equivalent with a mini-
mum grade of C.

@ Complete a personal interview with a Respi-
ratory Therapy program faculty member.

® Submit three letters of recommendation.
@ Submit a completed physical-examination form.
Respiratory Therapy students pay a $75 equip-
ment fee when they begin the program to cover the
cost of the required uniform and identification badges.
Additional costs include purchase of a stethoscope,
bandage scissors and graduvation pin, and the pre-
entrance physical exam.

RESPIRATORY THERAPY TECHNICIAN

PROGRAM
Contact Cn
Term 1 Hrs  Hn
*Biology 237/247L—Anatomy
and Physiology I ............... 4
*Math 120—Intermediate Algebra 3
Respiratory Therapy Principles
and Practices L.................. 45 3
Respiratory Therapy Lab 1 ....... 45 1
Clinical Experiences I ............ 225 N
Term il
Cardiopulmonary Physmlogy . 45 3
Physics of Respiratory Therapy .. 45 K
Respiratory Therapy Principles
and Practices II................. 60 4
Respiratory Therapy Lab II ...... 45
Clinical Experiences I ........... 255 :
Term 1}
Psychosocial Aspects of Patient
Care ..oviviiniiviii e, 45 3
Respiratory Therapy Seminar .. .. 45 3
Respiratory Therapy Principles
and Practices IIl................ 60 d
Respiratory Therapy Lab III ..... 45 }
Clinical Experiences III .......... 255 5
Totals...ooiniiriniiniiiniiinn, 1215 . 48
*General Education courses. Course descriptions
on pages 23-25.
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COURSE DESCRIPTIONS

0520615—Respiratory Therapy Principles and Practices 1
3 cr)

This course covers respiratory. therapy as a paramedical
profession—the personal qualifications, ethics, expectations and
opportunitics, medical terminalogy and charting. It also covers
practices and procedures of basic respiratory care including
ca:dlopu]mona.ry clinical assessment, medical gas administra-
tion, oxygen therapy, pnnc;ples of microbiclogy, mfecuon con-
trol and equipment maintenance.

(520030—Respiratory Therapy Lab I (1 cr)

Students practice basic respiratory care procedures, using
state-of-the-art equipment in the leaming laboratory and in sim-
ulated paticnt situations.

0520115—Clinical Experiences 1** (5 cr)
Supervised clinical experiences in the hospital setting allow

" students to apply knowledge and skills Jearned in classroom

and laboratory sessions. Students apply basic respiratory ther-
apy skills in direct patient contact situations supervised by
clinical faculty members.

0520522—Cardiopulmonary Physiolagy (3 cr)

More advanced knowledge of the physiclogic processes of
the circulatory, pulmonary, renal and nervous systems and their
relationships to each other is emphasized. Basic principles of
chemistry are covered as they relate to blood chemistry and
blood gas anatysis.

0520189—Physics of Respiratory Therapy (3 cr)

The basic concepts of physics as they relate to physiology
of the lungs, gas laws, gas flow and mechanics of the breathing
process are covered and applied to the operation of respiratory
therapy equipment. '
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0520647—Respiratory Therapy Principles and Practices II
{4 cd

Additional theory of respiratory therapy procedures is pre-
sented with emphasis on breathing treatments, chest physio-
therapy and airway management. Basie principles of
pharmacology are taught along with the procedure of admin-
istering medicated aerosal therapy. The concepts and skills
required to perform basic pulmonary function testing are in-
cluded,

0520069 —Respiratory Therapy Lab II (1 cr)

Students practice additional respiratory care procedures leamed
in Principles and Practices I Students use equipment in sim-
ulated patient situations.

0520160—Clinical Experiences IT** (5 cr) .

Supervised clinical experiences continue in area hospitals
and heaith care facilitics. Students also visit patients in the
home setting, supervised by qualified personnel working with
medical equipment supply companies in Albuquerque.

0520729—Psychosocial Aspects of Patient Care (3 cr)

The basic psychosocial and emotional aspects of human be-
bavior are explored as they relate to the hospital environment
and the circumstances involving people who are hospitalized,
Emphasis is placed on understanding human psychologic,
socialogic and emotional needs during illness and hospitali-
zation. Students also explore the psychosocial aspects of work-
ing in the health care field and their effects upon their own
human behavior and coworkers.

0520669—Respiratory Therapy Seminar (3 cr)

Students study current trends in the respiratory care profes-
. sion. Included are cencepts of education, supervision and man-
agement principles necessary for respiratory therapy perscnnel
who aspire to leadership positions.

0520684—Respiratory Therapy Principles and Practices I11
(4 cr)

Concepts and principles of critical care are introduced for
patients with life threatening discases. Emphasis is on leamning
mechanical ventilatory suppert for neonatal, pediatric and adult
patients who need life support maintenance. Concepis and the-
orics of critical care medicine are introduced.

0520163 —Respiratory Therapy Lab III (1 cr)

Students practice procedures leamed in Principles and Prac-
tices I11. Advanced respiratory therapy procedures are simulated
in lab sessions including extensive work with mechanical ven-
tilation devices.

0520192—Clinical Experiences III** (5 cr)

Supervised clinical experiences in the hospital setting con-
tinve. More emphasis is placed on caring for patients in critical
care seitings with special concentration on maintaining life
support systems.

**During clinical experiences, students meet for formal lectures
on the pathophysielogy of the cardiopulmonary system. The
lectures are given by the respiratory therapy program's med-
ical dircetor, one of his associates, or other physicians in the
community. Clinical pathelogic disorders which reguire res-
piratory therapy diagnosis, treatment and carc are covered,

Respiratory Therapy
Technician
Advanced Standing

There are two ways in which advanced standing
can be granted to Respiratory Therapy Technician
applicants.

The first is through credit for equivalent course-
work completed at an accredited technical-voca-.
tional school, college or university. Credit may be
given when the Health Occupations Department re-
ceives official transcripts showing grades of C or
better on equivalent courses.

The second, for people with documented respira-
tory therapy work experience, is through challenge
exams. Persons wanting to challenge Term I course-
work may apply at the Health Occupations Depart-
ment during the month of April. Challenge exams
will be given in May. A written exam is used to
challenge theory courses. A competency test using
respiratory therapy equipment under simulated con-
ditions in the learning laboratory is used to challenge
lab and clinical coursework.

Applicants also must meet all prerequisites for
admission into the program including minimal ACT
scores, math and science requirements.

Those with previous respiratory therapy work ex-
perience under medical supervision must document
at least 225 hours to challenge Term I coursework
and another 255 hours to challenge Term 11 course-
work. Those taking challenge exams must score at
least 71% on each component to receive Term I
credit. Challenge exams may be taken only once,
Persons given challenge credit for Term [ will be
admitted in January for Term Il on a space-available
basis.

Persons successfully completing all Term 1 re-
quirements may apply to challenge Term II course-
work, Term 11 challenge applications will be accepted
during October and tests will be scheduled in No-
vember.

Portions of Term 111 may be chailenged depending
on prior clinical work experiences which must total
at'least 700 hours under medical supervision. Dates
for challenging Term I1{ coursework will be sched-
uled on an individual basis.

Challenge and transfer students accepted must
submit transcripts of prior education and proof of
high school graduation or GED. They must pay
required T-VI fees, purchase school uniforms and
other needed equipment, and have a physical ex-
amination before admission.



TECHNOLO

Programs in the Technologies Department are the
longest at the Institute. All except Electromechaf-
ical Drafting are four terms (16 months). Techngl-
ogies programs also have the highest math skill entjy
requircments.

Students in two programs—Laser Electro-Optis
Technology and Instrumentation and Control Te
nology—can choose to complete either an Associdte
in Applied Science Degree or a certificate.

Because the Technologies programs are in high
demand, interested persons should apply as e
as possible. A year ahead is not too soon.

All of the Technologies except Electromechanidal
Drafting are offered at the Main Campus. Three{—
Data Processing Technology, Electronics Techngl-
ogy and Laser Electro-Optic Technology—are of-
fered at both the Main and Montoya campuses.

There are beginning groups each term in all Tedh-
nologies except Electromechanical Drafting, which
starts once a year in the summer term,
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IES DEPARTMENT

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 Tech-
nologies, students may apply for this option during
the final term.

This on-the-job experience—a training plan de-
veloped by the cooperating employer and T-VI in-
structional staff—may be substituted for the Iaboratory
part of a program, Before beginning a supervised
work experience, the student must have the approval
of the instructor, academic advisor, counselor, de-
partment chairman and student services director (or
assistant resident administrator at Montoya Cam-

pus).

The supervised work experience option is nor eli-
gible for Veterans Administration bencfits.
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SUPPORT COURSES

There are several optional support courses com-
mon to Technologies programs. At least 12 students
must sign up for an optional support course before
it can be offered. Common support courses are:

Hrs Cr

Course Title Wk Hrs
BASIC Language Programming ... 5 3
FORTRAN Programming .......... 5 3
Pascal Programming................ 3§ 3
Reading Improvement .............. 5 3
Technical Writing (7'/2 weeks)..... 5 1
Thinking Strategies (7!/2 weeks)... 5 1
Introduction to Computers ......... b 3

COURSE DESCRIPTIONS

0130703—BASIC Language Programming (3 cr)

This introduction to BASIC includes use of input and output
statements, arithmetic operations, comparisen and branching
commands, use of subroutines and the library functions. Al-
gorithms associated with technological computations arc de-
veloped.

0130872—FORTRAN Programming (3 cr)
This is an introductory course in FORTRAN IV computer
programming.

0110212—Pascal Programming (3 cr}
This class uses microcomputers and covers the Pascal lan-
guage for personal or mainframe cemputers.

0091241—Reading Improvement {3 cr)

This course helps students understand what they read. Stu-
dents with special reading problems arc counseled to take this
course.

0110420—Technical Writing (7'/2 weeks) (1 cr)

"This course consists of two pants: a skills brush-up empha-
sizing writing with contro! (word choice, material placement,
organization and punctuation), and application of that skill to
technical writing situations, Students practice writing lab re-
ports, technical reports and various types of tcchnical docu-
mentation.

0110891—Thinking Strategies (7'/z weeks) (1 cr)

This is a course for those who want to improve their general
thinking abilities. Several thonght processes are explored and
applied to general problem-solving situations, math word prob-
lems and group processes.

0110880—Introduction to Computers (3 cr)

Instruction is provided in computer vocabulary, Students learn
how to use personal computers to perform tasks related to their
studies.

Architectural Drafting Technology

4 Terms (Main Campus)

Drafting is an excellent employment skill for per-
sons who like to draw, have construction experi-
ence, or have a strong interest in building design
or the construction process. The potential for ad-
vancement into jobs with increasing responsibility
and wider scope is good.

The Architectural Drafting Technology program
includes the principles of architectural and engi-
neering graphics and the theory and practice of con-
struction technology. Graduates are prepared for entry
level job opportunities as architectural or engineer-
ing drafting technicians in residential and commer-
cial construction, and for estimating and sales
positions with contractors, fabricators and sup-
pliers.

The program also provides a strong foundation
for pursuing a degree in engineering or architecture.
Several courses combine to provide the basis for
waiving specified courses in the School of Archi-
tecture at the University of New Mexico.

To earn a certificate, students must complete suc-
cessfully a total of 1650 hours of which 675 are
laboratory work and 975 are related theory.

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

Students pay a personal equipment fee of 350 at
the beginning of the program.

ARCHITECTURAL DRAFTING
TECHNOLOGY PROGRAM

; fHrs Cr

Term I Wk Hrs
Residential Drafting ................ 12 8
Architectural Mathematics ......... 5 3
Residential Materials and Methods 5 3
Introduction to CAD................ 3 [



Term I
Architectural Drafting ....... eneiae 12
Architectural CAD.......ovvvvennnnn 3
Energy Systems .................... . 5
Commercial Design Development . 5
Architectural Trigonometry......... 5

L L3 L) w— OO

Term 1
Structural Engineering Drafting.... 12
Structural Detailing ..... e e 5
Structural CAD......... e 3
Structural Mathematics ............. 5
Project Management ................ 5

L L — L3 B0

Term 1V
M/E Systems Drafting.............. 10
MV/E Systems CAD ................. 5
10

M/E Systems Analysis..............
Totals....ovieviiiiiininnes oo 1650

g'c\ L
L2

Support Courses
Architectural Rendering ............
Architectural Design................
Construction Management..........
Computer Estimating ...............

Ln Lh Lh Lh
W W L L

COURSE DESCRIPTIONS

0121002—Residential Drafting (8 cr)

(Carequisites: Residential Marerials and Methods; ntroduc-
tion to CAD) This course introduces general drafting theory
and techniques needed to produce construction drawings and
related contract documents for residential structures. The de-
velopment of graphic skills is emphasized. The student also
learns to use manufacturers’ technical data and standard ref-
erence works in developing drawings.

0121302—Architectural Mathematics (3 c¢r)

This course covers basic concepts of algebra and geometry
with emphasis on architectura! and engincering applications and
calculator usage.

0121702—Residential Materials and Methods (3 cr)
Properties of building materials are related to building desig
and construction methods. Blueprint reading, zoning, buildin
codes, material estimates, energy conservation, and alternati\r%
building technologies are covered. The student learns the City
of Albuguerque’s requirements for ebtaining a building permit;

0121326—Intreduction to CAD (1 cr)

(Corequisite: Residenrial Drafting) This course includes ar
introduction to the microcomputer and its operating system
text editing, electronic spreadsheets, and basic experience if
computer assisted drafting (CAD).

0121051—Architectural Drafting (8 cr)

(Prerequisite: Residential Drafting: corequisites: Architect
tural CAD. Architectural Trigonometry, Commercial Desig
Development) The student’s drafting skills are expanded p
include the style and media commonly used in architects® of

T
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fices. Students produce selectcd working drawings for light
commercial structures using appropriate professional reference
materials to solve typical problems.

0121248—Architectural CAD (1 cr)

(Prerequisite: Introduction 1o CAD; corequisite: Architec-
tiral Drafting) The studeat builds on CAD skills developed in
Introduction to CAD, learning intermediate drawing and editing
commands. Enhanced architectural drafting software is intro-
duced, and text editing and electronic spreadsheets are used.

0121842—Energy Systems (3 cr)

(Prerequisites: Residential Drafting, Residential Materials
and Methods) This course teaches the use of current energy
conservation techniques including passive solar design. Con-
cepts covered include comfort zones, building orientaticn, heat
transfer, thermal mass and overall efficiency caleulations. The
student applies these techniques to an original residential design
with the help of computer simulation.

0121787—Commercial Design Development (3 ¢r)

(Prerequisites: Residential Materials and Methods, Residen-
tial Drafting) This course follows the sequence of critical de-
cisions that take a commercial project from conceptual design
to detailed architectura! drawings. These decisions include site
development, code compliance, setting vertical dimensions,
and the selection of wall, floor and ceiling systems. Typical
light commercial construction materials and detailing are ex-
plained throughout and illustrated with example blueprints and
specifications.

0121375—Architectural Trigonometry (3 cr)
(Prerequisite: Architectural Mathematics) This course uses

_ acaleulator approach to trigonometry that includes architectural

applications such as site planning.

0121103—Structural Engineering Drafting (8 cr)

(Prerequisite: Architectural Drafiing; coreguisites: Struc-
tural Detailing, Structural CAD, Project Management, Struc-
tural Mathematics) This course offers drafting applications and
theory for heavy construction projects. Working drawings are
prepared in four major modes of construction—structural steel,
precast concrete, cast-in-place concrete and heavy timber. The
development of graphic skills for engineering drafting is em-
phasized.

0121851—Structural Detailing (3 cr)

(Prerequisite: Architectural Drafting) This class imroduces
typical structural steel and precast concrete fabricating shop
practices in the preparation of shop drawings. Sieel beam,
column, and concrete reinforcing detailing information is given.
Graphic techniques and standards for shop drawings are pre-
sented.

0121241—Structural CAD (1 cr)

{(Prerequisite: Architectural CAD; corequisite: Structaral
Engineering Drafting) Intermediate CAD drawing and editing
skills are expanded, and structural drafting applications are
developed. Three dimensional views, text editing and appli-
cations software also are used.

0121331—Structural Mathematics (3 er)

(Prerequisites: Architectural Trigonometry. Architectural
Drafiing) This course covers the basic principles of physics as
they apply to construction and structural analysis. The student
is introduced tc structural design in wood, steel and concrete.
Students !eam to set up and solve elementary beam design
problems.
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0121901—Project Management (3 cr)

(Prerequisites: Commercial Design Development, Architec-
tural Drafting) This course includes the discussion of contracts,
fees, bidding and construction administration. Structural draw-
ings in stee) and concrete are used to illustrate the coordination
among architect, fabrication firm and general contractor., Prin-
ciples of cost estimation and praject scheduling are introduced
with special reference to heavy construction projects. Typical
structural material and processes are explained throughout.

0121365—M/E Systems Drafting (6 cr)

(Prerequisite: Strucrural Engineering Drafting: corequisites:
MJE Systems CAD, M/E Systems Analysisy The student learns
conventional drafting metheds of mechanical and electrical sys-
tems. This incledes overlaying electrical, heating, ventilation
and plumbirg systems on architectural views, Engineering
drawings are developed and engineering graphic skills are ex-
panded with emphasis on inking technigues.

0121154—M/E Systems CAD (3 <r)

(Prerequisite: Structural Cad: corequisites: MIE Systems
Drafiing, MIE Systems Analysis) The student develops complete
engineering drawings of mechanical and/or electrical systems
an the computer. Text editing is used to develop extensive sets
of general and coded notes.

0121760—M/E Systems Analysis (6 cr)

(Prerequisites: Energy Systems, Structural Engineering
Drafting) This theory course presents general and layout in-
formation ard code requirements for commercial systems. Top-
ics include power and lighting, plumbing and air conditioning.
Microprocessor software applications are used to expedite the
design process,

1l

!, 012187 1—Architectural Rendering (3 cr) _

, Techniques in architectural rendering and illustration are ex-

" plored. Students work with axonometric and perspective draw-
ings in a variety of media such as pencil sketching, inking and
color,

' 0121731—Acrchitectural Design (3 cr)

This course begins with two-dimensional abstract exercises
fithat teach basic design concepts. Those principles are then
" applied to individual rooms using three-dimensional space and
"light study models. The majority of the term is spent simulating

the preliminary design process for a residence. Each student
, completes a client interview, site analysis, relatfonship diagram
and preliminary drawings. Scale models of the designs are built,

| 0121328—Construction Management (3 cr)

! (Prerequisite; Residential Drafting; corequisite: Commercial
De.ngr: Development) This course covers basic management
isystems required for effective project planning and schedu]mg.
cost estimating, budgeting and cost control accounting; quality
.assurance; materials management; and the interrelationships
among each. Students analyze how well and widely these sys-
tems are used in industrial, utility and commercial segments
of construction. Microcomputer software is used where appli-
cable

0121329—Computer Estimating (3 cr)

(Prerequisite: Architectural Drafiing: corequisite: Project

Management) Determination of probable costs of construction
projects is emphasized. Topics include making quantity take-
offs, determining local unit costs and job schedaling. Micro-
computer software is used extensively.
1
I
E See also the common support course descriptions on page
56 ; pl

Civil and Surveying Technology

4 Terms (Main Campus)

Civil and Surveying Technology provides stu-
dents with job-entry skills as surveyors, carto-
graphic technicians and design (civil) drafters.
Positions are with surveying, mining, engineering
and drafting organizations.

The program uses labs that contain modern draft-
ing machines, drafting stations, theodolites, levels,
total stations and electronic distance meters. A mini-
computer with work stations, digitizers, graphics
CRTs and plotters also is used.

To earn a certificate, students must complete suc-
cessfully 1605 hours of which 1035 are laboratory
work and 570 are related theory.

The program requires that instructional hours in
the plane surveying course be alternated in Terms
Il and IV. During those terms, students attend ciasses
up to seven hours two days a week and four hours
the remaining days.

* Students must pay a $35 personal equipment fee
before entering the first term and another $30 for
the second term,

i )

t CIVIL AND SURVEYING PROGRAM

3 Hrs Cr

Term I Wk Hrs
{Civil and Surveying Lab/Theory I. 15 9
.Civil and Surveying Mathematics

I..... E T ST 10 6
Term I
. Cartographic Techniques Lab/ 4
) Theory ....cocvviivienninnnniinn, s 9,
C1v11 and Surveying Mathematics
L | P S



Term [l

Photogrammetric Techniques Lab/ .
Theory .coovveiviiiiiiiiien. 3

BASIC Language Programming ... 10

Boundary Law and Public Land
SUIVEYS tiiriiiiiiiiieieenaeaaans

Plane Surveying II..................

Computer-Assisted Civil Drafting .

Py v

L O Lh
L Lh twd)

ferm IV
Civil Design Lab/Theory........... 15
Technical and Legal
Communications.................. 5
Plane Surveying Il ................. _ 6
Totals....coooviiiiiiiii s 1605

)|
LIS LT R VY]

Support Courses
FORTRAN Programming .......... 5 3

COURSE DESCRIPTIONS -

0120001—Civil and Surveying Lab/Theory I (9 cr)

This course intreduces general drafting theory and technique
needed to produce a variety of engincering drawings and surve
maps. Emphasis is on development of graphic skills and freg
hand lettering. The student also leams to trace from roug
sketches and manuscripts and develop maps from field noteq.

1 w2 ta

0120301—Civil and Surveying Mathematics I (6 cr}
This course applies algebra, geometry and numerical [rig{

=%

nometry concepis to the surveying field, A computer-relat
course could be substituted for part of the math course wi
permission of the program advisor.

-

01200506—Cartographic Techniques Lab/Theory (9 cr)

(Prerequisite: Civil and Surveying LabiTheary I) This cour|
inclédes an introduction to mapping followed by practice
inking lines and lettering on vellum and drafting film. Tracin
are made of topographic, geological and plan profile maz

-

Format development precedes techniques and practice in ne
ative scribing, and preparation and reproduction of mechani
separations.

0120330—Civil and Surveying Mathematics IT (3 cr)

(Prerequisite: Civil and Surveying Math I) Trigonometry i
related in detail to surveying and civil' problems. The courke
includes traversing, adjustments, arca calculations, intersex-
tions ard partitioning.

—
wr

0120701—Plane Surveying I (3 cr)

(Corequisite: Civil and Surveying Mark I The student learps
basic techniques and equipment used in surveying includifg
tape, level, theodolite and engineering transit. Ficld work afd
‘related computations are done in leveling, distance and angle
measurement and traversing related to mapping.

0120102—Photogrammetric Techniques Lah/Theory (1 dr)

{Prerequisite: Cartographic Techniques LabfTheory) This
course includes theory in aerial photography, geometry of single
vertical photographs and overlapping aerial photos, flight plan-

N
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ning and establishment of ground control. Students leamn the
use of modem stereoscopic plotting instruments and map com-
pilation leading to the preparation of maps from aerial photos.

0120771—BASIC Lenguage Programming (6 cr)

(Prerequisite: Civil and Surveying Math I This introduction
to BASIC includes the use of input and output statements,
arithmetic operations, comparison and branching commands,
use of subrputines ard library functions. Algorithms and pro-
grams assoctated with surveying and engineering computations
are developed. .

0120739—Boundary Law and Public Land Surveys (3 ¢r)

(Prerequisite: Civil and Surveying Mathematics iy A study
of modem surveying methods is related to resurveys of U.S.
Public Lands, comer restoration and researching GLO plats and
field notes. Boundary survey taw and techniques are introduced.
Extensive practice in the use of the National Geodetic Survey
(NGS) Horizontal and Vertical Networks and the New Mexico
State Coordinate System is provided along with training in law
library use and courthouse record research.

0120721—Plane Surveying II (5 cr)

(Prerequisites: Plane Surveying 1, Civil and Surveying Math-
ematics ) Instruction includes practice in the use of one-second
theodolites, EDMs and total stations, precise leveling, stadia
surveys, control surveys, computerized surveying systems and
computer data reduction. Field observations and office calcu-
lations for determining azimuth by solar observation are in-
cleded, and a retracement of a U.S. Public Land survey is
conducted.

0120780—LCoemputer-Assisted Civil Drafting (3 cr)
(Prerequisites: Plane Surveying 1, Civil and Surveying Marh-
ematiics H; corequisite: Photogrammetric Techniques) The stu-
dent learns how to operate the digitizer, plotter and graphics
CRT using the CAST system. Tie input of coordinates, bound-
ary or subdivision points from the keyboard or from COGO
output is followed by the creation of label, text and annotation
files and drafting sequences for plotted finished drawings.

0120153—Civil Design Lab/Theory (9 cr)

(Prerequisite: Photogrammetric Techniques LablTheory; co-
requisites: Plane Surveying lil, Surveying Technical and Legal
Communications) Students practice development and calcula-
tion technigues to analyze route surveys and produce highway,
utility plan and profile drawings. An original subdivision, in-
cleding drainage plans, is designed to subdivision ordinance
specifications.

0120400—Technical and Legal Communications (3 er)

(Prerequisite: Boundary Law and Public Land Surveys; co-
requisite; Civil Design LabiTheory) Reading, writing and
speaking skills are developed through practice in writing and
interpreting land descriptions and interpretation and application
of codes and specifications related to subdivision and design
ordinances.

0120750—Plane Surveying ITI (3 cr)

(Prerequisites: Boundary Law and Public Land Surveys, Plane
Surveying ITy Included are mine survey methods; grid and radial
topographic surveys; retracement of 2 boundary survey; hori-
zontal and vertical curve calculations, design and layout; earth-
work measurements; fluid mechanics and design of a sanitary
sewer system.

See aiso the common suppori course descriptions on page

56.
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Data Processing Technology

4 Terms (Main and Montoya Campuses)

In this program, students learn to solve infor-
mation and management problems using computer
hardware. Graduates are prepared for jobs as busi-
ness applications programmers, which can be the
first step in a career in the computer field. A typing
prerequisite of 25 words per minute is required.

Computers currently used at T-VI are the Data
General M600, 96MB disk drives, CRT terminals,
magnetic tape, line printer and card reader; an IBM
4361, disk drives, tape drives, 3278 CRT displays,
printer and reader; and a variety of microcomputers.

The first and second terms give students a sound
background in fundamental skills used on a wide
variety of computer and computer-related equip-
ment. The third and fourth terms continue to build
computer application skills with emphasis on prob-
lem-solving techniques and the man-machine inter-
face. Minicomputer and mainframe environments
are used in teaching five widely used programming
languages.

To earn a certificate, students must complete suc-
cessfully 1575 instructional hours of which 825 are
laboratory work and 750 are related theory.

Students must pay a $10 supply fee at the begin-
ning of each term,

DATA PROCESSING TECHNOLOGY

PROGRAM
Hrs Cr
Term i Wk Hrs
ANSICOBOL ........ccovviiinnns 10 6
Introduction to Computers/JCL ... 5 3
Computer Mathematics I........... 5 3
Data Processing Accounting I...... 5 3
Term Il
Advanced ANSI COBOL........... 10 6
VSE JCL/VSAM Utilities .......... 10 6
Computer Mathematics II .......... 5 3
Data Processing Accounting 1I..... 5 3
Term ilf
Programming Techniques........... S 3
Assembler Language
Programming ..........cc.ccuvuee 10 6
BASIC Language Programming ... 5 3

Business Systems Analysis and
Design.....coooviviiniiiiann. . 3 3

Term IV .

Report Program Generator 11.......

Computer System Software ........

Database and Telecommunications

Advanced BASIC Language
Programming ..........ccoovviunis

"Programming Projects .............. 35
Totals.....cccovineieeiiiiiaen, 1575

Lh Lh Lh
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Support Courses _
.FORTRAN Programming ..........
Pascal Programming ................ )
‘Technical Writing (7/2 weeks).....
‘Thinking Strategies (7!/2 weeks)...
C Language Programming .........

hth Lh Lh Ln
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COURSE DESCRIPTIONS

0110242—ANSI COBOL (6 cr)

(Corequisite: Introduciion to ComputersiJCL or equivalent)
Structured programming projects directly related to business
and accounting applications are designed, coded, debugged and
executed using a mainframe or microcompuler.

0110301—Introduction to Computers’Job Control Lan-
guage (JCL) (3 er)

(Corequisite: Computer Mathematics I} Instruction is pro-
vided in computer vocabulary, logic and control, and structured
programming techniques including hierarchy charts and top-
down planning. Also included are utilities, sorts and JCL for
mainframe and microcomputer systems.

0110300—Computer Mathematics I (3 cr)

(Corequisite: Introduction to ComputersiJCL) Algebra fun-
damentals are covered in this course along with selected busi-
ness and management math applications. Microcomputers are
used to assist in the instructional process.

0110700—Data Processing Accounting I (3 cr)
Students learn data accounting thecory, practice and terms,
and their relation to computer data processing.

0110250—Advanced ANST COBOL (6 cr)

(Prerequisite: ANSI COBOL or equivalent) This course con-
tinues development of programming skills in the ANS1ICOBOL
language with emphasis on indexed file processing, file update
and subprogram concepts. Programming is done on mainframes
and micrecemputers.

0110600—VSE JCL/YSAM/Utilities (6 cr)

(Prereguisite® ANSI COROL) IBM DOS/VSE Job Control,
Editor, Power, Job Entry System, Procedures, Utilities, VSAM
File Structures, and CICS concepts are studied. .

0110370—Computer Mathematics IT (3 cr)

(Prerequisite: Computer Math Iy This course continues the
development of algebra, businsss math skills and introductory
statistics, Elementary BASIC programs are used to teach for-
mulas on microcomputers,



0110720—Data Processing Accounting II (3 cr)

(Prerequisite: Data Processing Accounting I) Students leam
the vocabulary and concepts used in manufacturing and cor-
poration accounting. Emphasis is placed on computerized ac-
counting on micracomputers.

0110263—Prograrnming Techniques (3 cr)

(Prerequisites: Advanced ANSI COBOL, VSE JCLIVSAM
Urilities) This course involves development of an interactive
on-line business application using a commercial screen gen
erator, plus VSAM file handling and command leve! CICS.

0110122—Assembler Language Programming (6 cr)

(Prerequisite: VSE JCLIVSAM{Utilities) Students learn prog
gramming techniques necessary to writc and refine efficien
programs.

0110841—BASIC Language Programming (3 cr)

(Prerequisite; Introduction to CompurerstJCLY This cours
uses the BASIC language to further the student’s knowledg]
of interactive programming, routines using menu sclection, anfl
search and retrieval routines. Mainframe and microcomputers
are used.

LT

0110860—PBusiness Systems Analysis and Design (3 cr)
(Prerequisite: Data Processing Accounting H; pre- or cq
requisite; Advanced ANSI COBOL) This course teaches strug
tured techniques of systems analysis and design. The systens
life cycle is presented and several methods of analyzing cxisti
systems are covered. Microcomputers are used to write a:iol:Lg
umentation and run project management software, [

0110220—Report Program Generator II (3 cr)

(Prerequisite: VSE JCLIVSAMUtilities) Swdents are intro-
duced to the RPG II programming language used in business
organizations.
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0110660—Computer System Software (3 cr)

(Prereguisites: Advanced ANSI COBOL, Assembler Lan-
guage Programming) This course covers topics designed to
increase understanding of the use of microcomputers, This in-
cludes the study of various sofiware operating systems, macro
assembler programming, mainframe, mini and micro software
computer packages.

0110831—Database and Telecommunications (3 cr)

(Prerequisite: VSE JCLIVEAMIUnilities) General concepts and
organization of database systems are included along with prac-
tical application of Database Management Systems through the
use of networks, telecommunication lines and hardware. Main-
frame and/or microcomputers arc used,

0110164—Advanced BASIC Language Programming (3 cr)

(Prereguisite: BASIC Language Programming) This course
covers file structures, database techniques, interactive com-
puting, statistics, management methods and string manipula-
tions. Mainframe and/or microcomputers are used.,

0110165—Programming Projects (3 cr)

(Prereguisites: Programming Techniques, Business Systems
Analysis and Design} This course is a continuation of Pro-
gramming Techniques with emphasis on individualized or group
data processing projects.

0110622—C Language Programming (3 cr)

(Prereguiisite: Advanced ANSI COBOL) This course is an
introduction to C programming language using microcompu-
ters.

See also the common support course descriptions on page
56.

Electromechanical
Drafting

3 Terms (Montoya Campus)

Electromechanical Drafting is a complex field of
drafting for persons with a strong interest in elec-
tronics and mechanical design. This program pre-
sents drafting fundamentals in both electronics
applications and specialized mechanical drafting and
design concepts.

Graduates are prepared for jobs as electrome-
chanical drafters with a background in conceptual
and applied experiences to allow growth and de-
velopment in typical industrial situations.

The lab contains modern drafting stations, draft-
ing machines and other typical drafting equipment.
Computer user applications are included throughout
the program.
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To earn a certificate, a student must successfully
complete 1237 hours of which 562 are laboratory
work, 375 are theory, and 300 are supervised work
experience. A new class is accepted at the beginning
of the summer term only.

The supervised work experience in Term I does
not qualify' students for Veterans Administration
benefits or other financial aid.

A personal equipment fee of $50 is required to
enter the program.

ELECTROMECHANICAL DRAFTING

PROGRAM
Hrs Cr
Term I Wk Hrs
Electromechanical Drafting Lab/

Theory L...ccoiiirininniiiiinnns 15 9
Technical Mathematics I ...... Ceeies 5 3
Mechanical Analysis................ 5 3

Term I
Electromechanical Drafting Lab/

Theory IL..cocovvviniinicnnannnn.e. 15 9
Technical Mathematics II.......... . 5 3
Basic Electronics......ooeeveiveunnn. 5 3

Term ili
Electromechanical Drafting Lab/

Theory III (7/2 weeks) .......... 155
Technical Mathematics III (71/2

WEEKS) . vt vteiverraiiaereiaareniinns 5 2
Technical Writing (7'/z weeks)..... 5 2
Supervised Work Experience (7'/2

weeks). .o _ 40 6

Totals...oveeeevreriiiirrieiieniens 1237 45

Support Courses
BASIC Language Programmmg 5 3
FORTRAN Programming .......... 5 3
Reading Improvement .............. 5 3
Thinking Strategies (7'/2 weeks)... 5 2

COURSE DESCRIPTIONS

0122031—Electromechanical Drafting Lab/Theory I (9 cr)

This is an introduction to basic mechanical drafting skills,
orthographic projection, detail drawings and mechanical as-
semblies related to the electromechanical industry.

'
i

0122322—Technical Mathematics I (3 cr)
[i Algebra, geomeiry, formula manipulation and tolerances are
covered.

L :
0122716—Mechanical Analysis (3 cr)

Mechanical processes used to form and jein metallic and
nonmeta]llc materials are presented. The student is introditced
to fabrication techniques and strength of materials.

: 0122074—Electromechanical Drafting Lab/Theory II (9 ¢r)

" (Prerequisite: Electromechanical Drajrmg LabiTheory I; co-
requisite: Basic Electronics) This lab incorporates the funda-
mental concepts of the electronics field. Students leam to use
correct symbology, designations and layout techniques in ac-
cordance with conventional standards to describe formal sche-
matics, logic diagrams, wiring Jayouts, cable drawings, single-
sided and double-sided printed circuit boards, and fabrication
_t%:rawingS-

0122356—Technical Mathematics IT (3 cr)
i (Prerequisite: Technical Math 1) An applied approach to trig-
onometry is presented based on mechanical computational needs.

0122715—Basic Electronics (3 cr}

|| Prerequisite: Technical Math I) This course develops basic
concep!s of electronics and digital logic relevant to electro-
mechanical drafting and printed circuit design, Circuitry char-
acleristics, functions of components, typical circuitry applications,
and the composition of discrete and integrated circuitry are
studied.

|

0122121—Electromechanical Drafting Lab/Theory III
(7'.’3 weeks) (5 ¢r)

il (Prerequisite: Electromechanical Drafting LabiTheory I) This
course stresses advanced drafting skills and application tech-
niques practiced in industry. Included are exposure to and usc
of computer- -aided-design hardware and software, advanced
geometric tolerancing applications and simplified electrome-
chanical techniques. Class work includes a cumulative electro-
mechanical design project.

0122357—Technical Mathematics III (71/2 weeks) (2 cr)

. (Prerequisite: Technical Matk IT) This coursc concentrates
on practical solutions of engineering problems through math-
ematical manipulation incleding formulas, charts and tables,
identification and wse of math resousce materials, development
of math logic sequences, and applications for CAD/CAM sys-
tem operations. An introduction to calculus is included.

0110420—Technlcal Writing (7/2 weeks) (2 cr)

i Communication skills essential to the drafting technician are
the focus of this course. Topics include identifying report tar-
gels effective vocabulary and notation, outlining, technical
wnUng technigues, process descriptions, report formatting and

typcs of reports.

0122950—-Supervlsed Work Experience (7'/1 weeks) (6 cr)

[(Prerequisites: All Term I and I courses) Students work a
minimum of 300 hours at electromechanical-related supervised
work stations. The student trainee is paid by the cooperative
firm and supervised jointly by T-VI and the employer. When
it is impossible to place all students in work stations because
of local employment conditions, an equivalent activity is con-
ducted on campus.

See also the common support course descriptions on page
56: :



Electronics Technology

4 Terms (Main and Montoya Campuses)

The Electronics’ Technology program has beer
developed to provide the student with a broad basd
of skills in analog and digital circuits.

The program provides training in the fundamentaj
concepts of electronics with an emphasis on digita
equipment such as computers-and electronic contro
devices. :

Circuits which have application in the semicont
ductor, digital equipment manufacturing, measure}
ment and control, communications and display
industries are studied.

Lab facilities contain modern equipment for test
ing, troubleshooting, calibrating, analyzing and de
signing electronic circuits. Such electronic circuit
may be found in communications equipment, com
puters, electronic instruments and many other eled
tronic devices.

For a certificate in Electronics, the student mu
complete successfully 1500 hours of which 975 hours
are laboratory work and 525 are theory. To qualify
for a communications electronics endorsement o
the certificate, students must complete an additional
150 hours in RF Fundamentals and Telecommuni-
cations.

Students must pay a $10 personal equipment fi
before entering the first term and another $8 for the
second term.

172
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ELECTRONICS TECHNOLOGY PROGRAM

Hrs Cr

Term I Wk Hrs
Electronics Lab/Theory [ ........... 15 9
Technical Mathematics ............. 10 b
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Term I ‘
Electronics Lab/Theory II .......... 15 9
Digital Circuits..........coveennnn. 10 6

Term HI
Electronics Lab/Theory III ......... 15 9
Introduction to Microprocessors ... 10 6

Term IV
Electronics Lab/Theory IV ......... 15 9
Advanced Digital Techniques...... 10 6

Totals. ..o v - 1500 60

*Recommended Support Courses
RF Fundamentals ................... 5
Telecommunications ................ 5 3

¥The above courses are optional during Terms Il
and IV and may be scheduled to receive a com-
munications electronics endorsement on the certif-
icate.

Support Courses
Troubleshooting Techniques........
BASIC Language Programming ...
FORTRAN Programming ..........
Pascal Programming................ :
Technical Writing (7%/2 weeks).....
Introduction to Computers .........
Soldering Techniques (7!/2 weeks)

L Lh a L Lh Lno b
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COURSE DESCRIPTIONS

0130003/0130601—Electronies Lab/Theory I (9 cr)
(Corequisite: Technical Mathematics or Laser Mathematics
1) 'This course covers the basic concepts of direct and altemating
current electricity, Ohm's Law, Kirchhoff*s Law, meter cir-
cuits, magnetism and network analysis for DC and AC circuits,
The labotatory supports the classroom theory. Students obtain
skills in the use of oscilloscopes, function generators, multi- -
meters and breadboarding circuits from schematic diagrams.

0130303 —Technical Mathematics (6 cr)
This course covers algebra and trigenometry with emphasis
on DC and AC circwit analysis,

0130052/0130634—Electronics Lab/Theory II (9 cr)

(Prerequisites: Technical Math, Electronics LabiTheory I}
Theory of semiconductors is applied to diode and transistor
circuits, Power supplies and amplifier circuits are studied in
detail.

0130380—Digital Circuits (6 cr)

(Prerequisite: Technical Mathematics) Logic circuit concepts
are introduced.. Small and medium scale integrated circuitry is
used to introduce logic gates, counters, shift registers, arith-
metic circuits, memories and connections with analog devices,
The essential building blocks of many digital systems in com-
puters, instruments, clocks and data processors are covered.
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0130104/013066 | —Electronics Lab/Theory 1II (9 cr)

(Prerequiisite; Electronics LabiTheory II) Analysis of tran-
sistar circuits is continued. Operation of the various classes of
amplifiers, waveshaping circuits and oscillators is included. The
course also covers the principles of operational amplifiers and
basic operational amplifier circuits, Analog systems using AM
and FM principles are studied,

0130385—Intreduction to Microprocessors (6 cr)

(Prerequisite; Digital Circuits) The first part of this course
focuses on programming in machine langouage. The student
learns microcomputer architecture, central processing unit (CPU)
block diagrams, bus structuzes and machine cycles. The second
part of the course exposes students to computer hardware in-
clading clock circuitry, bus drivers, input and output ports and
memary. Troubleshooting the different computer components
is emphasized.

0130155/0130680—Electronics Lab/Theory IV (9 ¢r)
{(Prerequisite: Electronics LabiTheory I11) This course teaches
practical applications of differential and operational amplifiers,
switched mode power supplies, thyristors. various types of
transducers and instrumentation for data cellection, fiber-optics
and opto-electronic devices. Related laboratery exercises pro-
vide experience in design and construction of operating sys-
tems, troubleshooting and companent reptacement techniques.

0130396—Advanced Digital Technigues (6 cr)

(Prerequisite: Introdiiction to Microprocessors; corequisite:
Electronics LabiTheery IV) This course provides students with
practical experience in microcomputer interfacing. Topics in-
clude interfacing with keyboards, printers, ADCs, DACs and
video displays. Polling and interrupts are discussed and used.
Electromechanical devices are interfaced with the computer.
Solving malfunctions in hardware and software is stressed.
Students must create and troubleshaot assembly language pro-
grams to control the hardware.

0130717—R¥ Fundamentals (3 cr)

(Corequisite: Electronics LabiTheory 111y This course pro-
vides study and practical analysis of broadcast communications
systems. Included are single side band, radio. videe equipment
and regulations. Specific equipment may cover recgivers, trans-
mitters and related monitoring or recording devices.

0130435—Telecommunications (3 cr)

{Prerequisites: Electronics LabiTheory I, Introduction to
Microprocessors) Students learn datz communication tech-
niques and analog-to-digital applications. Topics studied in-
clude UARTS and USARTS, standards of interface such as
R8232, protocels for interface, FSK and modems. Telephone
switching systems and microwave transmissicn modes are in-
troduced.

0130861—Troubleshooting Techniques (3 er)

(Corequiisites: Electronics LablTheory H and Digital Cir-
cuifs) Students learn systems analysis of various electronic
equipment which will be eaccuntercd in the industry. Emphasis
is on locating problems and using proper methods for replacing
defective components. The course includes theoretical work to
complement the laboratory assignments.

0130382—Soldering Technigques {7'/z weeks) (I cr)

Students use a top repair center to learn high-reliability so!-
dering and desoldering techniques. Nondestructive printed cir-
cuit board repairs and component replacement techniques also
are used.

‘See also the common support course descriptions on page

36.

Instrumentation and Control Technology

4 Terms (Main Campus)

The Instrumentation and Control Technology pro-
gram provides students with job-entry skills to
troubleshoot and repair automated or process control
equipment and instrumentation. Students may eamn
an associate degree or certificate.

Topics covered include digital and analog cir-
cuitry, microprocessors, electronic and pneumatic
instrumentation, and robotics. The program meets
in a modern laboratory containing electronic lab
benches and test instruments, oscilloscopes, signal
generators, power supplies, digital trainers, micro-
processors, servo trainers, hydraulic-pneumatic and
process control equipment, and a student shop area.

To qualify for a certificate, students must com-

plete successfully 1575 instructional hours of which
825 are laboratory work and 750 are theory. To
qualify for a communications electronics endorse-
ment on the certificate, students must complete an
additional 150 hours in RF Fundamentals and Te-
lecommunications.

TThe associate degree program provides graduates
additional science and technical skills for the sup-
port of engineering activities. Graduates of the In-
strumentation and Control Technology program within
the last four years must fulfill the General Education
and residency requirements to receive the associate
degree.

Students must pay a $10 personal equipment fee
before entering the first térm and another $8 for the
second term.



INSTRUMENTATION AND CONTROL
’ TECHNOLOGY PROGRAM

_ Hrs Cr
Term i Wk Hrs
Electronics Lab/Theory I........... 15 9
Technical Mathematics ............. 10 6

*English 119—Technical
Communications. ................. 3
*Humanities/Social Science

Elective ...ooovviiiiiiieiiiinnnn. 3
Term I
Semiconductors .........cooeeinnnnn. 10 6
Digital Circuits..................o..s 10 6
Introduction to Robotics and
Automated Equipment........... 5 3
*Math 162—Calculus I.............. 4
Term Il .
Industrial Electronics IIL............ 10 6
Instrumentation and Control ....... 10 6
Feedback and Control .............. 5 3
*Chemistry 121L—General
Chemistry ........ccooeiiviiianinne, 4
Term IV
Industrial Electronics IV ........... 10 6
Advanced Feedback and Control .. 10 ¢
Digital Applications................. 10 o6
*Physics 160—General Physics..... 4
Totals...coooviveariiiiiinieienaas 1575 81

*General Education courses required for associa,
degree. Course descriptions on pages 23-25.

Support Courses
Basic Tool Applications ............
BASIC Language Programming ...
FORTRAN Programming ..........
Téchnical Writing (7'/2 weeks).....
RF Fundamentals ...................
Telecommunications ................
Troubleshooting Techniques....,...

[
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Soldering (7'/2 weeks)..............

Associate Degree Support Courses
Computer Architecture and
Operating Systems ...............
Principles of Laser Electro-Optics .
Telecommunications Techniques...
Vacuum Systems......ccoovevvvennns
Pulse Power ...l
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COURSE DESCRIPTIONS

0130003/0130601—Electronics Lab/Theory 1 (9 cr)

This course covers basic concepts of direct current and al- *
ternating current electricity, Ohm’s Law, Kirchhoff’s Law, me-
ter circuits, magnetism, and network analysis for DC and AC
circuits. Students also obtain skills in the use of oscitloscopes,
function generators, moltimeters and breadboarding circuits from
schematic diagrams.

0130303—Technical Mathematics (6 cr)
This course covers algebra and trigonometry with an em-
phasis on DC and AC circuit analysis.

0133796 —Semiconductors (6 cr)

(Prerequisites: Electronics LablTheory I, Technical Math)
Theory of semiconductors is applied to diode and transistor
circuits. Power supplies and amplifier circuits are studied in
detail. An introduction to the theory and operation of AC and
DC motors is included.

0130380—Digital Circuits (6 cr)

{Prerequisite: Electronics LabiTheory I) Logic circuit con-
cepts are introduced. Small and medium scale integrated cir-
cuitry is used to introducc logic gates, counters, shift registers,
arithmetic circuits, memories, and connections with analog de-
vices, The essential building blocks of many digital systems in
computters, instruments, clocks and data processors are cov-
ered.

0133797—Introduction to Rebotics and Automated Equip-
ment (3 cr)

(Prerequisites: Electronics LabiTheory I, Technical Mathe-
matics) This course introduces the stizdent to the study of au-
tomation and robotics. Motors, pneumatics and hydralics are
covered,

0133106—Industrial Electronics Il (6 cr)

(Prerequisite: Semiconductors) Operational amplifiers, au-
dio and video amplifiers, oscillator circuits, modulation meth-
ods and thyristor components are studied.
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0133813—Instrumentation and Control (6 cr)

{Prerequisite: Digital Circuits) Microprocessor interfacing,
AC and DC motor control techniques, stepper metor control
and robot construction are studied. A laboratory robotic arm is
interfaced to a computer.

0133740—Feedback and Control (3 cr)

(Prereguisite: Digital Circuits) Assembler and BASIC pro-
gramming languages are studied and used to control automated
processes.

0133156—Industrial Electronics IV (6 <)

(Prerequisites: Industrial Electronics I, Instrumentation and
Conirol) Servo mechanisms, serial and parallel data commu-
nications, fiber optic commurications, process control, AC and
DC motor control, instrument and computer troubleshooting,
and advanced pneumatic and hydraulic techniques are studied.
A personal compuier is used in the Jab,

0133781—Advanced Feedback and Contrel {6 cr)

(Prerequisite: Feedback and Contrel) Circuit analysis of typ-
ical electronic instruments, video terminals and computers is
studied. Transducers used in industry and pneumatic and hy-
draulic components also are covered.

0133376-—Digital Applications (6 <x)

(Prerequisite: Instrumentation and Control) This course pro-
vides students with practical experience in microcomputer in-
terfacing. Topics include interfacing with keyboards, video
monitors and serial communication devices. A/D and D/A con-
vertors and electromechanical devices are interfaced with the
microprocessor. Solving malfunctions in both hardware and
software is stressed,

0920765—Basic Tool Applications (3 cr)

This combined laboratory and theory course provides in-
struction in shop safety, basic benchwork, precision measuring
instruments, and basic operations on the drill press, lathe and
band saw. Computer numerical centrol (CNC) machine appli-
cations are introduced.

0130717—RF Fundamentals (3 cr)

(Corequisite: Industrial Electronics i) This course provides
study and practical analysis of broadcast communications sys-
tems, Included are single side band, radio, video equipment
and regulations.

0130435-—Telecommunications {3 cr)

{Prerequisites: Industrial Electronics 1ll, Instrumentation and
Control) Students learn data communication techniques and
analog-to-digital applications. Topics studied include UARTS
and USARTS, standards of interface such as RS232, protocols
for interface, FSK and modems. Telephone switching systems
and microwave transmission modes are introduced.

0130861—Troubleshooting Techniques (3 cr)

(Corequisites: Semiconductors, Digital Circuits) Students learn
systems analysis of various electronic equipment. Emphasis is
on locating problems and using proper methods for replacing
defective components.

0130382—Soldering Techniques (7i/2 weeks) (1 cr)

Students use a top repair center to learn high-reliability sol-
dering and desoldering techniques. Nondestructive printed cir-
cuit board repairs and compenent replacement techniques also
are used.

0133256—Computer Architecture and Operating Systems
(3 cr)

(Pre- or corequisite: Digital Applications) This course in-
troduces the architecture and operating system concepts that
form the basis of microcomputer systems. Eight- and 16-bit
microcomputers, architecture, operating systems, and 1O de-
vice drivers are studied,

0133255—Principles of Laser Electro-Qptics (3 cr)

(Prereguisite: Math 150} The student is intreduced to the
operation and principles of a laser. Applications studied include
low power laser alignment, gauging and inspection, and low
power laser applications to interferometry and holography. In-
teraction of high power lasers is introduced,

0133254—Telecommunications Techniques (3 cr) .

(Prerequisites: Industrial Electronics H1, Instrumentation and
Control Hi or equivalent) Telecommunication transmission me-
diums (phone systems, microwaves and fiber optics) are intro-
duced. The course concentrates on how to process a digital
signal for transmission, Topics include UARTs, USARTS, stan-
dard serial interfaces, synchronous and asynchronous protocols,
and modems.

0133252—Vacuum Systems (3 cr)

(Coreguiisite: General Physics 160} This course examincs the
various types of vacuum systems equipment used in industry.
Laboratory work incluedes the assembly, maintenance and leak
detection of various systems.

0133253—Pulse Power (3 cr)

‘(Pre- or corequisite: Term IV of Instrumentation and Control)
The generation, transmission and measurement of high voltage,
pulsed power systems are studied.

See also the common support course descriptions on page
Jé.




67

Laser ElectroiOptic Technology

4 Terms (Main and Montoya Campuses)

The technology of lasers and electro-optics re-
quires electronics, digital, laser and optics training
for persons interested in a career in this rapidly
growing industry. Lasers and electro-optic devices
are used in a variety of areas including construction
and excavation, welding and cutting operations,
communications systems, laboratory testing and
measurement, data processmg, photography, med-
icine, military and space projects, and research and
development.

Students may graduate with either a certlﬂcale or
associate degree. To earn a certificate, students must
complete. successfully 1650 instructional hours of
which 900 are laboratory work and 750 are related
theory.

The associate degree program provides graduates
additional science and technical skills for the sup-
port of engineering activities. Graduates of the LEOT
program within the last four years must fulfill the
General Education and residency requirements to
receive the associate degree.

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

An $18 personal equipment fee is required of]
beginning students.

LASER ELECTRO-OPTIC TECHNOLOGY

PROGRAM
Hrs Cr
Term 1 Wk Hrs
Electronics Lab/Theory I.......... . 15 9
Laser Mathematics I................ 5 3
Digital Principles.................... 5 3
*English 119—Technical
Communications..............,... 3
*Math 162—Calculus I .............. 4
Term I
AC Circuits with Semiconductors . 15 9
Introduction to Microprocessor
Circuitry ..oovviieiieiev e 5 3
Laser Mathematics II ............... 5 3
Introduction to Lasers with Optics 5 3
*Physics 160—General Physics..... 4
Term I
Semiconductor Circuit 1
Applications ...................... 15 9
Microprocessor Interfacing......... 5 3

Advanced Laser Systems...........

LEO Components...................
*Chemistry 121L—General

Chemistry.......ooevvvvevniennnn.. 4

notn
LA

Term 1V .
Advanced Laser Systems with
Applications ....................e. 10
Laser Measurements................ 5
Op-Amps and Linear Integrated
Circuits.......cooiviivviiiinnnnnn. 3
Technical Physics ................... 5 3
Vacuum System Technology ....... 2
*Humanities/Social Science
Elective .....oooviniiiiiiinicnann.. 3
Totals....covvviiiiiiiiniin., 1650 &3

— )= LN

*General Education courses required for associate
degree. Course descriptions on pages 23-25,

Support Courses
BASIC Language Programming ...
FORTRAN Programming ..........
Technical Writing (7'/2 weeks).....
Basic Tool Applications ............
Troubleshooting Techniques........
RF Fundamentals ...................
Telecommunications .......... s
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Lo L) L W LDt



68

COURSE DESCRIPTIONS

0130003/0130601—Electronics Lab/Theory I (9 cr)

(Corequisite: Laser Mathematics I) This course covers basic
concepts of ditect current and alternating current electricity,
Chm’s Law, Kirchhoff's Law, meter circuits, magnetism, and
network analysis for DC and AC circuits. Students obtain skills
in the use of oscilloscopes, function generators, multimeters
and breadboarding circuits from schematic diagrams.

0132333—Laser Mathematics I (3 cr)
Beginning and advanced algebra is emphasized. Concepts in
trigonometry and geometry are covered.

0132304—Digital Principles (3 cr)

This course introduces logic circuit devices and concepts
applicable to many areas of the electronics industry, and covers
such topics as logic gates, truth tables and flip-flops. Students
wire circuits using actual digital integrated circuits. Analysis
and development of larger digital systems are covered.

0132053/0132045—AC Circuits with Semiconductors (9 cr)

(Prerequisites: Electranics LablTheory I, Laser Math 1) The-
ory of semiconductors is applied to diode and transistor circuits.
Power supplies and amplifier circuits are studied. An intro-
duction to the theory and operation of DC and AC motors is
included.

0132843—Introduction to Microprocessor Cireuitry (3 cr)
(Prerequisite; Digital Principles) Clocked logic, multiplex-

ers, shift-registers, memories and digital displays are studied,

Machine and Assembler programming are introduced,

0132386—Laser Mathematics II (3 cr)

(Prerequisites: Laser Mathematics I, Electronics LabiTheory
D) This is the further study of mathematics and its application
to lasers, optics and electronics. Where applicable, problems
are solved using BASIC language programming on a micro-
computer.

0132704—Introduction to Lasers with Optics (3 er)

(Corequisite: Laser Mathematics 1) This is the study of the
nature of light, laser operation as applicd to the helium-neon
laser, and laser safety. The use of lenses, prisms, mirrors and
flats is studied from the viewpoint of geometric optics.

0132105/0132123—Semiconductor Cireuit Applications (9
cr)

(Prerequisite; AC Circuits with Semiconductors) Analysis of
transistor circuits is continued. Operation of the various classes
of amplifiers, waveshaping circuits, oscillators, and principles
of AM and FM are studied. Differential amplifier and opera-
tional amplifier operation principles are introduced.

0132361 —Microprocessor Interfacing (3 cr)

(Prerequisite: Introduction 10 Microprocessor Circuitry) A
system of digital circuits is swdied using a microcomputer,
Interfacing and concepts projects are stressed.

0132821—Advanced Laser Systems (3 cr)

(Prerequisite: Introduction te Lasers with Optics) Wave
propagation is examined in terms of interference, diffraction
and polarization, Also studied arc solid state, molecular gas,
ion gas and semiconductor lasers. Laboratory experiments
stressing safety, accuracy and technical writing skills are per-
formed. ;

1
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0132812—LEO Compaonents (3 cr)

| (Prereqmsue fniroduction to Lasers with Optics) Physical
optics are used to illustrate the operation and compare the

pctformauccs of windows, prisms, lenses, filters, gratings, po-

%]arizers and frequency doublers.

0132162—Advanced Laser Systems with Applications (6 cr)

[] {Prerequisites; Advanced Laser Systems, LEQ Components)
Students perform experiments using fiber optics, A-O Q switch,

!dye cell, spectrum analyzer and A-O modulator. Electronic

‘instruments are studied for comect usage of application. Stu-

dents are required to write a technical paper on a topic in the

ullaser electro-optic field,

l

0132371—Laser Measurements (3 cr)

4 (Corequiisite: Advanced Laser Systems with Applications) De-
tection of radiation is covered. Various devices—calorimeters,
photo-multiplier tubes, semiconductor diodes and pyroelectric
dctcctors—and interferometric measurcments also are studied,

0132788—0p-Amps and Lincar Integrated Circuits (1 cr)
(Prerequisite: Semiconductor Circuit Applications) Linear

|nlegratcd circuits are studied with emphasus on applications in

mslrumcntanon signal generation active filters and control cir-

cuits.

0132500—Technlcal Physics (3 er)

% (Corequisite: Advanced Laser Systems with Applications)
Concepts studied are potential and kinetic energy, force, work,
mementum and an introduction to atomic and nuclear physics.
Concepts are applied using the technology of lasers and electro-
aptics.

(!

1
0132798—Vacuum System Technology (1 ¢r)

i {Coreqm'sire: Technical Physics) This course examines the
various types of vacuum equipmem used in industry. Laboratory
work includes the assembly, maintenance and leak detection of
vanous systems,

0920765—Basic Tool Applications (3 cr)

#This combined laboratory and theory course provides in-
struction in shop safety, basic benchwork, precision measuring
instruments, and basic operations on the drill press, lathe and
band saw. Computer numerical control (CNC) machine appli-
cations are introduced.

1
0[1130861—T'rnubleshooting Techniques (3 ¢r)

| (Corequisite: Semwonductor Circuit Applicarions) Students
leam sysiems analysis of various electronic equipment. Em-
phas:s is on locating problems and using proper methods for
replacing defective components,

t
0130717—RF Fundamentals (3 cr)

\(Corequisite: Semiconductor Circuit Applications) This course
prowdes study and practical analysis of broadcast commiimni-
cations systems. Included are single side band, radio, video
equipment and regulations.

0130435—Telecommunications (3 cr)

(Corequisite: Advanced Digital Techniqites or permission of
inftructor) Students learn data communication techniques and
analog-to-dlgital applications. Topics studied include UARTS
and USARTS, standards of interface such as R$232, protocols
for interface, frequency-shift keylng (FSK) and modems. Tele-
phone switching systems and microwave transmission modes
are‘mtroduced

See also the common support course descriptions on page

56!
i

i
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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 and Welding programs are
located at the Montoya Campus. Admission infor-
mation is available at either campus.

Most Trades programs accept new students at the
beginning of each term. Each applicant has an in-
terview with an admission counselor and also may
be interviewed by the program advisor during the
admission process.

Swdents in the Trades must furnish their own
shop clothes appropriate for their particular pro-
grams. All students, instructors, instructional aides
and visitors must wear approved safety glasses or
goggles which conform to ANSI 287.1 in classes
where they are required.

Students are encouraged to participate in T-VI's
chapter of the Vocational Industrial Clubs of Amer-
ica (VICA). VICA activities are an integral part of
the Trades curriculum.

3

SPECIFIC ENTRANCE REQUIREMENTS

All Trades programs have in common the follow-
ing three entrance requirements: Applicants must
pass math and reading tests, be able to lift materials
and equipment weighing 50 pounds, and be free of]
allergies or health conditions which cannot be con-
trolled and would endanger their own or others’
safety.

Specific requirements of individual programs are
as follows:

AIR CONDITIONING, HEATING AND REFRIGERA-
TION: Must be free of chronic respiratory diseases and allergies
to sheet metal fluxes and metals, and have normal color dif-
ferentiation.

CARPENTRY: Must be free of chronic wood or wood prod-
uct allergies.:

COMMERCIAL PRINTING: Must be free of chronic aller-
gies to lubricants, solvents, inks and photographic chemicals,
and have normal color differentiation with near- and far-point
depth perception.

CULINARY ARTS: Must be free of chronic allergies to
detergents and soap. fealth Requirement: To enroll in this field,
it is 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 from and signed by a licensed
physician no more than 90 calendar days before the start of
classes. _

TRANSPORTATION TRADES: Must be free of chronic res-
piratory diseases and allergies to fuels and solvents.

ELECTRICAL TRADES: Must have normal color differ-
entiation.

MACHINE TRADES: Must be free of chronic respiratory
diseases and allergies to oils, solvents and cutting fluids; be
able to stand on concrete floors for long periods of time; and
have depth perception correctable in both eyes.

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

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

SAFETY NOTE: Students are advised that it can be dan-
gerous to wear contact lenses in any area where there are
JSumes fram chemicals, solvents and gases. These students should
plan to wear regular eyeglasses in classes where such hazards
exist.

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 term.

This on-the-job experience is a training plan de-
veloped by the cooperating employer and T-VI in-
structional staff. Before beginning a supervised work
experience, the student must have the approval of
the instructor, Trades Department student advisor,
department chairman and student services chair-
man.

The supervised work experience option does not
qualify students for Veterans Administration bene-

fits,
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APPRENTICESHIP PROGRAMS

Culinary Apprenticeship

9 Terms (Main Campus)

The Culinary Apprenticeship program is offered
for persons currently employed full time in the cook-
ing industry.

The three-year program combines on-the-job ex-
perience with classroom instruction and results in
certified cook skill levels. Beginning students are
admitted each term, as space permits. The class
meets one day a week from 3:30 p.m. to 7:15 p.m.

There is a $20 registration fee each term. Students
much purchase a special textbook through the local
chapter of the American Culinary Federation.

CQURSE DESCRIPTION

0613035—Culinary Apprenticeship (27 cr)

(Prerequisite: Current full-time employment in the cooking
industry) This course consists of 6000 instructional hours of
which 400 hours are theory taught at T-VI1, and 5600 hours are
supervised work experience in a full-time cooking job secured
before entering the class. Theory covers culinary history, garde
manger (food decorating), food management techniques and
front-of-the-house personnel use, A three-step written and prac-
ticum final exam, administered in conjunction with the New
Mexico Chefs and Cooks Assn., is required to graduate,

Electrical Trades Apprenticeship
8 Terms (Main Campus)

The Electrical Trades Apprenticeship program for
persons currently employed full time in the electri-
cal industry is offered in conjunction with the In-
dependent Electrical Contractors Association (IECA).

The four-year program combines on-the-job ex-
perience with classroom instruction and provides the
opportunity for participants to obtain New Mexico
journeyman licenses. Beginning students are ad-
mitted each fall term as space permits. The class
meets on Tuesday and Thursday evenings from 6
p.m. to 8:30 p.m.

There is a $20 registration fee each term. Students
must purchase books through the IECA.

COURSE DESCRIPTION

0615391—Electrical Trades Apprenticeship (24 cr)

(Prereguisite: Current fill-time employment in the electrical
trades field) This course consists of 8600 hours of which 8000
hours are supervised on-the-job training with electrical jour-
neymen, and 600 hours are related classroom instruction at T-
VI. The classroom instruction covers safety, electrical theory,
blueprint reading and layout, National Electrical Code inter-
pretation, tool usage and moter controls.

Sheet Metal Apprenticeship

8 Terms (Main Campus)

The Sheet Metal Apprenticeship program, for
persons currently employed full time in the sheet
metal industry, is offered in conjunction with the
Rio Grande Chapter of Associated Builders and
Contractors Inc. (ABC).

The four-year program combines on-the-job ex-
perience with classroom instruction and provides the
opportunity for participants to obtain New Mexico
Jjourneyman licenses. Beginning students are ad-
mitted each fall term as space permits. The class
meels on alternate Saturdays from 8 a.m. to 4:45
p-m. or one evening each week from 6 p.m. to 10
p.m.

There is a $20 registration fee each term. Students
must purchase textbooks through the local ABC
chapter.

COURSE DESCRIPTION

0720475—Sheet Metal Apprenticeship (24 cr)

 (Prerequisite: Curren: full-time employment in the sheet metal
indusiry) This course consists of 8610 hours of which 8000
hours are supervised on-the-job training with experienced sheet
metal jouneymen, and 610 hours are retated classroom instruc-
tien at T-VL. The classroom instruction covers safety, shop and
trade math, sheet metal processes for shop machinery, tdan-
gulation layout, radial line layout, parallel line layout, blueprint
reading, and Sheet Metal and Air Conditioning National Assn.
(SMACNA) manuals.



SUPPORT COURSES

Atleast 12 students must sign up and instructional
space must ‘be available before a support course can
be offered. As a result, not all courses are offered
each term. Most are offered only at the Main Cam-
pus.

Hrs Cr
Course Title Wk Hrs
Basic Tool/CNC..........ovevvnenn. 5 3
Energy Management/Solar '
Applications .............coceveien. 5
Occupational Safety ................ 5
Plumbing/Heating Control
Circnitry .......coivveeinrecnenns
Pneumatic Control Systems........
Pole Climbing .......coocoviiininnnn.
- Precision Measurement .............
Transportation Trades Machining ..
Welding Skills Improvement.......
*Introduction to Physics ........
*Thinking Strategies .................
*Wrting Lab. ...l
*Reading for Trades..................

L) CLad
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*See Developmental Studies Department, page 28,
for course descriptions.
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COURSE DESCRIPTIONS

0920905—Basic Tool/CNC (3 cr)

This course includes an introduction to basic machine shop
practices. Instruction is provided in safety, hand tools, ele-
mentary lathe, mill and drill press. Students are introduced to
basic programming concepts related to computer-numerical-
control (CNC) turning and machining centers and computer-
aided-design (CAD) systems.

0920854—Energy Management/Solar Applications (3 cr)

This course is for students interested in management of a
residential energy package. Instruction is provided in how life
styles, design and orientation conserve natural resources. Em-
phasis is on the sclection, installation, maintenance and repair
of solar equipment as related to heating water and air,

0920711—Qccupational Safety (3 cr)

Training is given in the Red Cross Multimedia System and
cardiopulmonary resuscitation, for which Red Cross Certifi-
cation is issued upon successful completion. An introduection
1o the Occupational Safety and Health Act (OSHA) regulanons
is included,

0920247—Plumbing/Heating Control Circultry (3 er)

This course includes installation and troubleshooting of heat-
ing control circuits: Control theory, terminology and symbols
are covered. Instructional emphasis is on electrical control de-
vices from various manufacturers. Also included are the reading
and developing of wiring diagrams and line schematics.

0920904—Pneumatic Control Systems (3 cr)

Basic control system components and diagrams are included.
Emphasis is on the installation and calibration of typical preu-
matic control systems used for environmental control.

0170036—Pole Climbing (2 cr)

Instruction is provided in safety, proper use of equipment,
climbing and maneuvering techniques up to the 18-foot level
on unstepped poles,and the proper use of ladders on poles and
span lines,

0920204—Precision Measurement (3 cr) .

This course is an introduction to basic measurement prin-
ciples and techniques. Students are instructed in the care, cal-
ibration, uses and applications of cuiside micrometers, inside
micrometers, depth micrometers, vernier calipers, indicators
and other measuring equipment specific to their majors.

0920178—Transportation Trades Machining (3 cr)

This course introduces basic machine shop practices partic-
ularly as they relate to the auto diesel mechanic. Instruction is
provided in safety, hand tools, elementary latie, mill and drill
press. Emphasis is on tapping, rethreading, broken stud re-
moval, thread inserts, shaft straightening, torque wrenches,
fasteners, sized nuts and chisel use.

0920985—Welding Skills Improvement (3 cr)

This class includes instruction in safety practices, gencral
tools and equipment, sources of heat, operational procedures,
metals and their properties, and applications of oxyacetylene
and arc welding.
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CONTINUING EDUCATION DIVISION COURSE SUBSTITUTIONS
Some Continuing Education Division courses may be substituted for Trades Instructional Division courses.
Classes which substitute are marked with a # in the Continuing Education Division section of this catalog.
The courses are: '

Continuing Education Division Course  Instructional Division Program__ Substitutes for:

SK 210: Autornotive Servicing Automotive Technology 0215080/021508 1—Automaotive
SK 510: Automotive Brakes Technology Lab I and Theory |
SK 510A: Automotive Front End

Alignment

NOTE: All three Continuing Education Division courses must be completed successfully to substitute for the
nvo Instructional Division courses.

SK 235: Refrigeration I Air Conditioning, Heating and  0230009/0230606—Air
SK 236: Refrigeration II Refrigeration : Conditioning, Heating and
SK 238: Electrical Control Circuitry Refrigeration Lab I and Theory [

NOTE: All three Continuing Education Division courses ust be completed successfully to substitute for the
two Instructional Division courses. ,_

SK 265: Sheet Metal Fabrication Air Conditioning, Heating and  0230157/0230682—Sheet Metal
Refrigeration Applications Lab and Theory




Air Conditioning, H

3 Terms (Main Campus)

The Air Conditioning, Heating and Refrigeration
program prepares students for entry into the instal-
lation, maintenance and service field, With on-the-
" job experience and brand-oriented training, the
graduate of this program should be able to advance
quickly.

Training includes installing mechanical equip-
ment, ductwork, piping and electrical controls; serv+
icing various atr conditioning, heating and
refrigeration components; troubleshooting systems;
and performing required preventive maintenance.

To earn a certificate, a student must complete
successfully a total of 1275 instructional hours of]
which 720 are laboratory work and 555 are related,
theory.

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

Eligible third-term students are encouraged to

participate in the supervised work experience prod
gram.
Air Conditioning, Heating and Refrigeration stu-
dents must pay an equipment fee of $90 before
entering the first term and $70 before each additional
term.

AIR CONDITIONING, HEATING AND
REFRIGERATION PROGRAM

Hrs Cr
Term 1 Wk  Hrs
Air Conditioning, Heating and
Refrigeration Lab I........-...... 15 9
Air Conditioning, Heating and
Refrigeration Theory I........... 5 13
Control Circuitry/Math I ........... 5 3
Term Il
Air Conditioning, Heating and
Refrigeration Lab II.............. 15 9
Air Conditioning, Heating and
Refrigeration Theory II .......... 5 3
Air Conditioning, Heating and
Refrigeration Mathematics II.... 5 3
Control Circuitry II................. 5 3
Term 11

Air Conditioning, Heating and
Refrigeration Lab IIL............. 10 6

73

eating and Refrigeration

Air Conditioning, Heating and
Refrigeration Theory/Control
Circuitry Il...........cooeeees

Sheet Metal Applications Lab......

Sheet Metal Applications Theory ..

Systems Design .....................
Totals,........oovvviiiiiiinniinnns

Il
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Option
Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

0230009/0230606—Air Conditioning, Heating and Refrig-
eration Lah/Theory I (12 cr)

Students learn shop safety; basic tools and equipment; ap-
Plicable Jaws of physics and chemistry; electrical circuits; clec-
tric meters; test and measuring equipment; and installation,
maintenance and service procedures for the mechanical refrig-
erztion cycle and components,

0230514—Control Circuitry/Math I (3 cr)

This course is designed to lay the groundwork required for
diagnosis and service of refrigeration equipment with emphasis
eon DC circuits as applied to Ohm’s Law. Students are taught
algebra as applied to DC electricity and geometry as applied
to sheet metal.
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0230058/6230639—Air Conditioning, Heating and Refrig-
eration Lab/Theory II (12 cr)

(Prerequisites: All Term I courses or equivalent) Instruction
is in the installation, maintenance and service of residential air
conditioning, heating and refrigeration systems,

0230336—Air Cenditioning, Heating and Refrigeration
Mathematics 1I (3 cr)

(Prereguisite: Control CircuitryiMath { or equivalent) This
course covers elements of algebra and physics as applied to the
industry.

0230520—Control Circuitry II (3 cr)

(Prerequisite: Control CircuitryiMath I or equivalent) This
course includes the design, installation and treubleshooting of
air conditioning, heating and refrigeration control circuits. In-
structional emphasis is on electrical contro! devices from var-
ious manufacturers.

0230109—Air Conditioning, Heating and Refrigeration Lab
I (6 cr)

{Prerequisites: Air Conditioning, Heating and Refrigeration
LabiTheory H, Control Circuitry i or equivalent) The instal-
lation, maintenance and service of commercial air conditioning,
heating and various refrigeration systems are covered, plus
multizone heating/cooling, chilled water and hot water systems.

0230474—Air Conditioning, Heating and Refrigeration
Theory/Control Circuitry 11T (3 cr)

(Prerequisite: Control Circuitry I or equivalent) More ad-
vanced control theory and terminology are covered. Emphasis
is on electrical, pneumatic and solid state circuitry as well as
electronic and electric control devices, their installation and
service. '

|
0230157/0230682—Sheet Metal Applications Lab/Theory (6
er)

Instruction is provided in sheet metal processes performed
with hand, bench, cutting and layout too!s; safety; care of 1ools
and equipment; use of materials and supplies; straight pattern
development and fabrication. Lab projects are oriented to typ-
ical heating and ventilation installations.

0230791—Systems Design (3 cr)

This course includes study of the design, layout and appli-
cation of air distribution duct sytems for air conditioning. Em-
phasis is on basic principles of physics as related to human
comfort and the thermodynamics of air flow.

0230947—Supervised Work Experience

This is a continuation of Air Conditicning, Heating and Re-
frigeration Lab and Theary III, placing the student into super-
vised work experience with a tocal contractor. Instructional staff
makes periodic visits to the job site and, in conjunction with
the contractor, completes written evaluations of the student’s
work program,

Automotive Body Repair

3 Terms (Main Campus)

The Automotive Body Repair program prepares
students for entry-level employment repairing col-
lision damage on passenger and commercial vehi-
cles. Proper safety procedures, work ethics, and
correct selection and use of tools and equipment are
stressed.,

The program is designed to ailow a student to
enter the industry at three separate Ievels. Upon
successful completion of Automotive Body Repair
Lab/Theory 1 and Automotive Body Repair 1, the
student may receive a detailing certiftcate and obtain
employment detailing and preparing vehicles for
collision/refinishing repairs. Completion of all courses
through the second term gives the student additional
skills with welding, collision repair procedures and
comprehensive refinishing techniques. The student
may then receive a basic refinishing certificate and
obtain employment as a painter’s helper. The third
term upgrades the student’s abilities to repair and
refinish major collision damage using state-of-the-
art pulling and measuring equipment. During the
third term, students have the option to apply their
skills in a supervised work experience program with
employers.

To earn an Auto Body Repair certificate, a student
must successfully complete a total of 1035 instruc-
tional hours of which 855 are laboratory and 180
are related theory.

Students must pay a $100 equipment fee before
entering the first term, 375 before the second term,
and $50 before the third term.

AUTOMOTIVE BODY REPAIR

Hrs Cr
Term I Wk  Hrs
Automotive Body Repair Lab I.... 15 9
Automotive Body Repair Theory 1 3 3
Math/Basic Electricity .............. 5 3
Detailing Certificate
Term If
Automotive Body Repair Lab II... 21 14
* Automotive Bedy Repair Theory
PP 2 1
Basic Refinishing Certificate
Term 11

Auntomotive Body Repair Lab III.. 21 14
Automotive Body Repair Theory
0 2

5
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Automotive Body Repair Certificate



Option
Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

0210365—Automotive Body Repair Lab 1 (9 cr)

The student is introduced to all phases of the auto cellision
industry including safety procedures, terminology,. body and
frame construction, tools, equipment, minor damage repair,
basic refinishing techniques, detailing, and wnderstanding es-
timates. Students learn how to set up and operate oxyacetylene,
shiclded metal-ar¢ and gas metal-arc welding equipment. The
pracedures for cutting, welding and brazing antomotive sheet
metal are covered.

0210337—Automotive Body Repair Theory I (3 cr)

This course includes an introduction to work rules and reg-
ulations, work habits, trade ethics, human relations, job-seek-
ing skills and job oricntation. Instruction is provided in shop
safety, nomenclature, industrial materials, hand and power tools,
and inspection and repair procedures.

0210332—Math/Basic Electricity (3 cr)

Students learn basic math principles as they relate to mea|
suring tools, equipment, schematics, blueprints, paint mixing
and basic electricity. The theory of basic electricity principles,
related terminology, and elecironic components identification
also are covered. Students are introduced to test equipment,
testing procedures and theory related to autemetive electrical
systems.

0210367—Automotive Body Repair Lab II (14 cr)

(Prerequisites: All Term I courses) The student recejves in-
struction in safety, body shop tools and equipment, and removal
and replacement of body parts. This course covers cleaning)|
sanding, masking, all phases of surface preparation, metal treat-
ment, undercoats, and comprehensive refinishing systems; aid
conditioning diagnosis, testing, repair and servicing; and in-
struction in basic shielded metal-arc, gas metal-arc, gas tung-
sten-arc and plastic welding techniques.

0210368—Automotive Body Repair Theory II (1 cr)

(Prerequisites: Al Term [ courses) The student receives ind
struction in safety, tools, equipment, welding and surface prep
aration and collision repair procedures, body replacement and
related electrical systems. The theory of air conditioning, test
ing, repair and eperation also is studied,

0210372—Automotive Body Repair Lab III (§4 cr)

(Prerequisites: All Term If courses) This course covers com-
prehensive metal repair, body panel replacement, sectioning,
repair to cooling, related electrical systems, alignment and fit{
ting techniques, under body and frame measurement, bady shel
alignment procedures and estimating techniques, The studen
performs a wide variety of refinishing jobs duplicating a modern]
auto collision preduction shop environment,

0210373—Automotive Body Repair Theory III (1 cr)

(Prerequisites: All Term Ii courses) This course covers metal
alloy characteristics, major collision repair techniques, unitized
body sheil alignment equipment, and repair procedures.
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Automotive Technology

3 Terms (Main Campus)

The Automotive Technology program provides
individuals with the skills needed to diagnose and
repair mechanical problems on automobiles and light
trucks. The successful student qualifies as an entry-
level general automobile technician.

Employment opportunities for the auto technician
include such positions as basic servicing, general
mechanic, specialist, service writer, shop foreman,
service manager, sales representative and service
station attendant.

Upon successful completion of Automotive Tech-
nology Lab and Theory I, the student may receive
a basic auto servicing certificate and obtain em-
ployment servicing automobiles. Students who
complete the first and second terms gain additional
skills with engines and air conditioning. Upon com-
pletion of Automotive Technology Lab and Theory
II, the student may receive a basic auto repair cer-
tificate and obtain employment performing minor
repairs and servicing automobiles and light duty
trucks.

Third term studies upgrade the student’s abilities
to diagnose and repair electrical systems including
computer-controlled components. During Term III,
students have the option to apply their skills in a
supervised work experience program with cooper-
ating employers.

To satisfy full program requirements, a student
must complete successfully a total of 1125 instruc-
tional hours of which 750 are laboratory work and
375 are related courses including theory.

Automotive Technology students must pay an
equipment fee of $100 before entering the first term,
$90 for the second term, and $90 for the third term.

AUTOMOTIVE TECHNOLOGY PROGRAM

Hrs Cr

Term I Wk Hrs
Automotive Technology Lab I..... 15 9
Automotive Technology Theory I.. § 3
Math/Basic Electricity .............. 5 3

Basic Auto Servicing Certificate

Term II
Automotive Technology Lab II .... 15 9
Automotive Technology Theory II. 5 3
Transportation Electronics.......... 5 3

Basic Auto Repair Certificate
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Term I
Automotive Technology Lab III ... 20 12
Automotive Technology Theory Il ___ 5 3
Totals.....oooovininiiniiiiiinaans 1125 45

Automotive Technology Certificate

Option
Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

0215080/021508 l—Automotive Technology Lab/Theory I (12
er)

These courses are designed to provide the student with the
skills needed to perform common automotive service work.
Inspection., repair and replacement of brakes; automotive chas-
sis; front and rear end suspension components; related hard-
ware, steering, and wheel alignment are covered. Students also
receive instruction in work rules and regulations, werk habits,
job-seeking and retention skills and human relations.

0215197—Math/Basic Electricity (3 cr)

Students learn basic math principles as they relate to mea-
suring tools, equipment, graphs and schematics. The theory of
mechanical power, basic electricity principles, related termi-
nology, and electronic component identification also are cov-
ered. Students are introduced to diagnosis and equipment-testing
procedures and theory related to automotive electrical systems.

0215085/0215086—Automotive Technology Lab/Theory 1I
(12 cr)

(Prerequisites: Automotive Technology LabiTheory 1, Maih!
Basic Electricity) These courses cover basic internal combus-
tion engine theory; complete cngine overhaul procedures; use
of precision measuring tools; related systems including cooling,
oil, ignition, fuel emission and exhaust; and diagnostic and
tepair precedures for clutches, manually shifted transmissions,
automatic transmissions, transaxles and diffcrential units, Air
conditioning diagnosis, testing, repair and servicing also are
included.

0215199—Transportation Electronics (3 cr)

(Prerequisites: Automotive Technology LabiTheory I, Math/
Basic Electricity) The student leams to test and replace mal-
functicning electronic components. The theory of solid-state
devices, basic principles of electronics, and interpretation of
circuit diagrams are studied.

0215088/0215089—Automotive Technology Lab/Theory III
(15 er)

(Prerequisites: Automotive Technology LabiTheory II, Trans-
portation Elecironicsy These courses cover the diagnosis and
repair of electrical components and fuel systems. Instruction
also covers tune-up equipment and diagnosis-and-repair pro-
cedures required to tune up vehicles. Emission control standards
and components are studied, and the student learns to make
repairs and final adjustments.

Carpentry

2 Terms {Main Campus)

The Carpentry program provides students with
practical and realistic job skills to entér the con-
struction industry. Classes meet in indoor and out-
door labs specifically designed for cabinetmaking
and residential construction.

During the first term, the fundamentals of resi-
dential framing and tools of the trade are taught. In
the second term, emphasis is on residential and light
commercial work, maintenance and remodeling along
with instruction on interior finish carpentry, basic
construction and installation of cabinets and mill-
work.

. To earn a certificate, a student must complete
successfully 750 instructional hours of which 450
are laboratory 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 suc-
cessful completion of all Term I courses if a student
leaves the program at that point.

Carpentry students must pay an equipment fee of
$100 before entering the first term and an additional
$70 for the second term. They also must provide
their own carpenter’s overalls or nail apron.



CARPENTRY PROGRAM
Hrs Cr
Term ! Wk  Hrs
Carpentry Lab I..................... 15 9
Carpentry Theory I ................. 5 3
Carpentry Math/Blueprint Reading
[ 5 3

Framing Certificate

Term Il
Carpentry Lab Il .................... 15 9
Carpentry Theory Il................. 5 3
Carpentry Mallv‘Bluepnnt Reading
Hoo i -5 3
Totals....vvvuiviiiiiiiiians 750 30
Carpentry Trades Certificate
Option

Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

03110141’0311610—Carpentry Lab and Theory I (12 cr)

Instruction is provided in hand and power tools, site layou(
and foundations, rough framing, roof framing, structural shel
basics, stair construction, exterior finish and safety.

0311311—Carpentry Mathematics/Blueprint Reading I (3
cr)

This course provides instruction in whole numbers, combin;
ing numbers, lumber sizing, scaling, centering and triangld
theory. Instruction in the interpretation of elevation drawingg
and floor plans, symbols and notations, dimensions ard struc/
tural informatien is included. Students are introduced to ma-
terial estimation.

0311061/0311642—Carpentry Lab and Theory II (12 cr)

(Prereqmszre Carpentry Lab and Theory I or equivalent
This course is a continvation of Carpentry Lab and Theory |
with the addition of finish carpentry, basic construction ard
installation of cabinets and millwerk. Maintenance, remodel
ing, concrete finishing and light commercial construction
emphasized.

0311338—Carpentry Mathematics/Blueprint Reading II (3
cr)

(Prerequisite: MarkJB!ueprm: Reading I or equivalent) Thi
course includes an introdectory study of blueprint appl:cauor;{
to residential homes, nltiple family dwellings and commerci
buildings. Instruction also is provided in the use of rules and
formulas for material estimating, volume measure, ratio and

proportion.
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Commercial Printing

2 Terms (Montoya Campus)

This program teaches entry-level skills for jobs
in the offset printing industry or in-plant print/du-
plication shops.

The lab contains computers, phototypesetters,
paste-up and stripping tables, process cameras, plate
makers, offset duplicators and presses, paper cut-
ters, folder and bindery machines, and other equip-
ment used in the industry.

[nstructional units have specific prerequisites as
follows: typesetting—typing skill of 25 words per
minute; proofreading—good spelling/grammar; paste-
up/layout—visual coordination, color perception and
measurement skills; camera—ailergy free and night
vision; press—-allergy free, depth and color percep-
tion, mechanical aptitude; bindery—mechanical ap-
titude, lifting ability. -

To earn a certificate, a student must complete
successfully a total of 750 instructional hours of
which 525 are laboratory work and 225 are related
theory.

When students leave the program, they receive
rating sheets listing the skills mastered.

Commercial Printing students must pay a per-
sonal equipment fee of $30 before entering the first
term.
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COMMERCIAL PRINTING PROGRAM

Hrs Cr
Term I Wk Hrs
Commercial Printing Theory I..... 5 3
Commercial Printing Lab I......... 15 9
Layout and Planning.............. . 5 3
Term Il
Commercial Printing Theory II ... 5 3
Commercial Printing Lab II........ 20 12
Totals.............. i 750 30
COURSE DESCRIPTIONS

0715036/0715621—Commercial Printing Lab and Theory I
(12 cr)

This course covers safety of tools, equipment, solvents and
chemicals; use of tools and equipment; design; composition,
layout and paste-up; proofs'and proofreading; basic photo type-
setting; papers and inks; basic setup and operation ef offset
duplicators and presses; bindery processes; and quality control,

0715747—Layout and Planning (3 cr)

This combined lab and theory course provides instruction in
job analysis, cost contro}, estimating, quality control and pro-
duction work flow.

0715075/0715650—Commercial Printing Lab and Theory
IT (15 cr)

(Prerequisite: Conunercial Printing Lab and Theory I or
eqm‘mt‘enr) Students are exposed to more complex operations.
Emphasis is on advanced processes in all areas of the lab;
computer compaosition; imposition; duotone and special effect
screens; multicolor register and special penalty stock printing;
troub]eshnotmg techniques; computer estimating; production
control and legal considerations.

: Culinary Arts

Baking
2 Terms (Main Campus)

This food service specialty prepares persons for
jobs as bakers in restaurants, bake shops, bakeries
and institutional kitchens such as schools or* hos-
pitals. Persons entering this field should be. carly
risers since most baking begins early in the morning.

' Baking meets in a lab furnished with commercial
equipment and display cases. The program s prod-
ucts are sold in the T-VI food service areas.

To earn a certificate, a student must complete
successfully 750 instructional hours of which 525
are laboratory work and 225 are related theory.

Students may leave the program when a training
objective is reached and receive a rating sheet de-
tailing the skills mastered.

Baking students must pay an equipment fee of
$100 before entering Term [ and $30 for Term II.

BAKING PROGRAM

' Hrs Cr

Term I Wk Hrs
Baking Lab [ .....covvoinninnss e 15 9
Baking Theory I .....coevnenennnee. 5 3
Food Service Mathematics ......... 5 3




Term Il
Baking Lab IT....................... 20 12
Baking Theory II.................... _5 3
Totals.....coocvvviiniiciiinnnn. 750 30

Option

Supervised Work Experience

i

COURSE DESCRIPTIONS

0611034/0611620—Baking Lab/Theory 1 (12 cr)

Students learn fundamentals of mixing and processing the
ingredients used in a variely of breads, sweet yeast dough
products and specialties. Also included are care and use of
equipment, bakery sanitation, proper use and storage of bakery
ingredients, experiments with baking formulas, leavening agents
and human relation skills.

0611321—Food Service Mathematics (3 cr)
Basic arithmetic for sales, portioning and pricing of food
products is covered. Students also learn to use cash registers.

0611072/0611649-—Baking Lab/Theory 1I (15 cr)
(Prerequisite: Baking LabiTheory ) This course continues
the principles of Baking I with emphasis on baking chemistry
and advanced production procedures. More study of interna-
tional pastries and desserts is provided and cake decorating is
covered, Supervisory management principles are iricleded.

Quantity Food Preparation
2 Terms (Main Campus)

Quantity Food Preparation emphasizes nutritional
food preparation and prepares students for entry into
the rapidly growing food industry—as sauté cooks
after the first term or dinner cooks upon completion
of the full program.

Classes are held in industrial kitchens. First-term
students prepare food for and operate a cafeteria
line including cash registers. More than 250 meals
are served on most school days:.

Second term students operate the Student Spe-
cialties program, a fine dining restaurant open to
the public by reservation only. (See page 7.)

To earn a certificate, a student must complete
successfully 750 instructional hours of which 525
are laboratory work and 225 are related theory.

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

Graduates are encouraged to enroll in the Baking
program, as space permits, to gain an additional job
skill which may be helpful in their careers.

Quantity Food Preparation students must pay an
equipment fee of $100 before entering the first term

and another $80 for the second term.
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QUANTITY FOOD PREPARATION

PROGRAM

Hrs Cr

Term I Wk Hrs

Quantity Food Lab I................ 15 9

Quantity Food Theory I ............ 5 3

Food Service Mathematics ....... . 5 3
Term i

Quantity Food Lab II............... 20 12

Quantity Food Theory II ........... _5 3

Totals.....c.cooi v, 750 30

COURSE DESCRIPTIONS

0610033/0610619—Quantity Food Lab/Theory I (12 cr)

This course. provides instruction in preparing meats, vege-
tables, soups, sauces, sandwiches, salads and breakfast foods,
Emphasis is placed on cost, nutrition, sanitation, safety, tools
and equipment, cooking methods and techniques, speed and
efficiency, and cafeteria line operation,

0610320—Food Service Mathematics (3 cr)

Basic arithmetic for sales, portioning and costing of food
products is covered. Students alse learn how to use cash reg-
isters, :

0610071/0610648—Quantity Food Lab/Theory II (15 cr)

Students leamn methods of cooking:stews, fricassees, gar-
nishes, sauces and other dinner items. Also covered are herbs
and spices, salad preparation, use of recipes, application of
costing procedures, pantry work, restaurant service and oper-
ation, and customer service.
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Diesel Mechanics

3 Terms (Main Campus)

This program prepares students to work on a va-
riety of diesel-powered equipment used in the truck-
ing, heavy equipment and mining industries.

The program meets in five working labs where
students are introduced to a variety of diesel en-
gines, electrical and hydraulic test equipment, dy-
namometers, air conditioning equipment, drive train
components, fuel injection test and calibration de-
vices, and related equipment,

In the first term, students learn basic engine block
design; component parts disassembly, inspection and
reassembly; diesel engine accessories; introduction
to diagnosis; troubleshooting; and injection system
component replacement. The second term includes
the transmission, drive train and fuel injection por-
tions of the program. In the third term, students
repair electrical components and hydraulic systems.

A student may leave the program when a training
objective is reached and receive a performance cer-
tificate detailing the skills completed.

To satisfy full program requirements, a student
must complete successfully 1125 instructional hours
of which 675 are laboratory work and 450 are related
theory.

Diesel Mechanics students must pay an equip-
ment fee of $100 before entering the first term, $130
for the second term, and $130 for the third term.

DIESEL. MECHANICS PROGRAM

Hrs Cr
Term I Wk Hrs
Diesel Engine Principles and
Accessories Lab...... R, 15 9
Diesel Engine Principles and
Accessories Theory ........ viaaes 5 3
Diesel Mathematics/Basic
Electricity........ 5 3
Term 11

Transmission, Final Drive, Clutch,
Brake, Steering and Fuel
Injection Lab ............ovienin. 15 9

Transmission, Final Drive, Clutch,
Brake, Steering and Fuel
Injection Theory........oovennenn.

Transportation Electronics..........

wh LA
[FER VL]

Term MLl
Electrical and Hydraulic Systems
Lab..ciiiianninniinns e 15 9
Electrical and Hydraulic Systems
Theory ..... . 5 3
Troubleshooting and Problem
Solving..... Cevveree e, e 5 3
Totals....... Ceee e ceeens 1125 45
Option

Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

0240010—Diesel Engine Principles and Accessories Lab/
Theory (9 cr)

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; companent parts disassembly, inspec-
tion and reassembly; fits, tolerances and service specifications;
usc of precision measuring tools; interpreting mechanical draw-
ings; thread repair precedures; lubricating, cooling, air intake
and fuel systems; governor contre] design. The course intro-
duces the student to diagnosis and repair of engine failures and
reduced aperational capabilities,

0240607—Diesel Engine Principles and Accessories Theory
(3cn

Instruction is provided in shop safety, indusirial materials,
and hand and power tools as they relate to basic engines and
principles. Students are intreduced to repair manuals, sche-
matics, charts and job sheets.



0240279—Diesel Mathematics/Basie Electricity (3 cr)

The student learns and applies basic math principles as they
relate to measuring tools, equipment, graphs and schematics,
The theory of mechanical power, basic electricity principles,
related terminology and electrical component identification also
are covered. An introduction to diagnosis equipment, testing
procedures and theory related to heavy equipment, electrical
systems, troubleshooting and repair procedures is included,

0240110—Transmission, Final Drive, Clutch, Brake, Steer-
ing and Fuel Injection Lab (9 cr)

(Prerequisites: Diesel Engine Principles and Accessories Lab
Theory, Diesel Mathematics/Basic Electricity or equivalent) In-
struction covers the service and repair of drive train, brake and
steering systems and components, Students learn manual trans-
mission repair procedures and how 1o perform standardized tests]
on automatic transmissions. Instruction also is provided in fuel
system design, construction, operating principles, servicing]
procedures and troubleshooting,

0240666 —Transmission, Final Drive, Clutch, Brake, Steer-
ing and Fuel Injection Theory (3 cr)

(Prerequisites: Diesel Engine Principles and Accessories Lab
Theory, Diesel MathematicsiBasic Electricity or equivalent) Basio
theory of the entire drive train, brake, and steering and fuel
systems is studied. The course also covers the theory related
to test equipment, diagnosis, troubleshooting and analysis se-
quence procedures.

0240341 —Transportation Electronics (3 cr)

(Prerequisites: Diesel Engine Principles and Accessories Lab
Theory, Diesel MathematicsiBasic Electricity or equivalent) The
student Iearns how to test and replace malfunctioning electronig
components. The theory of solid-state devices, basic principles
of electronics, and interpretation of circuit diagrams also arc
covered, The basic principles of signal-tracing characteristics
and operation of semiconducting diodes, effects of bias voltaged
on semiconducting diodes, and the operation of rectifier circuits
are included. The student also studies and performs lab exper
iments on full wave rectifiers, voltage rectifiers, transistors
thyristors, integrated circuits, eperational amplifiers, digital gateq
and timing circuits.

0240158—Electrical and Hydraulic Systems Lab (9 cr)
(Prerequisites: Transmission, Final Drive, Clutch, Brake
Steering and Fuel Injection LabiTheory; Transportation Elec

tronics or equivalent) This course covers the application of

basic and advanced diesel electricity, electrical circnits and
components with related schematics; carburetion for gasoline
liquified petroleum and natural gas engines; magneto design
construction and maintenance; and diesel electric generator op
cration, maintenance and repair. Hydraulic pumps, control de
vices, cylinders and motors are studied, disassernbled an
repaired. The course also covers diesel air conditioners and thg
refrigeration cycle of transport units.
0240683—Electrical and Hydraulics Systems Theory (3 cr
(Prerequisites: Transmission, Final Drive, Clutch, Brake
Steering and Fuel Injection LabiTheory; Transportation Elec
fronics or equivalent) Students learn safety, diagnosis, trouble
shooting and repair procedires of electrical, hydraulic and ai
conditioning systems,

0240864—Troubleshooting and Problem Solving (3 ¢r)

(Prerequisites: Transmission, Final Drive, Clutch, Brake
Steering and Fuel Injection LabiTheory; Transportation Elec
tronics or equivalent) Students diagnose problems in lubricaL
tion, cooling, air induction, exhaust, fuel starting and drivs
train systems.
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Electrical Trades

4 Terms (Main Campus)

This program provides students with entry-level
skills for employment in the construction industry,
electrical maintenance and related electrical trades.

The program is designed to allow a student to
enter the electrical trade industry at three separate
levels. Upon completion of Terms I and II, the stu-
dent may receive a residential wiring certificate and
obtain employment as an apprentice electrician.

Completion of Term III gives the student addi-
tional skills in design and installation of industrial
control systems and heavy construction work, A
student may receive an elecirical trades certificate
at this point.

Term IV upgrades the student’s abilities in in-
stallation and maintenance of solid-state equipment.
Students also have the option to participate in a
supetvised work experience program,

To earn a certificate, a student must successfully -
complete a total of 1575 instructional hours of which
900 are laboratory work and 675 are related theory.
A student may leave the program when a training
objective is reached and receive a proficiency cer-
tificate detailing the skills mastered.

Electrical Trades students must pay a personal
equipment fee of $100 before entering the first term,
another $85 for the second term, $50 for the third
term, and $50 for the fourth term. They also must
provide their own shop clothing and industrial safety
glasses or goggles which conform to ANSI 287.1.
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ELECTRICAL TRADES PROGRAM

Hrs Cr
Term [ Wk Hrs
Electrical Trades Lab I ............. 15 9
Electrical Trades Theory I......... . 5 3
Electrical Math L.................... 5 3
Term II
Electrical Trades Lab II ...... eees 15 9
Electrical Trades Theory II......... 5 3
Electrical Math I ................... 5 3
Electrical Blueprint Reading I ..... 5 3

Residential Wiring Certificate

Term I
Electrical Trades Lab III ........... 15 9
Electrical Trades Theory III........ 5 3
Electrical Blueprint Reading II ... 5 3
Commercial Wiring Certificate
Term IV
Electrical Trades Lab IV ........... 15 9
Electrical Trades Theory IV........ 5 3
Occupational Safety ................ 5 3
Totals..oocovviviiiiiiiiianinns 1575 63
Electrical Trades Certificate
Option

‘Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

0353672/0353673—Electrical Trades Lab and Theory I (12
cr)

This course provides instruction in the fundamentals of basic
electricity, Subject areas include AC and DC thecry, symbol
identification, schematic reading, circuit application, magnet-
ism, introduction to basic transformers, single-phase motors,
and use of the National Electric Code and utility requirements.,

0353655—FElectrical Trades Mathematics I (3 cr)

The student reviews basic arithmetic functions and is intro-
duced to electrical formulas which include Ohm's and Kirch-
hoff"s laws. Problem solving includes calculations of material
and circuit load requirements; rules for series, parallel and
combination circuits; and mechanical work and power.

0353675/0353676—Electrical Trades Lab and Theory I1(12
cr)

(Prerequisites: Electrical Trades Lab and Theory I) The fun-
damentals of electricity learned in Term I are applicd 10 the

design and installation of residential and commereial building
circuitry. Subject areas include safety; use of tools and equip-
ment; and the design and installation of branch circuits, service
entrances, and the necessary hardware such as outlet boxes,
electrical cable and low-voltage equipment. Also covered are
wiring of temporary services, basic circuit bending, and an in-
depth study of the National Electric Code and local codes and
regulations.

0353656—Electrical Trades Mathematics II (3 cr)

(Prerequisite: Electrical Trades Mathematics | or equivalent)
This course advances the student’s knowledge of electrical for-
mulas into algebraic concepts and trigonometric functions as
they apply to power production, magnetic circuitry, generators
and three-phase motors.

0353659 —Electrical Trades Blueprint Reading I (3 cr)
(Prerequisite: Electrical Trades Theory ) Basic instruction
is provided in reading and interpreting blueprints and specifi-
cations. Emphasis is on terminology, symbols, notations, scal-
ing, dimensioning and basic blueprint drawing techniques.
Construction methods, materials and structural support of res-
idential, commercial and industrial buildings also are covered.

0353678/0353679—Electrical Trades Lab and Theory III
(12 er)

(Prerequisites: Electrical Trades Lab and Theory I and H)
Tools and materials used in commercial installations are taught,
Students work outside the lab on projects around campus when
possible, gaining first-hand knowledge of installation methods
to reinforce training.

035368 1—Electrical Motor Controls (3 cr)

Industrial contro! circuits for moter-driven equipment are
covered including automatic and manual controls, sequencing,
forward and reversing, and time delays.

0353657—Electrical Trades Blueprint Reading I (3 cr)
{Prerequisite: Electrical Trades Blueprint Reading I or
equivalent) Advanced instruction in reading blueprints and
specifications is provided. The blueprints include transformers,
fecders, distribution panels, subfeeder panels, lighting circuits,
motors and controllers, signal systems and power requirements.

0353658/0353654—Electrical Trades Lab and Theory IV (12
er)

(Prerequisites: Electrical Trades Lab and Theory I, I and
il or equivalens) This course is an advanced study of motor
control circuitry. Included are solid-state devices and a com-
parison between magnetic control circuitry and state-of-the-art
equipment.

0353653—Occupational Safety (3 cr)

This course presents training in the Red Cross Multimedia
System and cardiopulmonary resuscitation for which Red Cross
Certification is issued upon successful completion. An intro-
duction to the Occupational Safety and Health Act (OSHA)
regulations is included.

0353963—Supervised Work Experience

This is a continuation of Electrical Trades Lab and Theory
IV, placing the student into supervised work experience with
a local coniractor, Instructional staff makes periodic visits to
the job site and, in conjunction with the employer, completes
written evaluations of the student’s wark program.



General Trades

1 Term (Main Campus)

The General Trades program is for persons want/
ing to find work quickly and leam a skill whilg
employed as a helper or trainee,

The first half of the program provides instructio
designed to help students determine the types 0‘]
work best suited to their interests and abilities coud
pled with skill development in job seeking and joh
retention. Instruction also includes use, care and
maintenance of hand and power tools common td
trades occupations, and industrial safety,

When a student has made satisfactory progress
in the readiness unit, the student and instructor seek
an entry-level job for which the student qualifies
A supervised work experience program is estab
lished with the cooperating employer for the rej
maining weeks of the term. Most jobs are cxpecle(f
to be permanent and full time,

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

Students who complete the program receive 4
proficiency certificate.

This program does not qualify students for Vet
erans Administration training benefits or éther stu
dent financial aids.

GENERAL TRADES PROGRAM

Hrs - Cr
Term I Wk  Hr§
General Trades Lab/Theory (7'/2
weeks)........ et vireee. 20 9
Supervised Work Experience (7/2
WEEKS)....iveniiiiiiiea, 20 6
Totals........oocoeiviiviininnn, 300 15
Support Courses
See page 71.
COURSE DESCRIPTIONS

0290011/0290623—Genera! Trades Lab/Theory (9 cr)

The student is taught skills to find job openings, apply ang
interview for jobs, obtain and hold a job. Safety, hand anll
power tools, and industrial materials used in a variety of od
cupations also are covered. |

L§

0290951—Supervised Work Experience (6 ¢r)

As they become prepared, students begin work at teacher
approved werk stations in the specific fields chosen. Stude
trainees are supervised jointly by T-VI and the cooperating
employers for the remainder of the term. ;
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Hospitality/Food Service -
Management

1 Term (Main Campus)

This program is available to persons employed
in the hospitality/food service field who want to
learn the skills necessary to become entry-level
SUpervisors or managers.

Classroom instruction totals 135 hours of theory
in human relations, supervision and business prac-
tices. The supervised work experience portion of
the program, totaling a minimum of 240 hours, is
established with a cooperating employer under the
supervision of the instructor.

Students who complete the program receive a
proficiency certificate.

This program does not qualify students for Ver-
erans Administration training benefits or other stu-
dent financial aids.

HOSPITALITY/FOOD SERVICE
MANAGEMENT PROGRAM

Hrs Cr
Term { Wk Hrs
Hospitality/Food Service
Management Theory ......... oo 9 6
Supervised Work Experience....... 16 9
Totals.....oooeveiiiiiiiii, 375 15
COURSE DESCRIPTIONS

0312671—Hospitality/Food Service Management Theory (6
cr)

The student learns skills to advance into supervision and
management. Students develop human relations skiills needed
to facilitate cooperation among employees and attract cus-
tamers; supervision skills related to motivating employees, re-
solving conflicts, setting goals, rewarding good performance
and providing constructive discipline; and the business practices
of basic accounting, marketing and cost control,

0312970—Supervised Work Expericnce (9 cr)

The student is employed at an approved work station that
provides relevant learning expericnces directly related to career
and educational goals. The swdent is supervised and evaluated
jointly by the employer and T-VI personnel.
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Law Enforcement

4 Terms (Main Campus)

The Law Enforcement program provides basic
instruction in the field of law enforcement and crim-
inal justice. Students may earn either a certificate
or an associate degree.

The training and instruction provided in the first
and second terms lead to a certificate and prepare
the student for entry-level employment with a law
enforcement agency. To earn a certificate, a student
must successfully complete 32 credit hours.

Students who have already received a certificate
from an approved New Mexico law enforcement
academy with which T-VI has an articulation agree-
ment are given block credit for the 23 credit hours
of training in the first and second terms of the as-
sociate degree program, These students may enter
the third term after meeting T-VI admission require-
ments. They also must take English 101, Sociology
111 and Math 120. Credit will be posted at the
completion of all courses in the degree program.

The curriculum covered in the third and fourth
terms provides advanced coursework designed to
train the student for higher level positions in the
fields of security, law enforcement and corrections.
Degree program credits may be transferred to four-
year colleges or univérsities that have related pro-

grams.
To earn an Associate in Applied Science Degree
in Law Enforcement, a student must successfully

complete 65 credit hours of which 23 are certificate
core requirements and 42 are academic courses.

Students must pay personal equipment fees of $3
for the first term and $15 for the second term.

ASSOCIATE IN APPLIED SCIENCE/LAW

ENFORCEMENT
Hrs Cr
Term ! Wk Hrs
*Sociology 111—Criminal Justice
System ...oveiiiiiie 3
*English 101—Writing with
Readings in Exposition .......... 3
Law Enforcement I ................. 20 10

fi

Term II

*Math 120—Intermediate Algebra.. 3
ii; Law Enforcement [I ................ 23 13
i Law Enforcement Certificate

Term Il

'FEninsh 119—Technical
it + Communications.................. 3
*Psychology 101 or 102—General
't Psychology IorIl................ 3
E*Sociology 101—Introduction to
b Sociology ..vveiiiiiiiiiniin 3
*Computer Science 101—Computer
p LAteracy ....eeoeeiiiiiiein. 3
*Sociology 280—Social Science
i Research ......ooovevnvneniininnen. 3
!I

Term v
*Specch 221—Interpersonal
" " Communication................... 3
*Sociology 211—Social Problems 3
Socnology 212—Juvenile
. Delinquency .....coovveeviininnnn. 3
*Sociology 213—Criminology ...... 3
*Sociology 214—Sociology of
| Corrections..........vovvieiinianas 3
*Sociology 216—Ethnic and
. Minority Groups................., 3
' Totals...c.oarreennnnns! SUPTTURT 645 65

1T p—

1]

*General Education courses. Course descriptions
on pages 23-25.

il

N COURSE DESCRIPTIONS

0770207—Law Enforcemen! I (10 cr)

[This course includes a study of the historical development,
purposes and goals' of criminal common law, New Mexico
statutory law and the procedures which control actions of the
criminal justice system. Other topics inctude patrol concepts,

officer safety, tactical procedures, survival techniques and first
atd.

0770208—Law Enforcement 11 (13 cr)

mus course provides the student with the critical elements
of.criminal and accident investigation, traffic cnfercement and
cemmunity relations, Students also learn appropriate force lev-
els to use when confronting a potentlally dangerous person,
handcufﬁn g. search techniques, prisoner handling and self-de-

fense
h



Machine Trades

4 Terms (Main Campus)

The Machine Trades program qualifies students
for job entry as machine tool operators.

Students learn the fundamental operations of var-
ious machine tools. Classes meet in two well-equipped
labs where students are introduced to micrometers,
gauges, drill presses, hand saws, engine lathes,
milling machines and other equipment used
thronghout the metal working industry.

To earn a certificate, a student must complete
successfully 1500 instructional hours of which 900
are laboratory work and 600 are related theory.

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

Machine Trades students must pay an equipment
fee of $100 before entering the first term, $80 before
the second term, and $70 for the third term. Students
also must provide their own industrial goggles or
safety glasses with side shields which conform to
ANSI 287.1.

MACHINE TRADES PROGRAM

Hrs Cr

Term I Wk Hrs
Machine Trades Lab I.............. 15 9
Machine Trades Theory I........... 5 3

Machine Trades Math/Blueprint
Reading I..........cc.oeiieinins 5 3
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Term Il
Machine Trades Lab II ............. 15 9
Machine Trades Theory II.......... 5 3
Machine Trades Math/Blueprint
Reading IT ........ccvvinnnninaann, 5 3
Term IlI
Machine Trades Lab IIT ............ 15 9
Machine Trades Theory III......... 5 3
Numerical Control Programming I 5 3
Term IV
Machine Trades Lab IV ............ 15 9
Geometrical Tolerancing/
Metallurgy .......covvivinnnnnns . 5 3
Numerical Control Programming
| P PO 5 3
Totals.....coooveiiiiiiiiien 1500 60
Option

Supervised Work Experience

Support Courses
See page 71.

COURSE DESCRIPTIONS

0220007/0220604—Machine Trades Lab/Theory I (12 cr)

These courses provide experience in the operation of drill
presses, pedestal grinders, band saws, engine lathes, surface
grinders and milling machines. Instruction also covers shop
safety, benchwork, machine construction and nomenclature,
speeds and feeds, cutting tool physics and abrasives.

0220306—Machine Trades Mathematics/Blueprint Reading
I1{3cr)

Review of basic math and introduction of simple formula
manipulation, introduction 1o shop drawings, and sketching of
orthographic and isometric views are included,

0220056/0220637—Machine Trades Lab/Theory II (12 cr)
(Prerequisites: Machine Trades LabiTheory 1, ‘MathiBlue-
print Reading I or equivalent) Instruction covers advanced en-
‘gine lathe operations, basic surface grinding and an introduction
to turret lathes and milling machines. Emphasis in the theory
portion of the course is on the technical aspects of tooling.

0220334—Machine Trades Mathematics/Blueprint Reading
I3 cr)

Instruction includes a continuation of algebra with emphasis
on machine-related problems, geometric theorems, intraduction
to trigonometry as applied to the trade, and continuation of
print reading,

0220107/0220663—Machine Trades Lab/Theory III (12 cr)

{(Prerequisites: Machine Trades LabiTheory II. Math/Blue-
print Reading 1 or equivalent) The advanced milling machine
operations of hole production, indexing and rotary table work
are emphasized. Tracer and advanced turret lathe operations
are introduced along with tool, cutter and cylindrical grinding,
Numerical control (N/C) and computer numerical control (C/
N/C) operations also are covered.
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0220755—Numerical Control Programming I (3 er)

(Prerequisites: All Machine Trades H courses or equivalent)
Instruction includes word address formats, the programming
and tape preparation necessary for numerical control machining
along with practical trigonoretry as applied to the N/C pro-
grams.

0220161-—Machine Trades Lab IV (9 cr)

(Prerequisites: All Machine Trades Il courses or equivalent)
Major emphasis is on advanced milling and tuming setups,
advanced N/C, C/N/C setup, and operation of drilling/milling
and turning machines,

0220652—Geometrical Tolerancing/Metallurgy (3 cr)

This course covers care and application of tooling with em-
phasis on applications to commonly machined materials with
high-speed steels, carbides, coated carbides and ceramics. In-

struction covers methods and processes, structure and prop-
erties of metal, temperature changes in metal machining, effects
of alloying elements, weights and conversion factors, Also
included are heat treatment of ferrous alloys and instruction in
interpretation and application of the geometrical tolerancing
system.

0220761—Numerical Control Programming II (3 cr)

(Prerequisite: Numerical Control Programming I ar equiv-
alenty This course offers instruction in computer-assisted in-
teractive graphics and part programming system applications.
It provides the basic information necessary for writing milling,
drilling and tumming programs. The course also covers ddvanced
manual programming techniques and geometric applications to
computer-assisted drafting/computer-assisted manufacturing
(CAD/CAM) systems used in distributive numerical control (D/
N/C) and C/N/C machining.

Plumbing .

2 Terms (Main Campus)

The Plumbing program provides the technical
knowledge and occupational skills necessary to en-
ter the plumbing industry.

During the first term, instruction is in the fun-
damentals of layout, assembly and installation; no-
menclature of tools and materials; and practice with
the tools of the trade.

Emphasis in the second term is on residential and
light commercial work, maintenance and remodel-
ing; installation of fixtures; alteration, planning and
coordination of the job; repair of piping systems;
installation of water, soil and vent lines; and appli-
cation of codes.

To earn a certificate, a student must complete
successfully 750 instructional hours of which 450
are laboratory 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 term and another $70
for the second term.

PLUMBING PROGRAM

Ars Cr

Term I Wk Hrs

Plumbing Lab I ..................... 15 9

Plumbing Theory I.................. 5 3
Plumbing Math/Blueprint Reading

P 5 3

Term II
Plumbing Lab I .................... 15 9
Plumbing Theory II................. 5 3
Plumbing Math/Blueprint Reading
| OO 5 3
Totals.......oviniiiiiniiininiiinnns 750 30
Option -

Supervised Work Experience

Support Courses
See page 71.



COURSE DESCRIPTIONS

0340015/0340611—Plumbing Lah/Theory I (12 cr)

This class covers safe and proper use of tools and equipment;
identification of plumbing fittings and pipe; basic hydraulics
and pneurnatics; layout, assembly, installation, alteration and
repair of pipe systems; safety practices; general tools and equip-
ment; sources of heat; and operational procedurcs.

0340312—Plumbing Mathematics/Blueprint Reading I (3
cr) o ]

This course covers basic arithmetic, whole numbers, com-
mon and decimal fractions, cubic and weight measures, use of
rules and formulas, ratio and proportion, area calculations,
volumes, pressure and capacities, hydraulics and pipe length
calculations, and surface and direct measurements. Also cov-
ered is basic instruction in sketching and reading workshop
drawings, blueprints, and specifications for residential and light
commercial work.

0340062/0340643—Plumbing Lab/Theory II (12 cr)
(Prerequisites: Plumbing Lab and Theory I or equivalent,

Math and Blueprint Reading ! or equivalent) This course em-]

phasizes design, layout and installation of water, soil and vent
lines; related fixtures and fittings; inspecting and testing sys-
tems; soldering; maintenance and repair of plumbing: solar
systems; yard irrigation; swimming pool, hot tubs and spa in-
stallation and service,

0340339—Plumbing Mathematics/Blueprint Reading II (3
cr)

(Prerequisite: Mathi/Blueprint Reading I or equivalent) Coursg]
content includes a detailed study of piping drawings, isometric
pipe layouts, intefpreting residential and light commereial blue
prints, application of plumbing codes, knowledge of terms, and
planning and coordinating the job.
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Welding

3 Terms (Montoya Campus)

The Welding program qualifies students for entry-
level employment in the metals-processing industry.
Specific welding qualification is the goal of each
term.

During the first term, students study, practice and
qualify in oxyacetylene welding. Instruction also is
provided in shielded metal-arc welding.

In the second term, welder qualification tests are
given in shielded metal-arc welding and gas metal-
arc welding. Students must pass these tests to ad-
vance to Term III.

During the third term, tests are given in pipe
welding and gas tungsten-arc welding to acquaint
the student with standard operating procedures for
various qualifications. Students must be making
progress on these tests to exit the program early.
(See Early Exit, page 19.) Instruction also is offered
on welding fabrication and materials testing,

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

A certificate is awarded to students who complete
successfully 1200 instructional hours of which 750
are laboratory work and 450 are related theory,

Specific welding qualification is the goal of each
term. A student may leave the program when a train-
ing objective is reached and receive a rating sheet
detailing the skills mastered.

Welding students must pay a personal equipment
fee of $100 before entering the first term.

WELDING PROGRAM

Hrs Cr
Term I Wk Hrs
Welding LabI...............oonill 15 9
Welding Metallurgy I............... 5 3
Welding Math/Blueprint Reading I 5 3
Term 11
Welding Lab IT.............ccvveeens 13 9
Welding Metallurgy 11 .............. 5 3
Welding Math/Blueprint Reading
Rt 5 3
Term I
Welding Lab III...................... 20 12
Weiding Metallurgy I1l/Inspection., 5 3
Blueprint Reading III............... .5 3
Totals......oovvienvvnii 1200 48



COURSE DESCRIPTIONS

0221008—-Welding Lab I (9 cr)

This class teaches welding safety, general tools and equip-
ment, common gases and their properties, welding materials,
welding joints, oxyacetylene welding and brazing, thermal cut-
ting, and shielded metal-arc welding procedures and processes.

0221605—Welding Metallurgy I (3 cr)

Instruction is offered in manufacturing processes, welding
methods and processes, Stnicture and properties of metal, tem-
perature changes in welding, effects of alloying elements, var-
fations of fluxes, and slags and gases for shielding.

0221307—Welding Mathematics/Blueprint Reading I (3 ¢r)

This is a course in basic arithmetic. Surface and direct mea-
sarements, graphs and charts, and payroll calculations are stud-
ied. Instruction also is provided in basic drawing interpretation,
welding symbols, terms and detailed fittings applied to the
welding area.

0221057—Welding Lab IT (9 cr)

(Prerequisites: Welding I Lab, We!dmgMemHurgy!orequw—
alenr) This course provides advanced instruction in shielded
arc and gas metal-arc welding. Beginning instruction in gas
tungsten-arc welding is provided.

0221638—Welding Metallurgy II (3 cr)

(Prerequisite: Welding Metallurgy I or equivalent) Instruc-
tion is offered in filler metal for joining iron, steel and non-
ferrous metals, shrinkage and distortion in weldments, pre-
heating and pastheating, difficulties and defects in welds, weld-
ing carbon and alloy steels, welding tests, conversion factors
and symbals, weights and properties.

0221335—Weldmg Mathematics/Blueprint Reading IT (3 cr)

- (Prerequisite: Welding Marh!B!ueprm: Reading I or equiv-
afenf) Rules, formulas, ratio, proportion, volume and right-
angle calculations are covered. Also included-is blueprint read-
ing instruction in which the student reads commercial construc-
tion and fabrication drawings, complex detail section and
assembly drawings related (o the welding field.

0221108—Welding Lab III (12 cr)

i (Prerequisites: Welding Lab H, Welding Metatlurgy 1, Weld-
ing Mathematics/Blueprint Reading H or equivalent) Working
speed and proficiency are emphasized through continued prac- -
tice and shop fabrication assignments. Instruction is provided
in basic pipe welding and layout, materials testing and industrial
safety. Welding and testing of pipe intersections designed in
Blueprint Reading I1I and pipe qualification tests are included.

0221664—Welding Metallurgy IIl/Inspection (3 cr)

“(Prerequisite: Welding Metallurgy Il or equivalenf) This course
deals with technical reports and welding problems arising from
the lab sessions including daily discussion and review. Instruc-
tiop is in the welding processes used for carbon steels, stainless
steels, aluminum and plpe. procedures, layout used in fabri-
cation and AWS inspection standards.

i
0221790—Blueprint Reading III (3 cr)

'(Prerequisite: Welding Math/Blueprint Reading Il or equiv-
alent) This lab course teaches development of templets for
vanous types of pipe and fabrication weldmg. materials esti-
matmg, pipe layout and development, pipe and structural print
reading, performance of pipe qualification tests for the basic
intersections, transferring of measurements from working
drawings and blueprints, design considerations, layout and
welding related to fabrication.
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Tuition

Continuing Education Division classes are tuition
free.

Textbooks

Continuing Education Division students—except
those taking Adult Basic Education classes—must
purchase their own books. Textbook prices are listed
in this catalog but may change during the year.

Standards of Progress

SKILL IMPROVEMENT PROGRAM: To
complete successfully a Skill Improvement class and
receive a certificate, a student must attend at least
80 percent of the classes and earn a minimum grade
of C. Letter grades used are:

A = Excellent
B = Above Average
C = Average
U = Unsatisfactory

Certificates are granted to students for each class
completed successfully.

ADULT BASIC EDUCATION PROGRAM:
Students maust attend at least 80 percent of the class
sessions to receive a certificate. No grades are given.

Attendance Policies

" Continuing Education Division teachers take at-
tendance each class session and turn in absence re-
ports to the division office each month, If a student
is absent four class meetings in a row, the teacher
tries to contact the student. A student may be dropped
from the class afler four consecutive absences.

Student Records

‘Permanent records kept by the Continuing Edu-
cation Division include the date a student enrolled
in a class, date completed or dropped, total number
of class hours, total number of hours the student
attended, final grade, and whether a certificate was
awarded to the student. The words per minute at-
tained in a typing or shorthand class also are noted
when applicable.

The Continuing Education Division will furnish
transcripts whenever requested by a student. The
first transcript is free; others cost $1 each. Please
allow 48 hours to process transcript requests,
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ADULT BASIC EDUCATION

T-VI's Adult Basic Education program, which is

offered free, includes classes in written and spoken |,

English, math, General Educational Development
(GED) examination subjects for persons seeking a
high school equivalency diploma, and a citizenship
class for aliens who want to become United States
citizens.

Registration

Persons wanting to take an Adult Basic Education
class should begin by registering in person at either
T-VI campus on one of the ABE registration days.
The 1983788 registration days are: Fall term, Au-
gust 25-26; winter term, December 29-30; summer|
term, April' 26-27. Registration is held between 10
a.m. and 8 p.m.

A Continuing Education Division counselor will
help with class selection to meet individual needs
and schedules. During the term, ABE counselors
are available at both Main and Montoya campuses
Monday through Thursday from noon to 9 p.m.,
and Friday from 8 a.m. to 5 p.m.

Textbooks

Textbooks are loaned to students free. There are
no fees for the classes because they are funded with
state and federal monies.

Persons or groups interested in additional ABE
classes in the community should contact the ConA
tinuing Education 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 learning to speak English. Most of
the class work is in speaking and listening although
some written work is given. In addition to textbooks|
tape recorders and other audiovisual 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 studied English before, The class uses a
conversational approach to lcaming English. Linguistic differ-
ences and teacher recommendations will be considered for proper
placement of students in the class.

Fall-Winter-Summer

MW or TTh 7-9 p.m. T-¥1 Main Campus
MW 7-9 p.m. T-¥I Montoya Campus
MTWThF 8:30-10:30 a.m.  T-VI Main Campus
MTWThF  10:45 a.m.—12:45 p.m. T-VI Main Campus

MTWThF 1:15-3:15 p.m. T-VI Main Campus

101-T: INTERMEDIATE ENGLISH AS A SECOND
LANGUAGE
This class is for students who have completed the beginning
convessational English class or persons who speak some En-
glish, It is a continuation of the beginning class with emphasis
on speaking and writing.

Fall-Winter-Summer

MW or TTh 7-9 p.m. T-¥I Main Campus
MW 79 p.m. T-¥1 Montoya Campus
MTWThF 8:30-10:30 am.  T-VI Main Campus
MTWThF  10:45 2.m.~12:45 p.m. T-VI Main Campus

MTWThF 1:15-3:15 p.m. T-VI Main Campus

101-A; ADVANCED ENGLISH AS A SECOND
LANGUAGE
Students who have had a previous conversational English
class and persons who can speak some English but need ad-
ditional practice may take this class. Speaking, writing and
basic grammar are taught.

Fall-Winter-Summer

MW or TTh 7-9 p.m. T-¥1I Main Carmpus
MW 7-9 p.m, T-VI Montoya Campus
MTWTRF B:30-10:30 a.m. T-VI Main Campus
MTWThF  10:45 a.m.—12:45 p.m. T-VI Main Campus

MTWThHF 1:15-3:15 p.m. T-VI Main Campus

101-L: BASIC LITERACY FOR ENGLISH AS A
SECOND LANGUAGE

This class helps students learn the most basic skills for read-
ing and writing in English. It is especially for those with little
formal education or whose language does not use the same
written alphabet as English. The class includes letter formation
(printing and cursive), relation between English sounds and
letters, reading and writing single words and short sentences,
and filling out short application forms.

Fall-Winter-Summer
MW or TTh 7-9 p.m. T-VI Main Campus
MTWThF  10:45 a.m.-12:45 p.m. T-VI Main Campus

PREREQUISITE: Completion of Beginning English as a
Second Language. or equivalent.
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102-B: BEGINNING BASIC ENGLISH GRAMMAR/
SPELLING

This class is recommended for students who can function in
the English language or have taken at least two terms of con-
versational English. or students who have difficulty reading and
writing the English language. Included are grammar, speech
comection, oral expression, writing, spelling and phonetics.

Foll-Winter-Summer

TTh -9 p.m. T-¥1 Main Campus
MW 79 p.m. T-VI Montoya Campus

162-A: ADVANCED BASIC ENGLISH GRAMMAR/
SPELLING

Persons who need English grammar and spelling review or
reinforcement will benefit from this class. Persons registering
should talk with a Continuing Education Division counselor for
proper placement.. This is a struceured English grammar class
which may be taken by high school graduates for review pur-

poses.

. Fall-Winter-Summer
TTh 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-VI Montoya Campus

103; COMBINATION BASIC MATHEMATICS AND
ENGLISH GRAMMAR

This class is for students who want to improve their basic
English and mathematics. Mathematics, English and spelling
are emphasized. Students are divided according to abilities and
individual instruction is given in mathematics, Students should
tzlk with a counselor before registering for this class,

Fall-Winter-Summer
TTh 7-9 p.m, T-VI Main Campus
TTh 7-9 p.m. T-¥1 Montoya Campus

104; BASIC MATHEMATICS

This class helps students understand numbers and how to
work word problems. It uses numbers to teach the student how
to buy on credit, borrow money, plan spending, and deal with
everyday problems. Facts about insurance and some modern
basic math also are covered. Algebra is not taught in this class.

Fall-Winter-Summer
TTh 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-V¥1 Montoya Campus

107-B: BEGINNING READING IMPROVEMENT AND
SPELLING

This is 2 beginming literacy class for native English speakers
who have difficulty reading and recognizing words. It improves
the student’s reading ability and understanding of what is read.
Word recognition, spelling and sight vocabulary are included.

Fall-Winter-Summer

MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-V¥I Montoya Campus

107-I: INTERMEDIATE READING IMPROVEMENT
AND SPELLING
This class improves the student’s ability to read and under-
stand what is read. Textbooks and audiovisual aids are used to
help improve reading, comprehension and spelling.

- Fall-Winter-Summer
MW - 7-9 p.m. T-¥1 Main Campus
TTh 7-9 p.m. T-VI Montoya Campus

107-A: ADVANCED READING IMPROVEMENT AND
SPELLING

[

" This advanced reading class is for students who can read but
want to improve comprehension and reading speed. This is not
a speed reading class. Audiovisual equipment and other reading
materials are used for speed, comprehension, retention and

spelling.

Fall-Winter-Summer

MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-VI Mantoya Campus

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

This class prepares students for the General Educational De-
velopment (GED) examination for a high school equivalency
diploma. The five areas included in the GED exam are cov-
ered—-writing skills, social studies, science, reading skills and
mathematics. Students are placed in this class if their pretest
scores are in the middle range, which is approximately seventh
grade overall. Much of the class can be planned for the indi-
vidual student and may be completed at the student’s own pace.
Students are encouraged to take the GED examination at the
end of the term, but those with high demonstrated ability may
take the test earlier. The test is free. All textbooks are furnished
to the student free on a card check-out basis.

Fall-Winter-Summer

MTWThF 8:15-11:15 a.m,  T-VI Main Campus
MTWThF 8-11 a.m. T-¥I Montoya Campus
MTWTHF 12:15-3;15% p.m.  T-VI Main Campus
MTWThHF 12 noon-3 p.m.  T-VI Montoya Campus
MTW 6:30-9 p.m. T-VI Main Campns
MTW 6:30-9 p.m. T-VI Montoya Campus

This class carn be offered in other locations if requested. Ask
the registration moniiors about locations.

FPREREQUISITE: Persons wanting to take this class must be
ar least 18 years old and not enrolied in high school. A 17-
year-old may enroll if released from the state compulsory school
artendance law and granted o GED Underage Permission Form.
Prospeciive students must take @ pre-GED test ar T-VI, Scores
on that test help place applicants in the most appropriate class.

NOTE; During the term, students may register for GED classes
ar Main Campus berween 10 a.m. and 8:30 p.m. Monday through
Thursday, 8 a.m. and 4:30 p.m. on Friday: and at Montoya
Campus from 12 noan to 8:30 p.m. Monday through Thursday
and 8 a.n. to 4:30 p.m. on Friday. .

1069: CITIZENSHIFP FOR ALIENS

This is a ¢lass in United States history and government for
aliens who want to take the United States Naturalization Test.
To become a U.S. citizen, an alien must first pass an oral and
written test before an examiner from the Naturalization De-
partment. That test is not given at T-VI nor administered by
T-VI personnel. The test also may include information on na-
tional, state and municipal govemment. Free textbooks are
given only to students enrolled in the class.

Fall-Winter-Summer
TTh 7-9 p.m.



93

SKILL IMPROVEMENT COURSES

The Skill Improvement Program assists adults in
improving their job skills for career advancement,
preparing for a career change, exploring a new ca-
reer field, or acquiring basic educational skills which
they lack. Skill Improvement classes are open to all
adults and high school sophomores, juniors and sen-
iors.

. Admission Policies

Classes numbered 110 through 499 are open to
adults and high school sophomores, juniors and sen-
iors, Classes numbered 500 or above teach spe-
cialized skills, and are designed for persons who
have a job-related need for the instruction and meet:
the prerequisites.

Every effort will be made to place all applicant
in classes. If fewer than 15 persons have applied
for a class, it may be canceled.

Registration

Persons who want to take a Continuing Educatio
Division Skill Improvement class should registel;’
early for the best chance of getting in a class. Every
effort will be made to add classes so all applicants
can be placed.

To complete the registration process, applicants
must:

¢ Submiit a separate registration form for eaclw
class desired. Forms are available at both campuses
and all branches of the Albuquerque Public Library
Registration deadlines are August 28 for the fal
term, December 31 for the winter term, and Apri
29 for the summer term. After those deadlines, forms
must be hand-delivered. Continuing Education Dis
vision office hours at both campuses are 8 a.m. tg
9 p.m. Monday through Thursday, and 8 a.m. to §
p.m. on Friday.

® Pay the $10 registration fee, This fee is paid
once per term, regardless of the number of classes
taken. The fee may be mailed or hand-delivered ta
either campus, Payment may be by check, money
order, Mastercard or VISA. Payment must accom-
pany the registration form. The fee is refundable
only if T-VI is unable to place the applicant in 2
requested class.

® Purchase required texthooks. Applicants will
be notified about placement in classes, schedules,
book and lab fees, and bookroom hours. Deadlines
for payment of book and lab fees are September 2
for the fall term, January 6 for the winter term, and
May 4 for the summer term.

Fees

REGISTRATION FEE: There is a $10-per-term
registration fee for Skill Improvement classes (re-
gardless of the number of classes taken), payable
when the registration form is submitted.

TEXTBOOK FEES: Persons taking Skill Im-
provement classes must purchase their own text-
books. Textbook prices listed in this catalog are
subject to change, '

LABORATORY FEES: In some classes, there
is a laboratory fee to cover the cost of supplies used
by the student. Laboratory fees listed in this catalog
are subject to change.

REFUNDS: The registration fee will be refunded
if the applicant cannot be placed in a class. Students
who withdraw from class during the first two weeks
may receive a refund of their textbook and lab fees
but not the registration fee. Refunds will not be
given for textbooks that have been damaged. No
refunds are given after the first two weeks of class.

Refunds are not made in cash; a check is mailed
to the student.

All laboratory and book fees must be paid before
the student is admitted to class.
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Changing. Careers Course

S Weeks (Main and Montoya Campuses)

This course is designed for adults who have spent
years as homemakers or in other careers, and want
or need to change professions, obtain employment
or return to school.

Changing Careers is offered each term at both
campuses. To accommodate different schedules,
classes are offered at various day and night starting
times. ;

Anyone may enroll, and space 1s available on a
first-come/first-served basis. The only cost for the
course is the $10 Continuing Education Division
registration fee.

Course topics include: developing a positive self-
image; self-assessment of marketable skills, abili-
ties and interests; résumé writing; interviewing tech-
niques; the local job market and community resources;
and help with personal decisions related to voca-
tional and educational choices. Emphasis is placed
on the many options open to students including
T-VI's Preparatory Program, General Educational
Development (GED) preparation classes, occupa-
tional and associate degree programs, other edu-
cational programs in Albuquerque, or employment.

SK440: CHANGING CAREERS

Sept, 1-Oct. 6 MTWThF
Sept. 8-Oct. 14 MTW

Oct. 7-Nov. 10 MTWThF
Nowv. 11-Dec. 17 MTWThF
Jan, 4-Feb. 5 MTWThF
Jan, 11-Feb. 16 MTW

Feb. §-Mar. 11 MTWThF
Mar. 14-Apr. 15 MTWThF
May 2-June 6 MTWThF
May 9-June 15 MTW

June 7-July 13 MTWThE
July 14-Aug. 17 MTWThF

Fall
9-11 a.m. Montoya Campus
6:30-9:30 p.m. Main Campus
9:15-11:15 a.m. Main Campus
9-11 a.m. Montoya Campus
Winter
9—11 am. Montoya Campus
6:30-9:30 p.m. Main Campus
9:15-11:15 a.m. Main Campus
9-11 a.m. Monteya Campus
Summer
9-1]1 a.m. Montoya Campus
6:30-9:30 p.m. Main Campus
9:15-11:15 a.m. Main Campus
9-11 a.m, Montoya Campus

Business Education

M = transfers to a T-VI Instructional Division pro-
gram

» SK110: ACCOUNTING I

Principles of the double entry bookkeeping cycle, from the
opening entry through the formal balance sheet and income
statement, are covered. Business forms and tireir function, busi-
ness terms, accuracy, neatness, orderliness, thoroughness and
responsibility are included.

Fall-Winter

MW 7-9 p.m. Cibola High School
Highland High School
La Cueva High School
T-¥1 Main Campus

T-¥1 Montoya Campus

TTh 7-9 p.m. Del Norte High
School
La Cueva High School
! T-VI Main Campus
T-¥YI Montoya Campus
Summer
MW 7-9 p.m. T-¥1 Main Campus
TTh 7-9 p.m. T-VI Montoya Campus

TEXTS: College Accounting, 121th Ed.—$22
Study Assignments, Part 1—87
Vance Zarmer Compater Consultant Practice Set—

519



%* SK111: ACCOUNTING II

This is a continuation of Accounting I. Units cover pur
chasing and sales accounting, installment sales, inventory ang
prepaid expenses, tangible assets, accruals and reversing entries
along with further study of financial statements. A unit o
accounting for a partnership also is included.

Fall
MW 7-9 p.m. Highland High School
T-VI Main Campus
TTh 7-9 p.m. T-V¥1 Montoya Campus
Winter -
MW 7-9 p.m. Cibola High School
Highland High School
T-VI Main Campus
TTh 7-9 p.m. T-V1 Montoya Campus
Summer
MW 7-9 p.m.. T-VI Main Campus
TTh 7-9 p.m. T-¥I Montoya Campus

PREREQUISITE: A beginning class in double-entry Book
keeping or accounting '
TEXTS: College Accounting, 12th Ed,—$22

Study Assignments, Part 2—87

Spinner & Thomas Baking Co. Practice Set—$10.5

SK112; ACCOUNTING III

A continuation of Accounting [1, this class covers variou
aspects of corporate accounting, the voucher system of ac
counting and accounting for a manufacturing business. Cost
accounting is introduced.

Fall-Winter

MW 7-5 p.m. Highland High School

TTh 7-9 p.m. T-VI Montoya Campus
. Summer

TTh 7-9 p.m. T-VI Monteya Campus

PREREQUISITE: Accounting Il or equivalent
TEXTS: College Accounting, 12th Ed.—$22

Study Assignment, Part 3—§7

Marcus Tool & Die, Inc. Practice Set—3$11
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5K113: AUDITING

Auditing procedure, reports and working papers used in fi-
nancial investigations are studied and analyzed. Audit practice
with verification of assets, liabilities, owner’s equity, expense
and revenue accounts are stressed. Intemal control techniques
are studied to develop the student’s ability to conserve assets.

Fall
TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: Accoumiing {1, I and ITt or equivalent

TEXTS: Principles of Auditing, 8th Ed.—$31
Audit Problem: Crafters—$17

#  SK114: SECRETARIAL ACCOUNTING

Instruction is provided in basic bookkeeping incorporating
the complete bookkeeping cycle. Included are preparation of
the balance sheet, income statement, tria] balance, worksheet,
payroll records, petty cash disbursement record and subsidiary
ledgers. Emphasis is on the principles of journalizing and post-
ing from the combined cash journal. A practice set is used to
help the student understand the complete procedure of double
entry bookkeeping. |

Fall-Winter
MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-VI Montoya Campus
TEXTS: Accounting Essentials for Career Secretaries, 5th
Ed.—%12

Waorking Papers—36.50
Jerome W. Stearn’s Attorney at Law Practice Set—
59

3 SK115; INCOME TAX ACCOUNTING

This class progresses from problems of taxpayers who use
the short form to those of the higher bracket wage eamner. Tax
procedures for the self-employed person, investor, property
owner, retired person, business partner and small corporation
are explained.

Fall
MW 7-9 p.m. Highland High School
Summer
TTh 7-9 p.m. T-¥I Montoya Campus:
PREREQUISITE: Completion of a double entry bookkeeping

cycle
TEXT: Income Tax Procedures—$17

SK117: CREDIT UNION FINANCIAL
ACCOUNTING

Terms and procedures basic to accounting and unique to
credit unions are explained. Topics covered include the credit
union accounting cycle, journal records and the general ledger,
members’ ledger cards, interest refunds and dividends, reserves
and undivided eamings, the statement of financial condition,
the balancing of other subsidiaries, closing the baoks, account-
ing bases and internal contrpl,

Winter
T 6:30-9:30 p.m. T-V1 Main Campus

PREREQUISITE: A general knowledge of credit union book-
keeping or completion of Accounting I

TEXT: Credit Union Accounting—$12.50
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SK117A: CREDIT UNION FINANCIAL
MANAGEMENT

This course helps participants develop financial management
skills needed 1o operate a credit union, Emphasis is on basic
credit union accounting and bookkeeping including financial
statement analysis and budgeting. Implications of fisk man-
agement and insurance are discussed along with investing pro-
cedures,

Falf
T 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Credit Union Financial Accounting or
equivalent
TEXT: Credit Unioa Financial Management—315.50

SK1178; INTRODUCTION TO CREDIT UNIONS

This course covers functions particular to credit unions, tra-
ditional financial services, credit union management, credit
union financial systemns, and basics of credit union insurance
and bonding.

Fall

Th 6:30-9:30 p.m. T-V1 Main Campus
TEXT: Introduction to Credit Unions—3$21

SK117C: CREDIT UNION OPERATIONS

This course focuses on teller transaction, loan granting, fi-
nancial counseling, collections, credit granting skills, loan pol-
icies and current regulations including Equal Credit Oppertunity
Act (ECOA) and Truth in Lending (TIL). Interview technigues,
methods of personal finance, collections and delinquency con-
trol are emphasized.

Winter

TorTh 6:30-59:30 p.m. T-VI Main Campus
TEXT: Credit Union Operations—3518

SK118: PAYROLL ACCOUNTING
Calculation of gross wages and local, state, and federal pay-
roll reporting requirements are covered. Students are introduced
to certified payroll requirements of certain federally funded
projects.
Fall-Summer
TTh 7-9 p.m, T-¥1 Main Campus

TEXT: Payroll Accounting—515

§K119: BEGINNING COMPUTER ACCOUNTING
This course helps the student gain knowledge in computer-
ized accounting including general ledger, accounts receivable,
accounts payable and payroll systems.
Fall-Winter-Summer
MW or TTh 7-9 p.m. T-V¥1 Main Campus
PREREQUISITE: Accounting { or equivalent

LAB FEE: $6.50

TEXT: Accounting Applications for the Microcomputer—
$10

SK120: BUSINESS MATHEMATICS

This class begins with a thorough review of arithmetic and
proceeds to specific business problems. Forms, practices and
formulas used in business—including discounts, mark-ups, mark-
downs and percentages—are covered. Real estate math in-
volving square footage, cubic footage, acreage calculations,
market value methods. compound interest and depreciation are
included.

Fall-Winter
MW 7-9 p.m, T-V1 Main Campus
TEXT: Mathematics for Business Careers—321

SKI25: BUSINESS ENGLISH ~

" This course is designed for individuals working in the busi-
ness community who need to improve their grammar, punc-
tuation, vocabulary and spelling. Specific emphasis is placed
on grammar usage as applied to cffective writing and speaking.

Fall-Winter-Summer L
TTh 7-9 p.m. T-V1 Main Campus”-**
TEXTS: College English and Communication, 4th Ed.—$24

Communication Problems—3% 14

A

SK125A: ADVANCED BUSINESS ENGLISH
This course includes a brief review of basic grammar and
punciuation. Emphasis is placed on improving wiitten ¢xpres-
sion as related to business writing. Practice in letters, memos,
and other office communication is stressed.
Fall .
MW 7-9 p.m. T-V1 Main Campus -
TEXTS: College English and Communication—3$24
Communication Problems—5$14

1 . L

§K130: PUBLIC SPEAKING
This class covers principles of public speaking including
preparing and organizing different types of speeches, under-
standing the speaker’s purpose, psychological impact of public
speaking, and practice giving speeches.
Fall-Winter
MW 7-9 p.m.

TEXT: Speaking in Public—$16

T-¥I Main Campus

SK139: LEGAL SECRETARY

This is a specialized class for the beginning legal secretary
or persons who want to work in the legal field, It includes a
general background of basic legal terms, practice in dictation
and transcription of legal terms and letters, and study of law
office procedures as they apply to the legal secretary.

Fall-Winter
MW 7-9 p.m. T-VI Main Campus
PREREQUISITE: Typing praficiency of at least 60 wpm
TEXTS: The Career Legal Secretary—318.50 :
Student Workbook—$8.50



SK140: ADVANCED LEGAL SECRETARY

This course is designed for legal secretaries who want ad-
vanced training. It provides legal secretarics with the resources
needed to locate information to fulfll their I‘CSpOHSlblhllCS with
a minimum of supervision.
: Fall-Winter
MW 7-9 p.m. T-VI Main Campus
PREREQUISITE: One year legal secretarial work experience

TEXTS:, The Carcer Legal Sectetary Advanced Edition—$30.50
The Carcer Legal Secretary Advanced Edition, Stu-
dent Study Guide—5%10.50

5K144; INTRODUCTION TO INSURANCE
This course provides a'general introduction to insurance, how
it'is sold; premiums, policies, underwriting, commercial and
personal insurance, and insurance in the marketplace.
' Fall
M 5:30-7:30 p.m. T-¥1 Montoya Campus
TEXT: How Insurance Works—$20,50

[N

SK145: PERSONAL LINES INSURANCE

Insurance history, fundamentals, marketing, underwriting,
regulations, deductibles, homeowners, auto and special cov-
erage are included in this course.

Fall-Winter

Th - 7-9 p.m, T-¥1 Montoya Campus

5K146: COMMERCIAL LINES INSURANCE
Commercial lines of property and casualty insurance, ex-
cluding life. insurance, are covered. Areas discussed include
the coverage and rating of various commercial property casualty
insurance policies and the commercial automobile policy. The)
last six weeks of the class are divided into coverage and ratin
of commercial fire insurance policies, commercial umbrell
policies and werker’s compensation policies.

K Fall- Winter
M 6:30-9:30 p.m. T-VI Main Campus
NOTE: Students must supply their own rating manuals.

SK147B: RISK CONTROL (ARM 55)

This course focuses on implementing selected risk manage-
ment techniques and monitoring the results for effective control
and coordination of the organization's total risk management
effort.

Winter .
M 5:30-7:30 p.m. T-VI Montoya Campus
TEXTS Course Guide—Essentials of Risk Control—3$11
.r.' " Text—Essentials of Risk Control, Volume [—$22

'I‘extf--Essenuals of Risk Control, Volume [I—$22

“+18K148: MULTIPLE LINES INSURANCE
PRODUCTION (AAI 82)
This course covers major insurance products such as garage
and truckers, general liability, worker’s compensation, inland

-
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marine, aviation, commercial crime, surety bonds, excess prop-
erty and liability, business owners’ policies, and special muiti-
peril policies. Sclling techniques and case studies are included,

Winter
w 5:30-7:30 p.m. T-¥I Montoya Campus

TEXTS: Course Guide—Multiple Lines Insurance Produc-
tion—39
Text—Multiple Lines Insurance Production, Vol. [—
515
Text—Multiple Lines Insurance Production, Vol. II—-
515

5K149: INSURANCE AGENCY OPERATIONS AND
SALES MANAGEMENT (AAI 83)

This course covers the identification and analyzation of loss
exposures and developing alternative techniques for treating
each exposure. Choosing the best risk management alternative
is introduced and guidelines for selecting the most appropriate
technique for handling each exposure are explored.

Fall
w 5:30-7:30 p.m. T-VI Mentoya Campus

TEXTS: Course Guide—Essentials of Risk Management—$9
Text—Essentials of the Risk Management Process,
Vol. 518
Text—Essentials of the Risk Management Process,
Vol. [1—5$18

* 5K150: ELECTRONIC CALCULATORS
AND FILING

Skills are developed on the most widely used electronic cal-
culators, and practical application of business mathematics is
reinforced. Also covered are the processing, storing, retrieving
and restoring of various kinds of records. Alphabetic, geo-
graphic, numeric, alpha-nmeric and subject filing are ex-
plored.

Winter
MW 7-9:30 p.m.
LAB FEE: §7

TEXTS: Electronic Calculators and Office Machines—310.50
Records Management, 2nd E4.—$13.50
Records Management Lab Materials—$13.50

T-¥1 Montoya Campus

¥ SK156: ALPHABETIC SHORTHAND

This system of rapid writing uses alphabetic abbreviations
and 43 special rules. It is an easy, fast method of Ieammg to
take dictation at acceptable speeds for a job. A minimum dic-
tation speed of 50 words per minute should be attained in this
class.

Fall-Winter
MW 7-9 p.m. T-VI Main Campus
TTh 7-9 p.m. T-¥I Montoya Campus
Summer
Mw 7-9 p.m. T-V1 Main Campus

PREREQUISITE: 25 wpnm typing speed by the touch method
TEXTS: Stenoscript ABC Shorthand—$12
Student Workbook—8$7



3 SK160: BEGINNING SHORTHAND

This class offers beginning instruction in the theory of sym-
bolic (Gregg) shorthand Series 90. Daily study and practice in
the reading and writing of shorthand is imperative. A minimum
dictation speed of 50 words per minute should be attained in
this class.

Fall-Winter

MW 6:30-9 p.m, T-¥I Main Campus
TTh 6:30-9 p.m. Del Norte High Schoal
La Cueva High Schoo!
T-VI Montoya Campus
Summer
MW 6:30-9 p.m. T-VI Main Campus
TTh 6:30-9 p.m. T-VI Montoya Campus

PREREQUISITE: Must be able to type at least 25 wpm by the
touch method or be taking a typing class

TEXTS: Gregg Shorthand for Colleges, Val. 1, Series 90—
$29
Workbook, Val. [—310
Student Transeript, Vol. I—3%9

% SK161: INTERMEDIATE SHORTHAND

The theory of Serics 90 Gregg shorthand is reviewed. Em-
phasis is on speed, accuracy, grammar, punctuation and tran-
scription speed. A minimum dictation speed of 70 words per
minute should be attained in this class.

Fall-Winter
MW 6:30-9 p.m. T-VI Main Campus
TTh ; 6:30-9 p.m. T-V1 Montoya Campus
Summer
Mw 6:30-9 p.m. T-¥1 Main Campus

PREREQUISITES: A beginning class in shorthand; 25 wpm
typing speed by the touch method
TEXTS: Gregg Shorthand for Colleges, Veol. 2, Series 90—
$29
Workbook, Vol, 2—310
Student Transcript, Yal. 2—%9

SK164: TYPING-SHORTHAND REVIEW

This class is for persons who can type and take shorthand
but have not used either for some time and are planning to
return to work. A minimom dictation speed of 80 words per
minute and minimum typing speed of 70 werds per minute
should be attained in this class.

Fall-Winter-Summer
TTh 6:30-9 p.m, T-VI Main Campus

PREREQUISITES: One year typing and one year- shorthand
experience:
TEXTS: College Typewriting, [Oth Ed.—$15.50

Refresher Course in Gregg Shorthand—517.50

#* SK165: BEGINNING TYPING

Typing by the touch method and basic arrangement of busi-
ness lettets, memos, reports, tables and forms are included. A
minimum typing speed of 25 words per minute should be.at-
tained in this class.

Fall-Wiriter
Mw 6:30-9 p.m.  Cibola High School
' Highland.High School
' La Cueva High School
v T-¥1 Main Campus
T-VI Montoya Campus :

~—

TTh 6:30-9 p.m.

¢« Del Norte High School
T-VI Main Campus
T-¥I Montoya Campl‘.ls}
Summnter

MW or TTh 6:30-9 p.m. ' T-V1 Main Campus
T-V1 Montoya Campus

TEXT: College Typewriting, 11th Ed—321 A

# SK166: INTERMEDIATE TYPING .

Basic typing skills are reviewed with emphasis on-building
speed, accuracy and number control. Production emphasis is
on business letters, reports and forms. A minimum typing speed
of 35 words per minute should be attained in this class.

Fall-Winter

MW 6:30-9 p.m. Cibola High School
Highland High School
T-¥1 Montoya Campus

TTh 6:30-9 p.m. T-VI Main Campus .

' Summer

MW 6:30-9 p.m. T-V1 Montoya Campus

TTh 6:30-% p.m. T-¥1'Main Campus

PREREQUISITES: 25 wpm typing speed by the touch system;
background knowledge of manuseript and tabulation typing |
TEXTS: College Typewriting, 1ith Ed.—321

Lab Materials, Pant 2—35%8.50

SK167: ADVANCED TYPING

This class is for the typist who wants to increase speed,
accuracy and production output of office typewriting. Letter
styles, fill-in business forms, manuscripts, financial reports and
the making of multiple copies for office work are developed,
A minimum typing speed of 60 words per minute should be
attained in this class.

Fall '
MW 6:30-9 p.m. T-¥I Main Campus

PREREQUISITES: 40 wpm typing speed by the touch system,
background knowledge. of manuscripts with footnotes, tabu-
lation typing with subheadings, column headings and outline
nping
TEXTS: College Typewriting, 11th Ed.—$21

Lab Materials, Part 3—3%9.50

N
v



§K170: OFFICE SUPERVISION

The relationships of people within a business environment,
including managers with employees and employees with em-
ployees, are reviewed. Supervisory authority, responsibility
factors, human relationships and measurements used for de-
cision making are included. This class is recommended for
office employees now in a leadership position and those inter-
ested in supervision,

Fall-Winter
Th 7-9 p.m. T-¥1 Main Campus
LAB FEE: $7
» SK172: HUMAN RELATIONS AND
PERSONNEL DEVELQOPMENT

This class is for persons who want to explore human behavior
and develop a more positive attitede. Applications to family
and work:situations are stressed including understanding man-
apet/employee relations. This class is recommended for em-
ployee advancement to supervisory positions.

Fall
MW 7-9 p.m. T-VI Main Campus
Summer
MW 7-9 p.m, T-¥I Montoya Campus

TEXT: Human Relations, 2nd Ed.—$23

$K173: HUMAN RELATIONS AND SUPERVISION

Human behavior and communication skills and their impact
on human relations and success in supervision are explored.
Management, case studies, Jabor union relations, minority em-
ployee relations and supervision of the experienced employee
are reviewed.

Winter

Mw 7-9 p.m, T-VI Main Campus
PREREQUISITE: Human Relations and Personnel Develop-|
ment

TEXT: Practical Human Relations—$22.50

SK175: BANK TELLER
Bank organization, human relations, personal appearance
interrelationships and banking ethics are included in this intro-
ductory class.
Fall-Winter-Summer

Mw 7-9 p.m. T-VI Montoya Campts
TTh -9 pm. ° T-VI Main Campus
TEXT: Teller World—$18

* SK180: SMALL BUSINESS MANAGEMENT
This class covers benefits, successes and problems relating
to.beginning, continving, owning, managing and closing a smal
business.
Fall-Winter-Summer
MW 6:30-9 p.m. T-V1 Main Campus

TEXT: Small Business Management, 7th Ed.—$24

SK181: SMALL BUSINESS ACCOUNTING
_This class provides basic accounting principles and practices
The dccounting cycle for service and merchandising businessej
is covered including joumnalizing, posting, preparation of th
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work sheet, financial statements, adjusting and closing entries,
post-closing trial balance and preparation of government report
forms.

Fall-Winter-Summer

Mw 7-%9 p.m. T-VI Main Campus
TEXTS; Accounting Principles and Practices, Module I, 3rd
Ed.—$%16.50

Janag’s Lawn and Beach Furniture Practice Set—$10

% SK182: SMALL BUSINESS LAW

A basic knowledge of law as it applies to small business
dealings is provided. Emphasis is on commercial transactions,
contracts, commercial paper, personal property insurance and
Uniform Commercial Code.

Fall-Winter
TTh -9 p.m. T-VI Main Campus
TEXT: Cellege Law for Business, 9th Ed.—$15.50

S$K410: CASHIERING
This class teaches cash register operation by the touch method.
Procedures for handling cash, checks and credit card transac-
tions, and the role of the cashier in meeting the public are
covered. Basic mathematics and bookkeeping skills are. re-
viewed, and operation of the produce scale is taught.

Fall-Winter

MorT 6:30-9:30 p.m. T-V1 Main Campus
Summer

M 6:30-9:30 p.m. T-VI Main Campus

LAB FEE: $7

TEXTS: The Cashier—5%8.50
Marketing Math—$7.50

# SK411: SALESMANSHIP

This class is for persons wishing to enter the field of selling
or to upgrade themselves in salesmanship principles. Leadet-
ship and motivation are stressed.

Fall

MW 7-9 p.m. T-VI Main Campus

TEXT: Professional Selling, 3rd Ed.—$26
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SK412: MARKETING AND RETAILING
This class covers many facets of marketing and retailing
including inventory, buying, pricing, advertising, displaying,
merchandising, credit management and services.
Winter
MW 7-9 p.m. T-VI Main Campus

TEXT: Essentials of Marketing—3$27

i

SK416: FASHION CONCEFPTS AND
MERCHANDISING

This introductory class covers fashion terminology, elements
of design, apparel sizing and styling, basic construction and
current trends in the fashion industry.

Fall
TTh 7-9 p.m. T-VI Montoya Campus

TEXT: Introduction to Fashion Merchandising—3519

NEW MEXICO REAL ESTATE COMMISSION
EXAM REQUIREMENTS

SALESPERSON LICENSE EXAM (60-hour requirement):

Real Estate Law and Real Estate Practice must be completed.
1t is recommended that Real Estate Law be completed before
Real Estate Practice.

BROKER EXAM (50-hour reqmrernent)

In addition to Real Estate Law and Real Estate Practice, Real
Estate Appraisal or Real Estate Finance must be completed.
Applicants also must have completed two years as active, li-
ceénsed, New Mexico salespersons.

BROKER EXAM (180-hour requirement):

Applicants must have completed Real Estate Practice, Real
Estate Law, Real Estate Appraisal and Real Estate Finance plus
60 hours in approved courses such as Property Management
and Investment.

SK430: REAL ESTATE PRACTICE

This is a class in gereral real estate practice for persons
needing a review or wanting a basic knowledge of the real
estate business.

Fall-Winter

MW g 7-9 p.m. T-VI Main Campus

MW 8-10 a.m. T-VI Main Campus

TTh 7-9 p.m. T-VI Mantaya Campus
Summer

MW 7-9 pim. T-VI Main Campus

TTh 7-9 p.m. T-VI Montoya Campus

NOTE: Class meets for 10 weeks.
TEXT: Modemn Real Estate Practice—$21

S§K431: REAL ESTATE LAW

The rights and obligations of the real estate agent with regard
to contractual and fiduciary duties owed to the parties being
represented are established in this class. Major topics incluede
ownership rights, law of agency and [aw of contracts.

Fall
TTh 7-9 p.m. T-¥I Main Campus
MW 10 a.m.~12 noon  T-VI Main Campus
Winser
MW 10 a.m.~12 noon  T-VI Main Campus

MW 79 p.m. T-VI Montoya Campus

| Summer
TTh 7-9 p.m, T-VI Main Campus
MW 7-9 p.m. T-VI Montoya Campus

NOTE: This class meels for 10 weeks.
TEXT: Modern Real Estate Practice—$21

i

? SK432: REAL ESTATE APPRAISAL

1 An introduction 1o accepted methods for estimating the value
of real property, this class covers fundamentals of rcal estate
appraisal of both land and improved property and techniques
used by professional, appraisers.

]

g Fall

TTh 7-9p.m. T-V1 Main Campus

! Winter

MW 7-9 p.m. T-V1 Montoya Campus

NOTE: This class meets for 10 weeks.
PREREQU.'S!T E: Real Estate Practice
TEXT' “The Appraisal of Real Estate, &th Ed.—§22.50

5K433: REAL ESTATE FINANCE

I| This is a study of financing real property, the money market,

sources and cost determinants of mortgage mongy, financial
leverage, value of existing mortgage in relation to the current
market and purchaser qualification.

o Fall

MW 7-9 p.m. T-V1 Montoya Campus
L Winter

TTh 7-9 p.m. T-VI Main Campus

NOTE This class meets for 10 weeks. .
P_{EEREQUISIT E: Real Estate Practice
TEXT: Essentials of Real Estate Finance, 4th Ed.—3%20

SK434: REAL ESTATE INVESTMENT
This course gives the student a basic understanding of in-
vestment principles to ensure sound investment decisions and
assessment of propecty potential, The student gains an aware-
ness of the marketplace and the needs of the public through
(élxt, lecture and case study.

: Winter

MW 7-9 p.m. T-VI Montoya Campus
'I'-I'h 7-9 p.m. La Cueva High School
NOTE This-class meets for 10 weeks.

PJ?EREQUISFT ES: Real Estate Practice, Real Estate Law
TEXT: Real Estate Investment Decision Making—$30

i S5K435: PROPERTY MANAGEMENT

' This course covers residential and commercial rental property
managemcnt Topics include marketing of services, market-and
prospcct analysis, recordkeeping, laws relating to rental prop-
erties, legal documents including leases and management con-
tracts, property maintenance, employee relations, insurance,
secunly and administration.

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus

TEXTS: Property Management—3$20
' Tenant Landlord Relations Act—36

v



BUSINESS OCCUPATIONS LEARNING
CENTERS

The BOLCs serve T-VI students and members of

~the public who want to review or learn a particulaj
subject or skill individually,
Students may begin using the centers anytimé
during the term and continue until personal objec]
tives have been met. Hours are arranged to mee
individual needs. .
Instruction is conducted on new equipment which
includes electric typewriters, electronic office ma}
chines, transcribing machines and audiovisual
equipment. j
The Main Campus center, Room B-210, is oper|
from 7:20 a.m. to 9 p.m., Monday through Thurs}
day, 7:20 a.m, to 5 p.m. Friday, and 10 a.m. to 2
p.m. Saturday. Telephone: 842-6219.
The Montoya Campus center, Room H-127, i
open from & a.m. to 8:30 p.m. Monday throug}
Thursday and 8 a.m. to 4 p.m. Friday. Telephone
298-5461,
A fee of $20 per course is required of students
who are not attending T-VI full time.

SUBJECT/SKILL AREAS

Accounting Fundamentals

(Prerequisite: Business Mathematics If or placement test) A
basic understanding of accounting principles and their appl
cation is provided.

i

Business Mathematics Fundamentals

This review of fundamental arithmetic operations builds speztl
and accuracy. The percentage formula for solving business
problems is included.

Business Mathematics II
(Prerequisite; Placement testy The mathematics of interesq,
marketing, payroll and taxes is covered.

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

Communications Review
Instruction is in grammar, spelling and punctuation.

Electronic Calculating
Skill is developed on ¢lectronic calculators.

Machine Shorthand

This class offers an introduction to this altemnative shorthand
system and provides a foundation for career growth in the
courts,

Gregg Shorthand 1
All theory and brief forms are Ieamncd, leading to the ability
to read, write and transcribe Gregg shorthand,
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Gregiz Shorthand IT

(Prerequisite: Ability to write Gregp shorthand ot 60 words
per minute and transcribe into maitable form) Theory and brief
forms are reviewed with emphasis on dictation and transcrip-
tian.

Shorthand Review
This course is for students who have typing and Gregg or
ABC shorthand skills but need review and speedbuilding.

Alphabetic Shorthand I
This shorthand system uses alphabetic characters. Students
learn to read, write and transeribe shorthand notes.

Forkner Shorthand I
Students leamn (o read, write, and transcribe this combination
alphabetic and symbolic shorthand system,

Shorthand Speedbuilding

This course is for individuals wha have learned a shorthand
theory system and want to concentrate on building dictation
speed.

Typing 1

Students with no prior formal typing courses are enconraged
to earoll in a typing class for techniques before entering this
skill area. The keyboard and basic techniques are reviewed,
and mechanics, letters and tabulation are taught.

Typing 11
(Prerequisite: Typing I or placement test) This continuation
of Typing [ emphasizes speed, accuracy and tabulation.

Typing III .

(Prereguisite: Typing Il or placement test) This continuation
of Typing II provides more complex production tasks including
abstracted tables, line justification and secretarial projects.

Microcomputer Courses

Courses availahle on the microcomputer are Keyboarding,
Computer Literacy, BASIC Programming (prerequisite: Com-
puter Literacy) Word Processing, Electronic Spreadsheet and
Database Management.

Telephone Techniques (Main Campus only)
Familiarization with accepted telephone manners and prac-
tices is the objective of this mini-class.

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

Medical Transcription
(Prerequisite: Machine Transcription) This area develops
familiarity with medical terminology and transeription.

Legal Transcription
(Prerequisite: Machine Transcription) Legal terminology,
forms and transcription are included.

Records Management
This area pravides basic principles of fling,

Word Processing

(Prerequisites: Demonstrated English and typing skills)
Training is on various word processors with emphasis on the
capabilitics and mechanics of the machines.

Proofreading

Awareness of the most common etvors in wrilter messages
and the standard marks for correcting them is the objective of
this class.
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Health Education

S$K450;: MEDICAL OFFICE ASSISTANT,
ADMINISTRATIVE

This class provides a person with clerical skills for employ-
ment as a medical office aide. Instruction concentrates on med-
jcal terms, greeting the patient, office management, public
relations, health and hospitalization insurance, basic medical
law and ethics, and credit and collection records.

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus

PREREQUISITES: Filing skills and 40 wpm typing speed
TEXTS: Medical Office Assistant, Administrative and Clini-
cal, 5th Ed.—%30
Medical Terminelogy, 4th Ed.—$16

SK451: MEDICAL OFFICE ASSISTANT, CLINICAL

This class prepares persons with clinical skills for employ-
ment in doctors’ offices as aides. Instruction concentratcs on
medical terms, basic medical laws and ethics, preparing the
patient, assisting the doctor, selecting and sterilizing instru-
ments, selecting materials and supplies for the doctor and pre-
paring medications.

Fall-Winter
TTh 7-9p.m. T-VI Main Campus

PREREQUISITE: 40 wpm typing speed

TEXTS: Medical Office Assistant, Administrative and Clini-
cal, 5th Ed.—$30
Medical Terminology, 4th Ed.—3$16

SK452: HOSPITAL WARD CLERK

This class includes an introduction to medical terminology,
communications, the working environment, patient centered
activities and the understanding of medication orders. Personal
hygiene is emphasized.

Fall-Winter
MW 7-9 p.m.
PREREQUISITE: High school diploma or equivatent

TEXTS: Health Unit Coordinating—320.50
Building a Medical Vocabulary—$16.50

T-¥1 Montoya Campus

SK453: MEDICAL TERMINOLOGY

This class is designed for persons with little or no medical
background. It is also useful as a medical terminology refresher
course. Included are word parts, building medical terms, basic
anatomy and common medical abbreviations,

Summer
MW 7-9 p.m. T-VI Montoya Campus

NOTE: This class meets Sfor 10 weeks.
TEXT: Building a Medical Yocabulary—$16.50

SK490: EMERGENCY CARE (FIRST RESPONDER} -

This class is part of the emergency medical system and fol-
lows the national Department of Transportation (DOT) guide-
lines. It prepares the student for emergency situations until help
arrives. There are lectures and labs on emergency care of the
sick and injured. Cardiopulmonary resuscitation (CPR) certi-
fication is incleded.

. Fall
MW 7-9 p.m. T-VI Main Campus
' Winter
TTh 7-9 p.m. T-V1 Montoya Campus

TEXTS: First Responder—815
First Responder Workbook—$9.50

SK590: EMERGENCY MEDICAL TECHNICIAN

This class covers all emergency medical techniques currently
used by emergency medical technicians who provide emergency
care with rescue squads or ambulances. The 39 class lessons
include:117 hours of classroam didactics and pract:cc sessions.
Also included are nine hours of hospital rotation, obscrvauon
and training, and four hours of water extracation. This classj
helps smdents prepare for state and/or national EMT and car-
diopulmonary resuscitation (CPR) cestification.

Fall-Winter-Summer .
MWorTTh  6:30-9:30 p.m. T-VI Main Campus

NOTE: Students must be at least 18 years old to :ake state,
andfor national certificarion examinations.

LAB FEE: $14
TEXT: Prehospital Emergency Care & Crisis Intervention—
$19.50

SK591: EMERGENCY MEDICAL TECHNICIAN
RECERTIFICATION

This class is designed to recertify a cumently certified EMT-
B with the newest and most up-to-date equipment and tech-
niques covered in the state and national registry guidclines.

Summer ‘o
Saturday 8am-12noon  T-VI Main Campus
NOTE: Tiis class will meet for nine consecutive Saturdays.
PREREQUISITE; Current New Mexico EMT Certificate
LAB FEE: 314

TEXT: Prehospital Emergency Care & Crisis Intervention—
$19.50
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Technical Education

SK350: GENERAL MATHEMATICS

This class reviews addition, subtraction, multiplication an
division with whole numbers, common fractions, decimal fra
tions, mixed numbers and denominate numbers. It also cove
¢lementary algebra and geometric constructions before movin
to the application of mathematics to mechanics, machines an
shop problems.

Fall-Winter
MW 7-9 p.m.
TEXT: General Trade Math—$21

Highland High School

% SK351: ALGEBRA 1

Field properties of the real number system are apptied to th)
algebraic structure. Emphasis is on written problems and eld
mentary functions and their graphs including systems of linear-
equations in two variables.

Fall-Winter
MW 7-9 p.m.

La 1)

Cibola High School

Highland High School
La Cueva High School
T-VI Montoya Campus

TTh 7-9 p.m. T-VI Main Campus
Summer

MW 7-9 p.m. T-¥I Montoya Campus

TTh 7-9 p.m. T-VI Main Campus

TEXT: Intermediate Algebra, 4th Ed.—$22

* SK352: ALGEBRA II

This class presents a strong emphasis on algebraic skills with
significant attention paid to understanding concepts. Exponen
and involution processes; quadratic cquations, their solutio
and graphs; conic sections; and exponential and logarithmi
functions are developed. Applications of these concepts as mode
for solutions of physical problems are practiced.

Fall-Winter-Summer

MW -9 p.m, T-¥1 Main Campus
TTh 79 p.m. T-V1 Montoya Campu

PREREQUISITE: Algebra I
TEXT: Intermediate Algebra, 4th Ed.—$22

SK356: TRIGONOMETRY

The necessary background for the technician is provided f
trigonometry and beginning analytic geometry. Numerous a
plications from many fields of technology are included. Em-
phasis is on the wrigonometric functions, identities and inverde
functions, vectors and solutions of oblique triangles, graphs gf

=]

the trigonometric functions and applications of the graphs, ex--

ponential and logarithmic functions and trigonometric equg-
tions. A review of basic analytic geometry, polar coordinatds
and applied problems helps students develop a feeling for math-
ematical methods in problem solving.
Fall-Winter
MW 7-9 p.m.
PREREQUISITES: Algebra I and If

TEXT: Basic Technical Mathematics with Calculus, 4th Ed.4
$29

T-¥I Main Campus

SK357: BEGINNING CALCULUS

This class is designed for students interested in leaming
functional caleulus at an introductory level. Differentiation and
integration techniques are investigated with emphasis on prac-
tical applications.

Winter
MW 7-9 p.m. T-VI Main Campus
PREREQUISITES: Completion of irigonometry and a working
knowledge of geamertry

TEXT: Basic Technical Mathematics with Calcuius, 4th Ed.—
329

SK360: ELECTRONICS I

This is a study of DC electricity applied to electronics. In-
struction includes basic conductor and semiconductor concepts,
basic circuits, meters, time constants, relays, and DC properties
of inductance and capacity. The laboratory acauaints students
with components, circuits, wiring and measurements,

Fall-Winter-Summer
MWor TTh  6:30-9:30 p.m, T-VI Main Campus
MW 6:30-9:30 p.m. T-VI Montoya Campus
PREREQUISITE: Algebra I or equivalent
LAB FEE: 514
TEXT: Basic Electronics, 5th Ed.—$29

SK361: ELECTRONICS II

This course covers the principles of component reaction when
alternating voltages are applied. The course includes a study
of AC analysis in reference to impedance, reactance, vectors,
circuit analysis, tuned circuits, transformers and filters. The
laboratory includes the use of the oscilloscope as a tool in
electronics.

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: Elecironics I or equivatent
LAB FEE: 510
TEXT: Basic Electronics, 5th Ed.—$29
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S§K362: ELECTRONICS III

The basic concepts of semiconductor fundamentals are ex-
plored and developed to achieve a thorough understanding of
the diode and transistor. Emphasis is placed on approximating
transistor amplifying circuits from a practical standpoint. These
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: Electronics Il or equivalent

LAB FEE: 38

TEXT: Electronic Principles—3$30

SK363B: COMPUTER NETWORKING AND
DATA COMMUNICATIONS

This course is designed for business and personal computer
users considering local area networks, other communications
and related technology, and the people who advise these de-
cision makers. The course covers data communications, net-
works and their cousins, the multitasking and multiuser operating
systems, and multiplexors. Local area networks are empha-
sized. Also covered are public packet networks, voice tech-
nology, teletext, videotext and security issues.

Fall
MW 6:30-9:30 p.m. T-VI Montoya Campus
Winter
TTh 6:30-9:30 p.m. T-¥I Montoya Campus

PREREQUISITE: Introduction 1o Data Processing or
Microcomputing Today
LAB FEE: 38

TEXT: Networking and Data Communication for
Business—3$23.50

SK364: DIGITAL CIRCUITS

This is an introduction to AND, NAND, OR, NOR and
INVENTER logic gates and their uses in counters, flip-flops,
shift registers, latches, adders and other logic circuit applica-
tions. Class time is divided between lecture and laboratory, in
which experiments and exercises involving the logic gates and
devices are performed.

Fail-Winter-Summer
TTh 6:30-9:30 p.m. T-V1 Main Campus

PREREQUISITE: Algebra |

LAB FEE: $8

TEXT: Digital Electronics: An Introduction to Theory and
Practice, 2nd Ed.—$30

S5K366: TELEVISION SERVICING

The television and cathede ray tube serve as an introduction
followed by a circuit analysis which includes deflection circuit,
high valtage section, sync system, video and pix I.F., sound
section, power supply (low voltage) and tuners. Operation of
equipment includes the swecp generator, calibration of the mar-
ket generator, operatien of crosshatch generator, field strength
and Ayback tester. Practical servicing, alignment of television,
installation of antenna and tie coler television introduction with
purity and convergence adjustments are included,

Fall-Winter
MW 6:30-9:30 p.m. T-V1 Main Campus

PREREQUISITE: Electronics I or equivalent
TEXT: Television Electronics, 8th Ed.—3$25

SK368: TECHNICIAN CERTIFICATION
PREPARATION—NARTE, NABER AND SBE
(formerly FCC License Preparation)

This is a review and preparation course for the industry
certification examinations that have replaced the FCC license
exams. Included are the former FCC matertal and current prac-
tices and procedures used by communications relay and broad-
cast technology. Information covered is significantly updated
from the old FCC examination material.

Winter
MW 6:30-8:30 p.m. T-¥I Main Campus
PREREQUISITE: Three years of radio communication expe-
rience or equivalent education
TEXT: FElectronic Communications, 4th Ed.—3$31

SK369: THEORY OF ELECTRONIC
MICROPROCESSORS

An overview of the basic architecture of a microprocessor
(CPU) is provided. Attention is directed toward the additional
system components (memory and /0 devices) required to en-
able a microprocessor to function as a microcomputer. Em-
phasis is on programming.

Fall-Winter
TTh 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Digital Circuits
LAB FEE: $10
TEXT: Programming the 8086/8088—3%16.50

SK369A: MICROPROCESSOR INTERFACING

This class introduces Assembler janguage programming on
the 8088 microprocessor using the MS-DOS operating system.
After leamning 1o program in Assembler [anguage, the student
studies interfacing the computer to peripherals—keyboards,
printers, sérial devices and analog-to-digital devices.

Fall

MW 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITES: Theory of Elecironic Microprocessors,
Digital Circuits
LAB FEE: 510
TEXT: Programming the 8086/8088—$16.50

§K370: DRAFTING 1 _
General drafting theory and techniques needed to produce
multiview and sectional view drawings are introduced. The
student also learns proper care and handling of cquipment.

Fall-Winter
MWorTTh  6:30-9:30 p.m. T-V1 Main Campus
TTh 6:30-9:30 p.m. T-V1 Montoya Campus
Summer

MWorTTh  $:30-9:30 p.m, T-VI Main Campus

NOTE: Studenis must purchase their own instruments.
LAB FEE: $10
TEXT: Technical Drawing, 8th Ed.—331



SK371: DRAFTING II

Multiview drawings, sectional views, auxiliary views, threads
and fasteners, isometric views, perspective views, intersec
tions, development and drafting mathematics are included,

Fall
TTh 6:30-9:30 p.m. T-VI Montoya Campus
Winter '
MW 6:30-9:30 p.m.  T-VI Main Campus

PREREQUISITE: Beginning drafting class or egquivalent ext
perience

LAB FEE: $10

TEXT: ‘Technical Drawing, 8th Ed.—$31

SK372: ARCHITECTURAL DRAFTING

The student is introduced to the techniques and materials
common in architectural drafting and solves problems in dd-
tailing and completing working drawings for residential strud-
tures.

Fall-Winter-Summer
MW 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Beginning drafting class or equivalent ex
perience

LAB FEE: 310

§K373: BUILDING MATERIALS AND METHODS

Properties of building materials relating to zctual methods
of light construction and building design are introduced. Blud-
print reading, zoning, building codes, material estimates, ag-
pects of solar energy and financing are included.

Fall-Winter ‘
TTh 6:30-9:30 p.m, T-VI Main Campus’

TEXT: Materials and Methods for Contemporary Construg
tion, 2nd Ed.—$27
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SK374: 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 landscapes is taught,
After the concepts of depth and perspective are learned, em-
phasis is on the use of brushes and colored inks to make mul-
ticalored three-dimensional renditions of interior and exterior
views incorperating one or mere vanishing points.

Winter
TTh 6:30-9:30 p.m.  T-VI Main Campus

NOTE: Students must provide their own supplies with the ex-
ception of paper,

PREREQUISITE: Completion of Architeciural Drafting or
equivalent

LAB FEE: $10

TEXT: Architectoral Illusiration & Presentation—324.50

S§K375: ELECTRONICS DRAFTING

This class develops the skills and techniques needed to doc-
ument requirements of the electronics of modern technology.
Students learn to design and develop electronic: systems by
using correct symbology, designations and layout technigues
to define schematics, logic diagrams, printed wiring assembly,
circuit masters, interconnecting diagrams, fabrication drawings
and cabling in accerdance with military and American Stan-
dards Assn. (ASA) standards. A brief introduction to true po-
sition dimensioning is included.

Winter
MW 6:30-9:30 p.m. T-¥I Main Campus

NOTE: Srudents must purchase their own instruments.

PREREQUISITE: Basic knowledge of good drafting practices
including orthographic views, sections, dimensioning and aux-
iffary views

LAB FEE: $10

TEXT: Electronics Drafting Workbook—$22.50

_ * SK376: TECHNICAL WRITING

This class consists of skills brush-up and skills application.
Emphasis is on understanding the style and purpose of technical
writing. Objectives include masteting the concepts of control,
brevity, clarity and exactness; and the processes of descriptions,
classification, documentation and interpretation.

Fall-Winter
MW 7-9 p.m. T-VI Main Campus

TEXT: Handbook of Technical Writing, 2nd Ed.—$12.50

SK378: HEATING, VENTILATION, AIR
CONDITIONING (HVAC) AND PLUMBING SYSTEMS
Students leamn to draft heating, ventilation, air conditioning
and plumbing systems for commercial and industrial buildings.
Training is provided in basic theories of HVAC and plumbing
systems design. Drafting work includes 2 final project. An
introduction to computer assisted drafting also is included.

Fall
MW 6:30-9:30 p.m. T-¥I Montoya Campus
Winter
TTh 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Knowledge of geometry, trigonometry, and
basic drafting skills

NOTE: Students must provide their own drafting Instruments,
LAB FEE: $10
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#* SK380: INTRODUCTION TO DATA
PROCESSING
Basic data processing concepts, purposes, equipment sys-
tems, procedures, organization and computer oriented ap-
proaches to automated data processing are provided.

Fall-Winter-Summer
MWor TTh  6:30-9:00 p.m.  T-VI Main Campus
T-VI Montoya Campus
LAB FEE:; $4

TEXT: Computer Fundamentals for an Inforrmation Age—
$21.50

#  SK380A: MICROCOMPUTING TODAY

This class covers microcomputers from early history to the
present, explaining the basics of getting comfortable with per-
sonal computers. It teaches the student how to tap into the
power of LOTUS 1-2-3 and use a word processor, explains
database using dBASE IiI. and introduces BASIC language.

Fall-Winter

MWor TTh  6:30-9:30 p.m. Highland High School
La Cueva High School
T-¥1 Main Campus
T-VI Montoya Campus

Summer

MW or TTh  6:30-9:30 p.m. T-VI Main Campus
T-VI Montoya Campus

LAB FEE: $6.50

TEXT: Microcomputer Software & Applications—3$24.50

#* SK381: RPG I

This class is an application of Report Program Generator 11
featuring a variety of business and commercial applications.
RPG II specification codes and their uses are covered in depth.

Summer
TTh 6:30-9:30 p.m. T-¥I Main Campus

PREREQUISITE: Introduction to Data Processing or equiv-
alent
TEXT: RPG II and RPG Il Programming—3$27.50

SK382: ASSEMBLER LANGUAGE PROGRAMMING

Concepts of data storage and manipulation using the IBM/
370 instruction set are included. Fundamentals of binary and
packed decimal arithmetic compare instrirction, branching and
addressing techniques. Output format and editing also are in-
cluded,

Fall-Winter
TTh 6:30-9:30 p.m. T-VI Main Campus

PREREQUISITE: Imtroduction to Data Processing or equiv-
alent

TEXT: Assembler Language Programming—3$28

SK383: ANSI COBOL

This class covers the principles and techniques of structured
programming. Emphasis is on the development of application
programs as a means of solving business programs. Included
are computer programs—tecipes for processing information,
application program development, the process of programming,
defining data, converting data to information, printed reports,
file principles and management, control breaks and tables,

Fall-Winter-Summer
MW 6:30-9:30 p.m.  ‘T-VI Main Campus
TTh 6:30-9:30 p.m. TVI Montoya Campus
PREREQUISITE: Imtroduction to Data Processing or equiv-
alent
TEXT: Programming Principles with COBOL 1—§18.50

SK3383A; ADVANCED ANSI COBOL

This class continues development of programming skills in
the ANSI COBOL language, Emphasis is on the more com-
plicated statements and clauses plus advanced file organization
concepts.

Fall-Winter-Sumimer
MW %:30-9:30 p.m. T-VI Main Campus
TTh 6:30-9:30 p.m. T-VI Moantoya Campus
PREREQUISITE: ANSt COBOL or equivalen:
TEXT; Advanced Structured COBOL—$24.50

L 3 SK384: FORTRAN PROGRAMMING

This class covers both FORTRAN IV and ANSI FORTRAN
77. The theoretical concepts of differently structured program-
ming and design techniques are presented. Modular program-
ming techniques along with FUNCTION and SUBROUTINE
subprograms are discussed. The capabilities of FORTRAN are
introduced through a variety of business and mathematical prob-
lems which illustrate itecation technigues, subroutine applica-
tions, array manipulations and elementary statistical and business
routines.

Fall-Wintter-Summer
MW 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITES: Introduction to Data Processing or equiv-
alent; a basic algebra class
TEXT; FORTRAN IV and ANSI FORTRAN 77320

SK385: DATA ENTRY

Persons are prepared for entry-level data entry positions with
extensive training in data entry on microcomputers and some
exposure to keypunch.

Fall-Winter-Summer

MTWTh 4-6 p.m. T-¥1 Main Campus
T-VI Montoya Campus

NOTE: Students may enter this class at either the beginning
or middle of a term.
PREREQUISITE: 25 wpm ryping speed
LAB FEE: $15
TEXT: Data Entry Activities—3$5.50

* SK186: BASIC LANGUAGE PROGRAMMING

This class covers the functions and uses of the BASIC pro-
gramming language. Techniques for interactive program de-
velopment are illustrated through application. ..

T

Fall-Winter-Summer i
MWor TTh  6:30-9:30 p.m.  T-VI Main Campus
TVI Montoya Campus
PREREQUISITE! Introduction to Daia Precessing or equiv-
alent
TEXT: Introduction to BASIC Programming—35$24.50



SK387: ADVANCED BASIC LANGUAGE
PROGRAMMING

Interactive programming, program structure and format ard
emphasized. The use of key values in sorted data directories
for rapid data retrieval is introduced, Various search, sort and
merge routines are used in problems involving inventory con;
trol, payroll and other business applications. Efficient use o
disk for data storage and retrieval is learned. Advanced proble
solving involves manipulation of sequential and random acces
data files with large database involved,

Fall-Winter-Summer
MW 6:30-9:30 p.m. TVI Main Campus

PREREQUISITE: BASIC Language Programming
TEXT: Programming Business Systems with BASIC—3$18.5(

¥ SK388: JOB CONTROL LANGUAGE

Emphasis is placed on the IBM system software including
VSESP, JECL, VSE/ICL, VSE/ICCF, library functions, IBM
utitities, and spooler, sortymerg, DASD access methods in1
cluding VSAM, CICS configuration, tables vsed with COBOL
and command level coding.

Fall-Winter
TTh 6:30-9:30 p.m. T-¥1 Main Campus
PREREQUISITE: Data Processing or equivalent
TEXTS: DOS/VSE JICI.—3$18

VSE/Power Reference Summary—$3
VYSE/Advanced Functions Reference Summary—$3

SK389: PROGRAMMING MICROCOMPUTERS IN
BASIC

This class covers the BASIC language with emphasis on
programming business applications. It includes such activities
as arithmetic-designed programs, using the READ and DATAl
statements, improving the appearance of printed reports and
designing interactive programs. Also coverad are subtotals and
gfoup printing; writing programs in casy-to-understand mod-
ules; using control loops, tables, sorting; and handling character,
data, sequential data files and random data files using IBM
compatible microcomputers,

Fall-Winter-Summer
MW 6:30-9:30 p.m. T-V1 Montoya Campus
TTh 6:30-9:30 p.m. T-¥1 Main Campus
PREREQUISITE: Data Processing or equivalent
LAB FEE: $6.50
TEXT: BASIC Programming: A Structural Approach—3$20

SK389A: ADVANCED BASIC PROGRAMMING ON
MICROCOMPUTERS
This class is a continuation of Programming Microcomputers
in BASIC. Advanced structured BASIC is emphasized with the
student developing the skill to plan and code production pro-
grams for business use. Topics covered are control structares,
data storage and modification, display control, input control,
sorts, searches, multiple files, linked files, indexed files, and
block and pixel graphics.

Fall-Winter
Mw 6:30-9:30 p.m, T-¥1 Main Campus
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Summer
TTh 6:30-9:30 p.m. T-VI Montoya Campus
PREREQUISITE: Programming Microcomputers in BASIC or

equivalent.
LAB FEE: 36.50
TEXT: BASIC Concepts and Applications—$20,50

3 SK3%0: PASCAL PROGRAMMING

The Pascal language is taught on the IBM 436! mainframe
computer., Topics covered are structure, notation {symbols and
separators}, concepts of data, program headings and declaration
part, concept of action enumeratored and subrange types, array,
tecord set, file and pointer types, and procedures and functions.

Fall-Winter

TTh 6:30-9:30 p.m, T-VI Main Campus
Summer
MW 6:30-9:30 p.m. T-VI Montoya Campus

PREREQUISITE: Introduction to Data Processing or equiv-
alent

LAB FEE: $6.50
TEXT: Oh! PASCAL!—S%21

SK391A: DATABASE CONCEPTS (USING dBASE ITI)

The student leams use of a database including the syntax of
commands, creating databases and reports. Analysis, design,
programming, testing and implementation techniques are cov-
ered.

Fall-Winter-Summer

Mw 6:30-9:30 p.m.  T-VI Montoya Campus
TTh 6:30-9:30 p.m, T-¥I Main Campus
PREREQUISITE: Microcomputing Today
TEXT: Understanding dBASE [11—$14.50

* 5K392: C LANGUAGE PROGRAMMING

This class covers the C programming language using Apple
microcomputers and IBM personal computers. It includes the
basic data types—bytes, short integers, long integers, and sin-
gle- and double-precision floating point numbers. Pointers to
other data also are covered.

Fall-Winter-Summer

MW 6:30-9:30 p.m. T-¥I Main Campus
FREREQUISITE: A programming language class or work ex-
perience as a programmer )
LAB FEE: %6.50
TEXT: Mix C Compiler—$%$24.50

SK393; MICROCOMPUTER ASSEMBLER
LANGUAGE PROGRAMMING

Assembler language for microcomputers is covered. Students
learn to write utilities and control the system of a microcom-
puter.

Summer
TTh 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Introduction to Data Processing
LAB FEE: $6.50
TEXT: The 28086 Bock—$10.75
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Trades and Industrial Education

% SK216: AUTOMOTIVE SERVICING

Instruction covers the basic theory of automotive service,
maintenance and performance. Included are chassis lubrication,
tire service, wheel balancing, brake inspection, cooling system,
battery maintenance and an introduction to eagine identification
and minor tune-up.

Fall-Winter-Summer

MWor TTh  6:30-9:30 p.m. T-VI Main Campus

LAB FEE: $15
TEXT: Auto Mechanics Fundamentals—$16

* SK510: AUTOMOTIVE BRAKES

This class offers basic theory and practice in brake system
construction, operation and repair. Students overhaul hydraulic
brake components, machine drums and rotors on the brake drum
lathe. The students also rebuild disc and standard brakes,

Fall-Summer
TTh 6:30-9:30 p.m. T-VI Main Campus

LAB FEE: $12

TEXT: Automotive Suspensions, Steering, Alignment and
Brakes, 5th Ed.—313

‘ SK510A: AUTOMOTIVE FRONT-END
ALIGNMENT
This class offers basic theory and practice in front-end re-
building and alignment principles of front-end geometry, steer-
ing and front suspension systems, Ball-joints, “A" frames,
rebuilding McPhearson struts and wheel balancing also are
covered,

Winter
TTh 6:30-9:30 p.m.  TVI Main Campus

LAB FEE: 312

TEXT: Automotive Suspensions, Steering, Alignment and
Brakes, 5th Ed.—%13

S§K511: AUTOMOTIVE AIR CONDITIONING
Basic: principles of the automotive cooling system and its
relation to the heating and air conditioning systems in refrig-
eration and heat exchange are studied. System diagnosis, com-
ponents analysis and testing, and servicing procedures are

demonstrated with the use of air conditioning equipment,

Summer
TTh 6:30~-9:30 p.m. T-VI Main Campus

LAB FEE: 512
TEXT: Automotive Air Conditioning, 4th Ed.—$16

SK512: AUTOMOTIVE ELECTRICITY

This class emphasizes the principles of basic electricity and
automotive electrical circuits used in the operation, testing and
servicing of storage batteries, cranking motors, alternators,
generators and regulators. Instruction includes motor wiring
diagrams and lighting systems as well as appropriate test equip-
ment such as volt meters, ampmeters and chmeters.

Fall-Winter-Summer
TTh 6:30-9:30 p.m. T-VI Main Campus

LAB FEE: %12

TEXT: Automotive Electrical Systems, Shop and Classroom
. Manuals—8$19

SK513: AUTOMOTIVE CARBURETION
Fundamentals of carburetor operattons and circuits, fuel sys-
tem and carburetion trouble-shooting, servicing and overhaut
procedures are covered,
Fall-Winler-Summer
MW 6:30-9:30 p.m. T-VI Main Campus

LAB FEE: $12

TEXT: Fuel Systems and Emission Controls—Shep and
Classroom Manuals—5$18.50

§K514: AUTOMOTIVE TUNE-UP AND EMISSIONS I

The basic principles of automotive carburetion and tune-up
and their relationships to automobile exhaust emissions, basic
emissions system diagnosis, component analysis, testing and
servicing procedures are stressed with the use of infrared and
electronic scope equipment.

Fall-Winter-Surnmer
MW 6:30-9:30 p.m.  T-VI Main Campus
PREREQUISITE: Automotive Carburetion
LAB FEE: 512

TEXTS: The Automotive Oscillescope—$10
Automotive Emission Control, 3rd Ed.—%21

SK515: AUTOMOTIVE TUNE-UP AND EMISSIONS II

This class covers basic principles of feedback sensars, ad-
justing carburetion and ignition timing, component testing,’
computer testing and calibration, and scope and infrared op-
eration, Testing and servicing procedures with the use of in-
frared and electronic equipment are stressed.

Winter

TTh 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Awomotive Tune-Up and Emissions I
LAB FEE: 312

TEXTS: The Automotive Oscilloscope—$10
Automotive Emissions Control, 3rd Ed.—3%21

SK520: AUTOMOTIVE BODY REPAIR

Instruction covers theory and practice of preparing vehicles
for repainting including dent removal, welding, filing, priming,
painting, panel straightening with power toals, replacement of
panels and glass service.

’ Fall-Winter-Summer
MW or TF 6:30-9:30 p.m. T-VI Main Campus
NOTES: Students may not work on their own cars. Students
must purchase painting supplies.
LAB FEE: 330

TEXT: The Principles of Auto Body Repairing and Repaint-
ing, 3rd Ed.—$23.50



SK53(G: SMALL ENGINE MECHANICS
Instruction is provided in the proper use of hand tools, twd
and four-cycle engines, ignition and starling systems, engin
tune-up procedures and small engine trouble-shooting.
Fall-Winter-Summer
MWor TTh  6:30-9:30 p.m. T-VI Main Campus

LAB FEE: $10
TEXT: Small Gas Engines 2- and 4-Cycle—5$12

Lt

* SK540: ARC WELDING
This is a basic class in arc electric welding. Instruction is i
welding safety, the welding circuit, welding symbols, types o
welding machines, beading, buildups-and various types of jointd.
Fall-Winter

MWorTTh  6:30-9:30 p.m, T-VI Main Campus
T-VI Mentoya Campus

s

Summer
MW 6:30-9:30 p.m, T-¥1 Main Campus
MWorTTh  6:30~9:30 p.m. T-V1 Montoya Campus
NOTE: Student must furnish welding gloves.
LAB FEE: 565

TEXTS: Welding Skills—316
Welding Skils Study Guide—$8

¥  SKsd41: OXYACETYLENE WELDING

Welding safety, identification of metals, types of joiats, cut
ting procedures, tubing welding, welding alloys, brazing and
fusion welding are stressed.

Fall-Winter-Summer

TorTh 6:30-10:30 p.m.  T-VI Main Campus
NOTE: Student must furnish welding gloves.
LAB FEE: $70

TEXTS: Welding Skills—$16
Welding Skills Study Guide—$8
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SK542: INERT GAS WELDING

Instruction is provided in basic tungsten inert gas (TIG) and
metallic inert gas (MIG) welding. Inert gases, inert gas welding
equipment, welding safety, basic welding procedures and prac-
tices are covered.

Fall-Summer
MW 6:30-9:30 p.m. T-VI Main Campus
NOTE: Student must furnish welding gloves.
PREREQUISITES: An arc and a gas welding class
LAB FEE: $80

TEXTS: Welding Skills—$16
Welding Skills Study Guide—358 '

SKS543: PIPE WELDING

Commonly used types of pipe welding are emphasized. Units
of instruction includs welding safety, position butt welds on
horizontal and vertical pipe, 90° branch connection pipe and
forged fittings for welding and lateral pipe connections.

Winter

MW 6:30-9:30 p.m.  T-VI Main Campus
. Summer

TTh 6:30-9:30 p.m. T-¥I Main Campus

NOTE: Student must furnish welding gloves,
PREREQUISITE: Arc Welding

LAB FEE: 370

TEXT: Pipe Welding Technigues, 2nd Ed.—$12

SK225: MACHINE TOOL

This beginning class introduces students to tools, materials,
processes and machines used in the machine tool industry,
Students acquire experience an such machines as the driil press,
lathe, milling machine and grinder.

Fall-Winter-Summer

MWor TTh  6:30-9:30 p.m. T-VI Main Campus _
LAB FEE: $18

TEXTS: Technology of Machine Tool—$30
Technology of Machine Tool Workbook--313

5K226: MACHINE TOOL NUMERICAL CONTROL

The history of numerical control, TAB sequential, fixed block
and word address formats, and the programming and tape prep-
aration necessary for numerical contro] machining are included.

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus
PREREQUISITE: Machine Tool
LAB FEE:; $10

SK233: SOLAR ENERGY AND HOME
. HEATING THEORY
This class covers various passive, active and hybrid solar
heating systems. Included are energy conservation, mainte-
nance of systems, and pros and cons of each approach based
on configurations, materials, performance characteristics and
construction aspects.

Fall-Winter
Mw 7-9 p.m. T-¥I Main Campus
TEXT: The Passive Solar Energy Book—$10
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»* SK235: REFRIGERATION I

Students Jearn shop safety, basic tools and equipment, me-
chanical refrigeration components and basic refrigeration cycle.
Maintenance and servicing, including soldering and brazing,
also are covered. Electrical circuits are analyzed, and correct
methods for wiring basic circuits are included.

Fall-Winter-Summer
TTh 6:30-9:30 p.m. T-¥I Main Campus
LAB FEE: $i0

TEXT; Refrigeration and Air Conditicning Technalogy—
$20

% SK236: REFRIGERATION II

More complex refrigeration systems are introduced. Lab work
in diagnosing and servicing small systems is emphasized. ln-
suuction is designed to meet the student’s individual needs and
interests.

. Winter-Summer
MW 6:30-9:30 p.m. T-¥I Main Campus
PREREQUISITE: Refrigerationl

LAB FEE: 310
TEXT: Refrigeration and Air Conditioning Technology—$20

# SK238: ELECTRICAL CONTROL CIRCUITRY

This class coveérs circuitry and contrels commonly used in
commercial and industrial applications. Emphasis is on under-
standing wiring diagrams for installation and troubleshooting
purposes. Students build and troubleshoot systems they have
designed in class.

Fall-Winter

MW 6:30-9:30 p.m. T-V¥I Main Campus
PREREQUISITE: A knowledge of electricity as related 1o al-
fernaiing curreni
LAB FEE: %7

TEXTS: Electrical Motor Controls—$19.50
Electrical Motor Controls Workbook—3$7.50

$K239: ELECTRICAL MOTORS AND CONTROLS

This class covers basic concepts of magnetism as applied to
motor eperation. It continues with the theory of operation, parts
identification, application and troubleshooting of single and
three-phase AC molors. Basic motor centrols also are covered
including installation and basic programming of a typical pro-
grammable controtler.

Winter

TTh 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Thorough knowledge of AC and DC elec-
tricity concepls and the use of a volt-chm milliammeter
TEXT: Basics of Fractional Horsepower Moters—$9

SK241: FREEHAND ILLUSTRATION

The basic fundamentals of freehand drawing, perspective
drawing and their application to the graphic arts are covered.

' Fall
MW 6:30-9:30 p.m. T-VI Montoya Campus

Winter
MW 6:30-9:30 p.m. T-VI Main Campus

NOTE: Students must provide their own supplies with the ex-
ception of paper.
LAB FEE: $12

5K242: LAYOUT AND PASTE-UP

This class includes typesetting, dummy layouts, paste-up,
art, use of stripping tools, explanation of stripping terms and
actual stripping for various jobs.

Fall-Winter
Mor W 6:30-9:30 p.m. T-VI Montoya Campus

NOTE: Siudents must provide their own supplies with the ex-
ception of paper.
LAB FEE: 312

S§K243: ILLUSTRATION PROJECTS
AND TECHNIQUES

Preducing camera-ready art for commercial printing is the
goal of this class. Techniques for both line and half-tone re-
preduction are vsed, Imaginative solutions, weli-drawn and
technically well-executed, to problems in illustration and graph-
ics are stressed. Projects include itlustrations for ads and books
and design of trademarks and posters.

) Fall
Th 6:30-9:30 p.m.  T-VI Main Campus
H Winter
Th 6:30-9:30 p.m. T-V1 Montoya Campus

NOTE: Students must provide their own supplies with the ex-
ception of paper.

PREREQUISITE: Previous drawing experience.

LAB FEE: $12



5K244: OFFSET DUPLICATOR OPERATION
AND MAINTENANCE

This class introduces the basic operation of the offset du
plicator and gives the student a basic proficiency with operation
and maintenance. The class also allows the student to advancy
in press operation techniques and log additional hours in make
ready, run and wash-up.

Winter
T 6:30-9:30 p.m. T-VI Montoya Campus

LAB FEE: $17
TEXT: Small Offset: Preparation and Press—$13

8K246: MICROGRAPHICS

This class covers theory and principles of microform tech:
nologies from an introductory level through computer outpuf
microfilm and computer assisted retrieval systems. Some hands/
on experience in the operation of microfilm equipment also ig
provided,

Fall
TTh 6:30-9:30 p.m. T-¥I Main Campus
TEXTS: Handbook of Micrographic Technologies and Pro-
cedures—316.50

Quality Control Procedures for Source Document—
311

SK250: SECURITY OFFICER TRAINING
This is an introduction to such areas as personal defense,
report writing, first aid, mob control, civil legal liabilities,
criminal law, patral procedures, rules of evidence and emer-
gency procedures.
Fall-Winter
TTh 6:30-9:30 p.m, T-¥I Main Campus

LAB FEE: 312

SK260: BASIC DIESEL

This class covers the operating principles of the two- and

four-cycle engine, air induction and exhaust systems, fuel sys-

tems, cooling systems, governors and basic engine adjustments,
Fall-Winter-Summer

MW 6:30-9:30 p.m, T-¥1 Main Campus

LLAB FEE: 38
TEXT: Diesel Mechanics—$29.50

SK581: 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. Operating principles off
major brands of fuel systems also are covered.

Fall
TTh 6:30-9:30 p.m. T-VI Main Campus
PREREQUISITE: Basic Diesel or equivalent

LAB FEE: 38
TEXT: Diesel Mechanics, 2nd Ed.—$29.50
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SK582: DIESEL TRANSMISSION,
DRIVE TRAIN AND BRAKES

This class provides an introduction to service, repair and
troubleshooting of manual transmissions, final drives, third
members, clutches and air-over-hydraulic brakes. Service spec-
ifications and power dividers are covered.

Winter
TTh 6:30-9:30 p.m. T-¥I Main Campus

PREREQUISITE: Basic Diesel or equivalent
LAB FEE: %8
TEXT: Power Trains, John Deere Manual, 4th Ed.—58

3 S8K265: SHEET METAL FABRICATION

In this introductory class, students leam pattern layout on
paper far heating, air conditioning and general sheet metal and
carry it through in the lab to the- finished sheet metal fittings,
Lessons are custom designed for the needs of students already
working in the field and wanting to upgrade their skills.

Fall
TTh 6:30-9:30 p.m. T-VI Main Campus

NOTE: Students must purchase some supplies.
LAB FEE: $10

TEXT: Sheet Metal Pattern Drafting and Shop Problems—
314

SK56G: CABINETMAKING
Proper use of basic hand tools and power woodworking ma-
chines is taught for persons employed in the construction in-
dustry. Students may complete a project using hand tools and
a project using woodworking machines.

Fall-Winter-Summer
MWorTTh  6:30-9:30 p.m. T-VI Main Campus

NOTE: Students must provide their own profect materials.
LAB FEE: 315
TEXT: Cabinetmaking and Millwork—3$23.50

SK570: BLUEPRINT READING FOR
CONSTRUCTION TRADES
This theory class teaches basic construction techniques and
blueprint reading for residential and light commercial constiuc-
tion. Emphasis is on terminology, construction theory, symbols
and notations used on floor plans, scaling and dimensioning
practice, structural information, drawings, plot plans, codes,
blueprint reading and simple detail sketching.

Fall
MW 7-9 p.m. T-VI Main Campus
La Cueva High School
Winter-Summer
MW 7-9 p.m. T-VI Montoya Campus

TEXTS: Building Trades Blueprint Reading, Part 1—$10
Building Trades Blueprint Reading, Part 2—§12
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SK571: PLUMBING THEORY

This class covers proper use of tools and equipment; elements
of plumbing: identification of plumbing fittings and pipes; basic
hydraulics and pneumatics; and layout, assembly, installation,
alteration and repair of piping systems.

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus

TEXTS: Uniform Plumbing Code—3$26.50
Uniform Plumbing Code Study Guide—$11.50

$K575: 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 materials and
devices. residential wiring circuits, outlet installation, switch
boxes, ronmetallic sheathed cable, over-current devices, low
voltage equipment, branch circuits and service entrances.

Fall-Winter
MW 7-9 p.m. T-VI Montova Campus
TTh 7-9 p.m, T-VI Main Campus
TEXT: Electric Wiring: Residential-Utility Building-Ser-
vice Areas—8%7

SK576: ELECTRICAL TRADES THEORY 11

* This' more technical class concentrates on the semi-custom
and totally custorn heme. The scope of the total electrical home
is shown in depth with a concentration on electrical heating
and ceoling and their control system. The larger residential
service entrance systems are examined in addition to electrical
wiring design. An introduction to estimating electrical wiring
and supplies for the job and modemization of existing electrical
systems also are included.

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus
PREREQUISITE: Electrical Trades Theory I or equivalent
TEXT: National Electric Code Handbook—5$40

SK577: ELECTRICAL TRADES THEORY II1
The National Electrical Code and its application to the com-
mercial and industrial aspects of the electrical industry are
discussed. Basic electrical theory, OHM's law and related cal-
culations are studied in depth.

Fall-Winter
TTh 7-9 p.m. T-¥I Main Campus
PREREQUISITE: Elecirical Trades Theory Il or equivalent
TEXT: National Electrical Code Handbook—$40

SK578: INTRODUCTION TO ELECTRICAL DESIGN

Some of the basic problems confronting a designer in com-
mercial and industrial applications are covered. Selection of
electrical conductors and raceways for various applications are
discussed, as well as different voltages available to the designer.
Emphasis is on calculation of feeder and branch circuits for
general appliances, lighting and motor circuits in accordance
with the National Electrical Code.

Fall-Winter
TTh 7-9 p.m. T-V1 Main Campus
PREREQUISITES: Basic Math, Blueprint Reading for the
Construction Trades, Electrical Trades Theory I or equivalent.

TEXT: Designing Electrical Systems—3$16.50

SK379: CONSTRUCTION ESTIMATING
Determination of probable costs of a construction project is
emphasized. Job scheduling, subcontracts, insurance, bonds
and bidding procedures are discussed,

Fall-Summer
TTh 7-9 p.m. T-V1 Montoya Campus
Winter
TTh 7-9 p.m. T-VI Main Campus

PREREQUISITE: Blueprint Reading for Construction Trades
ar equivalent

TEXT: Estimating in Building Construction, 2nd Ed.—5$28

SK583: LIGHTING—DESIGN AND APPLICATION

This course leads to a better understanding of light sources
and principles. It covers color effect of lighting application and
light source design. Fixture types and lighting calculation are
geared to the commercial and industrial environmeant. The stu-
dent is exposed to specification technique and cost-effective
light system planning.

Fall-Winter

TTh 7-9 p.m. T-¥I Main Campus
PREREQUISITES: (Suggested but not mandatory) Electrical
Trades Theory I and If or Intreduction 1o Elecirical Design
TEXT: North American Phillips Lighting Handbook—$18.50

SK584: SPECIAL SYSTEMS—ELECTRICAL DESIGN
AND APPLICATION

This course introduces the student to the design and appli-
cation of special electrical systems including fire and security
alarm, telephone and computer communications, Basic theory
and design principles, conductors, raceways and systemn cquip-
ment specifications are covered. Commercial and industrial
applications are emphasized.

Fall-Winter
TTh 7-9 p.m. T-VI Main Campus
PREREQUISITES: Suggested but not mandatory—Electrical
Trades Theory I and IT or Intreduction to Electrical Design.

TEXT: Design and Application of Security/Fire Alarm Sys-
tems—3520

SK586: GENERAL CONTRACTORS
LICENSING PREPARATION
This class is for the student interested in obtaining a con-
tractor*®s license in New Mexico. Units of instruction include
application, rules and regulations, business and law, the Uni-
form Building Code, construction metheds, licensing act and
examination practices.

Fali-Winter-Summer
MW 7-9 p.m. T-¥1 Main Campus

PREREQUISITE: Completion of a minimum of two years of
verifiable work experience in the construction industry

TEXT: Uniform Building Code—343



Workshop/Contract Training

T-VI’s Workshop/Contract Training Office offers
workshops that provide professional and technica
education. The sessions are open to the public.

Workshops are structured to combine theory with
practical applications. Newest technologies, skills
and business techniques are discussed and practiced
in the sessions.

Advance registration is required for each work
shop and is accepted on a first-come, first-served
basis. To be included on the monthly mailing lis
or 1o obtain more information about the workshops
phone the Workshop/Contract Training Office at the
Main Campus, 848-1666, or Montoya Campus, 298/
5461, Ext. 234. For most workshops, the $20 reg:
istration fee includes all instructional materials.

The topics listed below are representative of thosd
workshops that may be scheduled during the year
All workshops listed also are available to individua
organizations on a contract basis. These workshops
can be adapted to the special needs of an organi/
zation.

Communication

Assertive Communication
Basic Report Writing
Effective Oral Presentations
Five C's of Letter Writing
Grammar Review
Improving Listening Skills
Nonverbal Communication Skills
Punctuation Updated

Speed Reading Techaiques
Spelling Tips

Technical Report Writing

Construction, Drafting and Surveying

Angle Manipulations for Surveyors

Applied Physics for Draftsmen

Architectural Rendering—Two-Point Perspective
Auto CAD: Getting Past the Basics

Basic Trigenometry for Surveyors

Conduit Bending for Electricians

Construction Estimating for the New Contractor
Interpretation of Electrical Codes

Interpretation of General Building Codes
Interpretation of Mechanical Codes

Motor Contzol Circuits

Sizing Timber Beams and Columns

Surveys of U.5. Public Lands

Title Elements, Surveying Standards and Legal Descriptions
Trigonometry Applications for Surveyors

Culinary Arts

Christmas Baking

French Bread, Quick Breads and No-Knead Dinner Rolls
Garnishes and Basic Garde Manger

Introduction to Food, Beverage and Labor Cost Control
Nutrition

Pizza Preparation

Preparing a Christinas Buffet
Sanitation and Safety

Developmental Skills
Basic Skills

Career Exploration
Math Essentials

Electronics

Nondestructive Electronic Circuit Repair (Soldering and
Desoldering)

Programmable Controllers

Transducer Fundamentals and Applications

Financing and Accounting

Employer and Employee Benefits for the Small Business
Financial Analysis—An Introduction’

Financial Management for Small Businesses

Financial Statement Analysis

Payroll Accounting

Personal Income Tax

Small Business Payroll Tax Reporting

Your Business and Federal Income Tax

General Office

Automated Office

Balancing Personal, Family and Wark Life
Building Typing Skill Using Cortez Peters’ Method
Business Math Review

113
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Developing Interpersonal Skills
Dressing for the World of Business
Electronic Typewriters

Harmony in the Workplace
Moving Up—It's Up to You!
Records Management

Shortcut Typing Tips

Stress Management

Telephone Etiquette and Techniques
Time Management

Word Processing

Health Occupations _
Assessment of the Oncology Patient
Basic Physical Assessment

Calculations for Administering Medication
Caring for the Respiratory Patient
Common Health Problems in the Elderly
General Surgical Nursing as a Specialty
Licensed Practical Nurse Refresher
Nursing Diagnosis and Data Collection
Phlebotomist Course

Review of Cardiovascular Drugs
Registered Nurse Refresher

The Confused Patient

Maintenance

Air Conditioning Control Circuitry

Basic Building Maintenance

Basic Home/Apartment Repairs
Commercial Heating and Cooling Systems
Custodial Services '
Electrical Repairs

Plumbing Repairs

Servicing Gas-Fired Heating Systems

Metals

Advanced Oxyacetylene Welding (ACAW)
Arc Welding (SMAW)

Fabrication Layout/Fitting

Gas Tungsten Arc Welding (GTAW)
Plasma Processes

Precision Measurement

Metallurgy

Tooling Selection

Microcomputer and Computer

Analyzing IBM Computer Dumps

Assembly Language Graphies on the Apple

BASIC Programming Language (for Business Applications)
COBOL 84

Computer Literacy

Computerizing a Small Business

Data General CLI Macros

Data General Utilities

Database Overviews—File Structure and Design
Getting Your First Microcomputer

Introduction to dBASE Il

Introduction to IBM Mainframe Editor and Utilities
Introduction to IBM OS/JCL

Introduction to Macro Building

Introduction to MS-DOS and IBM PC-DOS
Lotus 1-2-3 (Levels [ and II}

Microcomputer Accounting

§
Micrecomputer Business Software Packages
Microcomputer Database Management
Microcomputer Spreadsheets
Micrecomputer Word Processing
Programming with dBase III
Telecommunications
Turbo Pascal on the Personal Computer

Printing
How to Produce a Show-Stopping Newsletter
Produce and Print a Newsletter with Your Office Equipment

|

Rgal Estate

Anatomy of a Contract
Cg!culator Math Seminar
Real Estate Finance Update
Real Estate Investments
Real Estate Law Update
Tnllst Accounts

Saiﬁ
Creative Salesmanship—Managing Your Sales People
Good Customer Relations

Small Business Operations

Computerizing a Small Business
Develaping a Business Plan

Financial Management for Small Businesses
Managing Cash Flow

Supervision and Management

Automated Office

Collecting the Uncollectibles

Conflict Management

Decision Making/Problem Selving

Developing Interpersonal Skills

Hirmony in the Workplace

Hiring and Firing Employees

Improving Dictation

Improving Your Memary

Improving Your Negotiating Skills

Interviewing and Personne] Selection

Managing Change

Meetings That Work

Mid-Management Skills (21-24 hours)

Motivating Yourself and Your Employees

Networking—Forming Support Relationships

Office Supervision

Performance Appraisal

Planning, Scheduling and Controlling

Project Management

Stress Management

Time Management

Upgrading Employees’ Performance through Recognition and
‘Counseling _

What It Takes To Be a Supervisor (2]--24 hours)

Transportation

Automobile Winterization

Automotive Glass Tinting

Basic Auto Servicing .
Brake Systems

Electrical System Troubleshooting

Introduction to Computerized Cars ,



Abbreviated Day, 4
Absences, 19
Accounting, 9, 30, 31, 32, 33-35, 42, 94, 95,
96, 101, 113
Computer, 33-35, 96
Cost, 34
Credit Union, 95
Govemnmental, 35
Managerial, 35
Microcomputer, 96, 114
Payroll, 96, 113
Secretarial, 32, 42, 95
Small Business, 38
Tax, 32, 34, 35, 95
Workshops, 113
Accreditation, 2, 49, 52
ACT (American College Test), 8, 13
Activities, Student, 11
Adding Courses, 13
Administration, title page
Admission Policies, 13, 44, 45, 47, 49, 51, 52,
53,69, 91,93
Adult Basic Education, 91
Instructional Division, 13, 44, 69
Skill Improvement, 93
Advisement, 7
Adult Basic Education, 3, 91-92
Adult Leamning Centers, 9
Alr Conditioning, Heating znd Refrigeration, 73—
74, 110
Alecholic Beverages, 10
Algebra, 23, 103
Alphabetic Shorthand, see Shorthand
American College Test (ACT), 8, 13
American Medical Association, 2, 52
Anatomy and Physiology, 25, 45-47, 49-51
Animals on Campus, 10
ANSI COBOL, 60, 106, 114
Anthropology, 24
Appeal, Grading, 18
Appraisal, Real Estate, 100
Apprenticeship Programs, 70
Architectural Drafting, 56-58, 105
Architectural Rendering, 58, 105
Asieol;lbler Language Programming, 60-61, 106,

Associate Degrees, 3, 13, 22, 33, 38, 45, 64,
67, 34
Atiendance Policies, 19, 90
Audiovisual Services, 9
Auditing, 95
Automotive
Air Conditioning, 108
Body Repair, 74, 108
Brakes, 108
Carburetion, 108
Electricity, 108
Front-End Alignment, 108
Servicing, 108
Technology, 9, 75-76
Tune-Up and Emissions, 108

Baking, 78

Bank Teller, 99

BASIC Language Programming, 56, 59, 60-61,
106, 107, 114

Basic Education, see Adult Basic Education and
Developmental Studies

Biology, 25

Blueprint Reading, 76, 82, 85, 86, 87, 111

Bookkeeping Certificate, 33

Books and Supplies, 14, 90, 91, 93

Budget, Estimated, 6

Bureau of Indian Affairs, 20

Bus Passes and Rebates, 9

Business
Communications, 33-34, 36, 96, 99, 101, 113
English, 96, [01, 113
Law, 34, 36, 99
Mathematics, 42, 96, 101
Programs, Courses, 33-43, 94101

Index

Relations, 31-37, 38, 41-43, 99
Workshops, ] 13-114
Writing, 31,4, 36, 42, 96, 101, 113
Business Admifistration, 35-37
Business Assistance Center, 32
Business Occuglations Leaming Centers, 30-31,
101

C Langnage, 60-61, 107

Cabinetmaking{ 111

Calculators, 30{31, 33-35, 35-37, 97, 101
Calculus, 23, 103

_Calendars \
Continuing Education Division, 4
Instructional Division, iii, 4

Campus Conduft, 10 |
Carburetion, sef Automotive
Career Exploration, 94,/ 113
Carpentry, 7677, 111
Cashier-Sales, 37
Cashiering, 30431, 37,41, 99, 101
Centificate Progfams, 3, 13
Challenge Exan}s, 19, 51, 54
Changing Carecrs Course, 94
Cheating, 19
Chemistry, 25
Child Care Assistant Program, 44
Children on Cafnpus, 10
Citizenship for fliens, 92
Civil and Surveying Technology, 58-59
Class Periods, [
CLEP (College
19

Clubs, 11
COBOL, see ANSI COROL .
Coilgge Level Efamination Program (CLEP), 18-

College Preparalory Classes, 26-28

Collere Transfes, 3

College Work-Sludy, 21

Commercial Prigting, 77-78, 111

Communication
Business, 36
College Credg Classes, 23
Office, 42-43
Workshops, 113

Computer Crimd, 10

Computer Netwirking, 104

Computer Sciende, 9, 25, 80-61, 106, 107, 114

Computer Workghops, 114

Construction Estimating, 58, 112, 113

Construction Warkshops; 113

Continuing Edudation Division, 89-114

Contractor Licerjsing Preparation, 112

Cooking, see Cillinary Arts

Counseling, 7

Credit Cards, 1

Credit, Nontradifional, 18

Credit Union Cperations, 96

Culinary Apprenticeship, 70

Culinary Atts, 78-79

Culinary Arts Whrkshops, 113

vel Examination Program), 18—

Dangerous Substances, 10
Database Conceli::. €1, 107
Data Entry, 106
Data Processing 25, 60-61, 106, 107, 114
Desg;-ec Requireihents, 22, 33, 38, 45, 64, 67,

Developmental $tudies, 26-29, 113
Diesel Mechanics, 8081, 111
Digital Circuits, |104
Disruptive Behayior, 10
Dormitories, 7
Drafting
Architectural, §6-358, 105
Civil, 58-59
Computer-Asslsted, 56-58, 58-59, 85-86
Electromechanjcal, 61-62
Electronics, 105
General, 104

115

Workshops, 113
Dress, Student, 10
Dropping Courses, 13
Drugs, HNlegal, 10

Eariy Exit, 19
Econemics, 35, 37
Electrical Control Circuitry, 110
Electrical Design, 112
Electrical Trades Apprenticeship, 70
Electrical Motors and Controls, 110
Electrical Trades, 81-82, 112
Electromechanical Drafting, 61-62
Electronics Technology, 9, 63-64, 64-66, 67—
68, 103, 104
Electronics Workshops, 113
Emergency Care (First Responder), 102
Emergency Medical Technician, 102
English
As a Second Language, 9, 91
Basic, 9, 91-92
Business, 96, 161, 113 .
College Credit Classes, 23
Entrance Requirements, 13, 44, 45, 47, 49, 51,
53, 69, 91, 93
Entrepreneurship, 38
Equal Opportunity Policy, back of title page
Estimating, Construction, 112
Expenses, Estimated, 6

Family Educational Rights and Privacy Act, 22
Fashion Merchandising, 100

Fees, 6, 14, 16, 93

Filing, 30-31, 41-43, 101, 114

Financial Aid, 20-21

Financial Services, 95

Finaneing and Accounting Workshaps, 113
Firearns on Campus, 10

Fires, Fire Alarms, 10

First Aid, 7

Food, 7, L0

FORTRAN, 56, 106

General Education Courses, 3, 23-25
Gegneral Educational Development (GED), &, 9,
2
General Trades Program, 83
Goveming Board, #itle page
Government, Student, 24
Grade Appeal, 18
Crade Reponts, 18, 50
Grading, 17, 90
Graduation, 22
Application, 22
Ceremony, 22
Degrees and Certificates, 22
Degree Requirements, 22
Program Requirements, see eack program
With Honers, 22
Graduate Placement, 5, 7
Grammar, 9, 40, 92, 113
Grants, Student, 20-21
Grepg Shorthand, see Shorthand
Guidance, 7

Handicapped, 9, 29-30

Health Advisement Services, 7

Health Occupations Programs, Courses, 2, 19,
44-54, 102

Health Occupations Workshops, 114

Health Unit Cletk, 45, see also Hospital Ward
Clerk

Heating, 73-74

Heating, Ventilation, Air Cenditioning: (HVAC)
and Plumbing Systems, 105

High School Equivalency Exam Preparation, 92

History, 24

Holidays, 4

Home Economics, 25

Hocs it;i'l Ward Clerk, 102, see also Health Unit

e
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Hospitality/Food Service Management, 83
Housing, 7

Homan Relations, 34, 37, 38, 42, 99, 113-114
Humanities Courses (College Credit), 25

Tlegal Drugs, 10

Nlustration, 110

Industrial Relations Office, 7

Tustructiona! Division, 3, 4, 12-88
Instrumentation and Contral Technology, 6466
Insurance, 97

Insurance, Student, 10

Intecrupted Training, 13

Investment, Real Estate, 100

Job Control Language (ICL), 60, 107, 114
Jab Placement, 5, 7

Laser Electro-Optic Technology, 67-68
Law

Business, 34, 36, 99
Enforcement Program, 84
Real Estate, 100
Violations, 10
Layout, Printing, 77-78, 110
Leggl Assistant Studies (Associate Degree), 38—

Legal Office Worker Program, 40

Legal Secretary, 96, 97

Legal Transcription, 31, 38-40, 101
Libraries, 8, 9, 44

License, Contractor’s, 112

Licensed Practical Nurse Refresher, 114
Literacy, 91

Loans, 20-21

Lockers, 10

Lost and Found, 10

Machine Trades, 85-86, 109
Machine Transcription, 31, 43, 101
Maintenance Workshops, 114
Management, 34, 36, 43, 96, 97. 99, 100, 114
Marketing, 35-37, 38, 41, 100
Mathematics, see each program
Business, 33-35, 96
Coltege Credit, 23
General, 9, 92, 103, 113
Medical Office Assistant, 102
Medical Terminology, 102
Medical Transcription, 3031, 45, 102
Merchandising Program, 41
Metals Workshops, 114
Micmcnmgut:xs. see each program, 9, 30-31,
106, 107, 114
Microcemputer Workshops, 114
Micrographics, 111
Microprocessors, 63-64, 67-68, 104
Motors, Electrical, 110

National League for Nursing, 2, 49
Natural Science Courses (College Credit), 25
New Mexico State Board of Nursing, 43, 49
New Mexico State Stadent Incentive Grant, 21
New Mexico Nursing Student Loan, 21
New Mexico Work-Srudy, 21
Nonresident, 14
North Central Association of Colleges and
Schools, 2
Mumerical Contre) Machining, 85-86, 109
Nursing
Associate Degree, 44, 45-47
As:gciate Degree Advanced Placement, 47-

Practical Nurse, 44, 49-51
Practical Nurse Advanced Standing, 51-52
Nursing Assistant, 48

Occupational Safety, 71

Office Occupations Program, 41-43

Office Refresher Program, 43

Cffice Supervision, 99, 114

Office Workshops, 114

Offset Printing, 77-78, 111

Operating Your Own Business, see Small Busi-
ness Operation

Parking, 9

Pascal Programming, 56, 107 .
Paste-up and Layout, 77-78, 110
Patient Service Cletk, see Health Unit Clerk
Pell Grants, 20 .
Periods, Class, 15 '
Philosophy, 25 .
Phlebotomist, 49 !
Phone Calls, 11 H
Physics, 25, 28, 68 i
Placement, 5, 7 :
Plagiarism, 19

Plumbing, 86-87, 112

Pole Climbing, 71 i
Potitical Science, 24 .
Practical Nurse, 49-51 '
Practical Murse Advanced Standing, 51-52
Preparatory Program, 3, 13, 26-29
Presbiyterian Hospital Center, 50|
Printing, 77-78, 111, 114
Probation, Academic, 18 l
Program Requirements, 13 H
Progress Reports, 18~ i
Proofreading, 30, 101 E
Property, Personal, 10 I|
Psychology, 24 t
Public Speaking, 96, 113 b
Punctuation, 40, 113 1

Quantity Food Preparation, 79

Radio Technician Certification, 104

Reading Improvement, 9, 28, 71, 91-92

Readmission, 19

Real Estate, 100, 114

Records !
Management, 30-31, 41-43, 101, 114
Student, 22, 90 I

Refresher Course for Office Workers, 43

Refresher, Practical Nursing, 114

Refrigeration, 73-74, 110

Refunds, [5, 93

Registration
Adult Basic Education, 91
Instructional Division, 14
Skill Improvement Courses, 93
Vorkshop/Contract Treining, 113

Rendering, Architectural, 58, 105

Resident Status, 14

Respiratory Therapy Technician, 44, 52-53

Respiratory Therapy Technician Advanced
Standing, 54

Retailing, 37, 38, 41, 100

Retention Rates, 5

Robotics, 64-66 ',

RPG II, 60-61, 106 )

Rules of Conduct, see Campus Conduct

Safety Glasses, 69
Safety, Occupational, 71
Salanes, Graduate, 5 )
Satesmanship, 9, 37, 38, 41,99, 100, 114
SAT (Scholastic Aptitude Test), 13
Schedules, Class, 15
Scholastic Aptitude Test (SAT), 13
School Year, 4 '
Secretarial Occupations, .9, 41-4
Security, 9, 10 :
Officer Training, 111 H
Services for Students, 7 :
Sheet Metal Apprenticeship, 70 !
Shest Metal, 70, 72, 73-74, 111
Shorthand
Alphabetic, 3031, 41-43, 97, 101
Century, 30-31 :
Forkner, 30-31, 101
Gregg, 30-31, 41-43, 98, 101
Machine, 30-31
Review, 30-31, 98, 101 '
Transcription, 30-31, 40, 41-43, 101
Skill Improvement Classes, 93-112
Smnall Business Operation, 38, 99, 113-114
Small Engine Mechanics, 109 ]
Smoking, Tobacco Use, 10 'i.
Snow Day, 4 M
f

H

'

Social Science Courses (College Credit), 24
Solar Applications, 57, 71, 109

Spanish, 9, 27-28

Special Services, 29

Speed Limits, 9

Spelling Improvement, 9, 26-28, 91-92, 113
Standards of Progress, 18

Store, Student, 7

Student Government, 11

Student Judicial Affairs Committee, 9
Student Services, 7

Student Store, 7

Substances, Dangerous, 10
Supervised Work Experience, see each program
Supervision, Office, 99, 114

Supervision and Management Workshops, 114
Supplemental Educational Opportunity Grant, 20
Surveying, 54-55, 113

Suspension, Academic, 18

'

Tax Accounting, 32, 34, 33, 95
Technical Writing, 56, 105, 113

+ Technologies Programs, Courses, 56-68, 103—
107 '

Telephone
Calls and Visitors, 11
Dircctory, iv
Etiquette, 30-31, 101, 114
Television Servicing, 104
Terms, 4
Testing, 8, 13, 92
Tobacco, Use of, 10
Trades Programs, Courses, 69—88, 108-112
Transcription, 30-31, 40, 41-43, 101
Transcripts, 22, 90
Transfer Credit, 3, 32, 33, 35, 41, 47,51, 52,
54, 72, 94, 99, 103, 105-111
Transportation, 9.
Transportation Workshops, 114
Trigonometry, 23, 103
Tuttion, 6, 14, 90
Typing, 30-31, 40, 41-43, 98, 101, 113114

University of New Mexico, 3, 27, 41, 52, 56

Vehicle Registration, 9
Veterans Administration Benefits, 20, also see
each program
Visitors on Campus, 10, 11
Vo;?bslary and Spelling Development, 26~28,
-92

Yocational Enrichment Program (VEP), 3
Vocational Rehabilitation, New Mexico Division
of, 20

Weapons on Campus, 10
Welding, 71, 8788, 109
Withdrawals, 4, 13
Word Processing, 30-31, 40, 42, 43, 101, 114
Workshops
Communication, 113
Construction, Drafting and Surveying, 113
Culinary Arts, 113
Developmental Skills, 113
Electronics, 113
Financing and Accounting, 113
General Office, 113, 114
Health Occupations, 114
Maintenance, 114
Metals, 114
Microcomputer and Computer, 114
Printing, 114
Real Estate, 114
Sales, 114
Small Business Operations, 114
Supervision and Management, 114
Transportation, 114



