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Northwestern Technical Institute 
1999-2000

The contents o f th is cata log do not constitu te a contract between Northwestern Tech
nical Institute and its students on either a co llective or individual basis. It represents 
Northwestern Technical Institute’s best academ ic, technical, social, and financial p lan
ning in form ation at the tim e the cata log was pub lished. Courses and curricu lum  
changes, m odifications of fees, and other changes, plus unforeseen changes in other 
specia l aspects of Northwestern Technical Institu te ’s life som etim es occur after the 
catalog has been printed but before the changes can be incorporated in a later edition 
of the sam e publication. Because of this. Northwestern Technical Institute does not 
assum e contractual ob liga tion  w ith students for the contents of th is catalog.

Northwestern Technical Institute is an equal opportun ity  educa tiona l institu tion and 
w elcom es applications for em ploym ent and educational program s from  all individuals 
regardless o f race, color, religion, sex, disability, age, or national origin. Northwestern 
Technical Institute is non-d iscrim inatory on the basis of sex in its educational p ro 
gram s and activities, inc lud ing  em ploym ent and adm ission o f s tudents to  the school 
as required by Title IX of the Educational A m endm ents of 1972 and by rules and 
regulations based therein and published as 45 CFR, part. 86.

Northwestern Technical Institute com plies fu lly  w ith the Rehabilitation Act of 1973 and 
the Am ericans w ith D isabilities Act o f 1990 and does not d iscrim inate  against ind i
viduals w ith disabilities.

HISTO RY OF NO R TH W ESTER N  TEC H N IC A L INSTITUTE
Northwestern Technical Institute was established by an act o f the G eorgia General 
Assem bly in 1964. The facility was com pleted in the sum m er o f 1966 w ith the first 
students accepted to  begin classes in the fall o f 1966. D ip lom as were offered in e ight 
p rogram s of instruction. Local governance of the institution was provided by the 
W alker C ounty Board of Education. At the tim e it opened it was called the W alker 
C ounty Area Vocational Technical School. The institution was assigned a four county 
service area in northwest Georgia: Catoosa, Chattooga, Dade and W alker counties. 
In 1987 the W alker C ounty Board of Education voted to  transfer ow nersh ip  of the 
institution to  the G eorg ia Departm ent of Technical and Adult Education. This transfer 
becam e effective on July 1, 1988, and the institu tion becam e know n as W alker Tech
nical Institute. In 1992 W alker Technical Institute was granted authority to  award the 
Associate of Applied Technology degree in seven areas. Today the institu tion  offers 
the AAT degree w ith 8 m ajors and the d ip lom a w ith 17 m ajors. In 1998, the Institu
tion changed its nam e to Northw estern Technical Institute to  m ore accurate ly reflect 
the institu tion 's service area.

NORTHW ESTERN TECHNICAL INSTITUTE 
PC BOX 569 

265 Bicentennial Trail 
Rock Spring, Georgia 30739 
w ww.northw estern .tec.ga.us

Northwest CJeorgia’s Regional Technical Institute

http://www.northwestern.tec.ga.us


Georgia 
Virtual Teclinicai Institute

Northw estern Technical Institute is a found ing  m em ber o f the G eorg ia  V irtual Tech
nical Institute, a consortium  of techn ica l institu tes o ffering w eb based courses in a 
variety o f techn ica l and general educa tion  areas. Education  anytim e, any place, 
any where is accom plished by tak ing  advantage of the  w o rld w id e  connectiv ity  of 
the in ternet and the w orld  w ide  web. O ffering courses over the  w eb rem oves the 
obstacles of both tim e and p lace tha t are m any tim es an unsu rm oun tab le  barrier to  
pursu ing  h igher education. Persons in terested in learning m ore abou t the  GVTI or 
Northwestern 's w eb based classes m ay call 706-764-3673 o r con ta t the  GVTI o f
fice on line at h ttp ://w w w .northw este rn .tec .ga .us.

The m in im um  techno logy  requ irem ents fo r tak ing  a GVTI c lass are described  be 
low. Please note tha t these requ irem ents m ay change  due to  advances in te ch n o l
ogy .

C om puter R equirem ents

W indow s 95, 486dx or faster M acO s 7.5.5 or later. Power PC
processor, SMB of RAM or Processor, 16 MB o f RAM or
m ore, 14.4 kbps m odem  or m ore, 14.4 kbps m odem  or faster,
faster, sound card & speakers.

Internet Service Provider

An ISP is a com pany tha t can p rov ide  you w ith  the softw are necessary fo r ge tting  
onto the internet. C ontact you r local ISP to  set up you r personal account. 

W ithour an ISR it is im poss ib le  to  take GVTI on line  classes.

Email Account

Since it is the prim ary fo rm  of com un ica tion , you  m ust have an em ail address 
prior to  app ly ing  or registering. Generally, you r ISP w ill g ive you an em ail 

account. Please con tact your ISP if you are unsure o f you r em ail address.

Java C om pliant W eb Brow ser

You w ill need a Java com p lian t browser. For the  Java capab le  b row ser we 
recom m end M icrosoft Internet Exp lorer 3.0.2 (or h igher) or N etscape Navigator 

3.0.1 (or h igher). You can dow n load  a curren t version fo r ifree.

Northwest Georgia’s Regional Technical Institute
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M icrosoft 
Authorized Academ ic Training Program

N orthw estern  Technical Institute is a M icrosoft Authorized A cadem ic Training  
Program  Institution. To ach ieve such a des igna tion , an institu tion  of h igher 
educa tion  m ust have M icroso ft certified  p ro fess iona ls  on staff, use approved  
M icroso ft tra in ing  m ateria ls, use the  m ost curren t vers ions o f M icroso ft software, 
and have sta te-o f-the-art com pu te r hardware.

N orthw estern  Technical Institu te offers tw o  M icroso ft ce rtifica tion  op tions  th rough  
the C om pute r In form ation  System s D epartm ent. The l\/licrosoft O ffice User S p e
cialist program  prov ides tra in ing  in M icroso ft O ffice p roduc ts  and prepares the 
s tuden t to  sit fo r the M icroso ft O ffice User S pecia lis t exam inations. The M icrosoft 
W indow s NT C ertificate  is designed  fo r the s tuden t w ith  p rio r co m pu te r experi
ence and prepares the s tuden t to  sit fo r the M icrosoft Certified System s Engineer 
core  exam inations.

Microsoft Authorized Testing Center
N orthw estern  Technical Institu te is an authorized M icrosoft Testing Center. Being 
an ATC a llow s N orthw estern the  ab ility  to  p rov ide  M icrosoft ce rtifica tion  exam ina
tions in the fu ll su ite of M icrosoft O ffice p roducts , inc lud ing  M icrosoft W ord, 
M icrosoft Access, M icrosoft Excel, and M icrosoft PowerPoint.

Microsoft Authorized Academ ic Testing Center
N orthw estern Technical Institute is a lso designa ted  as a M icrosoft Academ ic 
Testing Center. This designa tion  a llows the institu tion to  serve as an exam ination 
center fo r ind iv idua ls w ish ing  to  sit fo r the M icrosoft certification exam inations.

Northwest Georgia’s Regional Technical Institute
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GENERAL INFORM ATION
TH E  N O R TH W ES TER N  T E C H N IC A L  IN STITU TE V IS IO N
N orthw estern  Technical Institu te is a h igher educa tion  institu tion  of the  G eorg ia  
D epartm ent of Technical and A du lt Educa tion  and the  p rim ary  p rov ide r o f acces
sib le, h igh qua lity  educa tiona l o ppo rtun ities  in N orthw est G eorg ia . It is an integral 
co m pon e n t of a seam less educa tiona l system  offe ring  p rog ram s of s tudy  tha t re
su lt in the  s tu d e n t’s ach ievem ent of career and persona l goals. N orthw estern  p ro 
v ides educa tiona l experiences tha t p roduce  g radua tes noted fo r the ir exce llence 
as em p loyees and as life long learners.

TH E N O R TH W ESTER N  TE C H N IC A L IN STITU TE M IS S IO N
The m ission of N orthw estern Technical Institu te is to  offer accessib le , h igh qua lity  
educa tiona l oppo rtun ities  tha t lead to  careers in techno logy, business, health, and 
hum an services. The institu tion  offers a varie ty of educa tiona l o ppo rtun ities  lead
ing to  the  certificate, the  d ip lom a, and the AAT degree  as well as p rov id ing  the 
com m u n ity  w ith  adu lt literacy, e conom ic  deve lopm ent, and personal en richm ent 
program s. The institu tion 's  educationa l p rog ram s focus on the deve lopm en t of 
techn ica l com pe tence  and critica l th ink ing  skills; socia l, personal, and in te llectua l 
values; and an unders tand ing  o f society. The O ffice of the President, and the d iv i
s ions of S tudent Services, Adm in istrative Services, Instructional Services, and E co
nom ic D eve lopm ent w ork  coopera tive ly  in suppo rt o f the m ission.

The N orthw estern m ission is accom p lished  th rough  a shared institu tiona l value 
system  w h ich  recogn izes the fo llow ing  s tuden t rights:

• The righ t to  learn regard less of age, gender, color, e thn ic 
or lingu is tic  backg round , m arital status, the presence of 
dependents, d isability, or financia l c ircum stances.

• The r ig h t to  equa l o p p o rtu n ity  fo r access  to  re levan t 
learn ing opportun ities  th roughou t life.

• The righ t to  a le a rn in g  e n v iro n m e n t w h ic h  in c lu d e s  
appropriate instructional materials, equipm ent, media, and 
facilities.

• The right to  be taugh t by com pe ten t instructors w ho pos
sess a p p rop ria te  sub jec t m atte r expertise  as w ell as 
kn o w le d g e  and sk ills  re la ting  to  the  teach ing /lea rn ing  
process.

• The right to academ ic support resources including instruc
tiona l techn o lo gy  tha t can m ake se lf-d irected or d istance 
learning possib le.

• The right to individualized in form ation and gu idance lead
ing tow ard fu rther study.

• The right to  s tudent suppo rt services that inc lude career 
and personal counse ling , advisem ent, financia l aid, and 
job  placem ent.

• The right to  m em bersh ip  in the learning organization that 
is Northw estern Technical Institute.

Northwest Georgia’s Regional Technical Institute



ACCREDITATION
Northw estern Technical Institute is accred ited  by the C om m iss ion  on C o lleges of 
the Southern Associa tion  of C olleges and S choo ls  (1866 Southern  Lane, Decatur, 
GA, Telephone N um ber 404-679-4501) to  award the  A ssocia te  o f A pp lied  Techno l
ogy Degree.

Northw estern Technical Institu te is accred ited  by the A ccred iting  C om m iss ion  of 
the C ouncil on O ccupationa l Education (41 Perim eter C enter East, NE Suite 640, 
Atlanta, GA 30346, Telephone N um ber 770-396-3790) to  award the  Associa te  o f 
A pp lied  Technology Degree, the D ip lom a, and the Technical C ertifica te  o f C redit.

LOCATION
Northw estern Technical Institute is located in Rock Spring , G eorg ia , on U. S. H igh 
w ay 27, six m iles  no rth  o f LaFayette , G e o rg ia , and ten  m iles  so u th  o f Fort 
O g le thorpe, G eorgia.

ADVISO RY C O M M ITTE E S
Advisory com m ittees, com posed of ou tstand ing representatives from  business and 
industry, m eet with school personnel to  m ake recom m endations, offer suggestions, 
and assist in evaluations of each tra in ing  p rogram .

BOOK STORE
Northwestern Technical Institute con tracts  w ith  Interstate Textbook C om pany to  
provide a full service book and supply store for students. The “Cam pus S hop,’’located 
ad jacent to  the cafeteria, carries not on ly  tex tbooks, bu t a varie ty o f paperback 
books, office supplies, and o ther products.

EM ER G ENCY CLO SING
The President or the Vice President fo r Instructiona l Services is au thorized to  take 
action to  close the schoo l if cond itions  exist tha t m ay th reaten the  health and safety 
of s tudents and personnel. The President or the Vice President fo r Instructiona l 
Services is also em pow ered to  de lay the open ing  hour of the schoo l day and /o r 
release students and personnel before the norm al day ends if hazardous co n d i
tions exist.

School c losures or delayed open ings will be announced  by local rad io  stations and 
m ajor C hattanooga area te levis ion and radio  stations.

HEALTH CARE
Any s tudent w ith a health cond ition  such as d iabetes, hem oph ilia , epilepsy, or any 
o ther po tentia lly  dangerous a ilm ent shou ld  in form  h is/her ins tructo rs and register 
the prob lem  w ith the S tudent Services O ffice. A pp lican ts  m ust be phys ica lly  able 
to  attend school regu larly and to  perform  essentia l c lass and labora to ry  functions.

MAIN CAM PUS
The main cam pus consists of six m odern bu ild ings p rov id ing  adm in istra tive  offices, 
facu lty  offices, c lassroom s, laboratories, shops, cafeteria, and Library. The cam 
pus has over 100,000 square feet o f assignab le  space.

____________________________ 8_____________________________
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FAMILY EDUCATIONAL RIGHTS  
AND PRIVACY ACT OF 1974

N O TIC E  TO  STU D EN TS
N orthw estern  Technical Institu te in form s s tuden ts  of the Fam ily Educationa l R ights 
and Privacy Act o f 1974. This Act, w ith  w h ich  the institu tion  com p lies  fully, was 
des igna ted  to  p ro tec t the p rivacy of educa tiona l records, to  estab lish  the righ t of 
s tuden ts  to  inspect and review  the ir educa tiona l records, and to  prov ide  the g u id e 
lines fo r the correction  o f inaccurate or m islead ing data th rough  inform al and form al 
hearings. S tudents a lso have the righ t to  file com p la in ts  w ith  the Fam ily E duca
tiona l R ights and Privacy Act O ffice (FERPA) conce rn ing  a lleged fa ilu res by the 
Institu tion to  co m p ly  w ith  the Act.

D irectory in form ation w ill be treated as pub lic  in form ation and will genera lly be avail
ab le on all s tuden ts  and fo rm er s tuden ts  at the d iscre tion  of the Institution. 
D irectory in fo rm ation  inc ludes the fo llow ing :

The s tuden t’s name, address, te lephone number, date and place of birth, m ajor 
fie ld  of study, partic ipa tion  in o ffic ia lly  recogn ized  activ ities and sports, height, 
w e igh t, age, hom etow n, hobb ies, da tes  o f a tte ndan ce , deg rees , hono rs , 
aw ards  a p p lie d  fo r a n d /o r received, and previous educationa l institu tions 
a ttended by the student.

Any s tuden t w ho  does not w ish d irec to ry  in fo rm ation  d isc losed  m ust file a w ritten 
request w ith  the Vice President fo r S tudent Services. Q uestions conce rn ing  the 
Fam ily E d uca tio na l R igh ts  and P rivacy A c t m ay be referred to  the R egistrar’s 
Office.

Northwest Georgia’s Regional Technical Institute
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W EAPONS POLICY

It is unlawful fo r an ind iv idual to  bring to, possess, or have under such person 's 
contro l, any explosive com pound , firearm , or knife des igned  fo r the  pu rpose  of 
offense or defense w hile  at a pub lic  ga thering  (O.C.G.A. 16.11.127). Having a 
license to  carry a pistol is no justifica tion  under th is  policy.

It is unlawful fo r any person to  carry to  or to  possess or have under such person 's 
contro l while w ith in  a schoo l safety zone or at a techn ica l institu te  bu ild ing , 
function , or p roperty  or on a bus or o ther transporta tion  fu rn ished by any te ch n i
cal institute any w eapon or explosive com pound .

The term  "weapon" m eans and inc ludes any p isto l, revolver, or any w eapon 
designed or in tended to  propel a m issile o f any kind, o r any d irk, bow ie  knife, 
sw itchb lade knife, ba llis tic  knife, any o ther knife having a b lade of th ree or m ore 
inches, stra igh t-edged razor, spring  stick, metal knucks, b lack jack, any bat, c lub, 
or o ther b ludgeon-type  w eapon, or any fla iling  instrum ent cons is ting  o f tw o  or 
m ore rig id parts connected  in such a m anner as to  a llow  them  to  sw ing  freely, 
w h ich m ay be known as a nunchaku, shuriken, o r figh ting  chain, o r any d isc of 
whatever configura tion , having at least tw o  po in ts or po in ted  b lades w h ich  is 
designed to be th row n or p rope lled  and w h ich  m ay be know n as a th row ing  star, 
oriental dart, or any o ther w eapon of like kind, any stun gun or laser. "W eapon" 
does not inc lude any firew orks the possession  o f w h ich  is regu la ted by C hapter
10 of Title 25 of G eorg ia  Law.

This po licy  exem pts law enfo rcem ent officers, judges, m agistra tes, so lic ito rs, 
d is tric t attorneys, and em ployees o f the  departm en t o f co rrections, or em ployees 
of local or federal correctiona l facilities w ho  are authorized to  carry a firearm .
Also exem pt are persons em ployed as cam pus po lice  or security  o fficers w ho  are 
authorized to  carry a w eapon in accordance  w ith C hapter 8, Title 20, and private 
detectives/security  agents w ho ho ld  firearm s perm its issued by the G eorg ia  
Board o f Private Detectives and Security  A gencies. A lso exem pt is any legal 
w eapon carried in a locked container, locked com partm en t or locked gun rack in 
a privately ow ned vehicle.

An em ployee or student found in v io la tion of th is  po licy  shall, in add ition  to  any 
crim inal action taken, be sub ject to  d ism issal from  the institu te  or te rm ina tion  of 
em ploym ent as determ ined by the President.

Northwest Georgia’s Regional Technical Institute



11

Northwest Georgia’s Regional Technical Institute



12

Student 
Organizations 

and 
Activities

Northwest Georgia’s Regional Technical Institute



______________________________________ ________________________________________

STUDENT O RGANIZATIONS AND ACTIVITIES
The fo llow ing  activ ities are ava ilab le  to  N orthw estern  Technical Institu te  students. 

PHI TH ETA KAPPA
Phi Theta K appa is an in ternationa l o rgan iza tion  recogn ized  as the  offic ia l honor 
soc ie ty  fo r tw o  year co lleges. Its m em bers are associa te  degree  s tuden ts  w ho  
have dem onstra ted  exce llence in academ ics, character, and c itizensh ip .

NATIO N AL V O C A TIO N A L TE C H N IC A L H O N O R  S O C IE TY
Students w ho  m ainta in  an average of 3.5 fo r a m in im um  o f tw o  quarters and w ho 
m ain ta in  a 3.6 w ork  e th ics average are e lig ib le  fo r m em bersh ip  in the National 
Vocational-Technica l H onor Society.

The purpose  of th is  o rgan iza tion  is to  recogn ize  ou ts tand ing  postsecondary  te ch n i
cal s tudents. S tudents are inducted  in to  th is  o rgan iza tion  tw ice  a year.

S TU D E N T LEADERSHIP C O U N C IL
The S tudent C ouncil is a vo lun teer o rgan iza tion  m ade up o f vo lun teer representa
tives from  all occupa tiona l p rog ram s at N orthw estern . This o rgan iza tion  w orks on 
p ro jects  th ro u g h o u t the year to  benefit the  institu tion  and its s tudents.

G O AL PRO G RAM
The G eorg ia  O ccupa tiona l Award fo r Leadersh ip  is a recogn ition  sponso red  jo in tly  
at the state level by the D epartm ent o f Technical and A du lt Education  and the Busi
ness C ouncil o f G eorg ia. At the local level the p rogram  is sponsored  by the W alker 
C ounty C ham ber of C om m erce  and Northw estern Technical Institute. The purpose 
o f the p rogram  is to  give p roper recogn ition  to  the d ign ity  and im portance  o f techn i
cal educa tion  in to d a y ’s econom y.

In the spring, four local w inners are se lected by a screen ing  com m ittee . W inners 
are aw arded a cash prize. O f the fou r local w inners, one will be se lected to  repre
sent N orthw estern  Technical Institute in the state contest. G rades, attitude, per
sonal goals, and se lf-con fidence  are cons idered  in se lecting  GOAL w inners.

STU D EN T PARKING
All fu ll and part-tim e students and con tinu ing  education  s tudents are requ ired to  
d isp lay a cam pus park ing  perm it in the low er left hand section  of the rear w indow  
o f the ir vehicle . There is no charge  fo r the park ing  perm it, how ever fa ilure to  
p roperly  d isp lay a park ing  perm it m ay result in the veh ic le  being tow ed. Parking 
perm its are d is tribu ted  at registra tion.

I Northwest Georgia’s Regional Technical Institute



14

Admission
Requirements and Procedures

Northwest Georgia’s Regional Technical Institute



A DM ISSIO N POLICY  
Requirem ents and Procedures

A D M IS S IO N  PO LICY
The adm iss ions po licy  o f N orthw estern  Technical Institute assures the c itizens of 
G eorg ia  equal access to  the op p o rtu n ity  to  deve lop  the know ledge , skills, and a tti
tudes necessary to  secure persona lly  satis fy ing and soc ia lly  p roductive  e m p lo y 
ment. By design  and im p lem enta tion , the po lic ies and p rocedures  govern ing  a d 
m ission to  N orthw estern  Technical Institu te w ill:

• Be nond iscrim ina to ry  to  any e lig ib le  app lican t regard less of race, color, 
national orig in , sex, d isability, re lig ion, age, or m arital status;

• Increase the prospective  s tu d e n t’s opportun ities ;
• G uide the im p lem enta tion  o f all activ ities re lated to  adm iss ion  to  W alker 

Technical Institu te and its p rogram s; to  s tuden t financia l aid; and to  the 
recru itm ent, p lacem ent, and re tention of s tudents; and

• C om p lem ent the instructiona l program .

A D M IS S IO N  R EQ U IR EM EN TS
Below  are the general requ irem ents fo r adm iss ion  into the certificate, d ip lom a, or 
degree program s. Specific  adm iss ion  requ irem ents are listed fo r each p rogram  in 
the cu rricu lum  section  of th is  cata log. NOTE: All Nursing and Allied Health pro
gram s have additional adm ission requirem ents.

Age; A pp lican ts fo r adm iss ion  m ust be at least 16 years of age. A pp lican ts for 
L icensed Practical Nursing, O ccupa tiona l Therapy Assistant, Pharm acy 
Assistant, and Surg ica l Techno logy m ust be 17 years of age or older, and 
app lican ts  fo r C om m ercia l Truck Driving and E m ergency M edical Technician 
m ust be at least 18 years of age.

Education; Educational requirem ents vary accord ing  to  the particu lar program  
of study. All Associa te  o f A pp lied  Techno logy and all business and m edical 
d ip lom a program s require a high schoo l d ip lom a or equiva lent (GED). Prior to 
g raduation  from  an industria l te ch n o lo gy  d ip lom a program , all s tudents m ust 
have g raduated from  a high schoo l or com ple ted  GED requirem ents.

Placem ent Scores; A pp lican ts fo r all degree, d ip lom a, and se lected certifi
cate p rogram s m ust take the ASSET p lacem ent test or provide official 
docum enta tion  of a course grade of "C" or better in credit-level English and 
m athem atics taken from  an accred ited  postsecondary  institu tion; or subm it 
appropria te  ASSET, CPE, SAT or ACT scores.

A D D M ISS IO N  PROCEDURES
1. Subm it an app lica tion  for adm ission to  the Office of Adm issions along w ith a 

$15 non-re fundab le  app lica tion  fee.
2. S ubm it an official copy of h igh schoo l or GED transcrip t.
3. Take p lacem ent exam or subm it SAT, ACT, CPE, ASSET scores or trans

fer co llege cred it from  an accred ited  postsecondary  institu tion.
4. A pp lican ts for L icensed Practical Nursing, M edical Assistant, O ccupationa l 

Therapy Assistant, and Surgical Technology are required to com plete  
additional adm ission procedures.
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5. An orienta tion program  m ust be a ttended by each new student. The 
orienta tion program  is des igned to acqua in t s tudents w ith  schoo l po lic ies, 
p rocedures and services.

NOTE: Test scores subm itted  m ust have been taken w ith in  the p rev ious five  
(5) years. If sco res are no t available, app lican ts  w ill be  requ ired  to take 
a sch e du le d  p lacem en t test.

A D M IS S IO N  STATUS
A dm ission  to  Northw estern Technical Institu te w ill be in one of the fo llow ing  
categories; Program  Ready, Provisional, D eve lopm enta l, or Specia l.

Program  Ready: All the adm iss ion  requ irem ents have been m et as set by the 
statew ide m in im um  fo r adm iss ion into a p rogram  and e lig ib le  to  take all the 
courses in the curricu lum . Regular adm iss ion  o f transfe r s tuden ts  is co n tin 
gent upon m eeting all the regu lar adm iss ion  requ irem ents and is in good  
s tand ing at a reg iona lly  accred ited  d ip lom a or degree  g ran ting  institu tion.

Provisional Status: Placem ent test scores ind ica ted a need fo r sk ills  deve lop 
m ent in reading, w riting, m ath and /o r a lgebra. O ccupa tiona l courses m ay be 
taken along w ith the deve lopm enta l courses prior to  ga in ing regular adm ission.

Developm ental Status: Placem ent test scores are be low  a des igna ted  level 
in reading, w riting, m ath and /o r a lgebra. C om ple te  deve lopm enta l s tud ies 
courses before tak ing  any occupa tiona l courses in you r p rogram . A pp lican ts  
w ho do not have a GED or h igh schoo l d ip lom a  w ill be referred to  the  A du lt 
Basic Education program . This program  allows students to  receive the needed 
skills at no charge.

Special Status: A pp lican t not seeking a degree, d ip lom a or certifica te  w ish ing  
to  enroll in a course fo r personal, consum er or occupa tiona l pu rposes m ay 
take up to  25 cred it hours o f occupa tiona l courses and receive credit. 
Specia lly adm itted  students are not e lig ib le  fo r financia l aid.

"OFFICIAL" D O C U M EN TS
"Official" transcrip ts, GED transcrip ts, or o ther requ ired docum en ts  m ust be sent 
d irectly  from  the issuing schoo l or agency to: O ffice o f A dm issions,
Northwestern Technical Institute, PO. Box 569, 265 B icentennia l Trail, Rock Spring, 
GA 30739. if b rough t by the app lican t in person, docum en ts  m ust be in an un
opened envelope that has been o ffic ia lly  sealed by the issu ing schoo l or agency.

ASSET PLACEM ENT EXAM
The ASSET p lacem ent exam is a m u ltip le -cho ice  exam  m easuring  know ledge  in 
language, reading, m athem atics, and a lgebra  (scores on the a lgebra  portion  m ay 
not be required fo r p lacem ent in every program ). The purpose  of the ASSET is to  
ensure that a s tudent has the skills necessary to  succeed in the chosen p rogram  of 
study. M inim um  test score requ irem ents are estab lished based on sta tew ide stan
dards. App lican ts fo r all degree, d ip lom a  and se lected certificate  p rog ram s m ust 
take the ASSET p lacem ent exam  unless he or she can p rov ide  docum en ta tion  of 
the fo llow ing:
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1. A course  grade  of "C" or better in credit-leve l English and m athem a- 
tiics  taken from  an accred ited  pos tseconda ry  institu tion .

2. A ccep tab le  SAT, ACT, or CPE test scores w h ich  are no m ore than five 
years old.

A B IL ITY-TO -B EN EFIT EXAM
An app lican t w ho  does not have a h igh schoo l d ip lom a  or GED and w ho  w ishes to  
app ly  fo r federa l financia l aid, m ay dem onstra te  e lig ib ility  fo r entry to  those  p ro 
gram s not requ iring  a d ip lom a/G E D  if the app lican t ach ieves accep tab le  scores on 
the Ability-To-Benefit (ATB) exam ination as well as acceptable  program  entry scores. 
Passing the ATB exam  does not take the p lace of having a h igh schoo l d ip lo m a  or 
GED fo r adm iss ion  purposes.

TR A N S IE N T STU D EN T A D M IS S IO N  R E Q U IR E M E N TS
A student in good  s tand ing  at ano ther accred ited  institu tion  m ay be perm itted  to 
enroll as a specia l s tuden t on a space-ava ilab le  basis in o rder to  com p le te  w ork  to  
be transferred back to  the parent institu tion. A trans ien t s tuden t w ill be advised in 
w riting  by the parent institu tion  conce rn ing  recom m ended  courses.

The trans ien t s tuden t m ust do  the fo llow ing :

a. S ubm it an app lica tion  fo r adm iss ion  to  the host institu tion. A transien t 
s tudent w ill be designa ted  as a specia l s tudent by the host institu tion  fo r 
reporting purposes.

b. Present a sta tem ent from  the Registrar or A cadem ic Dean of the parent 
institu tion to  the effect tha t the student is in good  stand ing, is p rogram  ready, 
and is e lig ib le  to  return to  tha t institu tion.
Note: The 25-hour cred it m axim um  m ay be waived fo r the s tuden t upon 
the recom m endation  of the parent institu tion.

c. Pay schedu led  fees of the host institu tion.

TRANSFER STU D EN T A D M IS S IO N S
Applicants to  Northwestern Technical Institute w ho have been previously enrolled in 
one or m ore institutions of h igher education and w ho wish to  enroll in a credit p ro 
gram  will be considered for transfer adm ission. Applicants for transfer adm ission 
m ust m eet the fo llow ing requirem ents prior to  their p lanned enrollm ent.

Transfer app lican ts shall subm it to  the Adm iss ions O ffice:
1. A com ple ted  app lica tion  form .
2. A $15.00 non-re fundab le  app lica tion  fee.
3. An officia l h igh schoo l transcrip t or GED d ip lom a. If an app lican t has a 

bacca laureate  degree, a h igh schoo l transcrip t is not required. (Exception: 
A high school transcript is required for all nursing and allied health applicants).

4. O fficial transcrip ts  from  previous institu tions of h igher education  attended 
tha t docum en t coursew ork fo r w h ich  app lican ts seek cred it w ith a passing 
grade of C or better.

5. Satisfactory scores on the ASSET P lacem ent Test.

A s tudent w ho has satis factorily  com ple ted  w ith a “C ” grade or better transferable 
English or m athem atics courses m ay be exem pt from  taking  the p lacem ent exam i
nation. These courses m ust be equiva lent to  the entry level English and math 
courses required in the ap p lica n t’s chosen program  of study.

____________________________ 17____________________________

Northwest Georgia's Regional Technical Institute



A transfer s tudent is adm itted  to  Nortinwestern Technical Institute:
1. In good standing if the student was in good standing at the fo rm er institution.
2. On proba tion  if the s tudent was on p roba tion  at the fo rm er institu tion . A 

s tudent adm itted  on probation  m ust earn a grade  po in t average of at least 
2.0 on a m in im um  of five quarter hours during  the firs t quarte r enro lled  to  
con tinue  the next quarter.

Transfer s tudents w ho are on academ ic exclusion from  the ir fo rm er institu tion  are 
considered  fo r adm ission  to  Northw estern Technical Institu te on the sam e basis as 
excluded students from  NTI w ho app ly  fo r readm ission. Such app lican ts , if adm it
ted, are adm itted  on proba tion  as ind ica ted  in 2 above. A s tuden t adm itted  on 
p roba tion  m ust earn a grade po in t average of at least 2.0 on a m in im um  o f five 
quarter hours during  the first quarter enro lled  to  con tinue  the  next quarter.

TIM E  LIM ITATION FOR PROG RAM  C O M PLE TIO N
Northw estern Technical Institute w ill accep t course cred its  from  reg iona lly  a cc red 
ited institu tions of h igher educa tion  w ithou t tim e constra in ts. The institu tion  does 
not lim it the am ount of tim e it w ill honor course w ork  taken at N orthw estern . H ow 
ever, at the adv iso r’s d iscre tion, students m ay be required to  repeat course  w ork  
five years o ld or o lder where the course con ten t has changed  s ign ificantly. There is 
no m in im um  am ount of tim e in w h ich  a p rogram  of s tudy  m ust be com p le ted . S tu
dents m ust take 50% of the ir p rogram  at N orthw estern , however. The typ ica l m in i
m um  program  length is listed in the C urricu lum  section  o f th is  cata log.

R E-A D M ISS IO N  OF FO RM ER STUDENTS
Students w ho are absent from  N orthw estern  Technical Institu te fo r one fu ll quarter 
or more, exclusive of sum m er quarter, w ill be requ ired to  com p le te  the fo llow ing :

1. S ubm it a com ple ted  app lica tion  fo rm  to  the A dm iss ions O ffice.
2. Meet the Northw estern Technical Institute G eneral C ata log adm iss ion  re 

qu irem ents in effect at the tim e of re-adm ission.
3. Subm it official transcrip ts  from  all institu tions o f h igher educa tion  a ttended 

since the last en ro llm ent at NTI.
A student w ho w ithdraw s in good standing during  a quarter m ay return the fo llow ing 
quarter w ithou t com ple ting  a new app lica tion  fo r adm ission.

PO STSECO NDARY O PTIO N S STU D EN T (PSO)
Under the postsecondary options program , a student m ay attend Northwestern Tech
nical Institute while also a ttending pub lic  h igh schoo l. The s tuden t m ay receive 
Carnegie unit cred it from  a pub lic  h igh schoo l and postsecondary  cred it hours from  
Northw estern Technical Institute fo r the sam e course. The s tuden t m ust adhere to  
the fo llow ing  adm ission regulations:

1. Be at least 16 years o f age and classified as a ju n io r or senior.
2. C om plete  an app lica tion  fo r adm iss ion  and pay a $15 (non-refundable) 

app lica tion  fee.
3. Present a jo in t en ro llm en t/pos tsecondary  op tions app lica tion  from  the 

pub lic  high schoo l w ith appropria te  s ignatures.
4. Subm it an offical copy of h igh schoo l transcrip t.
5. Meet all testing requ irem ents fo r Regular Adm iss ion  status.
6. Present the G eorg ia  Postsecondary O ptions Tuition G rant Form at the 

tim e of registration each quarter.
NOTE: A student a ttending p u b lic  h igh  sch o o l fu ll-tim e (all day) is no t e lig ib le  fo r the 

PSO program .
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SE N IO R  C IT IZE N S
Residents o f G eorg ia  w ho  are 62 years of age or o lde r m ay request a w aiver of 
tu ition  and fees. This po licy  app lies  to  regu lar and institu tiona l c red it courses only. 
It does not app ly  to  con tinu ing  education  courses, non-cred it courses, or sem inars. 
If tu ition  is waived under th is  policy, adm iss ion  w ill be g ran ted  on ly  on a space 
availab le basis. S en ior c itizens m ust m eet all o ther adm iss ion  requ irem ents  as 
specified  in the ca ta log . Proof o f age m ust be presented at reg istra tion  to  receive a 
fee waiver.

OUT-O F-STATE
1. O ut -of-state s tudents w ill be enro lled  on ly  on a space  availab le basis. 

G eorg ia  residents are given preference. (To be c lassified as an in-state 
s tudent fo r tu ition  purposes, an ind iv idual m ust show  tha t he/she has been 
a legal res ident o f G eorg ia  fo r a period  o f no less than 12 m onths im m e
d ia te ly p reced ing  the date of reg istra tion. P roof o f res idency can be docu  
m ented by a vo ter registration card, an au tom ob ile  registration, or a house 
or apartm ent lease agreem ent.

2. O ut-of-state s tuden ts  m ay be charged tu ition  fees tw ice  tha t charged  for 
G eorg ia  residents. N orthw estern  Technical Institute does not charge out- 
of-state tu ition  to  s tudents liv ing in out-o f-sta te  coun ties  co n tigu ous  to  the 
N orthw estern  service area.

PO LICY ON IN TER N A TIO N A L STUDENTS
N orthw estern  Technical Institu te is not au thorized by the O ffice o f Im m igra tion  and 
N atura lization Services to  accep t any ind iv idua l w ho does not a lready have legal 
im m igration status. International s tudents seeking adm ission to  Northwestern Tech
nical Institu te m ust m eet the fo llow ing  requ irem ents in add ition  to  the adm ission 
p rocedures fo r new students:

1. Furnish an official English transla tion and evaluation o f secondary records 
and transcrip ts  show ing  passing scores on native secondary  school 
exam inations and com p le tion  o f the equ iva lency o f a United States 
secondary schoo l education.

2. S ubm it Test o f English as a Foreign Language (TOEFL) scores. A mini 
m um  score of 500 is required to  m eet the English pro fic iency requirem ent.

3. Provide SAT, ACT, or ASSET Scores.
4. Pay all costs in fu ll w hen registering fo r courses if not e lig ib le  fo r financia l 

aid.
5. Present to  the Adm issions Office (for pho tocopying) the orig inal docum ent 

certify ing im m igran t or non-im m ig ran t status (resident alien card. Form 
1-94, refugee card, etc.)

6. Foreign and out-of-state students shall be enro lled on ly on a space avail
able basis and shall not d isp lace  any e lig ib le  s tudent desiring to  enroll 
w ho is a resident of G eorgia.

7. Foreign students pay four tim es the tu ition  required fo r G eorg ia  residents; 
th is  app lies to  non-im m igran t personnel. Foreign im m igrants w ho are per 
m anent residents shall pay the sam e as citizens of G eorgia.
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FINANCIAL INFORMATION
A P PLIC A TIO N  FEE
S tudents app ly ing  fo r adm iss ion  to  any cred it course  m ust pay a one tim e a p p lica 
tion  fee of $15.00 w h ich  is non-re fundab le .

TU IT IO N
All c red it s tuden ts  w ill be assessed fees at the rate of $21.00 per c red it hour. A 
s tudent reg istering fo r tw e lve (12) or m ore cred it hours w ill be considered  a fu ll-tim e 
s tuden t and w ill pay $252.00 fo r c red it p rog ram s (tu ition sub jec t to  change).

R EG ISTRATIO N FEE
All s tuden ts  pay a quarte rly  reg istra tion  fee of $20.00 

LATE R EG ISTRATIO N FEE
S tudents not reg istering on o r before the starting date of the quarter w ill be charged 
a $20.00 late fee.

C H A LLEN G E EXAM IN ATIO N FEE
Students w ho  w ish to  receive cred it by exam  w ill be charged a $25.00 cha llenge  
fee fo r each class they cha llenge. For m ore  in form ation , p lease read the C red it by 
Exam ination section  under A cadem ic Policies in th is  cata log.

OTHER FEES
A C C ID E N T IN SU R A N C E
Acciden t insurance is inc luded  in the registra tion fee. Any s tudent tak ing  one or 
m ore cred it classes is covered by s tuden t acc iden t insurance.

BO OKS
Textbooks can be purchased in the booksto re . The book store buys back used 
tex tbooks during  fina ls w eek each quarter. The buy back price is set by the book 
store m anagem ent and is based upon the cond ition  of the book, the ed ition, and 
the need fo r the book next quarter.

GRADUATION FEE
All graduates will be charged a $20.00 graduation  fee w h ich  inc ludes the cost of the 
d ip lom a and d ip lom a cover. Caps and gow ns m ay be purchased at a separate cost 
from  the bookstore .

REFUND PO LICY
It is the po licy  of N orthw estern Technical Institute to  refund 75% of the fees paid if 
the s tudent fo rm a lly  w ithdraw s w ith in  seven consecutive  ca lendar days, inc lud ing  
holidays, from  the first day of class. No refunds will be issued after th is date. For
mal w ithdraw al prio r to  the first day of class w ill result in a 100% refund. Applica tion  
fees are not re fundable . To receive a refund on any fees paid, the s tudent m ust 
in itiate the refund p roceed ings by fu rn ish ing  a receipt and com ple ting  and s ign ing 
the Refund Request Form. These fo rm s are available in the Records Office.
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TO O LS
Som e p rogram s require tha t students furn ish hand too ls. These are areas w here  a 
person w ou ld  be expected to  have too ls  upon em ploym ent. The too ls  requ ired  by 
these p rogram s m ay not constitu te  a com ple te  set bu t w ill be adequate  to  beg in  
w ork  in the fie ld  of study.

TR A N SC R IP T FEE
A fee of $2.00 w ill be charged fo r transcrip ts. To ob ta in  a transcrip t, a request m ust 
be m ade in w riting  to  the Registrar. T ranscrip ts m ay not be requested by te le 
phone.

SEN IO R  C ITIZEN  W AIVER
Q ualified sen ior citizens, 62 years o f age or older, pay app lica tion , activ ity  and 
o ther fees if app licab le . Tuition is waived. Senior c itizens w ill be enro lled  on a 
space available basis the firs t tw o  days of the quarter.

REPLA CEM ENT OF STUDENT ID
Lost or dam aged s tudent identifica tion  cards fo r the curren t quarte r m ay be re
p laced in the O ffice of the Registrar. There is a charge  fo r th is  service.

DECLINED PAYMENT OF CH EC K S
A check taken in paym ent of fees w h ich  is re turned unpa id  w ill cause the assess
m ent o f a non-re fundable  charge of $10.00. A financia l “ H o ld ” w ill be p laced on the 
s tuden t’s record when a check is returned unpaid  and the s tudent will be notified of 
the hold. C hecks m ay also be sub ject to  a co llec tion  fee. N orthw estern Technical 
Institute will w ithho ld  grades and transcrip ts until the returned check and the charge 
are co llected. S tudents w ill be w ithdraw n from  class if the  fees are not paid.

REPLA CEM ENT D IPLO M A
A rep lacem ent d ip lom a m ay be ob ta ined  by requesting  one in the  O ffice o f the 
Registrar. There is a charge fo r th is service.

INDEBTEDNESS
It is expected tha t every s tudent w ill d ischarge  any indeb tedness to  the  Institute as 
qu ick ly  as possib le . No degree or d ip lom a  w ill be confe rred  nor any record or 
transcrip t issued to  a s tudent w ho  has not m ade satis factory se ttlem ent w ith  the 
Business O ffice fo r all o f h is/her indebtedness to  the Institute. A  s tuden t m ay be 
proh ib ited  from  attending classes or tak ing  final exam inations after the  due date of 
any unpaid obligation.
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APPEAL PR O C ESS
Students fa iling  to  m eet the “A cadem ic Policies fo r F inancia l A id ” w ill be notified  in 
w riting  by the Financial A id Office. Any extenuating c ircum stances w h ich  in flu 
enced the s tu d en t’s academ ic perfo rm ance m ay be subm itted  in w riting  on a “ Fi
nancia l A id Appeal Form ” to  the Financial A id O ffice fo r cons ide ra tion . A ppea ls  fo r 
unsatis factory academ ic progress w ill be fo rw arded  to  the  F inancia l A id Satis fac
to ry  P rogress Com m ittee. All final appea ls are fo rw arded  to  the  V ice P resident fo r 
S tudent Services. No financia l aid w ill be d isbursed  until the financia l aid appea l is 
approved. If the appeal is den ied, the s tuden t w ill be respons ib le  fo r the  paym ent 
o f tu ition  and fees until the academ ic po lic ies are met.

REFUND PO LICY
A few  exceptions to  the refund po licy  exist conce rn ing  financia l aid recip ients. 
F inancial aid w ill be ad justed fo r c lasses d ropped  or added  du ring  the  seven day 
period. Also, first-tim e students are sub jec t to  a federa l p ro-ra ta  ca lcu la tion  up to  
60% po in t o f tim e of instruction.

FINA N C IA L AID TR A N SC R IP T
Students w ho have attended a postsecondary institution since  h igh schoo l 
m ust request a financia l aid transcrip t be m ailed to  N orthw estern  Technical Insti
tu te  (whether they received financia l aid or not).

FEDERAL PELL GRANT
Students w ho dem onstra te  financia l need and are enro lled  in an e lig ib le  program  
m ay be e lig ib le  fo r th is  grant. The am oun t of the  g ran t m ay range from  $400 to  
$3000 per academ ic year, depend ing  on the level o f federa l fund ing , cost o f educa 
tion, enrollm ent status, and the student's Expected Fam ily C ontribu tion  (EFC), which 
is taken from  the S tudent Aid Report. C om p le te  e lig ib ility  requ irem ents are avail
able from  the Financial A id Office.

HOPE SC H O LA R SH IP  PROGRAM
This state funded program  is available fo r m ost G eorg ia  residents a ttend ing  N orth 
western Technical Institute. The HOPE S cho la rsh ip  and HOPE G rant pay all tu 
ition and fees fo r those w ho qua lify  and are not receiv ing federa l financia l aid to  
cover tu ition. S tudents pursu ing  a federa l e lig ib le  p rogram  m ust com ple te  the Free  
Application for Federal Student Aid and the Northw estern Technical Institute  
Financial Aid Application to  app ly  fo r the HOPE Program . S tudents pu rsu ing  a 
certificate program  not e lig ib le  fo r federal funds, s tudents w ith a bache lo rs degree, 
or students w hose tota l incom e is at least $50,000 m ust on ly  com p le te  the North
w estern Technical Institute Financial Aid Application. All s tuden ts  e lig ib le  fo r 
the HOPE Program  will receive a book a llow ance up to  $100.

G EO RG IA  STUDENT INCENTIVE G RANT
G eorg ia  residents a ttend ing fu ll-tim e w ith  su ffic ien t financia l need m ay be e lig ib le  
fo r th is grant. Funds are lim ited, and, therefore, aw ards are m ade on a firs t-com e 
first-served basis. S tudents shou ld  file the Free Application for Federal S tudent 
Aid as early as possib le  (January or February p rio r to  the  upco m ing  academ ic 
year). Aw ards fo r a m in im um  of $100 are m ade fo r the Fall, W inter, and Spring 
quarters.
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FEDER AL W O R K -STU D Y
This p rogram  a llow s s tuden ts  to  w ork  in on -cam pus jo b s  and earn m oney to  pay 
the ir educa tiona l expenses. S tudents w ill no rm a lly  be pa id  the  Federal m in im um  
w age and are paid m onth ly  based on the num ber of hours worked. S tudents should  
app ly  fo r the Federal Pell G rant in itia lly  and the ir e lig ib ility  fo r C o llege  W ork-S tudy 
w ill be de te rm ined  from  the ir S tudent A id R eport papers. S tudents shou ld  con tact 
the F inancia l A id O ffice fo r m ore deta ils.

FEDERAL SU PPLEM EN TA L ED U C A TIO N A L O P P O R TU N ITY  G RANT (FSEO G ) 
A Federal Supplem enta l Educational O pportun ity  G rant (FSEOG) is for underg radu 
ates w ith  exceptiona l financia l need - tha t is, s tudents w ith  the low est Expected 
Fam ily C on tribu tions  (EFCs) - and give p rio rity  to  s tuden ts  w ho receive Federal 
Pell G rants. An FSEOG doesn 't have to  be paid back. There is no guarantee every 
e lig ib le  s tuden t w ill be able to  receive an FSEOG; s tudents m ay be aw arded an 
FSEOG based on the ava ilab ility  o f funds.

REHABILITATIO N SERVICES
Vocational R ehabilita tion coopera tes w ith  N orthw estern  Technical institu te  by p ro 
v id ing  financia l assistance to  s tudents w ho  have d isab ilities and w ho  qua lify  for 
Vocational Rehabilita tion.

VETERANS BENEFITS
Veterans benefits are availab le to  qua lified  veterans and dependen ts  o f deceased 
or d isab led  veterans. A pp lican ts  shou ld  con tact the F inancia l Aid O ffice or the ir 
local or regional Veterans A dm in is tra tion  O ffice to  ob ta in  app lica tions.

Tuition re funds fo r s tudents receiving benefits th rough  the D epartm ent of Veterans 
Affairs w ill be prora ted over the length  of the course after deduction  of a tw enty 
do lla r ($20.00) fee.

N O RTHW ESTER N INSTITU TE FO UN DATIO N SC H O LA R S H IPS  
A lim ited num ber o f scho la rsh ips and loans, funded  by the Northw estern Technical 
Institute Foundation, are available fo r s tudents w ho  dem onstra te  financia l need. 
For add itiona l in fo rm ation  con tact the F inancia l A id Office.

JOB TR A IN IN G  PARTNERSHIP ACT (JTPA)
This is a federa l p rogram  availab le to  students w ho qualify  based on federal in 
com e gu ide lines. This program  pays tu ition , books, and supp lies fo r fu ll-tim e stu 
dents. There is a lso a travel, meal, and ch ild  care a llow ance to those qua lify ing. All 
persons in terested in app ly ing  fo r JTPA m ust first app ly  fo r the Federal Pell Grant. 
To app ly  fo r JTPA, con tact the JTPA office at Northw estern Technical Institute.
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STUDENT SERVICES
The m ajor objective of the Student Services Program  at Northw estern Technical In
stitute is to  assist s tudents in deve lop ing  the a ttitudes and ab ilities necessary to  be 
successfu l in the occupa tion  they plan to  enter.

ORIENTATION
In o rder tha t new students m ay be fu lly  in fo rm ed and aware o f all phases o f schoo l 
life, a program  of o rienta tion is p rov ided  at the tim e  o f p lacem ent tes ting  and at 
registra tion. O rientation inc ludes an orienta tion  packe t and v ideo  exp la in ing  the 
schoo l rules and polic ies, and a briefing on S tudent Services. New students and all 
re turn ing students w ho have not a ttended fo r one year are requ ired to  attend o rien 
tation.

CAREER EXPLORATION
Northw estern Technical Institu te ’s professiona l career counse ling  staff p rov ides 
personal career counse ling , various career in terest assessm ents, com pute rized  
career gu idance, and program  observation. Located in the testing  center, the  ser
vice is free and open to  the pub lic . Any adu lt w ho  is in terested in m aking  a change 
in career d irection  shou ld  con tact the center to  m ake an app o in tm e n t to  receive 
testing  and counse ling  and to  take advantage of o ther resources des igned  to  give 
in form ation and support.

C O UNSELIN G
Northw estern Technical Institute provides p ro fessiona l counse ling  services fo r s tu 
dents w ho need assistance w ith  schoo l-re la ted  prob lem s.

SERVICES TO STUDENTS W ITH  D ISA B ILIT IES-A D A
A specia l needs counse lo r is availab le to  those  s tudents w ith  d isab ilities w ho  m ay 
need ind iv idua l educationa l plans, specia lized equ ipm ent, books, or referral ser
vices.

JOB PLACEM ENT
The Job  P lacem ent O ffice at Northw estern Technical Institu te assists s tuden ts  in 
selecting appropria te em ploym ent upon com pletion  of the ir courses o f study. Som e 
assistance m ay be given fo r part-tim e w ork  while  a ttend ing  schoo l. The services at 
the p lacem ent office are available fo r all current and fo rm er students.

The successfu l p lacem ent of g raduates is one of the  m a jo r goa ls o f the staff at 
Northw estern Technical Institute.

FOLLO W -UP
The fo llow -up  p rogram  m ainta ins con tact w ith fo rm er s tudents in the  em p loym en t 
fie ld. The data co llected  from  graduates and the ir em ployers assists N orthw estern  
Technical Institute in m eeting its tra in ing  ob jectives and deve lop ing  up-to -date  cur
ricu la fo r its courses o f study.
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SE R VIC E S FOR S P EC IA L PO PULATIO NS
N orthw estern  Technical Institu te is com m itted  to  p rov id ing  techn ica l educa tion  to  
s tuden ts  w ith  specia l needs th ro u gh  the  specia l popu la tions  assistance p rogram  
under the adm in is tra tion  o f the V ice President o f S tudent Services. The tw o  p ri
m ary pu rposes of the p rog ram  are:

1. To im prove  the  educa tiona l deve lopm en t o f the  specia l popu la tions  
s tudents and

2. To im prove  the unders tand ing  and su pp o rt o f the cam pus environm ent.

Specia l popu la tions  s tuden ts  are those  specia l needs s tuden ts  w ho  are academ i
ca lly and /o r econom ica lly  d isadvantaged or are physica lly  and /o r m enta lly d isabled 
as defined under Section 504 of the  R ehabilita tion A ct o f 1973 and the Am erican 
D isabilities Act o f 1990 and as de fined by Carl Perkins V ocationa l A pp lied  Technol
ogy  (who are national o rig in  m inority  s tudents w ith  lim ited English language skills 
and non trans itiona l students).

S tudents attending Northwestern Technical Institute w ho have special needs should 
con tact the ADA C oord ina to r fo r counse ling  and in itia tion o f in tervention strategies.

To insure equal access and equal o p p o rtu n ity  fo r all s tudents, N orthw estern Tech
nical Institu te p rov ides access to  the  fo llow ing  services:

D isadvantaged/D eve lopm enta l Services 
S tudents w ith  D isabilities 
Sex Equity Services
S ing le  Parent, D isp laced H om em aker Services
Financial A id Services
C om m un ity  Based O rgan iza tion  Services
JTPA Services
PEACH Services
Lim ited English P rofic iency Services and
Vocational Rehabilita tion Services
N orthw est G eorg ia  Career D epot (O ne-Stop Shop)
Fatherhood Initiative

VETERANS EDUCATIO NAL SERVICES
Northw estern Technical Institute assists arm ed services veterans and o ther s tu 
dents e lig ib le  fo r veterans educationa l benefits from  the Veterans Adm in istra tion  
(VA). The Financial Aid O ffice coord ina tes w ith  o ther cam pus offices to  provide 
assistance and counse ling .

The veteran shou ld  be prepared to  sustain initial school costs since benefits will not 
begin fo r several weeks after enro llm ent.

S tudents receiving VA benefits m ust adhere strictly to a planned program  of study as 
indicated on their appropria te  school and VA form s. Program changes are to be 
reported prom ptly on appropria te VA form s through the Financial Aid Office.

All students receiving VA educational benefits are also required to report changes in 
course load, w ithdrawals, or in terruptions in attendance to the Financial Aid Office to 
m inim ize personal liability resulting from  over-paym ent of VA benefits.

All s tudents receiving VA educationa l benefits are required to  com plete  a veteran 
data sheet at each registra tion to  insure p roper school certification for that respec- 
tive quarter.___________________________________________________________________
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SATISFACTORY ACADEM IC  
PROGRESS POLICY

A student is requ ired to  m ainta in satis factory academ ic p rogress to  rem ain e lig ib le  
fo r financia l aid. Northw estern Technical Institute uses the  fo llow ing  s tandards to  
m onito r students' p rogress tow ard  the ir d ip lom a, degree or certificate. Satisfactory 
p rogress has tw o com ponen ts , qua lity  and quantity.

Q uality
S tudents m ust m ainta in a cum ulative grade po in t average (GPA) o f at least 2.0 to  
rem ain in good  stand ing. The GPA is m onito red  at the end o f each quarter. A 
s tudent w hose cum ulative  GPA fa lls be low  a 2.0 is p laced on financia l aid probation  
fo r the next quarter. This w ill a llow  one quarter to  im prove the GPA to  the  sa tis fac
to ry  level. If, after one quarter, the GPA rem ains be low  2.0, the s tuden t w ill lose 
financia l aid e lig ib ility  until the cum ulative  GPA is back up to  the  2.0 level.

Q uantity
There are a m axim um  num ber o f hours tha t s tudents m ay a ttem pt in pu rsu ing  the ir 
area of study. These hours are not to  exceed 150% of the hours needed fo r g ra d u 
ation. For exam ple, if a s tudent is pursu ing  a d ip lo m a  in M anagem ent and S uper
vision w h ich  requires 88 cred it hours fo r g raduation , he or she is a llow ed to  a ttem pt 
a m axim um  of 132 hours and still m ainta in  satis factory p rogress. In o rde r fo r s tu 
dents to  graduate  w ith in  the m axim um  "tim e fram e" of hours, at the  end o f each 
quarter they are expected to  have cum ula tive ly  com p le ted  at least 66%  of the ir 
cred it hours. For exam ple, a s tuden t w ho  attem pts 15 cred it hours his firs t quarter 
in schoo l w ou ld  be expected to  successfu llty  com p le te  10 hours fo r tha t quarter. If 
the s tudent to o k  15 m ore cred it hours the second  quarter, he w ou ld  be expected to  
have com ple ted  20 hours at the end of the second quarter. A  s tuden t w ho, at the 
end of any quarter, has not successfu lly  com p le ted  66%  o f his cum ula tive  hours 
a ttem pted, m ust m ake up tha t de fic iency the  fo llow ing  quarte r in add ition  to  the 
required m in im um  num ber of cred its  fo r the cu rren t quarter. A  s tuden t w ho  fa ils to  
m ake up the de fic iency is no longer cons ide red  to  m ake sa tis fac to ry  academ ic 
progress. S tudents m ay reestablish good  s tand ing  w hen they have cum ulative ly  
com ple ted  66%  of the ir a ttem pted cred it hours.

The fo llow ing  g rades do  not coun t tow ard  successfu lly  com p le ting  a course: "F" 
grades: "I" o r incom plete ; "WF," "WP," or "WD," w ithdraw als. C hang ing  a course 
from  cred it to  aud it during  a quarter g ives the s tuden t a g rade  o f "AU", w h ich  does 
not coun t as com ple ting  a course either. Any com b ina tion  o f these  fo r all courses 
results in no progress and im m ediate  loss o f financia l aid e lig ib ility  w ithou t a p rob a 
tion. Repeat courses w ill be considered  as any o ther course. F inancia l aid does 
not pay fo r courses tha t are aud ited (ind icated by "AU") nor fo r courses com ple ted  
by cred it by exam ination (ind icated by "EX").

Policy for Reinstatem ent of E ligibility for Financial Aid
1. S tudents w hose GPA is c lassified as unsatis factory can reestab lish e lig ib ility  

w hen the GPA reaches 2.0. S tudents m ay reestablish go od  s tand ing  when 
they have cum ulative ly com ple ted  66%  of the ir a ttem pted  c red it hours. It is the
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respons ib ility  o f s tuden ts  to  report to  the F inancia l A id O ffice w hen they m eet 
the above requ irem ents.

2. The above requ irem ents to  re-establish financia l aid w ill be m ade at the 
student's  own expense.

S tudents w ill be notified of the ir fa ilu re  to  m ake sa tis facto ry academ ic progress.
If the s tuden t feels there were c ircum stances beyond his o r her con tro l tha t kept 
him  or her from  m ain ta in ing  satis factory p rogress, he or she m ay appeal in 
w riting , using a sa tis facto ry progress appeal form , to  a review com m ittee . If the 
s tuden t does not agree w ith  the com m ittee 's  dec is ion  an appeal can be m ade to 
the Vice President fo r S tudent Services w hose dec is ion  is final. A ppea l fo rm s are 
availab le from  the Financia l Aid O ffice. S tudents w ill be notified of the 
com m ittee 's  decis ion  w ith in  tw o w eeks of subm itting  the appeal.

Career Planning

N orthw estern  Technical Institu te prov ides career p lann ing fo r those p rospective  
students w ho need assistance in choos ing  a p rogram  of s tudy and are not qu ite  
sure how  to  get started. A personal career p lanner is available to  answ er your 
questions concern ing  p rogram s of study, adm issions, financia l aid, registration, 
c lasses, and jo b  p lacem ent. This service is free and open to  the pub lic . Any 
adu lt w ish ing  to  add value to  the ir life th rough  education  shou ld  con ta t the 
A dm iss ions O ffice to  m ake an appo in tm en t w ith  a Career Planner.
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SINGLE PARENT/DISPLACED  
HOM EM AKER PROGRAM

Displaced homem akers are individuals who have experienced a sudden personal and 
econom ic dislocation due to divorce, separation, disability, or death of a spouse. For 
many years they may have been full-time homem akers dependent on the income of a 
spouse, but dislocation from the role requires that they becom e employed.

The barriers d isp laced  hom em akers encoun te r w hen they seek em p loym en t are 
num erous. D isp laced hom em akers are sub jec t to  the h ighest unem p loym en t rate 
of any s ing le g roup. Age, lack of prio r paid w ork experience, lim ited education, and 
lack of specific  jo b  skills  are but som e of the obstac les to  em ploym ent.

In o rder to  assist s ing le  parents and d isp laced  hom em akers w ith  career and life 
p lann ing decis ions, a p rogram  called New C onnections To W ork is availab le at 
Northw estern Technical Institute. This p rogram  has been deve loped to  serve s ing le 
parents (male or fem ale), d isp laced  hom em akers, and s ing le  p regnant w om en by 
em pow ering  them  to  gather in fo rm ation , exp lore  career alternatives, and becom e 
prepared to  enter the jo b  m arket.

The prim ary ob jective  of the p rogram  is to  provide  a supportive  environm ent where 
partic ipan ts can deve lop a personal plan of action tha t w ill lead to  em p loym en t and 
help them  to  overcom e the barriers tha t prevent them  from  becom ing  independen t 
and em ployab le . This is accom p lished  th rough  a series of w o rkshops and small 
g roup sem inars that include educational and career opportunities; inform ation about 
non-trad itiona l jobs; and a p rogram  of assessing personal skills, interests, and va l
ues. In add ition , the p rogram  offers counse ling  in cop ing  skills and inc ludes such 
top ics  as dea ling  w ith  stress, legal rights, dec is ion  m aking, and prob lem  solving.

There is no charge to  the d isp laced  hom em aker or s ing le  parent fo r any of the 
program  services.

More inform ation regarding the w orkshop schedules m ay be obta ined by contacting 
the New Connections To W ork Program  at Northwestern Technical Institute.

EXPANDED HORIZONS EQUITY PROGRAM
Traditional ideas tha t suggest that “th is  is a m an ’s jo b ” and “ th a t’s w o m a n ’s w o rk ” 
just aren ’t true any more. Today’s jobs  are open to qualified applicants. Northw est
ern Technical Institu te ’s Expanded Horizons Equity Program  is des igned to assist 
m ales and fem ales w ho are p ioneering  into nontrad itiona l techn ica l tra in ing.

Nontraditional program s for men include Business and Office Technology, Inform a
tion and Office Technology, Cosm etology, and Practical Nursing. Nontraditional p ro 
gram s for w om en include Air Condition ing Technology, Drafting, Electronics, Indus
trial M aintenance, M achine Tool Technology, and Com m ercia l Truck Driving.

The Expanded Horizons Equity Program at Northwestern Technical Institute attempts 
to assist individuals who must overcom e certain obstacles in order to com plete non
traditional technical training, obtain productive em ploym ent, and becom e self-suffi- 
cient. Funded by the Carl D. Perkins allocation grant, Expanded Horizons provides 
career guidance; job search skills; tuition assistance: assistance for books, tools, and 
supplies; and a fitness tra ining program  for females through the YMCA. Expanded 
Horizons provides enhanced services and coord ination of resources to individuals 
who m ight otherw ise be forced to forego educational opportunities.
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ONE STOP SHOP  
“The Career Depot”

(A co llabora tive  effort o f N orthw estern  Technical Institute, N orthw est G eorg ia  Pri
vate Industry C ouncil SDA JTPA, D epartm ent of Labor, W alker C oun ty  D epartm ent 
of Fam ily and C hildren Services, R ehabilita tion Services, W alker C oun ty  Health 
Departm ent, Lookout M ounta in C om m un ity  Services, and Valley Hospita l.)

Program  Description:
The purpose  of the O ne S top S hop is to  p rom ote  im proved com prehens ive  ser
v ices in tegration and accessib ility  o f cus tom er services th ro u g h o u t the  service d e 
livery area. The goals are to  increase the  quan tity  o f the  em p loym en t and tra in ing  
and com m un ity  services p rov ided w ith in  lim ited availab le resources; im prove the 
qua lity  o f services by effecting a better m atch betw een cus tom er needs and ser
vices provided: and accom plish  both  th rough  creation o f a cus tom er driven unified 
system . These goa ls w ill be accom p lished  by m aking effective use of resources 
w h ich  m ay include but are not lim ited to  e lectron ic connections th rough  the Depart
m ent of Labor and Health D epartm ent, PC - based system s, in te rnet access, net
w ork ing  physica l location, m ob ile  resources, and eventua lly  com m ona lity  o f in fo r
m ation gathering  fo rm s and sharing custom er and services in form ation.

The One S top Activ ities are located in Room  116 fo r PEACH clien ts from  W alker 
and C atoosa C ounties. The New C onnections to  W ork in itia tive is cond uc tin g  jo b  
search /em p loyab ility /life  skills sem inars b i-w eekly fo r W alker C oun ty  PEACH and 
quarterly  fo r C atoosa County. The literacy p rogram  at N orthw estern  Technical In
stitu te has estab lished an MOD w ith  the W alker D epartm ent o f Fam ily and C h il
dren Services to  provide instruction  to  s tudents w ho  need to  w ork  on the ir GED. 
The Literacy com ponen t provides career and educa tiona l (academ ic) assessm ent 
fo r all s tudents enro lled in the O ne-S top program . C urren tly  the CAPS softw are is 
used fo r vocationa l assessm ent and ABLE assessm ent to  identify  grade levels of 
clients. Those students w ho are in need of the ir GED w ill spend half a day in W ork
shop activ ities and the second half o f the day in literacy class.
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ADULT LITERACY PROGRAM S
A du lt L iteracy is a p rog ram  des igned  spec ifica lly  fo r adu lts  w ith  d iffe rent academ ic  
needs, backg rounds , and skills . A  flex ib le  p rog ram  o f s tudy  has been des igned  to 
m eet the  needs o f any ind iv idua l w ho  w ishes to  partic ipa te .

Day and evening com m u n ity  lite racy c lasses are offered in N orthw estern  Technical 
Ins titu te ’s serv ice de livery area, w h ich  inc ludes C atoosa, C hattooga, Dade and 
W alker C ounties. Ind iv idua lized  ins truction  is o ffered at th ree levels. Level I in 
c ludes ins truction  in the  areas o f read ing readiness, basic a rithm etic  skills, and 
basic  gram m ar. Level II inc ludes instruction  in the  areas o f read ing com preh e n 
sion, read ing in the con ten t areas, m athem atics, and language arts. Level III in 
c ludes instruction  tha t w ill enab le  a s tuden t to  deve lop  the sk ills  necessary to  pass 
the  GED Tests. There is no charge  fo r com m u n ity  adu lt lite racy classes. O n-site 
industry  c lasses are a lso ava ilab le  upon request. Ind iv idua ls  des iring  add itiona l 
in fo rm ation  m ay con tac t the  O ffice of A du lt Literacy.

The Tests of G eneral Education D evelopm ent (G ED)
The A du lt G eneral Education  P rogram  p rov ides a m eans by w h ich  G eorg ia  res i
den ts m ay dem onstra te  the  a tta inm ent of deve loped  ab ilities no rm a lly  acqu ired  
th rough  com p le tion  o f a h igh schoo l p rogram  of study. Persons w ho  have not 
g radua ted  from  h igh schoo l in the U nited States or Canada, nor p rev ious ly  earned 
a GED, and are n ineteen (19) years o ld  or older, are e lig ib le  to  take the test.

Persons 16 to  18 years o f age m ay test under certain conditions. Contact the D irec
to r of Counseling and Assessm ent fo r app lica tion form s and instructions.

The Tests of General Educational Developm ent (GED) are issued to  persons w ho 
successfu lly pass a series of five (5) tests in the areas o f W riting Skills, Social S tud
ies, Science, Literature and the Arts, and Mathem atics.

Free classes to  prepare adu lts fo r th is  exam ination are offered on a year round 
basis at several loca tions in the area. The GED test is adm in is tered in the Testing 
and C ounse ling  C enter on the m ain cam pus at N orthw estern Technical Institute. 
The fee fo r the test is $35.00 and pho to  identifica tion  is required.

For a dd itiona l in fo rm a tion  on th is  p rog ram  co n ta c t the  A du lt L ite racy O ffice at 
(706) 764-3521.
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GENERAL AND ACADEM IC POLICIES
STATEM ENT O F N O N -D IS C R IM IN A TIO N
Northw estern Technical Institute is com m itted  to  the co ncep t of an open d o o r po licy  
and equal educa tiona l opportun ity . N orthw estern  Technical Institute su ppo rts  the 
Civil R ights Act of 1964, Executive O rder #11246, Title IX of the Educational A m end
m ents o f 1972, and Section 504 of the R ehabilita tion Act o f 1973, as am ended, and 
the Am ericans w ith  D isab ilities A ct o f 1990. No person shall, on the basis of age, 
race, re lig ion, color, sex, national orig in , or d isab ility  be exc luded from  partic ipa tion  
in, or be den ied  the benefits of, or be sub jected  to  d iscrim ina tion  under any p ro 
gram  or activ ity  at N orthw estern  Technical Institute.

G ENERAL REG U LATIO NS
It is a basic and fundam enta l respons ib ility  o f an educa tiona l institu tion  to  m ainta in 
order th rough  reasonable  po lic ies and procedures.

The filing  of an app lica tion  shall be regarded as evidence of the a p p lica n t’s in ten
tion  to  ab ide  by the s tandards and regu la tions of N orthw estern  Technical Institute. 
S tudents fo rfe it the ir righ t to  rem ain at N orthw estern Technical Institute if they fail to 
comply.

A S tudent C onduct Code, inc lud ing  a sta tem ent on s tuden t rights and respons ib ili
ties, m ay be found  in the S tudent H andbook.

STU D EN T R E S PO N S IB IL IT IE S
Students are responsib le  fo r be ing in form ed of all po lic ies and procedures required 
fo r con tinued  a ttendance at N orthw estern Technical Institute. Policies and p roce 
dures are genera lly  found  in th is  ca ta log  and in the S tudent H andbook. O ther 
policies pertain ing to  specific student rights and regulations are found in the schoo l’s 
Policies and P rocedures M anual located in the Library. This docum en t is available 
fo r reference at any tim e. The ins titu tion ’s regu la tions w ill not be waived because a 
student p leads ignorance of estab lished po lic ies and procedures. A student w ho is 
unsure of any po licy  or p rocedure  shou ld  seek c larifica tion from  the O ffice of S tu
dent Sen/ices.

C HA N G E OF NAM E OR ADDRESS
Students are responsib le  fo r notify ing the Records O ffice of any change of nam e or 
address. The m ailing of notices to  the last address on record constitu tes official 
notification.

STATE STANDARDS
As a h igher education  institu tion of the G eorg ia  D epartm ent of Technical and Adult 
Education, Northw estern Technical Institute adheres to  the polic ies, procedures, 
and achievem ent criteria as established and presented in the state curricu lum  stan
dards docum ents. The standards sen/e as a benchm ark for p rov id ing  h igh quality 
technica l tra in ing  tha t m eets the dem ands of business and industry not on ly today, 
but in the fu ture as the changes in our soc ie ty  continue to  alter the nature of the 
w orkplace. S tandards m ean that our educationa l partners in business and industry 
can rely on the graduates of Northw estern Technical Institute to  have the know l
edge and techn ica l expertise to perform  the ir jobs  to  w orld  class standards.
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G U A R A N TEE
The G eorg ia  D epartm ent of Technical and A du lt Education  has deve loped  cu rricu 
lum  standards w ith  d irect invo lvem ent of business and industry. These s tandards 
serve as the industry-va lida ted spec ifica tions fo r each occupa tiona l p rogram . The 
standards a llow  N orthw estern Technical Institu te to  offer th is  guarantee:

“ If one of our g raduates w ho w as educated  under a standard  p rogram  and h is/her 
em ployer agree tha t the em ployee is de fic ien t in one or m ore com pe tenc ies  as 
defined in the standards, Northw estern Technical Institute w ill retrain tha t em ployee 
at no instructiona l cost to  em ployee or em ployer.”

This guarantee app lies to  any graduate  of N orthw estern  Technical Institu te  w ho  is 
em ployed in the fie ld  of h is/her tra in ing . It is in e ffect fo r a period  of tw o  years after 
graduation.

To inqu ire  or to  file a cla im  under th is  warranty, p lease call the V ice President fo r 
Instruction.

DRUG AND A LC O H O L
Northwestern Technical Institute proh ib its the unlawful possession, m anufacturing, 
d istribution, d ispensation, and use of illicit d rugs and alcohol on the institutional pre
m ises or at institute sponsored events in accordance w ith the A lcohol and Drug Free 
C om m unities and School Act Am endm ents of 1989. (Public Law 101 -226).

In com pliance  w ith  the Federal Drug Free Schoo ls  and C om m un ities  A ct A m end
m ents of 1989 (Public Law 101-226), Section 22, Drug Free S choo ls  and C am 
puses, Northw estern Technical Institute im p lem ents and m ainta ins a d rug  free p ro 
gram . The Act ensures the prevention of the use of illic it d rugs  and abuse of a lco 
hol by students.

Students indicted for possession or sale of illegal drugs, alcohol, and/or other m ind- 
altering substances will be suspended from  school and forfeit all claim  to  financial aid.

STATE PO LICY ON W EA PO NS ON S C H O O L PRO PERTY
It is unlawful fo r an ind iv idual to  bring to, possess or have under such  person 's 
contro l any explosive com pound , firearm , or knife des igned  fo r the  purpose  o f o f
fense or defense w hile  at a pub lic  ga thering  (O.C.G.A. 16-11-127). Having a li
cense to carry a pisto l is no justifica tion  under th is  policy.

It is a lso unlaw ful fo r a person to  carry or possess or have under such person 's 
contro l w h ile  w ith in  a schoo l safety zone or at a techn ica l institu te  bu ild ing , fu n c 
tion, or p roperty  or on a bus or o ther transporta tion  fu rn ished  by any techn ica l 
institu te any weapon or explosive com pound .

The term  “w e a p o n ” m eans and inc ludes any p isto l, revolver, or any w eapon de 
signed or intended to propel a missile of any kind, or any dirk, bow ie knife, sw itchblade 
knife, ballistic knife, any o ther knife having a b lade o f th ree or m ore inches, s tra igh t
edge razor spring stick, metal knucks, b lackjack, any bat, c lub  or o ther b ludgeon- 
type w eapon, or any fla iling  instrum ent consis ting  of tw o  or m ore rig id  parts co n 
nected in such a m anner as to  a llow  them  to  sw ing freely, w h ich  m ay be know n as 
a nun chahka, nunchaku, shuriken, or figh ting  chain, or any disc, or w hatever co n 
figuration, having at least tw o po in ts or po in ted b lades w h ich  is des igned  to  be 
th row n or p rope lled  and w h ich  m ay be know n as a th row ing  star or orienta l dart, or
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3 any w eapon  of like kind, and any stun gun or taser. "W eapon does not Inc lude any
II firew orks the possession  o f w h ich  is regu la ted by C hapter 10 of Title 25 o f G eorg ia  

Law.

An em ployee  or s tuden t found  in v io la tion  of th is  po licy  shall, in add ition  to  any 
crim ina l action  taken, be sub jec t to  d ism issa l from  the Institute or te rm ina tion  of 
em p loym en t as de te rm ined  by the President.

C A M P U S  SEC U R ITY PO LIC IE S  A ND C R IM E
Title II o f Pub lic  Law-542 is the C rim e Aw areness and C am pus Security  Act of 1990 
(the ACT). As a cond ition  o f con tinued  partic ipa tion  In the Title IV s tuden t financia l 
assistance program s, th is  Act requires N orthw estern Technical Institu te to  prepare, 
pub lish , and d is tribu te  certa in  po lic ies and in fo rm ation  to  all cu rren t s tudents and 
em ployees and to  any app lican t for enro llm ent or em ploym ent upon request beg in 
ning S eptem ber 1, 1992, and each year thereafter. This Includes in form ation  on 
crim ina l actions or o ther em ergencies occu rring  on “ ca m p u s” and the Institu te ’s 
response, curren t po lic ies conce rn ing  security  and access to  “cam pus fa c ilitie s ,” 
and recent sta tis tics on crim ina l o ffenses reported  to  local po lice  agencies. N orth 
w estern Technical Institu te m akes sta tem ents o f po licy  regard ing  the possession, 
use, and sale o f a lcoho lic  beverages and the possession, use, and sale of illegal 
drugs.

N orthw estern  Technical Institu te ’s C am pus Security  Policy and C rim e Statistics 
Report is d is tribu ted  to  all p rospective  and current students and em ployees and is 
availab le upon request from  the Business O ffice. C om ple te  sta tistics are available 
from  the A dm iss ions Office.

HEALTH AND SAFETY
The Northwestern Technical Institute cam pus has first aid kits which meet OSHA stan
dards.

S tudents are referred to  o ff-cam pus facilities for trea tm ent of in juries or Illnesses. 
M edical care at o ff-cam pus facilities Is the s tu de n t’s financia l responsib ility.

All students are provided w ith a student accident insurance plan designed especially 
for the students of com m unity  and technical colleges. C om plete details of the cover
age m ay be obta ined from  the Office of the Registrar.

SEXUAL H A RASSM ENT PO LICY
The D epartm ent o f Technical and A du lt Education does not to lerate sexual harass
m ent. Sexual harassm ent is a fo rm  of sex d iscrim ina tion  and Is a v io la tion of State 
and Federal law. It is the intent of the State Board of Technical and Adu lt Education 
to  provide an academ ic and w ork  environm ent free of any type of harassm ent in 
c lud ing  sexual harassm ent fo r all s tudents and em ployees. C om ple te  in form ation 
is available in the S tudent H andbook.

C O N D U C T
Students of Northw estern Technical Institute have an ob liga tion  to assist in m aking 
the school an effective place for the transm ission of know ledge, the pursuit of truth, 
the deve lopm ent of self, and the im provem ent of society.

As citizens, students enjoy the freedoms that other citizens enjoy and, In turn, they are 
responsible for conducting themselves In accordance with the requirements of the law.
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Students m ust adhere to  all rules, regu la tions, and po lic ies of the institu te and m ust 
also adhere to  s tuden t co n du c t regu la tions as pub lished  in the  S tudent H andbook 
w h ich  is p rov ided  to  all s tudents. S tudents w ho  v io la te  the  S tudent C o n du c t R egu
lations are sub jec t to  d isc ip lina ry  p roceed ings  as p rescribed  in the  S tudent H and
book and o ther pub lica tions  fo r students.

TO B A C C O -U S E PO LICY
In the in terest o f health and to  create a tobacco -free  environm ent, the  use o f to 
bacco  is expressly p roh ib ited  in all bu ild ings. D esignated areas have been estab 
lished outs ide  of the m ain bu ild ings.

_________________________________________________4̂ _________________________________________________
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ACADEMIC INFORMATION
G R A D IN G  SYSTEM
G rades w ill be Issued at the  end o f each quarter. The fo llow ing  g rad ing  system  will 
be used:

G rade G rade Points
A (90-100) Excellent 4 .00
B (80-89) G ood 3.00
C (70-79) Satis factory 2.00
D (60-69) Poor 1.00
F (Below 65) Falling 0.00
AU Aud it Not C om puted
EX C red it by  C om petency Exam Not C om puted
I Incom plete Not C om puted
S Satisfactory Not C om puted
TR  Transfer C red it Not C om puted
W P W ithdrew  Passing Not C om puted
W F W ithdrew  Failing C om puted  as an “ F”
U U nsatisfactory Not C om puted

“AU ” AUDIT A  s tuden t m ay choose  to  aud it a c lass ra ther than take it fo r credit. 
By aud iting  the  class the s tudent Is a llow ed to  attend class w itho u t m eeting  adm is
sion requ irem ents and w ithou t receiv ing a grade or cred it. S tudents w ho  aud it a 
class m ust pay the regu lar tu ition , adm iss ion, and reg is tra tion  fees. S tudents are 
not a llowed to  change from  aud it to  c red it once  the  te rm  has begun. Neither are 
students a llow ed to  change from  cred it to  aud it once  the  te rm  has begun.

“ EX” CREDIT BY COM PETENCY EXAM U pon request and approva l, a co m p e 
tency exam m ay be adm in is tered to  a s tuden t to  de te rm ine  if the  s tuden t has a l
ready gained m astery o f the course com petenc ies. (See C red it by Exam under 
A cadem ic Policies.) Such a request shou ld  be m ade to  the  p rog ram  course  in
structor. If the s tudent achieves sa tis factory perfo rm ance  on the  exam, a grade  of 
“ EX” w ill be recorded. The “ EX” grade carries no g rade  po in ts, bu t cred it hours will 
be given identical to  the num ber of c red it hours norm ally  ass igned to  tha t course  at 
Northw estern Technical Institute.

“ I” INCOMPLETE W hen c ircum stances beyond  the  con tro l o f a s tuden t or an 
instructo r prevent the  com ple tion  of course requ irem ents du ring  a quarter, an “ I” 
(incom plete) is recorded until the final g rade  is estab lished. The incom ple te  is 
assigned on ly after the s tudent has m ade arrangem ents w ith  the  ins tructo r fo r fu l
filling  the course requirem ents. All w ork  m ust be com p le ted  w ith in  the  firs t tw o 
weeks of the fo llow ing  quarter, or the grade autom atica lly  becom es an “ F.” Extraor
d inary c ircum stances m ay m erit an appeal fo r an extension o f tim e. Extensions of 
tim e m ust be requested by the instructo r and approved  by the  Instructiona l Ser
vices Office.

“S ” SATISFACTORY D evelopm enta l courses and som e c red it courses w h ich  are 
held fo r business and industry m ay award a grade o f “S ” fo r Satisfactory rather than 
an A, B, C or D grade. A grade of “ S ” ind icates tha t the  s tuden t has successfu lly  
m astered all o f the  course com petencies. A grade o f “ S ” carries no qua lity  points, 
but cred it hours fo r tha t course w ill be aw arded to  the student.
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“TR” TRANSFER CREDIT A grade  o f “TR ” ind ica tes tha t the  s tuden t has su c 
cessfu lly  com p le ted  the  course  at ano ther po s tseconda ry  institu tion  . A g rade  of 
“TR” carries no qua lity  po ints. The s tuden t w ill, however, receive com parab le  cred it 
hours at N orthw estern  Technical Institu te fo r the  c red it hours received at the  fo rm er 
institu tion . (See T ranscrip t Eva luations under A cadem ic  In form ation.)

“W P ” W ITHDREW  PASSING This g rade  s ign ifies tha t a s tuden t w ithd rew  from  
schoo l vo lun ta rily  w ith  a passing  g rade  after the  ten th  c lass day and before  the 
sixth w eek of the  quarter. N ot co m p u te d  in GPA.

“W F ” W ITHDREW  FAILING This g rade  s ign ifies tha t a s tuden t w ithd rew  from  
schoo l vo lun ta rily  w ith  a fa iling  g rade  after the  ten th  c lass day and before  the sixth 
w eek o f the  quarter. C om puted  as an “F " in GPA.

“ U ” UNSATISFACTORY D evelopm enta l courses and som e c red it courses w h ich  
are held fo r business and industry  m ay award a g rade  o f “ U ” fo r U nsatis factory 
rather than an “ F ” A  grade  o f “ U ” ind ica tes tha t the  s tuden t d id  not m aster all o f the 
course  com petenc ies. A grade  o f “ U ” carries no qua lity  po ints.

G RADE P O IN T AVERAGE
The grade point average (GPA) is a way of mathematically com puting a student’s aca
dem ic performance by assigning a value to each grade, multiplying the value by the 
num ber of credit hours in the course, and dividing the product by the total num ber of 
hours attempted. It is a standard measure for retention and graduation requirements.

N orthw estern  Technical Institu te is on a fou r-po in t system  w h ich  m eans tha t an A 
grade is assigned a value of fou r po in ts (som etim es called qua lity  po ints), a B three 
points, a C tw o  points, a D one po in t, and an F zero points. The fo llow ing  is an 
exam ple of a grade po in t average fo r one quarter.

GPA CO M PUTATIO N

C redit H ours G rade & Value G rade Points
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5 X B (3) = 15
5 X D (1) = 5
1 X A (4) = 4
2 X C (2) = 4

A

17

X C (2) = 8

36

The tota l grade po in ts  (36) d iv ided by the total a ttem pted cred it hours (17) results 
in a grade po in t average of 2.11 (approxim ate ly a C average).

QUARTERLY GRADE PO INT AVERAGE
The quarterly grade point average is the average of all grades earned in a single quarter. 

CUM ULATIVE GRADE PO IN T AVERAGE
The cum ulative grade po in t average is the average of all grades earned at N orth 
western Technical Institute. This average is ca lcu la ted by d iv id ing  the num ber of 
hours in all courses a ttem pted In w h ich  a grade of A, B, C, D, or F has been re
ceived into the num ber of grade po in ts earned. The cum ulative  grade po in t aver
age is recorded on the s tud e n t’s perm anent record.
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REPEATED C O U R SES
W hen a course  is repeated, on ly  the last g rade  received w ill be ca lcu la ted  in the 
cum ula tive  GPA. The first g rade  w ill, however, still be recorded  on the  transcrip t.

W O R K  E TH IC S  G RADE
A code  of e th ics is basic to  all cu ltures, g roups, and profess ions. E th ics p rov ide  
gu ide lines fo r liv ing and perfo rm ing  and serve as the  basis fo r m aking  d ifficu lt d ec i
sions. C lassroom  instruction  on eth ical w o rk  s tandards is, there fore , p rov ided  in 
each course, and s tudents receive the  o p p o rtu n ity  to  p ractice  these e th ics in an 
educationa l setting before they enter the  w ork  p lace.

Each s tuden t is evaluated in te rm s of his or her w o rk  e th ics tw ice  each quarter, 
at m id term  and at the  end o f the quarter. This eva luation is re flected in a separate 
grade  on the  s tuden t’s transcrip t. A ttribu tes m easured as a part o f w o rk  e th ics are 
attendance, punctuality, attitude, partic ipation/in itia tive, use o f equ ipm ent, w ork  p ro 
cedures/safety, professionalism , and problem  solving. Details o f the w ork ethics com 
ponent fo r each course are provided to  the students by the instructor o f tha t course.

GRADE REPORTS
G rade reports are m ailed to  s tudents app rox im ate ly  tw o  w eeks after the  c lose o f a 
quarter. G rades w ill no t be given ou t by phone.

GRADE APPEALS
A  grade appeal m ust be m ade not later than the  m id term  o f the  academ ic quarter 
fo llow ing  the  quarter in w h ich  the  grade  w as received. A  s tuden t w ish ing  to  in itiate 
an appeal m ay obta in  a co p y  of the specific  p rocedure  from  the  O ffice o f the  Vice 
President fo r Instruction.

SATISFACTORY A C A D E M IC  PR O G RESS
Students are considered to  be m aking satis factory academ ic progress if they m ain
ta in a cum ulative  grade po in t average o f 2.0 or higher. A  cum ula tive  g rade  po in t 
average o f 2.0 o r h igher is requ ired fo r g raduation .

UNSATISFACTORY A C A D E M IC  PR O G RESS
S tudents are cons ide red  to  be m aking unsa tis facto ry academ ic  p rogress if they 
have been placed on academ ic suspension because of the ir cum ulative  grade po in t 
average.

A C A D E M IC  PROBATIO N A ND SU SPE N SIO N
Any s tudent w ho  earns a quarte rly  g rade po in t average o f less than 2.0 w ill be 
p laced on academ ic p roba tion  during  the  next quarte r o f reg is tra tion  and enro ll
m ent. A student p laced on academ ic probation  m ust m eet w ith  his o r her advisor to  
deve lop in tervention strategies. A  s tuden t w ill be suspended  fo r one quarte r if the 
cum ulative  grade po in t average fa lls be low  a 2.0. W hen a s tuden t is suspended, 
tha t student is not a llow ed to  enroll at the  institu te  fo r the  next term . D uring the  first 
quarter o f en ro llm ent after academ ic suspension , a s tuden t is p laced on academ ic 
probation . A s tudent is rem oved from  academ ic p roba tion  by earn ing  a quarterly  
grade po in t average o f 2.0 or h igher

D RO P/A DD PERIO D
A student m ay d rop  or add a course w ithou t academ ic pena lty  w ith in  the firs t seven 
(7) consecutive  ca lendar days, inc lud ing  holidays, fo llow ing  the  beg inn ing  date fo r

____________________________ 46____________________________

Northwest Georgia’s Regional Technical Institute



______________________________________ ________________________________________

any quarter. All schedu le  changes m ust be approved  by the ins truc to r and the 
s tu d e n t’s academ ic  advisor. To d rop  or add a class, the s tuden t m ust fill ou t a 
C hange of R egistration Form (obta ined in the R ecords Office) and return it to  the 
Records O ffice w ith the appropria te  signatures. Course(s) d ropped  during the d rop / 
add period w ill not appear on the s tu d en t’s official academ ic record. A  s tudent m ay 
w ithdraw  from  a class after the official d rop /add  period but before the sixth (6th)week 
of the term . S tudents w ho w ithdraw  during  th is tim e period will be assigned a grade 
of WP or WF. A student w ho stops attending a class but does not offic ia lly w ithdraw  
from  that class will receive a grade of F.

W ITH D R A W A L FROM  TH E IN STITU TE
Students desiring  to  com p le te ly  w ithd raw  from  the institu te shou ld  consu lt the ir 
academ ic advisor and /o r counselor. Advisors and counse lo rs  are in terested in 
p rov id ing  assistance to  s tudents; they m ay be able to  help s tudents p lan the ir e d u 
cationa l pursu its  and /o r p rov ide  needed jo b  in form ation.

In order to  o ffic ia lly  w ithd raw  from  the school, the s tudent m ust obta in  a W ithdraw al 
Form from  the R ecords O ffice, com ple te  the form , and return it to  tha t office. A 
student w ho stops attending classes but w ho does not offic ia lly w ithdraw  from  these 
classes will receive fa iling grades.

H O N O R  SO C IETY
S tudents w ho m ainta in an average of 3.5 fo r a m in im um  of tw o quarters and w ho 
m ainta in a 3.6 w ork  e th ics average are e lig ib le  fo r m em bersh ip  in the National 
Vocational-Technical H onor Society.

PHI THETA KAPPA
Phi Theta Kappa is an in ternational o rgan iza tion  recogn ized as the officia l honor 
soc ie ty  fo r tw o  year co lleges. Its m em bers are associa te  degree students w ho 
have dem onstra ted  exce llence in academ ics, character, and c itizensh ip .

M ERIT LIST
A quarter GPA of 3.50 - 3.79 w ith a course load of at least twelve cred it hours will 
p lace a s tudent on the M erit List fo r tha t quarter.

P R ESID E N T’S LIST
A quarter GPA of 3.8 or h igher w ith a course load of at least twelve cred it hours will 
p lace a s tudent on the P resident’s List.

PR ESID E N T’S LIST FOR PART-TIME STUDENTS
Part-time students becom e e lig ib le  for the P res iden t’s List when they have a quar
terly GPA of 3.0 or h igher and have accum ula ted  15 cred it hours o f course w ork 
w ith a GPA of 3.8 or higher.

G RADUATION
A student is eligible for graduation when the follow ing requirements have been met:

1. The d ip lom a or associate degree seeking student has a h igh school 
d ip lom a or has earned a GED.

2. The requ ired num ber of hours in the s tuden t’s program  of s tudy have 
been sa tisfactorily  com ple ted  and the student has m ainta ined a m in im um  
grade po in t average of 2.0.

3. An app lica tion  for g raduation  has been filed in the Records Office no
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Institute educates the s tudent fo r an uncerta in  fu tu re  in add ition  to  tra in ing  him 
or her in specific  skills.

Occupational Curriculum
O ccupational courses are those techn ica l courses tha t fo rm  the m a jo rity  o f the 
s tudent's  p rogram  of study. The specific  con ten t o f the  m a jo r is defined by the 
cu rricu lum  requ irem ents o f each p rogram  area and inc ludes from  61-120 cred it 
hours in AAT degree program s.

Elective Courses are available fo r each d ip lom a  or degree p rogram  and are in
c luded  in the requ irem ents fo r p rogram  graduation . E lectives are free ly  chosen by 
s tudents in o rder to  deve lop the ir ind iv idua l in terests and m ay be se lected from  
non-requ ired  courses in the m ajor p rogram  area, in genera l educa tion , or in o ther 
p rogram  areas.

CO LLEG E TRANSFER
C ourses at Northw estern Technical Institu te are not spec ifica lly  des igned  to  trans
fer into p rogram s leading to  the bacca lauretae degree. The G eorg ia  Board o f Re
gents officia l position  on courses taken at N orthw estern is " A lthough  courses from  
these institu tions are not des igned fo r p rog ram s lead ing to  the  bacca laureate  d e 
gree, credit will be accepted fo r courses w h ich  are de te rm ined by the  receiving 
institu tion, on a case by case basis, to  be com parab le  to  low er d iv is ion  courses 
offered at the receiving institu tion."

CH A N G E O F M AJOR
In the event a student declares a change of major, the student’s placement test scores and 
previously earned credits will be evaluated in terms of the new major. In some instances a 
change of major will result in additional general studies course work. Students desiring to 
change their major should complete a Change of Status Form.

CLASS CANCELLATIO N
The institu te reserves the right to  cancel any class w ith  insuffic ient enro llm ent; how 
ever, all courses will be given the opp o rtu n ity  to  m ake acco rd ing  to  the  schedu le  
listed in the catalog.

CO URSE PR EREQ UISITES
Course prerequ is ites listed in the Cata log must be met before advanced courses 
m ay betaken.

C R E D IT BY EXAM INATION
Upon petition from  a student, cred it by exam ination m ay be given. If c ircum stantia l 
evidence ind icates the p robab ility  o f specia l techn ica l ap titude or know ledge on the 
part o f the petitioner, a w ritten, oral, and /o r perfo rm ance exam ination  w ill be deve l
oped and adm in istered by an instructo r o f the course. Perm ission to  take such an 
exam ination m ust be granted by an appropria te  instructor. To be e lig ib le  fo r cred it 
by exam ination, the s tudent m ust be curren tly  enro lled  in the institu tion. There is a 
nonre fundab le  $25 fee fo r each exam ination. S tudents w ho  score  75% or h igher 
on all com ponents of the exam ination will be awarded a grade of "EX" fo r the course. 
The "EX" carries no grade points, but the num ber of cred it hours norm ally  assigned 
to the course w ill be aw arded. A s tudent is e lig ib le  to  cha llenge  a course on ly  one 
time. The application and procedure fo r in itiating a request to  cha llenge a courseare 
available in the A dm iss ions Office.
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C O U R S E  SU B STITU TIO N
The Institute w ill pe rm it substitu tion  from  the  p rescribed  cu rricu la  on ly  under un
avo idab le  or exceptiona l c ircum stances. In o rde r to  request a devia tion  from  the 
p rescribed  course  o f study, the  s tuden t shou ld  firs t consu lt an ins truc to r in tha t 
p rogram  area. If the  s tuden t is advised to  pursue the course  substitu tion , he or she 
shou ld  ob ta in  a C ourse S ubstitu tion  Form  from  the  R ecords O ffice. On th is  fo rm  
the  s tuden t w ill describe  the  subs titu tions  sou g h t and the reason fo r m aking  tha t 
request. Such course  substitu tion  requests m ust receive approva l from  the  O ffice 
of Instructiona l Services.

DEVELO PM ENTAL STU D IES
Northw estern Technical Institute is ded ica ted to  help ing its students succeed. Foun
dation courses in English, reading, and m athem atics are offered fo r s tudents whose 
p lacem ent test scores ind ica te  a need fo r rem edia tion  in one or m ore o f these 
academ ic  areas. D eve lopm enta l s tud ies courses im prove the s tu d e n t’s chance of 
success upon enro lling  in a regu lar p rogram  o f study.

At the tim e a s tuden t m akes app lica tion  to  the  institu tion , he or she w ill be g iven a 
p lacem ent test. This test is used fo r counse ling  and p lacem ent pu rposes only. If 
the  test ind ica tes tha t the s tuden t is not academ ica lly  p repared to  enter a regu lar 
p rogram  of study, the s tudent m ay be granted deve lopm enta l or provis iona l adm is
sion status to  the Institute and w ill be p laced in one or m ore developm enta l courses. 
O nce the  s tuden t has successfu lly  com ple ted  the  deve lopm enta l course work, he 
or she w ill p rogress into courses in the  desired  p rogram  of study.

In order to  successfu lly com ple te  a deve lopm enta l stud ies course, the student m ust 
m eet the  fo llow ing  criteria:

1. C om ple te  the  required exit exam ination
2. Score 80% or above on course  w ork
3. Receive ins tructo r recom m endation

A pp licants w ho have not com ple ted  a h igh school d ip lom a or GED m ay be referred 
to  A du lt K iteracy c lasses fo r rem ediation.

HELP LAB
The HELP Lab is an open lab w h ich  all s tudents m ay use to  com ple te  w ord  p ro 
cessing assignm ents and to  utilize tu toria l software in basic m athem atics, a lgebra, 
geom etry, and trigonom etry, as well as in English grammar, com position , and read
ing. Software is available to  d iagnose specific  needs and provide  rem edial instruc
tion in one or m ore ind iv idua l skills, to  supp lem en t c lassroom  instruction, o r to  
provide  d irection  fo r specific  w riting  projects. In add ition  to  the software available 
in the lab, instructiona l v ideo and aud io  cassettes are available in English g ram 
mar, prea lgebra, a lgebra, geom etry, and trigonom etry  th rough  the Library.

Hours w ill be posted on the doo r o f the HELP Lab and on the student bulletin 
board. Both M acintosh and W indow s type com puters w ith w ord  processing  so ft
ware are available; s tudents shou ld  bring a d iskette  (low density  form atted for 
M acintosh or h igh density  fo rm atted  fo r IBM). A lab assistant w ill be present to 
provide  assistance in using the equ ipm ent or locating materials.
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ELEC TIVES
Elective hours a llow  the s tuden t to  exp lore  a fie ld  o f in terest o r to  enhance the  
p rogram  o f s tudy in w h ich  the s tuden t is enro lled . S tudents m ay se lect e lective 
hours from  any course  offered.

LATE REGISTRATIO N
The late reg istra tion period  extends the  firs t five (5) c lass days into each quarter. 
A fter tha t period , any s tuden t w ish ing  to  reg ister m ust receive perm iss ion  from  the 
D irector o f Instruction. There is a late reg istra tion fee o f $20. S tuden ts  reg istering  
late are cons idered  to  have been absent fo r all c lass pe riods p reced ing  the ir late 
en ro llm en t and are responsib le  fo r any m issed assignm ents.

NO TIFICATIO N TO  STUDENTS REGARDING TESTING  
AS A  DEGREE REQ U IR EM ENT
Any or all s tudents m ay be required to  take one or m ore tests des igned  to  m easure 
genera l educa tion  ach ievem ent and /o r ach ievem ent in se lected m a jo r areas as a 
prerequ is ite  to  g radua tion  or fo r the  pu rpose  o f eva luation o f academ ic  program s. 
Unless o therw ise provided fo r in any ind iv idua l p rogram , no m in im um  score  o r level 
o f ach ievem ent is requ ired fo r g raduation . S tudents m ay a lso be asked to  pa rtic i
pate in one or m ore satis faction surveys des igned  to  m easure institu tiona l e ffec
tiveness. Partic ipation in testing  m ay be requ ired fo r all s tudents, s tuden ts  in se
lected p rogram s, and fo r s tudents se lected on a sam ple  basis.

PR O O F OF REGISTRATIO N
S tudents m ay be requ ired to  present p roo f o f reg istra tion  and paym ent o f fees 
upon entering each course at the  beg inn ing  o f the  quarter. This inc ludes courses 
added during  the d rop /add  period.

TR A N SC R IP TS
The institute m aintains the position that s tudents ’ records are the ir own property; 
therefore, th is in form ation is released on ly  when a student s igns a S tudent Release 
Form in the Adm issions Office. S tudents m ay have cop ies of the ir transcrip t sent to  
any institutions or individuals they choose. They m ay also order cop ies fo r the ir own 
use. There is a $2.00 fee charged fo r each transcrip t.

TR A N SC R IP T EVALUATION
Northw estern Technical Institute accep ts transfer c red its  on ly  from  reg iona lly  ac 
credited co lleges or techn ica l institutes. A  grade o f “C ” o r better is requ ired in order 
fo r the cred it to  transfer. Transfer cred it is g iven on ly  fo r courses w ith  an equiva len t 
at Northw estern Technical Institute. In o rder to  receive transfer credit, the  s tudent 
m ust have officia l cop ies o f any schoo l transcrip ts  sent to  the A dm iss ions O ffice. 
Transcripts are genera lly  evaluated w ith in  tw o  w eeks after receipt.

A C A D E M IC  D ISH O N ESTY PO LICY
If charges of academ ic d ishonesty  are in itia ted by the  facu lty  or professiona l staff, 
the charges w ill be heard by a panel o f facu lty  and students, and the  s tudents w ill 
be provided an o ppo rtun ity  to  refute the charges. The result(s) o f the  hearing will 
be adm in istered by the  O ffice o f Instructiona l Services. A ny s tuden t found  gu ilty  of 
academ ic d ishonesty  w ill receive a grade  o f F in the  course  a long w ith  o ther pos
sib le  sanctions inc lud ing  d ism issal from  the institu tion. In cases w here  academ ic 
d ishonesty  is in the area of m isrepresenta tion , sanctions w ill be de te rm ined by the 
O ffice of Instructiona l Services and m ay inc lude  d ism issa l from  the  institu tion.
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A cadem ic  d ishonesty  inc ludes bu t is no t lim ited  to  each o f the  fo llow ing  acts w hen 
perfo rm ed in any type  o f academ ic  or academ ica lly -re la ted  matter, exercise, or 
activity.

1. C hea ting— using or p rov id ing  o thers w ith  unau thorized  m ateria ls, 
in fo rm ation , s tudy  aids, o r com pute r-re la ted  in form ation .

2. P lag iarism — representing  the  w ords, data, w orks, ideas, co m pu te r 
program  or o u tpu t o f ano ther as o n e ’s ow n work.

3. Fabrica tion— presenting  as genu ine  any invented or fa ls ified  c ita tion  or 
m ateria l.

4. M isrepresenta tion— fa ls ify ing, a ltering, or m issta ting  the con ten ts  of 
docum en ts  o r o ther m ateria ls re lated to  academ ic m atters, inc lud ing  
schedu les, prerequ is ites, and transcrip ts .

LIBR ARY
The L ibrary at N orthw estern  Technical Institu te cu rren tly  houses over 11,000 vo l
um es w ith  room  fo r a lm ost 15,000 m ore and has seating fo r seventy people . In 
add ition  to  the m ain read ing room  w h ich  conta ins m ost o f the co llection , the Library 
has a room  fo r accessing  the  CD-ROM co llec tion , a con fe rence  room  fo r m eetings 
and m u ltim ed ia  presentations, a facu lty  w ork  room  for instructors and staff, and the 
m u ltim ed ia  d is tribu tion  center con tro l room . The m ajor system s in the L ibrary in 
c lude  an on line  e lectron ic  ca ta log  fo r find ing  books, v ideotapes, and aud io tapes; 
access to  GALILEO fo r search ing  period ica ls  and o ther data; and, Internet w o rk 
sta tions fo r search ing  the WEB. Northw estern Technical Institute also has resource 
sharing agreem ents w ith  Kresge M em oria l L ibrary at C ovenant C o llege and the 
C herokee Regional Library. N orthw estern a lso has an in terlib rary loan agreem ent 
w ith  the Southeastern  L ibrary Network. Two Librarians and one lib rary techn ica l 
assistant provide  reference service in person and over the te lephone. The opera t
ing schedu le  du ring  the academ ic  te rm s is 8:00 AM until 9 :00 PM M onday th rough  
Thursday and 8:00 AM until 4 :00 PM on Friday. W hen classes are not in session 
L ibrary opera ting  hours are from  8:00 AM until 4 :30 PM M onday Through Thursday 
and from  8:00 AM until 4 :00 PM on Friday. The Library is open to  all students, 
faculty, and staff o f N orthw estern  Technical Institute as well as any adu lt resident of 
the Northw estern service area. State of the art e lec tron ic  in form ation system s are 
available fo r accessing  the fo llow ing  resources:

• B iblioFile, an in tegrated on-line library system  w hich  enables users to 
locate library books and audiovisual m ateria ls relevant to  the ir areas of 
in terest and to  check them  out.

• ProQuest, a period ica l access system  runn ing two databases:
1. Periodical Abstracts Research II, w h ich  provides indexing and 

abstracting  for over 1600 journa ls  and the m ost recent six m onths of 
the New York Tim es and Wall Street Journal.

2. General Period ica ls Research II, w h ich  provides full text for over 400 
of the journa ls  in PA Research II.

• GALILEO, State-w ide access to  the ca ta logs of G eorgia ' pub lic  and 
academ ic libraries.
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• CD Server, a ne tw orked com pa c t d isk  reference system . C on ta in ing  14 
CD-ROM drives, th is  server is used to  access m u ltip le  databases, 
inc lud ing  the fo llow ing:

1. A cadem ic Abstracts, w h ich  p rov ides indexing and abstracting  fo r over 
800 journa ls , w ith  200 in fu ll text.

2. Health Source, w h ich  prov ides indexing and abstracting  fo r over 300 
period ica ls (with over 60 of these in full text) and a lm ost 600 pam phlets 
(all w ith  fu ll text).

• D IALOG, prov ides on-line access to  a lm ost 500 rem ote databases.

• Encarta, the fo rem ost encyc loped ia  on co m pa c t d isk.

All s tudents, faculty, and staff o f N orthw estern  as well as all res idents o f the  service 
area 16 years o ld  or o lde r are invited to  use these and the  o the r services o f the  
library. During academ ic te rm s the  lib rary is open from  8:00 AM until 9 :00 PM 
M onday th rough  Thursday and 8:00 AM until 4 :00 PM on Friday.
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PROGRAMS OF STUDY
Associate of Applied Technology Degree Programs 

A ccoun ting
C om pute r In form ation System s

C om pute r P rogram m ing O ption 
M icrocom pu te r Specia lis t O ption  
N etw ork ing  Specia lis t O ption 

Drafting Technology 
E lectron ics Technology

C om pute r Servic ing Specia liza tion 
Industria l C ontro l Specia liza tion 

M anagem ent and Supervis ion 
Business O ption 
Banking O ption  

O ccupa tiona l Therapy Assistant 
Q uality C ontro l 
Secretaria l Science

Diploma Programs
A ccoun ting
Air C ond ition ing  Techno logy 
Business and O ffice Technology 

Legal Secretary O ption  
M edical Secretary O ption 
Business Secretary O ption 

C om pute r In form ation System s
C om pute r P rogram m ing O ption 
M icrocom pu te r Specia lis t O ption 
N etw ork ing Specia lis t O ption 

C osm eto logy 
Drafting

Drafting Fundam enta ls 
A dvanced Drafting 

E lectron ics
E lectron ics Fundam enta ls 
C om puter Servic ing Specia liza tion 
Industria l C ontro l Specia liza tion 

Industria l (Electrical) M ain tenance 
Licensed Practical Nursing 
M achine Tool Technology

Basic M achine Tool Technology 
A dvanced M achine Tool Technology 

M anagem ent and Supervisory D eve lopm ent 
M edical Assisting 
Q uality C ontro l Technology 
Surg ica l Technology 
W eld ing and Jo in ing  Technology
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PROGRAMS OF STUDY
Technical Certificates of Credit

CAD O pera to r
Certified  C ustom er Service Specia lis t 
C ertified M anufacturing  Specia lis t 
C ertified M echanica l Inspector 
C ertified Q ua lity  A ud ito r 
Certified Q ua lity  Technician 
C lerk Typist
C om m erc ia l Truck Driving 
Data M anagem ent 
D ocum ent Design and P roduction  
Em ergency M edical Technician 
Em ployee Relations
E ntrepreneursh ip  (Available on the WEB)
Gas Metal Arc W eld ing
Gas Tungsten Arc W eld ing
Instructiona l Techno logy (Available n the WEB)
M edical C od ing  (Available on the WEB)
M edical T ranscrip tion  (Available on the WEB)
M icrosoft O ffice User Specia lis t (Available on the WEB)
M icrosoft W indow s NT Professional
Nail Technician
O rganizationa l Leadership
Pharm acy Assistant
Ph lebo tom y Technician
P roduction  and Inventory C ontro l
Sh ie lded Metal A rc W eld ing
Team Leader
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ACADEM IC PROGRAMS
A SSO C IA TE IN A PPLIED  TEC H N O LO G Y DEGREE
The purpose  of the Associa te  in A pp lied  Techno logy Degree Is to  offer s tuden ts  an 
educa tiona l op tion  tha t not on ly  leads to  a h igh level o f com pe tence  and skill in a 
techn ica l area, bu t a lso ensures th rough  the genera l educa tion  co m po n e n t the 
m astery of com puta tion , com m unica tion , com pu te r and p rob lem  so lv ing skills  nec
essary to  func tion  effective ly in the 21 st cen tu ry  w ork  force.

N orthw estern  Technical Institu te offers the Associa te  o f A pp lied  Techno logy De
gree in e igh t p rogram  areas. They range in length  from  90 to  110 quarte r hours 
except w here add itiona l hours are needed to  m eet p ro fessiona l c reden tia ling  or 
licensure requirem ents. Each of these degrees requires regu lar adm iss ion  status 
based on a p lacem ent exam ination. The fo llow ing  m ajors are offered:

• The Associa te  of A pp lied  Technology Degree in A ccoun ting
• The Associa te  o f App lied  Techno logy Degree in C om pute r In form ation  System s
• The Associa te  of A pp lied  Techno logy Degree in Drafting
• The Associa te  of A pp lied  Techno logy Degree in E lectron ics
• The Associate of Applied Technology Degree in M anagem ent 

and Supervisory D eve lopm ent
• The Associa te  of A pp lied  Techno logy Degree in Q uality  C ontro l
• The Associate o f A pp lied  Techno logy Degree in Secretaria l Science
• The Associa te  of A pp lied  Technology Degree in O ccupa tiona l Therapy Assistant

The Associate in A pp lied  Technology Degree is des igned fo r the s tuden t w ish ing  to  
enter the w ork  fo rce  w ith a co llege  degree or advance w ith in  his cu rren t profession  
by ob ta in ing  a degree. The Associa te  in A pp lied  Techno logy Degree is no t de 
signed fo r transfer into a university p rogram .

The app lican t seeking adm iss ion  to  the  Associa te  in A pp lied  Techno logy program  
m ust be a h igh schoo l g raduate or have com ple ted  the GED.

Northw estern Technical Institu te w ill accep t transfer cred it from  reg iona lly  accred 
ited co lleges. However, at least 50% of all course w ork  lead ing tow ard  the  degree 
m ust be com ple ted  at Northw estern.

All s tudents enro lled in the Associate of A pp lied  Technology Degree m ust com ple te  
a general educa tion  core of at least 30 quarter hours. The genera l educa tion  core 
consists o f at least one course in the hum anities/fine arts area, one course  from  the 
socia l/behaviora l sciences, and one course from  the  natural sc ience /m athem atics  
area. AAT degree students are encouraged to  choose  add itiona l e lectives from  the 
general education  core.

DIPLO M A  LEVEL TR A IN IN G  PR O G RA M S
Northw estern Technical Institu te offers the d ip lom a  in 17 p rogram  areas. D ip lo 
mas range in length from  60 - 90 cred it hours except w here add itiona l hours are 
needed to  m eet professional creentia ling or licensure requirem ents.The purpose of 
the d ip lom a level instructiona l p rogram  is to  provide  h igh qua lity  techn ica l tra in ing  
in a shorter tim e fram e than the associate degree. S tudents reg istering fo r d ip lom a 
program s m ust m eet standard institu tional adm iss ions requ irem ents fo r a regularly 
adm itted student. All d ip lom a program s at Northw estern are in full com pliance  w ith
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the  D epartm ent o f Technical and A du lt Education  cu rricu lum  standards  and are 
des igned  to  ensure m astery o f the  jo b  skills  necessary to  func tion  e ffective ly in the 
21 St cen tu ry  w ork  fo rce . D ip lom as are ava ilab le  in the  fo llow in g  areas;

D IP LO M A  PR O G R A M S

Accounting
Air C ondition ing Technology  
C om puter Inform ation System s  
C osm etology  
Drafting
Advanced Drafting  
Electronics Fundam entals  
Electronics Technology  
Industrial M ain tenance

Business and O ffice Technology  
M achine Tool Technology  
Advanced M ach ine Tool 
M anagem ent and Supervision  
M edical Assisting  
Practical Nursing  
Q uality Contro l Technology  
Surgical Technology  
W elding and Joining Technology

C ER TIFIC A TE LEVEL TR A IN IN G  PR O G R A M S
N orthw este rn  Techn ica l Ins titu te  o ffe rs  ce rtifica te  p rog ra m s in a num ber o f p ro 
g ram  areas. Certificate p rogram s are quality  tra in ing program s, usually of a short 
duration, that m eet a specific  tra in ing need. M any tim es certificate p rogram s are 
offered in response to  a unique business and industry request or as a result of stu
dent dem and. Certificate p rogram s vary in length from  15 to 59 quarter hours and 
m ay be offered on an in term ittent schedule. S tudents registering fo r certificate p ro 
gram s m ust meet standard  institu tiona l adm iss ions requ irem ents fo r e ither a spe 
cial s tudent or a regu larly adm itted  student depend ing  upon the length of the certifi
cate program .

TEC H  PREP PROG RAM  FOR H IG H S C H O O L STUDENTS
Tech Prep is a jo in tly  sponsored  program  between Northw estern Technical Institute 
and e ight northw est G eorg ia  h igh schoo ls  p rom oting  “seam less” techn ica l educa 
tion  fo r G eorg ia  students, saving tim e and m oney.

M any classes taken in h igh schoo l can lead to  advanced p lacem ent at N orthw est
ern Technical Institute. This can give new students advanced s tand ing in the ir 
chosen fie ld  before classes at WTI even start. It a lso keeps students from  having 
to  repeat m aterial they have a lready learned in h igh school.

C lasses for w h ich  a s tudent m igh t possess the required com petenc ies fo r cred it 
inc lude G eneral Math II, A lgebra  II, App lied  (or Technical) Math II, Advanced A lge 
bra and Trigonom etry, Keyboard ing, C om pute r Technology, Data Processing, A c
coun ting , Drafting, M achine Tool, and W elding.

All recent graduates of one of the follow ing high schools should inquire about possible 
Tech Prep credits: Chattooga High School, Dade County High School, Gordon Lee 
High School, Lakeview/Fort Oglethorpe High School, LaFayette High School, Ridgeland 
High School, R inggold High School, and Trion High School. For more information, 
contact your high school counselor or Northwestern Technical Institute Adm issions 
Office.
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ACCOUNTING  
AAT Degree

Program Description: The Accounting Program  is a sequence o f courses that prepares 
students fo r careers in the accounting profession. Learning opportunities develop academic, 
technical, and professional know ledge and skills required fo r job  acquisition, retention, and 
advancem ent. The program  em phasizes a com bination  o f accounting  theory and practical 
application necessary fo r successful em ploym ent using both manual and com puterized ac
counting systems. Graduates receive the associate degree in accounting.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  A ccoun ting  P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED; 
ach ievem ent o f p rogram  ready or p rov is iona l sco res on the  ASSET 
p lacem en t test; and
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion .

____________________________ 62_______

R e q u ire m e n ts  fo r  t lie  A A T D e g re e  in A c c o u n tin g  
M in im u m  P ro g ra m  L ength  - 6  Q u a rte rs

G e n e ra l C o re  C u rricu lu m  
A re a  I
ENG 191 C om pos ition  and Rhetoric I
SPC 191 Fundam enta ls  o f Speech
HUM 191 In troduction  to  H um anities

C re d it H o u rs  30

5
5
5

A rea  II
PSY
ECO

A rea  III 
MAT

191 In troducto ry P sycho logy 
191 P rincip les o f E conom ics

191 C ollege  A lgebra

O c c u p a tio n a l C u rric u lu m
AC C
ACC
ACC
ACC
AC C
ACC
ACC
ACC
ACC
ACC
BUS
BUS
BUS
SCT

101
102
103
104 
106
150 
152 
156 
158 
160 
101 
108
151 
100

Princip les o f A ccoun ting  I
P rinc ip les o f A ccoun ting  II
P rincip les o f A ccoun ting  III
C om puterized Accounting
A ccoun ting  Spreadsheet Fundam enta ls
C ost A ccounting
Payroll A ccoun ting
Tax A ccoun ting
M anageria l A ccounting
Advanced A ccoun ting  Spreadsheet A pp lica tions
Beg inn ing D ocum ent P rocessing
W ord P rocessing
In troduction  to  Business
In troduction  to  M icrocom puters

5
5

C re d it H o u rs  6 6  
6 
6 
6 
3
3 
6
4 
4 
6
4
5 
5 
5 
3

E lec tiv e s

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n 101

Northwest Georgia’s Regional Technical Institute



ACCOUNTING
Diploma

Program Description: The Accounting Program is a sequence of courses that prepares 
students for careers in the accounting profession. Learning opportunities develop academic, 
technical, and professional knowledge and skills required for job  acquisition, retention, and 
advancement. The program  emphasizes a com bination of accounting theory and practical 
application necessary for successful em ploym ent using both manual and com puterized ac
counting systems. G raduates receive a d ip lom a in accounting.

Adm ission R equirem ents

The requ irem ents  fo r adm iss ion  to  the A ccoun ting  P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED; 
ach ievem ent o f p rog ram  ready or p rov is iona l scores on the ASSET 
p lacem en t test; and
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem en ts and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in A cco u n tin g  
M in im u m  P ro g ram  Length  - 4  Q u a rte rs

____________________________ 63____________________________

G e n e ra l C o re C u rric u lu m C re d it H o u rs 1 8

ENG 111 Business English 5
ENG 112 Business C om m un ica tions 5
MAT 111 Business Math 5
PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  41

AC C 101 Princ ip les o f A ccoun ting  1 6
ACC 102 Princ ip les o f A ccoun ting  II 6
ACC 103 Princ ip les o f A ccoun ting  III 6
ACC 104 Com puterized Accounting 3
ACC 106 A ccoun ting  Spreadsheet Fundam enta ls 3
ACC 152 Payroll A ccoun ting 4
BUS 101 Beg inn ing  D ocum ent P rocessing 5
BUS 108 W ord P rocessing 5
SCT 100 Introduction  to  M icrocom puters 3

E le c tiv e s 12

I Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  71

Northwest Georgia’s Regional Technical Institute



COMPUTER INFORMATION SYSTEMS  
Computer Programming Specialization 

AAT Degree

Program Description: T he  C o m p u te r  In fo rm a tio n  S ys te m  P ro g ra m  is a  s e q u e n c e  o f c o u rs e s  
th a t p re p a re s  s tu d e n ts  fo r  e m p lo y m e n t in a v a rie ty  o f p o s itio n s  in th e  c o m p u te r  fie ld . T he  
C o m p u te r  In fo rm a tio n  S ys te m  p ro g ra m  p ro v id e s  le a rn in g  o p p o r tu n it ie s  w h ic h  in tro d u c e , d e 
v e lo p , a nd  re in fo rc e  a c a d e m ic , te c h n ic a l, a n d  p ro fe s s io n a l k n o w le d g e , sk ills , a n d  a tt itu d e s  
re q u ire d  fo r  jo b  a c q u is it io n , re te n tio n , a n d  a d v a n c e m e n t. T h e  p ro g ra m  e m p h a s iz e s  c o m 
p u te r p ro g ra m m in g  th e o ry  a n d  p ra c tic a l a p p lic a t io n  n e c e s s a ry  fo r  s u c c e s s fu l e m p lo y m e n t. 
A d d it io n a lly , th e  p ro g ra m  p ro v id e s  o p p o rtu n it ie s  to  u p g ra d e  p re s e n t k n o w le d g e  a n d  s k ills  o r 
to  re tra in  in C o m p u te r  In fo rm a tio n  S ys te m s . G ra d u a te s  re ce ive  th e  A A T  d e g re e  in C o m p u te r  
In fo rm a tio n  S y s te m s  C o m p u te r  P ro g ra m m in g  S p e c ia lis t.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  C om pute r In form ation  System s - C om pu te r P rogram m ing  
S pecia lis t P rogram  are;

a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  of h igh schoo l g radua tion  or co m p le tion  o f GED; 
ach ievem ent o f p rogram  ready or p rov is iona l scores on the  ASSET 
p lacem ent test; and

com p le tion  o f genera l adm iss ion  requirem ents.
Transfer s tudents  m ust m eet the regular adm iss ion  requ irem ents and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institution.

R e q u ire m e n ts :
A AT D e g re e  in C o m p u te r In fo rm atio n  S ys tem s  - C o m p u te r  P ro g ra m m in g  S p e c ia lis t

M in im u m  P ro g ram  Length  - 6  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  30
A rea  I

____________________________________________ 64____________________________________________

ENG 191 C om pos ition  and Rhetoric 1 5
SPC 191 Fundam enta ls o f Speech 5
HUM 191 In troduction  to  H um anities 5

A rea  II
PSY 191 In troductory Psycho logy 5
ECO 191 Princip les o f E conom ics 5

A rea  III
MAT 191 C ollege A lgebra 5

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  81

SCT 100 Introduction  to  M icrocom puters 3
CIS 103 O perating  System s C oncep ts 5
CIS 105 Program  Design and D eve lopm ent 5
CIS 106 C om puter C oncepts 5
CIS XX X Language C ourse 7
CIS 112 System  Analysis and Design 4
CIS 214 Database M anagem ent P rogram m ing 6
CIS Language Electives 28

(C om ple tion  o f a tota l of 28 c red it hours from  language e lectives, inc lud ing  
a m in im um  of 14 cred it hours in the sam e p rogram m ing  language is required.)

O ccupa tiona lly  Related E lectives 18

E le c tiv e s  5

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n  116
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COMPUTER INFORMATION SYSTEMS  
Microcomputer Specialist Specialization

AAT Degree

Program Description: The C om puter Inform ation System s M icrocom puter Specia list p ro 
gram is designed to prepare students for a variety of entry-level positions using m icrocom put
ers. G raduates of the program  are qualified to enter careers in w hich they function as end 
users or application developers for m icrocom puter systems. M icrocom puter specialists are 
m icrocom puter operators, technicians, and program m ers com bined. They install and m ain
tain m icrocom puter hardware. They program  in a variety of m icrocom puter program m ing 
languages and are know ledgeable in application software and are tra ined in evaluating new 
hardware and software. The students are provided with the necessary know ledge and skills 
to  adapt to  a variety of positions in the rapidly changing com puter field. Skills and attributes 
of successful graduates are critical th inking, problem  solving, human relations skills, and the 
ability to apply techno logy to w ork requirements. Graduates receive the AAT Degree in C om 
puter Inform ation Systems.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the C om pute r In form ation  System s P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED; 
ach ievem ent of p rogram  ready or p rov is iona l scores on the ASSET 
p lacem en t test; and

com p le tion  o f genera l adm iss ion  requirem ents.
Transfer s tudents  m ust m eet the regular adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institution.

R e q u ire m e n ts
AAT D e g re e  in C o m p u te r  In fo rm a tio n  S y s tem s  - M ic ro c o m p u te r  S p e c ia lis t  

M in im u m  P ro g ram  Length  - 6  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  30
A rea  I

____________________________________________ 65____________________________________________

ENG 191 C om pos ition  and Rhetoric 1 5
SPC 191 F undam enta ls  o f Speech 5
HUM 191 In troduction  to  H um anities 5

A rea  II
PSY 191 In troducto ry  P sycho logy 5
ECO 191 Princ ip les of E conom ics 5

A rea III
MAT 191 C ollege  A lgebra 5

O cc u p a tio n a l C u rricu lu m 81

SCT 100 Introduction  to  M icrocom puters 3
CIS 103 O pera ting  System s C oncep ts 5
CIS 105 Program  Design and D eve lopm ent 5
CIS 106 C om puter C oncepts 5
CIS XXX Language Course 7
CIS 122 M icrocom pu te r Insta lla tion and M aintenance 7
CIS 124 M icrocom pute r Database P rogram m ing 7
CIS 127 W ord P rocessing and D esktop Pub lish ing 7
CIS 128 S preadsheet and Database Techniques 7
CIS 140 N etw orking C oncepts 5
O ccupa tiona lly  Related E lectives 23

E lec tives  5

Total C red it H o u rs  R e q u ired  fo r G ra d u a tio n  116

Nof-thwest Georgia’s Regional Technical Institute



COMPUTER INFORMATION SYSTEMS 
Networking Specialist Specialization 

AAT Degree

Program Description: The C om puter Information Systems - Networking Specia list Program 
is a sequence of courses that prepares students fo r em ploym ent in a vareity of positions in 
the com puter field. The Com puter Information Systems program  provides learning opportun i
ties which introduce, develop, and reinforce academ ic, technial, and professional knowledge, 
skills, and attitudes required for job  acquisition, retention, and advancem ent. The program  
em phasizes networking fundam entals and practical application necessary fo r successful 
em ploym ent. Additionally, the program  provides opportunities to upgrade present knowledge 
and skills or to retrain in C om puter Information Systems. Graduates receive the AAT Degree 
in C om puter Information Systems - Networking Specialist.

Adm ission Requirem ents

R equirem ents fo r adm iss ion  to  the C om pute r In form ation  System s N e tw ork ing  S pecia lis t P rogram  
are:

a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED; 
ach ievem ent o f p rogram  ready or p rovis iona l scores on the  ASSET 
p lacem ent test; and

com p le tion  o f genera l adm iss ion  requirem ents.
Transfer s tudents  m ust m eet the  regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  granting  institution.

R e q u ire m e n ts :
A A T D e g re e  in C o m p u te r In fo rm atio n  S y s te m s  - N e tw o rltin g  S p e c ia lis t 

M in im u m  P ro g ram  L ength  - 6  Q u a rte rs

____________________________________________66_______________________

G e n e ra l C o re C u rricu lu m C re d it H o u rs  30
A rea  1
ENG 191 C om pos ition  and Rhetoric 1 5
SPC 191 Fundam enta ls  o f Speech 5
HUM 191 In troduction  to  H um anities 5
A rea  II
PSY 191 In troductory P sycho logy 5
ECO 191 Princip les o f E conom ics 5
A rea  III
MAT 191 C ollege A lgebra 5

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  81
SCT 100 Introduction  to  M icrocom puters 3
CIS 103 O pera ting  System s C oncepts 5
CIS 105 Program  Design and D eve lopm ent 5
CIS 106 C om puter C oncepts 5
CIS XX X Language C ourse 7
CIS 122 M icrocom pu te r Insta lla tion and M ain tenance 7
CIS 140 Netw orking C oncepts 5
CIS 141 C lien t/se rve r D atabase M anagem ent 7
CIS 142 M ultip le  N etw orks and W ANS 7
CIS 156 In troduction  to the  Internet and W ide Area N etw orks 5
CIS 258 In troduction  to  Data C om m un ica tions 4
CIS 146 M icroso ft NT A dm in is tra tion 7
CIS 147 M icrosoft NT Insta lla tion and C on figu ra tion 7
CIS 148 M icroso ft NT D iagnostics and T roub leshooting 7
E lec tiv e s 5

Total C re d it H o u rs  R e q u ired  fo r  G rad u a tio n 116

Northwest Georgia’s Regional Technical Institute



COMPUTER INFORMATION SYSTEMS  
Computer Programming Specialization

Diplom a

Program Description: The Com puter Information Systems Program is a sequence of courses 
that prepares students fo r em ploym ent in a variety of positions in the com puter field. The 
C om puter Science Program  provides learning opportun ities w hich introduce, develop, and 
reinforce academ ic, technical, and professional know ledge, skills, and attitudes required for 
job  acquisition, retention, and advancem ent. The program  em phasizes com puter p rogram 
m ing theory and practical application necessary for successful em ploym ent. Additionally, the 
program  provides opportun ities to upgrade present know ledge and skills or to  retrain in C om 
puter Science. G raduates receive a d ip lom a in C om puter Inform ation Systems - C om puter 
Program m ing Specialist.

Adm ission R equirem ents

The requ irem ents  fo r adm iss ion  to  the  C om pute r In fo rm ation  S ystem s - C om pu te r P rogram m ing  
S pecia lis t p rogram  are:

a tta inm ent o f 16 or m ore  years o f age;
d ocum en ta tion  o f h igh  schoo l g radua tion  o r co m p le tio n  o f GED; 
ach ievem ent o f p rog ram  ready o r p rov is iona l sco res  on the  ASSET 
p lacem en t test; and
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion .

R e q u ire m e n ts :
D ip lo m a  in C o m p u te r  In fo rm a tio n  S y s te m s  - C o m p u te r  P ro g ra m m in g  S p e c ia lis t

M in im u m  P ro g ra m  L ength  - 5  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  18

ENG 111 Business English 5
ENG 112 Business C om m un ica tions 5
MAT 111 Business M athem atics  5
PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs  81

____________________________________________ 67____________________________________________

CIS 103 O pera ting  System s C oncep ts 5
CIS 105 Program  D esign and D eve lopm ent 5
CIS 106 C om puter C oncepts 5
CIS X X X Language C ourse 7
SCT 100 Introduction  to  M icrocom pute rs 3
CIS 112 System  A nalysis and Design 4
CIS 214 D atabase M anagem ent 6
CIS Language Electives 28

(C om ple tion  o f a tota l o f 28 c red it hours from  language electives, inc lud ing  
a m in im um  of 14 cred it hours in the sam e p rogram m ing  language is required.)

O ccupa tiona lly  Related E lectives

Total C re d it H o u rs  R eq u ired  fo r G ra d u a tio n  99

Northwest CJeorgia’s Regional Technical Institute



SPECIALIZED CERTIFICATES  
COMPUTER INFORMATION SYSTEMS

________________________ 70________________________

DATA M ANAGEM ENT I
Description: The purpose of the Data M anagem ent Certificate is to  provide instruction in the : 
use of job  specific software. It is intended for those individuals w hose job  requirem ents de- ! 
mand high skill levels in the m anagem ent and m anipulation o f data includ ing the storage and | 
retrieval of data. This certificate stresses the mastery of advanced spreadsheet skills, desk
top  publishing and database skills.

Adm ission R equirem ents

The requ irem ents fo r adm iss ion  to  the  Data M anagem ent C ertifica te  are; 
a tta inm ent o f 16 or m ore years o f age; 
com p le tion  o f genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rogram  ready o r p rov is iona l sco res on the  ASSET p lacem en t test.

C re d it H o u rs

3 
5 
5 
7 
5
4

29

O c c u p a tio n a l C u rricu lu m

SCT 100 Introduction  to  M icrocom pute rs
BUS 101 B eginn ing D ocum ent P rocessing
BUS 108 W ord P rocessing
CIS 128 Spreadsheet and D atabase Techniques
CIS 140 N etw ork C oncep ts
ACC 160 A dvanced Spreadsheets

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n

Northwest Georgia’s Regional Technical Institute



SPECIALIZED CERTIFICATES  
COMPUTER INFORMATION SYSTEMS

M icrosoft O ffice User Specialist, Product Specialist Option

Description: The M icrosoft Office User Specialist Certificate is designed fo r the end user of 
the M icrosoft Office Suite products. S tudents com ple ting  th is certificate program  are pre
pared to  sit fo r the M icrosoft Office User Specialist Certification exam ination.

Adm ission R equirem ents  
The requ irem ents  fo r adm iss ion  to  the M icroso ft O ffice  User S pec ia lis t C ertifica te  are; 

a tta inm ent o f 16 or m ore  years o f age;
docu m e n ta tio n  o f h igh schoo l g radua tion  or co m p le tio n  o f GED; 
co m p le tio n  of genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rog ram  ready or p rov is iona l sco res  on the  reading section  o f the 
ASSET p lacem en t test.

O c c u p a tio n a l C u rric u lu m  C re d s it H ours
SC T 100 In troduction  to  M icrocom pute rs  3
CIS 127 W ord P rocessing and D esktop  P ub lish ing  7
CIS 128 S preadshee ts  and D atabase Techn iques 7
CIS 155 M icroso ft W indow s 3
MAT 111 Business Math 5
ENG 111 Business E nglish 5
CIS 221 A dvanced  W ord 5

or
C IS  222 A dvanced  Excel 5

or
C IS  223 A dvanced A ccess 5

or
CIS 224 A dvanced Pow erPoin t 5

or
C IS 226 A dvanced FrontPage 5

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n  35

IN/licrosoft O ffice User Specialist, O ffic e  S u ite  S p e c ia lis t O p tio n

Description: The M icrosoft Office User Specialist Certificate is designed for the end user of 
the M icrosoft Office Suite products. Students com pleting this certificate program  are pre
pared to sit for the M icrosoft office User Specialist Certification examination.

Adm ission Requirem ents  
The requ irem ents fo r adm iss ion  to the M icroso ft O ffice User S pecia lis t C ertifica te  are: 

a tta inm ent o f 16 or m ore years of age; 
com p le tion  o f genera l adm iss ion  requirem ents; and
ach ievem ent o f p rogram  ready or p rovis iona l scores on the reading section  of the 
ASSET p lacem ent test.

______________________________________ 71______________________________________

O c c u p a tio n a l C u rricu lu m C re d it H ours
SCT 100 Introduction  to M icrocom puters 3
CIS 155 M icrosoft W indow s 3
CIS 127 W ord P rocessing and D esktop Pub lish ing 7
CIS 128 Spreadsheets and Database Techniques 7
MAT 111 Business Math 5
ENG 111 Business English 5
CIS 221 A dvanced W ord 5
CIS 222 A dvanced Excel 5
CIS 223 A dvanced Access 5
CIS 224 A dvanced Pow erPoin t 5
CIS 226 Advanced FrontPage 5

Northwest Georgia's Regional Technical Institute



SPECIALIZED CERTIFICATES  
COMPUTER INFORMATION SYSTEMS

________________________ 72________________________

M icrosoft W indow s NT C ertificate

D E S C R IP T IO N  The M icroso ft W indow s NT C ertifica te  prepares the s tuden t to  sit fo r the  M icroso ft 
Certified System s Eng ineer Exam inations. In add ition  to  M icroso ft spec ific  tra in ing  , the  student 
receives tra in ing  in generic  ne tw ork ing  concep ts  in c lud ing  the  insta lla tion  and m a in tenance  o f m i
crocom puters.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  M icroso ft W indow s NT C ertifica te  are; 
a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED; {
ach ievem ent o f p rogram  ready o r p rov is iona l scores on the
ASSET p lacem ent test; and
com p le tion  o f genera l adm iss ion  requirem ent.

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs
CIS 122 M ic rocom pu te r Insta lla tion and M a in tenance  7
CIS 140 N etw orking C oncepts  5
CIS 142 N etw ork ing  Essentia ls 7
CIS 146 W indow s NT A dm in is tra tion  7
CIS 148 W indow s NT D iagnostics  and T roub leshooting  7
CIS 245 Im p lem enting  and S upporting  W indow s 7

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n  40

Novell Netw are C ertificate  
(INACTIVE)

Description: The purpose of the Novel Netware Certificate is to provide instruction in the use 
of network operating system software. The courses will enable individuals to both set up and 
adm inister a Novell Network.

Adm ission Requirem ents

The requirem ents fo r adm iss ion  to  the Novell Netware C ertifica te  are; 
a tta inm ent o f 16 or m ore years o f age;
ach ievem ent o f p rogram  ready or p rovis iona l scores on the
ASSET p lacem ent test; and
com p le tion  of genera l adm iss ion  requirem ent.

C re d it H o u rs  
3 
5 
7 
5 
7 
7 
7

41

O c c u p a tio n a l C u rricu lu m
SCT 100 Introduction  to  M icrocom puters
CIS 103 O pera ting  System s C oncep ts
CIS 122 M icrocom pu te r Insta lla tion and M ain tenance
CIS 140 N etw orking C oncepts
CIS 142 N etw ork ing  Essentia ls
CIS 143 NetW are A dm in is tra tion
CIS 144 NetW are Insta lla tion and C onfigura tion

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n
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73

MANAGEMENT  
MANAGEMENT & SUPERVISORY DEVELOPMENT

AAT Degree

Program Description: The M anagem ent and Supervisory Developm ent Program  prepares 
experienced w orkers for entry into m anagem ent or supervisory occupations in a variety of 
businesses and industries. The M anagem ent and Supervisory Developm ent program  pro
vides learning opportun ities which introduce, develop, and reinforce academ ic and occupa
tional know ledge, skills, and attitudes required for job  acquisition, retention, and advance
ment. Graduates will receive the associate degree in M anagem ent and Supervisory Devel
opm ent. There are several certificates that can be acquired.

Adm ission R equirem ents

The requ irem en ts fo r adm iss ion  to  the  M anagem ent and S uperv iso ry D eve lopm ent P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED;
ach ievem ent o f p rog ram  ready or prov is iona l scores on the ASSET p lacem en t test; and 
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

R e q u ire m e n ts  fo r th e  A AT in M a n a g e m e n t & S u p e rv is o ry  D e v e lo p m e n t 
M in im u m  P ro g ra m  Length  - 7 Q u a rte rs

G e n e ra l C o re  C u rricu lu m  
A rea  I
ENG
SPC
HUM

A rea  II
PSY
ECO

A rea  III 
MAT

191
191
191

191
191

191

O c c u p a tio n a l 
SCT 100
AC C  101

M KT 
M KT 
MSD 
MSD 
MSD 
MSD 
MSD 
MSD 
MSD

E lec tiv e s

105 
101 
101 
102
106
107
108 
110 
113

C om pos ition  and Rhetoric I 
F undam enta ls  o f Speech 
In troduction  to H um anities

In troducto ry  P sycho logy 
P rinc ip les o f E conom ics

C ollege  A lgebra

C u rric u lu m
In troduction  to M icrocom pute rs  
P rincip les o f A ccoun ting  

or
A ccoun ting  fo r M arketing A pp lica tions 
P rincip les o f M anagem ent 
In terpersona l E m ployee  Relations 
Legal E nvironm ent for Superv isors 
C ounse ling  and D isc ip linary A ctions 
Train ing and Perform ance Evaluation 
M anagem ent and S uperv isory Sem inar 
M anagem ent and Superv is ion  O.B.l. 1 
Ethical M anagem ent

Total C re d it H o u rs  R eq u ired  fo r G rad u a tio n

C re d it H o u rs  30

5
5
5

5
5

46
3
5

5
5
5
5
5
5
5
3
5

20

96
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MANAGEMENT  
MANAGEMENT & SUPERVISORY DEVELOPMENT  

Banking Option 
AAT Degree

Program Description: The M anagem ent and Supervisory Developm ent Program  prepares 
experienced workers for entry into m anagem ent or supervisory occupations in a variety of 
businesses and industries. The Banking option is designed specifica lly fo r professionals 
w orking in the banking industry. It takes advantage of the existing professional developm ent 
program  offered through the American Institute of Banking by accepting, fo r transfer credit, 
specific college level AIB courses into the M anagem ent and Supervision Program tow ards 
an Associate of Applied Technology degree.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the M anagem ent and S uperv iso ry  D eve lopm ent P rogram  are: 
a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED;
ach ievem ent o f p rogram  ready o r p rov is iona l sco res on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regular adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  Institu tion.

R e q u ire m e n ts  fo r th e  A A T in M a n a g e m e n t & S u p e rv is o ry  D e v e lo p m e n t  
M in im u m  P ro g ram  Length  - 6  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  30
A rea  I
ENG 191 C om pos ition  and R hetoric I 5
SPC 191 Fundam enta ls o f Speech 5
HUM 191 In troduction  to  H um anities 5

A rea  II
PSY 191 In troducto ry P sycho logy 5
ECO 191 P rinc ip les o f E conom ics 5

A rea  III
MAT 191 C o llege A lgebra  5

O c c u p a tio n a l C u rricu lu m  31

SC T 100 In troduction  to  M icrocom pute rs  3
M KT 101 P rincip les o f M anagem ent 5
MSD 101 Interpersona l E m ployee Relations 5
MSD 113 Ethical M anagem ent 5
MSD 102 Legal E nvironm ent fo r S uperv isors 5
MSD 103 Leadership  and D ecis ion M aking 5
MSD 110 M anagem ent and S uperv is ion  O.B.I. I 3

A p p ro v e d  A IB  C o u rs e s  fo r  T ran s fe r 30
Accounting  1000 5
E conom ics fo r Bankers 2310 5
M arketing fo r Bankers 7740 5
P rincip les o f B anking 1370 5
Supervis ion  4310 5
M oney and B anking 1350 5

Total C re d it H o u rs  R e q u ired  fo r G ra d u a tio n  91
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MANAGEMENT  
MANAGEMENT & SUPERVISORY DEVELOPMENT

Diplom a

Program Description: The M anagem ent and Supervisory Developm ent Program  prepares 
experienced w orkers for entry into m anagem ent or supervisory occupations in a variety of 
businesses and industries. The IVlanagement and Supervisory Developm ent program  pro
vides learning opportun ities which introduce, develop, and reinforce academ ic and occupa
tional know ledge, skills, and attitudes required fo r job  acquisition, retention, and advance
ment. G raduates may receive an associate degree or d ip lom a in M anagem ent and Supervi
sory Developm ent. There are several certificates that can be acquired.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  M anagem ent and S uperv iso ry D eve lopm ent P rogram  are: 
a tta inm ent o f 16 or m ore years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED;
ach ievem ent o f p rog ram  ready or p rov is iona l scores on the ASSET p lacem en t test; and 
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ran ting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
M a n a g e m e n t & S u p e rv is o ry  D e v e lo p m e n t  

M in im u m  P ro g ra m  Length  - 4  Q u a rte rs
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G e n e ra l C o re  C u rric u lu m

ENG 111 Business English
ENG 112 Business C om m un ica tions
MAT 111 Business Math
PSY 100 In te rpersona l R elations and P rofessional D eve lopm ent

O c c u p a tio n a l C u rric u lu m

SOT 100 In troduction  to  M icrocom puters
M KT 101 P rinc ip les o f M anagem ent
M KT 104 P rinc ip les o f E conom ics
M KT 105 A ccoun ting  fo r M arketing A pp lica tions
M SD 102 Legal Environm ent fo r Superv isors
MSD 104 Personnel A dm in is tra tion  fo r S uperv isors
M SD 106 C ounse ling  and D isc ip lina ry  Actions
MSD 107 Train ing and Perform ance Evaluation
M SD 108 M anagem ent and S uperv isory Sem inar
MSD 110 M anagem ent and S uperv is ion  O.B.I. I

E le c tiv e s

Total C re d it H o u rs  R e q u ire d  fo r G rad u a tio n

C re d it H o u rs  18

5
5
5
3

46

3
5
5
5
5
5
5
5
5
3

20

84
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MANAGEMENT & SUPERVISORY DEVELOPMENT 
SPECIALIZED CERTIFICATES  

EMPLOYEE RELATIONS
Description: The Employee Relations Certificate has been developed to  provide instruction 
beneficial to individuals moving into supervisory positions. Em phasis in th is certificate pro
gram is on im proving interpersonal relations and developing a broad understanding of the 
concepts and princip les of em ploym ent law. This program  has been designed to  meet the 
needs of individuals in supervisory capacities who desire short-term , com pact tra in ing pro
gram  in em ployee relations. The program  is a subset of both the M anagem ent and Supervi
sory Developm ent d ip lom a and the Associate Degree in Applied Technology in M anagem ent 
and Supervisory Development; individuals who successfu lly com plete th is certificate can ap
ply those credits toward the pursuit of this d ip lom a or degree.

Adm ission Requirem ents
The requirem ents for adm ission to the Em ployee Relations Certificate Program are: 

a tta inm ent of 16 or more years of age; 
com pletion of general adm ission requirem ents; and 
achievem ent of program  ready or provisional scores on the 
ASSET placem ent test.

Occupational Curriculum Credit Hours
ENG 191 English C om position & Rhetoric 5
MSD 101 Interpersonal Em ployee Relations 5
MSD 102 Legal Environm ent for Supervisors 5
SCT 100 Introduction to M icrocom puters 3
PSY 191 Introductory Psychology 5
Elective 5

Total Credit Hours Required for Graduation 28

ORGANIZATIONAL LEADERSHIP
Description: The Organizational Leadership Certificate has been developed to  provide in
struction specifica lly tailored for those individuals w ho are m oving or will be m oving into su
pervisory roles. The purpose of th is program  is to meet the need of individuals for effective 
leadership tra in ing that can be attained in a relatively short-term  and com pact package. The 
program  is a subset of both the M anagem ent and Supervisory Developm ent D iplom a and the 
Associate Degree in Applied Technology in M anagem ent and Supervisory Development. In
dividuals who successfully com plete this certificate can apply those credits toward the pursuit 
of a d ip lom a or degree in M anagem ent and Supervisory Development.

Adm ission Requirem ents
The requ irem ents fo r adm iss ion  to  the O rgan iza tiona l Leadersh ip  C ertifica te  P rogram  are: 

a tta inm ent o f 16 or m ore years of age; 
com p le tion  o f genera l adm iss ion  requirem ents; 
ach ievem ent o f p rogram  ready or p rovis iona l scores on the 
ASSET p lacem ent test.

O c c u p a tio n a l C u rricu lu m  C re d it H o u rs
M KT 101 P rincip les o f M anagem ent 5
MSD 103 Leadership  and D ecis ion M aking 5
MSD 102 Legal E nvironm ent fo r S uperv isors 5
MSD 106 C ounse ling  and D isc ip linary A ctions 5
M SD 107 Train ing and Perform ance E valuations 5
SCT 100 Introduction  to  M icrocom puters  3

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  28
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SPECIALIZED CERTIFICATES  

TEAM LEADER

Description: T h e  Team  L e a d e r C e rtif ic a te  is d e s ig n e d  to  p re p a re  th e  s tu d e n t to  a s s u m e  a 
f irs t line  s u p e rv is o ry  p o s itio n . T h e  c e rtif ic a te  c o n te n t a d d re s s e s  th e  m a jo r issu e s  c o n fro n te d  
b y  th e  firs t line  su p e rv iso r. T h is  c e rtif ic a te  in c lu d e s  5 h o u rs  o f e le c tiv e  c re d it  th e re fo re  a llo w 
in g  fo r  s ig n if ic a n t c u s to m iz a tio n  o f th e  c u rr ic u lu m  to  fit a lm o s t a n y  c o rp o ra te  s itu a tio n .

Adm ission R equirem ents
The requ irem ents fo r adm iss ion  to  the  In tegra ted R esource M anagem ent C ertifica te  are; 

a tta inm ent o f 16 or m ore  years o f age; 
co m p le tion  o f genera l adm iss ion  requirem ents; 
ach ievem ent o f p rog ram  ready or p rov is iona l sco res  on the 
ASSET p lacem en t test.

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs
M SD 101 In te rpersona l E m ployee  R elations 5
M SD 103 Leadersh ip  and D ecis ion  M aking  5
E lective 5

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n  15

____________________________________________ 77____________________________________________

PRODUCTION AND INVENTORY MANAGEMENT

Description: C e rtif ic a tio n  in P ro d u c tio n  a n d  In v e n to ry  M a n a g e m e n t (C P IM ) p ro v id e s  s p e 
c ia lize d  k n o w le d g e  in s ix  fu n c tio n a l a re as  o f p ro d u c tio n  a nd  in v e n to ry  m a n a g e m e n t. B u ild in g  
on  c o m p e te n c ie s  in c lu d e d  in th e  D is tr ib u tio n  M a te ria ls  M a n a g e m e n t c u rr ic u la , th e s e  c o u rs e s  
w ill m e e t th e  re q u ire m e n ts  o f th e  A m e ric a n  P ro d u c tio n  a n d  In v e n to ry  C o n tro l S oc ie ty , an 
in te rn a tio n a l s o c ie ty  fo r re s o u rc e  m a n a g e m e n t, to  p re p a re  s tu d e n ts  fo r  C e rtif ic a tio n  in P ro 
d u c tio n  a n d  In v e n to ry  M a n a g e m e n t.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the P roduction  and Inventory M anagem ent C ertifica te  are: 
a tta inm ent of 16 or m ore  years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED; 
com p le tion  o f genera l adm iss ion  requirem ents;
ach ievem ent o f p rogram  ready or p rovis iona l scores on the reading section o f the 
ASSET p lacem ent test.

O c c u p a tio n a l C u rric u lu m  C re d it H ours
DMM 161 Just-in -T im e 3
DMM 162 P roduction  and Activ ity C ontro l 3
DMM 163 M ateria ls and C apacity  R equirem ents P lanning 3
DMM 164 Inventory M anagem ent 3
DMM 165 M aster P lanning 3
DMM 166 System  and Techno log ies 3
E lectives 3

Total C re d s it R e q u ire d  R e q u ire d  fo r G ra d u a tio n  21
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SPECIALIZED CERTIFICATES  

ENTREPRENEURSHIP

DESCRIPTION; The E ntrepreneursh ip  C ertifica te  is des igned  fo r the  ind iv idua l des iring  to  
start a sm all business. Topics inc luded  in th is  short tra in ing  p rog ram  are m arke ting , m anage 
m ent, bus iness law and one e lective course  o f cho ice

Adm iss ion  Requirem ents 
The requ irem ents fo r adm iss ion  to  the  Integra ted R esource M anagem ent C ertifica te  are: 

a tta inm ent o f 16 o r m ore years o f age; 
com p le tion  o f genera l adm iss ion  requirem ents; 
ach ievem ent o f p rogram  ready o r p rov is iona l scores on the 
ASSET p lacem ent test.

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs
M KT 100 In troduction  to  M arketing 5
M KT 123 Sm all Business m anagem ent 5
M KT 103 B usiness Law 5
X XX XXX E lective 5

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  20
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SP EC IA LIZE D  C ER TIFIC A TES  
C E R TIF IE D  C U S TO M E R  SERVICE SP EC IA LIST

P ro g ra m  D e s c r ip t io n :  T h e  C e rtifie d  C u s to m e r S e rv ice  S p e c ia lis t p ro g ra m  p re p a re s  b o th  
e n try  leve l a n d  e x p e r ie n c e d  p e o p le  to  be  e ffe c tive  re p re s e n ta tiv e s  fo r  s e rv ic e  b u s in e s s e s  
s u c h  as th e  t ra v e l^ a c a t io n  in d us try , re ta il sa les , in s u ra n c e , b a n k in g , a nd  a n y  p o s itio n  in 
w h ic h  g o o d  c u s to m e r re la tio n s  s k ills  a re  e sse n tia l. S tu d e n ts  w ill b e n e fit fro m  le a rn in g  s u ch  
s k ills  as c o m m u n ic a t in g  e ffe c tiv e ly  w ith  d if f ic u lt  p e o p le , c o m p u te r  sk ills , sa le s  sk ills , 
e ffe c tive  te le p h o n e  use, a nd  m u c h  m o re  in a h ig h ly  in te ra c tive , e n jo y a b le  c la s s ro o m  
e n v iro n m e n t. T he  C C S S  C e rtif ica te  is re c o g n iz e d  s ta te -w id e  b y  G e o rg ia 's  f in e s t s e rv ice  
in d u s tr ie s  as a v a lu a b le  c re d e n tia l fo r  h ir in g  a n d  p ro m o tio n s .

A dm ission Requirem ents:
A p p lic a n ts  m u s t be  a t le a s t 16 ye a rs  o f age .
A c h ie v e m e n t o f p ro g ra m  re a d y  s ta tu s  on  th e  A S S E T  p la c e m e n t e x a m in a tio n  o r 
e q u iv a le n t SAT, ACT, o r C P E  s c o re s .
C o m p le tio n  o f g e n e ra l a d m is s io n  re q u ire m e n ts .

M in im u m  P ro g ra m  L e n g th  is  1 Q u a r te r

O c c u p a t io n a l C u rric u lu m  C r e d it  H o u rs
M K T  161 S e rv ice  In d u s try  B u s in e s s  E n v iro n m e n t 2
M K T  162 C u s to m e r C o n ta c t S k ills  6
M K T  163 C o m p u te r  S k ills  fo r C u s to m e r S e rv ice  3
M K T  164 B u s in e ss  S k ills  fo r  th e  C u s to m e r S e rv ice  E n v iro n m e n t 3
M K T  165 P e rsona l E ffe c tive n e ss  in C u s to m e r S e rv ice  1

T o ta l C r e d it  H o u rs  R e q u ire d  fo r  G ra d u a t io n  15

C ER TIFIED  M ANUFAC TURING  SPECIALIST

P ro g ra m  D e s c r ip t io n :  T h e  C e rtifie d  M a n u fa c tu r in g  S p e c ia lis t p ro g ra m  p re p a re s  b o th  
e n try  leve l a nd  e x p e rie n c e d  m a n u fa c tu r in g  e m p lo y e e s  in p ra c tic a l s k ills  su ch  as te a m w o rk , 
c o m m u n ic a tio n , q u a lity  c o n tro l, c o m p u te r  sk ills , e le c tr ic a l safe ty, p ro d u c tio n  re q u ire m e n ts , 
a n d  m u c h  m o re  in an e n jo y a b le , h ig h ly  in te ra c tive  c la s s ro o m  e n v iro n m e n t. T he  C M S  
C e rtifica te  is re c o g n iz e d  s ta te -w id e  by  G e o rg ia 's  fin e s t m a n u fa c tu re rs  as a va lu a b le  
c re d e n tia l fo r  h ir in g  a nd  p ro m o tio n s .

Adm ission Requirem ents:
A p p lic a n ts  m u s t be  at leas t 16 ye a rs  o f age .
A c h ie v e m e n t o f p ro g ra m  re a d y  s ta tu s  on  th e  A S S E T  p la c e m e n t e x a m in a tio n  o r 

e q u iv a le n t SAT, ACT, o r C PE  sco re s .
C o m p le tio n  o f g e n e ra l a d m is s io n  re q u ire m e n ts .

M in im u m  P ro g ra m  L e n g th  is 1 Q u a r te r

O c c u p a t io n a l C u rricu lu m  C re d it  H o u rs
A M F  152 M a n u fa c tu r in g  O rg a n iz a tio n a l P rin c ip le s  2
A M F  154 M a n u fa c tu rin g  W o rk p la c e  S k ills  2
A M F  156 M a n u fa c tu rin g  P ro d u c tio n  R e q u ire m e n ts  2
A M F  158 A u to m a te d  M a n u fa c tu rin g  S k ills  4
A M F  160 R e p re se n ta tive  M a n u fa c tu rin g  S k ills  5

T o ta l C re d it  H o u rs  R e q u ire d  fo r  G ra d u a t io n  15
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OFFICE TECHNOLOGY  
SECRETARIAL SCIENCE  

AAT DEGREE

Program Description: The Secretarial Science Degree Program is a sequence of courses 
that prepare students for careers in the secretarial science profession. Learning opportun i
ties develop academ ic, technical, and professional know ledge and skills required for job  ac
quisition, retention, and advancem ent. The program  em phasizes a com bination of business 
and office techno logy theory and practical application to instill critical th inking, problem  solv
ing, human relation skills and the ability to apply techno logy to  w ork requirem ents necessary 
for successful em ploym ent. Graduates receive the associate degree in Secretarial Science.

Adm ission Requirem ents  
The requ irem ents fo r adm iss ion  to  the Secretaria l S cience  P rogram  are: 

a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r com p le tion  o f GED;
ach ievem ent o f p rogram  ready or p rov is iona l scores on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  to  the p rogram  m ust m eet the  regu la r adm iss ion  requ irem ents  and be in good  
stand ing  at a reg iona lly  accred ited  d ip lom a  or degree  g ran ting  institu tion .

R e q u ire m e n ts  fo r th e  A A T d e g re e  in 
S e c re ta r ia l S c ie n c e  

IVIinimum P ro g ram  Length  - 7  Q u a rte rs
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G e n e ra l C o re  
A rea  I

C u rricu lu m C re d it H o u rs  30

ENG 191 C om pos ition  and R hetoric 1 5
SPC 191 F undam enta ls o f Speech 5
HUM 191 In troduction  to  H um anities 5

A rea II
PSY 191 In troductory P sycho logy 5
ECO 191 Princip les o f E conom ics 5

A rea III
MAT 191 C ollege A lgebra 5

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  62
BUS 101 Beginn ing D ocum ent P rocessing 5
BUS 102 Interm edia te  D ocum ent P rocessing 5
BUS 106 O ffice P rocedures 4
BUS 108 W ord P rocessing 5
SCT 100 Introduction  to  M icrocom puters 3
ACC 101 Princip les o f A ccoun ting  1 6
BUS 103 A dvanced D ocum ent P rocessing 5
CIS 128 Spreadsheet & Database Techniques 7
BUS 107 M achine T ranscrip tion 3
BUS 201 A dvanced W ord P rocessing 3
MKT 101 Princip les o f M anagem ent 5
ACC 102 Princip les o f A ccoun ting  11 6
M KT 103 Business Law 5

E lec tiv e s IQ

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 102
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OFFICE TECHNOLOGY  
BUSINESS AND OFFICE TECHNOLOGY

DIPLOM A  
Legal Specialization

Program Description: The Business and Office Technology D ip lom a Program is a sequence 
of courses that prepare students for careers in the legal and m edical, and business office 
professions. Learning opportun ities develop academ ic, technical, and professional know l
edge and skills required for job  acquisition, retention, and advancem ent. The program  em 
phasizes a com bination of business and office techno logy theory and practical application to 
instill critical th inking, problem  solving, human relation skills, and the ability to apply techno l
ogy to w ork requirements necessary for successful employment using both manual and com put
erized business and office technology systems. Graduates receive a diplom a in Business and 
Office Technology.

Adm ission Requirem ents  
The requ irem ents fo r adm iss ion  to  the B usiness and O ffice Techno logy P rogram  are: 

a tta inm ent of 16 or m ore years of age;
docum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED;
ach ievem ent o f p rog ram  ready or p rov is iona l scores on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.
M in im u m  P ro g ram  Length  - 4  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  18
ENG 111 Business English 5
ENG 112 Business C om m un ica tions 5
MAT 111 Business M athem atics  5
PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  C re d it IHours 27
BUS 101 B eg inn ing  D ocum ent P rocessing 5
BUS 102 In term edia te  D ocum ent P rocessing 5
BUS 103 A dvanced D ocum ent P rocessing 5
BUS 106 O ffice P rocedures 4
BUS 108 W ord P rocessing 5
SOT 100 In troduction  to M icrocom pute rs 3

Leg a l S p e c ia liza tio n  C u rric u lu m  C re d it H o u rs  37
BUS 107 M ach ine T ranscrip tion  3
BUS 201 A dvanced W ord P rocessing  3
BUS 217 Legal P rocedures I 7
BUS 218 Legal P rocedures II 7
M KT 103 Business Law 5

BUS 206 Half-Time Legal O ffice Internsh ip  6
and

O ccupa tiona lly  Related E lectives 6
or

BUS 219 Legal O ffice S pecia lis t In ternsh ip  12
or

O ccupationally Related Electives 12

Total Credits Hours Required for Graduation 82

____________________________________________ 81____________________________________________
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OFFICE TECHNOLOGY  
BUSINESS AND OFFICE TECHNOLOGY

DIPLOMA  
M edical Specialization

Program Description: The Business and Office Technology Dipionna Program is a sequence 
of courses that prepare students for careers in the legal and m edical, and business office 
professions. Learning opportun ities develop academ ic, technical, and professional know l
edge and skills required fo r job  acquisition, retention, and advancem ent. The program  em 
phasizes a com bination of business and office techno logy theory and practical application to 
instill critical th inking, problem  solving, human relation skills, and the ability to  apply techno l
ogy to work requirements necessary for successful employment using both manual and com put
erized business and office technology systems. Graduates receive a diplom a in Business and 
Office Technology.

Adm ission Requirem ents  
The requ irem ents fo r adm iss ion  to  the  Business and  O ffice Techno logy P rogram  are; 

a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED;
ach ievem ent o f p rogram  ready o r p rov is iona l scores on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.
M in im u m  P ro g ram  Length  - 4  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  18
ENG 111 Business English 5
ENG 112 Business C om m un ica tions 5
MAT 111 Business M athem atics 5
PSY 100 In terpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs  27
BUS 101 B eg inn ing D ocum ent P rocessing 5
BUS 102 Interm edia te  D ocum ent P rocessing  5
BUS 103 A dvanced D ocum ent P rocessing  5
BUS 106 O ffice P rocedures 4
BUS 108 W ord P rocessing  5
SOT 100 In troduction  to  M icrocom pute rs 3

M e d ic a l S p e c ia liza tio n  C u rric u lu m  C re d it H o u rs  3 2 -3 3
BUS 208 Office A ccounting  4
BUS 211 M edical Term ino logy 4

or
AHS 109 M edical Term ino logy fo r A llied Health 3
BUS 212 A na tom y and Term ino logy 5

or
AHS 101 A natom y and P hys io logy 5
BUS 213 M edical D ocum ent P rocessing  T ranscrip tion  5
BUS 216 M edical O ffice P rocedures 3

BUS 205 Half-Time M edical O ffice In te rnsh ip  6
and

O ccupa tiona lly  Related E lectives 6
or

BUS 215 M edical O ffice S pecia lis t In te rnsh ip  12
or

O ccupa tiona lly  Related E lectives 12

E le c tiv e s  5

Total C re d it H o u rs  R e q u ire d  to  G ra d u a tio n  82 /83
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OFFICE TECHNOLOGY  
BUSINESS AND OFFICE TECHNOLOGY

DIPLOM A  
Business Office Specialization

Program Description: The Business and Office Technology D ip lom a Program  is a sequence 
of courses that prepare students fo r careers in the legal and m edical, and business office 
professions. Learning opportun ities develop academ ic, technical, and professional know l
edge and skills required for job  acquisition, retention, and advancem ent. The program  em 
phasizes a com bination of business and office techno logy theory and practical application to 
instill critical th inking, problem  solving, human relation skills, and the ability to apply techno l
ogy to  w ork requirements necessary for successful employment using both manual and com put
erized business and office technology systems. Graduates receive a diplom a in Business and 
Office Technology.

Adm ission R equirem ents
The requ irem ents  fo r adm iss ion  to  the  B usiness and O ffice Techno logy P rogram  are: 

a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED;
ach ievem ent o f p rogram  ready o r p rov is iona l sco res on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.
M in im u m  P ro g ra m  L ength  - 4  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  18
ENG 111 Business E nglish 5
ENG 112 Business C om m un ica tions 5
MAT 111 Business M athem atics  5
PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs  27
BUS 101 B eg inn ing  D ocum ent P rocessing  5
BUS 102 In term edia te  D ocum ent P rocessing  5
BUS 103 A dvanced D ocum ent P rocessing  5
BUS 106 O ffice P rocedures 4
BUS 108 W ord P rocessing  5
SOT 100 In troduction  to  M icrocom pute rs  3

B u s in ess  O ffic e  S p e c ia liza tio n  C re d it H o u rs  3 2 -3 4
Spreadsheet and D atabase Techniques 7
M ach ine T ranscrip tion  3
A dvanced W ord P rocessing  3
O ffice A ccoun ting  4

or
P rinc ip les o f A ccoun ting  I 6
A pp lied  O ffice P rocedures 3
Half-Time Business O ffice S pecia lis t In te rnsh ip  6

and
O ccupa tiona lly  Related E lectives 6

or
BUS 224 Business O ffice S pecia lis t In te rnsh ip  12

or
O ccupa tiona lly  Related E lectives 1 2

E le c tiv e s  5

Total C re d it H o u rs  R e q u ire d  to  G ra d u a tio n  8 2 -84
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CIS 128
BUS 107
BUS 201
BUS 208

ACC 101
BUS 109
BUS 204
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SPECIALIZED CERTIFICATES  
OFFICE TECHNOLOGY

CLERK TYPIST

Description: The Clerk Typist Certificate provides educational opportun ities to  individuals 
that will enable them  to obtain the know ledge, skills, and attitudes necessary to  succeed as a 
clerk typ is t in the general clerical field.

Adm ission Requirem ents

The requ irem en ts fo r adm iss ion  to  the C lerk Typist C ertifica te  are: 
a tta inm ent o f 16 or m ore years o f age; 
com p le tion  o f genera l adm iss ion  requirem ents;
ach ievem ent o f p rogram  ready o r p rov is iona l scores on the  ASSET p lacem en t test.

C re d it H o u rs  
5 
5 
3 
5 
3 
5 
3

29

____________________________________________84_________

DOCUMENT DESIGN AND PRODUCTION
Description: The Docum ent Design and Production Certificate provides instruction in the 
use of job  specific software. It is intended fo r those individuals whose job  requirem ents de
mand high skill levels in the production of printed docum ents from  single page announce
ments and flyers to multiple page docum ents such as annual reports. This certificate stresses 
advanced word processing, desktop publishing, and graphic design skills.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  D ocum ent D esign and P roduction  C ertifica te  are: 
a tta inm ent o f 16 o r m ore years o f age; 
com p le tion  o f genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rogram  ready o r p rov is iona l scores on the  ASSET p lacem en t test.

C re d it H o u rs  
5 
3 
5 
5 
5 
3 
7 
5

38

O c c u p a tio n a l C u rricu lu m
BUS 101 B eg inn ing  D ocum ent P rocessing
BUS 102 Interm edia te  D ocum ent P rocessing
BUS 107 M ach ine Transcrip tion
BUS 108 W ord P rocessing
SCT 100 Introduction  to  M icrocom pute rs
ENG 111 Business English
BUS 109 A pp lied  O ffice P rocedures

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n

O ccu p a tio n a l C u rricu lu m
BUS 101 B eginn ing D ocum ent P rocessing
SCT 100 Introduction  to  M icrocom pute r
BUS 108 W ord P rocessing
BUS 161 D esktop P ub lish ing  1
BUS 162 D esktop Pub lish ing  II
BUS 201 A dvanced W ord P rocessing
CIS 128 Spreadsheet and D atabase Techniques
CIS 140 N etwork C oncepts

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n
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SPECIALIZED CERTIFICATE  
OFFICE TECHNOLOGY

M EDICAL TR A N SC R IPTIO N IST

Description: The Medical Transcriptionist Certificate provides entry level tra in ing for medical 
clerical support in preparation fo r initial em ploym ent w ith concentration in m edical transcrip 
tion procedures.

Adm ission R equirem ents

The requ irem ents  fo r adm iss ion  to  the  M edica l T ranscrip tion is t C ertifica te  are; 
a tta inm ent o f 16 o r m ore years o f age; 
co m p le tion  o f genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rog ram  ready o r p rov is iona l scores on the ASSET p lacem en t test. 

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs

____________________________________________ 85____________________________________________

BUS 102 In te rm ed ia te  D ocum en t P rocessing 5
BUS 108 W ord P rocessing 5
BUS 211 M edical Term ino logy 

^  f
4

AHS 109
or

M edical Term ino logy fo r A llied Health 3
BUS

AHS

212

101

A natom y and Term ino logy 
or

A na tom y and P hysio logy

5

BUS 213 M edical D ocum ent P rocess ing /T ranscrip tion 5
ENG 111 Business English 5
BUS 216 M edical O ffice P rocedures 3
BUS 201 A dvanced W ord P rocessing 3

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  3 4 /3 5
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AIR CONDITIONING TECHNOLOGY  
Diplom a

Program Description: The Air Conditioning Technology Program is a sequence of courses 
that prepares students for careers in the air conditioning technology profession. Learning op 
portunities develop academ ic, technical, and professional know ledge and skills required for 
job  acquisition, retention, and advancem ent. The program  em phasizes a com bination of air 
cond ition ing  techno logy theory and practical application necessary fo r successful em p loy
m ent using both manual and com puterized air cond ition ing  techno logy systems. Graduates 
receive an Air Conditioning Technology D iploma which qualifies them as entry level C ondi
tioned Air Technicians.

Adm ission R equirem ents

The requ irem en ts  fo r adm iss ion  to  the A ir C o n d ition ing  Techno logy P rogram  are: 
a tta inm ent o f 16 or m ore years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED 
prio r to  g radua tion ;
ach ievem ent o f p rogram  ready or p rov is iona l scores on the ASSET 
p lacem en t test; and
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem en ts and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
A ir C o n d itio n in g  T e c h n o lo g y  

M in im u m  P ro g ra m  L ength  - 5 Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  13
ENG 111 Business English 5
MAT 101 G eneral M athem atics 5
PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  73
A C T 100 Refrigeration F undam enta ls  4
A C T 101 P rincip les and Practices o f Refrigeration 7
A C T  102 Refrigeration C om ponen ts  7
A C T 103 E lectrica l F undam enta ls  5
A C T 104 E lectric M otor C on tro ls  3
A C T 105 E lectrical C om ponen ts  5
A C T 106 E lectric System s Insta lla tions 4
AC T 107 A ir C ond ition ing  P rinc ip les 8
A C T 108 Air C ond ition ing  Insta lla tion 3
AC T 109 T roub leshooting  Air C ond ition ing  System s 7
A C T 110 Gas Heating System s 5
A C T 111 Heating Pum ps and Related System s 6
IFC 100 Industria l Safety P recautions 2
IFC 101 D irect C ircu it C urrents 1 4
SCT 100 In troduction  to  M icrocom pute rs  3

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  86
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SPECIALIZED CERTIFICATE  
COMMERCIAL TRUCK DRIVING

Program Description
T h e  T ru ck  D riv in g  P ro g ra m  is d e s ig n e d  to  a d d re s s  th e  n e e d s  o f th e  t ru c k in g  in d u s try  in G e o r
g ia . It p ro v id e s  b a s ic  tra in in g  in th e  p r in c ip le s  a n d  s k ills  o f c o m m e rc ia l t ru c k  o p e ra tio n s . T he  
p ro g ra m  is b a se d  on  th e  d e fin it io n  o f a t ru c k  d r iv e r as o n e  w h o  o p e ra te s  c o m m e rc ia l m o to r  
v e h ic le s  o f d iffe re n t ty p e s  a n d  s ize s  on  a ll ty p e s  o f ro a d s . T h e  tru c k  d r iv e r m a in ta in s  p ro p e r 
d o c u m e n ta tio n  on  th e  lo a d  a nd  th e  v e h ic le  a n d  is re s p o n s ib le  fo r  e n s u r in g  th a t th e  v e h ic le  is 
in sa fe  o p e ra tin g  c o n d it io n . In d o in g  th is , th e  d r iv e r m u s t c o m p ly  w ith  a ll fe d e ra l, s ta te , a nd  
lo ca l la w s  a n d  re g u la tio n s .

Adm ission Requirem ents

A d m is s io n  o f n e w  s tu d e n ts  to  th e  T ru ck  D riv in g  P ro g ra m  is c o n t in g e n t u p o n  th e ir  m e e tin g  a ll 
o f th e  c r ite r ia  lis te d  be low . To be  a d m itte d  to  th e  p ro g ra m , an  a p p lic a n t:

M ust be at least 18 years o f age;
M ust obta in  an app rop ria te  license;
Can have no m ore than 8 po in ts  or 4 m oving  v io la tions  on the  G eorg ia  v io la to r scale;
Can have no DUI in the past seven years;
M ust ob ta in  MVR report fo r the last three years;
A ch ievem ent o f an accep tab le  sco re  on the read ing  and m ath p lacem en t exam;
M ust pass DOT physical exam ination  and DOT d rug  test fu lfilling  requ irem ents o f M otor 

C arrier Safety R egula tions (Physical m ust be cu rren t w ith in  30 days.)
M ust com p le te  app lica tion  o f adm iss ion .

T he  ite m s  a b o v e  a re  m in im u m  re q u ire m e n ts  fo r  p ro g ra m  e n tra n c e . A  p e rs o n  m u s t be  21 
ye a rs  o f a g e  to  d rive  fo r  a  c o m p a n y  in v o lv e d  in in te rs ta te  c o m m e rc e . S o m e  tru c k in g  c o m p a 
n ies  re q u ire  b e g in n in g  d riv e rs  to  be  25  ye a rs  o f age , a n d  re q u ire  an a p p lic a n t to  p ass  a  d ru g  
screen .

C om m ercial Truck Driving  
C ourse O utline

T he  s ta n d a rd  c u rr ic u lu m  fo r  th e  T ru ck  D riv in g  P ro g ra m  is se t u p  as an e ig h t w e e k , 2 40  h o u r 
p ro g ra m . T h e  p ro g ra m  is p re d ic a te d  on  a  s tu d e n t- to -e q u ip m e n t ra tio  o f 3 to  1 a n d  an in s tru c - 
to r - to -s tu d e n t ra tio  o f 1 to  6. A lso , e ach  s tu d e n t s h o u ld  re ce ive  a p p ro x im a te ly  750  m iles  
d r iv in g  on  v a r io u s  k in d s  o f p u b lic  ro a d s . T he  fo u r  c o u rs e s  w h ic h  c o m p ris e  th e  p ro g ra m  are  
lis ted  be low .

General Core Curriculum
S tu d e n ts  m a y  be  re q u ire d  to  ta k e  d e v e lo p m e n ta l c o u rs e s  if n ee d  is in d ic a te d  b y  th e  A S S E T  
P la c e m e n t Test

Occupational Curriculum Credit Hours
CTD 101 Fundam enta ls of C om m erc ia l Truck D riving 5
CTD 102 Basic O pera tion  5
CTD 103 A dvanced O pera tions 5

or
CTD 104 Internship 5

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  15

For a com pany in terested in deve lop ing  a coopera tive  a rrangem ent w ith the 
schoo l, the in ternsh ip  can rep lace the  CTD 103 - A dvanced O perations.

____________________________________________ 88________ ___________________________________
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DRAFTING TECHNOLOGY  
AAT DEGREE

Program Description: The Drafting Program  prepares students fo r em ploym ent in a variety 
of positions in the drafting field. The Drafting Program  provides learning opportun ities which 
introduce, develop, and reinforce academ ic and technica l know ledge, skills, and attitudes 
required for job  acquisition, retention and advancem ent. Additionally, the program  provides 
opportun ities to upgrade present know ledge and skills or to retrain in drafting. G raduates of 
the program  receive the associate degree in Drafting.

Adm ission R equirem ents

! The  requ irem ents  fo r adm iss ion  to  the D rafting T echno logy P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED;

I ach ievem ent o f p rog ram  ready or p rov is iona l scores on the  ASSET p lacem en t test; and
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ran ting  institu tion .

R e q u ire m e n ts  fo r th e  AAT D e g re e  in D ra ftin g  (M e c h a n ic a l S p e c ia liza tio n )
M in im u m  P ro g ra m  Len g th  - 8  Q u a rte rs

____________________________________________ 89____________________________________________

i G e n e ra l C o re C u rric u lu m C re d it H o u rs  30
) A rea  1
: ENG 191 C om pos ition  and Rhetoric 1 5
i SPC 191 F undam enta ls  of Speech 5
S HUM 191 In troduction  to  H um anities 5

A rea  II
1 PSY 191 In troducto ry  P sycho logy 5

f  A rea  III
* MAT 191 C ollege  A lgebra 5
i MAT 
'

193 C o llege  T rigonom etry 5

i  O c c u p a tio n a l C u rricu lu m C re d it H o u rs  94
, SCT 100 In troduction  to  M icrocom pute rs 3

DDF 101 In troduction  to  Drafting 6
DDF 102 Size and Shape D escrip tion  1 5

: DDF 103 Size and Shape D escrip tion  II 5
i DDF 105 Auxilia ry V iews 3
I  DDF 106 Fasteners 3

DDF 107 In troduction  to  C om pute r A ided D raw ing 6
, DDF 108 Inte rsections and D eve lopm ent 5
■ DDF 109 A ssem bly  D raw ing 1 5
. DDF 111 Interm edia te  CAD 6
! DDF 112 3-D D raw ing and M odeling 6

1 DDS 201 S trength  of M ateria ls 5
I  DDS 225 Princip les o f M eta llurgy 4
1 DDS 226 M anufacturing  Processes 4
f  DDS 227 Jig, Fixture and Die D raw ing 6
(  DDS 229 G ears and Cam s 6
I DDS 230 M echan ism s 1 7

1 ^ DDS 232 M echan ica l Power Transm ission 6

j I E le c tiv e s

Total C re d it H ours  R e q u ired  fo r G rad u a tio n

5

126
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ADVANCED DRAFTING  
DIPLOMA

Program Description: The Drafting Program prepares students fo r em ploym ent in a variety 
of positions in the drafting field. The Drafting Program  provides learning opportun ities which 
introduce, develop, and reinforce academ ic and technica l know ledge, skills, and attitudes 
required fo r job  acquisition, retention, and advancem ent. Additionally, the program  provides 
opportun ities to  upgrade present know ledge and skills or to  retrain in drafting. Graduates of 
the program  receive a Drafting d ip lom a.

Adm ission R equirem ents

The requ irem ents fo r adm iss ion  to  the  A dvanced D rafting P rogram  are: 
a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED p rio r to  g radua tion ; 
ach ievem ent o f p rogram  ready o r p rov is iona l sco res  on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents  and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion .

R e q u ire m e n ts  fo r  th e  D ip lo m a  in A d v a n c e d  D ra ftin g  
M in im u m  P ro g ra m  L ength  - 6  Q u a rte rs
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G e n e ra l C o re  C u rricu lu m C re d it H o u rs  23

ENG 111 Business English 5
ENG 112 Business C om m un ica tions 5
MAT 103 A lgebra ic  C oncepts 5
MAT 104 G eom etry and T rigonom etry 5
PSY 100 Interpersona l R elations and P rofessional D eve lopm ent 3

O c c u p a tio n a l (C urricu lum C re d it H o u rs  91

SCT 100 Introduction  to  M icrocom pute rs 3
DDF 101 In troduction  to  Drafting 6
DDF 102 Size and Shape D escrip tion  1 5
DDF 103 Size and Shape D escrip tion  II 5
DDF 105 Auxilia ry V iews 3
DDF 106 Fasteners 3
DDF 107 In troduction  to  CAD 6
DDF 108 Inte rsections and D eve lopm ent 5
DDF 109 A ssem bly  D raw ing 1 5
DDF 111 Interm edia te  CAD 6
DDF 112 3D D raw ing and M odeling 6
DDS 201 S trength o f M ateria ls 5
DDS 225 Princip les o f M eta llurgy 4
DDS 226 M anufacturing  P rocesses 4
DDS 227 Jig, Fixture, and Die Draw ing 6
DDS 229 Gears and Cam s 6
DDS 230 M echan ism s 1 7
DDS 232 M echan ica l Power T ransm ission 6

E le c tiv e s 3

Total C re d it H o u rs  R e q u ire d  fo r G rad u a tio n 117

Northwest Georgia’s Regional Technical Institute



DRAFTING FUNDAMENTALS
DIPLO M A

Program Description: The Drafting Program prepares students fo r em ploym ent in a variety 
of positions in the drafting field. The Drafting Program  provides learning opportun ities which 
introduce, develop, and reinforce academ ic and technica l know ledge, skills, and attitudes 
required fo r job  acquisition, retention, and advancem ent. Additionally, the program  provides 
opportun ities to  upgrade present know ledge and skills or to  retrain in drafting. G raduates of 
the program  receive a Drafting d ip lom a.

Adm ission R equirem ents

The requ irem ents  fo r adm iss ion  to  the  D rafting Techno logy P rogram  are: 
a tta inm ent o f 16 o r m ore  years o f age;
docu m e n ta tio n  o f h igh  schoo l g radua tion  o r co m p le tion  o f GED p rio r to  g radua tion ; 
ach ievem ent o f p rog ram  ready o r p rov is iona l sco res on the  ASSET p lacem en t test; and 
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the  regu la r adm iss ion  requ irem ents  and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or deg ree  g ranting  institu tion .

R e q u ire m e n ts  fo r  th e  D ip lo m a  in D ra ftin g  
M in im u m  P ro g ra m  L en g th  - 5  Q u a rte rs
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G e n e ra l C o re  C u rric u lu m

! ENG 
\> MAT 
j MAT 
1 PSY

111 B usiness English
103 A lgebra ic  C oncep ts
104 G eom etry  and T rigonom etry
100 In te rpersona l Relations and P rofessional D eve lopm ent

O c c u p a tio n a l C u rric u lu m

SOT 100 In troduction  to  M icrocom pute rs
DDF 101 In troduction  to  Drafting
DDF 102 Size and Shape D escrip tion  I
DDF 103 Size and Shape D escrip tion  II
DDF 105 Auxilia ry V iews
DDF 106 Fasteners
D D F 107 In troduction  to  CAD
DDF 108 In te rsections and D eve lopm ent
DDF 109 A ssem bly  D raw ing I
DDF 111 In term edia te  CAD
DDF 112 3-D D raw ing and M odeling

E le c tiv e s

C re d it H o u rs  18  
5 
5
5 
3

C re d it H o u rs  53

3
6 
5
5 
3 
3
6 
5
5
6 
6

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 76
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DRAFTING TECHNOLOGY  
SPECIALIZED CERTIFICATE

CAD OPERATOR

Description: The CAD O perator tra in ing program  is a sequence of courses that prepares 
students to specialize in the draw ing field. The program  em phasizes a com bination of com 
puter aided drafting (CAD) theory and practical application necessary for successful em ploy
ment. The program  is designed prim arily for entry level drafters to continue tra in ing after 
employment.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  CAD O pera to r C ertifica te  are: 
a tta inm ent o f 16 or m ore years o f age; 
com p le tion  o f genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rogram  ready or p rovis iona l scores on the ASSET p lacem en t test.

____________________________________________ 92____________________________________________

O cc u p a tio n a l C u rricu lu m C re d it H o u rs
MAT 101 General M athem atics 5
DDF 100 In troduction  to  CAD 5
DDF 102 Size and Shape D escrip tion  1 5
DDF 103 Size and Shape D escrip tion  II 5
DDF 104 Pictoria l D raw ing 3
DDF 105 Auxilia ry V iews 3
DDF 106 Fasteners 3
DDF 109 A ssem bly  D raw ings 1 5

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 34

Northwest Georgia’s Regional Technical Institute



ELECTRONICS TECHNOLOGY
COM PUTER SERVICING SPECIALIZATION  

AAT DEGREE

Program Description: The Com puter Servicing Specialization is a sequence of courses which 
prepares students for careers in the com puter service industry. Learning opportun ities de
velop academ ic, technical, and professional know ledge, as well as the skills required for job  
acquisition, retention, and advancem ent. The program  em phasizes a com bination of e lec
tronics techno logy theory and practical applications necessary for successful em ploym ent as 
com puter service and repair technicians. Graduates receive the associate degree in Elec
tronics Technology.

Adm ission Requirem ents
The requ irem en ts fo r adm iss ion  to  the E lectron ics Techno logy P rogram  are: 

a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED;
ach ievem ent o f p rogram  ready or p rov is iona l scores on the ASSET p lacem ent test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regular adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institution.

R e q u ire m e n ts  fo r  th e  AAT D egree  in 
E le c tro n ic s  T e c h n o lo g y  - C o m p u te r S e rv ic in g  S pec ia liz :a tion  

M in im u m  P ro g ra m  L eng th  - 7 Q u a rte rs

____________________________________________ 93____________________________________________

G en e ra l C o re C u rr ic u lu m C re d it H o u rs  30
A rea  1
ENG 191 C om pos ition  and Rhetoric 1 5
SPG 191 Fundam enta ls  of Speech 5
HUM 191 In troduction  to  H um anities 5
A R E A  II
MAT 191 College A lgebra 5
MAT 193 C ollege  T rigonom etry 5
AR EA III
PSY 191 In troducto ry  P sycho logy 

or
P rincip les o f E conom ics

5

EGO 191
O c c u p a tio n a l C u rr ic u lu m C re d it H o u rs  55
SCT 100 Introduction  to M icrocom puters 3
ELG 104 Soldering  Technology 2
ELG 106 Direct C urrent C ircu its  1 4
ELG 108 Direct C urrent C ircu its  II 4
ELG 109 A lternating  C urrent 1 4
ELG 110 A lternating  C urrent II 4
ELG 114 Solid State Devices 1 4
ELG 115 Solid  State Devices II 4
ELG 117 Linear Integrated C ircu its 7
ELG 118 Digrtal E lectron ics 1 4
ELG 119 DigrtaJ E lectron ics II 7
ELG 120 M icrop rocessors 1 4
ELG 125 Solid State Devices III 4
C o m p u te r S e rv ic in g  S p e c ia liz a tio n 30
ELG 121 M icrop rocessors II 4
ELG 122 iM icroprocessor Irrterfaong 4
CIS 103 O pera ting  System s 5
CIS 140 N etw orking C oncepts 5
ELG 204 High Level Languages 3
ELG 205 Data C om m un ica tions 2
CIS 122 Insta lla tion and M aintenance 

O f  ELG 201 ^  ELG 208
7

ELG 201 C om pute r Peripherals 4

ELG 208 G om pater System  TroutiJeshootmg 3
E lec trves 13

Total C re d it H o u rs  R e q u ired  fo r  G ra d u a tio n 128

\orthv\e<it Georgia s Re^^oruil Technical Institute



ELECTRONICS TECHNOLOGY
INDUSTRIAL CONTROL SPECIALIZATION 

AAT DEGREE

Program Description: The Industrial Control Technology Specialization is a sequence of 
courses which prepares students fo r careers in the industrial e lectronics field. Learning op 
portunities develop academ ic, technical, and professional know ledge as well as the skills 
required fo r job  acquisition, retention, and advancem ent. The program  em phasizes both 
e lectronics techno logy theory as well as practical applications in the industria l e lectronics 
field. G raduates receive the associate degree in E lectronics Technology.

Adm ission Requirem ents
The requ irem ents  fo r adm iss ion  to  the  E lectron ics Techno logy P rogram  are: 

a tta inm ent o f 16 o r m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED;
ach ievem ent o f p rog ram  ready o r p rov is iona l sco res on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the  regu la r adm iss ion  requ irem ents  and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ran ting  institu tion.

R eq u irem en ts  fo r  th e  A A T D e g re e  in E lec tro n ics  Tech n o lo g y  - 
Industria l C o n tro l S p ec ia liza tio n  

M in im u m  P ro g ra m  L ength  - 7  Q u a rte rs

____________________________________________ 94  ______________________________________

G e n e ra l C o re C u rric u lu m C re d it H o u rs  30
A re a  1
ENG 191 C om pos ition  and R hetoric 1 5
SPC 191 Fundam enta ls  o f Speech 5
HUM 191 In troduction  to  H um anities 5
A R E A  II
MAT 191 C ollege  A lgebra 5
MAT 193 C o llege  T rigonom etry 5
A R E A  III
PSY

ECO

191

191

In troducto ry P sycho logy 
or

P rinc ip les o f E conom ics

5

O c c u p a tio n a l C u rric u lu m C re d it H o u rs  55
SOT 100 Introduction  to  M icrocom pute rs 3
ELC 104 Soldering  Technology 2
ELC 106 D irect C urren t C ircu its  1 4
ELC 108 D irect C urrent C ircu its  II 4
ELC 109 A lternating  C urren t 1 4
ELC 110 A lterna ting  C urrent II 4
ELC 114 Solid  State Devices 1 4
ELC 115 Solid  State D evices II 4
ELC 117 Linear Integra ted C ircu its 7
ELC 118 Digita l E lectron ics 1 4
ELC 119 Digita l E lectron ics II 7
ELC 120 M icrop rocessors 1 4
ELC 125 Solid  S tate Devices III 4
In d u stria l C o n tro l S p e c ia liza tio n 40
ELC 121 M icrop rocessors  II 4
ELC 122 M icrop rocessor Interfacing 4
ELC 211 Process C ontro l 7
ELC 212 M otor C ontro ls 7
ELT 113 P rogram m able  Log ic  C ontro l 1 4
ELC 213 P rogram m able  Log ic  C ontro l II 6
IMT 118 DC and AC M otors 4
IM T

E le c tiv e s
119 Fundam enta ls  o f M otor C ontro ls 4

3

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n 128

Northwest Georgia’s Regional Technical Institute



ELECTRONICS TECHNOLOGY
COM PUTER SERVICING SPECIALIZATION  

Diploma

Program Description: The Com puter Servicing Specialization is a sequence of courses which 
prepares students for careers in the com puter service industry. Learning opportun ities de
ve lop academ ic, technical, and professional know ledge, as well as the skills required for job  
acquisition, retention, and advancem ent. The program  em phasizes a com bination of e lec
tron ics techno logy theory and practical applications necessary for successful em ploym ent as 
com puter service and repair technicians. Program graduates receive a d ip lom a in E lectron
ics Technology.

Adm ission Requirem ents
The requ irem en ts fo r adm iss ion  to  the  E lectron ics Techno logy P rogram  are: 

a tta inm ent o f 16 or m ore years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED p rio r to  g radua tion ; 
ach ievem ent o f p rogram  ready or p rov is iona l scores on the ASSET p lacem en t test; 
and co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
E le c tro n ic s  T ech n o lo g y  - C o m p u te r S e rv ic in g  S p e c ia liza tio n  

M in im u m  P ro g ram  Length  - 6  Q u a rte rs

G e n e ra l C o re  C u ric u lu m  C re d it H o u rs  18

____________________________________________ 95____________________________________________

ENG 111 Business English 5
MAT 103 A lgebra ic  C oncepts 5
MAT 104 G eom etry and T rigonom etry 5
PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  55
SCT 100 Introduction  to  M icrocom puters 3
ELC 104 Soldering  Technology 2
ELC 106 D irect C urrent C ircu its  1 4
ELC 108 D irect C urrent C ircu its  II 4
ELC 109 A lte rna ting  C urrent 1 4
ELC 110 A lte rna ting  C urrent II 4
ELC 114 Solid  State Devices 1 4
ELC 115 Solid  State Devices II 4
ELC 117 Linear Integra ted C ircu its 7
ELC 118 D igital E lectron ics 1 4
ELC 119 Digital E lectron ics II 7
ELC 120 M icrop rocessors 1 4
ELC 125 Solid  State Devices III 4

C o m p u te r S erv ic in g  S p e c ia liza tio n C re d it H ours  30

ELC 121 M icrp rocessors II 4
ELC 122 M icrop rocessor Interfacing 4
CIS 103 O pera ting  System s 5
CIS 140 N etw orking C oncepts 5
ELC 204 H igh-Level Languages 3
ELC 205 Data C om m un ica tions 2
CIS 122 Insta lla tion & M aintenance 

or ELC 201 & ELC 208
7

ELC 201 C om pute r Peripherals 4
ELC 208 C om pute r System  Troubleshooting 3
E lec tiv e s  13

Total C re d it H o u rs  R e q u ired  fo r G rad u a tio n  116

Northwest Georgia’s Regional Technical Institute



ELECTRONICS TECHNOLOGY  
INDUSTRIAL CONTROL SPECIALIZATION  

DIPLOMA

Program Description: The Industrial Control Technology Specialization is a sequence of 
courses which prepares students fo r careers in the industria l e lectronics field. Learning op 
portunities develop academ ic, technical, and professional know ledge as well as the skills 
required for job  acquisition, retention, and advancem ent. The program  em phasizes both 
e lectronics techno logy theory as well as practical applications in the industrial e lectronics 
field. Program graduates receive a d ip lom a in E lectronics Technology.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the E lectron ics Techno logy P rogram  are; 
a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED p rio r to  g radua tion ; 
ach ievem ent o f p rogram  ready or prov is iona l scores on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the  regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
E le c tro n ic s  T ech n o lo g y  - In d u s tria l C o n tro l S p e c ia liza tio n  

M in im u m  P ro g ram  L ength  - 6  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  18

____________________________________________ 96____________________________________________

ENG 111 Business English 5
MAT 103 A lgebra ic  C oncepts 5
MAT 104 G eom etry and T rigonom etry 5
PSY 100 Interpersona l R ela tions and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  55
SOT 100 Introduction  to  M icrocom pute rs 3
ELC 104 Soldering Technology 2
ELC 106 D irect C urrent C ircu its  1 4
ELC 108 Direct C urrent C ircu its  11 4
ELC 109 A lte rna ting  C urrent 1 4
ELC 110 A lternating  C urrent 11 4
ELC 114 Solid  State Devices 1 4
ELC 115 Solid  State Devices II 4
ELC 117 Linear Integra ted C ircu its 7
ELC 118 D igital E lectron ics 1 4
ELC 119 Digital E lectron ics 11 7
ELC 120 M icrop rocessors 1 4
ELC 125 Solid  State Devices 111 4

In d u stria l C o n tro l S p e c ia liza tio n C re d it H o u rs  40

ELC 121 M icrop rocessors  II 4
ELC 122 M icrop rocessor Interfacing 4
ELC 211 Process C ontro l 7
ELC 212 M otor C ontro ls 7
ELT 113 P rogram m able  Log ic C ontro l 1 4
ELC 213 P rogram m able  Log ic  C ontro l 11 6
IMT 118 DC and AC M otors 4
IMT 119 Fundam enta ls o f M otor C ontro ls 4

E le c tiv e s  3

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  116

Northwest Georgia’s Regional Technical Institute



ELECTRONICS FUNDAMENTALS
DIPLOM A

Program Description: The E lectronics Fundam entals D ip lom a Program  is a sequence of 
courses that prepares students for entry level positions in electronics techno logy professions. 
Learning opportun ities develop academ ic, technical, and professional know ledge as well as 
the skills required for job  acquisition, retention, and advancem ent. The program  em phasizes 
a com bination of e lectron ics techno logy theory and practical application necessary for suc
cessful em ploym ent using both manual and computerized electronic systems. Program gradu
ates will receive a d ip lom a in E lectronics Fundamentals.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  E lectron ics F undam enta ls  P rogram  are; 
a tta inm ent o f 16 or m ore years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED prio r to  g radua tion ; 
ach ievem ent o f p rogram  ready or p rov is iona l scores on the ASSET p lacem en t test; and 
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in good  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in E le c tro n ic  F u n d a m e n ta ls  
M in im u m  P ro g ram  Length  - 5 Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  18
ENG 111 Business E nglish 5

' MAT 103 A lgebra ic  C oncep ts  5
1 MAT 104 G eom etry and T rigonom etry  5

PSY 100 In te rpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs  55
SC T 100 In troduction  to  M icrocom pute rs  3
ELC 104 S o ldering  Techno logy I 2
ELC 106 D irect C urrent C ircu its  I 4
ELC 108 D irect C urrent C ircu its  II 4
ELC 109 A lte rna ting  C urrent I 4
ELC 110 A lternating  C urrent II 4
ELC 114 Solid  State Devices I 4
ELC 115 Solid  State Devices II 4
ELC 117 L inear Integra ted C ircu its  7
ELC 118 D igital E lectron ics I 4
ELC 119 D igita l E lectron ics II 7
ELC 120 M icrop rocessors I 4
ELC 125 Solid  State Devices III 4

E le c tiv e s  §

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  79

____________________________________________ 97____________________________________________
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INDUSTRIAL (ELECTRICAL) MAINTENANCE
Diploma

Program Description: The Industrial Maintenance program  prepares a student for em ploy
ment in a variety of positions as tra inees in the industria l production  equipm ent electrical 
m aintenance field. The program  provides learning opportun ities which introduce, develop, 
and reinforce academ ic and technica l knowledge, skills, and attitudes required fo r job  acqui-i 
sition, retention, and advancem ent. Additionally, the program  provides opportun ities to re
train or upgrade present know ledge and skills. Graduates of the program  receive an Indus-1 
trial Maintenance d ip lom a and are qualified fo r em ploym ent as industria l electrical m ainte
nance trainees.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the  Industria l M a in tenance  P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED p rio r to  g raduation ; 
ach ievem ent o f p rogram  ready or p rovis iona l scores on the ASSET p lacem ent test; and! 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion.

____________________________________________ 98____________________________________________

R e q u ire m e n ts  fo r  th e  D ip lo m a  
In d u s tria l M a in te n a n c e  

M in im u m  P ro g ram  Length  - 5  Q u a rte rs

G e n e ra l C o re  C u rric u lu m C re d it H o u rs  13

ENG 111 Business English 5
MAT 103 A lgebra ic  C oncepts 5
PSY 100 Interpersona l Relations and P ro fessional D eve lopm ent 3

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  7 0 -7 2
ELC 106 D irect C urrent C ircu its  1 4
ELC 109 A lte rna ting  C urrent 1 4
ELC 110 A lternating  C urrent II 4
IMT 101 Industria l M a in tenance Safety P rocedures 2
SOT 100 Introduction  to  M icrocom pute rs 3
ELT 113 P rogram m ab le  Log ic  C ontro l 1 4
IMT 118 DC and AC M otors 4
IMT 119 Fundam enta ls  o f M otor C ontro ls 4
IMT 120 M agnetic  S tarters and B raking 4 '
IMT 121 Two-W ire C ontro l C ircu its 3
ELC 114 Solid  State Devices 1 4|
ELC 117 Linear Integra ted C ircu its 7
ELC 118 D igital E lectron ics 1 4
ELC 212 M otor C ontro ls 7
IMT 129 Industria l W iring 1 5
IMT 132 Industria l M a in tenance(E lectrica l) Review 3
ELC 213 P rogram m able  Log ic  C ontro l II 6

IMT 127
\J\
Industria l M a in tenance In ternsh ip 4

E lec tiv e s 4

Total Credit Hours Required for Graduation 87/89

Northwest Georgia’s Regional Technical Institute



ADVANCED MACHINE TOOL TECHNOLOGY
DIPLO M A

Program  Description: The M achine Tool Technology Program  is a sequence o f courses that 
prepares students for careers in the m achine tool techno logy profession. Learning opportun i
ties develop academ ic, technical, and professional know ledge and skills required fo r job  ac
quisition, retention, and advancem ent. The program  em phasizes a com bination of m achine 
too l techno logy theory and practical application necessary fo r successfu l em ploym ent using 
both manual and com puterized m achine tool techno logy systems. Program  graduates re
ceive an advanced m achine too l techno logy d ip lom a w hich qualifies them  as M achine Tool 
Technology Technicians.

Adm ission R equirem ents
The requ irem en ts  fo r adm iss ion  to  the A dvanced  M ach ine Tool Techno logy P rogram  are; 

a tta inm ent o f 16 o r m ore  years o f age;
d ocum en ta tion  o f h igh  schoo l g radua tion  o r co m p le tion  o f GED p rio r to  g radua tion ; 
ach ievem ent o f p rog ram  ready o r p rov is iona l sco res on the  ASSET p lacem en t test; and 
co m p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tuden ts  m ust m eet the  regu la r adm iss ion  requ irem en ts  and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or deg ree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in A d v a n c e d  M a c h in e  Tool T ech n o lo g y  
M in im u m  P ro g ra m  L ength  - 8  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  13

____________________________________________ 99____________________________________________

ENG 111 B usiness English 5
MAT 101 General M athem atics 5
PSY 100 In te rpersona l R elations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m C re d it H o u rs  75
MCH 101 In troduc tion  to  M ach ine Tool 6
MCH 102 B lueprin t R eading fo r M ach ine Tool 5
MCH 104 M ach ine  Tool Math 1 5
MCH 105 M achine Tool Math 11 5
MCH 107 C haracte ris tics  o f M eta ls/H eat Treatm ent 1 4
MCH 109 Lathe O pera tions 1 7
MCH 110 Lathe O pera tions II 6
MCH 112 Surface G rind ing  O pera tions 6
MCH 114 B lueprin t Reading II 5
MCH 115 Mill O pera tions 1 7
MCH 116 Mill O pera tions 11 6
MCH 118 C om pute r/C N C  Literacy 5
SCT 100 Introduction  to  M icrocom pute rs 3
E lectives 5

C om p le tion  o f one of the fo llow ing  specia liza tions is required.

A d v a n c e d  G e n e ra l M a c h in is t C o u rs e s C re d it H o u rs  38
M CA 201 A dvanced M illing 1 7
M CA 203 A dvanced M illing II 6
M CA 205 A dvanced Lathe O pera tions 1 7
M CA 207 A dvanced Lathe O pera tions 11 6
M CA 208 A dvanced G rind ing  1 4
M CA 209 A dvanced G rind ing  11 3
Technica lly Related E lectives 5

OR
A d van ced  C N C  S p e c ia lis t C o u rs e s C re d it H ours  38
M CA 211 CNC Fundam enta ls 7
MCA 213 CNC Mill M anual P rogram m ing 7
MCA 215 CNC Lathe M anual P rogram m ing 7
M CA 217 CNC Practical A pp lica tions 6
M CA 219 CAD/CAM  P rogram m ing 6
Technically Related E lectives 5

Total C re d it H ours R e q u ire d  fo r G rad u a tio n 126

Northwest Georgia’s Re^onal Technical Institute



MACHINE TOOL TECHNOLOGY  
DIPLOMA

Program Description: The Machine Tool Technology Program is a sequence of courses that 
prepares students fo r careers in the machine tool techno logy profession. Learning opportun i
ties develop academ ic, technical, and professional know ledge and skills required fo r job  ac
quisition, retention, and advancem ent. The program  em phasizes a com bination of m achine 
tool techno logy theory and practical application necessary fo r successful em ploym ent using 
both manual and com puterized m achine tool techno logy systems. Program graduates re
ceive a m achine tool techno logy d ip lom a which qualifies them  as Machine Tool Technology 
Technicians.

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the M ach ine Tool Techno logy P rogram  are: 
a tta inm ent o f 16 or m ore years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or co m p le tion  o f GED p rio r to  g radua tion ; 
ach ievem ent o f p rogram  ready o r prov is iona l sco res on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the regu la r adm iss ion  requ irem ents and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  o r degree  g ranting  institu tion.

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
M a c liin e  Tool T e c h n o lo g y  

M in im u m  P ro g ram  Len g th  - 5  Q u a rte rs

___________________________________________ 100___________________________________________

G e n e ra l C o re  C u rric u lu m C re d it H o u rs  13
ENG 111 Business English 5
MAT 101 G eneral M athem atics 5
PSY 100 Interpersona l Relations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m C re d it H o u rs  70
MCH 101 In troduction  to  M ach ine Tool 6
MCH 102 B lueprin t Reading fo r M ach ine Tool 5
MCH 104 M ach ine Tool Math 1 5
MCH 105 M achine Tool Math II 5
MCH 107 C haracte ris tics o f M eta ls /H eat Treatm ent 1 4
MCH 109 Lathe O pera tions 1 7
MCH 110 Lathe O pera tions II 6
MCH 112 Surface G rind ing  O pera tions 6
MCH 114 B lueprin t Reading II 5
MCH 115 Mill O pera tions 1 7
MCH 116 Mill O pera tions II 6
MCH 118 C om pute r/C N C  Literacy 5
SCT 100 Introduction  to  M icrocom puters 3

E le c tiv e s 5

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 88

Northwest Georgia’s Regional Technical Institute



QUALITY CONTROL  
AAT DEGREE

____________ 101____________

Program  Description: Students com ple ting the Quality Control Technology Program  are 
prepared to  develop and operate quality contro l system s, apply and analyze testing and in
spection procedures, use m etro logy and statistical m ethods to d iagnose and correct im proper 
quality contro l practices, understand human factors and motivation, develop and adm in ister 
m anagem ent inform ation systems, and audit quality system s for defic iency identification and 
correction. Upon graduation students will receive the associate degree in Quality Control 
Technology.

Adm ission R equirem ents

T h e  requ irem ents  fo r adm iss ion  to  the Q ua lity  C ontro l Techno logy P rogram  are: 
a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  o f GED;
ach ievem ent o f p rog ram  ready or p rov is iona l sco res  on the  ASSET p lacem en t test; and 
co m p le tion  o f genera l adm iss ion  requirem ents.

I Transfer s tudents  to  the  p rogram  m ust m eet regu la r adm iss ion  requ irem ents and be in g ood  s tand 
ing at a reg iona lly  accred ited  d ip lom a  or degree  g ran ting  institu tion.

R e q u ire m e n ts  fo r th e  A A T D e g re e  in 
Q u a lity  C o n tro l 

M in im u m  P ro g ram  Length  - 6  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  
A re a  I

C re d it H o u rs  35

ENG 191 C om pos ition  and Rhetoric 5
iSPC 191 F undam enta ls  o f Speech 5
!HUM 191 In troduction  to  H um anities 5

A re a  II
|PSY 191 in troducto ry  P sycho logy 5
ECO 191 Princ ip les o f E conom ics 5

;A rea III
(MAT 191 C ollege  A lgebra 5
iMAT 198 In troduction  to  S tatistics 5

O c c u p a tio n a l C u rricu lu m C re d it H o u rs  61
iMCH 102 B lueprin t Reading fo r Q ua lity C ontro l 5
iSC T 100 Introduction  to M icrocom pute rs 3
iO CT 113 M etro logy 5
IQCT 114 S tatistica l P rocess C ontro l 3
:q c t 115 Q uality Cost C ontro l 5
!QCT 123 Q uality A ud it System s 5
;q c t 211 S tatistica l Q ua lity C ontro l 5
;q c t 212 Industria l S tatistics fo r Q uality 5
:QCT 213 D esign o f Experim ents 5
,QCT 221 Q uality P lanning and Reliability 5
;q c t 222 Problem  S olving and D ecision M aking 5
IQCT 224 P rocurem ent Q ua lity C ontro l 5
QCT 240 Q uality Technician Sem inar 5

E le c tiv e s 5

Total C re d it H o u rs  R e q u ire d  fo r G rad u a tio n 101

Northwest Georgia’s Regional Technical Institute



QUALITY CONTROL  
D IP L O M A

P ro g ra m  D e s c r ip t io n :  S tu d e n ts  c o m p le t in g  th e  Q u a lity  C o n tro l T e c h n o lo g y  P ro g ra m  a re  
p re p a re d  to  d e v e lo p  a n d  o p e ra te  q u a lity  c o n tro l s y s te m s , a p p ly  a n d  a n a ly z e  te s t in g  a n d  in 
s p e c tio n  p ro c e d u re s , use  m e tro lo g y  a n d  s ta tis tica l m e th o d s  to  d ia g n o s e  a n d  c o rre c t im p ro p e r 
q u a lity  c o n tro l p ra c tic e s , u n d e rs ta n d  h u m a n  fa c to rs  a n d  m o tiv a tio n , d e v e lo p  a n d  a d m in is te r  
m a n a g e m e n t in fo rm a tio n  s y s te m s , a n d  a u d it q u a lity  s y s te m s  fo r  d e fic ie n c y  id e n tif ic a tio n  a n d  
c o rre c tio n . U p o n  g ra d u a tio n  s tu d e n ts  w ill re ce ive  a  d ip lo m a  in Q u a lity  C o n tro l T e ch n o lo g y .

Adm ission R equirem ents

The requ irem ents fo r adm iss ion  to  the  Q ua lity  C ontro l T echno logy P rogram  are: 
a tta inm ent o f 16 o r m ore  years o f age;
docum en ta tion  o f h igh  schoo l g radua tion  o r co m p le tion  o f GED;
ach ievem ent o f p rogram  ready o r p rov is iona l sco res  on the  ASSET p lacem en t test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

Transfer s tudents  m ust m eet the  regu la r adm iss ion  requ irem ents  and be in g oo d  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institu tion .

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
Q u a lity  C o n tro l
M in im u m  P ro g ra m  L ength  - 5  Q u a rte rs

__________________________________________102__________________________________________

G e n e ra l C o re C u rric u lu m C re d it H o u rs  23
ECO 191 Princip les o f E conom ics 5
ENG 111 Business English 5
MAT 191 C ollege  A lgebra 5
MAT 198 In troduction  to  S tatistics 5
PSY 100 Interpersona l R elations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m C re d it H o u rs  61
MCH 102 B lueprin t Reading fo r Q ua lity  C ontro l 5
SCT 100 Introduction  to  M icrocom pute rs 3
Q C T 113 M etro logy 5
O CT 114 Statistica l P rocess C ontro l 3
Q CT 115 Q uality C ost C ontro l 5
Q CT 123 Q uality A ud it System s 5
Q C T 211 Statistica l Q ua lity  C ontro l 5
Q CT 212 Industria l S tatistics fo r Q ua lity 5
Q CT 213 Design o f E xperim ents 5
Q C T 221 Q uality P lanning and Reliability 5
Q CT 222 Problem  Solv ing  and D ecis ion M aking 5
Q CT 224 P rocurem ent Q ua lity  C ontro l 5
QCT 240 Q uality Technician S em inar 5

E lec tiv e s 5

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n 89
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SPECIALIZED CERTIFICATES  
QUALITY CONTROL  

CERTIFIED MECHANICAL INSPECTOR

D e s c r ip t io n :T h e  C e rtif ie d  M e c h a n ic a l In s p e c to r  C e rtif ic a te  is d e s ig n e d  to  p ro v id e  th e  s tu 
d e n t w ith  th e  n e c e s s a ry  k n o w le d g e  to  p a s s  th e  A S Q C  c e rtif ic a tio n  e x a m in a tio n . S tu d e n ts  
c o m p le t in g  th e  C e rtif ie d  M e c h a n ic a l In s p e c to r  C e rtif ic a te  a re  p re p a re d  to  w o rk  in s u p p o r t  o f 
a n d  u n d e r th e  d ire c t io n  o f q u a lity  e n g in e e rs , s u p e rv is o rs , o r te c h n ic ia n s .

Adm ission R equirem ents

The requ irem ents  fo r adm iss ion  to  the  C ertified M echan ica l Inspecto r C ertifica te  are; 
a tta inm ent o f 16 o r m ore  years o f age;
docu m e n ta tio n  o f h igh schoo l g radua tion  o r co m p le tion  o f GED; 
co m p le tion  o f genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rog ram  ready or p rov is iona l scores on the ASSET p lacem en t test.

: O c c u p a tio n a l C u rric u lu m  C re d it H o u rs

____________________________________________ 103___________________________________________

MAT 103 A lgebra ic  C oncep ts 5
MCH 102 B lueprin t R eading 1 5
O C T 113 M etro logy 5
O C T 114 Statistica l P rocess C ontro l 3

;ocT 230 S em inar in M echan ica l Inspection 5

i Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  23

CERTIFIED QUALITY AUDITOR
D e s c r ip t io n :  T he  C e rtif ie d  Q u a lity  A u d ito r  C e rtif ic a te  is d e s ig n e d  to  p ro v id e  th e  s tu d e n t w ith  
th e  n e c e s s a ry  k n o w le d g e  to  p a ss  th e  A S Q C  c e rtif ic a tio n  e x a m in a tio n . S tu d e n ts  c o m p le t in g  

! th e  C e rtif ie d  Q u a lity  A u d ito r  C e rtif ic a te  w ill u n d e rs ta n d  th e  s ta n d a rd s  a nd  p r in c ip le s  o f a u d it
ing  a n d  th e  a u d it in g  te c h n iq u e s  o f e x a m in in g , q u e s tio n in g , e v a lu a tin g , a n d  re p o rtin g  to  d e te r
m in e  a q u a lity  s y s te m  a d e q u a c y  a n d  d e fic ie n c ie s . T he  C e rtifie d  Q u a lity  A u d ito r  a n a ly z e s  all 

i e le m e n ts  o f a q u a lity  e v a lu a tio n  a nd  c o n tro l s ys te m s .

Adm ission Requirem ents

The requ irem ents fo r adm iss ion  to  the Certified Q uality A ud ito r C ertifica te  are: 
a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED; 
com p le tion  o f genera l adm iss ion  requirem ents; and
ach ievem ent o f p rogram  ready or p rovis iona l scores on the ASSET p lacem ent test. 

O ccupa tiona l C u rric u lu m  C redit Hours
SCT 100 Introduction  to M icrocom pute rs 3
MAT 103 A lgebra ic  C oncepts 5
O C T 115 Q uality  C ost C ontro l 5
O CT 123 Q uality Aud it System s 5
O C T 235 Sem inar in Q uality A ud iting 5

Total C re d it H o u rs  R e q u ired  fo r G rad u a tio n 23
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SPECIALIZED CERTIFICATES  
QUALITY CONTROL  

CERTIFIED QUALITY TECHNICIAN

D e s c r ip t io n :  T h e  C e rtifie d  Q u a lity  T e ch n ic ia n  C e rtif ic a te  is d e s ig n e d  to  p ro v id e  th e  s tu d e n t 
w ith  th e  n e c e s s a ry  k n o w le d g e  to  p a ss  th e  A S Q C  c e rtif ic a tio n  e x a m in a tio n . S tu d e n ts  c o m 
p le tin g  th e  C e rtif ie d  Q u a lity  T e ch n ic ia n  C e rtif ic a te  a re  p re p a re d  to  w o rk  u n d e r p ro fe s s io n a l 
d ire c tio n  o r s u p e rv is io n  o f q u a lity  e n g in e e rs . T h e  q u a lity  te c h n ic ia n  a n a ly z e s  a n d  so lve s  
q u a lity  p ro b le m s , p re p a re s  in s p e c tio n  p la n s  a n d  in s tru c tio n , s e le c ts  s a m p lin g  p la n  a p p lic a 
tio n s , p re p a re s  p ro c e d u re s , tra in s  in sp e c to rs , p e rfo rm  a ud its , a n a lyze s  q u a lity  c o s ts  a n d  o th e r 
q u a lity  d a ta , a n d  a p p lie s  fu n d a m e n ta l s ta tis tic a l m e th o d s  fo r  p ro c e s s  c o n tro l.

Adm ission R equirem ents
The requ irem ents fo r adm iss ion  to  the  C ertified Q ua lity  Technic ian C ertifica te  are: 

a tta inm ent o f 16 or m ore  years o f age;
docum en ta tion  o f h igh schoo l g radua tion  o r com p le tion  o f GED; 
com p le tion  o f genera l adm iss ion  requirem ents;
ach ievem ent o f p rogram  ready o r p rov is iona l scores on the  ASSET p lacem en t test. 

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs

___________________________________________ 104___________________________________________

MAT 198 In troduction  to  S tatistics 5
O C T 211 S tatistica l Q ua lity  C ontro l 5
Q C T 212 Industria l S tatistics fo r Q uality 5
Q CT 222 P roblem  S olving and D ecis ion M aking 5
Q C T 240 Technician S em inar 5

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 25
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W ELDING AND JOINING TECHNOLOGY  
DIPLOMA

P ro g ra m  D e s c r ip tio n : T h e  W e ld in g  a n d  J o in in g  T e c h n o lo g y  is a s e q u e n c e  o f c o u rs e s  th a t 
p re p a re s  s tu d e n ts  fo r  c a re e rs  in W e ld in g  a n d  J o in in g  T e c h n o lo g y  p ro fe s s io n . L e a rn in g  o p 
p o r tu n it ie s  d e v e lo p  a c a d e m ic , te c h n ic a l a n d  p ro fe s s io n a l k n o w le d g e  a n d  s k ills  re q u ire d  fo r 
jo b  a cqu is itio n , re ten tion  a nd  a dva n ce m e n t. T he  p ro g ra m  e m p h a s ize s  a  co m b in a tio n  o f w e ld in g  
a n d  jo in in g  te c h n o lo g y  th e o ry  a n d  p ra c tic a l a p p lic a tio n  n e c e s s a ry  fo r  s u c c e s s fu l e m p lo y m e n t 
u s in g  bo th  m anua l and  c o m p u te riz e d  w e ld in g  and  jo in in g  te c h n o lo g y  sys tem s. P ro g ram  g ra d u 
a te s  re ce ive  a w e ld in g  a n d  jo in in g  te c h n o lo g y  d ip lo m a  w h ic h  q u a lif ie s  th e m  as  W e ld in g  a nd  
J o in in g  T e ch n ic ia n s . G ra d u a te s  m a y  re ce ive  a c e rt if ic a te  in tw o  a reas.

A d m is s io n  R e q u ire m e n ts  
T h e  re q u ire m e n ts  fo r  a d m is s io n  to  th e  W e ld in g  a n d  J o in in g  T e c h n o lo g y  P ro g ra m  are;

a tta in m e n t o f 16 o r m o re  ye a rs  o f a ge ;
d o c u m e n ta tio n  o f h ig h  s c h o o l g ra d u a tio n  o r c o m p le t io n  o f G E D  p rio r to  g ra d u a tio n ; 
a c h ie v e m e n t o f p ro g ra m  re a d y  o r p ro v is io n a l s c o re s  on  th e  A S S E T  p la c e m e n t tes t; 
a n d  c o m p le tio n  o f g e n e ra l a d m is s io n  re q u ire m e n ts .

Transfer s tudents  to  the  p rog ram  m ust m eet regu la r adm iss ion  requ irem en ts and be in g ood  s tand 
ing at a reg iona lly  accred ited  d ip lom a  or degree  g ran ting  institu tion .

R e q u ire m e n ts  fo r  th e  D ip lo m a  in 
W e ld in g  a nd  J o in in g  T e c h n o lo g y  

M in im u m  P ro g ra m  L e n g th  - 4  q u a rte rs

G e n e ra l C o r e  C u r r ic u lu m  C r e d it  H o u rs  13
E N G  111 B u s in e s s  E n g lis h  5
M A T 101 G e n e ra l M a th e m a tic s  5
P S Y  100  In te rp e rs o n a l R e la tio n s  a n d  P ro fe ss io n a l D e v e lo p m e n t 3

____________________________________________ 105___________________________________________

O c c u p a t io n a l  
S C T  100
W L D
W L D
W L D
W L D
W L D
W L D
W L D
W L D
W L D
W L D
W L D

100
101
103
104
105
106
107
108
109
110 
112

C u rr ic u lu m
In tro d u c tio n  to  M ic ro c o m p u te rs  
In tro d u c tio n  to  W e ld in g  T e c h n o lo g y  
O xy fu e l G u ttin g  
B lu e p r in t R e a d in g  I 
S h ie ld e d  M eta l A rc  W e ld in g  I 
S h ie ld e d  M eta l A rc  W e ld in g  II 
S h ie ld e d  M eta l A rc  W e ld in g  III 
S h ie ld e d  M eta l A rc  W e ld in g  IV 
B lu e p rin t R e a d in g  II 
G as  M eta l A rc  W e ld in g  
G as T u n g s te n  A rc  W e ld in g  
P re p a ra tio n  fo r  In d u s tr ia l Q u a lific a tio n

C r e d it  H o u rs  6 2
3 
6
4 
3 
6 
6 
6 
6
3 
6
4 
4

E le c t iv e s  

T o ta l C r e d it  H o u rs  R e q u ire d  fo r  G ra d u a t io n

5

75
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SPECIALIZED CERTIFICATES  
WELDING

__________________ 106__________________

GAS METAL ARC WELDING

D e s c r ip tio n : T he  p u rp o s e  o f th e  G as M eta l A rc  W e ld in g  C e rtifica te  is to  p ro v id e  le a rn in g  o p 
p o rtu n itie s  fo r  in d iv id u a ls  w h o  n ee d  jo b  s p e c if ic  tra in in g  in th e  a re a  o f G as  M e ta l A rc  W e ld in g .

A d m is s io n  R e q u ire m e n ts  
T he  re q u ire m e n ts  fo r  a d m is s io n  to  th e  G as M e ta l A rc  W e ld in g  C e rtif ic a te  are: 

a tta in m e n t o f 16 o r m o re  y e a rs  o f age , 
c o m p le tio n  o f g e n e ra l a d m is s io n  re q u ire m e n ts .

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs
W LD  100 In troduction  to  W eld ing  Techno logy 6
W LD  101 Oxyfuel C u tting  4
W LD  109 Gas Metal A rc W eld ing  6

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n  16

GAS TUNGSTEN ARC WELDING

D e s c r ip t io n :  T he  p u rp o s e  o f th e  G as T u n g s te n  A rc  W e ld in g  C e rtif ic a te  is to  p ro v id e  le a rn in g  
o p p o r tu n it ie s  fo r  in d iv id u a ls  w h o  n ee d  jo b  s p e c if ic  tra in in g  in th e  a re a  o f G as  T u n g s te n  A rc  
W e ld in g .

A d m is s io n  R e q u ire m e n ts  
T he  re q u ire m e n ts  fo r  a d m is s io n  to  th e  G as T u n g s te n  A rc  W e ld in g  C e rtif ic a te  a re ; 

a tta in m e n t o f 16 o r m o re  y e a rs  o f age .
a c h ie v e m e n t o f p ro g ra m  re a d y  o r p ro v is io n a l s c o re s  on  th e  A S S E T  p la c e m e n t 
e x a m in a tio n ,a n d
c o m p le tio n  o f g e n e ra l a d m is s io n  re q u ire m e n ts  

O c c u p a t io n a l C u r r ic u lu m  C r e d it  H o u rs
MAT 101 G eneral M athem atics 5
W LD 100 In troduction  to  W eld ing  Techno logy 6
W LD 103 B lueprin t Reading 1 3
W LD 108 B lueprin t R eading II 3
W LD 110 G as Tungsten A rc W eld ing 4
W LD 150 Specia l P ro jects in Gas 5

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n 26
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SPECIALIZED CERTIFICATES  
WELDING  

SHIELDED METAL ARC WELDING

Description: T h e  p u rp o s e  o f th e  S h ie ld e d  M e ta l A rc  W e ld in g  C e rtif ic a te  is to  p ro v id e  le a rn in g  
o p p o r tu n it ie s  fo r  in d iv id u a ls  w h o  n e e d  jo b  s p e c if ic  tra in in g  in th e  a re a  o f S h ie ld e d  M e ta l A rc  
W e ld in g .

A dm iss ion  R equirem ents 
The requ irem ents  fo r adm iss ion  to  the  S h ie lded  M etal A rc W e ld ing  C ertifica te  are: 

a tta inm en t o f 16 o r m ore  years o f age,
ach ievem ent o f p rog ram  ready o r p rov is iona l sco res on the  ASSET P lacem ent 
exam ina tion , and
co m p le tion  o f genera l adm iss ion  requ irem ents 

O c c u p a tio n a l C u rric u lu m  C re d it  H o u rs

____________________________________________107___________________________________________

MAT 101 G enera l M athem atics 5
W LD 100 In troduction  to  W eld ing  Techno logy 6
W LD 103 B luep rin t R eading 1 3
W LD 104 S h ie lded  M etal A rc W e ld ing  1 6
W LD 105 S h ie lded  M etal A rc W e ld ing  II 6
W LD 106 S h ie lded  M etal A rc W eld ing  III 6
W LD 107 S h ie lded  Metal A rc W e ld ing  IV 6
W LD 108 B lueprin t R eading II 3

Total C re d it  H o u rs  R e q u ire d  fo r  G ra d u a tio n 41
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COSMETOLOGY
D IP L O M A

P ro g ra m  D e s c r ip t io n :  T h e  C o s m e to lo g y  P ro g ra m  is a  s e q u e n c e  o f c o u rs e s  th a t p re p a re s  
s tu d e n ts  fo r  c a re e rs  in th e  fie ld  o f c o s m e to lo g y . L e a rn in g  o p p o r tu n it ie s  d e v e lo p  a c a d e m ic  
a n d  p ro fe s s io n a l k n o w le d g e  a n d  s k ills  re q u ire d  fo r  jo b  a c q u is it io n , re te n tio n , a n d  a d v a n c e 
m e n t. T h e  p ro g ra m  e m p h a s iz e s  s p e c ia liz e d  tra in in g  in sa fe ty , s a n ita tio n , h a ir tre a tm e n t a nd  
m a n ip u la tio n , sk in  a n d  nail ca re , co lo r, h ig h lig h t in g , p e rm a n e n t w e a v in g , re la x in g , h a irc u ttin g , 
s ty lin g , re c e p tio n , sa les , a n d  m a n a g e m e n t. T he  c u rr ic u lu m  m e e ts  th e  lic e n s in g  re q u ire m e n ts  
o f th e  S ta te  B o a rd  o f C o s m e to lo g y . P ro g ra m  g ra d u a te s  re ce ive  a C o s m e to lo g y  d ip lo m a  a nd  
a re  e m p lo y a b le  as a  c o s m e to lo g y  s a le s p e rs o n , c o s m e to lo g is t,  s a lo n  m a nage r, o r a sa lo n  
ow ner.

Adm ission Requirem ents

T h e  re q u ire m e n ts  fo r  a d m is s io n  to  th e  C o s m e to lo g y  P ro g ra m  are: 
a tta in m e n t o f 16 o r m o re  ye a rs  o f age ;
d o c u m e n ta tio n  o f h ig h  s c h o o l g ra d u a tio n  o r c o m p le t io n  o f G E D  p r io r to  g ra d u a tio n ; 
a ch ie ve m e n t o f p ro g ra m  ready  o r p rov is iona l sco re s  on  the  A S S E T  p la ce m e n t test; and  
c o m p le tio n  o f g e n e ra l a d m is s io n  re q u ire m e n ts .

Transfer s tudents  m ust m eet the regular adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  or degree  g ranting  institution.

R e q u ire m e n ts  fo r th e  D ip lo m a  in C o s m e to lo g y  
M in im u m  P ro g ra m  L ength  - 5  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  13

ENG 111 Business English 5
MAT 101 G eneral M athem atics 5
PSY 100 In te rpersona l R elations and P rofessional D eve lopm ent 3

O c c u p a tio n a l C u rric u lu m  57

C O S 100 In troduction  to  C osm eto logy  Theory 5
CO S 101 In troduction  to  Perm anent W aving and Relaxing 2
C O S 102 In troduction  to  Hair C o lo r 4
CO S 103 In troduction  to  Skin, Scalp, and Hair 2
CO S 104 In troduction  to  M an icuring  and P ed icuring  1
C O S 105 In troduction  to  S ham poo ing  and S tyling 3
C O S 106 In troduction  to  H aircu tting  2
CO S 107 H aircu tting  Techniques 2
CO S 108 Perm anent W aving and Relaxing 3
CO S 109 Hair C o lo r 2
CO S 110 Skin, Scalp, and Hair 2
CO S 111 Styling 3
C O S 112 M anicuring  and Ped icuring  1
C O S  113 P ra c tic u m  I 4
C O S  114 P ra c tic u m  II 8
C O S  115 P ra c tic u m /ln te rn s h ip  I 4
C O S  116 P ra c tic u m /ln te rn s h ip  II 5
C O S  117 S a lo n /S h o p  M a n a g e m e n t 4
S C T  100 In tro d u c tio n  to  M ic ro c o m p u te rs  3

____________________________________________109___________________________________________

T o ta l C re d it  H o u rs  R e q u ire d  fo r  G ra d u a t io n  7 3
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SPECIALIZED CERTIFICATE  
COSMETOLOGY

N A IL  T E C H N IC IA N

T h e  N a il T e ch n ic ia n  C e rtif ic a te  P ro g ra m  is d e s ig n e d  to  p ro v id e  c e rtif ic a tio n  o f tra in in g  fo r  
p e rs o n s  d e s ir in g  to  b e c o m e  na il te c h n ic ia n s . T h e  c o u rs e s  a re  c o n ta in e d  in th e  C o s m e to l
o g y  D ip lo m a  P ro g ra m  a n d  m a y  be  a p p lie d  to w a rd  a  d ip lo m a  in th a t m a jo r

Adm ission R equirem ents

The requ irem en ts fo r adm iss ion  to  the  Nail Technic ian C ertifica te  are; 
a tta inm ent o f 16 o r m ore years o f age; 
co m p le tion  o f genera l adm iss ion  requ irem ents

O c c u p a tio n a l C u rric u lu m  C re d it H ours
C O S 100 In troduction  to  C osm eto logy 5
C O S 104 In troduction  to  M an icuring  and P ed icuring  1
C O S 112 M an icuring  and P ed icuring  1
C O S 114 P racticum  II 8
CO S 117 S a lon /S hop  M anagem ent 4

Total C re d it  H o u rs  R e q u ire d  fo r  G ra d u a tio n  19
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LICENSED PRACTICAL NURSING
D IP L O M A

P ro g ra m  D e s c r ip t io n :  T h e  P ra c tica l N u rs in g  P ro g ra m  is d e s ig n e d  to  p re p a re  s tu d e n ts  to  
w rite  th e  S ta te  B o a rd  o f E x a m in a tio n  fo r  lic e n s e  as p ra c tic a l n u rse s . T h e  p ro g ra m  p re p a re s  
g ra d u a te s  to  g ive  c o m p e te n t n u rs in g  ca re . T h is  is d o n e  th ro u g h  a s e le c te d  n u m b e r o f a c a 
d e m ic  a n d  o c c u p a tio n a l c o u rs e s  p ro v id in g  a  v a rie ty  o f te c h n iq u e s  a n d  m a te r ia ls  n e c e s s a ry  to  
a s s is t th e  s tu d e n t in a c q u ir in g  th e  n e e d e d  k n o w le d g e  a n d  s k ills  to  g ive  c o m p e te n t ca re . A 
v a rie ty  o f c lin ic a l e x p e rie n c e s  a re  p la n n e d  so  th a t th e o ry  a n d  p ra c tic e  a re  in te g ra te d  u n d e r 
th e  g u id a n c e  o f th e  c lin ic a l in s tru c to r. P ro g ra m  g ra d u a te s  re ce ive  a  p ra c tic a l n u rs in g  d ip lo m a  
a n d  have  th e  q u a lif ic a t io n s  o f an e n try  leve l p ra c tic a l nu rse .

Adm ission Requirem ents

IN T R O D U C T IO N

T h e  p u rp o s e  o f th e  P ra c tica l N u rs in g  p ro g ra m  is to  p ro v id e  e d u c a tio n a l o p p o r tu n it ie s  to  
in d iv id u a ls  th a t w ill e n a b le  th e m  to  o b ta in  th e  k n o w le d g e , sk ills , a n d  a tt itu d e s  n e c e s s a ry  to  
s u c c e e d  in th e  fie ld  o f p ra c tic a l n u rs in g .

T he  P ra c tica l N u rs in g  p ro g ra m  p ro v id e s  e d u c a tio n a l o p p o r tu n it ie s  re g a rd le s s  o f race, 
co lo r, n a tio n a l o r ig in , re lig io n , sex, age , d isa b ility , a c a d e m ic  d is a d v a n ta g e , o r e c o n o m ic  d is 
a d v a n ta g e .

T h e  P ra c tica l N u rs in g  p ro g ra m  is in te n d e d  to  p ro d u c e  g ra d u a te s  w h o  a re  p re p a re d  fo r 
e m p lo y m e n t as p ra c tic a l n u rses . P ro g ra m  g ra d u a te s  a re  to  be  c o m p e te n t in th e  g e n e ra l a r
eas  o f c o m m u n ic a tio n s , m a th , a nd  in te rp e rs o n a l re la tio n s . G ra d u a te s  a re  to  be  c o m p e te n t in 
th e  o c c u p a tio n a l a re as  o f a n a to m y  a nd  p h y s io lo g y , d ru g  c a lc u la tio n s , a d m in is tra tio n  o f m e d i
ca tio n s , n u tr itio n  a n d  d ie t th e ra p y , n u rs in g  e th ics , p a tie n t ca re , a nd  w e lln e s s  a nd  p re v e n tio n  
o f illness .

T h e  P ra c tica l N u rs in g  p ro g ra m  s tr ive s  to  m e e t th e  hea lth  ca re  n e e d s  o f th e  c o m m u n ity  
w h ich  it se rves, w o rk in g  in c o n ju n c tio n  w ith  sp e c ific  a g e n c ie s  th a t e m p lo y  its g ra du a te s . G ra d u 
a te s  a re  p re p a re d  to  s it fo r th e  lic e n s u re  e x a m in a tio n  o f th e  G e o rg ia  B o a rd  o f E xa m in e rs  o f 
L ic e n s e d  P ra c tica l N u rs in g .

A D M IS S IO N  R E Q U IR E M E N T S

T he  fo llo w in g  g u id e lin e s  have  b ee n  e s ta b lis h e d  in c o n s id e r in g  a p p lic a n ts  fo r a d m is s io n  
to  th e  P ra c tica l N u rs in g  p ro g ra m . T h is  p o lic y  m a y  be e va lu a te d  a nd  re v ise d  as d e e m e d  
n e c e s s a ry  b y  fa c u lty  a n d  a d m in is tra tio n .

A. A ll a p p lic a n ts  to  th e  L ic e n s e d  P ra c tica l N u rs in g  p ro g ra m  m u s t m e e t th e  fo llo w in g  
re q u ire m e n ts ;

1. Be 17 o r m o re  ye a rs  o f age .

2. S u b m it a p p lic a t io n  a n d  re q u ire d  fee s  to  N o rth w e s te rn  T e chn ica l Ins titu te  
A d m is s io n s  O ffice .

3. Take th e  p la c e m e n t e x a m in a tio n  (A S SE T) a nd  a ch ie ve  re q u ire d  sco re s :
W ritin g  35  
R e a d in g  38 
M ath  38

If the  p la c e m e n t te s t re su lts  in d ica te  th a t the  s tu d e n t is n o t a c a d e m ic a lly  p re p a re d  to  e n te r the  
p ro g ra m , the  s tu d e n t m a y  be  g ra n te d  d e v e lo p m e n ta l o r p ro v is io n a l a d m is s io n  s ta tu s  to  the  
in s titu tio n  a nd  w ill be  p la c e d  in o ne  o r m o re  d e v e lo p m e n ta l c lasses .

4. S u b m it o ffic ia l h ig h  s c h o o l a nd  c o lle g e  tra n s c r ip t o r G E D  te s t re su lts  to  N o rth 
w e s te rn  T e chn ica l Ins titu te .
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NURSING ADMISSION REQUIREMENTS

5. Take th e  n u rs in g  e n tra n c e  e x a m in a tio n .
6. Have a  persona l in terview  w ith  des igna ted  sch oo l official u pon  sa tis facto ry com p le tion  

o f th e  a bo ve .
7. S tu d e n ts  w ill be  s e le c te d  w h e n  th e  a b o v e  re q u ire m e n ts  have  b ee n  c o m p le te d  

b a se d  u p o n  “ firs t co m e , f irs t s e rv e d ” a n d  s p a c e  a va ilab le .

B. S tu d e n ts  w h o  are  tra n s fe rr in g  fro m  o th e r re g io n a lly  a c c re d ite d  n u rs in g  p ro g ra m s  m ay
re ce ive  a d v a n c e  p la c e m e n t if:
1. T he  a b o v e  re q u ire m e n ts  have  b e e n  m et.

2. S tu d e n ts  w e re  in g o o d  s ta n d in g  a t th e ir  p re v io u s  in s titu tio n .

3. A  p e rs o n a l re fe re n c e  fro m  th e  p re v io u s ly  a tte n d e d  n u rs in g  s c h o o l fa c u lty  has 
been  s u b m itte d .

4. N u rs in g  c o u rs e s  have  b ee n  c o m p le te d  w ith in  tw o  y e a rs  p r io r  to  a p p ly in g  fo r  
a d m is s io n  o r re a d m is s io n .

5. S c ie n c e  c o u rs e s  have  b ee n  c o m p le te d  w ith in  th re e  y e a rs  p r io r  to  a p p ly in g  fo r  
a d m is s io n  o r re a d m is s io n .

C. S tu d e n ts  w ill s u b m it th e  fo llo w in g  n o  la te r  th a n  th re e  w e e k s  b e fo re  ro ta t io n  in
F u n d a m e n ta ls  o f  N u rs in g  (N S G  1 1 1 ) .

1. A  c o m p le te d  p h y s ic a l e x a m in a tio n  in c lu d in g  d ru g  sc re e n
2. D e n ta l e x a m in a tio n
3. L ia b ility  in s u ra n c e  p a y m e n t
4. C PR  c e rtif ic a tio n
5. R u b e lla  titer, PPD, c h ic k e n p o x  im m u n ity

R E T E N T IO N  P O L IC IE S
1. S tu d e n ts  m u s t m a in ta in  a  G PA o f 2 .0  o r be tte r. A  “ C ” m u s t be  a c h ie v e d  in each  

co u rse  in o rd e r to  p ro g re s s  to  th e  n ex t q u a rte r o f th e  n u rs in g  p ro g ra m . S o m e  
c o u rs e s  m a y  have  s p e c ia l re q u ire m e n ts  s u c h  as an 80%  p a ss  ra te  on  th e  d ru g  
c a lc u la tio n  e xa m in a tio n .

2. S tu d e n ts  m u s t a tta in  a n u m e ric a l g ra d e  o f 70  o r b e tte r in e a ch  n u rs in g  c o u rse , 
in c lu d in g  c lin ic a l ro ta tio n s , to  p ro g re s s  in th e  p ro g ra m .

3. A  s tu d e n t m u s t m a in ta in  CPR c e rtifica tio n  a nd  ca rry  p ro fe ss io n a l lia b ility  in su ran ce  
w h ile  e n ro lle d  in n u rs in g  co u rse s .

R E A D M IS S IO N  P O L IC IE S
1. A ll c u rre n t a d m is s io n  re q u ire m e n ts  m u s t be  m e t b e fo re  a p p ly in g  fo r re a d m iss io n .

2. S tu d e n t m u s t c o n tin u e  to  be  in g o o d  s ta n d in g  w ith  th e  in s titu tio n  a n d  th e  n u rs in g  
p ro g ra m , i.e., no  d is c ip lin a ry  o r a c a d e m ic  m is c o n d u c t on  re co rd .

3. U nsuccess fu l s tu d e n ts  w ill be a llo w e d  o n ly  one  re a dm iss io n  in to  the  nu rs ing  cou rse  
in w h ic h  s tu d e n t w a s  u n s u c c e s s fu l.

4. A fte r an u n s u c c e s s fu l co u rs e , th e  s tu d e n t is re q u ire d  to  w a it a t le a s t o n e  q u a rte r 
b e fo re  re -e n te rin g  th a t c o u rse .

5. A fte r th e  s e c o n d  fa ilu re , s tu d e n ts  m u s t re a p p ly  to  th e  LPN p ro g ra m .

__________________________________________ 1 1 2__________________________________________
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P H Y S IC A L  E X A M IN A T IO N

S tu d e n ts  a re  re q u ire d  to  s u b m it a c o m p le te d  p h y s ic a l e x a m in a tio n  fo rm  to  th e  N u rs in g  
O ffice  th re e  w e e k s  b e fo re  c lin ic a ls  b e g in  in th e  F u n d a m e n ta ls  c o u rse . T h e  p h y s ic a l m u s t 
c o n ta in  c u rre n t in fo rm a tio n  w ith in  th e  p a s t th re e  m o n th s . In c lu d e d  in th e  p h y s ic a l fo rm  m u s t 
be  th e  re s u lts  o f a TB  sk in  te s t o r c h e s t x-ray, ru b e lla  titer, c h ic k e n  p o x  im m u n ity , d ru g  sc re e n , 
a n d  e v id e n c e  o f te ta n u s  b o o s te r  w ith in  th e  la s t te n  (10) ye a rs . In a d d it io n , a d ru g  s c re e n  m a y  
be  re q u ire d  a t a n y  tim e  if s tu d e n t b e h a v io r w a rra n ts .

L IA B IL IT Y  IN S U R A N C E

S tu d e n ts  a re  re q u ire d  to  p u rc h a s e  th e  lia b ility  in su ra n ce . In o rd e r fo r  th e  in s u ra n c e  to  be  
e ffe c tive  b y  th e  f irs t c lin ic a l day, th e  fee  w ill be  d u e  th re e  w e e k s  b e fo re  th e  firs t w e e k  o f 
c lin ic a l. T h e  a p p ro x im a te  c o s t is $15 .00 .

G R A D U A T IO N  R E Q U IR E M E N T S

All c o u rs e s  in th e  n u rs in g  c u rr ic u lu m  m u s t be  c o m p le te d  in o rd e r to  g ra d u a te . O n ly  
s tu d e n ts  w h o  have  c o m p le te d  re q u ire d  c o u rs e  w o rk  a nd  re ce ive  th e  d ip lo m a  are  e lig ib le  to  s it 
fo r  th e  N C LE X -P N .

S tu d e n ts  w ill be  re q u ire d  to  d e m o n s tra te  a tta in m e n t o f s ta te d  p ro g ra m  c o m p e te n c ie s  by 
a c h ie v in g  a  p re d e te rm in e d  s c o re  on  th e  N LN  a n d  o th e r d ia g n o s tic  re a d in e s s  tes ts . S tu d e n ts  
no t a ch iev in g  th is  sco re  w ill be re q u ired  to  su cce ss fu lly  co m p le te  rem ed ia l w o rk  p rio r to  c o m p le 
t io n  o f th e  p ro g ra m .

P ra c t ic a l N u rs in g  P ro g ra m  E s s e n t ia l S k ills

1. M ee t a d m is s io n  s ta n d a rd s .
2. P e rfo rm , read  a n d  in te rp re t v ita l b o d y  s ig n s .
3. A d m in is te r  a nd  e va lu a te  all ty p e s  o f m e d ic a tio n s  fo llo w in g  sa fe  p ro c e d u re s .
4. P e rfo rm  s te rile  a n d  iso la tio n  te c h n iq u e s .
5. A ss is t in lifting , tra n s fe rr in g , a nd  m o v in g  p a tie n ts  a c c o rd in g  to  se t n u rs in g  s ta n d a rd s .
6. P e rfo rm  d a ily  fu n c tio n s  fo r p a tie n ts . (E xa m p le : feed , b a th e , c h a n g e  b ed  linen , 

p o s itio n in g , e lim in a tio n , e tc.)
7. R ead a n d  in te rp re t le g a l d o c u m e n ts  w ith in  th e  s c o p e  o f n u rs in g  p ra c tice .
8. P e rfo rm  d o c u m e n ta tio n  p ro c e d u re s .
9. M ove  th ro u g h o u t th e  c lin ic a l s ite  in an e ffic ie n t m anner.

10. C o m m u n ic a te  v e rb a lly  a n d  n o n v e rb a lly  w ith  ta c t a nd  u n d e rs ta n d in g  w h e n  d e a lin g  
w ith  p a tie n ts , fa m ilie s  a nd  c o -w o rk e rs .

11. P e rfo rm  a n d  m a in ta in  CPR c e rtif ica tio n .
12. D e m o n s tra te  p ro g re s s iv e  in d e p e n d e n c e  w ith o u t c o n s ta n t su p e rv is io n .
13. D e m o n s tra te  p e rs is te n t a p p ro p r ia te  p e rso n a l g ro o m in g  in c la ss  a nd  c lin ic a l p ra c tice .
14. F o llo w  th e  p o lic ie s  a nd  p ro c e d u re s  o f th e  fa c ility  used  fo r c lin ic a l p ra c tice .

C lin ic a l R e q u ire m e n ts
W o rk in g  E n v iro n m e n t - W o rks  in s id e  w e ll- lig h te d , ve n tila te d  p a tie n t ca re  un it, s p e n d s  89- 
90%  o f t im e  in p riva te  a n d  s e m i-p riv a te  p a tie n t ca re  ro o m s . M ay p o s s ib ly  re ce ive  cu ts  fro m  
sh a rp  in s tru m e n ts  a nd  in fe c tio n s  fro m  s h a rp  in s tru m e n ts  a nd  in fe c tio n s  fro m  c o n ta m in a te d  
e q u ip m e n t a nd  p e rs o n n e l. M ay be  e x p o s e d  to  c o m m u n ic a b le  d ise ase s . M ay p o s s ib ly  in c u r 
s tra in s  d u e  to  h a n d lin g  h ea vy  e q u ip m e n t. O S H A  R isk F a c to r - C a te g o ry  A. A c h a n c e  o f 
e x p o s u re  to  b lo o d  a nd  o th e r b o d y  f lu id s  is h ig h  a nd  is a c o n d it io n  o f e m p lo y m e n t. T he  p o s i
tio n  e xp o se s  the  e m p lo y e e  to  n o x io u s  sm e ll, e ith e r to x ic  o r n on -to x ic , e xp o su re  to  to x ic  fum es, 
gase s , va p o rs , m is ts  o r liq u id s  w h ic h  c o u ld , d e p e n d in g  on  th e  ch e m ic a l, ca u se  g e n e ra l o r 
lo c a liz e d  d is a b lin g  c o n d it io n s  as a re su lt o f in h a la tio n , in g e s tio n  o r a c tio n  on  the  sk in .
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L IC E N S E D  P R A C T IC A L  N U R S IN G  D IP L O M A

P h y s ic a l D e m a n d s  - T h is  p o s itio n  w ill p r im a rily  be  m e d iu m  w o rk  re q u ir in g  th e  a b ility  to  lift up  
to  50  p o u n d s  w ith  fre q u e n t lift in g  a n d /o r  c a rry in g  o b je c ts  w e ig h in g  u p  to  25  p o u n d s . T he  
a b ility  to  p u sh  o r p u ll ca rts  w e ig h in g  u p  to  50  p o u n d s  is re q u ire d . O c c a s io n a l s to o p in g , k n e e l
ing , re a c h in g , a n d  d e x te r ity  is re q u ire d . E x p re s s in g  o r e x c h a n g in g  id e a s  b y  th e  s p o k e n  w o rd  
is re q u ire d . T h e  a b ility  to  se e  a n d  o b ta in  im p re s s io n s  th ro u g h  th e  e ye s  o f sh a p e , s ize , d is 
ta n ce , m o tio n s  o r o th e r c h a ra c te r is t ic s  o f o b je c ts  is re q u ire d . T h is  re q u ire s  a  s e e in g  a c u ity  o f 
n e a r 2 0 /2 0  v is io n ; w ith  c la r ity  o f v is io n  a t tw e n ty  in c h e s  o r less, d e p th  p e rc e p tio n , fo u r-w a y  
fie ld  v is io n , sh a rp  eye  fo c u s , a nd  th e  a b ility  to  id e n tify  a n d  d is tin g u is h  co lo r. T he  a b ility  to  hea r 
is e sse n tia l. T h is  p o s itio n  re q u ire s  fre q u e n t s itt in g , s ta n d in g  a n d /o r  w a lk in g . A b ility  to  w o rk  
u n d e r m e n ta l a n d  p h y s ic a l s tre s s  re g u la r ly  is re q u ire d .

R e q u ire m e n ts  fo r  th e  D ip lo m a  in P ra c tic a l N u rs in g  
M in im u m  P ro g ram  Length  - 5  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  15

___________________________________________ r i 4 ___________________________________________

ENG 111 B usiness English 5
MAT 101 General M athem atics 5
*PSY 191 In troducto ry  P sycho logy 5

O c c u p a tio n a l C u rric u lu m 79
SOT 100 Introduction  to  M icrocom pute rs 3
AHS 101 A na tom y and P hysio logy 5
AHS 102 Drug C a lcu la tion  and A dm in is tra tion 3
AHS 103 N utrition and Diet Therapy 1 2
AHS 150 N utrition and Diet Therapy II 3
NSG 111 N ursing Fundam enta ls 13
NPT 112 M edical S urg ica l 1 P racticum 7
NPT 113 M edical S urg ica l N ursing P racticum  II 7
NPT 214 M aternal C h ild  N ursing P racticum 4
NPT 215 N ursing Leadersh ip  P racticum 2
NSG 112 M edical S urg ica l N urs ing 1 9
NSG 113 M edical S urg ica l N urs ing II 9
NSG 214 M aternal C h ild  N ursing 10
NSG 215 N ursing Leadersh ip 2

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 94

*S ubstitu ted  fo r PSY 101
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MEDICAL ASSISTANT  
D ip lo m a

P ro g ra m  D e s c r ip t io n :  T h e  M e d ic a l A s s is ta n t P ro g ra m  is d e s ig n e d  to  d e v e lo p  th e  k n o w l
e d g e  a n d  s k ills  n e c e s s a ry  to  fu n c t io n  in a  p riva te  o r g ro u p  m e d ic a l p ra c tic e . A  v a r ie ty  o f 
c o u rs e s  a re  g iv e n  to  a s s is t th e  s tu d e n t in a c q u ir in g  th e  n e e d e d  k n o w le d g e  a n d  s k ills  to  w o rk  
in a  m e d ic a l o ffice . A fte r c o m p le t in g  th e  re q u ire d  c o u rs e  w o rk , th e  s tu d e n t w ill in te rn  as  a 
m e d ic a l a ss is ta n t. G ra d u a te s  w ill re ce ive  a  d ip lo m a  in M e d ic a l A s s is ta n t a n d  a re  e m p lo y a b le  
in th e  m e d ic a l o ff ic e  e n v iro n m e n t.

Adm ission R equirem ents

N o rth w e s te rn  T e ch n ica l In s titu te  a d m is s io n  re q u ire m e n ts : 
a tta in m e n t o f 16 o r  m o re  y e a rs  o f a ge ;
d o c u m e n ta t io n  o f h ig h  s c h o o l g ra d u a tio n  o r c o m p le t io n  o f G E D ;
a c h ie v e m e n t o f p ro g ra m  re a d y  o r p ro v is io n a l s c o re s  on  th e  A S S E T  p la c e m e n t tes t;
p a y m e n t o f fe e s  fo r  lia b iity  in s u ra n c e , a n d
C P R  c e rtif ic a tio n .

Transfer s tuden ts  m ust m eet the  regu la r adm iss ion  requ irem ents and be in g ood  s tand ing  at a 
reg iona lly  accred ited  d ip lom a  o r deg ree  g ran ting  institu tion .

M e d ic a l A s s is ta n t a d m is s io n  re q u ire m e n ts :
1. C o m p le tio n  o f a p p lic a t io n  a n d  re la te d  p ro c e d u re s .
2. P a rtic ip a tio n  in in te rv ie w  w ith  P ro g ra m  D irec to r.
3. S u b m is s io n  o f an  a u to b io g ra p h y .
4. D o c u m e n ta tio n  o f p h y s ic a l e x a m in a tio n  a n d  im m u n iz a tio n  re co rd s .
5. A b ility  to  c o m p ly  w ith  h ea lth  re la te d  s ta n d a rd s  a n d  m e e t m in im u m  e sse n tia l 

s k ill re q u ire m e n ts .
6. P a y m e n t fo r  lia b ility  in su ra n ce .
7. D o c u m e n ta tio n  o f c u rre n t C P R  c e rtif ic a tio n .

M e d ic a l A s s is ta n t  P ro g ra m  E s s e n t ia l S k ills

1. M e e t a d m is s io n  s ta n d a rd s .
2. P e rfo rm , re a d  a n d  in te rp re t v ita l b o d y  s ig n s .
3. A d m in is te r  a n d  e va lu a te  all ty p e s  o f m e d ic a tio n s  fo llo w in g  sa fe  p ro c e d u re s .
4. P e rfo rm  s te r ile  a n d  is o la tio n  te c h n iq u e s .
5. A s s is t in lift in g , tra n s fe rr in g , a n d  m o v in g  p a tie n ts  a c c o rd in g  to  s a fe ty  s ta n d a rd s .
6. P e rfo rm  d a ily  fu n c tio n s  fo r  p a tie n ts . (E xa m p le : B lo o d  d ra w s , te s tin g , p e rfo rm  E K G ’s, 

a s s is t w ith  p h y s ic a l exam , e tc .)
7. R ead a n d  in te rp re t le g a l d o c u m e n ts  w ith in  th e  s c o p e  o f m e d ic a l a ss is ta n t p ra c tice .
8. P e rfo rm  d o c u m e n ta tio n  p ro c e d u re s .
9. M ove  th ro u g h o u t th e  c lin ic a l s ite  in an  e ffic ie n t m a n n e r

10. C o m m u n ic a te  v e rb a lly  a n d  n o n v e rb a lly  w ith  ta c t a n d  u n d e rs ta n d in g  w h e n  d e a lin g  
w ith  p a tie n ts , fa m ilie s  a n d  c o -w o rk e rs .

11. P e rfo rm  a n d  m a in ta in  C PR  ce rtif ic a tio n .
12. D e m o n s tra te  p ro g re s s iv e  in d e p e n d e n c e  w ith o u t c o n s ta n t su p e rv is io n .
13. D e m o n s tra te  p e rs is te n t a p p ro p r ia te  p e rso n a l g ro o m in g  in c la ss  a nd  c lin ic a l p ra c tice .
14. F o llo w  th e  p o lic ie s  a n d  p ro c e d u re s  o f th e  fa c ility  u sed  fo r c lin ic a l p ra c tice .

C lin ic a l R e q u ire m e n ts
W o rk in g  E n v iro n m e n t - W o rks  in s id e  w e ll- lig h te d , ve n tila te d  p a tie n t ca re  a reas, s p e n d s  89- 
9 0%  o f t im e  in p a tie n t ca re  a reas. M ay p o s s ib ly  re ce ive  c u ts  fro m  s h a rp  in s tru m e n ts  and  
in fe c tio n s  fro m  s h a rp  in s tru m e n ts  a n d  in fe c tio n s  fro m  c o n ta m in a te d  e q u ip m e n t a nd  p e rs o n 
nel. M ay  be  e x p o s e d  to  c o m m u n ic a b le  d ise ase s . M ay p o s s ib ly  in c u r s tra in s  d u e  to  h a n d lin g  
h ea vy  e q u ip m e n t. O S H A  R isk F a c to r - C a te g o ry  A. A c h a n c e  o f e x o o s u re  to  b lo o d  a nd  o th e r
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b o d y  f lu id s  is h ig h  a n d  is a  c o n d it io n  o f c o u rs e  c o m p le tio n . T h e  c o u rs e s  e x p o s e  th e  s tu d e n t 
to  n o x io u s  sm e ll, e ith e r to x ic  o r n o n -to x ic , e x p o s u re  to  to x ic  fu m e s , g ase s , v a p o rs , m is ts  o r 
liq u id s  w h ic h  c o u ld , d e p e n d in g  on  th e  c h e m ic a l, c a u s e  g e n e ra l o r lo c a liz e d  d is a b lin g  c o n d i
t io n s  as  a re s u lt o f in h a la tio n , in g e s tio n  o r a c tio n  on  th e  sk in . P h y s ic a l D e m a n d s  - T h is  
p o s itio n  w ill p r im a rily  be  m e d iu m  w o rk  re q u ir in g  th e  a b ility  to  lift u p  to  50  p o u n d s  w ith  fre q u e n t 
lift in g  a n d /o r  c a rry in g  o b je c ts  w e ig h in g  up  to  25  p o u n d s . T h e  a b ility  to  p u s h  o r p u ll ca rts  
w e ig h in g  u p  to  50  p o u n d s  is re q u ire d . O c c a s io n a l s to o p in g , k n e e lin g , re a c h in g , a n d  d e x te rity  
is re q u ire d . E x p re s s in g  o r e x c h a n g in g  id e a s  b y  th e  s p o k e n  w o rd  is re q u ire d . T h e  a b ility  to  
se e  a n d  o b ta in  im p re s s io n s  th ro u g h  th e  e ye s  o f s h a p e , s ize , d is ta n c e , m o tio n s  o r o th e r c h a r
a c te r is tic s  o f o b je c ts  is re q u ire d . T h is  re q u ire s  a  s e e in g  a c u ity  o f n e a r 2 0 /2 0  v is io n ; w ith  
c la r ity  o f v is io n  a t tw e n ty  in c h e s  o r less, d e p th  p e rc e p tio n , fo u r-w a y  fid  v is io n , s h a rp  eye  
fo c u s , a n d  th e  a b ility  to  id e n tify  a n d  d is t in g u is h  co lo r. T h e  a b ility  to  h e a r is e sse n tia l. T h is  
p o s itio n  re q u ire s  fre q u e n t s itt in g , s ta n d in g  a n d /o r  w a lk in g . A b ility  to  w o rk  u n d e r m e n ta l a n d  
p h y s ic a l s tre ss  re g u la r ly  is re q u ire d ..

R E T E N T IO N  P O L IC IE S
1. S tu d e n ts  m u s t m a in ta in  a G PA o f 2 .0  o r be tte r. A  "C" m u s t be  a c h ie v e d  in e ach  c o u rs e  in 

o rd e r to  p ro g re s s  to  th e  nex t q u a rte r in th e  M e d ic a l A s s is ta n t P ro g ra m .
2. S tu d e n ts  m u s t a tta in  a n u m e ric a l g ra d e  o f 70  o r b e tte r in e ach  M e d ic a l A s s is ta n t c o u rs e  

in c lu d in g  c lin ic a l ro ta tio n s , to  p ro g re s s  in th e  p ro g ra m .
3. A  s tu d e n t m u s t m a in ta in  C P R  c e rtif ic a tio n  a n d  c a rry  p ro fe s s io n a l lia b ility  in s u ra n c e  w h ile  

e n ro lle d  in M e d ica l A s s is ta n t c o u rse s .

M E D IC A L  A S S IS T A N T  
D IP L O M A

R e q u ire m e n ts  fo r  th e  D ip lo m a  in M e d ic a l A ss is tan t 
M in im u m  P ro g ra m  Length  - 5  Q u a rte rs

G e n e ra l C o re  C u rric u lu m  C re d it H o u rs  15
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ENG 111 Business English 5
MAT 101 General M athem atics 5
*PSY 191 In troducto ry  P sycho logy 5

O c c u p a tio n a l C u rricu lu m  
67

AHS 101 A natom y and P hysio logy 5
BUS 101 B eginn ing D ocum ent P rocessing 5
BUS 106 O ffice P rocedures 4
MAS 101 M edical Laws and E thics 2
MAS 103 Pharm aco logy 5
BUS 212 A na tom y and Term ino logy 5
SOT 100 Introduction  to  M icrocom pute rs 3
MAS 104 M edical A dm in is tra tive  P rocedures 1 3
MAS 108 M edical A ssisting  Skills 1 5
MAS 109 M edical Assisting  Skills II 5
MAS 112 H um an D iseases 5
MAS 113 M aternal and C hild  Care 5
MAS 117 M edical A ssisting  Externsh ip 6
MAS 118 M edical Assisting  S em inar 4
MAS 105 M edical A dm in is tra tive  P rocedures II 5

BUS 213
or
M edical D ocum ent P rocessing /T ranscrip tion 5

Total C re d it H o u rs  R e q u ire d  fo r  G ra d u a tio n  82

*S ubstitu ted  fo r PSY 101
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O C C U P A TIO N A L TH ER A PY A SSISTA N T  
A S SO C IA TE  OF APPLIED  TE C H N O LO G Y DEGREE

P ro g ra m  D e s c r ip t io n :  T h e  O c c u p a tio n a l T h e ra p y  A s s is ta n t p ro g ra m  is d e s ig n e d  to  
p re p a re  s tu d e n ts  to  im p le m e n t tre a tm e n t p ro c e d u re s  a n d  p la n s , to  c lie n ts  w ith  lim ita tio n s  in 
o c c u p a tio n a l p e r fo rm a n c e  u n d e r th e  s u p e rv is io n  o f an  o c c u p a tio n a l th e ra p is t p e r A O T A  
s ta n d a rd s  a n d  S ta te  re g u la tio n s . O TA s a re  tra in e d  to  use  a  v a rie ty  o f e v e ry d a y  a c tiv it ie s  as 
a m e a n s  o f h e lp in g  p e o p le  a c h ie v e  in d e p e n d e n c e . S e rv ice s  a re  p ro v id e d  to  in d iv id u a ls  o f 
a ll a g e s  w h o  have  p h y s ic a l, d e v e lo p m e n ta l, e m o tio n a l, a n d  s o c ia l d e fic its , a n d  w h o , 
b e c a u s e  o f th o s e  d e fic its , n ee d  s p e c ia liz e d  a s s is ta n c e  to  lead  p ro d u c tiv e  a n d  in d e p e n d e n t 
lives. O c c u p a tio n a l T h e ra p y  A s s is ta n ts  w o rk  as a  te a m  to  a s s is t th e  im p a ire d  in d iv id u a l in 
re tu rn in g  to  a s a tis fy in g  life. O th e r o c c u p a tio n a l th e ra p y  a s s is ta n t re s p o n s ib ilit ie s  in c lu d e  
c le r ic a l sk ills , re c o rd  k e e p in g , a n d  a s s is ta n c e  w ith  a p p ro p r ia te  e va lu a tio n .

T h e  O c c u p a tio n a l T h e ra p y  A s s is ta n t p ro g ra m  is a c c re d ite d  b y  th e  A c c re d ita t io n  C o u n c il fo r  
O c c u p a tio n a l T h e ra p y  E d u c a tio n  (A C O TE ) o f th e  A m e ric a n  O c c u p a tio n a l T h e ra p y  
A s s o c ia tio n  (AO TA), lo c a te d  a t 4 7 2 0  M o n tg o m e ry  Lane, RO. B o x  3 12 2 0 , B e th e sda , 
M a ry la n d  2 0 8 2 4 -1 2 2 0 . A O T A 's  p h o n e  n u m b e r is (301) 652 -A O T A .. G ra d u a te s  a re  a b le  to  
s it fo r  th e  n a tio n a l c e rt if ic a tio n  e x a m in a tio n  fo r th e  o c c u p a tio n a l th e ra p y  a s s is ta n t a d m in is 
te re d  b y  th e  N a tio n a l B o a rd  fo r  C e rtif ic a tio n  in O c c u p a tio n a l T h e ra p y  (N B C O T ). A fte r 
s u c c e s s fu l c o m p le tio n  o f th is  e x a m in a tio n , th e  in d iv id u a l w ill be  a C e rtif ie d  O c c u p a tio n a l 
T h e ra p y  A s s is ta n t (C O TA). M o s t s ta te s  re q u ire  lic e n s u re  in o rd e r to  p ra c tic e ; how ever, 
s ta te  lic e n s e s  a re  u s u a lly  b a se d  on  th e  re su lts  o f th e  N B C O T  C e rtif ic a tio n  E xa m in a tio n . 
N o te : A ll Leve l II F ie ld w o rk  m u s t be  c o m p le te d  w ith in  18 m o n th s  o f c o m p le t io n  o f a c a d e m ic  
p re p a ra tio n .

Adm ission Requirem ents  
T h e  re q u ire m e n ts  fo r  a d m is s io n  to  N o rth w e s te rn  T e chn ica l In s titu te  a re  d e s c r ib e d  be low . 
T he  O c c u p a tio n a l T h e ra p y  A s s is ta n t p ro g ra m  a d m is s io n  re q u ire m e n ts  a re  in a d d it io n  to  the  
a d m is s io n  re q u ire m e n ts  to  NTI. P ro s p e c tiv e  s tu d e n ts  m u s t m e e t a ll a d m is s io n  s ta n d a rd s  
fo r  a d m is s io n  to  N o rth w e s te rn  T e chn ica l In s titu te  a nd  to  th e  O TA  p ro g ra m .

NTI A D M IS S IO N  REQ U IR EM EN TS
1. A tta in m e n t o f 17 o r m o re  ye a rs  o f age .
2. C o m p le te  a nd  s u b m it th e  N o rth w e s te rn  T e chn ica l Ins titu te  a p p lic a tio n  a lo n g  

w ith  a  $15  n o n re fu n d a b le  a p p lic a t io n  fee.
3. D o c u m e n ta tio n  o f h ig h  s c h o o l d ip lo m a  fro m  a re g io n a lly  a c c re d ite d  

h ig h  s c h o o l o r c o m p le tio n  o f th e  G ED.
4. S u b m it o ffic ia l t ra n s c r ip ts  fro m  h ig h  s c h o o l a n d  a ll c o lle g e / 

p o s ts e c o n d a ry  in s titu tio n s  a tte n d e d .
5. A c h ie v e m e n t o f p ro g ra m  re a d y  s ta tu s  b a se d  on  th e  A S S E T  p la c e m e n t test. 

S tu d e n ts  w h o  d o  n o t a ch ie ve  p ro g ra m  re a d y  s ta tu s  s h o u ld  c o m p le te  d e v e lo p m e n ta l 
c o u rs e s  d e te rm in e d  b y  p la c e m e n t te s tin g .
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O C C U PA TIO N A L TH ERAPY A S SISTA N T A D M IS S IO N  R E Q U IR EM EN TS

1. A c h ie v e  p ro g ra m  re a d y  s ta tu s  a s  d e m o n s tra te d  b y  A S S E T  s co re s .
2. A c h ie v e  s a tis fa c to ry  s c o re s  o n  th e  H e a lth  O c c u p a tio n s  A p titu d e  Test.
3. D o c u m e n ta tio n  o f 3 0 -4 0  h o u rs  o f v o lu n te e r  w o rk  in  a t le a s t tw o  

d iffe re n t c lin ic a l s ite s  a n d  s e tt in g s  w ith  an  O TR  o r  C O T A  s u p e rv is io n .
4. S u p p ly  tw o  (2) p e rs o n a l re fe re n ce s , o n e  o f w h ic h  s h o u ld  be  fro m  th e  

O TR  o r  C O T A  w ith  w h o m  v o lu n te e r  w o rk  w a s  c o m p le te d .
5. S u p p ly  a  b r ie f a u to b io g ra p h y  in w h ic h  y o u  d e s c r ib e  w h y  y o u  a re  

in te re s te d  in a  c a re e r in  o c c u p a tio n a l th e ra p y .
6. S u b m it th e  re s u lts  o f a  p h y s ic a l e x a m in a tio n  o n e  m o n th  p r io r  to  Leve l I 

f ie ld w o rk . T h e  p h y s ic a l e x a m in a tio n  m u s t in c lu d e  a  T B  s k in  te s t o r  c h e s t X- 
ra y  a n d  th e  re su lts  o f a  d r ig  sc re e n .

7. D o c u m e n ta tio n  o f C P R  c e rtif ic a tio n  s u b m itte d  p r io r  to  Leve l I f ie ld w o rk .
8. D o c u m e n ta tio n  o f lia b ility  in s u ra n c e  p a id  th ro u g h  N o rth w e s te rn  T e ch n ica l 

in s titu te  p r io r  to  Leve l I f ie ld w o rk .
9. S c h e d u le  a  p e rs o n a l in te rv ie w  w ith  th e  d e s ig n a te d  c o lle g e  o ffic ia l u p o n  

c o m p le t io n  o f th e  a b o ve .
10. S tu d e n ts  w ill be  s e le c te d  w h e n  th e  a b o v e  re q u ire m e n ts  have  b e e n  c o m  

p le te d  b a s e d  o n  a  "firs t c o m e , f irs t se rv e d " a n d  s p a c e  a v a ila b le  p o licy .

ESSEN TIA L SK ILL R E Q U IR EM EN TS

In o rd e r  to  c o m p le te  th e  O TA  p ro g ra m  a t W TI s tu d e n ts  w ill be  re q u ire d  to  m e e t th e  
e ss e n tia l sk ill re q u ire m e n ts  o f th e  p ro g ra m . T h e s e  a re  d e s c r ib e d  be low .

1. Be a b le  to  re a d  a n d  in te rp re t d o c u m e n ta tio n .
2. Be a b le  to  fo l lo w  p o lic ie s  a n d  p ro c e d u re s  re q u ire d  in w o rk  s e tt in g  

a n d  f ie ld  w o rk  s e ttin g .
3. Be a w a re  o f p e rs o n a l p e r fo rm a n c e  a n d  id e n tify  n e e d  o f s u p e rv is io n .
4. B e  p h y s ic a lly  c a p a b le  o f lift in g , tra n s fe rr in g , a n d  m o v in g  p a tie n ts , 

e q u ip m e n t, e tc .
5. D e m o n s tra te  in d e p e n d e n t s k ills  w ith o u t n e e d  o f c o n s ta n t s u p e rv i

s io n .
6. D e m o n s tra te  a n d  m a in ta in  p ro fe s s io n a l b ehav io r.
7. D e m o n s tra te  w a rm th  a n d  p a tie n c e  to  e n s u re  tru s t a n d  re s p e c t fro m  

p a tie n ts , c o lle a g u e s , e tc .
8. Be a b le  to  use  im a g in a tio n  a n d  in g e n u ity  in a d a p tin g  to  m e e t th e  

e n v iro n m e n ta l n e e d s  o f o th e rs .
9. B e  f le x ib le  a n d  w illin g  to  c h a n g e  a s  n e c e s s a ry  to  m e e t th e  e n v iro n  

m e n ta l n e e d s  o f o th e rs .

PH YSICAL A ND C L IN IC A L R E Q U IR EM EN TS

S tu d e n ts  w ill be  in v o lv e d  in f ie ld  w o rk  e x p e r ie n c e s  in v a r io u s  s e tt in g s  in c lu d in g  h o sp ita ls , 
lo n g  te rm  ca re  fa c ilit ie s , re h a b ilita tio n  c e n te rs , h o m e  h ea lth , s c h o o l s y s te m s , a n d  m e n ta l 
h ea lth  se ttin g s . S tu d e n ts  m a y  be  e x p o s e d  to  c o m m u n ic a b le  d is e a s e s  a n d  in c u r s tra in s  d u e  
to  liftin g , tra n s fe rr in g  a n d  m o v in g  p a tie n ts . S tu d e n ts  m a y  a ls o  be  e x p o s e d  to  b o d y  f lu id s  
a n d  b lo o d . D u e  to  th e  n a tu re  o f o c c u p a tio n a l th e ra p y  p ra c tic e , th e  w o rk  is c o n s id e re d  
m e d iu m  w o rk re q u ir in g  th e  a b ility  to  lift u p  to  50  p o u n d s  w ith  fre q u e n t lift in g  a n d  c a rry in g  
o b je c ts  w e ig h in g  u p  to  25  p o u n d s . T h e  a b ility  to  p u s h /p u ll ca rts , w h e e lc h a irs , e tc . w e ig h in g  
50  p o u n d s  is re q u ire d . T h e  jo b  ca n  be  t ir in g  d u e  to  fre q u e n t s to o p in g , k n e e lin g , re a ch in g , 
s ta n d in g , s itt in g , a n d /o r  w a lk in g . M a n u a l d e x te r ity  is n e e d e d  fo r  m a n ip u la tio n  o f tre a tm e n t 
e q u ip m e n t. T h e  a b ility  to  c o m m u n ic a te  a n d  e x p re s s  id e a s  b y  s p o k e n  w o rd s  a n d  w ritte n  
e x p re s s io n  is re q u ire d . T h e re  m a y  be  a d d e d  m e n ta l a n d  p h y s ic a l s tre ss  in th is  a llie d  hea lth  
fie ld .
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TR A N SFER  STU D EN TS
S tu d e n ts  tra n s fe rr in g  fro m  re g io n a lly  a c c re d ite d  c o lle g e s  m u s t m e e t a ll NTI a n d  o c c u p a 
tio n a l th e ra p y  a s s is ta n t a d m is s io n  re q u ire m e n ts . In a d d it io n :

1. tra n s fe r s tu d e n ts  m u s t be  in g o o d  s ta t id in g  a t th e ir  p re v io u s  in s titu tio n ;
2. tra n s fe r s tu d e n ts  m u s t s u b m it a le tte r o f re c o m m e n d a tio n  fro fn  a p ro fe s s o r at 

th e ir  p re v io u s  in s titu tio n ;
3. tra n s fe r s tu d e n ts  m a y  be  re q u ire d  to  d o c u m e n t p ro fic ie n c y  o r re p e a t o c c u p a  

tio n a l th e ra p y  c o u rs e s  ta k e n  m o re  th a n  tw o  ye a rs  p r io r to  a d m is s io ti to  the  
O TA  p ro g ra m ;

4. tra n s fe r s tu d e n ts  m a y  be  re q u ire d  to  d o c u m e n t p ro fic ie n c y  o r re p e a t s c ie n c e  
c o u rs e s  ta k e n  m o re  th a n  th re e  ye a rs  p r io r to  a d m is s io n  to  th e  O TA  p ro g ra m .

5. O n ly  c o u rs e s  w ith  a g ra d e  o f "C" o r b e tte r w ill be  a c c e p ta b le  fo r tra n s fe r in to  
th e  O TA  p ro g ra m .

RETEN TIO N
1. O c c u p a tio n a l T h e ra p y  A s s is ta n t s tu d e n ts  m u s t m a in ta in  a c u m u la tiv e  

g ra d e  p o in t a v e ra g e  o f 2 .0  to  re m a in  in the  p ro g ra m .
2. O TA  s tu d e n ts  m u s t m a in ta in  a "C" (70 o r h ig h e r) g ra d e  in e ach  c o u rs e

in c lu d in g  fie ld  w o rk  in o rd e r to  p ro g re s s  to  the  nex t q u a rte r o f the  O TA
p ro g ra m .

3. O TA  s tu d e n ts  m u s t m a in ta in  CPR c e rtif ic a tio n .
4. O TA  s tu d e n ts  m u s t m a in ta in  lia b ility  in su ra n ce .

R EADM ISSIO N
1. S tu d e n ts  w ith d ra w in g  o r fa ilin g  a c la ss  a fte r a d m is s io n  in to  t l ie  OTA 

p ro g ra m  w ill be  a llo w e d  to  re tu rn  to  the  p ro g ra m  o rie  tim e  w h e n  the  c la ss  is 
n ex t o ffe re d .

2. S tu d e n ts  w ith d ra w in g  o r fa ilin g  a s e c o n d  tim e  m u s t be  re a d m itte d  to  
th e  p ro g ra m  a nd  re p e a t a ll c o u rs e w o rk .

3. S tu d e n ts  s e e k in g  re a d m is s io n  m u s t m e e t a ll c u rre n t a d m is s io n  
re q u ire m e n ts .

4. S tu d e n ts  s e e k in g  re a d m is s io n  m u s t be  in g o o d  s ta n d in g  w ith  the
in s titu tio n .

T ra n s fe r s tu d e n ts  to  th e  p ro g ra m  m u s t m e e t re g u la r a d m is s io n  re q u ire m e n ts  a nd  be in 
g o o d  s ta n d in g  a t a re g io n a lly  a c c re d ite d  d ip lo m a  o r d e g re e  g ra n tin g  in s titu tio n .

G R A D U A T IO N
A ll c o u rs e  w o rk  in the  O TA  p ro g ra m  m u s t be  s a tis fa c to r ily  c o m p le te d  in o rd e r to  g ra d u a te . 
O n ly  s tu d e n ts  w h o  have  c o m p le te d  th e  re q u ire d  c o u rs e  w o rk  a nd  re ce ive d  the  AAT d e g re e  
w ill be  e lig ib le  to  s it fo r th e  N a tio n a l B oa rd  fo r C e rtif ic a tio n  in O c c u p a tio n a l T h e ra p y  E x a m in a 
tio n  (N B C O T ). G ra d u a te s  w ill be  e lig ib le  to  a p p ly  fo r lice n su re , w h ic h  is re q u ire d  in the  s ta te  
o f G e o rg ia  a n d  is c o n t in g e n t u p o n  e x a m in a tio n  resu lts .
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OCCUPATIONAL THERAPY ASSISTANT 
ASSOCIATE OF APPLIED TECHNOLOGY DEGREE

R e q u ire m e n ts  fo r  th e  A A T  D e g r e e  in  O c c u p a t io n a l T h e r a p y  A s s is ta n t
i\/lin im u m  P ro g ra m  L e n g th  - 8  Q u a r te rs  

G e n e ra l C o r e  C u r r ic u lu m C r e d it  H o u rs  4 5
A re a  1
E N G 191 G o m p o s it io n  a n d  R h e to ric 5
S PG 191 F u n d a m e n ta ls  o f S p e e c h 5
H U M 191 In tro d u c tio n  to  H u m a n itie s 5
A re a  II
P S Y 191 In tro d u c tio ry  P s y c h o lo g y 5
P S Y 201 A b n o rm a l P s y c h o lo g y 5
S O G 191 In tro d u c tio n  to  S o c io lo g y 5
A re a  III
B IO 193 A n a to m y  a n d  P h y s io lo g y  1 5
B IO 194 A n a to m y  a n d  P h y s io lo g y  II 5
M A T 191 G o lle g e  A lg e b ra 5

O c c u p a t io n a l C u r r ic u lu m C r e d it  H o u rs  9 2

B U S 212 A n a to m y  a n d  T e rm in o lo g y 5
S G T 100 In tro d u c tio n  to  M ic ro c o m p u te rs 3
M A S 112 H u m a n  D ise a ses 5
O TA 105 K in e s io lo g y 6
O TA 101 In tro d u c tio n  to  O c c u p a tio n a l T h e ra p y 3
O TA 102 G ro w th  a n d  D e v e lo p m e n t 5
O TA 103 D e v e lo p m e n ta l Tasks 3
O TA 201 P s y c h o s o c ia l D y s fu n c tio n 7
O TA 2 02 P s y c h o s o c ia l D y s fu n c tio n  T re a tm e n t M e th o d s 3
O TA 2 04 P e d ia tr ic  Issues 5
O TA 2 0 6 P h ys ica l D y s fu n c tio n 7
O TA 2 07 P h ys ica l D y s fu n c tio n  T re a tm e n t M e th o d s 3
O TA 2 0 9 G e ria tr ic  Issues 5
O TA 2 12 O c c u p a tio n a l T h e ra p y  T re n d s  a n d  Issues 5
OTA 213 A d v a n c e d  T re a tm e n t M e th o d s 3
O TA 221 P s y c h o s o c ia l D y s fu n c tio n  F ie ld w o rk 12
O TA 222 P hys ica l D y s fu n c tio n  F ie ld w o rk 12

T o ta l C r e d it  H o u rs  R e q u ire d  fo r  G ra d u a t io n 1 3 7
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SU R G IC A L TE C H N O LO G Y  
D IPLO M A

P ro g ra m  D e s c r ip t io n :  T h e  S u rg ic a l T e c h n o lo g y  p ro g ra m  p re p a re s  s tu d e n ts  to  fu n c tio n  in 
a s s o c ia t io n  w ith  n u rs e s  a n d  s u rg e o n s  to  h e lp  p ro v id e  th e  b e s t p o s s ib le  ca re  o f th e  s u rg ic a l 
p a tie n t. T h e y  fu n c tio n  as  a  p a rt o f th e  o p e ra tin g  ro o m  te a m  re s p o n s ib le  fo r  th e  c le a n lin e s s , 
s a fe ty  a n d  e ff ic ie n c y  o f th e  o p e ra tin g  ro o m  th a t le a d s  to  g o o d  p a tie n t ca re . T h e ir e x p e ri
e n c e  w ith  a s e p tic  s u rg ic a l te c h n iq u e s  q u a lif ie s  th e m  to  p re p a re  m a te r ia ls  fo r  use  a t th e  
o p e ra tin g  ta b le  a n d  to  a s s is t in th e  use  o f th o s e  m a te ria ls .

N orthw estern Technical Institute Adm ission Requirem ents:
1. A tta in m e n t o f 17 o r m o re  y e a rs  o f age .
2. C o m p le te  a n d  s u b m it th e  NTI a p p lic a t io n  a lo n g  w ith  a $ 15  n o n -re fu n d a b le  

a p p lic a t io n  fee.
3. D o c u m e n ta tio n  o f h ig h  s c h o o l d ip lo m a  fro m  a re g io n a lly  a c c re d ite d  h ig h  

s c h o o l o r c o m p le t io n  o f th e  G ED .
4. S u b m it o ffic ia l t ra n s c r ip ts  fro m  h ig h  s c h o o l a n d  c o lle g e /p o s ts e c o n d a ry  

in s titu tio n s  a tte n d e d .
5. A c h ie v e m e n t o f re g u la r p ro g ra m  a d m is s io n  s ta tu s  b a se d  on  th e  A S S E T  

p la c e m e n t tes t.

T ra n s fe r s tu d e n ts  m u s t m e e t th e  re g u la r a d m is s io n  re q u ire m e n ts  a n d  be  in g o o d  s ta n d in g  a t 
a re g io n a lly  a c c re d ite d  d ip lo m a  o r d e g re e  g ra n tin g  in s titu tio n .

Surgical Technology Adm ission Requirem ents:
1. C o m p le tio n  o f a p p lic a t io n  a n d  re la te d  p ro c e d u re s .
2. P a rtic ip a tio n  in in te rv ie w  w ith  th e  P ro g ra m  D irecto r.
3. S u b m is s io n  o f an  a u to b io g ra p h y
4. D o c u m e n ta tio n  o f p h y s ic a l e x a m in a tio n  a nd  im m u n iz a tio n  re co rd s .
5. A b ility  to  c o m p ly  w ith  h ea lth  re la te d  s ta n d a rd s  a n d  m e e t m in im u m  e ssen tia l 

sk ill re q u ire m e n ts .
6. L ia b ility  in s u ra n c e  p a ym e n t.
7. C PR  c e rtif ic a tio n .

Essential Skill Requirem ents:
1. P e rfo rm , read , a nd  in te rp re t v ita l b o d y  s ig n s
2. P e rfo rm  s te r ile  a nd  is o la tio n  te c h n iq u e s .
3. A ss is t in liftin g , m o v in g , a n d  tra n s fe rr in g  p a tie n ts  a c c o rd in g  to  sa fe ty  

p ro c e d u re s .
4. P e rfo rm  d o c u m e n ta tio n  p ro c e d u re s .
5. P e rfo rm  a nd  m a in ta in  CPR ce rtif ic a tio n .
6. D e m o n s tra te  p ro g re s s iv e  in d e p e n d e n c e  w ith o u t c o n s ta n t s u p e rv is io n .
7. D e m o n s tra te  p e rs is te n t a p p ro p r ia te  p e rs o n a l g ro o m in g  in c la ss  a nd  c lin ic a l 

p ra c tice .
8. F o llo w  th e  p o lic ie s  a nd  p ro c e d u re s  o f th e  fa c ility  fo r  c lin ic a l use.
9. M a n ua l d e x te r ity  is n e e d e d  fo r  m a n ip u la tio n  o f tre a tm e n t e q u ip m e n t.

10. T he  a b ility  to  c o m m u n ic a te  a n d  e xp re ss  id e as  by  s p o k e n  w o rd s  and  w ritte n  
e x p re s s io n  is re q u ire d .

T h e re  m a y  be  a d d e d  m e n ta l a nd  p h y s ic a l s tre ss  in th is  fie ld . S tu d e n ts  m ay be e x p o s e d  to  
c o m m u n ic a b le  d is e a s e s  a n d  in c u r s tra in s  d u e  to  lifting , tra n s fe rr in g  a nd  m o v in g  p a tien ts . 
S tu d e n ts  m a y  a lso  be  e x p o s e d  to  b o d y  f lu id s  and  b lo o d .
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Retention Policies

1. S tu d e n ts  m u s t m a in ta in  a  G PA o f 2 .0  o r be tte r. A  "C" m u s t be  a c h ie v e d  in 
e a ch  c o u rs e  in o rd e r to  p ro g re s s  to  th e  n ex t q u a rte r  o f th e  S u rg ic a l T echn o l 
o g y  p ro g ra m .

2. S tu d e n ts  m u s t a tta in  a  n u m e ric a l g ra d e  o f 70  o r b e tte r in e a ch  le c tu re  S u rg ic a l 
T e c h n o lo g y  c o u rs e  a n d  80%  in c lin ic a l ro ta tio n s , to  p ro g re s s  in th e  p ro g ra m .

3. A  s tu d e n t m u s t m a in ta in  C PR  c e rtif ic a tio n  a n d  c a rry  p ro fe s s io n a l 
lia b ility  in s u ra n c e  w h ile  e n ro lle d  in S u rg ic a l T e c h n o lo g y  c o u rse s .

SU R G IC A L TE C H N O LO G Y  
D IPLO M A

M in im u m  P ro g ra m  L e n g t li  -  5  Q u a r te rs  

G e n e ra l C o r e  C u rric u lu m  C r e d it  H o u rs  1 3
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E N G 111 E ng lish 5
M A T 101 G e n e ra l M a th e m a tic s 5
P S Y 100 In te rp e rs o n a l R e la tio n s  a n d  P ro fe ss io n a l 

D e v e lo p m e n t
3

O c c u p a tio n a l C u rric u lu m C r e d it  H o u rs  6 6

S O T 100 In tro d u c tio n  to  M ic ro c o m p u te rs 3
A H S 101 A n a to m y  a n d  P h y s io lo g y 5
S U R 101 In tro d u c tio n  to  S u rg ic a l T e c h n o lo g y 12
S U R 102 P rin c ip le s  o f S u rg ic a l T e c h n o lo g y 8
S U R 112 In tro d u c tio n  to  S u rg ic a l P ra c tic u m 7
S U R 103 S u rg ic a l P ro c e d u re s  1 6
S U R 104 S u rg ic a l P ro c e d u re s  I! 6
S U R 113 S p e c ia lty  S u rg ic a l P ra c tic u m 8
S U R 114 A d v a n c e d  S p e c ia lty  S u rg ic a l P ra c tic u m 8
S U R 124 S e m in a r in S u rg ic a l T e c h n o lo g y 3

T o ta l C r e d it  H o u rs  R e q u ire d  fo r  G ra d u a t io n  7 9
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SP EC IA LIZE D  C ER TIFIC A TES  
M E D IC A L  C O D IN G

D e s c r ip t io n :  T h e  M e d ic a l C o d in g  C e rtif ic a te  p ro v id e s  e n try  leve l tra in in g  in th e  M e d ic a l C o d 
ing  p ro to c o ls  o f IC D 9 a n d  C P T  4. O th e r a re s  o f s tu d y  in c lu d e d  in th is  c e rt if ic a te  in c lu d e  
a n a to m y  a n d  te rm in o lo g y  a n d  h u m a n  d ise a se s .

Adm ission R equirem ents

The requ irem ents  fo r adm iss ion  to  the  M edica l T ranscrip tion is t C ertifica te  are: 
a tta inm ent o f 16 or m ore years o f age;
d ocum en ta tion  o f h igh schoo l g radua tion  o r co m p le tion  of GED; 
co m p le tion  o f genera l adm iss ion  requ irem ents; and
ach ievem ent o f p rog ram  ready or p rov is iona l scores on the English and reading 
sections o f the  ASSET p lacem en t test.

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs
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BUS 111 Business English 5
BUS 101 B eg inn ing  D ocum ent P rocessing 5
BUS 212 A na tom y and Term ino logy 5
AHS 101 A na tom y and P hys io logy 5
M AS 112 H um an D iseases 5
MAS 151 ICD9 C od ing  1 4
MAS 152 ICD9 C od ing  II 4
MAS 153 CPT4 C od ing 2

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n 35

P H A R M A C Y  A S S IS T A N T

P ro g ra m  D e s c r ip t io n :  T he  P h a rm a c y  A s s is ta n t C ertifica te  P rogram  prov ides educa tiona l 
oppo rtun itie s  to  ind iv idua ls  tha t w ill enab le  them  to  obta in  the  know ledge, skills, and a ttitudes 
necessary to  succeed  in the pharm aceu tica l fie ld. This p rogram  w ill p roduce  graduates w ho are 
prepared  fo r em p loym en t as pharm acy assistants. P rogram  g raduates w ill be com peten t in the 
fo llow ing  areas; m athem atics, m ic rocom pu te r app lica tions, ana tom y and physio logy, fundam enta l 
conce p ts  and p rinc ip les  in the pharm aceu tica l fie ld, d rug  ca lcu la tion , and adm in is tra tive  p rinc ip les 
o f rece iv ing, s to ring , and d ispens ing  m ed ications, and skills  app lica tions.

A d m iss io n  R e q u ire m e n ts

The requ irem ents fo r adm iss ion  to the P harm acy Assistant p rogram  are: 
a tta inm ent o f 1 7 years o f age or o lder;
docum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED; 
docum en ta tion  o f h igh schoo l g radua tion  or com p le tion  o f GED required; 
ach ievem ent of p rogram  ready o r p rovis iona l scores on the ASSET P lacem ent Test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

O c c u p a tio n a l C u rricu lu m  C re d it H ours

MAT 101 General M athem atics 5
AHS 101 A natom y and P hysio logy 5
BUS 212 A natom y and Term ino logy 5
SCT 100 Introduction  to  M icrocom puters 3
PHR 101 Pharm acy Techno logy Fundam enta ls 5
AHS 102 Drug C a lcu la tion  and A dm in istra tion 3
PHR 102 Princ ip les of D ispensing M edicines 6
□  IS 150 D irected Independent S tudy 3

Total C re d it H o u rs  R eq u ired  fo r G rad u atio n 35
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SPECIALIZED CERTIFICATE  
EMERGENCY MEDICAL TECHNICIAN

P ro g ra m  D e s c r ip t io n :  T h e  E m e rg e n c y  M e d ic a a l T e ch n ic ia n  p ro g ra m  p re p a re s  th e  s tu d e n t 
fo r  a c a re e r as  an E M T (E m e rg e n c y  M e d ic a l te c h n ic ia n ). T h e  p ro g ra m  m e e ts  th e  m in im u m  
re q u ire m e n ts  fo r  th e  U.S. D e p a rtm e n t o f T ra n s p o rta tio n  N a tio n a l S ta n d a rd  C u rr ic u lu m  fo r 
T ra in in g  o f E m e rg e n c y  M e d ic a l T e ch n ic ia n s .

Adm ission Requirem ents

R equirem ents o f adm iss ion  to  the  E m ergency M edical Technician P rogram  are below : 
a tta inm ent o f 18 or m ore  years o f age; 
ho ld  a va lid  d rive r’s license;
ach ievem ent o f an accep tab le  sco re  in read ing on the p lacem en t exam; 
com p le tion  o f EMT app lica tion  a long  w ith NT! app lica tion  and related p rocedures; 
docum en ta tion  o f h igh schoo l g radua tion  o r com p le tion  o f GED; 
fo rm a l accep tance  in to the  p rog ram  by the  EMT adm iss ions  com m ittee  on the basis 
o f in terview  and assessm ent o f s tuden t potentia l; and
be phys ica lly  ab le  to  perfo rm  the  duties o f an EMT as verified  by a note from  a 
physic ian . Due to  phys ica l requ irem ents invo lved, p regnan t ind iv idua ls  are not 
e lig ib le  fo r th is  course.

R e q u ire d  C o u rs e s  C re d it H o u rs
EM S 100 E m ergency M edical Techno logy I 7
EM S 101 E m ergency M edical Techno logy II 7
EMS 102 E m ergency M edical Techno logy III 7
EM S 104 E m ergency M edical Techno logy IV 9

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  30

EMT s tudents  are required  to  purchase  L iab ility  Insurance.. The cos t is $35.00.
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PH LEB O TO IV IY  T E C H N IC IA N

P ro g ram  D e scrip tio n : The P he lebo tom y p rog ram  is des igned  to  tra in students  to  d raw  and 
p rocess b lood  specim ens. P h lebo tom y Techs typ ica lly  w ork in conce rt w ith  m edica l lab techs in 
hosp ita ls  o r o ther health  care o rgan iza tions. Topics inc lude  hum an anatom y, anatom ica l 
te rm ino logy, ven ipunctu re , and c lin ica l practice.

A d m iss io n  R eq u irem en ts :

R equirem ents fo r adm iss ion  in to  the  P h lebo tom y techn ic ian  p rogram  are; 
a tta inm ent o f 16 years o f age o r o lder;
docum en ta tion  o f h igh schoo l g radua tion  o r com p le tion  o f GED required ; 
ach ievem ent of p rogram  ready o r p rov is iona l scores on the  ASSET P lacem ent Test; and 
com p le tion  o f genera l adm iss ion  requirem ents.

O c c u p a tio n a l C u rric u lu m  C re d it H o u rs

AHS 101 A na tom y and P hysio logy 5
BUS 212 A natom y and Term ino logy 5
PHL 103 In troduction  to  V en ipunctu re  4
PHL 105 C lincia l Practice 8

Total C re d it H o u rs  R e q u ire d  fo r G ra d u a tio n  22
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CONTINUING EDUCATION

In a d d it io n  to  th e  re g u la r d ip lo m a  p ro g ra m s , N o rth w e s te rn  T e ch n ica l In s titu te  o ffe rs  o n g o in g  
C o n tin u in g  E d u c a tio n  s h o r t- te rm  c la s s e s  a n d  p ro g ra m s . C o n tin u in g  E d u c a tio n  c o u rs e s  a re  
n o n -c re d it  a n d  a re  o ffe re d  in  th re e  b ro a d  a re a s : f in e  a rts , p ro fe s s io n a l d e v e lo p m e n t, a n d  
p e rs o n a l e n r ic h m e n t.

E ach  p e rs o n  w h o  s a tis fa c to r ily  c o m p le te s  a  C o n tin u in g  E d u c a tio n  c la ss  re ce ive s  a  ce rtifica te . 
If re q u e s te d  in w rit in g , a  re c o rd  o f C o n tin u in g  E d u c a tio n  c o u rs e s  m a y  be  s e n t to  a  p o te n tia l 
em p loye r.

S tu d e n ts  e n ro lle d  in C o n tin u in g  E d u c a tio n  c la s s e s  d o  n o t have  to  ta k e  th e  a d m is s io n  e x a m i
n a tio n . S tu d e n ts  m a y  re g is te r fo r  C o n tin u in g  E d u c a tio n  c o u rs e s  b y  p h o n e , fax , m a il, o r w a lk - 
in p ro c e d u re s . S c h e d u le s  lis t in g  c o u rs e s  a re  p u b lis h e d  q u a rte r ly  a n d  a re  a v a ila b le  fre e  u p o n  
re q u e s t. F o r in fo rm a tio n  on  C o n tin u in g  E d u c a tio n  c o u rse s , c o n ta c t th e  C o n tin u in g  E d u c a tio n  
O ffice .
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ECONOMIC DEVELOPMENT  
PROGRAMS

EXISTING BUSINESS AND INDUSTRY
N o rth w e s te rn  T e ch n ica l In s titu te 's  E c o n o m ic  D e v e lo p m e n t D iv is io n  ca n  se rve  as  th e  c u s to m 
ized  tra in in g  re s o u rc e  to  b u s in e s s  a n d  in d u s try  th ro u g h o u t th e  fo u r  c o u n ty  s e rv ice  a re a  o f 
C a to o sa , C h a tto o g a , D ade , a n d  W a lk e r C o u n tie s . W ith  c o m p a n ie s  fa c in g  w o rk fo rc e  c h a l
le n g e s , re m a in in g  c o m p e tit iv e  re q u ire s  c o n s ta n t w o rk e r  tra in in g  a n d  re tra in in g . A ll o f a 
c o m p a n y 's  tra in in g  n e e d s - fro m  a s s e s s m e n t to  p e rfo rm a n c e  m a n a g e m e n t, fro m  b a s ic  to  h ig h  
te c h n o lo g y , fro m  p ro d u c tiv ity  e n h a n c e m e n t to  e m p lo y e e  in v o lv e m e n t - ca n  be  m e t th ro u g h  
N o rth w e s te rn  T e ch n ica l In s titu te . T ra in in g  co n  be  c o n d u c te d  e ith e r on  c a m p u s  o r in th e  p a r
t ic ip a tin g  c o m p a n y 's  fa c ilit ie s .

Q UICK START—  TRAIN ING  FOR NEW AND EXPANDING INDUSTRY  
T h is  p ro g ra m  is a d m in is te re d  th ro u g h  N o rth w e s te rn  te c h n ic a l In s titu te  a n d  is d e s ig n e d  to  
p ro v id e  d ire c t a s s is ta n c e  to  n e w  in d u s try  o r in d u s try  e x p a n s io n  w h ic h  re q u ire s  a d d it io n  o f 
p ro d u c tio n  p e rs o n n e l a n d  e q u ip m e n t. T h e  in te n t o f Q u ic k  S ta rt is to  tra in  fo r  in itia l s ta r t-u p  o f 
a n e w  o r e x p a n d in g  in d u s try . T h is  tra in in g  m a y  in c lu d e  s e m is k ille d , sk ille d , te c h n ic a l, b a s ic  
a c a d e m ic , a n d  s u p e rv is o ry  tra in in g  to  e n s u re  s u c c e s s  o f tra in e e s . C o n ta c t th e  V ice  P re s id e n t 
fo r  E c o n o m ic  D e v e lo p m e n t fo r  m o re  in fo rm a tio n  o r to  d is c u s s  s p e c ific  in d u s try  tra in in g  needs. 
T e le p h o n e  706 -764-3591

EXPORT ASSISTANCE
P a rte rn in g  w ith  th e  G e o rg ia  D e p a rtm e n t o f Indus try , T rade , a nd  T ourism , N o rth w e s te rn  se rve s  
as a  s ite  fo r  th e  G e o rg ia  In te rn a tio n a l T rade  D a ta  N e tw o rk  (G ITD N ), a  p o w e rfu l d a ta b a s e  th a t 
p ro v id e s  c o n tin u a lly  u p d a te d  in fo rm a tio n  to  s u p p o r t  th e  e x p o rtin g  e ffo rts  o f G e o rg ia 's  c o m p a 
n ies. T ra in in g  in e x p o rtin g  w ill h e lp  G e o rg ia 's  c o m p a n ie s  m o re  s u c c e s s fu lly  c o m p e te  in th e  
g lo b a l m a rke tp la ce .
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RETRAINING TAX CREDIT
N o rth w e s te rn  T e ch n ica l In s titu te  is th e  G e o rg ia  D e p a rtm e n t o f T e ch n ica l a n d  A d u lt E d u c a tio n  
u n it th a t a p p ro v e s  re tra in in g  p ro g ra m s  o f e x is tin g  in d u s try  s e e k in g  S ta te  o f G e o rg ia  in c o m e  
ta x  c re d its  fo r  th e  c o u n tie s  o f C a to o sa , C h a tto o g a , D ade , a n d  W alker. E lig ib le  b u s in e s s  
e n te rp r is e s  m a y  be  g ra n te d  ta x  c re d its  e q u a l to  o n e  h a lf o f th e  d ire c t c o s ts  o f re tra in in g  u p  to  
$ 5 0 0  p e r fu ll t im e  e m p lo y e e  p e r a p p ro v e d  re tra in in g  p ro g ra m . In vo lve d  re tra in in g  p ro g ra m s  
a re  th o s e  th a t p ro v id e  jo b  s k ills  fo r  e m p lo y e e s  o th e rw is e  u n a b le  to  fu n c tio n  e ffe c tiv e ly  on  the  
jo b  d u e  to  sk ill d e fic ie n c ie s  o r w h o  w o u ld  o th e rw is e  be d is p la c e d  b e c a u s e  su ch  sk ills  d e fic ie n 
c ie s  w o u ld  in h ib it  th e ir  u tiliz a tio n  o f n e w  te c h n o lo g y . N e w  te c h n o lo g y  in c lu d e s  im p le m e n ta 
t io n  o f n e w  e q u ip m e n t a n d  o r n e w  o p e ra tin g  s y s te m s  s u c h  as w o rk p la c e  re e n g in e e r in g , to ta l 
q u a lity  m a n a g e m e n t, ISO  9 0 0 0  s ta n d a rd s , a n d  e m p lo y e e  in v o lv e m e n t p ro g ra m s . E xe cu tive  
tra in in g , m a n a g e m e n t d e v e lo p m e n t tra in in g , c a re e r d e v e lo p m e n t, a nd  p e rs o n a l e n r ic h m e n t 
tra in in g  a re  n o t in c lu d e d .
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ACC 101 Principles of Accounting I
Prerequisite: Program ready status In math and reading Credit IHours: 6
In tro d u c e s  th e  s tu d e n t to  th e  b a s ic  c o n c e p ts  o f th e  connp le te  a c c o u n tin g  c y c le  a n d  p ro v id e s  
th e  s tu d e n t w ith  th e  n e c e s s a ry  sk ills  to  nna in tain  a se t o f b o o k s  fo r  a so le  p ro p r ie to rs h ip . 
T o p ics  in c lu d e  a c c o u n tin g  v o c a b u la ry  fo r  a p e rs o n a l s e rv ic e  b u s in e s s  a n d  n ne rch a n d is in g  
e n te rp rise , b u s in e s s  tra n s a c tio n s , th e  ru les  o f d e b it and  c re d it, jo u rn a liz in g  a nd  p o s tin g  tra n s 
a c tio n s , g e n e ra l a nd  s u b s id ia ry  le d g e rs , f in a n c ia l s ta te m e n ts , a d ju s tin g  a nd  c lo s in g  en tries , 
a n d  a c c o u n tin g  fo r  ca sh . L a b o ra to ry  w o rk  d e m o n s tra te s  th e o ry  p re s e n te d  in c la ss . (Fall, 
S p r in g  fo r  D ay C la sse s ; Fall fo r  E ve n in g  C lasses)

ACC 102 Principles of Accounting II Credit Hours: 6
P re re q u is ite : G ra d e  o f “ C ” o r b e tte r in A C C  101
A p p lie s  th e  b a s ic  p r in c ip le s  o f a c c o u n tin g  to  s p e c ific  a c c o u n t c la s s if ic a tio n s  a n d  s u b s id ia ry  
re c o rd  a c c o u n tin g . T o p ics  in c lu d e  re ce iva b le , in ve n to ry , p la n t a sse ts , p a y ro ll, p a ya b le , and  
p a rtn e rs h ip s . L a b o ra to ry  w o rk  d e m o n s tra te s  th e o ry  p re s e n te d  in c lass . (W inter, S u m m e r fo r 
D ay C la sse s ; W in te r fo r  E ve n in g  C la sse s )

ACC 103 Principles of Accounting III Credit Hours: 6
P re re q u is ite ; G ra d e  o f “ C ” o r b e tte r in A C C  102
E m p h a s iz e s  th e  fu n d a m e n ta l u n d e rs ta n d in g  o f c o rp o ra te  a nd  c o s t a c c o u n tin g . T o p ics  in 
c lu d e  a c c o u n tin g  fo r a c o rp o ra tio n , d e p a rtm e n ta l a c c o u n tin g , jo b  o rd e r/p ro c e s s  c o s t a c c o u n t
ing , a nd  b u d g e tin g . L a b o ra to ry  w o rk  d e m o n s tra te s  th e o ry  p re s e n te d  in c lass . (Fa ll, S p rin g  
fo r  D ay C la sse s ; S p r in g  fo r  E ve n in g  C lasses )

ACC 104 Com puterized Accounting Credit Hours: 3
P re re q u is ite s ; A C C  102, S C T  100
E m p h a s iz e s  o p e ra tio n  o f c o m p u te r iz e d  a c c o u n tin g  sy s te m s  fro m  m a n ua l in p u t fo rm s . T op ics  
in c lu d e  s e tu p  a n d  o p e ra tio n  o f e q u ip m e n t, g e n e ra l ledger, a c c o u n ts  re ce iva b le , a c c o u n ts  
p a ya b le , a d v a n c e d  p a y ro ll, f in a n c ia l re p o rts , a nd  o th e r to p ic s  s u ch  as in v e n to ry  a nd  d e p re 
c ia tio n  fo r w h ic h  s o ftw a re  is a va ila b le . L a b o ra to ry  w o rk  in c lu d e s  th e o re tic a l a nd  te c h n ic a l 
a p p lic a tio n . (W inter, S u m m e r fo r D ay C la sse s ; W in te rl fo r  E ven in g  C lasses)

ACC 106 Accounting Spreadsheet Fundamentals Credit Hours: 3
P re re q u is ite ; S C T 100
P ro v id e s  in s tru c tio n  in th e  use  o f e le c tro n ic  s p re a d s h e e t so ftw a re  p a c k a g e s  fo r p ro g ra m  
re la te d  s p re a d s h e e t a p p lic a tio n s . S tu d e n ts  b e c o m e  p ro fic ie n t in c re a tio n , m o d ific a tio n , and  
c o m b in a tio n  o f s p re a d s h e e t. T o p ics  in c lu d e  c re a tio n  o f s p re a d s h e e t; e d itin g  a nd  d e le tin g  
e n tr ie s ; in tro d u c tio n  to  m a c ro s ; c o m p u ta tio n s  th ro u g h  th e  use  o f fo rm u la  a n d /o r  lo g ic  fu n c 
tio n s ; a nd  p ro g ra m  re la ted  s p re a d s h e e t a p p lic a tio n s . L a b o ra to ry  w o rk  in c lu d e s  th e o re tic a l 
a n d  te c h n ic a l a p p lic a tio n . (F a ll,S p rin g  fo r D ay C la sse s ; S p r in g  fo r E ven in g  C lasses)

ACC 150 Cost Accounting Credit Hours: 6
P re re q u is ite ; G ra d e  o f “ C " o r b e tte r in A C C  103
E m p h a s iz e s  a th o ru g h  u n d e rs ta n d in g  o f c o s t c o n c e p ts , c o s t behav io r, a nd  co s t a c c o u n tin g  
te c h n iq u e s  as th e y  are  a p p lie d  to  m a n u fa c tu r in g  c o s t sys te m s . T op ics  in c lu d e  jo b  o rd e r co s t 
a c c o u n tin g , p ro c e s s  c o s t a c c o u n tin g , a nd  s ta n d a rd  c o s t a c c o u n tin g . (W inter, S u m m e r fo r 
D ay C la sse s ; Fall fo r E ven in g  C lasses)

ACC 152 Payroll Accounting Credit Hours: 4
C o re q u is ite ; A C C  102
P ro v id e s  s tu d e n ts  w ith  an u n d e rs ta n d in g  o f the  law s th a t a ffe c t a c o m p a n y ’s p a y ro ll s tru c tu re  
a nd  p ra c tic a l a p p lic a tio n  sk ills  in m a in ta in in g  p a y ro ll re co rd s . T o p ics  in c lu d e  p a y ro ll a nd  p e r
s o n n e l re co rd s , c o m p u tin g  a nd  p a y in g  w a g e s  a nd  sa la ries , va rio u s  taxes, and  a n a lyz in g  and  
jo u rn a liz in g  p a y ro ll tra n s a c tio n s . (W inter, S u m m e r fo r D ay C lasses : Fall fo r E ven ing  C lasses)

____________________________________________129___________________________________________

Northwest Georgia's Regional Technical Institute



ACC 156 Tax Accounting Credit Hours: 4
C o re q u is ite ; A C C  102
P ro v id e s  in s tru c tio n  fo r  p re p a ra tio n  o f b o th  s ta te  a n d  fe d e ra l in c o m e  tax. T o p ics  in c lu d e  
ta x a b le  in c o m e , in c o m e  a d ju s tm e n ts , s c h e d u le s , s ta n d a rd  d e d u c tio n s , ite m ize d  d e d u c tio n s , 
e x e m p tio n s , tax  c re d its , a n d  ta x  ca lc u la tio n s . (Fall, S p r in g  fo r D ay C lasses ; S p r in g  fo r  E ven in g  
C la sse s )

ACC 158 l\/lanagerial Accounting Credit Hours: 6
P re re q u is ite : G ra d e  o f “ C ” o r b e tte r in A C C  103
E m p h a s iz e s  th e  in te rp re ta tio n  o f d a ta  u se d  b y  m a n a g e m e n t in p la n n in g  a n d  c o n tro llin g  b u s i
n ess  a c tiv itie s . T o p ics  in c lu d e  b u d g e tin g , c a p ita l in v e s tm e n t d e c is io n s , p r ic e  leve l a n d  fo r
e ig n  e x c h a n g e , a n a ly s is  o f f in a n c ia l s ta te m e n ts , a n d  in te rn a l re p o rtin g . (W inter, S u m m e r fo r  
D ay C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

ACC 160 Advanced Accounting Spreadsheet Applications Credit Hours: 4
P re re q u is ite : A C C  106
P ro v id e s  s tu d e n ts  w ith  la b o ra to ry  b a s e d  th e o re tic a l a n d  te c h n ic a l a d v a n c e d  s p re a d s h e e t 
a p p lic a t io n s . E m p h a s is  is p la c e d  on  d e v e lo p in g  an u n d e rs ta n d in g  o f s c o p e  a n d  a p p lic a tio n  
o f a d v a n c e d  s p re a d s h e e t s o ftw a re . T o p ics  in c lu d e  a d v a n c e d  c o m p u ta tio n a l fu n c tio n s , a d 
v a n c e d  d a ta  m a n a g e m e n t fu n c tio n s , a d v a n c e d  file  m a n a g e m e n t, a d v a n c e d  d a ta  m a n ip u la 
tion , a d va n ce d  s p re a d sh e e t p rin ting  o p tio n s , a dva n ce d  sp re a d sh e e t m acros, a d va n ce d  sp re a d 
sh e e t c o m m a n d  la n g u a g e , a d v a n c e d  g ra p h  g e n e ra tio n , a n d  a d v a n c e d  a c c o u n tin g  a nd  f in a n 
c ia l a p p lic a t io n s . (W inter, S u m m e r fo r  D ay C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

ACT 100 Refrigeration Fundam entals Credit Hours: 4
In tro d u c e s  b a s ic  c o n c e p ts  a n d  th e o r ie s  o f re fr ig e ra tio n . T o p ics  in c lu d e  th e  la w s  o f th e rm o d y 
n a m ics , p re s s u re  a n d  te m p e ra tu re  re la tio n s h ip s , h ea t trans fe r, th e  re fr ig e ra tio n  cyc le , a nd  
sa fe ty . (Fall fo r  D ay C la sse s ; Fall, A lte rn a tin g  Years, fo r  E ve n in g  C lasses)

ACT 101 Principles and Practices of Refrigeration Credit Hours: 7
P re re q u is ite /C o re q u is ite : A C T  100
In tro d u c e s  th e  use  o f re fr ig e ra tio n  to o ls , m a te ria ls , a n d  p ro c e d u re s  n e e d e d  to  ins ta ll, repair, 
a nd  s e rv ice  re fr ig e ra tio n  s ys te m s . T o p ics  in c lu d e  re fr ig e ra tio n  to o ls , p ip in g  p ra c tice s , se rv ice  
va lves , leak  te s tin g , re fr ig e ra n ts , e v a c u a tio n , c h a rg in g , a n d  sa fe ty. (Fall fo r  D ay C lasses ; 
Fall, A lte rn a tin g  Years, fo r  E ve n in g  C lasses)

ACT 102 Refrigeration System s Com ponents Credit Hours: 7
P re re q u is ite s /C o re q u is ite s : A C T  100, A C T  101
P ro v id e s  th e  s tu d e n t w ith  th e  s k ills  a n d  k n o w le d g e  to  ins ta ll, te s t, a nd  s e rv ice  m a jo r c o m p o 
n e n ts  o f a re fr ig e ra tio n  sys te m . T o p ics  in c lu d e  c o m p re s s o rs , c o n d e n s e rs , e va p o ra to rs , m e 
te r in g  d e v ice s , s e rv ice  p ro c e d u re s , re fr ig e ra tio n  sys te m s , a n d  sa fe ty. (Fall fo r  D ay C lasses ; 
W in te r, A lte rn a tin g  Years, fo r  E ve n in g  C lasses)

A C T IO S  Electrical Fundam entals Credit Hours: 8
In tro d u c tio n  to  fu n d a m e n ta l e le c tr ica l c o n c e p ts  a nd  th e o r ie s  as a p p lie d  to  th e  a ir c o n d it io n in g  
in d us try . T o p ics  in c lu d e  A C  a n d  DC the o ry , e le c tr ic  m e te rs , e le c tr ic  d ia g ra m s , d is tr ib u tio n  
sys te m s , e le c tr ic a l p an e ls , v o lta g e  c irc u its , c o d e  re q u ire m e n ts , a nd  safe ty. (W in te r fo r D ay 
C la sse s ; S p r in g , A lte rn a tin g  Years, fo r  E ve n in g  C lasses)
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ACT 104 Electric Motors Credit Hours: 3
P re re q u is ite /C o re q u is ite ; A C T  103
C o n tin u e s  th e  d e v e lo p m e n t o f s k ills  a n d  k n o w le d g e  n e c e s s a ry  fo r  a p p lic a t io n  a nd  s e rv ic e  o f 
e le c tr ic  m o to rs  c o m m o n ly  u se d  by  th e  re fr ig e ra tio n  a n d  a ir c o n d it io n in g  in d u s try . T o p ics  in 
c lu d e  d ia g n o s tic  te ch n iq u e s , ca pa c ito rs , ins ta lla tion  p ro ced u re s , typ e s  o f e lec tr ic  m o to rs , e lec tric  
m o to r sen /ice , a nd  safety. (S p rin g  fo r D ay C lasses ; Fall, A lte rn a tin g  Years, fo r E ven in g  C lasses)

ACT 105 Electrical Com ponents Credit Hours: 5
P re re q u is ite s /C o re q u is ite s : A C T  103, A C T  104
P ro v id e s  in s tru c tio n  in id e n tify in g , in s ta llin g , a n d  te s tin g  c o m m o n ly  u se d  e le c tr ic a l c o m p o 
n e n ts  in an a ir c o n d it io n in g  sys te m . T o p ics  in c lu d e  p re s s u re  s w itc h e s , o v e r lo a d  d e v ice s , 
tra n s fo rm e rs , m a g n e tic  s ta rte rs , o th e r c o m m o n ly  u se d  c o n tro ls , d ia g n o s tic  te c h n iq u e s , in 
s ta lla tio n  p ro c e d u re s , a n d  sa fe ty . (W in te r fo r  D ay C la sse s ; S p r in g , A lte rn a tin g  Years, fo r  
E v e n in g  C la sse s )

ACT 106 Electric Control System s and Installation Credit Hours: 4
P re re q u is ite /C o re q u is ite : A C T  105
P ro v id e s  in s tru c tio n  on  w ir in g  v a r io u s  ty p e s  o f a ir c o n d it io n in g  s ys te m s . T o p ics  in c lu d e  se r
v ic in g  p ro c e d u re s , s o lid  s ta te  c o n tro ls , s y s te m  w ir in g , c o n tro l c irc u its , a n d  safety. (W in te r fo r 
D ay C la sse s ; S um m e r, A lte rn a tin g  Years, fo r  E ve n in g  C lasses)

ACT 107 Air Conditioning Principles Credit Hours: 6
P re re q u is ite s /C o re q u is ite s : A C T  102, A C T  106, M AT 101, a n d  p ro g ra m  a d m is s io n  
In tro d u c e s  fu n d a m e n ta l th e o ry  a n d  te c h n iq u e s  n e e d e d  to  id e n tify  m a jo r c o m p o n e n ts  a nd  
fu n c tio n s  o f a ir c o n d it io n in g  sys te m s . In s tru c tio n  is g ive n  on  ty p e s  o f a ir c o n d it io n in g  sys te m s  
a n d  use  o f in s tru m e n ta tio n . T o p ics  in c lu d e  ty p e s  o f A C  s ys te m s , h e a t-lo a d  c a lc u la tio n , p ro p 
e rtie s  o f air, p s y c h o m e tr ic s , d u c t d e s ig n , a ir f iltra tio n , a n d  sa fe ty  p r in c ip le s . (S u m m e r fo r  D ay 
C la sse s ; S p r in g , A lte rn a tin g  Years, fo r  E ve n in g  C lasses)

ACT 108 Air Conditioning Systems and Installation Credit Hours: 3
P re re q u is ite /C o re q u is ite ; A C T  107
P ro v id e s  in s tru c tio n  on  th e  in s ta lla tio n  a n d  s e rv ice  o f re s id e n tia l a ir c o n d it io n in g  sys tem s . 
T o p ics  in c lu d e  in s ta lla tio n  p ro c e d u re s , se rv ice , s p lit-s ys te m s , a d d -o n  sys te m s , p a c k a g e d  sy s 
te m s , a n d  sa fe ty. (S u m m e r fo r  D ay C la sse s ; S p r in g , A lte rn a tin g  Years, fo r  E ve n in g  C lasses)

ACT 109 Troubleshooting Air Conditioning Systems Credit Hours: 7
P re re q u is ite s /C o re q u is ite s : A C T  108, E N G  111
P ro v id e s  in s tru c tio n  on  tro u b le s h o o t in g  a n d  re p a ir o f m a jo r c o m p o n e n ts  o f a re s id e n tia l a ir 
c o n d it io n in g  sys te m . T o p ics  in c lu d e  tro u b le s h o o tin g  te c h n iq u e s , e le c tr ic a l c o n tro ls , a ir flow , 
re fr ig e ra tio n  cyc le , a n d  sa fe ty. (S u m m e r fo r  D ay C la sse s ; S um m er, A lte rn a tin g  Years, fo r 
E ve n in g  C lasses)

ACT 110 Gas Heating Systems Credit Hours: 5
P re re q u is ite s : A C T  102, A C T  106, M AT 101
In tro d u c e s  p r in c ip le s  o f c o m b u s tio n  a nd  s e rv ice  re q u ire m e n ts  fo r  g a s  h e a tin g  sys tem s . T op 
ics  in c lu d e  se rv ice  p ro c e d u re s , e le c tr ic a l c o n tro ls , p ip in g , g a s  va lves, ve n tin g , c o d e  re q u ire 
m e n ts , p r in c ip le s  o f c o m b u s tio n , a n d  sa fe ty. (S p rin g  fo r  D ay C la sse s ; Fall, A lte rn a tin g  Years, 
fo r  E ve n in g  C lasses)

ACT 111 Electric Heating Systems Credit Hours: 3
P re re q u is ite /C o re q u is ite : A C T  110
P ro v id e s  in s tru c tio n  on  th e  o p e ra tio n , in s ta lla tio n , a nd  se rv ice  o f e le c tr ic  h ea tin g  sys tem s. 
T o p ics  in c lu d e  se rv ic in g  p ro c e d u re s , e le c tr ica l c o n tro ls , tro u b le s h o o tin g  te c h n iq u e s , c o d e  re 
q u irem en ts . and  safety. (S p ring  fo r D ay C lasses; W inter, A lte rna ting  Years, fo r E ven ing  C lasses)
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ACT 112 Heat Pumps Credit Hours: 3
P re re q u is ite s /C o re q u is ite s : A C T  110, A C T  111
P ro v id e s  in s tru c tio n  o n  th e  p r in c ip le s , a p p lic a t io n , a n d  o p e ra tio n  o f a  re s id e n tia l h ea t p u m p  
sy s te m . T o p ics  in c lu d e  in s ta lla tio n  p ro c e d u re s , s e rv ic in g , e le c tr ic a l c o m p o n e n ts , va lves , a nd  
sa fe ty . (S u m m e r fo r  D ay C la sse s ; S um m e r, A lte rn a tin g  Years, fo r  E ve n in g  C la sse s )

AHS 101 Anatom y and Physiology Credit Hours: 5
F o c u s e s  o n  b a s ic  n o rm a l s tru c tu re  a n d  fu n c tio n  o f th e  h u m a n  b od y . T o p ics  in c lu d e  an  o ve r
v ie w  o f e a c h  b o d y  sy s te m , h o w  s y s te m s  c o o rd in a te  a c tiv it ie s  to  m a in ta in  a  b a la n c e d  s ta te , 
re c o g n iz in g  d e v ia tio n s  fro m  th e  n o rm a l. M e d ic a l te rm in o lo g y , in c lu d in g  b a s ic  w o rd  s tru c tu re  
a n d  te rm s  re la te d  to  b o d y  s tru c tu re  a n d  fu n c tio n , a re  ta u g h t as  an  in te g ra l p a r t o f th e  co u rs e . 
(Fa ll, W in te r, S u m m e r fo r  D ay  C la sse s ; Fall fo r  E v e n in g  C la sse s )

AHS 102 Drug Calculation and Administration Credit Hours: 3
P re re q u is ite : M AT 101
U tilize s  b a s ic  m a th e m a tic a l c o n c e p ts  a n d  in c lu d e s  b a s ic  d ru g  a d m in is tra tio n . T o p ics  in c lu d e  
re s o u rc e  m a te ria ls , s y s te m s  o f m e a s u re m e n t, a b b re v ia tio n s , d ru g  c a lc u la tio n s , a n d  a d m in is 
tra tio n  o f m e d ic a tio n s  in a  s im u la te d  c lin ic a l e n v iro n m e n t. (Fa ll, S p r in g  fo r  D ay C la sse s ; Fall 
fo r  E ve n in g  C la sse s)

AHS 103 Nutrition and Diet Therapy I C redit Hours: 2
A  s tu d y  o f th e  n u tr itio n a l n e e d s  o f th e  in d iv id u a l. T o p ics  in c lu d e  b a s ic  n u tr ie n ts , fo o d  so u rce s , 
th e  ro le  n u tr itio n  p la ys  in th e  m a in te n a n c e  o f h ea lth  fo r  th e  in d iv id u a l, s o c ia l a s p e c ts  o f d ie t, 
p a tie n t a s s e s s m e n t, a n d  d ie t p la n n in g  a n d  p re p a ra tio n . (Fa ll, S p r in g  fo r  D ay C la sse s ; Fall fo r  
E ve n in g  C lasses)

AHS 109 M edical Terminology for Allied Health Science Credit Hours: 3
In tro d u c e s  th e  e le m e n ts  o f m e d ic a l te rm in o lo g y . E m p h a s is  is p la c e d  o n  b u ild in g  fa m ilia r ity  
w ith  m e d ic a l w o rd s  th ro u g h  k n o w le d g e  o f ro o ts , p re fixes, a n d  su ffixes . T o p ics  in c lu d e  o rig in s , 
w o rd  b u ild in g , a b b re v ia t io n s  a n d  s y m b o ls , te rm in o lo g y  re la te d  to  th e  h u m a n  a n a to m y , re a d 
ing  m e d ic a l o rd e rs  a n d  re p o rts , a n d  te rm in o lo g y  s p e c ific  to  th e  s tu d e n t ’s  f ie ld  o f s tud y . (Fall, 
S p r in g  fo r  D ay C la sse s  O n ly )

AHS 150 Nutrition and Diet Therapy II Credit Hours: 3
P re re q u is ite s : A H S  103
A  c o n tin u a tio n  o f th e  n u tr itio n a l n e e d s  o f th e  in d iv id u a l b e g u n  in A H S  103. T o p ics  in c lu d e  
n u trie n ts , fo o d  s o u rc e s , th e  ro le  n u tr itio n  p la y s  in th e  m a in te n a n c e  o f h ea lth  fo r  th e  in d iv id u a l, 
d ie t th e ra p y , a n d  th e  use  o f a p p ro p r ia te  d ie ts  to  tre a t ce rta in  p a th o lo g ic  c o n d it io n s . (Fall, 
S p r in g  fo r  D ay  C la sse s ; Fall fo r  E ve n in g  C la sse s)

AM F 152 Manufacturing Organizational Principles Credit Hours: 2
P ro v id e s  s tu d e n ts  w ith  an o v e rv ie w  o f th e  fu n c tio n a l a n d  s tru c tu ra l c o m p o s it io n  o f m a n u fa c 
tu r in g  o rg a n iz a tio n s . T o p ics  in c lu d e : m a n u fa c tu r in g /c o n s u m e r c o n n e c tio n , m a n u fa c tu r in g  
o p e ra tio n a l ty p e s , s tru c tu re  o f m a n u fa c tu r in g  o rg a n iz a tio n s , m a n u fa c tu r in g  b u s in e s s  p r in 
c ip le s , a n d  ty p e s  o f m a n u fa c tu r in g  p ro c e s s e s . (Q u a rte r ly  fo r  D ay C lasses)

AMF 154 Manufacturing W orkforce Skills Credit Hours: 2
P ro v id e s  s tu d e n ts  w ith  th e  k n o w le d g e  a n d  s k ills  n e e d e d  to  s u c c e e d  in th e  m a n u fa c tu r in g  
e n v iro n m e n t. T o p ics  in c lu d e  lis te n in g , w o rk in g  to g e th e r, c h a n g e  m a n a g e m e n t, s tre ss  
m a n a g e m e n t, d e c is io n  m a k in g , a n d  jo b  in te rv ie w  s k ills  to  c re a te  a  p o s itiv e  im age . 
(Q u a rte r ly  fo r  D ay C lasses)
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AM F 156 Manufacturing Production Requirem ents Credit Hours: 2
P ro v id e s  s tu d e n ts  w ith  th e  k n o w le d g e  a n d  s k ills  a s s o c ia te d  w ith  q u a lity  a n d  p ro d u c tiv ity  in 
th e  m a n u fa c tu r in g  e n v iro n m e n t. T o p ics  in c lu d e  w o r ld  c la ss  m a n u fa c tu r in g , to o ls  fo r  e x c e l
le n ce , a n d  s ta tis t ic a l p ro c e s s  c o n tro l. (Q u a rte r ly  fo r  D ay C la sse s )

AM F 158 Autom ated Manufacturing Skills Credit Hours: 4
P ro v id e s  s tu d e n ts  w ith  an  in tro d u c tio n  in to  c o m p u te r iz e d  p ro c e s s  c o n rtro l a nd  th e  o p e ra tio n a l 
re q u ire m e n ts  a s s o c ia te d  w ith  a u to m a te d  m a c h in e s  in th e  m a n u fa c tu r in g  e n v iro n m e n t. T op 
ics  in c lu d e  b a s ic  m e c h a n ic s , m e c h a n ic a l s y s te m s , h a n d  to o ls , p o w e r to o ls , in d u s tr ia l c o n 
tro ls , e le c tr ic a l sa fe ty, h y d ra u lic  sys te m s , p n e u m a tic  sys te m s , tro u b le s h o o tin g  p rin c ip le s , and  
c o m p u te rs  a n d  a u to m a te d  p rin c ip le s . (Q u a rte r ly  fo r  D ay C la sse s)

AM F 160 Representative Manufacturing Skills Credit Hours: 5
P ro v id e s  s tu d e n ts  w ith  an  in tro d u c tio n  to  re p re s e n ta tiv e  m a n u fa c tu r in g  s k ills  a n d  a s s o c ia te d  
s a fe ty  re q u ire m e n ts . T o p ics  in c lu d e  p la n t sa fe ty , m a te ria l m o v e m e n t, e q u ip m e n t, p re c is io n  
m e a s u re m e n ts  fo r  m a n u fa c tu r in g , a n d  b lu e p r in t re a d in g . (Q u a rte r ly  fo r  D ay C lasses)

AHS 104 Introduction to Health Care Credit Hours 3
In tro d u c e s  a  g ro u p in g  o f fu n d a m e n ta l p r in c ip le s , p ra c tice s , a n d  issu e s  c o m m o n  to  m a n y  s p e 
c ia liz a tio n s  in th e  hea lth  ca re  p ro fe s s io n . T o p ics  in c lu d e ; b a s ic  life  s u p p o rt,/C P R , b a s ic  e m e r
g e n c y  c a re /f irs t a id , v ita l s ig n s , in fe c tio n  c o n tro l, a n d  b lo o d /a ir  b o rn e  p a th o g e n s .

BIO 193 Anatomy and Physiology I Credit Hours: 5
in tro d u c e s  s tu d e n ts  to  th e  a n a to m y  a n d  p h y s io lo g y  o f th e  h u m a n  b ody . E m p h a s is  is p la ce d  
o n  th e  d e v e lo p m e n t o f a  s y s te m ic  p e rs p e c tiv e  o f a n a to m ic a l s tru c tu re s  a n d  p h y s io lo g ic a l 
p ro c e s s e s . T o p ics  in c lu d e  b o d y  o rg a n iz a tio n , ce ll s tru c tu re  a n d  fu n c tio n , t is s u e  c la s s if ic a 
t io n s , th e  in te g u m e n ta ry  sy s te m , th e  ske le ta l sys te m , th e  m u s c u la r sys te m , th e  re p ira to ry  
sys te m , th e  d ig e s tiv e  sys te m , a n d  th e  u rin a ry  sys tem . L a b o ra to ry  e xp e rie n c e  s u p p o rts  c la s s 
ro o m  le a rn in g . M in im u m  g ra d e  o f C re q u ire d  to  a d v a n c e  to  B IO  194, A n a to m y  a nd  P h y s io l
o g y  II. (S p rin g  fo r  D ay C la sse s  O n ly )

BIO 194 Anatomy and Physiology II Credit Hours: 5
Prerequisite: BIO 193 with a grade of “C ” or better
C o n tin u e s  th e  s tu d y  o f th e  a n a to m y  a n d  p h y s io lo g y  o f th e  h u m a n  body . T o p ics  in c lu d e  the  
re p ro d u c tiv e  sys te m , th e  c a rd io v a s c u la r  sys te m , th e  b lo o d  a nd  ly m p h a tic  s ys te m s , th e  n e r
v o u s  a n d  s e n s o ry  s ys te m s , th e  e n d o c r in e  sys te m , a n d  th e  im m u n e  sys te m . L a b o ra to ry  ex
p e r ie n c e  s u p p o r ts  c la s s ro o m  le a rn in g . (S u m m e r fo r D ay C la sse s  O n ly )

BUS 101 Beginning Docum ent Processing Credit Hours; 5
In tro d u c e s  th e  to u c h  s y s te m  o f k e y b o a rd in g  p la c in g  e m p h a s is  on  c o rre c t te c h n iq u e s , m a s 
te ry  o f th e  k e y b o a rd , a n d  s im p le  b u s in e s s  c o rre s p o n d e n c e . S tu d e n ts  a tta in  a m in im u m  ty p 
in g  s p e e d  o f 25  w o rd s  p e r m in u te  w ith  a m a x im u m  o f th re e  e rro rs  on  a th re e -m in u te  tim e d  
typ e w ritin g  test. Topics inc lu de  a lp ha b e tic  and  n um eric  sym bo ls , s im p le  fo rm a tting , ke yboa rd ing  
s p e e d  a nd  a ccu racy , ca re  o f e q u ip m e n t, a nd  p ro o fre a d in g . L a b o ra to ry  p ra c tice  p a ra lle ls  c lass 
in s tru c tio n . M in im u m  g ra d e  o f “ C ” to  a d v a n c e  to  B U S  102. (Q u a rte rly  fo r D ay a nd  E ven ing  
C la sse s )
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BUS 102 Interm ediate Docum ent Processing Credit Hours: 5
P re re q u is ite : B U S  101
C o n tin u e s  th e  d e v e lo p m e n t o f k e y b o a rd in g  s p e e d  a n d  a c c u ra c y  w ith  fu r th e r m a s te ry  o f c o r 
re c t ty p e w r it in g  te c h n iq u e s . S tu d e n ts  a tta in  a  m in im u m  ty p in g  s p e e d  o f 4 0  w o rd s  p e r m in u te  
w ith  a m a x im u m  o f five  e rro rs  on  a fiv e -m in u te  t im e d  ty p e w r it in g  tes t. T o p ics  in c lu d e  p ro d u c 
t io n  o f m a ila b le  le tte rs , fo rm s , re p o rts , a n d  ta b u la tio n s  fro m  ro u g h  d ra fts  a n d  s tra ig h t c o p y ; 
d e v e lo p m e n t o f k e y b o a rd in g  sp e e d  a n d  a cc u ra c y : im p ro v e m e n t o f d e c is io n  m a k in g  a nd  c o m 
m u n ic a tio n  sk ills ; ca re  o f e q u ip m e n t; a n d  p ro o fre a d in g . L a b o ra to ry  p ra c tic e  p a ra lle ls  c la ss  
in s tru c tio n . M in im u m  g ra d e  o f “ C ” to  a d v a n c e  to  B U S  103. (Q u a rte r ly  fo r  D ay a n d  E ven in g  
C la sse s )

BUS 103 Advanced Docum ent Processing Credit Hours: 5
P re re q u is ite s : B U S  102, E N G  111
C o n tin u e s  th e  d e v e lo p m e n t o f in c re a s e d  k e y b o a rd in g  s p e e d  a n d  a c c u ra c y  w ith  m a s te ry  o f 
p ro d u c tio n  o f c o m p le x  d o c u m e n ts . S tu d e n ts  a tta in  a  m in im u m  ty p in g  s p e e d  o f 50  w o rd s  p e r 
m in u te  w ith  a  m a x im u m  o f f ive  e rro rs  on  a  fiv e -m in u te  t im e d  ty p e w r it in g  tes t. T o p ics  in c lu d e  
d e v e lo p m e n t o f k e y b o a rd in g  s p e e d  a n d  a c c u ra c y ; p ro fic ie n t p ro d u c tio n  o f c o m p le x  le tte rs , 
fo rm s , re p o rts , a n d  ta b u la tio n s  fro m  ro u g h  d ra fts  a n d  s tra ig h t c o p y ; a d v a n c e d  a p p lic a t io n s  o f 
p ro o fre a d in g , d e c is io n  m a k in g , a n d  c o m m u n ic a tio n  sk ills ; a n d  e q u ip m e n t ca re . L a b o ra to ry  
p ra c tic e  p a ra lle ls  c la s s  in s tru c tio n . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C la sse s)

BUS 106 Office Procedures Credit Hours: 4
P re re q u is ite s : B U S  101
E m p h a s iz e s  e ss e n tia l s k ills  re q u ire d  fo r  th e  ty p ic a l b u s in e s s  o ffice . T o p ics  in c lu d e  o ffice  
p ro to c o l, p r io r it iz in g , t im e  m a n a g e m e n t, te le p h o n e  te c h n iq u e s , o ffic e  e q u ip m e n t, m a il se r
v ices , re fe ren ce  m a te ria ls , filin g , c o rre s p o n d e n c e , a n d  tra ve l a n d  m e e tin g  a rra n g e m e n ts . (Fall, 
W in te r, S p r in g  fo r  D a y  C la sse s ; S p r in g  fo r  E ve n in g  C lasses)

BUS 107 i\/lacliine Transcription Credit Hours: 3
P re re q u is ite s : B U S  102, C IS  102, E N G  111
E m p h a s iz e s  tra n s c r ib in g  m a ila b le  d o c u m e n ts  fro m  re c o rd in g s  u s in g  a  w o rd  p ro ce sso r. T op 
ics  in c lu d e  p ro p e r  m a in te n a n c e  a n d  u s a g e  o f e q u ip m e n t a n d  s u p p lie s , w o rk  a rea  m a n a g e 
m en t, tra n s c r ip tio n  te c h n iq u e s , p ro p e r fo rm a ts , s p e e d  a n d  a ccu racy , p ro o fre a d in g , g ram m ar, 
sp e llin g , a n d  p u n c tu a tio n . (Q u a rte rly  fo r  D ay ; Fall a n d  S p rin g  fo r  E ven ing  C lasses)

BUS 108 Word Processing Credit Hours: 5
P re re q u is ite s : B U S  101
E m p h a s iz e s  an  in te n s iv e  use  o f w o rd  p ro c e s s in g  e q u ip m e n t to  c re a te  a n d  rev ise  m a ila b le  
d o c u m e n ts  o r re p o rts  fro m  ro u g h  d ra ft c o p y  a n d  s tra ig h t copy . T o p ics  in c lu d e  p ro p e r m a in te 
n a n ce  a n d  u s a g e  o f e q u ip m e n t a n d  s u p p lie s , w o rk  a re a  m a n a g e m e n t, c o m p e te n c y  in o n e  o r 
m o re  s o ftw a re  p a c k a g e s , a nd  p ro d u c tiv ity . M in im u m  g ra d e  o f “ C ” re q u ire d  to  a d v a n c e  to  BU S  
201 . (Q u a rte r ly  fo r  D ay C la sse s ; W in te r, S u m m e r fo r  E ve n in g  C la sse s)

BUS 109 Applied Office Procedures Credit Hours: 3
P re re q u is ite s : B U S  102, B U S  108
A p p lie d  O ffice  P ro c e d u re s  se rve s  as a  c a p s to n e  c o u rs e  w h ic h  p ro v id e s  s tu d e n ts  w ith  th e  
o p p o r tu n ity  to  a p p ly  s k ills  a c q u ire d  in o th e r c o u rs e w o rk . T o p ics  in c lu d e  a p p lic a t io n  o f w o rd /  
in fo rm a tio n  p ro c e s s in g  sk ills , c o m m u n ic a tio n  sk ills , te le c o m m u n ic a tio n  sk ills , a n d  re c o rd s  
m a n a g e m e n t sk ills , p u b lic  re la tio n  sk ills , use  o f o ffic e  e q u ip m e n t, a n d  o ffic e  e q u ip m e n t/s u p 
p lie s  p ro c u re m e n t. (Fa ll, S p r in g  fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)
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BUS 151 Introduction to Business Credit Hours: 5
In tro d u c e s  o rg a n iz a tio n  a n d  m a n a g e m e n t c o n c e p ts  o f th e  b u s in e s s  w o rld . T o p ics  in c lu d e  
b u s in e s s  o rg a n iz a tio n , e n te rp r is e  m a n a g e m e n t, m a rk e tin g  m a n a g e m e n t, a nd  fin a n c ia l m a n 
a g e m e n t. (Fa ll, S p r in g  fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C la sse s ))

BUS 160 Electronic Com m unications Credit Hours: 3
P re re q u is ite ; S C T  100
E le c tro n ic  C o m m u n ic a tio n s  se rve s  as a c a p s to n e  c o u rs e  w h ic h  p ro v id e s  s tu d e n ts  w ith  th e  
o p p o r tu n ity  to  a c q u ire  sk ills  u s in g  e le c tro n ic  c o m m u n ic a tio n s . T o p ics  in c lu d e  a p p lic a tio n  o f 
e le c tro n ic  m a il, th e  in te rn e t, w o r ld  w id e  w e b , g o p h e r  se rv ice s , a n d  g ra p h ic  p re s e n ta tio n  s o ft
w a re . (Fa ll, S p r in g  fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

BUS 161 Desktop Publishing I Credit Hours: 5
P re re q u is ite s : B U S  101, S C T  100
E m p h a s iz e s  in te n s ive  use  o f d e s k to p  p u b lis h in g  s o ftw a re  to  c re a te  p u b lic a t io n s  s u ch  as le t
te rh e a d s , re su m e s , flie rs , b ro c h u re s , re p o rts , n e w s le tte rs , a n d  b u s in e s s  ca rd s . T o p ics  in 
c lu d e  d e s k to p  p u b lis h in g  c o n c e p ts , o p e ra tio n  o f DTP so ftw a re , e le c tro n ic s  p a g e  layou t, b as ic  
g ra p h ic  d e s ig n , a n d  p ra c tic a l a p p lic a t io n s . (W inter, S u m m e r fo r  D ay C la sse s ; Fall, S p r in g  fo r 
E v e n in g  C lasses)

BUS 162 Desktop Publishing II Credit Hours: 5
P re re q u is ite s : B U S  101, C IS  102
P ro v id e s  in s tru c tio n  in th e  use  o f p re s e n ta tio n  g ra p h ic s  s o ftw a re  to  c re a te  e ffe c tive  p ro fe s 
s io n a l p re s e n ta tio n s  a nd  p u b lic a tio n s . T o p ics  in c lu d e  p la n n in g , c re a tin g , a n d  e n h a n c in g  p re 
s e n ta tio n s , a d v a n c e d  la y o u t a nd  g ra p h ic  d e s ig n , e n h a n c in g  ch a rts , w o rk in g  w ith  e m b e d d e d  
a nd  lin ked  o b je c ts  and  h ype rlin ks , a nd  u s in g  s lid e  s h o w  fea tu res. (Fall, S p rin g  fo r D ay C lasses; 
W in te r fo r  E ve n in g  C lasses)

BUS 201 Advanced Word Processing Credit Hours: 3
P re re q u is ite s : B U S  108 w ith  a  g ra d e  o f "C"
P ro v id es  in s tru c tio n  in a d va n ce d  w o rd  p ro c e s s in g  and  d e sk  to p  p u b lis h in g  c o n c e p ts  and  te c h 
n iq ue s . T o p ics  in c lu d e  p ro p e r m a in te n a n c e  a nd  u sa g e  o f e q u ip m e n t a nd  s u p p lie s , w o rk  a rea  
m a n a g e m e n t, a d v a n c e d  w o rd  p ro c e s s in g  c o n c e p ts , a n d  p ro d u c tio n  o f b u s in e s s  c o rre s p o n 
d e n c e  a nd  d o c u m e n ts . (Q u a rte rly  fo r D ay C la sse s ; S p r in g  fo r E ven in g  C lasses)

BUS 204 Half-Time Business Office Specialist Internship Credit Hours: 6
P re re q u is ite : M u s t be  in las t q u a rte r o f p ro g ra m . S tu d e n ts  m a y  ta ke  las t q u a rte r c o u rs e  w o rk  
a nd  in te rn s h ip  c o n c u rre n tly  w ith  p e rm is s io n  o f th e  D e p a rtm e n t H ead.
P ro v id e s  s tu d e n ts  w o rk  e x p e rie n c e  in a p ro fe s s io n a l e n v iro n m e n t. T o p ics  in c lu d e : a p p lic a 
tio n  o f c la s s ro o m  k n o w le d g e  a n d  sk ills , w o rk  e n v iro n m e n t fu n c tio n s , a n d  lis te n in g /fo llo w in g  
d ire c tio n s . S tu d e n ts  w ill be  u n d e r th e  s u p e rv is io n  o f th e  B u s in e ss  a nd  O ffice  T e ch n o lo g y  
p ro g ra m  fa c u lty  a n d /o r  p e rs o n s  d e s ig n a te d  to  c o o rd in a te  w o rk  e x p e rie n c e  a rra n g e m e n ts . 
(Q u a rte rly  fo r  D ay a n d  E ven in g  C lasses)

BUS 205 Half-Time Medical Office Specialist Internship Credit Hours: 6
P re re q u is ite : M u s t be in last q u a rte r o f p ro g ra m . S tu d e n ts  m a y  ta ke  last q u a rte r c o u rs e  w o rk  
a n d  in te rn s h ip  c o n c u rre n tly  w ith  p e rm is s io n  o f th e  D e p a rtm e n t H ead.
P ro v id e s  the  s tu d e n t w o rk  e x p e rie n c e  in a m e d ic a l e n v iro n m e n t. T op ics  in c lu d e : a p p lic a tio n  
o f c la s s ro o m  k n o w le d g e  a nd  sk ills , w o rk  e n v iro n m e n t fu n c tio n s , a nd  lis te n in g /fo llo w in g  d ire c 
tio n s . S tu d e n ts  w ill be  u n d e r the  s u p e rv is io n  o f th e  B u s in e ss  a nd  O ffice  te c h n o lo g y  p ro g ra m  
fa c u lty  a n d /o r  p e rs o n s  d e s ig n a te d  to  c o o rd in a te  w o rk  e x p e rie n c e  a rra n g e m e n ts . (Q u a rte rly  
fo r D ay and  E ven in g  C lasses)
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BUS 206 Half-Time Legal Office Specialist Internship Credit Hours: 6
P re re q u is ite : M u s t be  in la s t q u a rte r  o f p ro g ra m . S tu d e n ts  m a y  ta k e  las t q u a rte r c o u rs e  w o rk  
a n d  in te rn s h ip  c o n c u rre n t ly  w ith  p e rm is s io n  o f th e  D e p a rtm e n t H ead.
P ro v id e s  th e  s tu d e n t w o rk  e x p e rie n c e  in a  le g a l e n v iro n m e n t. T o p ics  in c lu d e : a p p lic a t io n  o f 
c la s s ro o m  k n o w le d g e  a n d  sk ills , w o rk  e n v iro n m e n t fu n c tio n s , a n d  lis te n in g /fo llo w in g  d ire c 
tio n s . S tu d e n ts  w ill be  u n d e r th e  s u p e rv is io n  o f th e  B u s in e s s  a n d  O ffice  te c h n o lo g y  p ro g ra m  
fa c u lty  a n d /o r  p e rs o n s  d e s ig n a te d  to  c o o rd in a te  w o rk  e x p e rie n c e  a rra n g e m e n ts . (Q u a rte rly  
fo r  D ay a n d  E ve n in g  C lasses)

BUS 208 Office Accounting Credit Hours: 4
In tro d u c e s  fu n d a m e n ta l c o n c e p ts  o f a c o u n tin g . T o p ics  in c lu d e  th e  a c c o u n tin g  e q u a tio n ; d e b 
its, c re d its , a n d  jo u rn a liz in g ; p o s tin g  a n d  p a y ro ll. B o th  m a n u a l a n d  c o m p u te r iz e d  c o n c e p ts  
a re  ta u g h t. (W inte r, S u m m e r fo r  D ay C la sse s ; Fall, S p r in g  fo r  E ve n in g  C lasses)

BUS 211 Medical Terminology Credit Hours: 4
In tro d u c e s  th e  b a s ic  s p e llin g  a n d  p ro n u n c ia t io n  o f m e d ic a l te rm s  a n d  th e  use  o f th e s e  
te rm s  as th e y  re la te  to  a n a to m y , tre a tm e n t, su rg e ry , a n d  d ru g s . T o p ics  in c lu d e  m e d ic a l 
p re fixes , ro o ts , su ffixe s , w o rd  e le m e n ts , s p e llin g , p ro n u n c ia t io n , a n d  m e a n in g . (W inter, 
S u m m e r fo r  D ay C la sse s ; Fall fo r  E ve n in g  C lasses)

BUS 212 Anatomy and Terminology Credit Hours: 5
P re re q u is ite : B U S  211
In tro d u c e s  th e  s tru c tu re s  a n d  fu n c t io n s  o f th e  h u m a n  b o d y  in c lu d in g  m e d ic a l te rm in o lo g y . 
T op ics  in c lu d e  sp e llin g ; p ro n u n c ia tio n ; m e d ica l te rm in o lo g y ; d e fin it io n s  and  a n a to m ic a l te rm s ; 
a n d  lo c a tio n , id e n tif ic a tio n , a n d  fu n c t io n s  o f b o d y  p a rts  a n d  s ys te m s . (Q u a rte r ly  fo r  D ay a nd  
E ve n in g  C lasses)

BUS 213 Medical Docum ent Processing/Transcription Credit Hours: 5
P re re q u is ite s : B U S  212
P ro v id e s  e x p e r ie n c e  in m e d ic a l tra n s c r ip tio n  w o rk in g  w ith  th e  m o s t fre q u e n tly  u sed  m ed ica l 
reports . Top ics inc lu de  p ro p e r m a in ten a nce  and  usage  o f e q u ip m e n t and  supp lies , w o rk  a rea 
m a n ag e m e n t, p ro nu n c ia tio n , spe lling , de fin itions, typ in g  sp ee d  and  accuracy, p un c tua tio n , and  
us ing  re fe rence  b oo ks . (Q uarte rly  fo r D ay C lasses; Fall and  S pring  fo r E ven ing  C lasses)

BUS 215 M edical Office Specialist Internship Credit Hours: 12
P re re q u is ite s : S u c c e s s fu l c o m p le t io n  o f a ll re q u ire d  c o u rs e w o rk .
P ro v id e s  s tu d e n t w o rk  e x p e rie n c e  in an  o ff-c a m p u s  m e d ic a l e n v iro n m e n t. T o p ics  in c lu d e  
a p p ly in g  c la s s ro o m  k n o w le d g e  a n d  sk ills , w o rk in g  c o o p e ra tiv e ly  w ith  c o -w o rk e rs  a n d  m a n 
a g e m e n t, a nd  lis te n in g  a n d  fo llo w in g  d ire c tio n s . S tu d e n ts  w ill be  u n d e r th e  s u p e rv is io n  o f the  
B u s in e s s  a nd  O ffice  T e c h n o lo g y  p ro g ra m  fa c u lty  a n d /o r  p e rs o n s  d e s ig n a te d  to  c o o rd in a te  
w o rk  e x p e rie n c e  a rra n g e m e n ts . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

BUS 216 Medical Office Procedures Credit Hours: 3
P re re q u is ite s : B U S  102, 212
E m p h a s iz e s  e sse n tia l s k ills  re q u ire d  fo r  th e  m e d ic a l o ffice . T o p ics  in c lu d e  m e d ic a l law  and  
e th ics , p a tie n t re la tio n s , s c h e d u lin g  a p p o in tm e n ts , m e d ic a l re c o rd s  m a n a g e m e n t, p e g b o a rd  
a c c o u n tin g , h ea lth  in s u ra n c e , a nd  b illin g /c o lle c t io n . (Fa ll, S p r in g  fo r  D ay C la sse s ; W in te r fo r  
E ve n in g  C lasses)
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BUS 217 Legal Procedures I Credit Hours: 7
P re re q u is ite s ; EN G  111, B U S  102
In tro d u c e s  o ffic e  p ro c e d u re s  p ra c tic e d  b y  th e  le g a l se c re ta ry . T o p ics  in c lu d e  lega l te rm in o l
ogy, p re p a r in g  lega l d o c u m e n ts  a n d  c o rre s p o n d e n c e , tra n s c r ip tio n , e th ics , a n d  p e rfo rm in g  
u n d e r p re s s u re . S p e c if ic  to p ic s  c o v e re d  in c lu d e  g e n e ra l o ffic e  d u tie s , th e  c o u r ts  a n d  c o u r t 
d o c u m e n ts , lit ig a tio n , w ills , p ro b a te , rea l es ta te , c o rp o ra tio n s , a nd  non  c o u rt d o c u m e n ts . M in i
m u m  g ra d e  o f “ C ” re q u ire d  to  a d v a n c e  to  B U S  218. (W in te r fo r  D ay C lasses)

BUS 218 Legal Procedures II Credit Hours: 7
P re re q u is ite : E N G  112, B U S  21 7 w ith  a m in im u m  g ra d e  o f “ C ” .
A  c o n tin u a tio n  o f o ffic e  p ro c e d u re s  p ra c tic e d  by  th e  lega l se c re ta ry . T o p ics  in c lu d e  lega l 
te rm in o lo g y , t ra n s c r ip tio n , p re p a r in g  lega l d o c u m e n ts  a nd  c o rre s p o n d e n c e , m a in ta in in g  c li
e n t a nd  fin a n c ia l re c o rd s , e th ics , a n d  p e r fo rm in g  u n d e r p re ssu re . S p e c ific  to p ic s  c o ve re d  
in c lu d e  lega l o ffice  p ro c e d u re s , th e  c o u r ts  a n d  c o u r t d o c u m e n ts , lit ig a tio n , w ills , p ro b a te , real 
es ta te , c o rp o ra tio n s , a nd  n on  c o u r t d o c u m e n ts .
(S p rin g  fo r  D ay C la sse s )

BUS 219 Legal Office Specialist Internship Credit Hours: 12
P re re q u is ite : S u c c e s s fu l c o m p le tio n  o f a ll re q u ire d  c o u rs e w o rk .
P ro v id e s  s tu d e n ts  w o rk  e x p e r ie n c e  in an  o ff-c a m p u s  lega l e n v iro n m e n t. T o p ics  in c lu d e  
a p p ly in g  c la s s ro o m  k n o w le d g e  a n d  sk ills , w o rk in g  c o o p e ra tiv e ly  w ith  c o -w o rk e rs  and  
m a n a g e m e n t, a nd  lis te n in g  a nd  fo llo w in g  d ire c tio n s . S tu d e n ts  w ill be  u n d e r th e  s u p e rv is io n  
o f th e  B u s in e ss  a nd  O ffice  T e c h n o lo g y  p ro g ra m  fa c u lty  a n d /o r  p e rs o n s  d e s ig n a te d  to  
c o o rd in a te  w o rk  e x p e r ie n c e  a rra n g e m e n ts . (Q u a rte rly  fo r D ay C lasses)

BUS 224 Business Office Specialist Internship Credit Hours: 12
P ro v id e s  s tu d e n ts  w o rk  e x p e r ie n c e  in an o ff-c a m p u s  o ffice  e n v iro n m e n t. T o p ics  in c lu d e  a p 
p ly in g  c la s s ro o m  k n o w le d g e  a n d  sk ills , w o rk in g  c o o p e ra tiv e ly  w ith  c o -w o rk e rs  a nd  m a n a g e 
m e n t, lis te n in g  a nd  fo llo w in g  d ire c tio n s . S tu d e n ts  w ill be  u n d e r the  s u p e rv is io n  o f the  O ffice  
te c h n o lo g y  p ro g ra m  fa c u lty  a n d /o r  p e rs o n s  d e s ig n a te d  to  c o o rd in a te  w o rk  e xp e rie n c e  a r
ra n g e m e n ts  (Q u a rte rly  fo r D ay a n d  E ven in g  C lasses)

BUS 225 Office Simulation Credit Hours: 8
P re re q u is ite : S u c c e s s fu l c o m p le tio n  o f a ll c o u rs e  w o rk  in a B u s in e ss  and  O ffice  T e ch n o lo g y  
s p e c ia liz a tio n  area.
P ro v id e s  re a lis tic  p a tte rn s  o f o ffice  a c tiv itie s  in a s im u la te d  o ffice  e n v iro n m e n t. T op ics  in c lu d e  
in te g ra tin g , d e v e lo p in g , a nd  a p p ly in g  a w id e  ra n g e  o f o c c u p a tio n a l k n o w le d g e  a nd  sk ills ;
c o o p e ra tiv e ly  in te ra c tin g  w ith  c o -w o rk e rs ; a nd  lis te n in g  a nd  fo llo w in g  d ire c tio n s . (Q u a rte rly
fo r D ay a nd  E ven in g  C lasses)

CIS 103 Operating Systems Concepts Credit Hours: 5
P re re q u is ite /C o re q u is ite : S C T 100
P ro v id e s  an o ve rv ie w  o f o p e ra tin g  sys te m s  fu n c tio n s  and  c o m m a n d s  th a t a re  n ece ssa ry  in a 
m ic ro /m a in fra m e  c o m p u te r  w o rk in g  e n v iro n m e n t. T o p ics  in c lu d e  m u lt ip ro g ra m m in g , m u lt i
u se r sys te m s , re so u rce  m a n a g e m e n t, ta sk  c o m m a n d /c o n tro l la n g u a g e s , and  o p e ra tin g  s y s 
te m  u tiliza tio n . (W inter, S u m m e r fo r D ay C lasses ; S p r in g  fo r E ven in g  C lasses)

CIS 105 Program Design and Developm ent Credit Hours: 5
P re re q u is ite /C o re q u is ite : C IS  106
P ro v id e s  an e m p h a s is  on  b u s in e s s  p ro b le m  id e n tif ic a tio n  a nd  s o lu tio n  th ro u g h  s y s te m s  o f 
c o m p u te r  p ro g ra m s  u s in g  su ch  to o ls  as s tru c tu re  charts , f lo w ch a rts , and  p s e u d o c o d e . Top ics 
in c lu d e  p ro b le m  s o lv in g  p ro ce ss , fu n d a m e n ta ls  o f s tru c tu re d  p ro g ra m m in g , p ro g ra m  d e v e l
o p m e n t b u ild in g  b lo c k s , fu n d a m e n ta ls  o f file  a nd  re p o rt s tru c tu re , and  b u s in e ss  a p p lic a tio n  
s tru c tu re . (Fall, S p r in g  fo r D ay C lasses ; W in te r fo r E ven in g  C lasses)
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CIS 106 Com puter Concepts Credit Hours: 5
P re re q u is ite /C o re q u is ite ; S C T  100
P ro v id e s  an o v e rv ie w  o f c o m p u te rs  a n d  in fo rm a tio n  p ro c e s s in g . T o p ics  in c lu d e  c o m p u te r  
h is to ry  a n d  te rm in o lo g y , d a ta  re p re s e n ta tio n , d a ta  s to ra g e  c o n c e p ts , fu n d a m e n ta ls  o f in fo r
m a tio n  p ro c e s s in g , fu n d a m e n ta ls  o f h a rd w a re  o p e ra tio n , fu n d a m e n ta ls  o f c o m m u n ic a tio n s  
a nd  n e tw o rk in g , s tru c tu re d  p ro g ra m m in g  c o n c e p ts , p ro g ra m  d e v e lo p m e n t m e th o d o lo g y , sy s 
te m  d e v e lo p m e n t m e th o d o lo g y , a nd  c o m p u te r  n u m b e r sys tem s . (Fall, S p r in g  fo r D ay C lasses; 
S u m m e r fo r  E ve n in g  C la sse s )

C IS 112 Systems Analysis and Design Credit Hours: 4
P re re q u is ite : C IS  105, P ro g ra m m in g  L a n g u a g e  P re fe rred
P ro v id e s  a  re v ie w  a n d  a p p lic a t io n  o f s y s te m s  life  c y c le  d e v e lo p m e n t m e th o d o lo g ie s  im p le 
m e n te d  b y  p ro je c t te a m s . T o p ics  in c lu d e  ro le  o f s y s te m s  a n a ly s is  a n d  d e s ig n , p re lim in a ry  
in v e s tig a tio n , s y s te m s  a n a ly s is  p ha se , s y s te m s  d e s ig n  p ha se , s y s te m s  d e v e lo p m e n t p ha se , 
im p le m e n ta tio n  a n d  e va lu a tio n , a n d  p o s t- im p le m e n ta tio n  s y s te m s  o p e ra tio n . (Fall, S p r in g  fo r 
D ay C la sse s ; W in te r fo r  E ve n in g  C la sse s )

CIS 113 C o b o ll Credit Hours: 7
P re re q u is ite /C o re q u is ite : C IS  105 p re fe rre d
P ro v id e s  a s tu d y  o f th e  C O B O L  p ro g ra m m in g  la n g u a g e  to  s o lv e  b u s in e s s  a p p lic a tio n s . T o p 
ics  in c lu d e  d iv is io n s , a r ith m e tic  o p e ra tio n s , s e q u e n c e  ve rb s , c o n d it io n a l co n tro l, e d itin g  inpu t, 
a n d  s in g le  leve l c o n tro l b re a ks . (Fa ll, S p r in g  fo r  D ay C la sse s ; S p r in g  fo r  E ve n in g  C la sse s)

CIS 114 Cobol II Credit Hours: 7
P re re q u is ite : C IS  113 w ith  a m in im u m  g ra d e  o f “ C ” o r b e tte r
R e in forces and  ex tends  th e  c o n ce p ts  and  a p p lica tio n s  p ro v ide d  in C O B O L  I. Top ics inc lu de  m u lti
level co n tro l b reaks, e le m en ta ry  tab le  p ro ce ss in g  , d e b u g g in g  tech n iq ue s , e le m en ta ry  so rting , 
and  se quen tia l file  p ro cess in g . (W inter, S u m m e r fo r D ay C lasses; S u m m e r fo r E ven ing  C lasses)

CIS 122 M icrocom puter Installation and IVIaintenance Credit Hours: 7
P re re q u is ite : S C T  100, C IS  103
P ro v id es  an in tro d u c tio n  to  th e  fu n d a m e n ta ls  o f in s ta llin g  a nd  m a in ta in in g  m ic ro c o m p u te rs . 
Topics inc lude  iden tify ing  co m p o n e n ts  a nd  th e ir fu n c tio n s , safety, insta lla tion  p ro ce d u re s , tro u b le 
s h o o tin g  te c h n iq u e s , a nd  p re ven tive  m a in te n a n ce . (S p rin g , Fall fo r  D ay C la sse s ; S u m m e r fo r 
E ve n in g  C lasses)

CIS 124 M icrocom puter Database Programming Credit Hours: 7
P re re q u is ite /C o re q u is ite : C IS  105, C IS  128 R e c o m m e n d e d
P ro v id es  a s tu d y  o f d a ta b a s e  p ro g ra m m in g  u s in g  m ic ro c o m p u te r  d a ta b a s e  m a n a g e m e n t sy s 
te m s  (D B M S ) s o ftw a re  p a c k a g e s . T o p ics  in c lu d e  d e v e lo p m e n t o f s ys te m s , s tru c tu re d  p ro 
g ra m m in g  te c h n iq u e s , d a ta  e d itin g , a n d  o u tp u t d e s ig n . (W inte r, S u m m e r fo r  D ay C la sse s ; 
Fall fo r  E ve n in g  C lasses)

CIS 127 Word Processing and Desktop Publishing Techniques Credit Hours: 7
P re re q u is ite : S C T  100
P ro v id es  a s tu d y  o f w o rd  p ro c e s s in g  a nd  d e s k to p  p u b lis h in g . T o p ics  in c lu d e  w o rd  p ro c e s s in g  
fu n d a m e n ta ls , d e s k to p  p u b lis h in g  fu n d a m e n ta ls , a d v a n c e d  w o rd  p ro c e s s in g  c o n c e p ts , d e 
v e lo p m e n t o f m a c ro s , a n d  p re s e n ta tio n  g ra p h ic s  fu n d a m e n ta ls . (Fall, S p r in g  fo r  D ay C lasses ; 
W in te r fo r  E ve n in g  C lasses)
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C IS 128 Spreadsheet and Database techniques Credit Hours: 7
P re re q u is ite : S C T  100
P ro v id e s  a s tu d y  o f s p re a d s h e e ts  a n d  d a ta b a s e s . T o p ics  in c lu d e  s p re a d s h e e t fu n d a m e n ta ls , 
a d v a n c e d  s p re a d s h e e t c o n c e p ts , d e v e lo p m e n t o f m a c ro s , d a ta b a se  m a n a g e m e n t fu n d a m e n 
ta ls , a n d  a d v a n c e d  d a ta b a s e  m a n a g e m e n t c o n c e p ts .
(W in te r, S u m m e r fo r  D ay C la sse s ; S p r in g  fo r  E ve n in g  C la sse s)

C IS 140 Networlcing Concepts Credit Hours: 5
P re re q u is ite ; S C T  100
In tro d u c e s  th e  fu n d a m e n ta l c o n c e p ts  in vo lve d  in s e le c tin g  a nd  in s ta llin g  a  lo ca l a rea  n e tw o rk . 
T o p ics  in c lu d e : in tro d u c tio n  to  l_ANs, n e tw o rk in g  c o m p o n e n ts , LAN s ta n d a rd s , n e tw o rk  o p e r
a tin g  s y s te m s  (N O S ), d a ta  c o m m u n ic a tio n s , a n d  c lie n t-s e rv e r c o n c e p ts . (Q u a rte rly  fo r  D ay 
a n d  E ve n in g  C la sse s )

CIS 142 iVlultiple Networl<s and WANS Credit Hours 7
P re re q u is ite s : C IS  140, C IS  258
P ro v id e s  a s tu d y  o f h e te ro g e n e o u s  n e tw o rk s  w ith  an e m p h a s is  o p n  W id e  A re a  N e tw o rk  c o m 
p o n e n ts  a n d  th e  lin k in g  o f n e tw o rk s  w ith  d is p a ra te  o p e ra tin g  s y s te m  so ftw a re  a n d /o r  h a rd 
w a re . T o p ics  in c lu d e  n e tw o rk s , p ro to c o ls , m u lt ip le  p ro to c o l n e tw o rk s , b r id g e s , ro u te rs , and  
in te g ra tio n  o f d is p a ra te  n e tw o rk s . P re p a re s  s tu d e n ts  fo r  M ic ro s o ft N e tw o rk in g  E ssen tia ls  
E xam . (W inter, S u m m e r fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

CIS 143 NetW are Adm inistration Credit Hours 7
P re re q u is ite : C IS  140
P ro v id e s  a  s tu d y  o f N O V E LL  N e tW are  A d m in is tra tio n . T o p ics  in c lu d e  N e tW are  file  sys tem , 
N e tW are  in te g r ity  a n d  se cu rity , N e tW are  s y s te m  a n d  u se r a c c o u n t a u to m a tio n , N e tW are  file  
server, N e tW are  w o rk s ta tio n , N e tW are  p rin tin g , N e tW are  c o m m u n ic a tio n s , a nd  N e tW are  s o ft
w a re  in s ta lla tio n . (Fa ll, S p r in g  fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

CIS 144 NetW are installation and Configuration Credit Hours 7
P re re q u is ite : C IS  143
P ro v id e s  a s tu d y  o f p la n n in g , d e s ig n in g , a n d  im p le m e n tin g  a N O V E LL N e tW are  n e tw o rk . 
T o p ics  in c lu d e , n e tw o rk  d e s ig n , n e tw o rk  p la n n in g , n e tw o rk  im p le m e n ta tio n , in s ta lla tio n  o f 
c a b le in g  a nd  c o m p o n e n ts , h a rd w a re  in s ta lla tio n , se rve r a n d  c lie n t N O S  in s ta lla tio n , a nd  in 
s ta lla tio n  o f a p p lic a tio n  so ftw a re . (Fa ll, S p r in g  fo r D ay C lasses ; S u m m e r fo r E ven in g  C lasses)

CIS 145 NetW are Network Doagnostics and Troubleshooting 
Credit Hours 7
P re re q u is ite s : C IS  143, C IS  144
P ro v id es  a s tu d y  in N e tW are  n e tw o rk  d ia g n o s tic s  and  tro u b le s h o tin g . Top ics  in c lu d e  N etW are  
a n a ly s is  m e th o d o lo g y , tro u b le s h o o tin g  th e  n e tw o rk , file  se rve r tro u b le s h o o tin g  a nd  a na lys is , 
tro u b le s h o o tin g  the  DO S w o rks ta tion , tro u b le s h o o tin g  n e tw o rk  p rin ting , p ro to co l ana lys is, cab le  
tro u b le s h o o tin g , n e tw o rk  o rg a n iz a tio n  a n d  d is a s te r recovery , a nd  re se a rch  to o ls . (W inter, 
S u m m e r fo r D ay C la sse s ; S u m m e r fo r  E ven in g  C lasses)

CIS 146 Microsoft NT Administration Credit Hours 7
P re re q u is ite : C IS  140
P ro v id e s  a  s tu d y  o f M ic ro s o ft N T a d m in is tra tio n . T o p ics  in c lu d e : NT file  sys tem . NT in te g rity  
a n d  se cu rity , N T s y s te m  a nd  u se r a c c o u n t a u to m a tio n , NT d o m a in s , NT tru s t re la tio n sh ip s , 
N T d ire c to ry  re p lic a tio n , N T s y s te m s  o p tim iz a tio n , N T c lie n ts , NT p rin tin g , N T c o m m u n ic a 
tio n s , a n d  n e tw o rk  s o ftw a re  in s ta lla tio n . (Fa ll, S p r in g  fo r D ay C lasses ; S p r in g  fo r E ven in g  
C la sse s)
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C IS 147 Microsoft NT Installation and Configuration Credit Hours 7 
P re re q u is ite : C IS  146
P ro v id e s  a  s tu d y  o f p la n n in g , d e s ig n in g , a n d  im p le m e n tin g  a  M ic ro s o ft N T  n e tw o rk . T o p ics  
in c lu d e  n e tw o rk  d e s ig n , n e tw o rk  p la n n in g , n e tw o rk  im p le m e n ta tio n , in s ta lla tio n  o f c a b lin g  a nd  
c o m p o n e n ts , h a rd w a re  in s ta lla tio n , s e rv e r a n d  c lie n t N O S  in s ta lla tio n , a n d  in s ta lla tio n  o f 
a p p lc ia t io n  so ftw a re . (W in te r, S u m m e r fo r  D a y  C la sse s ; S u m m e r fo r  E ve n in g  C la sse s )

C IS 148 Microsoft NT Diagnostics and Troubleshooting Credit Hours 7
P re re q u is ite s : C IS  146, C IS  147
P ro v id e s  a  s tu d y  in M ic ro s o ft N T  n e tw o rk  d ia g n o s tic s  a n d  tro u b le s h o o tin g . T o p ics  in c lu d e  
a n a ly s is  m e th o d o lo g y , t ro u b le s h o o t in g  th e  n e tw o rk , N T  se rv e r tro u b le s h o o tin g  a n d  a n a lys is , 
w o rk s ta tio n  tro u b le s h o o tin g , tro u b le s h o o tin g  n e tw o rk  p rin ting , p ro to c o l ana lys is , ca b le  tro u b le 
s h o o tin g , n e tw o rk  o rg a n iz a tio n  a n d  d is a s te r re co ve ry , a n d  re se a rch  to o ls . (W inte r, S u m m e r 
fo r  D ay  C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

CIS 149 W indows Programming in C +  +  Credit Hours 7
P re re q u is ite : C IS  105
In tro d u c e s  o b je c t o r ie n te d  p ro g ra m m in g . C o m m o n  e le m e n ts  o f W in d o w s  a p p lic a t io n s  w ill be  
d is c u s s e d  a n d  c re a te d  u s in g  a  C +  +  in te g ra te d  d e v e lo p m e n t e n v iro n m e n t. T o p ics  in c lu d e  
o b je c t p r ie n te d  p ro g ra m m in g , W in d o w s  a p p lic a t io n s , u se r in te rfa ce  d e s ig n , c a p tu r in g  a n d  
va lid a tin g  in p u t, e ve n t-d rive n  p ro g ra m m in g  d e s ig n , c o n d it io n a l p ro c e s s in g , a n d  in c o rp o ra tin g  
g ra p h ic s . (W inte r, S u m m e r fo r  D ay C lasses)

CIS 155 W orking W ith M icrosoft W indows Software C re d it H o u rs  3
P ro v id e s  th e  in te rfa ce  c o n c e p ts  o f M ic ro s o ft W in d o w s  s o ftw a re  a n d  th e  o p p o r tu n ity  to  d e 
v e lo p  s o ftw a re  a p p lic a tio n  s k ill in a  w id e  ra n g e  o f b u s in e s s  s itu a tio n s . T o p ics  in c lu d e  g e tt in g  
s ta rte d  w ith  M ic ro s o ft W in d o w s , m a n a g in g  p ro g ra m s  a n d  file s  w ith  M ic ro s o ft W in d o w s , u s in g  
M ic ro s o ft W in d o w s  "w rite " a n d  "p a in tb ru s h " fe a tu re s , d a ta  tra n s fe r w ith  M ic ro s o ft W in d o w s , 
p r in tin g  w ith  M ic ro s o ft W in d o w s , a n d  c u s to m iz in g  w ith  M ic ro s o ft W in d o w s . (W inter, S u m m e r 
fo r  D ay C la sse s ; S p r in g  fo r  E v e n in g  C la sse s)

CIS 156 Introduction to the Internet and W ide Area Networks Credit Hours 5
P re re q u is ite : S C T  100
In tro d u c e s  th e  in te rn e t, a  w o r ld w id e  c o m p u te r  n e tw o rk  th a t lin ks  c o lle g e s , b u s in e s s e s , a nd  
g o v e rn m e n t a g e n c ie s . P ro v id e s  an  e x c e lle n t o p p o r tu n ity  to  u n d e rs ta n d , in ve s tig a te , a n d  ex
p lo re  th e  In te rn e t a n d  re la te d  w id e  a re a  n e tw o rk s . T h e  s tu d e n t w ill lea rn  h o w  to  c o n n e c t a  PC 
to  th e  in te rn e t as  w e ll as  h o w  to  use  c o m m u n ic a t io n  s o ftw a re  to  a c c e s s  th e  m a n y  re s o u rc e s  
a v a ila b le  on  th e  n e tw o rk . T o p ics  in c lu d e : n e tw o rk  fu n d a m e n ta ls , In te rn e t c o n c e p ts , e le c 
tro n ic  m a il, file  tra n s fe r p ro to c o l, Te lnet, In te rn e t g o p h e rs , a n d  in fo rm a tio n  se rv ice s . (W inter, 
S u m m e r fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

CIS 157 Introduction to W indows Program ming Using M icrosoft Visual Basic C re d it  
Hours 7
C o re q u is ite : C IS  105 R e c o m m e n d e d
In tro d u c e s  M ic ro s o ft W in d o w s  e ve n t-d riv e n  p ro g ra m m in g . A lo n g  w ith  th e  n e w  m e th o d  o f 
p ro g ra m m in g , c o m m o n  e le m e n ts  o f W in d o w s  a p p lic a tio n s  w ill be  d iscu sse d . T h ese  e le m e n ts  
w ill be  c re a te d  a n d  m a n ip u la te d  u s in g  M ic ro s o ft 's  V isu a l B A S IC  d e v e lo p m e n t e n v iro n m e n t. 
T o p ics  in c lu d e  W in d o w s  a p p lic a t io n s , u se r in te rfa ce  d e s ig n , c a p tu r in g  a n d  v a lid a tin g  in p u t, 
e ve n t-d rive n  p ro g ra m m in g  d e s ig n , c o n d it io n a l p ro c e s s in g , f ile  p ro c e s s in g , a n d  in c o rp o ra tin g  
g ra p h ic s . (Fall, S p r in g  fo r  D ay C L a sses ; Fall fo r  E ve n in g  C la sse s )
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CIS 214 Database M anagem ent Credit Hours 6
P re re q u is ite : P ro g ra m m in g  L a n g u a g e  C o u rse
P ro v id e s  an  o v e rv ie w  o f th e  s k ills  a n d  k n o w le d g e  o f d a ta b a s e  a p p lic a tio n  s y s te m s  u sed  in 
b u s in e s s , g o v e rn m e n t, a n d  in d us try . T o p ics  in c lu d e  m o d e ls , s tru c tu re s , p h y s ic a l d a ta b a se , 
lo g ic a l d a ta b a s e , a n d  a c c e s s in g  te c h n iq u e s . (W inter, S u m m e r fo r  D ay C la sse s ; S p r in g  fo r 
E v e n in g  C lases)

CIS 221 Advanced Microsoft Word Credit Hours 5
P re re q u is ite : C IS  127
P ro v id e s  th e  fu n d a m e n ta l, in te rm e d ia te  a n d  a d v a n c e d  M ic ro s o ft W o rd  c o m p e te n c ie s  to  p ro 
v id e  th e  u se r w ith  th e  s k ills  n e c e s s a ry  to  o b ta in  th e  e x p e rt u se r c e rt if ic a tio n . T o p ics  in c lu d e  
w o rk g ro u p  e d itin g , a n d  a d v a n c e d  fe a tu re s  s u c h  as  m a c ro s , m a ilm e rg e , H T M L  c re a tio n , a nd  
ta b le s .(S u m m e r, W in te r fo r  D ay C la sse s ; Fall fo r  E ve n in g  C lasses)

CIS 222 Advanced Microsoft Excel Credit Hours 5
P re re q u is ite : C IS  128
P ro v id e s  th e  fu n d a m e n ta l, in te rm e d ia te , a n d  a d v a n c e d  M ic ro s o ft E xce l c o m p e te n c ie s  to  p ro 
v id e  th e  u se r w ith  th e  s k ills  n e c e s s a ry  to  o b ta in  th e  e x p e rt u se r c e rtif ic a tio n . T o p ics  in c lu d e  
s p re a d s h e e t c re a tio n , fin a n c ia l s ta te m e n ts , fo re c a s t, a m o rtiz a tio n  s c h e d u le s , w o rk g ro u p  e d 
itin g  a n d  a d v a n c e d  fe a tu re s  s u c h  as m a c ro s , u s in g  ch a rts , im p o rt in g  a n d  e x p o rtin g  da ta , 
H T M L  c re a tio n , fo rm u la s , W E B  q u e rie s , b u ilt- in  fu n c tio n a lity , te m p la te s , a n d  tre n d s  a n d  re la 
t io n s h ip s . (Fa ll a n d  S p r in g  fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

CIS 223 Advanced M icrosoft Access Credit Hours 5
P re re q u is ite : C IS  128
P ro v id e s  th e  fu n d a m e n ta l, in te rm e d ia te , a nd  a d v a n c e d  M ic ro s ift A c ce ss  c o m p e te n c ie s  to  p ro 
v id e  th e  u se r w ith  th e  s k ills  n e c e s s a ry  to  o b ta in  th e  e x p e rt u se r c e rtif ic a tio n . T o p ics  in c lu d e  
c re a tin g  a nd  m o d ify in g  a  d a ta b a s e , lo c a tin g  in fo rm a tio n , m a c ro  a nd  m o d u le  c re a tio n  a nd  
a d v a n c e d  fe a tu re s  s u c h  as a d v a n c e d  q u e rie s , fo rm s , a d v a n c e d  re p o rts , s u b -fo rm  c re a tio n , 
H T M L  c re a tio n , d a ta  in teg rity , a n d  in te g ra tio n  w ith  o th e w r a p p lic a tio n s . Fall a n d  S p rin g  fo r 
D ay C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

CIS 224 Advanced M icrosoft PowerPoint Credit Hours 5
P re re q u is ite ; C IS  127
P ro v id e s  th e  fu n d a m e n ta l, in te rm e d ia te , a nd  a d v a n c e d  M ic ro s o ft P o w e rP o in t c o m p e te n c ie s  
to  p ro v id e  th e  u se r w ith  th e  s k ills  n e c e s s a ry  to  o b ta in  e xp e re t u se r c e rtif ic a tio n . T o p ics  in 
c lu d e  p re s e n ta tio n  c re a tio n , p re s e n ta tio n  v iew s, s lid e  sh o w s , te m p la te s , a n im a tio n , H TM L 
c re a tio n , n a v ig a tio n , a nd  p re se n ta tio n  tra n s itio n . (S u m m e r and  W in te r fo r D ay C lasses ; S p rin g  
fo r E ve n in g  C lasses)

CIS 226 Microsoft FrontPage Credit Hours 5
P re re q u is ite ; S C T  100
P ro v id es  th e  fu n d a m e n ta l, in te rm e d ia te , a nd  a d v a n c e d  M ic ro s o ft F ro n tP a g e  c o m p e te n c ie s  to  
p ro v id e  th e  u se r w ith  th e  sk ills  n e c e s s a ry  to  o b ta in  th e  e xp e rt u se r c e rtif ica tio n . T op ics  in 
c lu d e  w e b  p a g e  c re a tio n , e d itin g , m a n a g in g , a nd  p u b lis h in g  ta b le s , fra m e s , fo rm s , g ra p h ic s , 
a nd  w e b  s ite  m a n a g e m e n t. (S um m er, W in te r fo r D ay C lasses ; S p r in g  fo r E ven in g  C lasses)

CIS 245 Implem enting and Supporting W indows 95 Credit Hours 7
Prerequisite: CIS 240
P ro v id e s  a s tu d y  o f im p le m e n tin g , a d m in is te r in g , tro u b le s h o o tin g , a nd  p ro v id in g  te c h n ic a l 
s u p p o rt to  use rs  o f W in d o w s  95. T op ics  in c lu d e  p la n n in g , in s ta lla tio n  and  c o n fig u ra tio n , c o n 
fig u r in g  a nd  m a n a g in g , re so u rce  a cce ss , in te g ra tio n  a nd  in te ro p e ra b ility , m o n ito r in g  a nd  o p 
tim iza tio n , and  tro u b le s h o o tin g . (W inter, S u m m e r fo r D ay C lasses; S p rin g  fo r E ven ing  C lasses)
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CIS 250 RPG Program ming Credit Hours: 7
P re re q u is ite /C o re q u is ite : C IS  105
In tro d u c e s  p ro g ra m m in g  b u s in e s s  a p p lic a tio n s  u s in g  th e  RPG p ro g ra m m in g  la n g u a g e . T op 
ics  in c lu d e  in tro d u c tio n  to  RPG p ro g ra m m in g , in p u t a n d  o u tp u t p ro c e s s in g , a r ith m e tic  o p e ra 
tio ns , e d it c o d e s /w o rd s , se le c tio n  o p e ra tio n s , c o n tro l b reaks , m u ltip le  c o n tro l b reaks , d o  loops , 
e x c e p tio n  o u tp u t, e x te rn a l f ile s -p h y s ic a l a n d  lo g ic a l, a n d  s e q u e n tia l file  a c c e s s  m e th o d s . 
(W inter, S u m m e r fo r  D ay C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

CIS 251 Advanced RPG Program m ing Credit Hours: 7
P re re q u is ite : C IS  2 50  w ith  a  m in im u m  g ra d e  o f “ C ” o r b e tte r
P ro v id e s  an e m p h a s is  o n  d e s ig n in g  a n d  w r it in g  p ro g ra m s  u s in g  th e  RPG p ro g ra m m in g  la n 
g ua g e . T op ics  in c lu d e  ta b le  a nd  a rray  p ro ce ss in g , d a ta  va lida tion , da ta  s tru c tu re s , in te rp ro g ra m  
c o m m u n c a tio n , ra n d o m  file  a c c e s s  m e th o d s , f ile  u p d a tin g , a n d  in te ra c tiv e  p ro c e s s in g . (Fall, 
S p r in g  fo r  D ay C la sse s ; Fall fo r  E ve n in g  C la sse s )

CIS 253 BASIC Program m ing I Credit Hours: 7
P re re q u is ite : C IS  105
P ro v id e s  a  s tu d y  o f th e  B A S IC  p ro g ra m m in g  la n g u a g e  on  a  m ic ro c o m p u te r  to  s o lv e  b u s in e s s  
a p p lic a tio n s . T o p ics  in c lu d e  p ro g ra m m in g  fro m  s ta te d  p ro b le m s  u s in g  B A S IC  la n g u a g e , a r
ray  p ro c e s s in g /s o r tin g , s tr in g  m a n ip u la tio n , a n d  in te ra c tiv e  p ro c e s s in g . (Fa ll, S p r in g  fo r  D ay 
C la sse s ; W in te r fo r  E ve n in g  C la sse s)

CIS 242 TC P/IP  on MIcrospft W indows Credit Hours: 7
Prerequisites: C IS 142, CIS 146, C IS 148
Provides students with the knowledge and skills required to set-up, configure, use, 
and supporTransm lsslon Protocol/Internet Protocol (TCP/IP) on M icrosoft W indows  
NT. Topics include planning a TC P/IP  network, installing and configuring TCP/IP, using 
DHCP manage,r, W indows name resolution techniques, subnetting and supernetting, 
and DNS nam e resolution

CIS 258 Introduction to Data Com m unication Credit Hours 4
P re re q u is ite : S C T  100
P ro v id e s  an  in tro d u c tio n  to  d a ta  c o m m u n ic a tio n  a n d  n e tw o rk s . T o p ics  in c lu d e  d a ta  fo rm a ts , 
d a ta tr ra n s m is s io n  te c h n iq u e s , p ro to c o l a n d  n e tw o rk s , c o d e s  a n d  te rm in a ls , m o d e m  c o n tro l, 
b a s ic  n e tw o rk  c o n c e p ts , a n d  m e th o d s  a n d  s ta n d a rd s . (S p rin g , Fall fo r  D ay C la sse s ; S u m m e r 
fo r  E ve n in g  C la sse s)

SCT 100 Introduction To M icrocom puters Credit Hours: 3
In tro d u c e s  fu n d a m e n ta l c o n c e p ts  a n d  o p e ra tio n s  n ece ssa ry  to  use  m ic ro c o m p u te rs . E m p h a 
s is  is p la c e d  on  b a s ic  fu n c t io n s  a n d  fa m ilia r ity  w ith  c o m p u te r  use. T o p ics  in c lu d e  c o m p u te r  
te rm in o lo g y , in tro d u c tio n  to  th e  W in d o w s  e n v iro n m e n t, in tro d u c tio n  to  n e tw o rk in g , in to d u c tio n  
to  w o rd  p ro c e s s in g , in tro d u c tio n  to  s p re a d s h e e ts , a n d  in tro d u c tio n  to  d a ta b a se s . (Q u a rte rly  
fo r  D ay a n d  E ve n in g  C lasses)

COS 100 Introduction to Cosm etology Theory Credit Hours: 5
In tro d u c e s  th e  fu n d a m e n ta l th e o ry  a n d  p ra c tic e s  o f th e  c o s m e to lo g y  p ro fe s s io n . E m p h a s is  
w ill be  p la c e d  on  p ro fe s s io n a l p ra c tic e s  a n d  safe ty. T o p ics  in c lu d e  s ta te  a n d  lo ca l law s, ru les, 
a n d  re g u la tio n s ; h y g ie n e  a n d  g ro o m in g ; p e rs o n a lity  d e v e lo p m e n t a n d  p ro fe s s io n a l e th ics ; 
s te r iliza tio n , sa n ita tio n , a nd  b a c te r io lo g y ; c h e m is try  fu n d a m e n ta ls , sa fe ty ; a n a to m y  a n d  p h y s i
o lo g y ; a n d  H a z a rd o u s  D u ty  S ta n d a rd s  A c t c o m p lia n c e . (Fall, S p r in g  fo r  D ay C la sse s ; Q ua r
te r ly  fo r  E ve n in g  C lasses)
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COS 101 Introduction to Perm anent Waving and Relaxing Credit Hours: 2
P re re q u is ite /C o re q u is ite : C O S  100
In tro d u c e s  th e  c h e m is try  a n d  c h e m ic a l re a c tio n s  o f p e rm a n e n t w a ve  s o lu tio n s  a nd  re laxers . 
T o p ics  in c lu d e  p e rm a n e n t w a ve  te c h n iq u e s , sa fe ty  p ro c e d u re s , c h e m ic a l re la xe r te c h n iq u e s , 
a n d  p e rm a n e n t w a ve  a n d  c h e m ic a l re la xe r a p p lic a t io n  p ro c e d u re s  on  m a n n e q u in s . (Fall, 
S p r in g  fo r  D ay C la sse s ; Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 102 Introduction to Hair Color Credit Hours: 4
P re re q u is ite /C o re q u is ite : C O S  100
In tro d u c e s  th e  fu n d a m e n ta l th e o ry  o f co lo r, p re d is p o s it io n  te s ts , c o lo r  s e le c tio n , a n d  c o lo r 
a p p lic a t io n . T o p ics  in c lu d e  b a s ic  c o lo r  c o n c e p ts , s k in  re a c tio n s , th e  c o lo r  w h e e l, a nd  c o lo r 
s e le c tio n  a n d  a p p lic a tio n . (Fa ll, S p r in g  fo r  D ay C la sse s ; Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 103 Introduction to Skin, Scalp, and Hair Credit Hours: 2
P re re q u is ite : C O S  100
In tro d u c e s  th e  th e o ry , p ro c e d u re s , a n d  p ro d u c ts  u sed  in th e  ca re  a nd  tre a tm e n t o f th e  sk in , 
s c a lp , a nd  hair. T o p ics  in c lu d e  tre a tm e n t th e o ry , b a s ic  c o rre c tiv e  ha ir a nd  s c a lp  tre a tm e n ts , 
p la in  fac ia ls , p ro d u c ts  a nd  su p p lie s , a nd  d ise ase s  and  d iso rd e rs . (Fall, S p n n g  fo r D ay C lasses; 
Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 104 Introduction to Manicuring and Pedicuring Credit Hours: 1
P re re q u is ite : C O S  100
In tro d u c e s  th e  the o ry , p ro c e d u re s , a nd  p ro d u c ts  used  in th e  ca re  o f na ils  a nd  cu tic le s . T op ics  
in c lu d e  tre a tm e n t th e o ry , h a n d  a nd  fo o t a na tom y , nail ca re  im p le m e n ts , na il ca re  su p p lie s , 
p la in  m a n icu re , a nd  c u tic le  care . (Fall, S p r in g  fo r D ay C lasses ; Q u a rte rly  fo r E ven in g  C lasses)

COS 105 Introduction to Sham pooing and Styling Credit Hours: 3
P re re q u is ite : C O S  100
In trod u ces  th e  fun d a m e n ta l th e o ry  a nd  sk ills  requ ired  to  sh a m p o o  and crea te  shap ings , p incurls , 
f in g e rw a v e s , ro lle r p la c e m e n t, a n d  c o m b o u ts . L a b o ra to ry  tra in in g  in c lu d e s  s ty lin g  tra in in g  to  
to ta l 20  h o u rs  on  m a n n e q u in s  a nd  25 h o u rs  on  live m o d e ls  w ith o u t c o m p e n s a tio n . T op ics  
in c lu d e  s h a m p o o  ch e m is try , s h a m p o o  p ro c e d u re s , s ty lin g  p rin c ip le s , p in c u rls , ro lle r p la c e 
m en t, fin g e rw a ve s , c o m b o u t te c h n iq u e s , sk ip w a ve s , r id g e cu rls , and  sa fe ty  p re ca u tio n s . (Fall, 
S p r in g  fo r  D ay C la sse s ; Q u a rte r ly  fo r E ve n in g  C lasses)

COS 106 Introduction to Hair Cutting Credit Hours: 2
P re re q u is ite /C o re q u is ite : C O S  100
In tro d u c e s  th e  th e o ry  a n d  sk ills  n e c e s s a ry  to  a p p ly  h a irc u tt in g  te c h n iq u e s . Safe use  o f hair- 
c u tt in g  im p le m e n ts  w ill be  s tre ssed . T op ics  in c lu d e  h a irc u ttin g  te rm in o lo g y , sa fe ty  and  s a n ita 
t io n , c u tt in g  im p le m e n ts , a nd  h a irc u tt in g  te c h n iq u e s . (Fall, S p r in g  fo r D ay C la sse s ; Q u a rte rly  
fo r E ve n in g  C lasses)

COS 107 Haircutting Techniques Credit Hours: 2
P re re q u is ite : C O S  106
C o n tin u e s  th e  th e o ry  a nd  a p p lic a tio n  o f h a irc u ttin g  te c h n iq u e s . T o p ics  in c lu d e  c lie n t c o n s u l
ta tio n , h ead  a n d  b o d y  a na lys is , ha ir ana lys is , a nd  h a irc u tt in g  te c h n iq u e s . S tu d e n ts  w ill p ra c 
t ic e  h a irc u tt in g  te c h n iq u e s  in th e  la b o ra to ry  se ttin g . (W inter, S u m m e r fo r D ay C lasses ; Q u a r
te r ly  fo r E ve n in g  C lasses)

COS 108 Permanent Waving and Relaxing Credit Hours: 3
P re re qu is ite : C O S  101
P re sen ts  p re c a u tio n s  a nd  d iffic u ltie s  in vo lve d  in a p p ly in g  p e rm a n e n t w a ve s  a nd  re laxers. 
A p p lic a tio n  o f p e rm a n e n t w a ve s  and  re laxers  on  live m o d e ls  is in c lu d e d . Top ics  in c lu d e  tim e d  
p e rm a n e n t w ave , t im e d  re la xe r a p p lic a tio n , sa fe ty  p re c a u tio n s , a n d  H a z a rd o u s  D u ty  S ta n 
d a rd s  A c t c o m p lia n c e . (W inter, S u m m e r fo r D ay C la sse s ; Q u a rte r ly  fo r E ven in g  C lasses)
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COS 109 Hair Color Credit Hours: 2
P re re q u is ite : C O S  102
Presents the  app lica tion  o f tem porary, sem i-perm anent, and  pe rm anen t hair co lo ring  p roducts. Top
ics inc lude  lash and  b ro w  tin ts, co lo ring  p roducts , sa fe ty p recau tions  and  tests, m ix ing  p rocedures, 
and co lo r se lection and app lica tion. (Winter, S um m er fo r Day Classes; Q uarterly fo r Evening Classes)

COS 110 Skin, Scalp, and Hair Credit Hours: 2
P re re q u is ite : C O S  103
P ro v id e s  in s tru c tio n  on  a n d  a p p lic a tio n  o f te c h n iq u e s  a n d  th e o ry  in th e  tre a tm e n t o f th e  sk in , 
s c a lp , a n d  hair. E m p h a s is  w ill be  p la c e d  on  w o rk  w ith  live  m o d e ls . T o p ics  in c lu d e  im p le 
m e n ts , p ro d u c ts  a n d  s u p p lie s , d is e a s e s  a n d  d is o rd e rs , c o rre c tiv e  h a ir a n d  s c a lp  tre a tm e n ts , 
fac ia l p ro c e d u re s  and  m a n ipu la tio ns , and  sa fe ty  p re cau tio ns . (W inter, S u m m e r fo r D ay C lasses; 
Q u a rte r ly  fo r  E ve n in g  C lasses )

COS 111 styling Credit Hours: 3
P re re q u is ite ; C O S  105
C o n tin u e s  th e  th e o ry  a n d  a p p lic a tio n  o f h a irs ty lin g  a n d  in tro d u c e s  th e rm a l te c h n iq u e s . T op 
ics  in c lu d e  b lo w  d ry  s ty lin g , th e rm a l cu rlin g , th e rm a l p re ss in g , th e rm a l w a v in g , b ra id in g , safety, 
a nd  c le a n in g  a n d  s ty lin g  w ig s  a n d  h a irp ie c e s . (W inter, S u m m e r fo r  D ay C la sse s ; Q u a rte r ly  
fo r  E ve n in g  C lasses)

COS 112 IVIanicuring and Pedicuring Credit Hours: 1
P re re q u is ite : C O S  104
P ro v id e s  m a n ic u r in g  a n d  p e d ic u r in g  e x p e r ie n c e  on  live  m o d e ls . T o p ics  in c lu d e  im p le m e n ts , 
p ro d u c ts  a n d  s u p p lie s , d is e a s e s  a n d  d is o rd e rs , m a n ic u re  te c h n iq u e s , a nd  p la in  p e d ic u re . 
(W inter, S u m m e r fo r  D ay C la sse s ; Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 113 Practicum I Credit Hours: 4
P re re q u is ite s : C O S  107, C O S  108, C O S  109, C O S  110, C O S  111, C O S  112 
P re re q u is ite s /C o re q u is ite s : E N G  111, M AT 101, PSY 100
P ro v id e s  la b o ra to ry  e x p e rie n c e s  n e c e s s a ry  fo r  th e  d e v e lo p m e n t o f sk ill le ve ls  re q u ire d  to  be 
a  c o m p e te n t c o s m e to lo g is t.  T he  a llo c a tio n  o f t im e  to  th e  v a r io u s  p h a se s  o f c o s m e to lo g y  is 
p re s c r ib e d  b y  th e  G e o rg ia  S ta te  B oa rd  o f C o s m e to lo g y . T h is  c o u rs e  in c lu d e s  a  p o rtio n  o f th e  
h o u rs  re q u ire d  fo r  lice n su re . T o p ics  in c lu d e  p e rm a n e n t w a v in g  a n d  re laxe rs ; h a ir c o lo r  a nd  
b le a c h in g ; sk in , s c a lp , a n d  ha ir; h a irc u tt in g ; s ty lin g ; d is p e n s a ry ; m a n ic u re /p e d ic u re ; re c e p 
tio n ; s a fe ty  p re c a u tio n s ; a n d  H a z a rd o u s  D u ty  S ta n d a rd s  A c t c o m p lia n c e . (Fall, S p r in g  fo r 
D ay C la sse s ; Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 114 Practicum II Credit Hours: 5
P re re q u is ite /C o re q u is ite : C O S  113
P ro v id e s  la b o ra to ry  e x p e rie n c e s  n e c e s s a ry  fo r  th e  d e v e lo p m e n t o f sk ill le ve ls  re q u ire d  to  be 
a  c o m p e te n t c o s m e to lo g is t.  T h e  a llo c a tio n  o f t im e  to  th e  v a r io u s  p h a se s  o f c o s m e to lo g y  is 
p re s c r ib e d  b y  th e  G e o rg ia  S ta te  B o a rd  o f C o s m e to lo g y . T h is  c o u rs e  in c lu d e s  a p o rtio n  o f the  
h o u rs  re q u ire d  fo r  lice n su re . T o p ics  in c lu d e  p e rm a n e n t w a v in g  a n d  re laxe rs ; ha ir c o lo r  and  
b le a c h in g ; sk in , s ca lp , a n d  ha ir; h a irc u tt in g ; s ty lin g ; d is p e n s a ry ; m a n ic u re /p e d ic u re ; re c e p 
tio n ; sa fe ty  p re c a u tio n s ; a n d  H a z a rd o u s  D u ty  S ta n d a rd s  A c t c o m p lia n c e . (Fall, S p r in g  fo r 
D ay C la sse s ; Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 115 Practicum /lnternship I Credit Hours: 4
P re re q u is ite s : C O S  113, C O S  114
P ro v id es  e xp e rie n c e  n ece ssa ry  fo r p ro fe ss io n a l d e v e lo p m e n t a nd  c o m p le tio n  o f re q u ire m e n ts  
fo r  s ta te  lice n su re . E m p h a s is  w ill be  p la c e d  on  th e  d is p la y  o f p ro fe s s io n a l c o n d u c t a n d  p o s i
tive  a ttitu d e s . T h e  re q u ire m e n ts  fo r  th is  c o u rs e  m a y  be  m e t in a la b o ra to ry  s e ttin g  o r in a 
c o m b in a tio n  o f a la b o ra to ry  s e ttin g  a n d  an a p p ro v e d  in te rn s h ip  fac ility . T op ics  in c lu d e  p e rm a -
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n e n t w a v in g  a n d  re la xe rs ; h a ir c o lo r  a n d  b le a c h in g : sk in , s ca lp , a nd  ha ir; h a irc u tt in g ; s ty lin g ; 
d isp e n sa ry ; m a n ic u re /p e d ic u re ; re ce p tio n ; sa fe ty  p re ca u tio n s ; and  H a za rd o u s  D u ty  S ta n d a rd s  
A c t c o m p lia n c e . (W inter, S u m m e r fo r  D ay C la sse s ; Q u a rte r ly  fo r  E ve n in g  C lasses)

COS 116 Practicum /lnternship II Credit Hours: 5
P re re q u is ite s : C O S  113, C O S  114, C O S  11 5
P rov ides e xpe rience  necessa ry  fo r p ro fess iona l d e ve lo p m e n t and  co m p le tio n  o f requ irem en ts  fo r 
s ta te  licensure . E m p ha s is  w ill be p la ced  on the  d isp lay  o f p ro fess iona l c o n d u c t and  pos itive  a tti
tudes . The  re q u irem en ts  fo r th is  co u rse  m ay be m et in a la bo ra to ry  se tting  o r in a c o m b in a tio n  o f 
a la bo ra to ry  se tting  and  an a p p ro ve d  in te rnsh ip  facility. Top ics inc lu de  p e rm a ne n t w av ing  and 
relaxers; hair co lo r and  b leach ing ; skin, sca lp , and  hair; ha ircu tting ; s ty ling ; d ispensa ry ; m an icu re / 
p ed icu re ; recep tion ; sa fe ty  p re cau tio ns ; H aza rdous  D uty S tan d a rd s  A c t co m p lia n ce ; and  state 
licensure  p repa ra tion . (W inter, S u m m e r fo r D ay C lasses; Q ua rte rly  fo r E ven ing  C lasses)

COS 117 Salon/Shop M anagem ent Credit Hours: 4
P re re q u is ite s : C O S  100, P ro g ra m  a d m is s io n
E m p h a s iz e s  th e  s te p s  in v o lv e d  in o p e n in g  a nd  o p e ra tin g  a p riv a te ly  o w n e d  c o s m e to lo g y  s a 
lon . T o p ics  in c lu d e  p la n n in g  a s a lo n /s h o p , b u s in e s s  m a n a g e m e n t, re ta ilin g , p u b lic  re la tion s , 
sa le s  sk ills , a nd  c lie n t re te n tio n . (W inter, S u m m e r fo r D ay C la sse s ; Q u a rte r ly  fo r E ven in g  
C la sse s)

DDF 100 Introduction to CAD Credit Hours: 5
T h is  c o u rs e  in tro d u c e s  fu n d a m e n ta l c o n c e p ts  a nd  o p e ra tio n s  n e ce ssa ry  to  u tilize  m ic ro c o m 
pu te rs . E m p h a s is  is p la c e d  on  b a s ic  c o n c e p ts , te rm in o lo g y , a nd  te c h n iq u e s  n e ce s s a ry  fo r 
C A D  a p p lic a tio n s . (Q u a rte rly  fo r  D ay a nd  E ve n in g  C lasses)

DDF 101 Introduction to Drafting Credit Hours: 6
E m p h a s iz e s  the  d e v e lo p m e n t o f fu n d a m e n ta l d ra ftin g  te c h n iq u e s . T o p ics  in c lu d e  te rm in o l
ogy, d ra ft in g  e q u ip m e n t ca re  a nd  use, le tte rin g , line  re la tio n s h ip s , a n d  g e o m e tr ic  c o n s tru c 
tio n . (Q u a rte rly  fo r D ay a n d  E ven in g  C lasses)

DDF 102 Size and Shape Description I Credit Hours: 5
P re re q u is ite s /C o re q u is ite s : D D F 101, M AT 103
P ro v id e s  m u ltiv ie w  a nd  d im e n s io n in g  te c h n iq u e s  n ece ssa ry  to  d e v e lo p  v ie w s  th a t c o m p le te ly  
d e s c r ib e  m a c h in e  p a rts  fo r m a n u fa c tu re . T o p ics  in c lu d e  m u ltiv ie w  d ra w in g  a nd  s k e tc h in g  in 
p e n c il a n d /o r  ink, p re c is io n  m e a su re m e n t, to le ra n c e s  and  fits, and  b a s ic  d im e n s io n in g  p ro c e 
d u re s  and  p ra c tice s . (Q u a rte rly  fo r D ay a nd  E ven in g  C lasses)

DDF 103 Size and Shape Description II Credit Hours: 5
P re re q u is ite s /C o re q u is ite s ; D D F 101, DD F 102
C o n tin u e s  d im e n s io n in g  sk ill d e v e lo p m e n t a nd  in tro d u c e s  s e c tio n a l v iew s. T op ics  in c lu d e  
a d v a n c e d  d im e n s io n in g  p ra c tic e s  a nd  d e v e lo p m e n t o f s e c tio n  v ie w s  in p e n c il a n d /o r  ink. 
(Q u a rte rly  fo r D ay a nd  E ven in g  C lasses)

DDF 105 Auxiliary Views Credit Hours: 3
P re re q u is ite s /C o re q u is ite s : D D F 103, M AT 104
In tro d u c e s  te c h n iq u e s  n e ce s s a ry  fo r a u x ilia ry  v ie w  d ra w in g s . T op ics  in c lu d e  p rim a ry  and  
s e c o n d a ry  a u x ilia ry  v ie w s  in p e n c il a n d /o r  ink. (Q u a rte rly  fo r D ay a nd  E ven in g  C lasses)

DDF 106 Fasteners Credit Hours: 3
P re re q u is ite /C o re q u is ite : D D F 105
P ro v id es  k n o w le d g e  and  sk ills  n e ce ssa ry  to  d ra w  and  sp e c ify  fas teners . T op ics  in c lu d e  types , 
re p re se n ta tio n s , and  s p e c ific a tio n  o f th re a d s ; d ra w in g  o f fas te n e rs ; use  o f te c h n ic a l re fe rence  
s o u rce s ; and  use  o f w e ld in g  s y m b o ls . (Q u a rte rly  fo r D ay a nd  E ven in g  C lasses)
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DDF 107 introduction to CAD Credit IHours: 5
P re re q u is ite s /C o re q u is ite s : S C T  100 o r C IS  102, D D F  103, M A T 104
In tro d u ce s  b as ic  co n ce p ts , te rm in o log y , a nd  te c h n iq u e s  n ecessa ry  fo r C AD  a pp lica tio ns . Top ics 
in c lu d e  te rm in o lo g y , C A D  c o m m a n d s , b a s ic  e n titie s , a n d  b a s ic  d ra ft in g  a p p lic a tio n s . (Q uar
te r ly  fo r  D ay a n d  E ve n in g  C lasses)

DDF 108 Intersections and Deveiopm ent Credit Hours: 5
P re re q u is ite s /C o re q u is ite s : D D F  103, M A T 104
In tro d u c e s  th e  g ra p h ic  d e s c r ip t io n  o f o b je c ts  re p re s e n te d  b y  th e  in te rs e c tio n  o f g e o m e tr ic  
c o m p o n e n ts . T o p ics  in c lu d e  s u rfa c e  d e v e lo p m e n t; e s ta b lis h m e n t o f tru e  le n g th ; a n d  in te r
s e c tio n s  o f line , p la n e s , p r ism s , p y ra m id s , c u rv e d  su rfa ce s , a n d  c y lin d e rs  a n d  c o n e s . (Q u a r
te r ly  fo r  D ay a n d  E ve n in g  C la sse s)

DDF 109 - Assem bly Drawings I Credit Hours: 5
P re re q u is ite s /C o re q u is ite s ; D D F  104, D D F  107
P ro v id es  k n o w le d g e  a nd  sk ills  n e ce ssa ry  to  m a ke  w o rk in g  d ra w in g s . T o p ics  in c lu d e  te c h n ic a l 
re fe re n ce  s o u rc e  use, d e ta il d ra w in g s , o r th o g ra p h ic  a s s e m b ly  d ra w in g s , a nd  p ic to r ia l a s s e m 
b ly  d ra w in g s  e x e c u te d  u s in g  d ra ft in g  b o a rd  a n d /o r  C A D  e q u ip m e n t. (Q u a rte r ly  fo r  D ay a nd  
E ve n in g  C la sse s)

DDF 111 Interm ediate CAD Credit Hours: 6
Prerequisites: DDF 107, MAT 104
C o n tin u e s  d e v e lo p in g  C A D  u tiliza tio n  sk ills  in d is c ip lin e -s p e c if ic  a p p lic a tio n s . T o p ics  in c lu d e : 
in te rm e d ia te  C A D  c o m m a n d s , e n tity  m M a n a g e m e n t, a d v a n c e d  line  c o n s tru c tio n , b lo c k  c o n 
s tru c tio n  a nd  m a n a g e m e n t, c o m m a n d  re fe re n c e  c u s to m iz a tio n , a d v a n c e d  e n tity  m a n ip u la 
tio n , a n d  s y s te m  va ria b le s . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

DDF 112 3-D Drawing and Modeling Credit Hours: 6
Prerequisites DDF 111
C o n tin u e s  d e v e lo p in g  C A D  u tiliza tio n  s k ills  in d is c ip lin e -s p e c if ic  a p p lic a tio n s . T o p ics  in c lu d e : 
a d v a n c e d  C A D  c o m m a n d s , C A D  a p p lic a tio n s , m a c ro  a p p lic a tio n s , m a c ro  u tiliza tio n , a p p lic a 
t io n  u tiliz a tio n , 3 -D  m o d e lin g , re n d e r in g , a d v a n c e d  a p p lic a tio n  u tiliza tio n , a nd  p ic to r ia l d ra w 
ings . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

DDS 201 Strength of Materials Credit Hours: 5
P re re q u is ite s : E N G  111, M AT 104
P ro v id e s  a  n o n -c a lc u lu s  b a se d  o ve rv ie w  o f th e  b e h a v io r o f m a te r ia ls  w h e n  s u b je c te d  to  d iffe r
e n t lo a d in g s  a n d  re s tra in ts  a n d  th e  p re d ic tio n  o f m a te r ia ls  b e h a v io r in d iffe re n t s itu a tio n s . 
T o p ics  in c lu d e  s tre ss , s tra in , te n s io n , m o m e n ts  o f ine rtia , a n d  b e a m  b e n d in g . (W inter, S u m 
m e r fo r  D ay a n d  E ve n in g  C la sse s)

DDS 203 Surveying I Credit Hours: 3
P re re q u is ite s : D D F 107, M AT 104
In tro d u c e s  fu n d a m e n ta l p la n e  s u rv e y in g  c o n c e p ts , in s tru m e n ts , a n d  te c h n iq u e s . T o p ics  in 
c lu d e  lin e a r m e a s u re m e n t; a n g le s , b e a rin g s , a n d  d ire c tio n s ; a nd  use  o f in s tru m e n ts  s u c h  as 
tra n s its , th e o d o lite s , leve ls , a n d  e le c tro n ic  d is ta n c e  m e te rs . (Q u a rte rly  fo r  D ay a nd  E ven in g  
C la sse s )

DDS 205 Residential Architectural Drawing I Credit Hours: 6
P re re q u is ite s : D D F 110, D D S  201, EN G  111, M AT 104
In tro d u c e s  a rc h ite c tu ra l d ra w in g  s k ills  n e c e s s a ry  to  p ro d u c e  a c o m p le te  se t o f c o n s tru c tio n  
d ra w in g s  g ive n  f lo o r  p la n  in fo rm a tio n . T o p ics  in c lu d e  floo r, fo o t in g , a n d  fo u n d a tio n  p la ns ; 
in te r io r a n d  e x te rio r e le va tio n s ; s e c tio n s  a nd  d e ta ils ; w in d o w , door, a nd  f in is h  s c h e d u le s ; s ite  
p la ns ; a nd  s p e c ific a tio n s . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)
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DDS 208 Residential Architectural Drawing II Credit Hours: 6
P re re q u is ite /C o re q u is ite : D D S  205
C o n tin u e s  in -d e p th  a rc h ite c tu ra l d ra w in g  p ra c tic e  a n d  d e v e lo p s  a rc h ite c tu ra l d e s ig n  sk ills . 
P lans  a re  d e s ig n e d  to  m e e t a p p lic a b le  c o d e s . T o p ics  in c lu d e  fo o tin g , fo u n d a tio n , a n d  f lo o r  
p la n s ; in te r io r a n d  e x te r io r e le v a tio n s ; s e c tio n s  a nd  d e ta ils ; w in d o w , doo r, a nd  f in is h  s c h e d 
u les ; s ite  p la n s ; s p e c ific a t io n s ; a n d  m e c h a n ic a l a n d  e le c tr ic a l s ys te m s . (Q u a rte r ly  fo r D ay 
a n d  E ve n in g  C la sse s )

DDS 209 Structural Steel Detailing Credit Hours: 6
P re re q u is ite : D D F 110
D e v e lo p s  k n o w le d g e  a n d  s k ills  re q u ire d  fo r  s tru c tu ra l s tee l d e ta ilin g  a n d  c o n n e c tio n s  d e s ig n  
u tiliz e d  fo r  c o m m e rc ia l c o n s tru c t io n . T o p ics  in c lu d e  o ffic e  p ra c tic e s ; s tee l s h a p e s ; b e a m  re 
a c tio n ; fra m e d  c o n n e c tio n s ; se a te d  c o n n e c tio n s ; a n d  c o lu m n s , b ase  p la te s , a n d  sp lice s . 
(Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

DDS 225 Principles of Metallurgy Credit Hours: 4
P re re q u is ite s ; E N G  111, M AT 104
In tro d u c e s  th e  fu n d a m e n ta l p h y s ic a l p ro p e rtie s  o f m e ta ls . T o p ics  in c lu d e  m a te ria ls  
p ro p e rt ie s  a n d  lim ita tio n s , m a te r ia ls  p ro c e s s in g  te c h n iq u e s , tre a tin g  m a te ria ls , te s tin g  
m a te ria ls , a n d  m ic ro s tru c tu ra l c h a ra c te r is t ic s . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

DDS 226 Manufacturing Processes Credit Hours: 4
P re re q u is ite s /C o re q u is ite s ; E N G  111, M AT 104
In tro d u c e s  b a s ic  in d u s tr ia l m a n u fa c tu r in g  p ro c e s s e s . T o p ics  in c lu d e  m e a s u r in g  p ro ce sse s ; 
g a u g in g  a nd  in s p e c tin g  p ro ce sse s ; h o t p ro c e s s e s  su ch  as w e ld in g , fo rg in g , a nd  fo rm in g ; co ld  
p ro c e s s e s  s u ch  as c u ttin g , fo rm in g , a n d  ro llin g ; a n d  fin is h in g  p ro ce sse s . (Fall, S p r in g  fo r D ay 
a n d  E ve n in g  C lasses)

DDS 229 Gears and Canfis Credit Hours: 6
P re re q u is ite s : D D S  201, D D S  226, M AT 104
E m phasizes ca lcu la tion , spec ifica tion  deve lopm ent, and d raw ing  o f gear and cam  system s to  pro
duce  des ired  results. Topics inc lude  reference utilization, so lu tion  fo r tw o  unknow ns, s tandard  gear 
app lica tions, s tandard  cam  app lica tions, and  gear ratios. (Q uarterly fo r Day and Evening C lasses)

DDS 230 Mechanism s I Credit Hours: 7
P re re q u is ite /C o re q u is ite : D D S  229
E m p ha s ize s  fam ilia riza tio n  w ith  a nd  u tiliza tion  o f c o m m o n  lin ka ge  types . S tud e n ts  a p p ly  lin k 
a ge  c o n c e p ts  to  sp e c ific  p ro b le m s . Top ics in c lu d e  d ire c t lin kages , m u lti- lin kag e s , s tan d a rd ized  
g e a r boxes, a nd  fu n d a m e n ta l ro b o tic  c o n ce p ts . (Q uarte rly  fo r D ay and  E ven ing  C lasses)

DDS 232 Mechanical Power Transmissions Credit Hours: 6
P re re q u is ite /C o re q u is ite : D D S  230
P rov ides o p p o rtu n itie s  fo r d es ign  u tiliza tion  o f m u ltip le  p o w e r tra nsm iss io n  m e thodo logy . Topics 
in c lu d e  b e lts  a nd  p u lle ys , c lu tc h e s  a nd  b rakes , s p ro c k e ts  and  ch a ins , g e a r boxes , h yd ra u lics , 
a n d  p n e u m a tic s . (Q u a rte rly  fo r  D ay a nd  E ven in g  C lasses)

DMM 161 Just-In-Tim e Credit Hours: 3
In th is  c o u rse , s tu d e n ts  w ill lea rn  h o w  to  u n d e rs ta n d  th e  im p lic a tio n s  o f to ta l q u a lity  m a n a g e 
m e n t in a J IT  e n v iro n m e n t; im p le m e n t s h o p  f lo o r  c o n tro l sys te m s ; use  cyc le  tim e , ka nb a n , 
d e m a n d -p u ll,  o rd e r-p u s h , a n d  o th e r c o n c e p ts ; s tru c tu re  o p e ra tio n s  to  s u p p o rt a nd  reap  the  
b e n e fits  o f JIT; d e s ig n  s y s te m s  th a t in vo lve  e m p lo y e e s , se t up  a s y n c h ro n o u s  o p e ra tio n s  
flo w ; b u ild  s u p p lie r  re la tio n s  fo r JIT; a nd  a ffe c t a nd  su s ta in  th e  cu ltu ra l c h a n g e  n e e d e d  fo r JIT  
(A n n u a lly  fo r  E ven in g  C lasses)
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DMM 162 Production Activity Control Credit Hours: 3
In th is  c o u rs e , s tu d e n ts  w ill lea rn  h o w  to  re la te  p ro d u c tio n  a c tiv ity  c o n tro l to  th e  o th e r e le 
m e n ts  o f m a n u fa c tu r in g  p la n n in g  a n d  c o n tro l;  c a lc u la te  c a p a c ity  a n d  b a la n c e  lo a d  w ith  c a 
p a c ity ; leve l lo a d  a n d  m a te ria l; p e rfo rm  o p e ra tio n s  s c h e d u lin g  a n d  p ro je c t s c h e d u lin g ; id e n tify  
a n d  m a n a g e  th e  fa c to rs  th a t a ffe c t a c tu a l le a d  tim e s ; s c h e d u le  a n d  c o n tro l o u ts id e  s u p p lie rs ; 
c o lle c t a n d  m a n g e  d a ta  to  a n a ly z e  p ro d u c tio n ; m e a s u re  s h o p  p e r fo rm a n c e  a t v a r io u s  jo b  
s h o p s  a n d  f lo w  p ro d u c tio n . (A n n u a lly  fo r  E ve n in g  C la sse s)

DIMM 163 Material And Capacity Requirem ents Planning Credit Hours: 3
T h is  c o u rs e  te a c h e s  s tu d e n ts  h o w  to  c la s s ify  d iffe re n t m a n u fa c tu r in g  e n v iro n m e n ts  a n d  re c 
o g n iz e  h o w to  a p p ly  M R P a n d  c a p a c ity  re q u ire m e n ts  p la n n in g  (GRP) to  d iffe re n t p ro d u c tio n  
s itu a tio n s ; id e n tify  th e  in p u ts  to  M R P; run  th e  M R P p ro c e s s ; use  M R P re c o rd s  to  m a n a g e  
c o n d it io n s  th a t a re  e x c e p tio n s  to  th e  n o rm ; use  GRP to  c re a te  a  w o rk a b le  s c h e d u le  fo r  fa c to ry  
p ro d u c tio n ; ca lcu la te  a nd  ana lyze  GRP; ta ke  p e rfo rm a n ce  m e a su re m e n ts  to  d e te rm in e  w h e th e r 
M R P a n d  GRP a re  w o rk in g  e ffe c tive ly . (A n n u a lly  fo r  E ve n in g  G lasses)

DM M  164 Inventory M anagem ent Credit Hours: 3
T h is  c o u rs e  p re s e n ts  te c h n iq u e s  to  te a c h  d iffe re n tia tio n  a m o n g  ty p e s  o f in ve n to ry , p e r fo r
m a n c e  o f A B G  in v e n to ry  a n a lys is , a lte rn a tiv e  c o s tin g  m e th o d s  u se d  fo r  in v e n to ry  a c c o u n tin g , 
in v e n to ry  re p le n is h m e n t s y s te m s  a n d  d e te rm in a tio n  o f re o rd e r p o in ts , o rd e r q u a n tity  d e c i
s io n s , d e te rm in a tio n  o f o p t im u m  le ve ls  o f s a fe ty  s to c k , a n d  d is tr ib u t io n  o f re s o u rc e  p la n n in g . 
(A n n u a lly  fo r  E ve n in g  G lasses)

DMM 165 M aster Planning Credit Hours: 3
T h is  c o u rs e  w ill p re s e n t m a te ria l to  te a c h  s tu d e n ts  h o w  to  fo re c a s t u s in g  v a r io u s  q u a n tita tiv e  
a n d  q u a lita tiv e  m e th o d s ; e va lu a te  d iffe re n t fo re c a s tin g  te c h n iq u e s ; p e rfo rm  e ffe c tive  p ro d u c 
t io n  p la n n in g  in d iffe re n t e n v iro n m e n ts ; in te g ra te  p ro d u c tio n  p la n n in g  a n d  re s o u rc e  p la n n in g ; 
d e v e lo p  m a te r p ro d u c tio n  s c h e d u le s ; use  in te rre la te d  m a te r s c h e d u lin g  te c h n iq u e s ; ju d g e  th e  
e ffe c tiv e n e s s  o f m a s te r p la n n in g ; a n d  b a la n c e  th e  d iv e rs e  a n d  c o n flic t in g  re s p o n s ib ilit ie s  o f a 
m a s te r p lanne r. (A n n u a lly  fo r  E v e n in g  G lasses)

DMM 166 Systems And Technologies Credit Hours: 3
T h is  c o u rs e  te a c h e s  s tu d e n ts  to  a n tic ip a te  h o w  c o rp o ra te  s tra te g y  d e c is io n s  w ill a ffe c t th e  
p ro d u c tio n  a n d  in v e n to ry  m a n a g e m e n t a rea ; a n a lyze  th e  c o m p a n y ’s m a n u fa c tu r in g  s tra te g y  
a n d  its  a p p lic a t io n s ; a n a lyze  s tra te g ic  issu e s  in q u a lity  a n d  in fo rm a tio n  s y s te m s ; c o n fig u re s  
y o u r  p ro d u c tio n  a n d  in v e n to ry  m a n a g e m e n t s y s te m  to  f it  th e  s tra te g ic  d e c is io n s  o f y o u r c o m 
p a n y  a n d  use  th e  p r in c ip le s  o f M RPII a n d  JIT; c o n fig u re  th e  m a s te r s c h e d u le , th e  ro u g h -c u t 
ca p a c ity  p lan, th e  m ateria l re q u ire m e n ts  p lan, a nd  th e  s h o p  flo o r p lan ; de fin e  to p  m a n a g e m e n t’s 
ro le  a nd  re s p o n s ib ilit ie s  in im p le m e n tin g  s y s te m s  a n d  te c h n o lo g ie s ; m a n a g e  p ro je c t in itia tion , 
d e liv e ra b le s , a n d  h u m a n  a n d  fin a n c ia l re s o u rc e s ; m e a su re  th e  p la n n in g  a n d  c o n tro l p ro ce ss . 
(A n n u a lly  fo r  E ve n in g  G lasses)

DMM 167 Custom ers And Products Credit Hours: 3
C u s to m e rs  a n d  P ro d u c ts  te a c h e s  th e  s tu d e n t h o w  to  in te g ra te  m a rk e tin g  a n d  sa les , file d  
se rv ice , a n d  p ro d u c t d e s ig n  a n d  d e v e lo p m e n t. T h e  s tu d e n t w ill lea rn  h o w  to  use  th e  re su lts  o f 
m a rk e tin g  re se a rch  a n d  c o m p e tit iv e  a n a ly s is  to  d e fin e  th e  s tra te g y  fo r  c a p tu r in g  a  c u s to m e r 
base . S tu d e n ts  w ill lea rn  h o w  p rice , q u a lity  leve ls , s e rv ic e  leve ls , a n d  d e liv e ry  p e rfo rm a n c e  
a ffe c ts  a c o m p a n y . T h e y  w ill a lso  lea rn  h o w  to  s e le c t a n d  d e v e lo p  d is tr ib u tio n  c h a n n e ls  
b a se d  on  p ro d u c t a ttr ib u te s  a n d  h u m a n  re s o u rc e  c a p a b ilit ie s . T h e  use  o f f ie ld  s e rv ic e  re p re 
s e n ta tive s , in te rd is c ip lin a ry  d e s ig n  te a m s , a nd  s u p p lie r  p a rtn e rs h ip s  w ill a lso  be  a d d re s s e d . 
(A n n u a lly  fo r  E ve n in g  G lasses)
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DM M  168 Logistics Credit Hours: 3
In L o g is tic s  th e  s tu d e n t w ill lea rn  h o w to  in te g ra te  p ro d u c tio n  a n d  in v e n to ry  c o n tro l, p ro c u re 
m e n t a n d  d is tr ib u t io n ; a p p ly  b o th  th e  fu n d a m e n ta l a n d  e m e rg in g  c o n c e p ts  o f p ro d u c tio n  a nd  
in v e n to ry  c o n tro l, in c lu d in g  th e ir  te rm s ; m a k e  b u s in e s s  p a rtn e rs  o u t o f s u p p lie rs ; im p le m e n t 
c r it ic a l p e r fo rm a n c e  m e a su re s ; in te g ra te  d is tr ib u tio n  w ith  th e  to ta l b u s in e s s  m is s io n  a n d  s tra 
te g ic  p la n ; a n d  m in im iz e  d is tr ib u t io n  c o s ts  a n d  in a c c u ra c ie s  w h ile  m a x im iz in g  c u s to m e r s e r
v ice . (A n n u a lly  fo r  E v e n in g  C la sse s)
DIVIM 169 Manufacturing Processes Credit Hours: 3

T h ro u g h  th is  c o u rs e  th e  s tu d e n t w ill lea rn  h o w  to  in te g ra te  in d u s tr ia l fa c ilit ie s  m a n a g e m e n t, 
m a n u fa c tu r in g , a n d  p ro c e s s  d e s ig n  a n d  d e v e lo p m e n t; m a n a g e  a nd  m o n ito r  fa c ilit ie s  to  c o m 
p ly  w ith  re g u la tio n s , in c re a s e  re s o u rc e  a va ilab ility , a n d  lim it u n p la n n e d  lo sse s  in ca p a c ity ; 
id e n tify  th e  a p p ro p r ia te  ty p e  o f m a n u fa c tu r in g  p ro c e s s , la yo u t, te c h n o lo g y , a nd  w o rk fo rc e  
n e e d e d  fo r  a  g ive n  p ro d u c t; use  JIT, T Q M , c o n c u rre n t e n g in e e rin g , a n d  s u p p lie r  in v o lv e m e n t 
to  e n h a n c e  p ro d u c tio n ; p ro fit  fro m  s u c h  in itia tives  as fo c u s e d  fa c to rie s , re d u c tio n  o f va riab ility , 
s im p lif ie d  w o rk  flo w s , a n d  im p ro v e d  la yo u ts ; a n d  im p ro v e  qua lity , re s p o n s e  tim e , co s t, va lue  
a d d e d , a n d  h u m a n  re s o u rc e  c a p a b ility  on  a c o n tin u o u s  bas is .
(A n n u a lly  fo r  E ve n in g  C lasses )

DMM 170 Support Functions Credit Hours: 3
In th is  c o u rs e  th e  s tu d e n t w ill lea rn  h o w  to  in te g ra te  in fo rm a tio n  s ys te m s , h u m a n  re so u rce s ,
to ta l q u a lity  m a n a g e m e n t, f in a n c e , a n d  a c c o u n tin g ; im p ro v e  in te rn a l a nd  e x te rn a l p ro c e s s e s
a n d  p ro d u c t p e rfo rm a n c e ; use  tq m  p r in c ip le s  s u ch  as  b e n c h m a rk in g  a nd  th e  c o s t o f q u a lity  
m e a s u re m e n ts ; id e n tify  tre n d s  in o rg a n iz a tio n a l d e s ig n  a n d  th e ir  e ffe c ts  on  e m p lo y e e s ; e s 
ta b lis h  h u m a n  re s o u rc e  s y s te m s  th a t fo s te r e m p lo y e e  in v o lv e m e n t a nd  in c lu d e  m e a s u re m e n t 
m e c h a n is m s ; d e fin e  a n d  c h a n g e  o p e ra tin g  p e rfo rm a n c e  m e a su res ; tra ce  th e  f lo w  o f a c c o u n t
in g  in fo rm a tio n ; c o n s tru c t in fo rm a tio n  s y s te m s  th a t a llo w  fo r  in te g ra tio n  fo r  fu tu re  te c h n o lo 
g ie s  a nd  tre n d s . (A n n u a lly  fo r  E ve n in g  C lasses )

ECO 191 Principles of Economics Credit Hours: 5
C o /P re re q u is ite ; E N G  191
P ro v id e s  a  d e s c r ip t io n  a n d  a n a ly s is  o f e c o n o m ic  o p e ra tio n s  in c o n te m p o ra ry  soc ie ty . E m 
p h a s is  is p la c e d  on  d e v e lo p in g  an  u n d e rs ta n d in g  o f e c o n o m ic  c o n c e p ts  a nd  p o lic ie s  as th e y  
a p p ly  to  e ve ry d a y  life. T op ics  in c lu d e  b a s ic  e c o n o m ic  p rin c ip le s ; e c o n o m ic  fo rc e s  and  in d ic a 
to rs ; c a p ita l a nd  la b o r; p rice , c o m p e tit io n , a n d  m o n o p o ly ; m o n e y  a nd  b a n k in g ; g o v e rn m e n t 
e x p e n d itu re s , fe d e ra l a nd  lo ca l; f lu c tu a tio n s  in p ro d u c tio n , e m p lo y m e n t, a nd  in co m e ; a nd  the  
U n ite d  S ta te s  e c o n o m y  in p e rs p e c tiv e . (Fa ll, S p r in g  fo r D ay C la sse s ; W in te ra n d  S u m m e r fo r 
E ve n in g  C lasses)

ELC 104 Soldering Technology Credit Hours: 2
D eve lops  the  a b ility  to  s o ld e r a nd  d e s o ld e r co n n e c to rs , co m p o n e n ts , and  p rin ted  c ircu it b o a rd s  
u s in g  in d u s try  s ta n d a rd s . T op ic  in c lu d e  sa fe ty  p ra c tice s , s o ld e r in g , d e s o ld e r in g , a n ti-s ta tic  
g ro u n d in g , a nd  su rfa c e  m o u n t te c h n iq u e s . (S um m er, W in te r fo r D ay C la sse s ; W in te r fo r 
E ve n in g  C lasses)

ELC 106 Direct Current Circuits I Credit Hours: 4
P re re q u is ite /C o re q u is ite ; M AT 103
In tro d u c e s  d ire c t cu rre n t (DC) c o n c e p ts  a nd  a p p lic a tio n s . T op ics  in c lu d e  fu n d a m e n ta l e le c tr i
ca l p r in c ip le s  a n d  law s; d ire c t c u rre n t te s t e q u ip m e n t; se ries , pa ra lle l, a nd  c o m b in a tio n  c ir 
cu its ; a nd  b a s ic  la b o ra to ry  p ro c e d u re s  a n d  sa fe ty  p ra c tice s . (Fall, S p r in g  fo r D ay C lasses ; 
Fall fo r  E ve n in g  C lasses)
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ELC 108 Direct Current Circuits II Credit Hours: 4
P re re q u is ite /C o re q u is ite : ELC  106
C o n tin u e s  d ire c t c u rre n t (DC) c o n c e p ts  a n d  a p p lic a tio n s . T o p ics  in c lu d e  c o m p le x  s e r ie s / 
p a ra lle l c irc u its  a n d  D C  th e o re m s . (Fa ll, S p r in g  fo r  D ay  C la sse s ; Fall fo r  E ve n in g  C lasses)

ELC 109 Alternating Current I Credit Hours: 4
P re re q u is ite s /C o re q u is ite s : ELC  108, M A T 104
In tro d u c e s  th e  th e o ry  a n d  a p p lic a tio n  o f v a ry in g  s in e  w a ve  v o lta g e s  a n d  cu rre n t. T o p ics  
in c lu d e  A C  w a ve  g e n e ra tio n , o s c illo s c o p e  o p e ra tio n , in d u c ta n c e , a n d  c a p a c ita n c e . (W inter, 
S u m m e r fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C la sse s )

ELC 110 Alternating Current II C redit Hours: 4
P re re q u is ite /C o re q u is ite : ELC  109
C o n tin u e s  d e v e lo p m e n t o f A C  c o n c e p ts  w ith  e m p h a s is  on  c o n s tru c tin g , ve rify in g , a n d  tro u b le 
s h o o tin g  re a c tive  c irc u its  u s in g  R LC  th e o ry  a n d  o s c illo s c o p e s . T o p ics  in c lu d e  s im p le  RLC 
c irc u its , A C  c irc u it  re s o n a n c e , p a ss ive  filte rs , tra n s fo rm e r th e o ry  a n d  a p p lic a t io n s , a n d  non - 
s in u s o id a l w a ve  fo rm s . (W inter, S u m m e r fo r  D ay C la sse s ; W in te r  fo r  E ve n in g  C lasses)

ELC 114 Solid State Devices I Credit Hours: 4
P re re q u is ite /C o re q u is ite : E LC  110
In tro d u c e s  th e  p h y s ic a l c h a ra c te r is t ic s  a n d  a p p lic a tio n s  o f s o lid  s ta te  d e v ice s . T o p ics  in c lu d e  
PN d io d e s , p o w e r s u p p lie s , v o lta g e  re g u la tio n , a n d  s p e c ia l a p p lic a tio n s . (Fa ll, S p r in g  fo r  D ay 
C la sse s ; S p r in g  fo r  E ve n in g  C la sse s)

ELC 115 Solid State Devices II Credit Hours: 4
P re re q u is ite /C o re q u is ite : ELC  114
C o n tin u e s  th e  e x p lo ra tio n  o f th e  p h y s ic a l c h a ra c te r is t ic s  a n d  a p p lic a tio n s  o f s o lid  s ta te  d e 
v ice s . T o p ics  in c lu d e  b ip o la r  ju n c tio n  th e o ry  a n d  b ip o la r  ju n c tio n  a p p lic a tio n s . (S um m er, 
W in te r fo r  D ay C la sse s ; S p r in g  fo r  E ve n in g  C la sse s)

ELC 117 - Linear Integrated Circuits Credit Hours: 7
P re re q u is ite /C o re q u is ite ; E LC  125
P ro v id e s  in -d e p th  in s tru c tio n  on  th e  c h a ra c te r is t ic s  a n d  a p p lic a t io n s  o f lin e a r in te g ra te d  c ir 
c u its . T o p ics  in c lu d e  o p e ra tio n a l a m p lif ie rs , t im e rs , a n d  th re e -te rm in a l v o lta g e  re g u la to rs . 
(W inter, S u m m e r fo r  D ay C la sse s ; Fall fo r  E ve n in g  C lasses)

ELC 118 Digital Electronics I Credit Hours: 4
P re re q u is ite /C o re q u is ite : E LC  108
In tro d u c e s  th e  b a s ic  b u ild in g  b lo c k s  o f d ig ita l c irc u its . T o p ics  in c lu d e  b in a ry  a r ith m e tic , lo g ic  
g a te s  a n d  tru th  ta b le s . B o o le a n  a lg e b ra  a n d  m in im iz a tio n  c o n c e p ts , lo g ic  fa m ilie s , a n d  d ig ita l 
te s t e q u ip m e n t. (Fa ll, S p r in g  fo r  D ay  C la sse s ; W in te r fo r  E ve n in g  C lasses)

ELC 119 Digital Electronics II C redit Hours: 7
P re re q u is ite /C o re q u is ite : E LC  118
U ses th e  c o n c e p ts  d e v e lo p e d  in D ig ita l E le c tro n ic s  I as a  fo u n d a tio n  fo r  th e  s tu d y  o f m o re
a d v a n c e d  d e v ic e s  a n d  c irc u its .  T o p ic s  in c lu d e  f l ip - f lo p s ,  c o u n te rs ,  m u lt ip le x e rs  a n d
d e m u ltip le x e rs , e n c o d in g  a n d  d e c o d in g , d is p la y  d rive rs , a n d  a n a lo g  to  d ig ita l a n d  d ig ita l to  
a n a lo g  c o n v e rs io n s . (W inter, S u m m e r fo r  D ay C la sse s ; S p r in g  fo r  E ve n in g  C lasses)

ELC 120 M icroprocessors I Credit Hours: 4
P re re q u is ite /C o re q u is ite : E LC  119
In tro d u c e s  th e  fu n d a m e n ta ls  o f c u rre n t m ic ro p ro c e s s o rs . T h e  c o u rs e  fo c u s e s  on  c u rre n t 
g e n e ra tio n  m ic ro p ro c e s s o rs . T o p ics  in c lu d e  m ic ro p ro c e s s o r a rc h ite c tu re , in s tru c tio n  se t, a d 
d re s s in g  s c h e m e s , d e b u g g in g , a n d  m e m o ry  d e v ice s . (S p rin g , Fall fo r  D ay C la sse s ; S p r in g  
fo r  E ve n in g  C lasses)
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ELC 121 M icroprocessors II Credit Hours: 4
P re re q u is ite /C o re q u is ite : ELC  120
C o n tin u e s  in -d e p th  s tu d y  o f c u rre n t m ic ro p ro c e s s o rs . E m p h a s is  is p la c e d  on  a p p lic a tio n  and  
o p e ra tio n  o f c u rre n t g e n e ra tio n  m ic ro p ro c e s s o rs . T o p ics  in c lu d e  in s tru c tio n  se t, assem b le r, 
a d d re s s in g  s c h e m e s , d e b u g g in g , a n d  m e m o ry  d e v ice s . (Fa ll, S p r in g  fo r  D ay C la sse s  O n ly)

ELC 122 M icroprocessor Interfacing Credit Hours: 4
P re re q u is ite /C o re q u is ite ; ELC  121
D e ve lop s  sk ills  in u s in g  fu n d a m e n ta l m ic ro p ro c e s s o r in te rfa c in g  w ith  m e m o ry  and  p ro g ra m 
m a b le  in te rfa ce  a d a p te rs . T op ics  in c lu d e  in te rfa c in g , m e m o ry  c ircu its , in p u t/o u tp u t, p ro g ra m 
m a b le  p e riphe ra l in te rfaces, and  use o f d ia g n o s tic  p ro g ram s. (Fall, S p ring  fo r D ay C lasses O nly)

ELC 125 Solid State Devices III Credit Hours: 4
P re re q u is ite /C o re q u is ite : ELC  115
C o n tin u e s  th e  e x p lo ra tio n  o f th e  p h y s ic a l c h a ra c te r is t ic s  a nd  a p p lic a tio n s  o f s o lid  s ta te  d e 
v ices . T o p ics  in c lu d e  fie ld  e ffe c t tra n s is to rs , p o w e r c o n tro l a nd  s w itc h in g  d ev ices , and  d is p la y  
d e v ice s . (W inter, S u m m e r fo r  D ay C la sse s ; Fall fo r  E ve n in g  C lasses)

ELC 201 Com puter Peripherals Credit Hours: 4
P re re q u is ite /C o re q u is ite : E LC  121
P ro v id e s  a  s tu d y  o f th e  c o m p u te r  s y s te m  leve l a rc h ite c tu re  and  fu n c tio n a l o p e ra tio n  o f c o m 
p u te r p e r ip h e ra ls . T o p ics  in c lu d e  s o ftw a re  a n d  h a rd w a re  in te rfa c in g  te c h n iq u e s , d is p la y  te r
m in a ls , p rin te rs , m a ss  s to ra g e , a nd  c o n s o le  d e v ice s . (S p rin g , Fall fo r  D ay C la sse s  O n ly)

ELC 204 High-Level Languages Credit Hours: 3
P re re q u is ite /C o re q u is ite : ELC  111
In tro d u c e s  c o m p u te r  p ro g ra m m in g  u s in g  a h ig h -le ve l la n g u a g e  su ch  as BASIC , Pasca l, FO R 
TR A N , “ C ,” o r o th e rs . T o p ics  in c lu d e  f lo w c h a rt in g  a nd  p ro b le m  a n a ly s is  w h ile  d e v e lo p in g  
p ro g ra m m in g  sk ills , s o lu tio n  d e s ig n  a n d  c o d in g , p ro g ra m  e x e c u tio n , a nd  d e b u g g in g  p ro c e 
du re s . (W inter, S u m m e r fo r  D ay C la sse s  O n ly)

ELC 205 Data Com munications Credit Hours: 2
P re re q u is ite /C o re q u is ite : ELC  119
Introduces the fundam entals, term inology, protocols, and applications of data com m unications. Topics 
inc lude  p rinc ip les o f opera tion, functions, internal circuitry, and troub leshoo ting  techn iques  o f both 
syn ch ron o us  and a synch ronous  in terfaces and  m odem s. (Fall, Spring  fo r Day C lasses Only)

ELC 208 Com puter System Troubleshooting Credit Hours: 3
P re re q u is ite /C o re q u is ite : ELC  121
E m p h a s iz e s  th e  use  o f d ia g n o s tic s  to  iso la te  fa ilu res , re p la ce  th e  d e fe c tive  m o d u le  o r s u b 
s ys te m , a n d  ve rify  p ro p e r o p e ra tio n . T o p ics  in c lu d e  o p e ra tin g  s y s te m s  use, d ia g n o s tic  p ro 
g ra m s , p re ve n tive  m a in te n a n c e , s u b s y s te m  iso la tio n , s ys te m  p re p a ra tio n  and  ve rifica tio n , 
a nd  s e rv ice  re p o rts  c o m p le tio n . (W inter, S u m m e r fo r D ay C la sse s  O nly)

ELC 211 Process Control Credit Hours: 7
P re re q u is ite /C o re q u is ite : ELC  125
In trod u ces  industria l p ro cess  co n tro l a pp lica tio ns  w ith  an em p ha s is  on senso rs  a nd  s igna l c o n d i
tion ing . Topics inc lude  sym b o lo g y  and d raw ing  standards, con tro l techn iques, sensors and s ignal 
co n d itio n in g , and  ISA and  o the r re levant s tandards. (Sum m er, W in te r fo r D ay C lasses O nly)
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1

E L C 212  Motor Controls Credit Hours: 7 |
P re re q u is ite /C o re q u is ite : ELC  125 |
In tro d u c e s  th e  a p p lic a t io n  o f m o to r  c o n tro ls  in th e  in d u s tr ia l e n v iro n m e n t. T o p ics  in c lu d e  A C / !
DC  m o to rs , A D /D C  d rive s , M C C  a n d  c o n ta c to rs , N E C  a n d  N E M A  s ta n d a rd s , la d d e r d ia g ra m s , :
a n d  p o w e r s o u rc e s . (W inte r, S u m m e r fo r  D ay C la sse s  O n ly ) I

ELC 213 Program m able Controllers Credit Hours: 7 |
P re re q u is ite /C o re q u is ite : E LC  212
P ro v id e s  th e  b a s ic  s k ills  a n d  te c h n iq u e s  u se d  in in d u s tr ia l a p p lic a t io n  o f p ro g ra m m a b le  c o n 
tro ls . T o p ics  in c lu d e  c o n tro lle r  h a rd w a re , p ro g ra m m in g , PC a p p lic a tio n s , a n d  tro u b le s h o o t
ing . (W inter, S u m m e r fo r  D ay C la sse s  O n ly )

1

ELT113 Program m able Logic C o ntro l! Credit Hours: 4
P re re q u is ite s /C o re q u is ite s ; ELT 111, ELT 112, ELT 118
In tro d u c e s  o p e ra tio n a l th e o ry , s y s te m s  te rm in o lo g y , f ie ld  w ir in g /in s ta lla tio n , a n d  s ta r t-u p  p ro - i
c e d u re s  fo r  p ro g ra m m a b le  lo g ic  c o n tro ls . E m p h a s is  w ill be  p la c e d  on  P LC  p ro g ra m m in g , ;
c o n n e c tio n s , in s ta lla tio n s , a nd  s ta rt-u p  p ro ce d u re s . T op ics  in c lu d e  in tro d u c to ry  p ro g ra m m in g , j
PLC  fu n c t io n s  a n d  te rm in o lo g y , p ro c e s s o r u n it a n d  p o w e r su p p ly , in tro d u c to ry  n u m b e rin g  
sys te m , re la y /p ro g ra m m in g  lo g ic , a n d  fie ld  w ir in g /in s ta lla t io n  a n d  s ta rt-u p . (W inter, S um m er, 
A lte rn a tin g  Y ears fo r  D ay C la sse s  O n ly)

1

ELT 114 Program m able Logic Control II Credit Hours: 2 !
P re re q u is ite /C o re q u is ite : ELT 113
P ro v id e s  fo r  d e v e lo p m e n t o f o p e ra tio n a l s k ills  in th e  use  o f PLC  e q u ip m e n t a n d  p e r ip h e ra l j

d e v ic e s . E m p h a s is  is p la c e d  on  p r in te rs  a n d  o th e r p e r ip h e ra l d e v ice s , PLC  ha rd  w ir in g , p ro - |
g ra m  w ritin g , in s ta lla tio n  p ro c e d u re s , a nd  o p e ra tio n  o f PLC  p ro g ra m . T op ics  in c lu d e  p ro g ra m  j
c o n tro l in fo rm a tio n /d a ta  m a n ip u la tio n , re p o rt g e n e ra tio n  (o u tp u ts ), p e r ip h e ra l d e v ice s , fie ld  1
w ir in g /in s ta lla t io n , s ta rt-u p , tro u b le s h o o t in g , a n d  p ro g ra m  e n h a n c e m e n t/o p tim iz a tio n . (W in 
ter, S um m e r, A lte rn a tin g  Y ears fo r  D ay C la sse s  O n ly)

EMS 100 Em ergency M edical Services I Credit Hours: 7
In tro d u c e s  th e  s tu d e n t to  e m e rg e n c y  m e d ic a l s e rv ic e s  a n d  e m e n g e n c y  m e d ic a l te c h n ic ia n s ' 

sk ills , e m e rg e n c y  m e d ic a l se rv ic e s  a nd  th e  law, in tro d u c tio n  to  e m e rg e n c y  ve h ic le  o p e ra tio n s  
a nd  e q u ip m e n t; in tro d u c tio n  to  b lo o d  a n d  a irb o rn e  p a th o g e n s , u n ive rsa l p re c a u tio n s , in tro 
d u c tio n  to  h a z a rd o u s  m a te ria ls , in tro d u c to ry  a n a to m y  a n d  p h y s io lo g y ; p a tie n t a sse ssm e n t, 
a nd  ra d io  c o m m u n ic a t io n s  (Fa ll fo r  E ve n in g  C la sse s  O n ly)

EMS 101 Em ergency M edical Services II Credit Hours: 7
P re re q u is ite s : E M S  100
In tro d u c e s  th e  s tu d e n t to  w ritte n  d o c u m e n ta tio n ; b a s ic  life  s u p p o rt, use  o f an a u to m a te d  ex
te rn a l d e fib r il la to r; th e  use  o f a irw a y  a d ju n c ts  a nd  o x y g e n  the ra p y , w o u n d s , b le e d in g  b a n d a g 
ing , sh ock , M AST as am  invasive  p ro ce d u re , g ene ra l p h a rm a c o lo g y  and  the  use o f e p in e p h rin g - 
S Q /IM  1 :1 ,000  in a n a p h y la x is . (W in te r fo r  E ve n in g  C la sse s  O n ly)

EMS 102 Em ergency M edical Services IN Credit Hours: 7
P re re q u is ite s : E M S  101
C o ve rs  th e  in va s ive  p ro c e d u re  o f IV th e ra p y  a n d  tre a tm e n t a n d  m a n a g e m e n t o f in ju r ie s  to  
s o ft tis su e , th e  a b d o m e n , th e  m u s c u lo s k e le ta l s ys te m , th e  head , neck , ch es t, a nd  sp in e . 
C o ve rs  e n v iro n m e n ta l a n d  b e h a v io ra l e m e rg e n c ie s  as  w e ll as d is a s te r/tr ia g e  a nd  p a tie n t lift
ing , m o v in g , a n d  h a n d lin g . (S p rin g  fo r  E ve n in g  C la sse s  O n ly )
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EMS 104 Em ergency M edical Services IV Credit Hours: 9
P re re q u is ite s : E M S  102
In tro d u c e s  p ro c e d u re s  in assessnnen t a n d  m a n a g e m e n t o f m e d ic a l e m e rg e n c ie s , p e d ia tr ic s , 
o b s te tr ic , e n v iro n m e n ta l a n d  b e h a v io ra l e m e rg e n c ie s . S e s s io n s  in v lo v in g  p a tie n t m a n a g e 
m e n t a n d  m e c h a n ic a l a s p e c ts  o f e x tr ic a tio n  a re  in c lu d e d . S u p e rv is e d  e x p e rie n c e  w ith  p a 
tie n ts  in c lin ic a l fa c ilit ie s  is in c lu d e d . (S u m m e r fo r  E ve n in g  C la sse s  O n ly)

ENG 095 Developm ental English I Institutional Credit Hours: 5
P re re q u is ite ; P la c e m e n t b y  D ia g n o s tic  Testing

In tro d u c e s  b a s ic  g ra m m a r . T o p ics  in c lu d e  b a s ic  v o c a b u la ry , s im p le  s e n te n c e s , s e n te n c e  
c a p ita liz a tio n , e nd  p u n c tu a tio n  m a rks , a n d  s p e llin g . (Q u a rte rly  fo r  D ay a n d  E ven in g  C lasses)

ENG 096 Developm ental English II Institutional Credit Hours: 5
P re re q u is ite s : EN G  095  o r P la c e m e n t b y  D ia g n o s tic  Testing
E m p h a s iz e s  s ta n d a rd  E n g lish  u sag e . T o p ics  in c lu d e  c a p ita liz a tio n , s u b je c ts  a nd  p re d ic a te s , 
p u n c tu a tio n , s e n te n c e  s tru c tu re , c o rre c t v e rb  te n se s , s ta n d a rd  s p e llin g , a nd  b a s ic  p a ra g ra p h  
d e v e lo p m e n t. (Q u a rte r ly  fo r D ay a n d  E ve n in g  C lasses)

ENG 097 Developm ental English III Institutional Credit Hours: 5
P re re q u is ite : EN G  0 96  o r p la c e m e n t by  d ia g n o s tic  te s tin g
E m p h a s iz e s  th e  ru le s  o f g ra m m a r, p u n c tu a tio n , a n d  s p e llin g  in o rd e r to  e n su re  a s m o o th  
tra n s itio n  in to  c o m m u n ic a tin g  o ra lly  a n d  in w ritin g . T o p ics  in c lu d e  b a s ic  g ra m m a r review , use 
o f p u n c tu a tio n , use  o f c a p ita liz a tio n , re c o g n it io n  o f c la u s e s  a nd  p h rase s , s p e llin g , w ritin g  
se n te n c e s , a nd  w rit in g  s im p le  p a ra g ra p h s . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

ENG 098 Developm ental English IV Institutional Credit Hours: 5
P re re q u is ite : EN G  097  o r p la c e m e n t b y  d ia g n o s tic  te s tin g
E m p h a s iz e s  th e  a b ility  to  c o m m u n ic a te  u s in g  w ritte n  a nd  o ra l m e th o d s . T o p ics  in c lu d e  b a s ic  
p a ra g ra p h  c o n s tru c tio n , p ro o fre a d in g , th e  e ssa y  fo rm a t, w ritte n  re p o rts , o ra l re p o rts , a n d  re 
v ie w  o f g ra m m a r a nd  u sag e . (Q u a rte rly  fo r D ay a n d  E ven in g  C lasses)

ENG 111 Business English Credit Hours: 5
P re requ is ites : ENG 097  and  RDG 097  o r P ro g ram  R eady S ta tus  in W riting  and  R ead ing  Skills. 
E m p h a s iz e s  a fu n c tio n a l a n d  c o m p re h e n s iv e  rev iew  o f E n g lish  usage . T op ics  in c lu d e  E ng lish  
g ram m ar, s e n te n ce  s tru c tu re , and  c o m p o s it io n . T he  co u rse  in c lu d e s  an in tro d u c tio n  to  lib ra ry  
re s o u rc e s  a n d  th e  re se a rch  p ro ce ss . M in im u m  g ra d e  o f “ C ” is re q u ire d  to  a d v a n c e  to  ENG 
112, B u s in e ss  C o m m u n ic a tio n s . (Q u a rte rly  fo r D ay a nd  E ven in g  C lasses)

ENG 112 Business Com munications Credit Hours: 5
P re re q u is ite s : K e y b o a rd in g  p ro fic ie n cy , ENG  1 1 1w ith  a G ra de  o f “ C ” o r b e tte r 
P ro v id e s  k n o w le d g e  a nd  a p p lic a tio n  o f w ritte n  a nd  o ra l c o m m u n ic a tio n s  fo u n d  in b u s in e s s  
s itu a tio n s . T o p ics  in c lu d e  w rit in g  fu n d a m e n ta ls  and  s p e a k in g  fu n d a m e n ta ls . (Q u a rte rly  fo r 
D ay a n d  E ve n in g  C lasses)

ENG 191 Composition and Rhetoric I Credit Hours: 5
P re re q u is ite s : ENG  098  a nd  RDG 098  o r p ro g ra m  re a d y  s ta tu s  in w ritin g  a nd  re a d in g  sk ills . 
E xp lo re s  th e  a n a lys is  o f lite ra tu re  a nd  a rtic le s  a b o u t issu e s  in the  h u m a n itie s  a nd  in soc ie ty . 
S tu d e n ts  p ra c tic e  v a rio u s  m o d e s  o f w ritin g , ra n g in g  fro m  e x p o s itio n  to  a rg u m e n ta tio n  and  
p e rs u a s io n . T he  c o u rs e  In c lu d e s  a rev iew  o f s ta n d a rd  g ra m m a tic a l a nd  s ty lis t ic  u sa g e  in 
p ro o fre a d in g  and  e d itin g . The c o u rse  in c lu d e s  an in tro d u c tio n  to  lib ra ry  so u rce s , fo u n d a tio n s  
o f re se a rch , a nd  w rit in g  th e  re se a rch  paper. T o p ics  in c lu d e  w ritin g  a n a lys is  a nd  p ra c tice , 
re v is ion , a nd  resea rch . An in tro d u c tio n  to  lite ra ry  f ic t io n  is a lso  in c lu d e d . M in im u m  g ra d e  o f 
“ C " re q u ire d  to  a d v a n c e  to  ENG  193, EN G  195, o r H U M  191. (Fall, W inter, S p r in g  fo r Day 
C la sse s ; Fall, S p r in g  fo r E ven in g  C lasses)
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ENG 193 Com position and Rhetoric II C redit Hours: 5
P re re q u is ite : E N G  191 w ith  a  C  o r b e tte r
E m p h a s iz e s  th e  s tu d e n t ’s a b ility  to  read  lite ra tu re  a n a ly tic a lly  a n d  m e a n in g fu lly  a n d  to  c o m 
m u n ic a te  c lea rly . S tu d e n ts  a n a lyze  th e  fo rm  a n d  c o n te n t o f lite ra tu re  a n d  p ra c tic e  v a rio u s  
m o d e s  o f w ritin g . T o p ics  in c lu d e  re a d in g  a n d  a n a ly s is  o f f ic t io n , poe try , a n d  d ra m a ; re se a rch ; 
a n d  w r it in g  a b o u t lite ra tu re . (O ffe red  on  D e m a n d )

ENG 195 Technical Com m unications Credit Hours: 5
P re re q u is ite : E N G  191 w ith  a G o r b e tte r
E m p h a s iz e s  p ra c tic a l k n o w le d g e  o f te c h n ic a l c o m m u n ic a t io n s  te c h n iq u e s , p ro c e d u re s , a n d  
re p o r tin g  fo rm a ts  u sed  in in d u s try  a n d  b u s in e s s . T o p ics  in c lu d e  re se a rch , d e v ic e  a n d  p ro 
ce ss  d e s c r ip tio n , fo rm a l te c h n ic a l re p o rt w ritin g , b u s in e s s  c o rre s p o n d e n c e , a n d  o ra l te c h n ic a l 
re p o rt p re s e n ta tio n . (O ffe red  on  D e m a n d )

HUM 191 Introduction to Hum anities Credit Hours: 5
P re re q u is ite : E N G  191 w ith  a  G ra d e  o f “ 0 ” o r b e tte r
E x p lo re s  th e  p h i lo s o p h ic  a n d  a r t is t ic  h e r ita g e  o f h u m a n ity  e x p re s s e d  th ro u g h  a h is to r ic a l 
p e rs p e c t iv e  o n  v is u a l a rts , m u s ic , d ra m a , a n d  lite ra tu re . T h e  h u m a n it ie s  a re  p re s e n te d  as  a 
s o u rc e  o f s u b je c t iv e  in s ig h ts  fo r  th e  u n d e rs ta n d in g  o f p e o p le  a n d  s o c ie ty . T h e  c o u rs e  
e m p h a s iz e s  th e  c o n n e c tio n  o f s c ie n c e  a n d  te c h n o lo g y  to  c u ltu re  a n d  th e  arts . T o p ic s  in c lu d e  
h is to r ic a l a n d  c u ltu ra l d e v e lo p m e n ts  a n d  c o n t r ib u t io n s  o f th e  h u m a n it ie s . (F a ll, S p r in g  fo r  
D a y  C la s s e s ; W in te r  fo r  E ve n in g  C la sse s )

IM T 101 Industrial M aintenance Safety Procedures Credit Hours: 2
P ro v id e s  in -d e p th  s tu d y  o f th e  h ea lth  a n d  sa fe ty  p ra c tic e s  re q u ire d  fo r  m a in te n a n c e  o f in d u s 
tr ia l p ro d u c tio n  e q u ip m e n t. T o p ics  in c lu d e  tra ffic  sa fe ty , la d d e r sa fe ty , f ire  sa fe ty , sa fe  w o rk  in 
c o n fin e d  sp a c e s , e le c tr ic a l sa fe ty , e m e rg e n c y  p ro c e d u re s , an  in tro d u c tio n  to  O S H A  re g u la 
t io n s , M S D S  R ig h t-to -K n o w  Law, h a z a rd o u s  m a te r ia ls  sa fe ty , a n d  sa fe ty  e q u ip m e n t. (Fall, 
S p r in g , A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )

IM T 118 DC and AC Motors Credit Hours: 4
P re re q u is ite s /C o re q u is ite s : E LC  106, ELC  109, IM T  106, M AT 104
In tro d u c e s  th e  fu n d a m e n ta l th e o r ie s  a n d  a p p lic a tio n s  o f s in g le  p h a se  a n d  th re e -p h a s e  m o 
to rs . T o p ics  in c lu d e  m o to r  th e o ry  a n d  o p e ra tin g  p r in c ip le s , m o to r  te rm in o lo g y , m o to r  id e n tif i
ca tio n , N E M A  s ta n d a rd s , A C  m o to rs , D C  m o to rs  (se ries , s h u n t, a n d  c o m p o u n d ) , s c h e d u le d  
p re v e n tiv e  m a in te n a n c e , tro u b le s h o o t in g  a n d  fa ilu re  a n a lys is , a n d  A rtic le  4 30  o f th e  N a tio n a l 
E le c tr ica l C o d e . (W inter, S um m e r, A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )

IM T 119 Fundamentals of Motor Controls Credit Hours: 4
P re re q u is ite /C o re q u is ite : IM T 118
In tro d u c e s  th e  fu n d a m e n ta l c o n c e p ts , p r in c ip le s , a n d  c o n tro l d e v ic e s  in vo lve d  in in d u s tr ia l 
m o to r c o n tro l. E m p h a s is  is p la c e d  on  d e v e lo p in g  a th e o re tic a l fo u n d a tio n  o f in d u s tr ia l m o to r 
c o n tro l dev ices . T o p ics  in c lu d e  p rin c ip le s  o f m o to r co n tro l, c o n tro l d ev ices , s y m b o ls  a nd  s c h e 
m a tic  d ia g ra m s , a n d  A rtic le  4 30  N .E .C . (Fall, S p r in g , A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly)

IM T 120 M agnetic Starters and Braking Credit Hours: 4
P re re q u is ite /C o re q u is ite : IM T 119
P ro v id e s  in s tru c tio n  in w ir in g  m o to r  c o n tro l c irc u its . E m p h a s is  is p la c e d  on  d e s ig n in g  and  
in s ta llin g  m a g n e tic  s ta rte rs  in a c ro s s -th e -lin e , re ve rs in g , jo g g in g  c irc u its , a n d  m o to r  b ra k in g . 
T o p ics  in c lu d e  c o n tro l tra n s fo rm e rs , fu ll v o lta g e  s ta rte rs , re ve rs in g  c irc u its , jo g g in g  c ircu its , 
a n d  b ra k in g . (Fall, S p r in g , A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly)
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IM T 121 Two-Wire Control Circuits Credit Hours; 3
P re re q u is ite /C o re q u is ite ; IM T  120
P ro v id e s  in s tru c tio n  in tw o -w ire  m o to r  c o n tro l c irc u its  u s in g  re lays , c o n ta c to rs , a nd  m o to r 
s ta rte rs  w ith  a p p lic a t io n  s e n s in g  d e v ice s . T o p ics  in c lu d e  w ir in g  lim it sw itch e s , w ir in g  p re ssu re  
s w itc h e s , w ir in g  f lo a t s w itc h e s , w ir in g  te m p e ra tu re  s w itc h e s , w ir in g  p ro x im ity  sw itc h e s , a nd  
w ir in g  p h o to  s w itc h e s . (Fall, S p r in g , A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )

liVIT 122 Advanced IVIotor Controls Credit Hours: 3
P re re q u is ite /C o re q u is ite : IM T  121
C o n tin u e s  in s tru c tio n  in th e  s tu d y  a n d  a p p lic a t io n  o f m o to r  c o n tro l c irc u its  w ith  e m p h a s is  on 
s e q u e n c in g  c irc u its , c o m p le x  c irc u its , a n d  m o to r c o n tro l ce n te rs . T o p ics  in c lu d e  s e q u e n c in g  
c irc u its , re d u c e d  v o lta g e  s ta r tin g , m o to r  c o n tro l c e n te rs , a n d  tro u b le s h o o tin g . (W inter, S u m 
m er, A lte rn a tin g  Years, fo r  D ay  C la sse s  O n ly )

IM T 123 Variable Speed Motor Control Credit Hours: 4
P re re q u is ite /C o re q u is ite : IM T  122
P ro v id e s  in s tru c tio n  in th e  fu n d a m e n ta ls  o f va ria b le  s p e e d  d rive s , in d u s tr ia l m o to rs , and  o th e r 
a p p lic a t io n s  o f v a r ia b le  s p e e d  d rive s . T o p ics  in c lu d e  fu n d a m e n ta ls  o f v a ria b le  s p e e d  co n tro l, 
A C  a n d  D C  m o to rs , s o lid  s ta te  c o n tro ls , in s ta lla tio n  p ro c e d u re s , a n d  ra n ge s . (Fall, S p rin g , 
A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )

IM T 126 Program m able Logic Control Practicum Credit Hours: 4
P re re q u is ite /C o re q u is ite : E L T 1 1 4
P rov ides fo r han d s-o n  d e v e lo p m e n t o f o pe ra tio na l sk ills  in the  m a in ten a nce  and  tro u b le sh o o tin g  
o f a u to m a te d  in d u s tr ia l m a ch in e ry . E m p h a s is  is p la c e d  on  a p p ly in g  sk ills  d e v e lo p e d  in p re v i
o u s  c o u rs e s  in p ro g ra m m a b le  lo g ic  c o n tro l (PLC) in an  in d u s tr ia l se ttin g . T op ics  in c lu d e  h a rd 
w ir in g  PLC  e q u ip m e n t, w r it in g  a n d  e x e c u tin g  p ro g ra m s , a n d  tro u b le s h o o tin g  PLC  c ircu its . 
(Fall, S p r in g , A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )

IM T 127 Industrial Maintenance internship Credit Hours: 4
P re re q u is ite : A ll n o n -e le c tiv e  c o u rs e s  re q u ire d  fo r  p ro g ra m  c o m p le t io n
P ro v id e s  s tu d e n ts  w ith  o c c u p a tio n -b a s e d  in s tru c tio n  th a t a p p lie s  le a rne d  sk ills  to  a c tu a l w o rk  
e xpe rie n ce . E m p h a s ize s  s tu d e n ts ’ o p p o rtu n it ie s  to  p ra c tice  p ro g ra m m a b le  lo g ic  co n tro l sk ills  
a n d  tro u b le s h o o tin g  te c h n iq u e s  o n  in d u s tr ia l e q u ip m e n t. T o p ics  in c lu d e  a p p lic a tio n  o f in d u s 
tr ia l m a in te n a n c e  sk ills , a p p ro p r ia te  e m p lo y a b ility  sk ills , p ro b le m  s o lv in g , a d a p ta b ility  to  jo b  
e q u ip m e n t a n d  te c h n o lo g y , p ro g re s s iv e  p ro d u c tiv ity , a nd  a c c e p ta b le  jo b  p e rfo rm a n ce . (W in 
ter, S um m e r, A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )

IM T 129 Industrial Wiring I Credit Hours: 5
P re re q u is ite s /C o re q u is ite s : ELC  106, ELC  109
P ro v id e s  in s tru c tio n  in th e  fu n d a m e n ta l c o n c e p ts  o f in d u s tr ia l w ir in g  w ith  an e m p h a s is  on  
N E C  re q u ire m e n ts . T o p ics  in c lu d e  w ir in g  d e v ic e s  a n d  m a te ria ls ; s y m b o ls  a n d  b lu e p rin t re a d 
in g ; b ra n c h  a nd  fe e d e r c irc u its ; sw itc h e s , re ce p ta c le s , a nd  c o rd  c o n n e c to rs ; g ro u n d in g ; w ire  
s iz in g ; o v e rc u rre n t p ro te c tio n ; a nd  N E C  re q u ire m e n ts . (Fall, S p r in g , A lte rn a tin g  Years, fo r 
D ay C la sse s  O n ly )

IM T 130 Industrial Wiring II Credit Hours: 5
P re re q u is ite /C o re q u is ite : IM T  129
C o n tin u e s  in s tru c tio n  in th e  s tu d y  o f in d u s tr ia l w ir in g . T o p ics  in c lu d e  ra ce w a y  in s ta lla tio n , 
th re e  p h a se  sys te m s , tra n s fo rm e rs  (s in g le  p ha se  a n d  th re e  p hase ), in d u s tr ia l lig h tin g  s y s 
te m s , a n d  N E C  re q u ire m e n ts . (W inter, S um m er, A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )
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IM T 132 Industrial M aintenance (Electrical) Review Credit Hours: 3
P re re q u is ite s ; A ll re q u ire d  In d u s tr ia l M a in te n a n c e  (E le c tr ica l) c o u rs e s
P ro v id e s  an  in s tru c tio n a l re v ie w  o f th e  In d u s tr ia l M a in te n a n c e  (E le c tr ica l) c o u rs e  o f s tu d y  w ith  
a  c o m p re h e n s iv e  a s s e s s m e n t o f e a c h  a rea . T h e  a s s e s s m e n t w ill c o n s is t o f a  w ritte n , id e n ti
f ic a tio n , a n d  h a n d s -o n  e x a m in a tio n . T o p ics  in c lu d e  m a th , a lte rn a tin g  c u rre n t, d ire c t c u rre n t, 
m o to r  c o n tro ls , sa fe ty , p ro g ra m m a b le  lo g ic  c o n tro lle rs , A C -D C  m o to rs , a n d  in d u s tr ia l w ir in g . 
(W in te r, S um m e r, A lte rn a tin g  Years, fo r  D ay C la sse s  O n ly )
IM T 152 National Electric Code Credit Hours: 4
P re re q u is ite s ; E LC  108, E LC  108, E LC  109, E LC  110

P ro v id e s  s tu d e n ts  w ith  an  in d e p th  re v ie w  o f th e  N a tio n a l E le c tr ic  C o d e  (N E C ) as  a p p lie d  to  
e le c tr ic a l e q u ip m e n t in s ta lla tio n  in th e  in d u s tr ia l p la n t s e ttin g . E m p h a s is  is p la c e d  on  u n d e r
s ta n d in g  th e  fo rm a t a n d  o rg a n iz a tio n  o f c o n te n t p re s e n te d  in C h a p te rs  I th ro u g h  IV o f th e  
N EC . T o p ics  in c lu d e ; p re s e n ta tio n  fo rm a t o f th e  N E C ; c o d e  d e fin it io n s  a n d  re q u ire m e n ts ; 
w ir in g  a n d  p ro te c t io n ; w ir in g  m e th o d s  a n d  m a te ria ls ; a n d  e q u ip m ,e n t io n s ta lla t io n  a n d  m a in 
te n a n c e . (A n n u a lly  fo r  d a y  a n d  e v e n in g  c la sse s )

MAS 101 M edical Law and Ethics Credit Hours: 2
In tro d u c e s  th e  b a s ic  c o n c e p t o f m e d ic a l a s s is tin g  a n d  its  re la tio n s h ip  to  th e  o th e r hea lth  fie ld s . 
E m p h a s iz e s  m e d ic a l e th ics , le g a l a s p e c ts  o f m e d ic in e , a n d  th e  m e d ic a l a s s is ta n t’s  ro le  as  an 
a g e n t o f th e  p h y s ic ia n . P ro v id e s  th e  s tu d e n t w ith  k n o w le d g e  o f m e d ic a l ju r is p ru d e n c e  a nd  
th e  e s s e n tia ls  o f p ro fe s s io n a l beh a v io r. T o p ics  in c lu d e  in tro d u c tio n  to  m e d ic a l a s s is tin g , in 
tro d u c t io n  to  m e d ic a l law, th e  p h y s ic ia n -p a tie n t-a s s is ta n t re la tio n s h ip , th e  m e d ic a l o ffic e  in 
lit ig a tio n , a n d  e th ics . (S u m m e r fo r  D ay C la sse s  O n ly )

MAS 103 Pharm acology Credit Hours: 5
P re re q u is ite s ; A H S 1 0 1 , M A T 101
In tro d u c e s  d ru g  th e ra p y  w ith  e m p h a s is  o n  sa fe ty , c la s s if ic a tio n  o f d ru g s , th e ir  a c tio n , s id e  
e ffe c ts , a n d /o r  a d v e rs e  re a c tio n s . A ls o  in tro d u c e s  th e  b a s ic  c o n c e p t o f m a th e m a tic s  u se d  in 
th e  a d m in is tra tio n  o f d ru g s . T o p ics  in c lu d e  in tro d u c tio n  to  p h a rm a c o lo g y , s o u rc e s  a n d  fo rm s  
o f d ru g s , d ru g  c la s s if ic a tio n , c o m m o n ly  p re s c r ib e d  m e d ic a tio n s  a c c o rd in g  to  b o d y  s ys te m s , 
e ffe c ts  o f d ru g s  on  th e  b o d y  s y s te m s , s y s te m s  o f m e a s u re m e n t, a n d  c a lc u la tin g  a d u lt a nd  
p e d ia tr ic  d o s a g e s . (S u m m e r fo r  D ay C la sse s  O n ly )

MAS 104 M edical Adm inistrative Procedures I Credit Hours: 3
P re re q u is ite s ; M A S 101 , B U S  101
E m p h a s iz e s  e sse n tia l s k ills  re q u ire d  fo r  th e  ty p ic a l m e d ic a l o ffice . T o p ics  in c lu d e  a c c o u n tin g  
p ro c e d u re s  a n d  in s u ra n c e  p re p a ra tio n  a n d  c o d in g . (Fa ll fo r  D a y  C la sse s  O n ly)

MAS 105 M edical Adm inistrative Procedures II C redit Hours: 5
P re re q u is ite s ; M A S  103, M A S  104, B U S  101
E m p h a s iz e s  e ss e n tia l s k ills  re q u ire d  fo r  th e  ty p ic a l m e d ic a l o ffic e  in th e  a re a s  o f c o m p u te rs  
a n d  m e d ic a l tra n s c r ip tio n . T o p ics  in c lu d e  in tro d u c tio n  to  th e  c o m p u te r  a nd  m e d ica l tra n s c r ip 
tio n . (W in te r fo r  D ay C la sse s  O n ly)

MAS 108 Medical Assisting Skills I C redit Hours: 5
P re re q u is ite s ; A H S  101, A H S  109, B U S  101, M A S  101, M A S  103
In tro d u c e s  th e  s k ills  n e c e s s a ry  fo r  a s s is tin g  th e  p h y s ic ia n  w ith  a  c o m p le te  h is to ry  a n d  p h y s i
ca l in a ll ty p e s  o f p ra c tic e s . T h e  c o u rs e  in c lu d e s  s k ills  n e c e s s a ry  fo r  s te r iliz in g  in s tru m e n ts  
a n d  e q u ip m e n t a n d  s e tt in g  u p  s te r ile  tra ys . T h e  s tu d e n t a lso  e x p lo re s  th e  th e o ry  a n d  p ra c tice  
o f e le c tro c a rd io g ra p h y . T o p ics  in c lu d e  in fe c tio n  c o n tro l, p re p a re  p a tie n ts /a s s is t p h y s ic ia n  
w ith  e x a m in a tio n s  a n d  d ia g n o s tic  p ro c e d u re s , v ita l s ig n s /m e n s u ra tio n , m in o r o ffice  s u rg ic a l 
p ro c e d u re s , a n d  e le c tro c a rd io g ra m s . (Fa ll fo r  D ay C la sse s  O n ly )
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MAS 109 M edical Assisting Skills II C redit Hours: 5
P re re q u is ite s : M A S  103, M A S  108
F u rth e rs  th e  s tu d e n t ’s  k n o w le d g e  o f th e  m o re  c o m p le x  a c tiv it ie s  in a p h y s ic ia n ’s o ffice . T op 
ics  in c lu d e  c o lle c t io n /e x a m in a tio n  o f s p e c im e n s ; v e n ip u n c tu re ; u r in a lys is ; a d m in is tra tio n  o f 
m e d ic a tio n  in c lu d in g  o ra l, to p ic a l, s u b c u ta n e o u s , in tra m u scu la r, a n d  in tra d e rm a l m e d ic a tio n ; 
f irs t a id  a n d  C PR ; p h y s ic a l th e ra p y  p ro c e d u re s ; a n d  p r in c ip le s  o f ra d io lo g y  a n d  sa fe ty. (W in 
te r fo r  D ay  C la sse s  O n ly )

MAS 112 Hum an Diseases Credit Hours: 5
P re re q u is ite s ; A H S  101, B U S  212 , M A S  103
P ro v id e s  clear, s u c c in c t, a n d  b a s ic  in fo rm a tio n  a b o u t c o m m o n  m e d ic a l c o n d it io n s . Tak ing  
e a ch  b o d y  s y s te m , th e  d is e a s e  c o n d it io n  is h ig h lig h te d  fo llo w in g  a lo g ic a l fo rm a tio n  c o n s is t
ing  o f d e s c r ip t io n , e tio lo g y , s ig n s  a n d  s y m p to m s , d ia g n o s tic  p ro c e d u re s , tre a tm e n t, p ro g n o 
s is , a n d  p re v e n tio n . T o p ics  in c lu d e  in tro d u c tio n  to  d is e a s e  a n d  d is e a s e s  o f b o d y  s y s te m s  
in c lu d in g  th e  n u tr it io n a l a n d  p h a rm a c o lo g ic a l im p lic a tio n s . (Fa ll fo r  D ay C la sse s  O n ly )

MAS 113 Maternal and Child Care Credit Hours: 5
P re re q u is ite s : A H S  101, B U S  212 , M A S  103, M A S  112
F o c u s e s  on  th e  re p ro d u c tiv e  sy s te m , ca re  o f th e  m o th e r in a ll s ta g e s  o f p re g n a n cy , th e  n o r
m a l a n d  e m o tio n a l g ro w th  o f th e  h e a lth y  c h ild , a n d  ca re  o f th e  s ic k  ch ild . T o p ics  in c lu d e  
in tro d u c tio n  to  o b s te tr ic s , fe m a le  a n d  m a le  re p ro d u c tiv e  s ys te m s , in tra u te r in e  d e v e lo p m e n t, 
p re n a ta l ca re , la b o r a n d  d e live ry , a n d  s ta g e s  o f c h ild  d e v e lo p m e n t/n e w b o rn  th ro u g h  a d o le s 
c e n ce . (W in te r fo r  D ay C la sse s  O n ly )

MAS 117 Medical Assisting Externship Credit Hours: 6
P re re q u is ite ; P e rm is s io n  o f in s tru c to r
P ro v id e s  s tu d e n ts  w ith  an  o p p o r tu n ity  fo r  in -d e p th  a p p lic a tio n  a nd  re in fo rc e m e n t o f p rin c ip le s  
a n d  te c h n iq u e s  in a  m e d ic a l o ffic e  jo b  se ttin g . T h is  c lin ic a l p ra c tic u m  a llo w s  th e  s tu d e n t to  
b e c o m e  in v o lv e d  in a w o rk  s itu a tio n  a t a  p ro fe s s io n a l leve l o f te c h n ic a l a p p lic a tio n  a nd  re 
q u ire s  c o n c e n tra tio n , p ra c tic e , a n d  fo llo w  th ro u g h . T o p ics  in c lu d e  a p p lic a tio n  o f c la s s ro o m  
k n o w le d g e  a n d  sk ills , fu n c t io n in g  in th e  w o rk  e n v iro n m e n t, a nd  lis te n in g  a nd  fo llo w in g  d ire c 
t io n s . (S p rin g  fo r  D ay  C la sse s  O n ly)

MAS 118 M edical Assisting Sem inar Credit Hours: 4
P re re q u is ite : P e rm iss io n  o f in s tru c to r
S e m in a r fo c u s e s  on  jo b  p re p a ra tio n  a n d  m a in te n a n c e  sk ills  a nd  rev iew  fo r th e  ce rtif ica tio n  
e x a m in a tio n . T o p ics  in c lu d e  le tte rs  o f a p p lic a tio n , re su m e s , jo b  in te rv iew s , le tte rs  o f re s ig n a 
tio n , a n d  re v ie w  fo r  th e  c e rtif ic a tio n  e x a m in a tio n . (S p rin g  fo r D ay C la sse s  O n ly)

MAS 151 ICD9 Coding I Credit Hours 4
P re re q u is ite s ; A H S  101, A H S  109, o r B U S  212, EN G  101, BS 101, M AS 112, M as 153
IC D -9  C o d in g  I fo c u s e s  on  th e  p u rp o s e , use, a nd  a rra n g e m e n t o f IC D -9  CM  c o d in g . T op ics  
in c lu d e  s y m b o ls , p u n c tu a tio n , a b b re v ia tio n s , b a s ic  c o d in g  p rin c ip le s , and  a ccu ra te  d ia g n o s is  
a nd  p ro c e d u re  co d e s . D ise a se  a n d  c o m p lic a tio n s  fo r th e  sys te m s  are  a lso  in c lu d e d .

MAS 152 ICD9 Coding II Credit Hours 4
P re re q u is ite s ; A H S  101, A H S  109 o r BU S  212, EN G  101, BU S  101, M AS 112, M AS 151, M AS
153
T h is  c o u rs e  fo c u s e s  on  th e  IC D -9  C M  c o d in g  fo r  s y m p to m s , s ig n s  and  ill d e fin e d  c o n d itio n s . 
C o d in g  II a lso  fo c u s e s  on  V c o d e s , E c o d e s , p ro c e d u ra l c o d in g , DRG 's and  H o sp ita l base d  
o u tp a tie n t se rv ice s . T he  b o d y  s y s te m s  c o v e re d  in th is  c o u rse  are  resp ira to ry , in teg u m e n ta ry , 
e n d o c r in e , a n d  g e n ito u r in a ry . Im m u n ity  a nd  n e o p la s m s  are  a lso  co ve red .
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MAS 153 CPT4 Coding Credit Hours 2
P re re q u is ite s : A H S  101, A H S  109 o r B U S  212 , E N G  101, B U S  101, M A S  112 \
T h is  c o u rs e  fo c u s e s  o n  th e  b a c k g ro u n d , d e v e lo p m e n t a n d  p u rp o s e  fo r  C P T  c o d in g . T o p ics  
in c lu d e  s u m b o ls , p u n c tu a tio n s , d iffe re n c e s  in th e  c o d in g  s y s te m s  (C P T a n d  IC D -9 -C M ), a nd  
g u id e lin e s  fo r  c o d in g .

IV1AT 095 Developm ental M athem atics I Institutional Credit Hours: 5
P re re q u is ite : P la c e m e n t b y  D ia g n o s tic  te s tin g
In tro d u c e s  e le m e n ta ry  a r ith m e tic  n e e d e d  fo r  a d v a n c e m e n t to  th e  leve l o f b a s ic  m a th e m a tic s . 
T o p ics  in c lu d e  p la ce  va lu e , re a d in g  a n d  w r it in g  n u m b e rs , a d d it io n  fa c ts , s u b tra c tio n  fac ts , 
m u lt ip lic a tio n  fa c ts , d iv is io n  fa c ts , a n d  s im p le  w o rd  p ro b le m s . (Q u a rte rly  fo r  D ay a n d  E ven in g  
G lasses )

MAT 096 Developm ental M athem atics II Institutional Credit Hours: 5
P re re q u is ite s : M A T 0 9 5  o r p la c e m e n t b y  d ia g n o s tic  te s tin g
T e ach e s  th e  s tu d e n t b a s ic  a r ith m e tic  s k ills  n e e d e d  fo r  th e  s tu d y  o f m a th e m a tic s  re la te d  to  
s p e c if ic  o c c u p a tio n a l p ro g ra m s . T o p ics  in c lu d e  n u m b e r th e o ry , w h o le  n u m b e rs , fra c tio n s , 
d e c im a ls , m e a s u re m e n t, a n d  w o rd  p ro b le m s . H o m e w o rk  a s s ig n m e n ts  re in fo rc e  c la s s ro o m  
le a rn in g . (Q u a rte r ly  fo r  D ay a n d  E v e n in g  C la sse s)

MAT 097 Developm ental Mathem atics III Institutional Credit Hours: 5
P re re q u is ite : M A T 0 9 6  o r p la c e m e n t b y  d ia g n o s tic  te s t in g
E m p h a s iz e s  in d e p th  a r ith m e tic  s k ills  n e e d e d  fo r  th e  s tu d y  o f m a th e m a tic s  re la te d  to  s p e c ific  
o c c u p a tio n a l p ro g ra m s  a n d  fo r  th e  s tu d y  o f b a s ic  a lg e b ra . T o p ics  in c lu d e  n u m b e r the o ry , 
fra c tio n s , d e c im a ls , ra t io /p ro p o r tio n , p e rc e n t, m e a s u re m e n t/g e o m e tr ic  fo rm u la s , a n d  w o rd  
p ro b le m s . H o m e w o rk  a s s ig n m e n ts  re in fo rc e  c la s s ro o m  le a rn in g . (Q u a rte r ly  fo r  D ay a nd  
E v e n in g  G lasses)

NOTE: Use of the electronic calculator is an integral part of all math classes above 
the MAT 097 level.

MAT 098 Developm ental Prealgebra Institutional Credit Hours: 5
P re re q u is ite : M A T 0 97  o r p la c e m e n t b y  d ia g n o s tic  te s tin g
In tro d u c e s  p re a lg e b ra  c o n c e p ts  a n d  o p e ra tio n s  w h ic h  w ill be  a p p lie d  to  th e  s tu d y  o f b e g in 
n in g  a lg e b ra . T o p ics  in c lu d e  n u m b e r th e o ry , a r ith m e tic  rev iew , s ig n e d  n u m b e rs , a lg e b ra ic  
o p e ra tio n s , a n d  in tro d u c tio n  to  a lg e b ra  w o rd  p ro b le m s . H o m e w o rk  a s s ig n m e n ts  re in fo rc e  
c la s s ro o m  le a rn in g . (Q u a rte r ly  fo r  D ay a n d  E v e n in g  G lasses)

MAT 099 Developm ental A lgebra Institutional Credit Hours: 5
P re re q u is ite : M AT 0 98  o r p la c e m e n t b y  d ia g n o s tic  te s tin g
In tro d u c e s  c o n c e p ts  a n d  o p e ra tio n s  w h ic h  ca n  be  a p p lie d  to  th e  s tu d y  o f a lg e b ra . C o u rse  
c o n te n t e m p h a s iz e s  use  o f v a ria b le s , m a n ip u la t io n  o f a lg e b ra ic  e x p re s s io n s , s o lu tio n  o f lin 
ea r a n d  q u a d ra tic  fu n c tio n s , a n d  s o lu tio n  o f s y s te m s  o f lin e a r e q u a tio n s . G lass  in c lu d e s  
le c tu re , a p p lic a t io n s , a n d  h o m e w o rk  to  re in fo rc e  le a rn in g . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  
G lasses)

MAT 101 General M athem atics Credit Hours: 5
P re re q u is ite : M A T 0 9 7  o r P ro g ra m  R e a dy  S ta tu s  in N u m e ric a l S k ills .
E m p h a s iz e s  m a th e m a tic a l s k ills  th a t ca n  be  a p p lie d  to  th e  s o lu tio n  o f o c c u p a tio n a l a n d  te c h 
n ica l p ro b le m s . T o p ics  in c lu d e  p ro p e rtie s  o f n u m b e rs , fra c tio n s , d e c im a ls , p e rce n ts , ra tio  a nd  
p ro p o rtio n , m e a s u re m e n t a n d  c o n v e rs io n , e x p o n e n ts  a n d  ra d ica ls , a n d  g e o m e tr ic  a n d  te c h n i
ca l fo rm u la s . G lass in c lu d e s  lec tu res , a p p lica tio n s , a n d  h o m e w o rk  to  re in fo rce  lea rn ing . (Q uar
te r ly  fo r  D ay a n d  E ve n in g  G lasses)
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MAT 103 A lgebraic Concepts Credit Hours: 5
P re re q u is ite s : M A T 0 98  o r p ro g ra m  re a d y  s ta tu s  in n u m e ric a l a nd  e le m e n ta ry  a lg e b ra  sk ills . 
In tro d u c e s  c o n c e p ts  a n d  o p e ra tio n s  w h ic h  ca n  be  a p p lie d  to  th e  s tu d y  o f a lg e b ra . C o u rse  
c o n te n t e m p h a s iz e s  b a s ic  m a th e m a tic a l c o n c e p ts , b a s ic  a lg e b ra ic  c o n c e p ts , a n d  in te rm e d i
a te  a lg e b ra ic  c o n c e p ts . C lass  in c lu d e s  lec tu re , a p p lic a tio n s , a nd  h o m e w o rk  to  re in fo rce  lea rn 
ing . M in im u m  g ra d e  o f “ C ” re q u ire d  to  a d v a n c e  to  M AT 104, M AT 191, M AT 196, o r M AT 198. 
(Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

MAT 104 Geom etry and Trigonometry Credit Hours: 5
P re re q u is ite : M AT 1 03 w ith  a g ra d e  o f “ C ” o r b e tte r
In tro d u ce s  a nd  d e v e lo p s  b a s ic  g e o m e tr ic  a nd  tr ig o n o m e tr ic  c o n ce p ts . C o u rse  c o n te n t e m p h a 
s izes  m e a s u re m e n t u s in g  E ng lish  a nd  m e tric  sys tem s, a n g le  m easure , s im ila r tr ia n g le s , r igh t 
tr ia n g le s , tw o  a nd  th re e -d im e n s io n a l g e o m e tr ic  fo rm u la s , rig h t tr ia n g le  tr ig o n o m e try , o b liq u e  
tr ia n g le s , a nd  law s o f s in e s  a nd  co s in es . (S p rin g  fo r D ay C lasses; S p r in g , A lte rn a tin g  Years fo r 
E ven ing  C lasses)

MAT 111 Business Mathem atics Credit Hours: 5
P re re q u is ite s : M AT 0 97  o r p ro g ra m  re a d y  s ta tu s  in n u m e ric a l sk ills .
E m p h a s iz e s  b a s ic  m a th e m a tic a l c o n c e p ts  fo u n d  in b u s in e s s  s itu a tio n s . T o p ics  in c lu d e  b as ic  
m a th e m a tic a l sk ills , m a th e m a tic a l s k ills  in b u s in e s s -re la te d  p ro b le m  so lv in g , m a th e m a tic a l 
in fo rm a tio n  fo r  d o c u m e n ts , g ra p h s , a nd  m a th e m a tic a l p ro b le m s  u s in g  e le c tro n ic  ca lcu la to rs . 
(Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

MAT 191 College Algebra Credit Hours: 5
P re re q u is ite s : M AT 0 99  o r M AT 103 w ith  a g ra d e  o f “ C ” o r b e tte r o r p ro g ra m  re a d y  s ta tu s  in 
N u m e ric a l a n d  In te rm e d ia te  A lg e b ra  S k ills .
E m p h a s iz e s  te c h n iq u e s  o r p ro b le m  s o lv in g  u s in g  a lg e b ra ic  c o n c e p ts  a nd  g ra p h in g  c a lc u la 
to rs . T o p ics  in c lu d e  a lg e b ra ic  c o n c e p ts  a nd  o p e ra tio n s , lin e a r a nd  q u a d ra tic  e q u a tio n s  and  
fu n c tio n s , s im u lta n e o u s  e q u a tio n s , in e q u a litie s , e x p o n e n ts  and  p ow ers , g ra p h in g  te ch n iq u e s , 
a nd  a n a ly tic  g e o m e try . M in im u m  g ra d e  o f “ C ” re q u ire d  to  a d v a n c e  to  M AT 193. (Fall, W inter, 
S p r in g  fo r  D ay C la sse s ; Fall, S p r in g  fo r  E ven in g  C lasses)

MAT 193 College Trigonometry Credit Hours: 5
P re re q u is ite s : M AT 191 w ith  a G ra d e  o f “ C ” o r B e tte r
E m p h a s ize s  te c h n iq u e s  o f p ro b le m  s o lv in g  u s in g  tr ig o n o m e tr ic  c o n c e p ts  and  g ra p h in g  c a lc u 
la to rs . T o p ics  in c lu d e  tr ig o n o m e tr ic  fu n c tio n s , p ro p e rtie s  o f t r ig o n o m e tr ic  fu n c tio n s , v e c to rs  
a n d  tr ia n g le s , in ve rse  o f tr ig o n o m e tr ic  fu n c tio n s /g ra p h in g , lo g a r ith m ic  a nd  e x p o n e n tia l fu n c 
tio n s , a nd  c o m p le x  n u m b e rs . (S p rin g  fo r D ay C la sse s ; W in te r fo r E ven in g  C lasses)

MAT 196 Contem porary Mathematics Credit Hours: 5
P re re q u is ite : M AT 0 99  o r M AT 103 w ith  a g ra d e  o f “ C ” o r b e tte r o r P ro g ra m  R eady S ta tus  in 
N u m e ric a l a nd  In te rm e d ia te  A lg e b ra  S k ills .
E m p h a s ize s  te c h n iq u e s  o f p ro b le m  so lv in g  in the  a reas  o f a lg eb ra , se ts  and  lo g ic , p ro ba b ility , 
s ta tis tic s , a nd  m a th e m a tic s  o f f in a n ce . T o p ics  in c lu d e  lin e a r a nd  q u a d ra tic  e q u a tio n s , linea r 
a n d  q u a d ra tic  in e q u a lit ie s , s y s te m s  o f lin e a r e q u a tio n s , lin e a r p ro g ra m m in g , se t o p e ra tio n s , 
c o u n tin g , p ro b a b ility , d e s c r ip tiv e  s ta tis tic s , n o rm a l d is tr ib u tio n , in te res t, a nd  a nn u itie s . (Fall 
fo r  D ay C la sse s ; S p r in g  fo r E ve n in g  C lasses)
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MAT 198 Introduction To Statistics Credit Hours: 5
P re re q u is ite s : M AT 0 99  o r M A T 103 w ith  a G ra d e  o f “ C ” o r b e tte r o r P ro g ra m  R e a dy  S ta tu s  in 
N u m e ric a l a n d  In te rm e d ia te  A lg e b ra  S kills .
D is c u s s e s  th e  c o n c e p ts  a n d  m e th o d s  fu n d a m e n ta l to  u tiliz in g  a n d  in te rp re tin g  c o m m o n ly  
u se d  s ta tis t ic s  in c lu d in g  e x te n s ive  use  o f th e  g ra p h in g  ca l cu la to r. T o p ics  in c lu d e  d e s c r ip tiv e  
s ta tis tic s , b a s ic  p ro b a b ility , d is c re te  a n d  c o n tin u o u s  d is tr ib u tio n s , lin e a r re g re s s io n , a n d  ch i 
s q u a re  tes t. (O ffe red  on  d e m a n d )

MCA 201 Advanced Mill I C redit Hours 7
P re re q u is ite : M C H  115
P ro v id es  in s tru c tio n  in a d va n ce d  te c h n iq u e s  o f m illin g  m a ch in e  o p e ra tio n s . E m p h a s is  is p la ced  
on  sk ill d e v e lo p m e n t th ro u g h  la b o ra to ry  p ra c tic e . T o p ics  in c lu d e  v e rtic le  m illin g , h o r iz o n ta l 
m illin g , c o m p o u n d  a n g le s , a n d  g e a r c u ttin g .
(O ffe red  on  D e m a n d )

M CA 203 Advanced Mill II Credit Hours 6
P re re q u is ite : M C A  201
P ro v id e s  in s tru c tio n  in a d v a n c e d  te c h n iq u e s  o f m illin g  m a c h in e  o p e ra tio n s . T o p ics  in c lu d e  
in d e x in g , ro ta ry  ta b le s , b o r in g , fa c in g , a n d  tu rn in g  a n d  s tra d d le  m illin g . (O ffe red  on  D e m a nd )

M CA 205 Advanced Lathe Operations I Credit Hours: 7
P re re q u is ite s : M C H  109, M C H  110
P ro v id e s  in s tru c tio n  in a d v a n c e d  la the  o p e ra tio n s  a n d  p ro c e d u re s . E m p h a s is  is p la c e d  on 
sk ill d e v e lo p m e n t th ro u g h  la b o ra to ry  e x p e rie n c e s . T o p ics  in c lu d e  th re a d  c u tt in g , p re c is io n  
b o r in g , p re c is io n  k n u r lin g , a n d  ta p e rs . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

MCA 207 Advanced Lathe Operations II Credit Hours: 6
P re re q u is ite : M C A  205
P ro v id e s  in s tru c tio n  in a d v a n c e d  la the  o p e ra tio n s  a n d  p ro c e d u re s . E m p h a s is  is p la c e d  on  
sk ill d e v e lo p m e n t th ro u g h  la b o ra to ry  e x p e rie n c e s . T o p ics  in c lu d e  e c c e n tr ic  tu rn in g , sp e c ia l 
s e tu p s , a n d  to le ra n c e  tu rn in g . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

M CA 208 Advanced Grinding ! Credit Hours: 4
P re re q u is ite ; M C H  112
P ro v id e s  in s tru c tio n  in a d v a n c e d  g r in d in g  o p e ra tio n s  a nd  p ro c e d u re s . E m p h a s is  is p la ce d  on 
sk ill d e v e lo p m e n t th ro u g h  la b o ra to ry  e xp e rie n ce s . T op ics  in c lu d e  su rfa ce  g r in d in g , c y lin d ric a l 
g r in d in g , to o l a nd  c u tte r g r in d in g , a nd  g rin d in g  theory . (Q uarte rly  fo r D ay and  E ven ing  C lasses)

MCA 209 Advanced Grinding II Credit Hours: 3
P re re q u is ite : M C A  208
P ro v id e s  in s tru c tio n  in a d v a n c e d  g r in d in g  te c h n iq u e s  a n d  p ro c e d u re s . E m p h a s is  is p la ce d  
on  sk ill d e v e lo p m e n t th ro u g h  la b o ra to ry  e x p e rie n c e s . T o p ics  in c lu d e  g r in d in g  th e o ry , a b ra 
s ives , w h e e l p re p a ra tio n , a n d  fo rm  g r in d in g . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

MCA 211 CNC Fundamentals Credit Hours: 7
P re re q u is ite : M C H  118
P ro v id e s  a  c o m p re h e n s iv e  in tro d u c tio n  to  c o m p u te r  n u m e ric a l c o n tro lle r  (C N C ) m a c h in in g  
p ro cesse s . T o p ics  in c lu d e  m a th  review , safety, ju g s  a nd  fix tu res , to o lin g  a nd  to o l ho lde rs , re fer
e nce  p o in ts , to o l o ffse t, and  p ro g ra m  lo a d in g  a nd  e d itin g . (Q ua rte rly  fo r D ay C lasses  O nly)
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M CA 213 CNC Mill Manual Program m ing Credit Hours: 7
P re re q u is ite : M C A  211
P ro v id e s  in s tru c tio n  fo r  th e  sa fe  o p e ra tio n  a n d  m a n u a l p ro g ra m m in g  o f c o m p u te r  n u m e ric a l 
c o n tro lle d  (C N C ) m illin g  m a c h in e s . T o p ics  in c lu d e  m a c h in e  sa fe ty , c o m m a n d  c o d e s , p ro 
g ra m  lo a d in g , m a c h in e  s e tu p , p ro c e s s  c o n tro l, a n d  p ra c tic a l a p p lic a t io n . (Q u a rte r ly  fo r  D ay 
C la sse s  O n ly )

MCA 215 C NC  Lathe Manual Program ming Credit Hours: 7
P re re q u is ite : M C A  211
P ro v id e s  in s tru c tio n  fo r  th e  sa fe  o p e ra tio n  a n d  m a n u a l p ro g ra m m in g  o f c o m p u te r  n u m e ric a l 
c o n tro lle d  (C N C ) la thes . T o p ics  in c lu d e  m a c h in e  sa fe ty , c o m m a n d  c o d e s , p ro g ra m  lo a d in g , 
m a c h in e  s e tu p , p ro c e s s  c o n tro l, a n d  p ra c tic a l a p p lic a t io n . (Q u a rte r ly  fo r  D ay C la sse s  O n ly)

M CA 217 CNC Practical Applications Credit Hours: 6
P re re q u is ite s ; M C A  211 , M C A  213 , M C A  215
P ro v id e s  in s tru c tio n  in s p e c ia lty  to o lin g  a n d  m u lti-a x is  m a c h in in g . S tu d e n ts  w ill a lso  ga in  
e x p e rie n c e  in p ro c e s s  c o n tro l. T o p ics  in c lu d e  s p e c ia lty  to o lin g , E D M /E C M , m u lti-a x is  m a 
c h in in g , p ro c e s s  c o n tro l, a n d  la b o ra to ry  p ra c tic e . (Q u a rte r ly  fo r  D ay C la sse s  O n ly )

MCA 219 CAD/CAM  Program ming Credit Hours: 6
P re re q u is ite : M C A  211
E m p h a s iz e s  th e  d e v e lo p m e n t o f s k ills  in c o m p u te r  a id e d  d e s ig n  (C AD ) a n d  c o m p u te r  a id e d  
m a n u fa c tu r in g  (C A M ). T h e  s tu d e n t w ill d e s ig n  th e  p ro g ra m  p a rts  to  be  m a c h in e d  on  c o m 
p u te r n u m e ric a l c o n tro lle d  m a c h in e s . T o p ics  in c lu d e  h a rd w a re  a nd  so ftw a re , d ig itize r, pen  
p lo tte r, d ra w in g  m a n ip u la tio n s , to o l p a th  g e n e ra tio n , a n d  p ro g ra m  u p lo a d in g  a n d  d o w n lo a d 
ing . (Q u a rte r ly  fo r  D ay C la sse s  O n ly )

MCH 101 Introduction to M achine Tool Credit Hours: 6
In tro d u c e s  th e  fu n d a m e n ta l c o n c e p ts  a nd  p ro c e d u re s  n e ce ssa ry  fo r  th e  sa fe  a nd  e ffic ie n t use 
o f b a s ic  m a c h in e  to o ls . T o p ics  in c lu d e  use  o f h an d  a n d  b e n c h  to o ls  a n d  use  o f p o w e r to o ls , 
a n a ly s is  o f m e a s u re m e n ts , s a w  a nd  b la d e  s e le c tio n , fe e d  a nd  s p e e d  d e te rm in a tio n , use  o f 
c o o la n t, s a w  o p e ra tio n s , d r ill in g  s e tu p , a n d  m a in te n a n c e  o p e ra tio n . (Q u a rte rly  fo r  D ay a nd  
E ve n in g  C lasses)

MCH 102 Blueprint Reading for Machine Tool I Credit Hours: 5
In tro d u c e s  th e  fu n d a m e n ta l c o n c e p ts  a n d  te c h n iq u e s  n e c e s s a ry  to  in te rp re t d ra w in g s  and  
p ro d u c e  s k e tc h e s  fo r  m a c h in e  to o l a p p lic a tio n s . T o p ics  in c lu d e  in te rp re ta tio n  o f b lu e p r in ts  
a nd  s k e tc h in g . (Q u a rte rly  fo r D ay a n d  E ve n in g  C lasses)

MCH 104 Machine Tool Math I Credit Hours: 5
P re re q u is ite /C o re q u is ite : M AT 101
D e v e lo p s  m a th e m a tic  c o m p e te n c ie s  as a p p lie d  to  m a c h in e  to o l te c h n o lo g y . T h is  c o u rse  
e m p h a s iz e s  m a n ip u la tio n  a n d  use  o f m a c h in in g  fo rm u la s  a nd  th e  d is c u s s io n  o f m a c h in in g  
g e o m e try . T o p ics  in c lu d e  m a c h in in g  a lg e b ra  a nd  m a c h in in g  g e o m e try . (Q u a rte rly  fo r D ay 
a n d  E ven in g  C lasses)

MCH 105 Machine Tool Math II Credit Hours: 5
P re re q u is ite ; M C H  104
C o n tin u e s  th e  d e v e lo p m e n t o f m a th e m a tic s  c o m p e te n c ie s  as a p p lie d  to  m a c h in e  to o l te c h 
no log y . E m p h a s is  is p la c e d  on  th e  uses  o f g e o m e tr ic  and  tr ig o n o m e tr ic  p r in c ip le s  in m a c h in 
ing . T op ics  in c lu d e  a d v a n c e d  a p p lie d  g e o m e try  a nd  a p p lie d  tr ig o n o m e try . (Q u a rte rly  fo r D ay 
a nd  E ven in g  C lasses)

____________________________________________ 161____________________________________________

Northwest Georgia’s Regional Technical Institute



MCH 107 Characteristics of M etal/H eat Treatment Credit Hours: 4
P re re q u is ite ; P ro v is io n a l a d m is s io n
In tro d u c e s  th e  p ro p e rtie s  o f v a r io u s  m e ta ls , p ro d u c tio n  m e th o d s , a n d  id e n tif ic a tio n  o f fe rro u s  
a n d  n o n -fe rro u s  m e ta ls . T o p ics  in c lu d e  m e ta llu rg y  a n d  h e a t tre a tm e n t. (Q u a rte r ly  fo r  D ay
a n d  E ve n in g  C la sse s)

MCH 109 Lathe Operations I Credit Hours: 7
P ro v id e s  o p p o r tu n it ie s  fo r  s tu d e n ts  to  d e v e lo p  sk ill in th e  use  o f b e n c h  g r in d e rs  a n d  la thes. 
T o p ics  in c lu d e  la the s , b e n c h  g r in d e rs , b e n c h  g r in d e r o p e ra tio n s , la the  c a lc u la tio n s , la the  
s e tu p , a n d  la the  o p e ra tio n s . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses )

l\/ICH110 Lathe Operations II Credit Hours: 6
P re re q u is ite : M C H  109
P ro v id e s  fu r th e r  in s tru c tio n  fo r  s tu d e n ts  to  d e v e lo p  sk ill in th e  use  o f la thes . T o p ics  in c lu d e  
la thes , la the  s e tu p , a n d  o p e ra tio n s . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

IVICH112 Surface Grinder Operations Credit Hours: 6
P ro v id e s  in s tru c tio n  in th e  se tu p , o p e ra tio n s , m a in te n a n c e , a n d  a s s e m b ly  o p e ra tio n s  o f s u r
fa c e  g r in d e rs . T o p ics  in c lu d e  s u rfa c e  g rin de r, m a in te n a n c e , s u rfa c e  g r in d e r s e tu p , su rfa c e  
g r in d e r  o p e ra tio n s , a n d  a s s e m b ly  o p e ra tio n s . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses )

i\/ICH114 Blueprint Reading II Credit Hours: 5
P re re q u is ite /C o re q u is ite : M C H  104
C o n tin u e s  th e  d e v e lo p m e n t o f b lu e p r in t re a d in g  c o m p e te n c ie s  as  a p p lie d  to  M a c h in e  Tool 
T e ch n o lo g y . T o p ics  in c lu d e  g e o m e tr ic  d im e n s io n in g  a n d  to le ra n c in g , a d v a n c e d  s e c tio n in g , 
a n d  a s s e m b ly  d ra w in g s . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

MCH 115 Mill Operations I Credit Hours: 7
P ro v id e s  in s tru c tio n  in th e  s e tu p  a n d  use  o f th e  m illin g  m a ch in e . T o p ics  in c lu d e  m illin g  m a 
ch in e s , m illin g  m a c h in e  c a lc u la tio n s , m illin g  m a c h in e  se tu p , a n d  m illin g  m a c h in e  o p e ra tio n . 
(Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

MCH 116 Mill Operations II Credit Hours: 6
P re re q u is ite : M C H  115
P ro v id e s  fu r th e r in s tru c tio n  fo r  s tu d e n ts  to  d e v e lo p  s k ills  in th e  use  o f m illin g  m a c h in e s . T op 
ics  in c lu d e  v e rtic a l a n d  h o r iz o n ta l m ill c a lc u la tio n s , ve rtica l a n d  h o r iz o n ta l m ill se tu p , and  
v e rtic a l a n d  h o r iz o n ta l m ill o p e ra tio n s . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

MCH 118 C om puter/C NC  Literacy Credit Hours: 5
P ro v id e s  an in tro d u c tio n  to  th e  te rm in o lo g y  a nd  a p p lic a tio n  o f m ic ro c o m p u te rs  a n d  te rm in o l
o g y  a s s o c ia te d  w ith  c o m p u te r  n u m e ric a l c o n tro lle d  (C N C ) e q u ip m e n t. S tu d e n ts  w ill b e c o m e  
fa m ilia r  w ith  th e  b a s ic  o p e ra tio n s  o f c o m p u te rs  a n d  th e  c a p a b ilit ie s  a nd  lim ita tio n s  o f C N C  
m a ch ine ry . T o p ics  in c lu d e  in tro d u c tio n  to  m ic ro c o m p u te r  c o n c e p ts , b a s ic  m ic ro c o m p u te r  o p 
e ra tio n s , fu n c tio n s  a n d  s u b ro u tin e s , m a c h in e  to o l a p p lic a tio n s , C a rte s ia n  c o o rd in a te s , a b s o 
lu te  a n d  in c re m e n ta l p ro g ra m m in g , a n d  c a p a b ilit ie s  a n d  lim ita tio n s  o f C N C . (Q u a rte r ly  fo r 
D ay a n d  E ve n in g  C la sse s )

MCH 152 industrial M achine Applications Credit Hours: 6
P re re q u is ite s : M C H  110, M C H  112, M C H  116
P ro v id e s  s tu d e n ts  an o p p o r tu n ity  to  p e rfo rm  c re a tive  a n d  c r it ic a l th in k in g  sk ills  n e e d e d  to  
fa b ric a te , m o d ify , a n d  m a in ta in  c o m p le x  m a c h in e  a s s e m b lie s . E m p h a s is  is p la c e d  on  b e n ch  
w o rk ; la the , m ill, a n d  g r in d e r o p e ra tio n s ; to o l s e le c tio n ; a n d  s e q u e n c in g  fa b r ic a tio n  o p e ra 
tio n s . T o p ics  in c lu d e  jo b  p la n n in g , p re p a ra tio n  fo r  m a c h in in g  o p e ra tio n s , a n d  m a c h in in g  o p 
e ra tio n s . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)
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MKT 100 Introduction to M arketing Credit Hours: 5
E m p h a s iz e s  th e  tre n d s  a n d  th e  d y n a m ic  fo rc e s  th a t a ffe c t th e  m a rk e tin g  p ro c e s s  a n d  the  
c o o rd in a t io n  o f th e  m a rk e tin g  fu n c tio n s . T o p ics  in c lu d e  m a rk e tin g  s tra te g ie s , m a rk e tin g  m ix, 
m a rk e tin g  tre n d s , a n d  d y n a m ic  fo rc e s  a c tin g  on  th e  m a rke t. (S u m m e r fo r D ay C la sse s  O n ly)

MKT 101 Principles of M anagem ent Credit Hours: 5
D e v e lo p s  s k ills  a n d  b e h a v io rs  n e c e s s a ry  fo r  s u c c e s s fu l s u p e rv is io n  o f p e o p le  a nd  jo b  re 
s p o n s ib ilit ie s . E m p h a s is  w ill be  p la c e d  on  p e rs o n n e l m a n a g e m e n t, th e  b a s ic  s u p e rv is o ry  
fu n c tio n s , s u p e rv is o ry  s k ills  a n d  te c h n iq u e s , a nd  s p e c ia l c h a lle n g e s  a nd  d e m a n d s  o f s u p e r
v is in g  e m p lo y e e s . T o p ics  in c lu d e  m a n a g e m e n t th e o r ie s ; e m p lo y e e  m o ra le ; m o tiv a tin g , s u 
p e rv is in g , a n d  e v a lu a tin g  e m p lo y e e s ; re c ru itm e n t, s c re e n in g , a nd  s e le c tio n  o f e m p lo y e e s ; 
s u p e rv is io n  te c h n iq u e s ; a nd  fu n c tio n s  o f m a n a g e m e n t. (Fall, fo r D ay C lasses; Fall fo r E ven ing  
C la sse s )

MKT 103 Business Law Credit Hours: 5
In tro d u c e s  th e  s tu d y  o f c o n tra c ts  a n d  o th e r b u s in e s s  o b lig a t io n s  a nd  th e  lega l e n v iro n m e n t. 
T o p ics  in c lu d e  c re a tio n  a n d  e v o lu tio n  o f law s, c o u r t d e c is io n  p ro c e s s , sa le s  co n tra c ts , c o m 
m e rc ia l p a p e rs , r is k -b e a rin g  d e v ic e s , a n d  th e  U n ifo rm  C o m m e rc ia l C o d e . (W in te r o r D ay 
C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

MKT 104 Principles of Economics Credit Hours: 5
P re re q u is ite ; P ro g ra m  a d m is s io n  leve l m a th  c o m p e te n c y
P ro v id e s  a s tu d y  o f m ic ro  a nd  m a c ro  e c o n o m ic  p rin c ip le s , p o lic ie s , a nd  a p p lic a tio n s . T op ics  
in c lu d e  e c o n o m ic  s ys te m s , s u p p ly  a n d  d e m a n d , m o n e y  a n d  th e  b a n k in g  sys te m , a nd  the  
b u s in e s s  cyc le . (Fa ll fo r  D ay C la sse s ; S u m m e r fo r  E ve n in g  C lasses)

MKT 105 Accounting for Marketing Applications Credit Hours: 5
P re re q u is ite ; M AT 111
D e v e lo p s  an a w a re n e s s  o f th e  f in a n c ia l a s p e c ts  o f b u s in e ss . T o p ics  in c lu d e  fo re c a s tin g  and  
b u d g e tin g , s to c k  re c o rd s , c o s ts  o f o v e rtim e  a nd  jo b  im p ro v e m e n ts , b a s ic  a c c o u n tin g  p r in 
c ip le s  (b o o k k e e p in g , ledger, and  jo u rn a l), b as ic  a c c o u n tin g  cyc le , fin an c ia l s ta te m e n ts  such  as 
b a la n ce  sh ee ts  and  in co m e  s ta te m e n ts , a nd  fin an c ia l ra tios. (S um m er, W in te r fo r Day and  
E ve n in g  C lasses)

MKT 161 Service Industry Business Environment Credit Hours; 2
In tro d u c e s  th e  s tu d e n t to  the  se rv ice  industry . Top ics in c lu d e  an in tro d u c tio n  to  the  serv ice  
in d u s try  b u s in e ss  e n v iro n m e n t, an in tro d u c tio n  to  life lo ng  lea rn ing , w o rk  e th ics  and  pos itive  
behavio rs  requ ired  fo r excep tiona l cu s to m e r service, an in troduction  to  cus tom er relations, w ork ing  
to g e th e r s u c c e s s fu lly  on  team s, a nd  b as ic  b us ine ss  p rin c ip le s . (Q uarte rly  fo r D ay C lasses)

MKT 162 Custom er Contact Skills Credit Hours: 6
P ro v id e s  s tu d e n ts  w ith  sk ills  n e c e s s a ry  to  c o m m u n ic a te  w ith  c u s to m e rs  a nd  s u c c e s s fu lly  
m a n a g e  th a t re la tio n s h ip  in b o th  te le p h o n e  a nd  fa ce -to -fa ce  s itu a tio n s . T op ics  in c lu d e  sk ills  
to  e ffe c tive ly  c o m m u n ic a te  w ith  c u s to m e rs , d e v e lo p in g  ra p p o rt w ith  cu s to m e rs , p ro b le m -so lv - 
ing  in c u s to m e r se rv ice , te le p h o n e  sk ills , sa le s  sk ills  in th e  se rv ice  e n v iro n m e n t, m a n a g in g  
th e  d iff ic u lt cu s to m e r, a n d  m a n a g in g  th e  m u lt ic u ltu ra l cu s to m e r. C o m p u te r base d  tra in in g  is 
u sed  to  a llo w  s tu d e n ts  to  p ra c tic e  sk ills  u s in g  s im u la te d  b u s in e s s  s itu a tio n s . (Q u a rte rly  fo r 
D ay C lasses)

MKT 163 Computer Skills for Custom er Service Credit Hours: 3
P ro v id e s  s tu d e n ts  w ith  th e  fu n d a m e n ta ls  o f c o m p u te r  sk ills  in a c u s to m e r se rv ice  e n v iro n 
m en t. T op ics  in c lu d e  in tro d u c tio n  to  c o m p u te r  te ch n o lo g y , in tro d u c tio n  to  the  W in d o w s  e n v i
ro n m e n t, in tro d u c tio n  to  w o rd  p ro c e s s in g , in tro d u c tio n  to  sp re a d sh e e ts , in tro d u c tio n  to  d a ta 
bases, in tro d u c tio n  to  E -m a il, a nd  c re d it ca rd  p ro c e s s in g . (Q u a rte rly  fo r D ay C lasses)
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MKT 164 Business Skills for the Custom er Service Environment Credit Hours: 3 
P ro v id e s  s tu d e n ts  w ith  th e  fu n d a m e n ta ls  o f b a s ic  b u s in e s s  s k ills  in th e  c u s to m e r s e rv ice  
e n v iro n m e n t. T o p ics  in c lu d e  in tro d u c tio n  to  b u s in e s s  c o rre s p o n d e n c e , b a s ic  b u s in e s s  c a lc u 
la tio ns , c h a n g e  m a n a g e m e n t, m a n a g in g  m u lt ip le  ta s k s  a n d  p rio ritie s , a n d  to o ls  fo r  te a m  p ro b 
le m -s o lv in g  a n d  s e rv ic e  im p ro v e m e n t. (Q u a rte r ly  fo r  D ay  C lasses)

MKT 165 Personal Effectiveness in Custom er Service Credit Hours: 1
P ro v id e s  s tu d e n ts  w ith  s k ills  th a t w ill a llo w  th e m  to  p re s e n t a  p o s itiv e  im a g e  to  b o th  c o -w o rk 
e rs  a n d  c u s to m e rs . T o p ics  in c lu d e  p e rs o n a l w e lln e s s  a n d  s tre ss  m a n a g e m e n t, p o s itiv e  im 
a ge , a n d  jo b  in te rv ie w  sk ills . (Q u a rte r ly  fo r  D ay C la sse s)

MSD 101 Interpersonal Em ployee Relations Credit Hours: 5
P ro v id e s  a  g e n e ra l k n o w le d g e  o f th e  h u m a n  re la tio n s  a s p e c ts  o f th e  s e n io r-s u b o rd in a te  w o rk 
p la ce  e n v iro n m e n t. T o p ics  in c lu d e  e m p lo y e e  re la tio n s  p r in c ip le s , p ro b le m  s o lv in g  a n d  d e c i
s io n  m a k in g , le a d e rs h ip  te c h n iq u e s  to  d e v e lo p  e m p lo y e e  m o ra le , h u m a n  v a lu e s  a n d  a tt i
tu d e s , o rg a n iz a tio n a l c o m m u n ic a tio n s , in te rp e rs o n a l c o m m u n ic a tio n s , a n d  e m p lo y e e  c o n 
flic t. (W in te r fo r  D ay C la sse s ; W in te r fo r  E v e n in g  C lasses)

MSD 102 Legal Environment for Supervisors Credit Hours: 5
D e v e lo p s  a  w o rk in g  k n o w le d g e  o f th e  le g a l e n v iro n m e n t o f b u s in e s s  n e c e s s a ry  fo r  s u p e rv i
so rs . T o p ics  in c lu d e  th e  le g a l s y s te m  a n d  p u b lic  p o lic y  m a k in g , a d m in is tra tiv e  la w  a n d  b u s i
n ess  c o n tra c ts , in d iv id u a l a c c o u n ta b ility  a n d  lia b ility , d e b to r -c re d ito r  re la tio n s h ip s , in te rp re t
ing  a n d  u n d e rs ta n d in g  fe d e ra l p ro te c tiv e  la w s  re la tin g  to  c o n s u m e rs  a n d  c o m p e tit io n , th e  
U n ifo rm  C o m m e rc ia l C o d e , T itle  VII o f th e  C iv il R ig h ts  A c ts , O S H A  (Q c c u p a tio n a l S a fe ty  a nd  
H ea lth  A d m in is tra tio n ) re g u la tio ns , and  e m p lo y e e  p ro te c tive  law s. (Fall, S p rin g  fo r D ay C lasses; 
Fall, S p r in g  fo r  E ve n in g  C la sse s)

MSD 103 Leadership and Decision Making Credit Hours: 5
F a m ilia r iz e s  th e  s tu d e n t w ith  th e  p r in c ip le s  a n d  m e th o d s  o f s o u n d  le a d e rs h ip  a n d  d e c is io n  
m a k in g . T o p ics  in c lu d e  b a s ic  le a d e rs h ip  p r in c ip le s  a n d  h o w  to  use  th e m  to  s o lic it  c o o p e ra 
tio n , use  o f le a d e rs h ip  to  d e v e lo p  th e  b e s t p o s s ib le  s e n io r-s u b o rd in a te  re la tio n s h ip s , th e  v a ri
o u s  d e c is io n -m a k in g  p ro c e s s e s , th e  a b ility  to  m a ke  s o u n d  a n d  t im e ly  d e c is io n s , le a d e rs h ip  
w ith in  th e  fra m e w o rk  o f th e  m a jo r fu n c t io n s  o f m a n a g e m e n t, a nd  d e le g a tio n  o f a u th o r ity  a nd  
re s p o n s ib ility . (S u m m e r fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C la sse s)

MSD 104 Personnel Adm inistration for Supervisors Credit Hours: 5
A c q u a in ts  th e  s tu d e n t w ith  th e  au th o rity , re sp o n s ib ility , fu n c tio n s , a n d  p ro b le m s  o f th e  p e rs o n 
nel a d m in is tra to r. T o p ics  in c lu d e  th e  re la tio n s h ip  b e tw e e n  th e  p e rs o n n e l a d m in is tra to r  a nd  
th e  line  m a n a g e r; a n a ly s is  a n d  d e v e lo p m e n t o f jo b  d e s c r ip t io n s ; in te rv ie w  o f p ro s p e c tiv e  
e m p lo y e e s ; d ia g n o s is  o f o rg a n iza tio n a l hea lth  fro m  th e  p e rso n n e l p e rspe c tive ; law s a nd  g u id e 
lin e s  w h ic h  d ic ta te  p e rs o n n e l a c tio n s ; th e  b a s ic  c o n c e p ts , g u id e lin e s , a n d  re s p o n s ib ilit ie s  fo r  
tra in in g  e m p lo y e e s ; a n d  e m p lo y a b ility  sk ills . (W in te r fo r  D ay C la sse s ; S u m m e r fo r  E ven in g  
C la sse s )

MSD 105 Labor Law and Labor Relations Credit Hours: 5
A c q u a in ts  th e  s tu d e n t w ith  la b o r la w s  a n d  la b o r re la tio n s  p r in c ip le s  w h ic h  d e fin e  th e  p ro p e r 
c o n d u c t o f la b o r re la tio n s . T o p ics  in c lu d e  w id e ly  a p p lic a b le  la b o r law s, c o lle c tiv e  b a rg a in in g , 
c o n tra c t n e g o tia tio n s , T a ft-H a rtley  a n d  W a g n e r A c ts , la b o r u n io n  p ra c tic e s  a n d  law, u n fa ir 
la b o r p ra c tic e s , th e  D is c lo s u re  A c t o f 1959, a n d  a rb itra tio n  p ro c e d u re s . A  s e rie s  o f case  
s tu d ie s  a n d  c o n tra c t n e g o tia tio n s  e x e rc is e s  a re  u sed  to  re in fo rc e  la b o r la w  a n d  la b o r re la tion  
c o n c e p ts . (S u m m e r fo r  D ay a n d  E ve n in g  C la sse s)
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M SD 106 Counseling and Disciplinary Actions Credit Hours: 5
D e v e lo p s  an  u n d e rs ta n d in g  o f th e  p ro p e r  c o u n s e lin g  a n d  d is c ip lin a ry  te c h n iq u e s  to  use  in 
v a r io u s  w o rk p la c e  s itu a tio n s . T o p ics  in c lu d e  th e  a p p ro a c h e s  to  c o u n s e lin g  a nd  w h e n  each  
te c h n iq u e  is a p p ro p r ia te ; th e  use  o f g o o d  in te rp e rs o n a l co n n m u n ic a tio n s  to  nnake c o u n s e lin g  
m o re  e ffe c tive ; h o w  to  re c o g n iz e  w h e n  c o u n s e lin g  is n e e d e d ; a nd  h a n d lin g  d is c ip lin a ry  p ro b 
le m s  in a  fa ir  a n d  im p a rtia l m anner, c o u n s e lin g  fo r  d is c ip lin e , c o m m o n  ca u s e s  o f d is c ip lin a ry  
p ro b le m s , a n d  p o s itiv e  d is c ip lin e . (S p rin g  fo r  D ay C la sse s ; S p r in g  fo r  E ven in g  C lasses)

MSD 107 Training and Perform ance Evaluation Credit Hours: 5
S h o w s  th e  s tu d e n t h o w  to  re c o g n iz e  w h e n  tra in in g  is n e e d e d  a nd  h o w  to  p ro p e rly  use  the  
p e r fo rm a n c e  e v a lu a tio n  sys te m . T o p ics  in c lu d e  tra in in g  p rin c ip le s ; tra in in g  te c h n iq u e s  fo r 
m a x im u m  e ffe c tiv e n e s s ; th e  s u p e rv is o r ’s re s p o n s ib ilit ie s  fo r  tra in in g ; s te p s  in tra in in g ; the  
im p o rta n c e  a n d  im p a c t o f p e r fo rm a n c e  e v a lu a tio n  a n d  use  o f th e  p e rfo rm a n c e  e va lu a tio n  as 
a m a n a g e m e n t to o l; a n d  fa irn e ss  a n d  e q u ity  in p re p a rin g  th e  p e rfo rm a n c e  eva lua tio n . (S p ring  
fo r  D ay C la sse s ; S p r in g  fo r  E v e n in g  C lasses)

MSD 108 M anagem ent and Supervisory Sem inar Credit Hours: 5
P re re q u is ite : M S D  103
E ncou rages  s tud e n ts  to  d iscuss  the ir pe rcep tion  o f m a n ag e m e n t p rac tices  w h ich  have been s tu d 
ied d u rin g  the  M a n a g e m e n t/S u p e rv iso ry  D e ve lop m e n t p rog ram . Topics inc lude  cu rren t issues 
and  p ro b le m s  in m a n a g e m e n t and  su pe rv is ion  and  state  o f the  a rt m a n a g e m e n t and  supe rv is ion  
tech n iq ue s . G ues t sp ea ke rs  w ill co n tr ib u te  to  the  sem inar. (S u m m e r fo r Day C lasses; W in te r fo r 
E ve n in g  C lasses)

MSD 110 M anagem ent and Supervision O.B.I. I Credit Hours: 3
In tro d u c e s  s tu d e n ts  to  th e  a p p lic a t io n  a nd  re in fo rc e m e n t o f m a n a g e m e n t, su p e rv is io n , and  
e m p lo y a b ility  p r in c ip le s  in an  a c tu a l jo b  p la c e m e n t o r th ro u g h  a p ra c tic u m  e xp e rie n ce . S tu 
d e n ts  a re  a c q u a in te d  w ith  o c c u p a tio n a l re s p o n s ib ilit ie s  th ro u g h  re a lis tic  w o rk  s itu a tio n s  and  
a re  p ro v id e d  w ith  in s ig h ts  in to  m a n a g e m e n t a nd  s u p e rv is o ry  a p p lic a t io n s  on  th e  jo b . Top ics 
in c lu d e  p ro b le m  s o lv in g , a d a p ta b ility  to  th e  jo b  se ttin g , use  o f p ro p e r in te rp e rs o n a l sk ills , 
a p p lic a tio n  o f m a n a g e m e n t a nd  s u p e rv is o ry  te c h n iq u e s , and  p ro fe s s io n a l d e v e lo p m e n t. The  
o c c u p a tio n -b a s e d  in s tru c tio n  is im p le m e n te d  th ro u g h  the  use  o f a p ra c tic u m  o r in te rn sh ip  and  
all o f th e  fo llo w in g : w ritte n  in d iv id u a liz e d  tra in in g  p la ns , w ritte n  p e rfo rm a n c e  e va lua tio n , and  
a re q u ire d  w e e k ly  sem inar. (Q u a rte rly  fo r  D ay C la sse s  O n ly)

MSD 113 Ethical M anagem ent Credit Hours: 5
P ro v id e s  s tu d e n ts  w ith  an  o ve rv ie w  o f e th ica l m a n a g e m e n t p ra c tic e s  w ith  e m p h a s is  on  the  
a x io lo g y  o f c o n te m p o ra ry  m a n ag e ria l e th ics. Top ics  in c lu d e  the  ro o ts  o f e th ics, tra d ition a l and 
c o n te m p o ra ry  d e fin itio n s  o f g o o d , pe rsona l va lues, m ora l d eve lo p m en t, e th ics  in the  w o rkp lace , 
th e  e th ica l o rie n ta tio n  o f o rg an iza tion s , e th ics  and  soc ie ty , m anage ria l e th ics  and  the  rule o f law, 
m anag e ria l e th ics  and  no rm a tive  p h ilosophy , m anage ria l e th ics  and  ind iv idua l dec is ion  m aking, 
a nd  m a n ag e ria l e th ics  and  o rg a n iza tio n a l des ign . (W in te r fo r D ay and  E ven ing  C lasses)

MSD 151 Personal Development for Supervisors Credit Hours 5
T h is  c o u rs e  fa m ilia r iz e s  th e  s tu d e n t w ith  th o s e  fa c to rs  th a t in flu e n c e  m a n a g e m e n t, w h ic h  are 
in a d d it io n  to  th o s e  c o v e re d  in m a n a g e m e n t p ro g ra m  c o u rse s . T op ics  in c lu d e  e th ica l m a n 
a g e m e n t, in d iv id u a l behav io r, g ro u p  behav io r, e m p lo y e e  p ro te c tiv e  law s, and  te c h n iq u e s  o f 
p u b lic  s p e a k in g . (S p rin g  fo r D ay a nd  E ven in g  C lasses)
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MSD 152 Project M anagem ent Credit Hours 5
T h is  c o u rs e  p ro v id e s  a  b a s ic  u n d e rs ta n d in g  o f p ro je c t m a n a g e m e n t fu n c tio n s  a nd  p ro ce sse s . 
T o p ics  in c lu d e  te a m  s e le c tio n  a n d  m a n a g e m e n t, p ro je c t p la n n in g , d e fin it io n  a n d  s c  h e d u lin g  
o f ta sks , re s o u rc e  n e g o tia tio n , a llo c a tio n , a n d  le ve lin g , p ro je c t c o n tro l, m o n ito r in g  a n d  re p o rt
ing , c o m p u te r  to o ls  fo r  p ro je c t p la n n in g  a n d  s c h e d u lin g , m a n a g in g  c o m p le x  re la tio n s h ip s  b e 
tw e e n  p ro je c t te a m  a n d  o th e r o rg a n iz a tio n s , c r it ic a l p a th  m e th o d o lo g y , a n d  to ta l q u a lity  m a n 
a g e m e n t.
(S u m m e r fo r  D ay C la sse s ; Fa ll fo r  E ve n in g  C la sse s)

MSD 154 Organizational Com m unication and Information Technology Credit Hours 5 
T h is  c o u rs e  fo c u s e s  on  c o m m u n ic a tio n , s u p e rv is io n s , a n d  o rg a n iz a tio n s  in th e  a g e  o f te c h 
n o lo g y . It b u ild s  on  th e  b a s ic  c o m p u te r  s k ills  in tro d u c e d  in S C T  100 u s in g  c o m p u te r-b a s e d  
te c h n o lo g y . T h e  s tu d e n t w ill c re a te  w ritte n , ve rb a l, a n d  e le c tro n ic  c o m m u n ic a tio n  a p lie d  to  
s u p e rv is o ry  fu n c tio n s  in th e  w o rk p la c e . T o p ics  in c lu d e  w o rd  p ro c e s s in g  a p p lic a tio n s , s p re a d 
s h e e t a p p lic a t io n s , d a ta b a s e  a p p lic a tio n s , p re s e n ta tio n  te c h n o lo g y  a n d  a p p lic a tio n s , g ra p h i
ca l in te rfa ce  a p p lic a t io n s , in te rp e rs o n a l c o m m u n ic a tio n s , g ro u p  c o m m u n ic a t io n s  a n d  te a m  
b u ild in g , o rg a n iz a tio n a l c o m m u n ic a tio n s , a n d  g lo b a l, in te rc u ltu ra l, a n d  e th ica l issu e s  in c o m 
m u n ic a tio n . (W in te r fo r  D ay C la sse s ; S u m m e r fo r  E ve n in g  C la sse s)

NPT 112 M edical Surgical I Practicum Credit Hours: 7
P re re q u is ite s : A H S  102, A H S  103, N S G  111 
C o re q u is ite : N S G  112
P ra c tic u m  fo c u s e s  on  w e lln e s s  a n d  th e  p re v e n tio n  o f illness , ca re  o f th e  in d iv id u a l as a  w h o le , 
a n d  d e v ia tio n s  fro m  th e  n o rm a l s ta te  o f h ea lth . T o p ics  in c lu d e  o n c o lo g y ; ca rd io v a s c u la r, 
re sp ira to ry , e n d o c r in e , u rina ry , a n d  g a s tro in te s tin a l s y s te m s  a n d  a s s o c ia te d  illne ss ; p h a rm a 
c o lo g y ; n u rs in g  p ro c e d u re s /te c h n iq u e s ; a n d  u tiliz in g  th e  n u rs in g  p ro c e s s . (W inter, S u m m e r 
fo r  D ay  C la sse s ; 1 /2  S p r in g , 1 /2  S u m m e r fo r  E ve n in g  C la sse s)

NPT 113 M edical Surgical Nursing Practicum II Credit Hours: 7
P re re q u is ite s : A H S  102, A H S  103, N S G  111, N S G  112, N P T 112 
C o re q u is ite : N S G  113
P ra c tic u m  fo c u s e s  on  w e lln e s s  a n d  th e  p re v e n tio n  o f illness , ca re  o f th e  in d iv id u a l as a  w h o le , 
a n d  d e v ia tio n s  fro m  th e  n o rm a l s ta te  o f h ea lth . T o p ics  in c lu d e  m u s c u lo s k e le ta l, n e u ro lo g ic a l, 
o n c o lo g y , f lu id s , e le c tro ly te s , in te g u m e n ta ry , a n d  s e n s o ry  sys te m s ; m e n ta l hea lth  a nd  a s s o c i
a te d  illness ; p h a rm a c o lo g y  a n d  n u rs in g  p ro c e d u re s /te c h n iq u e s ; a n d  u tiliz in g  th e  n u rs in g  p ro 
cess . (Fa ll, S p r in g  fo r  D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

NPT 214 M aternal-Child Nursing Practicum Credit Hours: 4
P re re q u is ite s : A H S  102, A H S  103, N S G  111 ,N S G  112, N P T 112, N S G  113, N P T 113 
P re re q u is ite s /C o re q u is ite s : N P T  215 , N S G  215  
C o re q u is ite : N S G  2 14
P ra c tic u m  fo c u s e s  on  w e lln e s s  a n d  th e  p re v e n tio n  o f illness , ca re  o f th e  in d iv id u a l as  a w h o le , 
a nd  d e v ia tio n s  fro m  th e  n o rm a l s ta te  o f hea lth  o f m o the r, n e o n a te , a n d  ch ild . T o p ics  in c lu d e  
th e  re p ro d u c tiv e  sys te m , o b s te tr ic s , m a te rn a l/c h ild  a nd  a s s o c ia te d  illness ; p h a rm a c o lo g y  and  
n u rs in g  p ro c e d u re s /te c h n iq u e s ; a n d  u tiliz in g  th e  n u rs in g  p ro ce ss . (W inter, S u m m e r fo r  D ay 
C la sse s ; 1 /2  Fall, 1 /2  S p r in g  fo r  E ve n in g  C lasses )

NPT 215 Nursing Leadership Practicum Credit Hours: 2
P re re q u is ite s : A H S  102, N P T 112, N P T 113, N S G  112, N SG  113, N S G  111, A H S  103 
C o re q u is ite s : N P T 214 , N S G  214, N S G  215
B u ild s  on  th e  c o n c e p ts  p re s e n te d  in N P T 112, N P T 113, N S G  111, N S G 1 12, a n d  N SG  113 
a n d  d e v e lo p s  th e  sk ills  n e c e s s a ry  fo r  s u c c e s s fu l p e rfo rm a n c e  in th e  jo b  m a rke t. T o p ics  in 
c lu d e  le a d e rs h ip  sk ills , m a n a g e m e n t sk ills , a n d  e m p lo y a b ility  sk ills . (W inter, S u m m e r fo r  D ay 
C la sse s ; S p r in g  fo r  E ve n in g  C lasses)
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NSG 111 Nursing Fundam entals Credit Hours: 13
P re re q u is ite s : A H S  101, E N G  111, M AT 101, PSY 101, S C T  100 
C o re q u is ite s ; A H S  102, A H S  103, A H S  150, PSY 101 o r 191
A n  in tro d u c tio n  to  th e  n u rs in g  p ro c e s s . T o p ic s  in c lu d e  e th ic s  a n d  law, p ro fe s s io n a l o r ie n ta 
t io n , c o m m u n ity  h ea lth , in fe c tio n  c o n tro l, p a tie n t ca re , a p p lic a t io n  o f th e ra p e u tic  p ro c e d u re s  
a n d  tre a tm e n t, f irs t a id , C PR , g e r ia tr ic s , o n c o lo g y , a n d  u tiliz in g  th e  n u rs in g  p ro ce ss , (Fall, 
S p r in g  fo r  D a y  C la sse s ; W in te r fo r  E v e n in g  C la sse s)

NSG 112 l\/ledical Surgical Nursing I Credit Hours: 9
P re re q u is ite s : A H S  102, A H S  103, A H S  150, N S G  111 
C o re q u is ite s : N P T 1 1 2
F o c u s e s  on  w e lln e s s  a n d  th e  p re v e n tio n  o f illn e ss , ca re  o f th e  in d iv id u a l as a w h o le , and  
d e v ia t io n s  fro m  th e  n o rm a l s ta te  o f h ea lth . T o p ics  in c lu d e  ca rd io v a s c u la r, re sp ira to ry , e n d o 
c rin e , u rina ry , a n d  g a s tro in te s tin a l s y s te m s  a n d  a s s o c ia te d  illne ss ; p h a rm a c o lo g y ; n u rs in g  
p ro c e d u re s /te c h n iq u e s ; a n d  u tiliz in g  th e  n u rs in g  p ro c e s s . (W inter, S u m m e r fo r  D ay C lasses ; 
S p r in g  fo r  E ve n in g  C la sse s)

NSG 113 M edical Surgical Nursing II Credit Hours: 9
P re re q u is ite s : A H S  102, A H S  103, N P T 112, N S G  111, N S G  112 
C o re q u is ite : N P T 113
F o c u s e s  o n  w e lln e s s  a n d  th e  p re v e n tio n  o f illne ss , ca re  o f th e  in d iv id u a l as a w h o le , and  
d e v ia t io n s  fro m  th e  n o rm a l s ta te  o f h ea lth . T o p ics  in c lu d e  m u s c u lo s k e le ta l, n e u ro lo g ic a l, 
o n c o lo g y , f lu id s , e le c tro ly te s , in te g u m e n ta ry , a n d  s e n s o ry  sys te m s ; m e n ta l hea lth  a nd  a s s o c i
a te d  illness ; p h a rm a c o lo g y ; n u rs in g  p ro c e d u re s /te c h n iq u e s ; a nd  u tiliz ing  th e  n u rs in g  p rocess . 
(Fa ll, S p r in g  fo r  D ay C la sse s ; S u m m e r fo r  E v e n in g  C lasses)

NSG 214 M aternal-Child Nursing Credit Hours: 10
P re re q u is ite s : A H S  102, A H S  103, N S G  111, N S G  112, N P T 112, N SG  113, N P T 113
C o re q u is ite s : N P T 214 , N P T 215 , N S G  215
F o c u s e s  on  w e lln e s s  a nd  th e  p re v e n tio n  o f illne ss , ca re  o f th e  in d iv id u a l as a w h o le , and  
d e v ia tio n s  fro m  th e  n o rm a l s ta te  o f h e a lth  o f m o the r, n e o n a te , a nd  ch ild . T o p ics  in c lu d e  the  
re p ro d u c tiv e  s y s te m ; o b s te tr ic s ; m a te rn a l/c h ild  a n d  a s s o c ia te d  illne ss ; p h a rm a c o lo g y  and  
n u rs in g  p ro c e d u re s /te c h n iq u e s ; a n d  u tiliz in g  th e  n u rs in g  p ro ce ss . (Fall, S u m m e r fo r D ay 
C la sse s ; Fall fo r  E ve n in g  C lasses)

NSG 215 Nursing Leadership Credit Hours: 2
P re re q u is ite s : N P T 112, N P T 113, N SG  112, N S G  113, N SG  111, A H S  102, A H S  103
C o re q u is ite s : N P T 214 , N P T 215 , N S G  214
B u ild s  on  th e  c o n c e p ts  p re s e n te d  in N u rs in g  F u n d a m e n ta ls  (N SG  111) a nd  M e d ic a l/S u rg ic a l 
N u rs in g  I a n d  II (N S G  112, N S G  113) a nd  d e v e lo p s  th e  sk ills  n e c e s s a ry  fo r s u c c e s s fu l p e rfo r
m a n c e  in th e  jo b  m a rke t. T o p ics  in c lu d e  le a d e rs h ip  sk ills , m a n a g e m e n t sk ills , a nd  e m p lo y 
a b ility  sk ills . (W inter, S u m m e r fo r  D ay C la sse s ; S p r in g  fo r E ve n in g  C lasses)

OTA 101 Introduction to Occupational Therapy Credit Hours; 3
P re re q u is ite : P ro g ra m  a d m is s io n
T h is  c o u rse  e xp la in s  th e  p h ilo s o p h y  a nd  h is to ry  o f o c c u p a tio n a l th e ra p y  and  its re la tio n sh ip  to  
o th e r hea lth  ca re  p ro v id e rs . T o p ics  in c lu d e  fo u n d a tio n s , h is to ry , a nd  p h ilo s o p h ic a l base  o f the  
p ro fe s s io n  a n d  its p e rs o n n e l; ro le  o f O TA  w ith in  hea lth  ca re  te a m  (fie ld  tr ip ); ro le  o f O TA w ith in  
v a r io u s  p ra c tic e  s ites ; d e fin it io n  o f OT; in tro d u c tio n  o f A O TA  c o d e  o f e th ics  and  s ta n d a rd s  o f 
p ra c tic e ; in tro d u c tio n  to  O T fra m e s  o f re fe re n ce ; in tro d u c tio n  to  th e  O T p ro ce ss ; a nd  ro le  
d e lin e a tio n . (Fa ll fo r  D ay C la sse s  O n ly )
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OTA 102 Growth and Developm ent Credit Hours: 5
P re re q u is ite : B U S  212 , O TA  101
In tro d u c e s  th e  ra n g e  o f re s p o n s e s  a n d  re a c tio n s  to  h u m a n  g ro w th  a n d  th e  a c tiv it ie s  to  e n 
h a n c e  b o d y  fu n c tio n s . T o p ics  in c lu d e  nornnal g ro w th  a n d  d e v e lo p m e n t p a tte rn s  a c ro s s  life  
sp a n  a n d  o c c u p a tio n a l th e ra p y  p r in c ip le s  w h ic h  e m p h a s iz e  th e  use  o f p u rp o s e fu l a c tiv it ie s  
a n d  o c c u p a tio n s  to  e n h a n c e  h u m a n  p e rfo rm a n c e . (W in te r fo r  D ay C la sse s  O n ly )

OTA 103 Developm ental Tasks Credit Hours: 3
C o /P re re q u is ite ; O TA  102
T h is  c o u rs e  p ro v id e s  a s tu d y  o f th e  c o n tin u a l h u m a n  ta s k s  a n d  a c tiv it ie s . S k ills  th a t e n h a n c e  
d a ily  liv in g  a re  le a rn e d . E m p h a s is  is p la c e d  on  a c tiv ity  a n a ly s is  o f d a ily  liv in g  w o rk  a n d  p la y / 
le isu re , p e r fo rm a n c e  a n d  te a c h in g  s e le c te d  life  ta s k s  a n d  a c tiv itie s , u n ifo rm  te rm in o lo g y , a n d  
g ra d in g  a n d  a d a p tin g  p u rp o s e fu l a c tiv ity  (o c c u p a tio n ) fo r  th e ra p e u tic  in te rv e n tio n . (W in te r fo r 
D ay C la sse s  O n ly )

OTA 105 Kinesiology Credit Hours: 6
P re re q u is ite : B U S  212, O TA  101
In tro d u c e s  th e  p h e n o m e n o n  o f h u m a n  m o tio n . T o p ics  in c lu d e  in tro d u c tio n  to  m o tio n , s u rve y  
o f ske le ta l sys tem , a rtic u la r sys tem , m u s c u la r sys tem , n e rvo u s  sys tem , m u s c le  o rig in s , m u sc le  
in s e rtio n s , a n d  m u s c le  fu n c t io n s  a n d  in n e rv a tio n s . M ay in c lu d e  in s tru c tio n  in g o n io m e tr ic  
m e a s u re m e n ts  w ith in  th e  fra m e w o rk  o f O T  (Fall fo r  D ay C la sse s  O n ly )

OTA 201 Psycho Social Dysfunction Credit Hours: 7
P re re q u is ite ; PSY 201
In tro d u c e s  th e  p s y c h ia tr ic  d is o rd e rs  o c c u r in g  in d iffe re n t s ta g e s  o f h u m a n  life. C o n c e p ts  o f 
O T  tre a tm e n t a n d  e v a lu a tio n  p r in c ip le s  a re  in c lu d e d . T o p ics  in c lu d e  k n o w le d g e  o f p s y c h o  
s o c ia l c o n d it io n s  c o m m o n ly  re fe rre d  to  o c c u p a tio n a l th e ra p y : k n o w le d g e  o f s c re e n in g , a s 
s e s s m e n t, a n d  s ta n d a rd iz e d  p ro c e d u re s  fo r  p s y c h o s o c ia l OT; p a r tic ip a tio n  in th e  d e v e lo p 
m e n t o f th e  O T  tre a tm e n t p la n ; c o lla b o ra tio n  w ith  O TR  on  tre a tm e n t im p le m e n ta tio n  re a s 
s e s s m e n t a n d  tre a tm e n t te rm in a tio n ; a n d  p s y c h o  s o c ia l d y s fu n c tio n  tre a tm e n t d o c u m e n ta 
t io n  p ro c e d u re . S tu d e n ts  p e rfo rm  n in e  (9) h o u rs  o f f ie ld  w o rk  w h ile  ta k in g  th is  co u rs e . (S p rin g  
fo r  D ay C la sse s  O n ly )

OTA 202 Psycho Social Dysfunction Treatment M ethods Credit Hours: 3
P re re q u is ite : PSY 201 
C o re q u is ite ; O TA  201
In tro d u c e s  th e  p s y c h ia tr ic  d is o rd e rs  o c c u r in g  in d iffe re n t s ta g e s  o f h u m a n  life  th ro u g h  p ra c ti
ca l m e th o d s . C o n c e p ts  o f O T  tre a tm e n t a nd  e va lu a tio n  p r in c ip le s  a re  in c lu d e d . T o p ics  in c lu d e  
a s s is ta n c e  w ith  d a ta  c o lle c t io n  w h ic h  m a y  in c lu d e  a d m in is tra t io n  o f s ta n d a rd iz e d  a n d  non  
s ta n d a rd iz e d  te s ts  a n d  e v a lu a tio n s  a p p ro p r ia te  to  th e  ro le  o f C O T A  in th e  p ra c tic e  a re a  o f 
p s y c h o  s o c ia l d y s fu n c tio n ; c o n tr ib u t io n  to  th e  fo rm a tio n  o f th e  O T g o a ls  a n d  o b je c tiv e s  u p o n  
a s s e s s m e n t; use  o f se lf; d y a d ic  a n d  g ro u p  in te ra c tio n ; a n d  p ro v is io n  o f th e  th e ra p e u tic  in te r
v e n tio n  re la te d  to  o c c u p a tio n a l p e r fo rm a n c e  a re a s  in p s y c h o  s o c ia l d y s fu n c tio n . (S p rin g  fo r 
D ay C la sse s  O n ly )

OTA 204 Pediatric Issues Credit Hours: 5
P re re q u is ite : PSY 201
C o ve rs  th e  c h ild h o o d  a n d  a d o le s c e n c e  o c c u p a tio n a l th e ra p y  re la te d  issues . T o p ics  in c lu d e  
p a r tic ip a tio n  in th e  a sse sm e n t, p ro g ra m  p la n n in g , a n d  th e ra p e a u tic  in te rve n tio n  w ith  th e  p e d i
a tr ic  p o p u la tio n . (S p rin g  fo r  D ay C la sse s  O n ly )

___________________________________________ 168___________________________________________

North west Georgia’s Regional Technical Institute



OTA 206 Physical Dysfunction Credit Hours: 7
P re requ is ite : A ll p ro g ra m  c u rr ic u lu m  100 level co u rse s  s h o u ld  be taken  be fo re  the  co re  courses. 
T h is  c o u rs e  p ro v id e s  a  s tu d y  o f th e  p h y s ic a l d is o rd e rs  o c c u rr in g  in d iffe re n t s ta g e s  o f h u m a n  
life. E m p h a s is  is p la c e d  on  k n o w le d g e  o f p h y s ic a l c o n d it io n s  c o m m o n ly  re fe rre d  to  o c c u p a 
t io n a l th e ra p y ; k n o w le d g e  o f s c re e n in g , a s s e s s m e n t, a n d  s ta n d a rd iz e d  p ro c e d u re s  o f OT; 
p a r tic ip a tio n  in th e  d e v e lo p m e n t o f th e  O T  tre a tm e n t p la n ; c o lla b o ra tio n  w ith  O TR  on  tre a t
m e n t im p le m e n ta tio n  re a sse ssm e n t a nd  tre a tm e n t te rm in a tio n ; a nd  p h ys ica l d y s fu n c tio n  tre a t
m e n t d o c u m e n ta tio n  p ro c e d u re . S tu d e n ts  p e rfo rm  n in e  (9) h o u rs  o f fie ld  w o rk  w h ile  ta k in g  
th is  c o u rs e . (S u m m e r fo r  D ay C la sse s  O n ly )

OTA 207 Pediatric Dysfunction Treatment Methods Credit Hours: 3
C o re q u is ite : O TA  206
T h is  c o u rs e  in tro d u c e s  th e  c o n c e p ts  o f O T  tre a tm e n t a n d  e v a lu a tio n  p r in c ip le s  th ro u g h  p ra c 
tic a l a p p lic a t io n s . T o p ics  in c lu d e  a s s is ta n c e  w ith  d a ta  c o lle c tio n , w h ic h  m a y  in c lu d e  a d m in is 
tra tio n  o f s ta n d a rd iz e d  a n d  n on  s ta n d a rd iz e d  te s ts  a n d  e v a lu a tio n s  a p p ro p r ia te  to  th e  ro le  o f 
C O TA  in th e  p ra c tic e  o f p h y s ic a l d y s fu n c tio n , c o n tr ib u tio n  to  th e  fo rm a tio n  o f th e  O T g o a ls  and  
o b je c tiv e s  on  a s s e s s m e n t; use  o f se lf; d y a d ic , a n d  g ro u p  in te ra c tio n ; a nd  p ro v is io n  o f the  
th e ra p e u tic  in te rv e n tio n  re la te d  to  o c c u p a tio n a l p e rfo rm a n c e  a re as  in p h y s ic a l d y s fu n c tio n . 
(S u m m e r fo r  D ay C la sse s  O n ly )

OTA 209 Geriatric issues Credit Hours: 5
P rerequ is ite : A ll p ro g ra m  c u rricu lu m  100 level co u rse s  s h o u ld  be taken  be fo re  the  co re  courses. 
C o ve rs  th e  g e r ia tr ic  o c c u p a tio n a l th e ra p y  re la te d  issues . T o p ics  in c lu d e  p a rtic ip a tio n  in the  
a ss e s s m e n t, p ro g ra m  p la n n in g , a c tiv ity  p ro g ra m s , a n d  th e ra p e u tic  in te rv e n tio n  w ith  g e r ia tr ic  
p o p u la tio n . (S u m m e r fo r  D ay C la sse s  O n ly )

OTA 212 Occupational Therapy Trends & Issues Credit Hours: 5
P re re q u is ite : O TA  209
T eaches  th e  ro le s  a n d  re s p o n s ib ilit ie s  in th e  a d m in is tra tio n  o f o c c u p a tio n a l th e ra p y  se rv ices . 
E m p h a s is  is p la c e d  on  a s s is tin g  w ith  th e  m a n a g e m e n t o f d e p a rtm e n ta l o p e ra tio n s ; d e v e lo p 
ing  va lu es , a ttitu d e s , a n d  b e h a v io rs  c o n g ru e n t w ith  O T  s ta n d a rd s  a n d  e th ics ; the  ro le  o f OTA 
in o c c u p a tio n a l th e ra p y ; re se a rch  p u b lic a tio n ; p ro g ra m  e va lu a tio n ; s u p e rv is o ry  re q u irem en ts ; 
c e rtif ic a tio n  a n d  lice n su re ; re im b u rs e m e n t issues ; p e rs o n n e l tra in in g  a nd  s u p e rv is io n ; c o n tin 
u ed  le a rn in g ; a n d  p ro m o tio n  o f OT. T he  re q u ire m e n ts  a re  fu llf ille d  to g e th e r w ith  n ine  (9) h o u rs  
o f f ie ld  w o rk . (Fa ll fo r  D ay C la sse s  O n ly )

OTA 213 Advanced Treatment Methods Credit Hours: 3
P re re q u is ite : O TA  202, O TA 207
T h ro u g h  c la ss  d e m o n s tra tio n  a nd  p ra c tic a l a c itiv itie s , o c c u p a tio n a l th e ra p y  issues  th a t p ro 
m o te  h u m a n  q u a lity  o f life  a re  a d d re s s e d . T o p ics  in c lu d e  a p p lic a t io n s  o f th e ra p e u tic  a d a p ta 
tio n  fo r a c c o m p lis h m e n t o f p u rp o s e fu l a c tiv itie s ; fa m ily  tra in in g ; e n v iro n m e n ta l a d ju s tm e n t; 
b a s ic  o rth o tic s a n d  p ro s th e tic s ; a ss is tive  d e v ice s ; e q u ip m e n t a nd  o th e r O T te c h n o lo g ie s ; and  
a ss is t w ith  p la n n in g  a nd  im p le m e n ta tio n  o f g ro u p  a nd  in d iv id u a l p ro g ra m s  to  p ro m o te  hea lth , 
fu n c tio n , a nd  q u a lity  o f life. (Fa ll fo r D ay C la sse s  O n ly)

OTA 221 Level II Fieldwork A Credit Hours: 12
P re re q u is ite : S u cc e s s fu l c o m p le tio n  o f a ll th e  e sse n tia l co re  c lasses .
P ro v id e s  th e  o p p o r tu n ity  to  p ra c tic e  o c c u p a tio n a l th e ra p y  fo r e ig h t (8) w e e ks  in a su p e rv ise d  
h ea lth  ca re  fac ility . P ra c tica l e x p e rie n c e  d u r in g  th is  p e r io d  is d o c u m e n te d  in the  fo rm  o f a 
s p e c ia l p ro je c t. T he  tw e n ty  (20) c la ss  h o u rs  p ro je c t c o u ld  be  fille d  by c o rre s p o n d e n c e . T op
ics in c lu d e  a p p lic a tio n  o f le a rned  sk ills  th ro u g h  p re se n ta tio n  o f a case  s tu d y  o r sp e c ia l p ro je c t 
(w h ich  m a y  be  a c c o m p lis h e d  a t th e  c lin ic a l s ite ) a nd  s u p e rv is e d  c lin ic a l a p p lic a tio n s  o f p r in 
c ip le s  le a rn e d  in th e  c u rr ic u lu m  a nd  a p p ro p r ia te  to  the  le a rn in g  n e e d s  o f the  s tu d e n t. (W in te r 
fo r D ay C la sse s  O n ly)
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OTA 222 Level II Fieldwork Fieldwork B Credit Hours: 12
P re re q u is ite : O TA  202
P ro v id e s  th e  o p p o r tu n ity  to  p ra c tic e  o c c u p a tio n a l th e ra p y  fo r  e ig h t (8) w e e k s  in a  s u p e rv is e d  
h ea lth  ca re  fac ility . P ra c tica l e x p e r ie n c e  d u r in g  th is  p e r io d  is d o c u m e n te d  in th e  fo rm  o f a 
s p e c ia l p ro je c t. T o p ics  in c lu d e  a p p lic a t io n  o f le a rn e d  s k ills  th ro u g h  p re s e n ta tio n  o f a  case  
s tu d y  o r s p e c ia l p ro je c t (w h ich  m a y  be  a c c o m p lis h e d  a t th e  c lin ic a l s ite ) a n d  s u p e rv is e d  c lin i
ca l a p p lic a tio n  o f p r in c ip le s  le a rn e d  in th e  c u rr ic u lu m  a n d  a p p ro p r ia te  to  th e  le a rn in g  n e e d s  o f 
th e  s tu d e n t. T he  tw e n ty  (20) c la ss  h o u rs  p ro je c t c o u ld  be  fu lfille d  b y  c o rre s p o n d e n c e . (S p rin g  
fo r  D ay C la sse s  O n ly )

PHL 102 Introduction to Venipuncture Credit Hours 4
Prerequisite: AHS 101, BUS 212
P ro v id e s  th e  s tu d e n t w ith  th e  s k ills  n e c e s s a ry  to  p e rfo rm  v e n ip u n c tu re  a n d  m ic ro p u n c tu re  
p ro c e d u re s . C la ss  in c lu d e s  an e m p h a s is  on  s te r ile  p ro c e d u re s , e q u ip m e n t te rm in o lo g y , a n d  
a c c e p ta b le  te c h n iq ie s  a n d  p ro c e d u re s

PHL 105 Clinical Practice Credit Hours 8
Prerequisite: PHL 102
P ro v id e s  th e  s tu d e n t w ith  th e  o p p o ru n ity  to  p ra c tic e  c lin ic a l s k ills  in a  rea l w o r ld  a tm o s p h e re . 
S tu d e n ts  a re  a s s ig n e d  to  an  a re a  h ea lth  ca re  fa c ility  w h e re  th e y  w o rk  c lo s e ly  w ith  lice n se d  
P h e le b o to m y  Techs.

PHR 101 Pharmacy Technology Fundamentals Credit Hours 5
Prerequisites: AHS 101, AHS 102
P ro v id e s  an  o v e rv ie w  o f th e  P h a rm a c y  T e c h n o lo g y  f ie ld  a n d  d e v e lo p e s  fu n d a m e n ta l c o n 
c e p ts  a n d  p r in c ip le s  n e c e s s a ry  fo r  s u c c e s s fu l p a r tic ip a tio n  in th e  p h a rm a c y  fie ld . T o p ics  
in c lu d e : sa fe ty , o r ie n ta tio n  to  th e  p h a rm a c y  te c h n o lo g y  fie ld , h ea lth  ca re  o rg a n iz tio n a l s tru c 
tu re , p ra rm a c y  p o lic ie s  a nd  p ro c e d u re s , c a rd io p u lm o n a ry  re su sc ita tio n  (CPR), in fe cx tio n  c o n 
tro l, q u a lity  c o n tro l, e th ics , law s, a n d  d e fin it io n s  a n d  te rm s .

PHR 102 Principles of Dispensing Medications Credit Hours 6
Prerequisites: PHR 101
In tro d u c e s  th e  s tu d e n t to  p r in c ip le s  o f re ce iv in g , s to r in g , a nd  d is p e n s in g  m e d ic a tio n s . T op ics  
in c lu d e : p u rc h a s in g , p a c k a g in g , a n d  la b e lin g  d ru g s , d is p e n s in g  re s p o n s ib ilit ie s , d is tr ib u tio n  
s ys te m s , d o c u m e n ta tio n , in v e n to ry  a n d  filin g  s ys te m s , s p e c ific  d ru g s , c o m p o u n d in g , re fe r
e n ce  s o u rc e s , p h a rm a c y  m a th , c o n ta m in a tio n  c o n tro l, s t ira g e  a n d  c o n tro l, a nd  p h a rm a c y  
e q u ip m e n t. C la ss  in c lu d e s  la b o ra to ry  a n d  c lin ic a l p ra c tice .

PSY 100 Interpersonal Relations and Professional Developm ent Credit Hours: 3
P re re q u is ite : P ro g ra m  R e a dy  S ta tu s  in R e a d in g  a nd  W ritin g  S k ills
P ro v id e s  a  s tu d y  o f h u m a n  re la tio n s  a n d  p ro fe s s io n a l d e v e lo p m e n t in to d a y ’s ra p id ly  c h a n g 
ing  w o r ld  th a t p re p a re s  s tu d e n ts  fo r  liv in g  a nd  w o rk in g  in a  c o m p le x  so c ie ty . T o p ics  in c lu d e  
h u m a n  re la tio n s  sk ills , jo b  a c q u is it io n  sk ills , jo b  re te n tio n  sk ills , jo b  a d v a n c e m e n t sk ills , a nd  
p ro fe s s io n a l im a g e  sk ills . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

PSY 191 Introductory Psychology Credit Hours: 5
C o /P re re q u is ite : R e q u ire d  E n g lish  C o u rs e
A  s u rve y  o f p s y c h o lo g y  w h ic h  e m p h a s iz e s  th e  th e o re tic a l a nd  m e th o d o lo g ic a l a p p ro a c h e s  
im p o rta n t to  p s y c h o lo g is ts . T o p ics  in c lu d e  b io lo g ic a l u n d e rp in n in g s ; s o c ia l e n v iro n m e n t; life 
sp a n  d e v e lo p m e n t; p e rs o n a lity  d e v e lo p m e n t a nd  te s tin g ; a b n o rm a l b eh a v io r; a nd  p e rce p tio n , 
le a rn in g , a nd  in te llig e n c e . M in im u m  g ra d e  o f “ C ” re q u ire d  to  p ro g re s s  to  PSY 201. (Q u a rte rly  
fo r  D ay a n d  E ve n in g  C lasses)
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PSY 201 Abnorm al Psychology Credit Hours: 5
P re re q u is ite : PSY 191 w ith  a g ra d e  o f “ C ” o r b e tte r
A n e x a m in a tio n  o f tine va rie tie s  o f a b n o rm a l b ehav io r, p s y c h o p a th o lo g y , a nd  m e n ta l illness . 
T re a tm e n t o p tio n s , p re v e n tio n , a n d  a s s e s s m e n t a re  d is c u s s e d . T he  s tu d e n t w ill be  ta u g h t 
h o w  to  c la s s ify  d is o rd e rs  a c c o rd in g  to  th e  DSM-IV. (Fall, W in te r, S p r in g  fo r D ay C lasses  
O n ly)

Q C T 1 1 3  M etrology Credit Hours: 5
P re re q u is ite ; P ro g ra m  a d m is s io n
In tro d u c e s  th e  s tu d e n t in to  th e  s e le c tio n , ca re , c a lib ra tio n , a n d  use  o f p re c is io n  m e a s u rin g  
e q u ip m e n t. It p re p a re s  th e  s tu d e n t in to  d e v e lo p in g  m e a s u re m e n t tra c a b ility  re q u ire m e n ts  fo r 
th e  a s s u ra n c e  o f q u a lity  a n d  th e  te c h n iq u e s  u sed  to  a ssu re  th e  c o n fo rm ity  o f p ro d u c t to  the  
s p e c ific a tio n . (S p rin g  fo r D ay C la sse s ; W in te r fo r  E ve n in g  C lasses)

Q C T 1 1 4  Statistical Process Control Credit Hours: 3
P re re q u is ite : M AT 103
In tro d u c e s  th e  s tu d e n t to  th e  b a s ic  c o n c e p ts  o f s ta tis tic s  as re la ted  to  qua lity . C o ve rs  p ro ce ss  
v a ria tio n  as w ill be  p re s e n t in n o rm a l m a n u fa c tu r in g  o p e ra tio n s . In c lu d e s  th e  s e le c tio n  o f the  
p ro p e r a n a ly tic a l p ro c e d u re s  a n d  th e  d e v e lo p m e n t o f c o n tro l c h a rts  fo r  m o n ito r in g  o f the  se 
le c te d  p ro ce ss . C o ve rs  th e  te c h n iq u e s  u sed  to  a n a lyze  th e  d a ta  fo u n d  on  th e  c o n tro l cha rt. It 
g ive s  g u id a n c e  on  th e  te c h n iq u e s  to  be  used  to  ta k e  p ro p e r c o rre c tiv e  a c tion . (W in te r fo r  Day 
C la sse s ; Fall fo r  E ve n in g  C lasses)

Q C T 1 1 5  Quality Cost Control Credit Hours: 5
T h is  c o u rs e  in tro d u c e s  th e  ro le  o f c o s t c o n tro l in th e  c o n te x t o f q u a lity  c o n tro l. The  g o a l o f any 
q u a lity  s ys te m  is to  fa c ilita te  q u a lity  im p ro v e m e n t e ffo rts  th a t w ill lead  to  o p e ra tin g  c o s t re d u c 
t io n s . (S u m m e r fo r  D ay C la sse s ; S p r in g  fo r  E ve n in g  C lasses)

Q C T 1 2 3  Quality Audit Systems Credit Hours; 5
P re re q u is ite : Q C T 1 1 4
In tro d u c e s  th e  s tu d e n t to  th e  p ro c e s s  o f p re p a r in g  a q u a lity  a ud it. T h is  is a m a n a g e m e n t to o l 
used  to  e va lua te , c o n firm  o r ve rify  a c tiv it ie s  re la ted  to  qua lity . T he  c o u rse  h e lps  p re ven t 
p ro b le m s  in th e  o rg a n iz a tio n  b e in g  a u d ite d  th ro u g h  th e  id e n tif ic a tio n  o f a c tiv itie s  liab le  to  
c re a te  fu tu re  p ro b le m s . (Fall fo r  D ay C la sse s ; S u m m e r fo r  E ven in g  C lasses)

Q C T211 Statistical Quality Control Credit Hours: 5
P re re q u is ite s : Q C T  114, M AT 191
T h is  c o u rs e  p ro v id e s  a fu n d a m e n ta l y e t c o m p re h e n s iv e  co v e ra g e  o f q u a lity  co n tro l co n ce p ts . 
In c lu d e d  w ith in  th e  c o v e ra g e  a re  s e c tio n s  on  im p ro v e m e n t te c h n iq u e s , s a m p lin g  te ch n iq u e s , 
a n d  p ro d u c t liab ility . (W in te r fo r  D ay C la sse s ; Fall fo r  E ven in g  C lasses)

QCT 212 Industrial Statistics for Quality Credit Hours: 5
P re re q u is ite s : M AT 198, A C T  211
T h is  c o u rs e  is a s tu d y  o f m a n y  s ta tis tic a l to o ls  and  te s ts  used  in q u a lity  c o n tro l. T he  co u rse  
co ve rs  m a n y  o f th e  s ta tis tica l to o ls  a nd  te s ts  used  b y  q u a lity  p ro fe ss io n a ls . T op ics  in c lu d e  a 
p ra c tic a l c o v e ra g e  o f s ta tis tic a l m e th o d s , a s s u m p tio n s  fo r te s tin g  and  e xam p le s . (S p rin g  fo r 
D ay C la sse s ; W in te r fo r E ven in g  C lasses)

QCT 213 Design of Experiments Credit Hours: 5
P re re q u is ite : M AT 198
T h is  c o u rs e  in tro d u c e s  th e  s tu d e n t to  the  p ro ce ss , lo g ic  and  d is c ip lin e  n e ce ssa ry  to  c o n d u c t 
q u a lity  resea rch  a nd  e x p e rim e n ta tio n  c o v e r in g  e xp e rim e n ta l d es ign . It in tro d u c e s  the  s tu d e n t 
to  v a rio u s  a n a ly tica l m e th o d s  u sed  to  a na lyze  e x p e rim e n ts  in c lu d in g  A N O V A  and  the  T aguch i 
a p p ro a c h  to  e x p e rim e n ta l d e s ig n . (S u m m e r fo r D ay C lasses ; S p r in g  fo r E ven in g  C lasses)
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QCT 221 Quality Planning and Reliability Credit Hours: 5
P re re q u is ite s : M A T 198, Q C T  211
T h e  p ro c e s s  o f re lia b ility  q u a n tif ic a t io n  in v o lv e s  th e  fo llo w in g  th re e  p h a se s ; (1) th e  p ro c e s s  o f 
d e v e lo p in g  a n d  lo c a tin g  re lia b ility  o b je c tiv e s  a m o n g  th e  v a r io u s  e le m e n ts  w h ic h  c o lle c tiv e ly  
m a k e  u p  a p ro d u c t; (2) th e  a n a ly s is  o f p e r fo rm a n c e  d a ta  to  c a lc u la te  e x p e c te d  fa ilu re  ra tes; 
(3) to  id e n tify  th e  s tro n g  a n d  w e a k  p o r tio n s  o f a n y  d e s ig n  to  se rve  as  a  g u id e  fo r  fu r th e r a c tio n . 
(Fa ll fo r  D ay C la sse s , S u m m e r fo r  E ve n in g  C la sse s)

Q CT 222 Problem Solving and Decision Making Credit Hours: 5
P re re q u is ite s : M AT 198, Q C T  211
T h is  c o u rs e  in tro d u c e s  th e  c o m m o n  m e th o d s  u se d  to  s o lve  ty p ic a l in d u s tr ia l p ro b le m s  u s in g  
s ta tis tica l m e th o d s . T o p ics  in c lu d e  s ta tis tic a l s a m p lin g ., e s tim a tin g  p ro d u c tio n  t im e  a n d  d e te r
m in in g  m a n u fa c tu r in g  c o s ts . (W in te r fo r  D ay C la sse s , Fall fo r  E ve n in g  C lasses)

Q CT 224 Procurem ent in Quality Control Credit Hours: 5
P re re q u is ite : Q C T  115
In to d u c e s  th e  s tu d e n t to  th e  d y n a m ic  ro le  o f p ro c u re m e n t in in d u s try . It s tre s s e s  th e  re la tio n 
s h ip  w h ic h  m u s t be  e s ta b lis h e d  b e tw e e n  th e  v e n d o r a n d  th e  p u rc h a s e r e s p e c ia lly  in th e  a reas  
o f q ua lity , s c h e d u le , ta n g ib le  a n d  in ta n g ib le  se rv ice s , a n d  p rice . (S p rin g  fo r  D ay C la sse s ; 
W in te r fo r  E ve n in g  C la sse s )

QCT 235 Sem inar in Quality Auditing Credit Hours: 5
P re re q u is ite s : Q C T  123, Q C T  2 24
Q u a lity  a u d it in g  is a  s y s te m a tic  e v a lu a tio n  to  e s ta b lis h , m o n ito r, a n d  re v ie w  th e  q u a lity  a c tiv i
t ie s  o f an  o rg a n iz a tio n . T h is  c o u rs e , in s e m in a r fo rm , is fo r  ju s t s u c h  an e ffo rt. It is d e s ig n e d  to  
p re pa re  th e  s tu d e n t fo r the  C ertified  Q ua lity  A u d ito rs  exam ina tion . (W in te r fo r D ay C lasses O nly)

Q CT 240 Quality Technician Sem inar Credit Hours: 5
P re re q u is ite s : Q C T  221 , Q C T  222
T he  c o u rs e  h e lp s  th e  s tu d e n t in te rp re t th e  k n o w le d g e  le a rn e d  p re v io u s ly  in th e  d is c ip lin e . It 
h e lp s  p re p a re  th e  s tu d e n t fo r  c e rt if ic a tio n  a t th e  te c h n ic a l leve l. (S u m m e r fo r  D ay C la sse s ; 
S p r in g  fo r  E ve n in g  C la sse s )

Q CT 245 Quality Engineering Sem inar Credit Hours: 5
P re re q u is ite s : Q C T  213 , Q C T  221, Q C T  22 
C o re q u is ite : Q C T  212
T h is  c o u rs e  is d e s ig n e d  to  p ro v id e  th e  s tu d e n t w ith  th e  n e c e s s a ry  k n o w le d g e  to  d e s ig n  a nd  
a d m in is te r  q u a lity  c o n tro l p ro g ra m s  a t a n y  leve ll. It is fu r th e r d e s ig n e d  to  e n h a n c e  th e  p ro fe s 
s io n a l d e v e lo p m e n t o f th o s e  w h o  w o rk  in th is  p ro fe s s io n . (S p rin g  fo r  E ve n in g  C la sse s  O n ly)

RDG 095 Developm ental Reading I Institutional Credit Hours: 5
P re re q u is ite : P la c e m e n t b y  D ia g n o s tic  T esting
P ro v id e s  in s tru c tio n  fo r  th e  d e v e lo p m e n t o f re a d in g  re a d in e s s  w ith  e m p h a s is  on  p r im a ry  a nd  
p ra c tica l re a d in g  sk ills  fo r  th e  a d u lt learner. T op ics  in c lu d e  p h o n ics , s tru c tu ra l ana lys is , b as ic  
s ig h t w o rd s , se n te n c e  m e a n in g , a n d  su rv iva l re a d in g . (Q ua rte rly  fo r D ay a nd  E ven ing  C lasses)

RDG 096 Developm ental Reading II Institutional Credit Hours: 5
P re re q u is ite : RDG  095  o r p la c e m e n t b y  d ia g n o s tic  te s tin g
E m p h a s ize s  th e  s tre n g th e n in g  o f fu n d a m e n ta l re a d in g  c o m p e te n c ie s . T o p ics  in c lu d e  v o c a b u 
la ry  d e v e lo p m e n t, c o m p re h e n s io n  sk ills , s tu d y  sk ills , a n d  o c c u p a tio n a l/s u rv iv a l re a d in g  sk ills . 
(Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses )
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RDG 097 Developm ental Reading III Institutional Credit Hours: 5
P re re q u is ite s : RD G  0 9 6  o r p la c e m e n t b y  d ia g n o s tic  te s tin g
E m p h a s ize s  b a s ic  v o c a b u la ry  a nd  c o m p re h e n s io n  sk ills  d e v e lo p m e n t. T op ics  in c lu d e  v o c a b u 
la ry  d e v e lo p m e n t, c o m p re h e n s io n  s k ills  d e v e lo p m e n t, c r it ic a l re a d in g  sk ills , a nd  s tu d y  sk ills , 
te s t- ta k in g  te c h n iq u e s , a n d  o c c u p a tio n a l re a d in g  (Q u a rte r ly  fo r  D ay C la sse s ; Fall, W in te r fo r 
E v e n in g  C la sse s )

RDG 098 Developm ental Reading IV Institutional Credit Hours: 5
P re re q u is ite  R DG ; 0 97  o r p la c e m e n t by  d ia g n o s tic  te s tin g
P ro v id e s  in s tru c tio n  in v o c a b u la ry  a n d  c o m p re h e n s io n  s k ills  w ith  e m p h a s is  on  o c c u p a tio n a l 
a p p lic a tio n s . T op ics  in c lu d e  v o c a b u la ry  d e ve lo p m e n t, c o m p re h e n s io n  sk ills  d e ve lo p m e n t, c r iti
ca l re a d in g  sk ills , a nd  s tu d y  sk ills . (Q u a rte rly  fo r  D ay C lasses ; Fall, W in te r fo r E ven in g  C lasses)

SCT 100 Introduction to M icrocom puters Credit Hours: 3
In tro d u c e s  fu n d a m e n ta l c o n c e p ts  a nd  o p e ra to n s  n e c e s s a ry  to  use  m ic ro c o m p u te rs . E m p h a 
s is  is p la c e d  on  b a s ic  fu n c t io n s  a n d  fa m ilia r ity  w ith  c o m p u te r  use. T o p ics  in c lu d e  c o m p u te r  
te rm in o lo g y , c o m p u te r  o p e ra tin g  s y s te m s ; d a ta  s to ra g e ; file  m a n a g e m e n t; e q u ip m e n t ca re  
a n d  o p e ra tio n ; a n d  an  in tro d u c tio n  to  w o rd  p ro c e s s in g , d a ta b a s e , a nd  s p re a d s h e e t a p p lic a 
tio n s , a n d  n e tw o rk in g .

SOC 191 Introduction to Sociology Credit Hours: 5
C o /P re re q u is ite : E N G  191

A  g e n e ra l in tro d u c tio n  to  th e  s o c io lo g ic a l p e rs p e c tiv e , its  o r ig in s , s tru c tu re , c h a n g e ,a n d  
p ro b le m s . E m p h a s is  on  m u lt ic u ltu ra lis m , s o c ia l c la ss , pow er, co n flic t, a n d  c h a n g e , c o n te n t 
o f cu ltu re , th e  in d iv id u a l in so c ie ty , a n d  s o c ia l in te ra c tio n . (Fall fo r  D ay C la sse s  O n ly)

SPC 191 Fundam entals of Speech Credit Hours: 5
P re re q u is ite : EN G  191 w ith  a g ra d e  o f "C" o r b e tte r
In tro d u c e s  th e  fu n d a m e n ta ls  o f o ra l c o m m u n ic a tio n . T op ics  in c lu d e  se le c tio n  and  o rg a n iza 
tio n  o f m a te ria ls , p re p a ra tio n  a nd  d e live ry  o f in d iv id u a l and  g ro u p  p re sen ta tio n s , and  ana lys is  
o f ideas  p re se n te d  by  o the rs . (Fall, W in te r fo r D ay C lasses; Fall, S p rin g  fo r E ven ing  C lasses)

SUR 101 Introduction to Surgical Technology Credit Hours: 12
Prerequisites MAT 100 , PSY 100, ENG 111, SCT 100;
Corequisite AHS 101
P ro v id e s  an o v e rv ie w  o f th e  s u rg ic a l te c h n o lo g y  p ro fe s s io n  a nd  d e v e lo p s  th e  fu n d a m e n ta l 
c o n c e p ts  a n d  p r in c ip le s  n e c e s s a ry  to  s u c c e s s fu l p a r tic ip a tio n  on  a s u rg ic a l team . Top ics 
in c lu d e : o rie n ta tio n  to  s u rg ic a l te c h n o lo g y , c a rd io p u lm o n a ry  re su sc ita tio n  (CPR) in tro d u c tio n  
to  m ic ro b io lo g y , a n d  a s e p s is  a nd  th e  s u rg ic a l e n v iro n m e n t. (W in te r fo r D ay C la sse s  O n ly)

SUR 102 Principles of Surgical Technology Credit Hours: 8
Prerequisites: SUR 101, AHS 101; Corequisite SUR 112
In tro d u c e s  th e  s tu d e n t to  p a tie n t ca re  c o n c e p ts  a nd  p ra c tic e s  a nd  p ro v id e s  c o n tin u e d  s tu d y  
o f s u rg ic a l te a m  p a rtic ip a tio n . T o p ics  in c lu d e : p a tie n t ca re  c o n c e p ts  su ch  as p re o p e ra tive  
ro u tin e , p o s itio n in g , p re p a ra tio n , d ra p in g , a nd  re la ted  n u rs in g  p ro c e d u re s ; in tro d u c tio n  to  
p h a rm a c o lo g y ; a n d  s u p p lie s  a nd  e q u ip m e n t. (S p rin g  Q u a rte r fo r D ay C lasses)

SUR 103 Surgical Procedures I Credit Hours: 6
Prerequisite: SUR 102, SUR 112; Corequisite SUR 113

In tro d u c e s  s tu d e n ts  to  s u rg ic a l p ro c e d u re s , in c is io n s , w o u ld  c lo su re , o p e ra tive  p a th o log y , 
a n d  c o m m o n  c o m p liu c a tio n s  as a p p lie d  to  g e n e ra l a nd  s p e c ia lty  su rge ry . T op ics  in c lu de : 
in tro d u c tio n  to  s u rg ic a l p ro c e d u re s , g e n e ra l su rge ry , g y n e c o lo g ic a l su rge ry , g a s tro in te s tin a l 
su rg e ry , g e n ito u r in a ry  su rg e ry , a nd  h ead  and  n e ck  su rgery . (S u m m e r fo r D ay C lasses)
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SUR 104 Surgical Procedures II C redit Hours: 6
Prerequisites: SUR 103, SUR 113; Corequisites SUR 114, SUR 124
C o n tin u e s  th e  d e ve lo p n n e n t o f s tu d e n t k n o w le d g e  a n d  s k ills  a p p lic a b le  to  s p e c ia lty  s u rg e ry  
a re as . T o p ics  in c lu d e ; o p h th a lm ic  su rg e ry , o r th o p e d ic  su rg e ry , p la s tic  su rg e ry , th o ra c ic  s u r
gery , v a s c u la r  su rg e ry , c a rd io v a s c u la r  su rg e ry , a n d  n e u ro s u rg e ry . (Fall fo r  D ay  C la sse s)

SUR 112 Introduction To Surgical Practicum Credit Hours: 7
Prerequisite: AHS 101, SUR 101, Corequisite: SUR 102
O rie n ts  s tu d e n ts  to  th e  c lin ic a l e n v iro n m e n t a n d  p ro v id e s  e x p e rie n c e  w ith  b a s ic  s k ills  
n e c e s s a ry  to  th e  s u rg ic a l te c h n o lo g is t.  T o p ics  in c lu d e  s c ru b b in g , g o w n in g , g lo v in g , a nd  
d ra p in g ; a s s is ta n c e  w ith  p a tie n t ca re ; p ro c e s s in g  o f in s tru m e n ts  a n d  s u p p lie s ; c re a tio n  a n d  
m a in te n a n c e  o f a  s te r ile  f ie ld ; b a s ic  in s tru m e n ta tio n ; a n d  e n v iro n m e n ta l s a n ita tio n . (S p rin g  
fo r  D a y  C la sse s )

SUR 113 Specialty Surgical Practicum Credit Hours: 8
Prerequisites: SUR 102, SUR 112; Corequisite: SUR 103
C o n tin u e s  d e v e lo p m e n t o f s u rg ic a l te a m  p a r tic ip a tio n  th ro u g h  c lin ic a l e x p e rie n c e . E m p h a 
s is  is p la c e d  o n  p a r tic ip a tio n  in ro u tin e  p ro c e d u re s  a n d  p ro c e d u re s  fo r  g e n e ra l a nd  
s p e c ia lty  su rg e ry . T o p ics  in c lu d e  p a r tic ip a tio n  in g e n e ra l su rg e ry , o b s te tr ic a l a n d  g y n e c o 
lo g ic a l su rg e ry , h ea d  a n d  n e c k  s u rg e ry , p la s tic  a n d  re c o n s tru c tiv e  su rg e ry . (S u m m e r fo r  
D ay C la sse s)

SUR 114 Advanced Specialty Surgical Practicum Credit Hours: 8
Corequisites: SUR 104, SUR 124
P ro v id e s  o p p o r tu n ity  fo r  s tu d e n ts  to  c o m p le te  a ll re q u ire d  s u rg ic a l te c h n o lo g y  p ro c e d u re s  
th ro u g h  p a r tic ip a tio n  in s u rg e ry  in th e  h o s p ita l e n v iro n m e n t o r s im u la t io n s  in th e  te c h n ic a l 
in s titu te . T o p ics  in c lu d e  p r im a ry  s c ru b  on  g e n e ra l a n d  s p e c ia lty  s u rg ic a l p ro c e d u re s ; s e c o n d 
a ry  s c ru b  o n  e x p a n d e d  s p e c ia lty  p ro c e d u re s ; p la s tic , th o ra c ic , va scu la r, c a rd io v a s c u la r, a nd  
n e u ro s u rg e ry  p ro c e d u re s ; a n d  c o m p le tio n  o f a ll re q u ire d  s u rg ic a l te c h n o lo g y  c lin ic a l c o m p e 
te n c ie s . (Fa ll fo r  D ay C la sse s )

SUR 124 Sem inar in Surgical Technology Credit Hours: 3
Corequisite: SUR 114
P re p a re s  s tu d e n ts  fo r  e n try  in to  c a re e rs  as s u rg ic a l te c h n o lo g is ts  a n d  e n a b le s  th e m  to  e ffe c 
tiv e ly  re v ie w  fo r  th e  n a tio n a l c e rt if ic a tio n  e x a m in a tio n . T o p ics  in c lu d e  p ro fe s s io n a l p re p a ra 
tio n , c e rt if ic a tio n  rev iew , a n d  te s t- ta k in g  sk ills . (Fall fo r  D ay C la sse s )

WLD 100 Introduction To W elding Technology Credit Hours: 6
P ro v id e s  an in tro d u c tio n  to  w e ld in g  te c h n o lo g y  w ith  an  e m p h a s is  on  b a s ic  w e ld in g  la b o ra to ry  
p r in c ip le s  a n d  o p e ra tin g  p ro c e d u re s . T o p ics  in c lu d e  s a fe ty  p ra c tic e s , h a n d  to o l a n d  p o w e r 
m a c h in e  o p e ra tio n s , m e a s u re m e n t, la b o ra to ry  p ro c e d u re s , in tro d u c tio n  to  c o d e s  a n d  s ta n 
d a rd s , w e ld in g  ca re e r p o te n tia ls  a nd  ce rtif ica tio n  e lig ib ility ; b a s ic  e le c tr ic ity  a nd  p o w e r so u rces , 
a n d  m e ta ls  c h a ra c te r is t ic s , p re p a ra tio n , a n d  te s tin g  p ro c e d u re s . L a b o ra to ry  d e m o n s tra tio n s  
p a ra lle l c la s s  w o rk . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)

W LD  101 O xy fu e l C u ttin g  
P re re q u is ite /C o re q u is ite : W LD  100
In tro d u c e s  fu n d a m e n ta l p r in c ip le s , s a fe ty  p ra c tic e s , e q u ip m e n t, a n d  te c h n iq u e s  n e c e s s a ry  
fo r  m e ta l h e a tin g  a n d  o x y fu e l c u tt in g . T o p ics  in c lu d e  m e ta l h e a tin g  a n d  c u tt in g  p r in c ip le s , 
sa fe ty  p ro c e d u re s , use  o f o xy fu e l c u tt in g  to rc h  a n d  fla m e  c u tt in g  a p p a ra tu s , m e ta l h e a tin g  
a nd  c u tt in g  te c h n iq u e s , c u tt in g  w ith  m a n u a l a n d  a u to m a tic  c u tt in g  m a ch in e s , a nd  o xy fu e l p ip e  
c u tt in g . P ra c tice  in th e  la b o ra to ry  is p ro v id e d . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasse )
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W L D  102 O x y a c e ty le n e  W e ld in g  C re d it H o u rs  1
P re re q u is ite /C o re q u is ite ; W LD  100
In tro d u c e s  th e  fu n d a m e n ta l the o ry , sa fe ty  p ra c tic e s , e q u ip m e n t, a nd  te c h n iq u e s  n ece ssa ry  to  
p e rfo rm  b a s ic  o x y a c e ty le n e  w e ld in g  o p e ra tio n s . T o p ics  in c lu d e  w e ld in g  the o ry , sa fe ty  p ro c e 
d u re s  a nd  p ra c tic e s , p ro p e r  use  o f g a s  c y lin d e rs , re g u la to rs , to rc h e s , tip s , a n d  o th e r o x y 
a c e ty le n e  w e ld in g  a p p a ra tu s , w e ld in g  w ith o u t f ille r  ro d s , ru n n in g  b e a d s  w ith  f ille r  ro d s , jo in t
d e s ig n  a n d  m a k in g  b u tt lap , a n d  o p e n  b u tt jo in ts , a n d  b ra z in g  a nd  s o ld e r in g . P ra c tice  in the  
la b o ra to ry  if p ro v id e d . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses )

W LD  103 B lu e p rin t R e a d in g  C re d it H o u rs  3
P re re q u is ite /C o re q u is ite : W LD  100
In tro d u c e s  th e  k n o w le d g e  a nd  sk ills  n e c e s s a ry  fo r re a d in g  w e ld in g  and  re la ted  b lu e p rin ts  and  
s k e tc h e s . T o p ics  in c lu d e  b a s ic  lines , s k e tc h e s , b a s ic  v ie w s , jo in t  d e s ig n , a nd  d e ta il a nd  as
s e m b ly  p rin ts . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

W LD  104 S h ie ld e d  M e ta l A rc  W e ld in g  
P re re q u is ite /C o re q u is ite ; W LD  100
In tro d u c e s  th e  fu n d a m e n ta l the o ry , sa fe ty  p ra c tic e s , e q u ip m e n t, a nd  te c h n iq u e s  re q u ire d  fo r 
s h ie ld e d  m e ta l a rc  w e ld in g  (S M A W ) in th e  f la t p o s itio n . Q u a lific a tio n  tes ts , f la t p o s itio n , are  
u se d  in th e  e v a lu a tio n  o f s tu d e n t p ro g re s s  to w a rd  m a k in g  in d u s tr ia l s ta n d a rd  w e ld s . T op ics  
in c lu d e  S M A W  s a fe ty  a nd  h ea lth  p ra c tic e s ; S M A W  th e o ry ; b a s ic  e le c tr ic a l p r in c ip le s ; in tro 
d u c tio n  to  S M A W  m a c h in e s ; e q u ip m e n t s e tu p ; id e n tif ic a tio n  a nd  s e le c tio n s  o f lo w  h y d ro g e n , 
m ild  s tee l, a n d  o th e r c o m m o n  e le c tro d e s ; jo in t d e s ig n ; se le c tio n  a nd  p re p a ra tio n  o f m a te ria ls ; 
a nd  p ro d u c tio n  o f b e a d s  a nd  jo in ts  in th e  fla t p os ition . (Q uarte rly  fo r D ay and  E ven ing  C lasses)

WLD 103 Blueprint Reading I Credit Hours: 3
P re re q u is ite /C o re q u is ite : M AT 101
In tro d u c e s  th e  k n o w le d g e  a nd  sk ills  n e c e s s a ry  fo r re a d in g  w e ld in g  a nd  re la ted  b lu e p rin ts  and  
s k e tc h e s . T o p ics  in c lu d e  b a s ic  lines , s k e tc h e s , b a s ic  v iew s, jo in t  d e s ig n , a nd  d e ta il a nd  a s 
s e m b ly  p rin ts . (Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses)

WLD 105 Shielded Metal Arc W elding II Credit Hours: 6
In tro d u c e s  th e  fu n d a m e n ta l the o ry , sa fe ty  p ra c tic e s , e q u ip m e n t, a nd  te c h n iq u e s  re q u ire d  fo r 
s h ie ld e d  m e ta l a rc  w e ld in g  (S M A W ) in th e  h o r iz o n ta l p o s itio n . Q u a lific a tio n  tes ts , h o rizo n ta l 
p o s itio n , a re  u se d  in th e  e v a lu a tio n  o f s tu d e n t p ro g re s s  to w a rd  m a k in g  in d u s tr ia l s ta n d a rd  
w e ld s . T op ics  in c lu d e  S M A W  sa fe ty  and  hea lth  p ra c tice s  and  p ro ce d u re s ; p ro d u c tio n  o f w e lds ; 
h o r iz o n ta l jo in ts ; a n d  u se s  o f lo w  h y d ro g e n , m ild  s tee l, a nd  o th e r c o m m o n  e le c tro d e s  in h o r i
z o n ta l p o s itio n  w e ld in g . Q u a rte r ly  fo r  D ay a nd  E ve n in g  C lasses .

WLD 106 Shielded Metal Arc Welding III Credit Hours: 6
P re re q u is ite /C o re q u is ite : W LD  100
In tro d u c e s  th e  m a jo r theo ry , sa fe ty  p ra c tic e s , a n d  te c h n iq u e s  re q u ire d  fo r sh ie ld e d  m e ta l a rc  
w e ld in g  (SM AW ) in th e  v e rtic le  p o s itio n . Q u a lific a tio n  tes ts , ve rtica l p o s itio n , a re  used  in the  
eva lua tio n  o f s tu d e n t p ro g re ss  to w a rd  m a k in g  ind us tria l s ta n d a rd  w e lds . Topics in c lu de  SM AW  
sa fe ty  a nd  hea lth  p ra c tic e s , p ro d u c tio n  o f w e ld s  o f u n ifo rm  w id th  a nd  h e igh t; m a n ip u la tio n  o f 
e le c tro d e s  to  p ro d u c e  s p e c ific a tio n  w e ld s ; ve rtica l jo in ts ; a nd  a p p lic a tio n s  o f lo w  h y d ro g e n , 
m ild  s tee l, a nd  o th e r c o m m o n  e le c tro d e s  in ve rtica l p o s itio n  w e ld in g . (Q u a rte rly  fo r D ay and  
E ve n in g  C Lasse)
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WLD 107 Shielded Metal Arc Welding IV Credit Hours: 6
P re re q u is ite : W LD  104
In tro d u c e s  th e  m a jo r th e o ry , s a fe ty  p ra c tic e s , a n d  te c h n iq u e s  re q u ire d  fo r  s h ie ld e d  m e ta l a rc  
w e ld in g  (S M A W ) in th e  o v e rh e a d  p o s itio n . Q u a lif ic a tio n  tes ts , o v e rh e a d  p o s itio n , a re  u sed  in 
th e  e v a lu a tio n  o f s tu d e n t p ro g re s s  to w a rd  m a k in g  in d u s tr ia l s ta n d a rd  w e ld s . T o p ics  in c lu d e  
S M A W  s a fe ty  a n d  h ea lth  p ra c tic e s ; p ro d u c tio n  o f w e ld s  o f u n ifo rm  w id th  a n d  h e ig h t; m a n ip u 
la tio n  o f e le c tro d e s  to  p ro d u c e  s p e c ific a t io n  w e ld s ; o v e rh e a d  jo in ts ; a n d  a p p lic a tio n s  o f lo w  
h y d ro g e n , m ild  s tee l, a n d  o th e r c o m m o n  e le c tro d e s  in o v e rh e a d  p o s itio n  w e ld in g . (Q u a rte rly  
fo r  D ay a n d  E ve n in g  C lasse )

WLD 108 Blueprint Reading II Credit Hours: 3
P re re q u is ite : W L D  103
E m p h a s iz e s  w e ld in g  s y m b o ls  a n d  d e fin it io n s  th ro u g h  w h ic h  th e  e n g in e e r o r d e s ig n e r c o m  
m u n ic a te s  w ith  th e  w e lde r. W e ld in g  s y m b o ls  a re  c o n s id e re d  an  in te g ra l p a rt o f b lu e p r in t 
read ing  fo r the  w e lder. Top ics in c lu d e  w e ld  s y m b o ls  a nd  abb re v ia tion s ; bas ic  jo in ts  fo r w e ld m e n t 
fa b r ic a tio n s ; f ille t w e ld s , g ro o v e  w e ld s ; b a c k  o r b a c k in g  a n d  m e lt- th ru  w e ld s ; p lu g  a n d  s lo t 
w e ld s ; s u rfa c in g  w e ld s ; fla sh  w e ld s  a n d  u p s e t w e ld s ; a n d  f la n g e , s p o t, p ro je c tio n , a n d  se a m  
w e ld s . (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses )

WLD 109 Gas Metal Arc W elding (G M A W /M IG ) Credit Hours: 6
P re re q u is ite : W LD  100
P ro v id e s  k n o w le d g e  o f th e o ry , s a fe ty  p ra c tic e s , e q u ip m e n t, a n d  te c h n iq u e s  re q u ire d  fo r  sue  
c e ss fu l g a s  m e ta l a rc  w e ld in g . Q u a lific a tio n  te s ts , a ll p o s itio n s , a re  u sed  in th e  e v a lu a tin g  o f 
s tu d e n t p ro g re s s  to w a rd  m a k in g  in d u s tr ia l s ta n d a rd  w e ld s . T o p ics  in c lu d e  G M A W  sa fe ty  a nd  
hea lth  p rac tices , G M A W  the o ry ; m a ch in e s  and  se t-up ; w ire  sp ec ifica tio n s ; jo in t d es ign ; sh ie ld ing  
g a se s ; a n d  p ro d u c tio n  o f G M A W  b e a d s , b ea d  p a tte rn s , a nd  jo in ts  in a ll p o s itio n s . (Q u a rte rly  
fo r  D ay a n d  E ve n in g  C lasse )

WLD 110 Gas Tungsten Arc W elding (GTAW-TIG) Credit Hours: 4
P re re q u is ite : W LD  100
P ro v id e s  k n o w le d g e  o f th e o ry , s a fe ty  p ra c tic e s , in e rt gas , e q u ip m e n t, a n d  te c h n iq u e s  re 
q u ire d  fo r  s u c c e s s fu l g a s  tu n g s te n  a rc  w e ld in g . Q u a lif ic a tio n  tes ts , a ll p o s itio n s , a re  u sed  in 
e v a lu a tin g  o f s tu d e n t p ro g re s s  to w a rd  m a k in g  in d u s try  s ta n d a rd  w e ld s . T o p ics  in c lu d e  sa fe ty  
a n d  h ea lth  p ra c tic e s , m e ta ls  w e ld a b le  u s in g  GTAW ; s h ie ld e d  g a se s ; m e ta l c le a n in g  p ro c e 
d u re s ; G TAW  m a c h in e s  a n d  e q u ip m e n t s e tu p ; s e le c tio n  o f f ille r  ro d s ; G TAW  w e ld  p os i 
t io n s ; a n d  p ro d u c tio n  o f G TAW  b ea d s , b e a d  p a tte rn s , a n d  jo in ts  in a ll p o s itio n s . (Q u a rte rly  fo r 
D ay a n d  E ve n in g  C lasses)

WLD 112 Preparation for Industrial Qualification Credit Hours: 4
P re re q u is ite s : W LD  101, W LD  102, W LD  105, W LD  106, W LD  107, W LD  108, W LD  109, 
W LD  110
In tro d u c e s  in d u s tr ia l q u a lif ic a tio n  m e th o d s , p ro c e d u re s  a n d  re q u ire m e n ts . S tu d e n ts  a re  p re 
p a re d  to  m e e t th e  q u a lif ic a tio n  c r ite r ia  o f s e le c te d  n a tio n a l w e ld in g  c o d e s  a nd  s ta n d a rd s . 
T o p ics  in c lu d e  q u a lif ic a tio n  te s t m e th o d s  a n d  p ro c e d u re s , c o d e s  a n d  s ta n d a rd s , f ille t and  
g ro o v e  w e ld  te s t s p e c im e n s , a n d  n a tio n a l in d u s tr ia l s tu d e n t p re p a ra tio n  fo r  q u a lif ic a tio n  a nd  
jo b  entry. (Q u a rte r ly  fo r  D ay a n d  E ve n in g  C lasses)
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O F F IC E  O F  T H E  P R E S ID E N T
P re s id e n t .................................................................................................................................................R ay B ro o ks
A d m in is tra tiv e  A s s is ta n t .................................................................................................................. G a il C o rd e ll

A D M IN IS T R A T IV E  S E R V IC E S
V ice  P re s id e n t, A d m in is tra t iv e  S e rv ic e s ........................................................................................ Je ff K ing
D irec to r, A c c o u n t in g ........................................................................................................ W a n d a  M o o re -M o o n
A c c o u n tin g  T e c h n ic ia n ................................................................................................................  M a n d y  B a n d y
A c c o u n tin g  T e c h n ic ia n ....................................................................................................... J e n n ife r D e n n iso n
P u rc h a s in g  T e c h n ic ia n .............................................................................................................  B e cky  M u llina x
C a s h ie r ..............................................................................................................................................  LaToya P orte r
C o m p u te r  S y s te m s  M a n a g e r .......................................................................................................  Jo h n  B ryson
C o m p u te r  S y s te m s  T e c h n ic ia n .......................................................................................................... Ted G lenn
M a in te n a n c e ......................................................................................................................................  J im  W illia m s
M a in te n a n c e ........................................................................................................................................  D avid  W h ite

C O N T IN U IN G  E D U C A T IO N
E ve n in g  C o o rd in a to r ................................................................................................................ J im  H e n d e rso n
S ecre ta ry , In s tru c tio n a l S e r v ic e s .................................................................................................K ris tie  Q u inn

E C O N O M IC  D E V E L O P M E N T
V ice  P re s id e n t, E c o n o m ic  D e v e lo p m e n t................................................................................. A l H u tch iso n
S ecre ta ry , E c o n o m ic  D e v e lo p m e n t .............................................................................. D o n n a  H e n d e rso n
W o rk  K eys  S p e c ia l is t ......................................................................................................................  Larry  G an e r
W o rk  K eys S p e c ia l is t ............................................................................................................................... Patti H art

IN S T R U C T IO N A L  S E R V IC E S
V ice  P re s id e n t, In s tru c tio n a l S e rv ic e s .....................................................................................  D ary l G ille y
D irec to r, In s t ru c t io n ..................................................................................................................... D arry l H a rrison
D irec to r, P la n n in g  & R e se a rch  .....................................................................................................R o n da  C ox
D irec to r, L ib ra ry  S e rv ice s  ......................................................................................................... M ich a e l M ille r
A s s is ta n t D irec to r, L ib ra ry  S e rv ice s  ....................................................................  S te p h a n ie  S p e a rm a n
L ib ra ry  T e ch n ica l A s s is ta n t ..................................................................................................... K e lley  M itche ll
D irec to r, A d u lt L ite ra c y .............................................................................................................. T. L. H ig h to w e r
Ins truc to r, G E D .......................................................................................................................  C a ro l S h o e m a k e r
A D A  C o o rd in a to r .......................................................................................................................... C a ro lyn  G u inn
S ecre ta ry , A d u lt L ite ra c y .................................................................................................................C o n n ie  Potts
S ecre ta ry , In s tru c tio n a l S e rv ic e s ...................................................................................... M a rilyn  B u ckn e r
S ecre ta ry , H e a lth  O c c u p a t io n s ................................................................................................Z o ra  P e tty jo h n
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S T U D E N T  S E R V IC E S
V ice  P re s id e n t, S tu d e n t S e r v ic e s ................................................................................................ G re g  C ro ss
S ecre ta ry , V ice  P re s id e n t S tu d e n t S e rv ic e s ............................................................... F ran R ich a rd so n
C le rk , S tu d e n t S e rv ic e s ..............................................................................................................  Lynn  R o d g e rs
D irec to r, C o u n s e lin g  a n d  A s s e s s m e n t .................................................................... L a Ju a n a  A le x a n d e r
D irec to r, F in a n c ia l A id ..................................................................................................................... S arah  T w iggs
A ss is ta n t, F in a n c ia l A id ........................................................................................................ M ich e lle  J a c k s o n
C o u n se lo r, F in a n c ia l A id ...................................................................................................................B re n d a  H ill
C le rk , F in a n c ia l A id ............................................................................................................................. C a th y  H ixon
D irec to r, J o b  P la c e m e n t ...............................................................................................................S he ry l B ru ce
R e g is t r a r ........................................................................................................................................................... V aca n t
A s s is ta n t R e g is tra r ......................................................................................................................... V ick ie  G u ffe y
D irec to r, A d m is s io n s  a n d  C a re e r P la n n in g ......................................................................C a ro lyn  S o lm o n
A ss is ta n t, A d m is s io n s  a nd  C a re e r P la n n in g  ..............................................................J e n n ife r W a tk in s
R e c e p t io n is t .........................................................................................................................................S us ie  R usse ll
E ven in g  R e c e p t io n is t ............................................................................................................... V ick i T h o m p s o n
D ire c to r/C o o rd in a to r, N e w  C o n n e c tio n s /C a re e r D e p o t ............................................... B eve rly  M a th is
F a th e rh o o d  S pe c ia lis t, N e w  C o n n e c t io n s ............................................................................V in ce  S ta lling
C a re e r T ra n s itio n s  S pe c ia lis t, N e w  C o n n e c t io n s ...................................................... J a c k ie  M cG ln tis
A s s e s s m e n t A n a lys t, N e w  C o n n e c t io n s ....................................................................... L o u ise  R am ey
C o o rd in a to r, J T P A ...........................................................................................................................  D iane  M a ye s
JTP A  C o u n s e lo r .................................................................................................................S e le n a  M a g n u s s o n
JTP A  E lig ib ility  R e p re s e n ta t iv e ...........................................................................................................J u d y  Veal
JTP A  T ra in in g  A s s is ta n t ............................................................................................................. S h a rro n  Q ue e n
JTP A  E lig ib ility  R e p re s e n ta t iv e ..................................................................................................... N an  P a rke r

N O R T H W E S T E R N  T E C H N IC A L  IN S T IT U T E  B O A R D  O F  D IR E C T O R S
Lynn  Latim er, C o n s u lta n t, M a s te r S o lu t io n s ........................................................................ C h a irp e rso n
L o u ise  S m ith , F lega l In s u ra n c e ............................................................................................................................
B u tch  E leam , G uffin  a n d  E leam  In s u ra n c e  A g e n c y ...................................................................................
B oyd  S tee le , G a te w a y  B an k  a n d  T rus t ............................................................................................................
C la ra  C h e s tn u t M arsh , W a lk e r C o u n ty  B oa rd  o f E d u c a t io n ...................................................................
Larry  Jo yne r, B lu e b ird  o f N o rth  G e o rg ia ..........................................................................................................
V a c a n t ...............................................................................................................................................................................
M ike  B ow ers , Mt. V e rno n  M ills .............................................................................................................................
S arah  M o o re , C le rk  o f C o u rt, D ade  C o u n ty  G o v e rn m e n t .......................................................................

S TA T E  B O A R D  O F  T E C H N IC A L  A N D  A D U L T  E D U C A T IO N
D an ie l B. R a th e r .....................................................................................................  M e m b e r a t Large , C h a ir
G w e n d o ly n  P G o o d m a n , 1 s t C o n g re s s io n a l D is tr ic t ................................................................................
W illia m  S. H a rris , 2 n d  C o n g re s s io n a l D is tr ic t ..............................................................................................
Je a n  H a rtin , 3 rd  C o n g re s s io n a l D is t r ic t ............................................................................................................
G e o rg e  L. B ow en , III, 4 th  C o n g re s s io n a l D is t r ic t ..................................................................V ice  C h a ir
R o b e rt L. S ilve rm a n , 5 th  C o n g re s s io n a l D is t r ic t .........................................................................................
W a rren  "R h u b a rb " Jo n e s , 6 th  C o n g re s s io n a l D is t r ic t ...............................................................................
V acan t, 7 th  C o n g re s s io n a l D is tr ic t ....................................................................................................................
W illia m  T. W iley, 8 th  C o n g re s s io n a l D is t r ic t ..................................................................................................
Ja m e s  C. H a rr in g to n , Jr., 9 th  C o n g re s s io n a l D is t r ic t ................................................................................
E u g e n e  (G ene) H un t, 10th  C o n g re s s io n a l D is t r ic t .....................................................................................
H a ro ld  R. R e yn o ld s , 1 1th C o n g re s s io n a l D is t r ic t ........................................................................................
D on  P o p e ................................................................................................................................... M e m b e r a t La rge
J im m y  T a lle n t ..........................................................................................................................  M e m b e r a t La rge
C h a rle s  A. H a rris  ....................................................................................................................M e m b e r a t La rge
Ben J. T a rb u tto n , J r................................................................................................................ M e m b e r a t Large
Dr. K en n e th  H. B re e d e n  ..........................................................................................................  C o m m is s io n e r
Ms. H e len  W. M a th is ......................................................................................................  E xecu tive  S e c re ta ry
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Faculty
Andrews, Paul, Instructor in Quality Control; B.S. in B u s in e s s  A d m in is tra tio n ,

U n iv e rs ity  o f T e nn e ssee ; M B A , U n iv e rs ity  o f C h a tta n o o g a : M S in T e chn ica l E d u ca tio n , 
M ennph is  S ta te  U n ive rs ity ; Ph.D ., S o u th e rn  Illin o is  U n ive rs ity .

Buckner, Lamar, Instructor in Air Conditioning Technology; D ip lo m a ,
N o rth w e s te rn  T e ch n ica l In s titu te ; A .A .S ., D a lto n  C o lle g e .

Caldwell, Patricia, Instructor in Practical Nursing] B .S .N ., M e d ica l C o lle g e  o f G eo rg ia .

Carruth, Lisa, Instructor in Occupational Therapy Assistant; B.S., M e d ica l C o lle g e  o f G eorg ia .

Carter, Abigail, Instructor in Computer Information Systems', B.S. A u b u rn  U n ive rs ity , M BA, 
B re na u  U n ive rs ity .

Collins, Tammy, In s tru c to r  in  C o s m e to lo g y ,  D ip lo m a , W a lke r T e chn ica l Ins titu te , M aste r 
C o s m e to lo g y  L ice nse , S ta te  o f G e o rg ia .

Cooper, Douglas A., Instructor in Accounting; B.S., U n ive rs ity  o f C h a tta n o o g a ;
M .B .A ., U n ive rs ity  o f T e nn e ssee  a t C h a tta n o o g a ..

Copeland, Tommy, Instructor in Industrial Maintenance; D ip lo m a  
N o rth w e s te rn  T e chn ica l Ins titu te .

Cowan, William K., Instructor in Drafting; D ip lo m a  N o rth w e s te rn  T echn ica l Ins titu te ; B.S., 
C o v e n a n t C o lle g e ; A .A .S ., D a lto n  C o lle g e .

Donovan, Barbara, Instructor in Secretarial Science; B.S., U n ive rs ity  o f M iss iss ip p i; M.A. 
U n ive rs ity  o f M is s is s ip p i.

Essex, Marilyn, Instructor in Occupational Therapy Assistant, A.S . N e w  H a m p sh ire  V oca 
tio n a l/T e c h n ic a l C o lle g e .

Fuller, Louise, Instructor in General Education; B.S., A u b u rn  U n ive rs ity .

Gardner, Joe, Instructor in Management and Supervision; B.B.A ., M .B .A ., U n ive rs ity  o f M iam i.

Garner, Larry, Instructor in Certified Manufacturing and Certified Customer Sen/ice,
B.A., Lee C o lle g e .

Grant, Denise, Instructor in M edical Assisting; R.N ., E rla n g e r S c h o o l o f 
N u rs in g ; B .S .N ., S o u th e rn  C o lle g e ; M .S ., A n d re w s  U n ivers ity .

Guinn, Carolyn, Instructor in Secretarial Science; B.S., C o ve n a n t C o lle g e .

Hendrix, Robert, Instructor in Commercial Truck Driving..

Hodge, Judith M., Instructor in Secretarial Science; B.S., U n ive rs ity  o f T ennessee  at 
C h a tta n o o g a .

Huggins, Jerry, Instructor in Commercial Truck Driving..
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Jirsa, Mary, Instructor in Surgical Technology; B .S .N ., U n ive rs ity  o f N o rth  
A la b a m a .

Lance, Derek, Departm ent Chair Mathematics ; M .M . U n iv e rs ity  o f T e nn e ssee ; M .E d ., U n i
v e rs ity  o f T e nn e ssee  a t C h a tta n o o g a ; B .S. C a rs o n -N e w m a n  C o lle g e .

Langford, Jerry, Instructor in Computer Information Systems; A .S ., El C a m in o  J u n io r  C o l
lege ; B .S ., C a lifo rn ia  S ta te  U n ive rs ity .

Little, Beverly, Instructor in Cosmetology; M a s te r C o s m e to lo g y  L ice nse , S ta te  o f G e o rg ia .

Matthews, David, Instructor in M achine Tool Technology; D ip lo m a ,
N o rth w e s te rn  T e ch n ica l In s titu te ; A .A .S ., D a lto n  C o lle g e .

McNew, Jim, Instructor in Welding] B.S., G e o rg ia  S ta te  U n ive rs ity

Sabine, Ginger, Instructor in Computer Information Systems;
B.S., U n iv e rs ity  o f S o u th  A la b a m a , M .S ., S o u th e rn  P o ly te c h n ic  S ta te  U n ive rs ity .

Seymour, Sandra, Instructor in Secretarial Science; B .E d ., E m o ry  a n d  H e n ry  C o lle g e .

Shoem ake, Avery, Instructor in Com m ercial Truck Driving; D ip lo m a ,
W a lke rT e ch n ica l In s titu te ; A .A .S . D a lto n  C o lle g e .

Shoemaker, Carol, Instructor in Adult Literacy; B.S., C a rso n  N e w m a n  C o lle g e .

Thom as, Dennis, Instructor in Computer Information Systems; D ip lo m a ,
W a lke rT e ch n ica l In s titu te ; A .A .S ., T ru e tt-M c C o n n e ll C o lle g e , MCP, C N A ..

Thurm an, Lamar, Instructor in Electronics Technology; D ip lo m a , W a lk e rT e c h n ic a l Ins titu te , 
A .A .S ., D a lto n  C o lle g e .

Tucker, Barbara, Instructor in English and Speech; B.S ., T e nn e ssee  T e m p le  U n ive rs ity ; M .A. 
O h io  U n ive rs ity ; M .A ., U n iv e rs ity  o f T e nn e ssee  a t C h a tta n o o g a .

Walker, Hugh, Instructor in General Education; B.S. in M a th e m a tic s , M a ryv ille  C o lle g e ; M .A  
in M a th e m a tic s  a n d  E d u c a tio n a l A d m in is tra tio n , G e o rg e  P e a b o d y  C o lle g e  o f V a n b d e rb ilt 
U n ive rs ity ; M .A. in M a th e m a tic s , L o u is ia n a  S ta te  U n ive rs ity

W eldon, Annette, Instructor in Practical Nursing; B .S .N ., G e o rg ia  S ta te  
U n ive rs ity .

W ilson, Sharon, Instructor in Psychology; B.S., T e nn e ssee  T em p le ; M .E d.,
U n ive rs ity  o f T e nn e ssee  a t C h a tta n o o g a .
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ACADEMIC CALENDAR
1999-00  

S U M M E R  Q U A R T E R

R e g is tra tio n  ...................................................................................................................................Ju n e  8, 1999
F irs t D ay o f C la s s .........................................................................................................................J u ly  6, 1999
Last D ay fo r  La te  R e g is tra t io n ............................................................................................... J u ly  2, 1999
Las t D ay to  A d d  a C la s s .........................................................................................................J u ly  12, 1999
Last D ay to  D ro p  a C la ss  ...................................................................................................  J u ly  12, 1999
M id te rm .....................................................................................................................................  A u g u s t 4, 1999
H o lid a y ................................................................................................................................ S e p te m b e r 6, 1999
F ina l E xa m in a tio n  P e rio d  ...........................................................................  S e p te m b e r 16& 17, 1999

F A L L  Q U A R T E R

R e g is tra tio n  ................................................................................................................S e p te m b e r 15, 1999
F irs t D ay o f C la s s ................................................................................................................ O c to b e r 4, 1999
Last D ay fo r  La te  R e g is tra t io n ....................................................................................... O c to b e r 1, 1999
Last D ay to  A d d  a C la s s .................................................................................................O c to b e r 1 1 ,1 9 9 9
Las t D ay to  D ro p  a C la ss  ..............................................................................................O c to b e r 1 1 ,1 9 9 9
M id te rm ................................................................................................................................ N o v e m b e r 3, 1999
H o lid a y ................................................................................................................ N o v e m b e r 25 & 26, 1999
F ina l E xa m in a tio n  P e riod  .........................................................................  D e c e m b e r 16 & 17, 1999

W IN T E R  Q U A R T E R

R e g is tra tio n  ..................................................................................................................D e c e m b e r 15,1999
F irs t D ay o f C la s s ................................................................................................................Ja n u a ry  5, 2000
Last D ay fo r  Late  R e g is tra t io n .......................................................................................Ja n u a ry  4, 2000
Last D ay to  A d d  a C la s s ................................................................................................ Ja n u a ry  11, 2000
Last D ay to  D ro p  a C lass  ..............................................................................................Ja n u a ry  11, 2000
H o lid a y ................................................................................................................................. Ja n u a ry  17, 2000
M id te rm ...............................................................................................................................F eb rua ry  2, 2000
F ina l E xa m in a tio n  P eriod  ...................................................................................... M arch  21 & 22, 2000

S P R IN G  Q U A R T E R

R e g is tra tio n  ........................................................................................................................  M arch  20, 2000
F irst D ay o f C la s s ..................................................................................................................... A pril 3, 2000
Last D ay fo r Late R e g is tra t io n ...................................................................................  M arch  31, 2000
Last D ay to  A d d  a C la s s .....................................................................................................  A pril 10, 2000
Last Day to  D ro p  a C lass ..................................................................................................... M ay 10, 2000
M id te rm ............................................................................................................................................ M ay 3, 2000
H o lid a y ...........................................................................................................................................M ay 29, 2000
F ina l E xam in a tio n  P eriod  ........................................................................................ Ju ne  14 & 15, 2000
G ra d u a tio n .................................................................................................................................. Ju ne  16, 2000
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ACADEMIC CALENDAR
2000-01

g U M M ER  Q UA R T E R

R e g is tra tio n  ............................................................................................................................. J u n e  13, 2 00 0
F irs t D ay o f C la s s ......................................................................................................................J u ly  10, 2 000
Las t D ay fo r  La te  R e g is tra t io n ...........................................................................................J u n e  30, 2 000
L as t D ay to  A d d  a  C la s s .........................................................................................................J u ly  17, 2 00 0
Las t D ay to  D ro p  a  C la ss  ................................................................................................... J u ly  17, 2 00 0
M id te rm .......................................................................................................................................A u g u s t 9, 2 00 0
H o lid a y ................................................................................................................................S e p te m b e r 4, 2 00 0
F ina l E x a m in a tio n  P e rio d  ........................................................................ S e p te m b e r 20  &  21, 2000

F A L L  Q U A R T E R

R e g is tra tio n  ...................................................................................................................S e p te m b e r 19, 2000
F irs t D ay  o f C la s s ................................................................................................................O c to b e r 2, 200 0
Last D ay fo r  Late  R e g is tra t io n ........................................................................... S e p te m b e r 29, 200 0
Last D ay to  A d d  a  C la s s .................................................................................................. O c to b e r 9, 200 0
Last D ay to  D ro p  a  C la ss  ............................................................................................... O c to b e r 9, 200 0
M id te rm ................................................................................................................................N o v e m b e r 1, 200 0
H o lid a y ................................................................................................................  N o v e m b e r 23  &  24, 2000
F ina l E xa m in a tio n  P e rio d  .......................................................................... D e c e m b e r 14 &  15, 200 0

W IN T E R  Q U A R T E R

R e g is tra tio n  ..................................................................................................................D e c e m b e r 13 ,2000
F irs t D ay o f C la s s ............................................................................................................... J a n u a ry  3, 2001
Last D ay fo r  Late  R e g is tra t io n ......................................................................................J a n u a ry  2, 2001
Last D ay to  A d d  a  C la s s ..................................................................................................J a n u a ry  9, 2001
Last D ay to  D ro p  a  C la ss  ............................................................................................... J a n u a ry  9, 2001
H o lid a y ..................................................................................................................................J a n u a ry  15, 2001
M id te rm ............................................................................................................................... F e b ru a ry  7, 2001
F ina l E xa m in a tio n  P eriod  ................................................................................. M a rch  20  &  21 , 2001

S P R IN G  Q U A R T E R

R e g is tra tio n  ..........................................................................................................................  M a rch  19, 2001
F irs t D ay o f C la s s ....................................................................................................................... A p ril 2, 2001
Last D ay fo r  Late  R e g is tra t io n .................................................................................... M a rch  30, 2001
Last D ay to  A d d  a C la s s ......................................................................................................... A p ril 9, 2001
Last D ay to  D ro p  a  C la ss  ....................................................................................................... M ay 9, 2001
M id te rm .............................................................................................................................................M ay 9, 2001
H o lid a y ............................................................................................................................................M ay 28, 2001
F ina l E xa m in a tio n  P e riod  ......................................................................................J u n e  13 & 14, 2001
G ra d u a tio n ................................................................................................................................... Ju n e  15, 2001
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A ca d e m ic  A dv iso rs  ...................................................... 48
A cadem ic  C a lenda r 1 9 9 9 -0 0 ..............................183
A cadem ic  C a lenda r 2000-01 ................................. 184
A ca d e m ic  D ishonesty  P o licy  ....................................52
A ca d e m ic  In fo rm a tio n ....................................... 44 ,48
A ca d e m ic  P o lic ies For F inancia l A id  .....................25
A ca d e m ic  P rog ram s ....................................................55
A cc id e n t In s u ra n c e .................................................. 21
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A c c re d ita tio n .....................................................................8
A dm in is tra tive  S ta ff ....................................................177
A dm iss ions .....................................................................14
A dm iss ions  P o lic y ........................................................ 15
A dm iss ions  P rocedure  ...............................................15
A dm iss ion  R equ irem ents ..........................................15
A dm iss ions  S ta tu s ....................................................... 16
A du lt L ite racy P ro g ra m s ............................................37
A dv iso ry  C o m m itte e s .................................................... 8
A ir C o n d ition ing  T e c h n o lo g y .................................... 87
A ppea l P rocess ............................................................26
A p p lica tio n  F e e ..............................................................21
A sse t P lacem en t Exam ............................................. 16
A ssoc ia te  D egree P rogram s ...................................49
A ssoc ia te  In A pp lied  Techno logy D e g re e .........58
A tte n d a n c e ..................................................................... 48
B ook S to re ........................................................................8
B o o k s ................................................................................21
C am pus S ecurity  Polic ies A nd C r im e ................... 41
C areer E x p lo ra tio n ...................................................... 28
C areer P la n n in g ............................................................31
C ategories  O f A d m is s io n .......................................... 16
C ertifica te  Level T ra in ing P ro g ra m s .....................59
C ertified  M anufac tu ring  S p e c ia lis t........................ 79
C ha llenge  E xam ina tion  Fee ....................................20
C hange  O f M a jo r .........................................................50
C hange  O f N am e O r A dd ress  ................................39
C lass C a n c e lla t io n ......................................................50
C om m erc ia l T ruck D riv ing ....................................... 88
C om pu te r In fo rm ation  S y s te m s .................... 64-72
C onduct .......................................................................... 41
C ontinu ing  E ducation  &

E conom ic  D eve lopm en t ............................. 125
C o u n s e lin g .................................................................... 28
C ourse  D escrip tions ................................................128
C ourse  P re re q u is ite s .................................................50
C ourse  S ubstitu tion  ....................................................51
C red it By E x a m in a tio n .............................................. 50
C um ula tive  G rade Point A v e ra g e .........................45
C urricu lum  .................................................................... 60
C ustom er Service S pec ia lis t ..................................79
D eclaring A M ajor ...................................................... 49

Declined Payment Of Checks ............................... 22
Developm ental Studies ............................................51
D ip lom a Level Training P ro g ra m s ........................ 58
D iplom a P ro g ram s.................................................... 49
Division of Business & Information Technology .. 61
Division of Health & Human Services .................. 108
Division of Industrial Technology..............................86
C osm eto logy..................................................109,110
Drafting Techno logy.......................................... 89-92
Drop/Add P e r io d ........................................................46
Drug And A lcohol .......................................................40
Elective C ou rses ........................................................50
Electives ......................................................................52
Electronics Techno logy.................................... 93-97
Emergency C losing .................................................... 8
Emergency Medical T echn ic ian ........................124
E ntrepreneursh ip ...................................................... 78
Expanded Horizons E q u ity .....................................33
Faculty .....................................................................180
Family Educational R ig h ts ........................................ 9
Federal Pell Grant ....................................................26
Federal Supplemental Educational

Opportunity (FSEOG)......................................27
Federal W ork-S tudy................................................. 27
Financial Aid ............................................................... 21
Policy for Reinstatement Eligibility

of Financial Aid ................................................ 30
Financial Aid Transcript .......................................... 26
Fo llow -U p.................................................................... 28
Foundation S cho la rsh ips ........................................27
Full-Time Student .....................................................48
Gas Metal Arc W e ld in g ......................................... 105
Gas Tungsten Arc W e ld in g ..................................105
General And Academ ic Policies ...........................38
General Education Core Courses .......................49
General Education Developm ent (GED) ......... 37
General In fo rm a tion ................................................... 7
General R egu la tions................................................39
Georgia S tudent Incentive G ra n t......................... 26
Georgia Virtual Technical Institute ............................4
Goal Program .........................................................  13
GPA C o m p u ta tio n .................................................... 45
Grade A p p e a ls .......................................................... 46
Grade Point Average .............................................. 45
Grade Reports .......................................................... 46
Grading S ys te m ........................................................44
G radua tion ................................................................. 47
Graduation F e e ..........................................................21
G uaran tee .................................................................. 40
Health And S a fe ty .....................................................41
Health C a re .................................................................. 8
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H elp  Lab ...................................................................... 51
H isto ry O f N orthw estern  Technical Institu te  ......3
H ono r S oc ie ty  ................................................................47
HO PE P ro g ra m ............................................................. 26
In d e b te d n e s s .................................................................22
Industria l M a in tenance -E lec trica l .......................... 98
In te rna tiona l S tu d e n ts .................................................19
Jo b  P la c e m e n t.............................................................. 28
Jo b  Tra in ing P artnersh ip  Act (JTPA) .................... 27
Late R eg is tra tion  ......................................................... 52
Late R egistra tion F e e ................................................. 21
L icensed P ractical N u rs in g ........................  111-114
L ib ra ry .............................................................................. 53
Location .............................................................................8
M achine Tool T e ch n o lo g y .................................99,100
Main C a m p u s .................................................................... 8
M a jo r ..............................................................................49
M anagem ent & Supervisory Development ... 73-76
M edica l A s s is ta n t.......................................... 115, 116
M edica l C o d in g .......................................................... 1 23
M erit List ...................................................................... 47
Microsoft Authorized Academic Training Program .. 5
Microsoft Authorized Testing Center ......................... 5
Microsoft Authorized Academic Testing C enter....... 5
M iss ion S ta te m e n t......................................................7
N ationa l Vocationa l Technica l H ono r S oc ie ty  .1 3
N urs ing A d m is s io n .................................................  112
O ccupa tiona l C urricu lum  ....................................... 50
O ccupa tion a l The rapy A s s is ta n t...............117-120
O ffice Of The P re s id e n t....................................... 178
Offic ia l D ocum ents  .................................................. 16
Office T e c h n o lo g y .............................................  80-85
O ne S top S hop  “The Career D e p o t” ................. 34
O rgan iza tiona l Leade rsh ip  ................................... 76
O rien ta tion  .................................................................. 28
O ut-O f-S ta te  .............................................................. 19
Part-Time S tu d e n t.....................................................48
Pharm acy A s s is ta n t.............................................. 123
Phi Theta  K a p p a ................................................13, 47
P h lebo tom y T e ch n ic ia n ...........................................1 24
P ostsecondary  O p tions  ......................................... 18
P res iden t’s List ......................................................... 47
President's  List For Part-Time S tu d e n ts ...........47
P roduction  And Inventory M a n a g e m e n t...........77
P rogram s of S tu d y ................................................... 56
P roof O f R e g is tra tio n .............................................. 52
Q uality & Q u a n tity .................................................... 30
Q uality  C o n tro l..............................................  101-104
Q uarterly G rade Point Average ...........................45
R eadm ission Of Form er S tu d e n ts ......................18
Refund P o lic y ....................................................... 21. 26

R egistra tion  Fee ..........................................................21
R egular A dm iss ion  R e q u ire m e n ts ........................ 15
R ehab ilita tion  S e rv ic e s .............................................27
R epeated C o u rs e s ..................................................... 46
R ep lacem ent D ip lo m a ..............................................22
R ep lacem ent O f S tudent ID ...................................22
R esidency R e q u ire m e n t.......................................... 48
S atis facto ry A cadem ic  P rogress .................30, 46
S en io r C itizen W a iv e r ............................................... 22
Sen ior C itizens ............................................................19
Services For Specia l P opu la tions ........................29
Services To S tudents W ith D is a b ilit ie s ............... 28
Sexual H arassm ent Policy ......................................41
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Specia l S tuden t A dm iss ion  R e q u ire m e n ts ......16
State Board Of Technical And Adult Education .. 1 79 
S tate Policy On W eapons

On S choo l P ro p e r ty .............................. 10, 40
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S tuden t Leadersh ip  C ouncil ...................................13
S tuden t Parking ..........................................................13
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S tudent R e sp o n s ib ilit ie s ..........................................39
S tudent Services ....................................................... 28
S urg ica l Technology ..................................  121, 122
Team L e a d e r................................................................77
Tech Prep Program For High School Students .. 57
Testing As A Degree R equirem ent ...................... 59
T im e L im ita tion  For P rogram  C om p le tion  ....... 18
Tobacco-U se P o lic y .................................................. 42
Tools .............................................................................. 22
Transcrip t E v a lu a tio n ................................................52
Transcrip t F e e ............................................................. 22
Transcrip ts ................................................................... 52
Transfer C re d it ............................................................50
Transfer S tudent A dm iss ions ................................ 17
Transient S tuden t A dm iss ion  R equ irem ents . .. 1 7
Tuition ............................................................................ 21
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