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CAMPUS ADDRESSES

MAIN CAMPUS

CENTRAL TEXAS COLLEGE
U.S. Highway 190 West
Bell/Coryelt Counties
Killeen, Texas 76541
1-817-526-1228
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Central Texas College-Fort Richardson Central Texas College-Fort Lee
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Fort Richardson, Alaska 99505 Fort Lee, Virginia 23801
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Box 4. U.S. Naval Station
U.S. NAVY - PACIFIC FPO San Francisco, California 96651

Central Texas College-Pacific
P.O. Box AB2568
San Diego, California 92138

CORRESPONDENCE AND INQUIRIES

Correspondence and inquiries should be addressed to the appropriate office, e¢.g. Admis-
sions, Records, Financial Aid, etc., as listed in the catalogue, at the campus where the stu-
dent currently attends.

Students departing branch campus lecations must notify the branch administrative office of
their departure to insure their records are transferred to the main campus at Killeen, Texas.

Records and transcript services will be provided through the Killeen campus for students not

in attendance at a branch campus.
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GENERAL INFORMATION
CONTINENTAL AND OVERSEAS PROGRAMS

Central Texas College Continental and Overseas Services serves military personnel through-
out the world. The main office is located on the Central Texas College campus at Killeen,
Texas. Programs of study vary with each location, and not ail programs are available at each
location. This Catalogue Supplement provides information concerning the policies, pro-
cedures and programs applicable to off-campus branches and extensions operated um‘ier the
auspices of Continental and Overseas Services. Individuals interested in programs which are
not locally available should consult with the local Education Services Officer or Central Texas
College Field Registrar.

HISTORY

To provide increased opportunities in higher education, the citizens of the Killeen and Cop-
peras Cove Independent School Districts and the Nolanville Common School District created
the Central Texas College School District in July, 1965. A $2,000,000 bond issue to construct
and equip the campus followed in Qctober, 1965. In January, 1966, the Board of Trustees
employed Dr. Luis M. Morton, Jr., as President of Central Texas College and offices were
opened in Killeen that same month. In June of that same year, ground breaking ceremonies
were held. Since that time Central Texas College has expanded its physical plant to the pre-
sent twenty-nine buildings. Current student population at the Killeen Campus is approx-
imarely 5,000 per semester.

The 560-acre campus, located on U.S. Highway 190 between Killeen and Copperas Cove,
Texas, was dedicated “...to the service of the people...” on December 12, 1967, by the 36th
President of the United States, Lyndon Baines Johnson.

WORLDWIDE SERVICES

Having locally supported the United States Army with a wide variety of educational programs
tailored to meet the specific needs of the military, Central Texas College was chosen to serve
our armed forces across the nation and overseas. This commitment to provide expanded
educational opportunities carries the same thrust of dedication which is characteristic of Cen-
tral Texas College.

Central Texas College —Continental and Overseas Services —provides the opportunity for
higher education to military personnel serving our country in the United States and in foreign
lands. Technical-vocational programs are offered by the College at aver 150 locations
throughout Europe and the Far East, as well as at military bases in the United States and to
the United States Navy, in the Pacific.

EDUCATIONAL PHILOSOPHY

Central Texas College is dedicated to the philosophy that in a demecracy, the well-being of
the individual, as well as the whole of the society, depends upon the sound moral and educa-
tional development of its people. Since education is an individual, evolutionary, and never-
ending process, the College curricula are necessarily both flexible and extensive.



In order to ensure the fullest service possible to the civilians of the surrounding area, to the
personnel of the large military installation adjacent to the Killeen campus and to the person-
nel of military installations around the world, the educational programs of the College are
designed to meet the needs of full-time and part-time students. To accommodate diverse
educational needs, Central Texas College provides a variety of educational programs. The
objective of Central Texas College is to become a total learning environment, encompassing
traditional and non-traditional forms of education. The guiding prnciple of the total learn-
ing environment is the College’s commitment to meet the real educational needs of all the
people. The College proposes to make available, in its total environment, the opportunity to
succeed in life, which is the birthright of every American.

EDUCATIONAL OBJECTIVES

1. UNIVERSITY TRANSFER EDUCATION - The College provides the first two years
of college work for those students planning to achieve a baccalaureate or higher
degree.

2. GENERAL EDUCATION - The College provides general education courses which
develop competence, skills, and attitudes essential to effective performance as an in-
dividual, as a citizen, and as a productive member of society. Within this academic
framework are studies in communication and languages, social sciences and
humanities, mathematics, physical and social development, as well as a program of co-
curricular activities.

3. OCCUPATICNAL EDUCATION - The College provides courses which qualify
students in vocational and/or technical fields and equip them for occupational com-

petency.

4, AREA SERVICE - The College provides life-long education for adults, opportunities
for cultural enrichment, special interest courses, lectures, and meetings designed to
satisfy the special needs of business, of the military and of area groups.

5. COUNSELING AND PERSONAL GUIDANCE - The College provides counseling
and guidance services which enable the student to select, with proper perspective, the
educational program that is compatible with individual abilities, aptitudes and ambi-
tions.

6. PLACEMENT - The College provides an employment/placement service to assist
graduating students and alumni in bringing their qualifications to the attention of
possible employers.

THE CATALOGUE SUPPLEMENT

The supplement is an official bulletin of Central Texas College containing policies, regula-
tions, procedures, and fees in effect as the publication went to press. The College reserves the
right to make changes, at any time, to reflect current Board policies, administrative regula-
tions and procedures, amendments to state or federal laws, and fee changes when required.

Students are urged to study the contents of the supplement carefully, for they are responsible
for observing the regulations contained herein.



EQUAL OPPORTUNITY POLICY

Central Texas College admits students without regard to race, color, sex, religion, national
origin, ot handicap. This policy also applies to the employment of personnel, faculty and
staff.

PROGRAM/COURSE AVAILABILITY

Programs of study displayed in this catalogue are offered when sufficient interest indicates a
level of enrollment required for program continuation. Students desiring to enter specific
programs of study are advised to seek confirmation of program availability prior to their first
registration.

The College further reserves the right to adjust course scheduling, including class cancella-
tions, when enroliment or other circumstances require this action.



ADMISSIONS AND REGISTRATION

HOW TO BEGIN
COUNSELING

Students wishing to attend Central Texas College - Continental and Overseas, should visit the
local military Education Center to consult with the Education Services Officer about educa-
tional goals. Education Centers provide diagnostic, aptitude and placement testing to assist
students in selecting programs of study and educational goals. Once the student has iden-

tified and chosen an appropriate degree and program of study, the admission and registra-
tion process may begin.

GENERAL ADMISSION INFORMATION

Requests for application materials or questions concerning admission should be addressed 1o
CTC Field Registration personnel serving your location.

Central Texas College is an open-door comprehensive community college. An open-door ad-
mission policy is maintained to insure that all persons who can profit from post-secondary
education have the opportunity to enroll. New students will be admitted to the College un-
conditionally, providing all admission requirements are met. Admission to the College does
not guarantee admission to specific programs and courses.

ADMISSION REQUIREMENTS - ALL STUDENTS

Students who hold diplomas from accredited secondary (high) schools or GED equivalency
certificates will be admitted to Central Texas College. Students transferring from another ac-
credited college wili be admitted if they are eligible to return to the institution last attended.
Adults, veterans and military personnel who have not completed a high school course, but
who are prepared to undertake post high school studies, may be admitted to certain areas of
study, if in the judgment of College officials, such study will be of value to the individual.
NOTE: An adult, for purposes of admission, is defined as an individual 18 years of age or
older, U.S. Armed Forces personnel on active duty, or Veterans eligible for VA educational
benefits.

OVERSEAS ADMISSIONS - SPECIAL NOTE: Personnel not sponsored in the overseas com-
mand by the U.S. Armed Forces are not normally permitted to attend Central Texas Gollege
- Continental and Overseas classes. Proof of this sponsorship is generally accepted as having
one of the Identity Cards issued by the Armed Forces for active duty personnel, their
dependents and certain civilians. Other applicants may attend classes but must be referred to
the Education Services Officer for necessary military and intergovernmental approval prior to
being permitted to file application for admission.

FORMS REQUIRED

Students must complete an Application for Admission form prior to being considered for ad-
mission.



RECORDS REQUIRED

TRANSCRIPTS AND TEST SCORES

Records of all previous education must be on file with the college prior to unconditional ad-
mission. Students whose records have not been provided by the end of their first term will be
ineligible to receive transcripts.

1. HIGH SCHOOL GRADUATES: Must submit official high school transcript or High
School GED Equivalency scores.

2. COLLEGE TRANSFER STUDENTS: Official transcripts must be provided for all col-
lege study.

3. INDIVIDUAL ADMISSIONS STUDENTS (except transient students): Must provide
official transcripts for all previously attended institutions, high school and/or college,
and/or GED scores.

NOTE: Students are responsible for requesting their official records (signed and sealed) to be
forwarded directly from the issuing institution to the Central Texas College campus serving
the student’s location. Addresses are listed in the front of this catalogue.

TRANSIENT STUDENTS

Students not seeking a degree or certificate from Central Texas College are not required to
provide previous education records, as noted above. Records will be required if student later
elects to seek a diploma or certificate.

READMISSION REQUIREMENTS

Students who have attended other institutions during their absence from Central Texas Col-
lege must provide transcripts from all institutions attended during the absence.

EARLY ADMISSION

Early admission offers the opportunity for high school juniors and seniors to earn college
credits while concurrently enrolled in high school. Early admission is open to any high school
junior or senior, subject to the following conditions:

a) An Early Admission Form with the signatures of high school principal or counselor*
and parent or legal guardian must be submitted.

b) Student must provide an official high school transcript.

c) The student will be expected to adhere to all policies of the College and the high
school, to include attendance,

Students who meet the above criteria will be accepted at Central Texas College on individual
approval.

*NOTE: Central Texas College assumes no responsibility for loss of Interscholastic League
eligibility of high school students enrolled under this program.

5



CAREER PILOT STUDENTS

All career pilot students must pass FAA physical exams appropriate to their level of training
prior to admission to flight training. Written evidence of FAA medical certification must be
presented to the appropriate college official at the time of pre-registration advisement for ad-
mission to this department.

WHEN TO REGISTER FOR CLASS
REGISTRATION PERIODS

Central Texas College - Continental and Overseas conducts an academic year beginning late
in August and ending in July. It is based on terms and varies considerably in different loca-
tions to meet military schedules. Course lengths are six, eight, ten and twelve weeks. Varying
course lengths or the special needs of the community may alter the generally established
registration periods at a given site. The Education Center publicizes registration periods,
term dates, and course offerings. Students should consult their local schedules for time and
dates of registration and classes.

WHO TO SEE FOR CLASSES
FIELD REGISTRAR

Central Texas College - Continental and Overseas normally assigns a Field Registrar to each
Education Center where a program is conducted. Information on registration, term dates,
evaluations, programs offered and related questions should be directed to the local Central
Texas College - Continental and Overseas Field Registrar at the Education Center,

HOW TO SIGN UP FOR CLASSES
REGISTRATION REQUIREMENTS

Official registration with Central Texas College - Continental and Overseas is required before
any student may begin course work. The following items must be completed before the stu-
dent will be officially registered:

1. Application for Admission (first registration)
2. Class Registration Card (each registration)
3. Payment of fees and tuition

NOTE: Step 8 may include providing completed military Tuition Assistance forms or com-
pleted Veterans Administration forms if this method of financial aid is chosen to pay for
course work,

All forms necessary for admission and registration are available from the Central Texas Col-
lege Field Registrar at each site.

LATE REGISTRATION

Students are permitted to register through Friday of the week in which the class begins.
Students who complete registration after classes begin are not excused from meeting atten-
dance or academic requirements and must arrange with the instructor to make up missed
classes. No student will be permitred to register for classes after Friday of the first week in

which the class starts. .



CHANGING REGISTRATION
ADDING/DROPPING CLASSES

Students wishing to register for additional courses or change course enrollments after register-
ing must have the Field Registrar indicate such amendments on the registration card. Such
changes must be completed and initialed by the student before the announced end of the
registration period - Friday of the first week in which the class begins.

WITHDRAWAL - See page 19.

COST OF CLASSES
TUITION AND FEES

Costs of providing classes at Central Texas College - Continental and Overseas campuses are
defrayed by student tuition and fees and vary with the level of support provided by the spon-
soring agency at each branch campus.

Tuition and fee schedules are frequently adjusted based on local conditions during the period

this Catalogue Supplement is in effect. For current tuition and fees consult the C.T.C, Field
Registrar.

Students will be charged tuition at the rate established with the supporting agency which re-
quests classes:

EXAMPLE: Students attending classes at an Air Force installation would pay tuition
rates established with the Air Force.

EXAMPLE: Students attending classes at an Army installation would pay tuition rates
established with the Army.

PAYMENT
METHOD OF PAYMENT

No cash is accepted. Checks or money orders should be made payable to Central Texas Col-
lege. Central Texas College - Continental and Overseas requires payment of tuition and ap-
plicable fees prior to attendance of the first class meeting.

REFUNDS

The refund policy applies to tuition only. All refunds will be computed from the date the Ap-
plication for Withdrawal/Refund is filed at the local Education Center (not from the date of
the last class attended) according to the following schedule:

¢ If not more than one-cighth of the class meetings have elapsed at the time the

withdrawal form is filed, the College will refund 75% of the tuition.
¢ If one-eighth to one-quarter of the class meetings have elapsed at the time the
withdrawal form is filed, 25% of the tuition will be refunded.



¢ Ifmore than one-quarter of the class meetings have elapsed at the time the withdrawal

form is filed, no tuition will be refunded. Refunds will be processed upon receipt at the

Student Services Office of the properly completed Application for Withdrawal/Re-
fund form.

Emergency withdrawal will be considered to be filed as of the date of the emergency.
Students must submit written proof of emergency such as military emergency leave
orders or medical certification of family emergency. Refund under emergency condi-
tions will follow the refund of tuition schedule, above.

HOW TO OBTAIN STUDENT FINANCIAL AID

Informarion and application forms for military tuition assitance and VA benefits are
available at military Education Centers. The two forms of financial aid are not part of the
same program. Students interested in using such aid should be aware of the liabilities incur-
red.

TYPES OF AID

BASIC EDUCATIONAL OPPORTUNITY GRANT: The BEOG is authorized by the
Higher Education Act Amendments of 1972 to assist students in pursuing their firs
undergraduate degree. The intent of the BEOG is to provide a foundation of financial
assistance to supplement the cost of postsecondary education. The amount of the BEOG
award is based on the actual cost of the student's education while attending Central Texas
College. Applications are available at the military Education Center.

GI BILL: Central Texas College is an approved college for those who wish to attend and
receive benefits under the Veterans Readjustment Benefits Act or other Veterans Ad-
ministration assistance.

MILITARY TUITION ASSISTANCE: Many military personnel, whether or not eligible
to participate under the Veterans Readjustment Benefits Act, may wish to attend Central
Texas College under the Tuition Assistance Program, which pays for 75% of Tuition.
(Department of Defense Appropriations Act of 1966, P L. 89-213)

Active duty military students (approved) under this program will have 75% of tuition costs
paid by the government, but will be responsible for paying the remaining 25% as well as all
fees and book costs.

Students who receive aid under Tuition Assistance incur a liability to the government. Each
recipient should make sure that he or she is informed of all conditions of the Tuition
Assistance agreement. Information about such conditions may be obtained at the military
Education Center from the Education Services Officer or Counselor.

ARMY AND AIR FORCE

Both the Army and the Air Force have Tuition Assistance programs. The Army Tuition
Agsistance form is DA 2171, and the Air Force form is AF 1227, Air Force students attending
classes at an Army site and Army students attending classes at an Air Force site should com-
plete their appropriate service form and mail it to the appropriate Army or Air Force Educa-
tion Center. The signature of the student’s unit commander {or authorized representative)
and the approving signature of the Education Services Officer are required on all forms. The
Field Registrar will assist students in this matter, as local procedures may vary.
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NAVY

Each applicant for Navy Tuition Assistance is required to complete a Tuition Assistance ap-
plication - NAVEDTRA 1560/1 {2-74), which is to be forwarded through the student’s Com-
manding Officer (for endorsement in accordance with BUPERS INST-1560. 10c). One copy
of this form, signed by the student and the student’s commander, must be forwarded to the
college at registration. [t is important that all Navy students submit their requests for tuition
assistance promptly, since requests received after the end of the term in question are subject
to disapproval. Students should understand that in the event tuition aid requests are disap-
proved by the Navy, they must personally pay Central Texas College - Continental and Over-
seas for the balance of the tuition.

MARINES

Each Marine Corps applicant for tuition assistance is required to complete a Request for Tui-
tion Aid, which is to be forwarded through the student’s Commanding Officer (for endorse-
ment in accordance with Marine Corps Order 1560. 1A) to the agency having funding
authority for the activity concerned. One copy of this form, signed by the student and the stu-
dent's commander, must be forwarded to the College at registration.

DEPARTMENT OF DEFENSE CIVILIANS

The applicant is responsibie for securing Tuition Assistance from the employer. Forms and
procedures for requesting Tuition Assistance vary with each branch of service. Please consult
the local Education Services Officer and/or Civilian Personnel Office.

One copy of the Approved Tuition assistance form must be provided to the Field Registrar at
the time of registration.

RECORDS ACCESS
STUDENT RECORDS

The following information concerning student records maintained by Central Texas College
is published in compliance with the Family Education Rights and Privacy Act of 1975 (PL
93-380).

Access to records by persons other than the student will be limited to those persons and agen-
cies specified in the statute. Records will be maintained of persons granted such access,

Further information concerning access to student records is available through the Office of
Student Services (see addresses in front of this catalogue).



COLLEGE POLICIES
AND REGULATIONS
HOW MANY CREDIT HOURS SHOULD YOU TAKE

ACADEMIC LOAD:

Students are responsible for determining the academic load they can master during each
term. Typical course loads, based on eight week terms, are as follows:

Half (1/2) time - 3 semester hours
Three quarter {3/4) time - 4 semester hours
Full (1/1) time - 6 semester hours
NOTES:

1. For terms other than cight (8) weeks, consult with the Field Registrar.

2. Final determination of academic load for purposes of VA benefits payments is the
prerogative of the Veterans Administration, not the institution. Questions about VA
payments must be sent by the student directly to the VA office serving the student's
campus.

Working students and students who may have difficulty with college level courses are en-
couraged to consult with Central Texas College personnel and/or the Education Center
counselors for advice on the number of hours that should be taken.

ATTENDANCE POLICY
ABSENCES AND TARDINESS

Students are required to attend classes regularly. No unexcused absenses or “cuts” will be
allowed. Students are responsible for all class work covered during an absence from class,
even in cases when students were able to satisfy the instructor that the absence was
unavoidable. Failure to attend class regularly may result in administrative withdrawal of a
student from a class or from the College. This type of non-attendance withdrawal results in
the student receiving a grade of “F".

Students are required to be in class on time.
The following specific rules apply to absences:

1. Each instructor shall keep a record of class attendance and shall determine when a
student’s absence is excused.

2. An administrative withdrawal may be initiated by the instructor after a student has
accrued a total of ten unexcused absences. The instructor will note administrative
withdrawals as the grade of “F” “Non-Attendance” on the roll and record book.
Absences are computed on class hours of instruction. Example: A class meeting of
50 minutes equals 1 absence.

3. As a matter of policy, administrative excuses from classes are not provided for any
reason. Regardless of the nature of the absence, students are responsible for com-
pleting all course work covered during any absence.

10



ARE YOU OFFICIALLY ENROLLED?
CLASS MEMBERSHIP

The anly way to become an official member of a class at Central Texas College is by following
the established procedures for registering and paying tuition and fees. No person is an official
student unti! all charges have been paid in full. Installment payment of tuition is not permit-
ted. When a student officially withdraws from a course, that person is not entitled to remain
in class on an unofficial basis. Only those students who are officially enrolled have the
privilege of attending classes.

YOUR CLASSIFICATION IS

FRESHMAN - with thirty semester hours or less recorded on your permanent record.

SOPHOMORE - with thirty-one semester hours or more recorded on your permanent record.

RESIDENT CREDIT
ALL CAMPUSES

A student may earn an Associate Degree entirely through study at branch campuses or in
combination with study at the Killeen Campus. At least twelve semester hours must be earn-
ed by formal study at Central Texas College, regardless of campus location. Courses offered
at all Central Texas College campuses meet the same academic standards and carry the same
resident credit.

CREDIT TRANSFERS
TO OTHER COLLEGES AND UNIVERSITIES

Central Texas College is accredited by the Southern Association of Colleges and Schools.
Credits earned at Central Texas College are transferable to other institutions in accordance
with policies of the receiving institution. Students who plan to transfer to other institutions
for degree completion or to pursue a more advanced degree are advised to consult with of-
ficials of the receiving school for degree requirements and transfer policy.

TO AMERICAN TECHNOLOGICAL UNIVERSITY

Through cooperative agreement between Central Texas College and American
Technological University degree programs at the Baccalaureate and Masters level have been
formulated to permit students to continue their education beyond the Associate Degree.

Course work taken at Central Texas College is transferrable to American Technological
University. Courses taken at Central Texas College may be used o fulfill degree requirements
at American Technological University with prior ATU approval, when courses apply to ATU
degree requirements.

Students planning te continue their education beyond the Associate Degree level are en-

couraged to contact Departmental Faculty Advisors at ATU to plan their educational efforts
and insure maximum degree applicability.
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CREDIT TRANSFER LIMITS
MAXIMUM HOURS FOR TRANSFER TO OTHER COLLEGES

As a general rule, senior colleges will accept a maximum of sixty-six (66) semester hours of
transfer credit from junior colleges. A student should not take more than this number of
hours with the objective of transfer of credit unless written permission is secured from the
chosen senior college.

HOW TO CHOOSE COURSES
COURSE NUMBERS

The unit of credit for Central Texas College is the semester hour. Course numbers contain
three digits. The first digit “1” reading from the left, indicates a freshman level course. If the
first digit is a “2” it indicates a sophomore level course. The second digit indicates the
semester hour value of the course. The third digit indicates the recommended sequence in
which the course is to be taken.

WHAT TO DO ABOUT COURSE PREREQUISITES
COURSES OUT OF SEQUENCE

Students who, for scheduling reasons. find it desirable to take an advanced course prior to
completing the prerequisite must secure approval from the course instructor prior to register-
ing for the course. The final responsibility for taking advanced courses without completing
the required prerequisites rests with the students.

HOW YOU RECEIVE GRADES
GRADE REPORTING
Grades are assigned by faculty members based on attendance, class and laboratory perfor-

mance, test scores and other departmental academic requirements. Students are encouraged
to become familiar with each instructor’s requirements for grades.

Grades are reported by two methods:
®  Grade Reports are provided by faculty members at the end of each term. This method
of reporting grades permits students to judge their performance at the end of each
term.
® Tranpscripts are provided by the Records Office and are the official report of completed

courses, grades, and credit awarded by the College. For information on ordering
transcripts, see page 19.
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GRADES AND POINT AVERAGE

The grading system at Central Texas College is as follows:

Numerical Value Grades Quality Points

90-100 A-Superior 4
80-89 B-Above Average 3

70-79 C-Average 2

60-69 * D-Passing, but 1

Unsatisfactory
** F-Failure 0
*** I-Incomplete 0

***x¢ W-Withdrawal
*»*¢* N.-No Credit

*Students who receive a "D” grade are advised not to enroll in the next course for which this
course was a prerequisite.

**The grade of “F” may be given for either academic failure or non-attendance.

INCOMPLETE GRADES

***An incompiete grade may be given in those cases where, because of personal illness, death
in the immediate family, or military orders, the student is unable to complete all the re-
quirements for a course. Notice of absence with supporting documentation may be required
by the instructor. Students are requested to notify instructors in advance of absence whenever
possible. The instructor makes the final decision concerning the granting of the Incomplete
grade,

In awarding the grade of “I” the instructor may set a deadline for completing the remaining
course requirements; in no case will the deadline exceed 90 days after the scheduled end of
the class. It is the responsibility of the student to arrange with the instructor for the assign-
ment of work necessary to complete the course and change the “I” grade within the time
specified. An “I" grade cannot be removed by the grade of “W”, If a student elects to repeat
the course, the individual must register, pay full fees and repeat the entire course.

NOTE: In calculating the grade-point average for graduation or other purposes, the "T”
grade is calculated as an “F". Students must complete course requirements to remove the 17
within the period specified above.

OTHER GRADES

***31f a student officially withdraws, a grade of “W” will be given provided the student’s
work is passing at the time of the official withdrawal.

**¥3%The grade of “N" is reserved for use with designated non-traditional, modular, courses
and will be awarded to students who have made satisfactory progress, but lack the completion
of certain moduiles required for course completion. The grade of “N" indicates that the stu-
dent must enroll the following semester and complete those modules for a final grade in the
course. Re-enrollment requires the payment of usual tuition and fees for the course.

13



GRADE POINT AVERAGING

A student’s grade point average is calculated by dividing the total quality points by the total
accurnulated semester hours, Grades of “W" and “N" are not included in these calculations.

GRADES AND FINANCIAL AID

The student attending college with military tuiticn assistance, tuition aid, or VA benefits
should be familiar with the requirements and possible obligations incutred particularly upon
receiving a grade of “F”, “1”, “W"” or “N".

CHANGE OF GRADES

Students who feel that there has been a computational error in grading must immediately
contact the instructor for the course in question. If the instructor finds that an error has been
made, the instructor must submit the grade change notice to the Records Office. Students
must bring this matter to the actention of the instructor involved no later than 180 days from
the end of the course in order that a grade change may be considered. Administrative person-
nel of Central Texas College are not authorized to change an instructor’s grade,

GRADES FOR REPEATED COURSES
REPEATING A COURSE

The total hours earmed toward a degree are not increased if a student repeats a course in
which a passing grade has already been earned. The latter grade will be used in computing
the final grade point average for graduation.

GRADE REQUIREMENTS
MINIMUM FOR SATISFACTORY PROGRESS

GRADUATION - requires an overall grade point average of 2.0.

SATISFACTORY PROGRESS - Scudents at Central Texas College must achieve a 2.0
cumulative grade point average to maintain satisfactory progress toward graduation.

IF YOU DON'T MAKE THE GRADE

PROBATION will be imposed after the first seven semester hours earned, when the student
fails to maintain a 2.0 curnulative grade point average. Probation will be imposed during the
next term in which the student registers. Students who do not maintain a “C” or 2.0 grade
point average during the probation period will be suspended and cannot register for classes
until completing requirements for return to class, listed below.

Students who fail to maintain a 2.0 grade point average during their initial seven sernester
hours of ceurses will be required to participate in an academic counseling session prior to re-
enrollment.

SUSPENSION will be imposed for students who have attempted eight or more semester hours
if the student fzils to achieve a 1.0 grade point average during the term. Suspended students
may register for classes upon completion of requirements for return to class, listed below.

NOTE: Students who use VA benefits and who are suspended will be reported to the
Veterans Administration. Current VA regulations require suspended students to receive
counseling from the VA prior to reinstatement of VA benefits.
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‘ HOW YOU MAY RETURN
RETURN TO CLASS AFTER SUSPENSION

Students attending Central Texas College - Continental and Overseas who have _been
suspended will be permitted to re-enter the college on an individual basis. Students wishing to
Te-enter must:

1. Receive counseling and be recommended, in writing, by the Education Services Of-
ficer, for return to classes,

2. Complete a re-entry petition and send it with the Education Services Officer’s recom-
mendation to the Director of Student Services.

RE-ENTRY PETITIONS WILL BE PROVIDED TQ EACH STUDENT AT THE TIME
OF SUSPENSION NOTIFICATION.

Students who have been suspended will be readmitted under PROBATION and must meet
academic standards required while on probation.

ARE CLASSROOM VISITS ALLOWED
VISITORS IN CLASS

Permission to visit a class may be granted by the local college administrator, Such permission
carries with it permission to listen and observe, but not to enter into class discussion or
laboratory work. Permission to visit is not to be considered auditing on a full-time basis. nor
will permission be granted to allow small children in class. Parents must make arrangements
for care of their children during class meetings. College policy does not permit a student to
audit courses.

REGULATIONS GOVERNING
STUDENT ACTIVITIES

STUDENT RESPONSIBILITIES
ADDRESS CHANGE
Students attending Central Texas College must keep current permanent and local mailing

addresses on file with the college. Address changes must be reported promptly to the Records
Office. Students are responsible for all communication mailed to the last address on file.

ALCOHOL, ILLEGAL SUBSTANCES

Students are not to use intoxicating beverages, narcotics or non-prescription drugs on cam-
pus or while attending any school-sponsored activity. Any student on campus or at a school-
sponsored function who is under the influence or in possession of any of these items will be
subject to disciplinary dismissal from the College.

Anyone found in possession of, using, or distributing illegal drugs or aiding those involved in
such activities will be immediately subject to expulsion from the College.
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CLASS BEHAVIOR

Generally, students attending Central Texas College - Continental and Overseas are in class
for intense personal and professional reasons. To facilitate instruction and learning, students
are expected to maintain a mature, earnest and interested attitude in the classroom. The
College will not tolerate student behavior which disrupts the class or which attempts to
discredit the instructor, the course material or other students. Students who seek to disrupt
classes, or discredit the course or other students, will be asked to cease such disruptions. If the
student fails to do so, she/he will be dropped from the class with a grade of “F".

FALSIFICATION OF RECORDS

Students who knowingly falsify official College records, or who knowingly submit any falsified
records to the College, are subject to disciplinary action which may include suspension
and/or expulsion from the College.

HARASSMENT

Harassment, whether verbal or by action, by any student enrolled at Central Texas College of
any member of the student body, faculty, administration, or any other college employee, will
be considered a serious breach of discipline and shall be treated accordingly.

Any action, whether in the classroom or laboratory, at the administrative offices or at a
school approved activity, subjecting a person to humiliation, indignity, discomfort, or that
interferes with any process in which the College is engaged may be considered harassment.

SCHOLASTIC HONESTY

All students are required and expected to maintain the highest standards of scholastic hones-
ty in the preparation of all course work and during examinations. The following will be con-
sidered examples of scholastic dishonesty and should be avoided:

1. Plagiarism - The taking of passages from writings of others without giving proper
credit to the sources.

2. Collusion - (a) using another's work as one’s own, or (b) working together with
another person in the preparation of work, unless such joint preparation is
specifically approved in advance by the instructor.

3. Cheating - giving or receiving information on examinations, as well as using such
information during exarninations.

Students guilty of scholastic dishonesty will be administratively dropped from the course with
a grade of “F” and are subject to disciplinary action.

TEXTBOOKS

Students are expected to buy the textbook(s) designated for each course. Textbooks may be
purchased from the Field Registrar during the registration period. This period is normally
two weeks prior to the class starting date and during the first week of classes. After the
registration period, students may obtain textbooks by sending a check or money order in the
amount of the textbook plus ten percent for handling and shipping to: Central Texas College
- Continental and Overseas, Attn: Book Department. Addresses for the Book Department
serving your area are available from the Field Registrar.
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STUDENT DISCIPLINE
PHILOSOPHY

Students are admitted to Central Texas College for the purpose of educational, social, and
personal enhancement. As students, they have rights, privileges, duties, and responsibilities,
as prescribed by State and Federal Constitutions and statutes and policies of the Governing
Board of the institution.

In all orderly, democratic societies, citizens enjoy certain freedoms and privileges prescribed
and protected by society for the benefit of all. Likewise, students at Central Texas College en-
joy certain freedoms and privileges prescribed and protected for the maintenance of an
orderly environment conducive to the fulfillment of the objectives of the institution, Organiz-
ed societies operate by laws, regulations, ethical and moral codes of conduct, and mutual
respect for the role, authority, and responsibility of each segment within the society. The Col-
lege campus exists for the purpose of providing a place where students may acquire the
knowledge, understanding, judgment, and maturity necessary to function as well-adjusted
members of society. A college which fails to provide this atmosphere for the learning ex-
perience which will enable its students to achieve these qualities has failed both the society
which provides for its existence and the students who have sought its services.

Central Texas College is dedicated and committed to fuifilling its mission in society. All
students who enroll are expected to understand, respect and support the role and purposes of
the College. To teach students to become mature, capable, and productive members of socie-
ty, the College has planned and organized every aspect of its operation to provide for an at-
mosphere conducive to the learning experience. This is true of student organizations, student
social functions, extracurricular activities, and even the disciplinary procedures.

It is the desire and wish of the College Board members, administrators, and faculty that the
necessity for disciplinary procedures could be eliminated. Unfortunately, as in all societies,
there are some who refuse to accept and understand the necessity for orderly and organized
procedures and for regulations designed to protect the interests and welfare of the institution
itself, as well as the majority of its members.

For those few students who fail to understand and accept their role in an educational institu-
tion, the College has prescribed procedures for counseling and disciplinary action which are
designed to help the students in every way possible. In essence, the disciplinary procedures
are a part of the learning process for students, and students will be suspended or expelled
from the college only if they fail to respond positively to disciplinary procedures.

DISCIPLINARY PROCEDURES - CONTINENTAL AND OVERSEAS

1. The Director of Student Services or designated College official will notify the student of
the date and time for the proposed disciplinary hearing and furnish a complete state-
ment of those charges to be considered.

2. If witnesses are to appear on behalf of the student, a list of names must be provided by
the student to the Director of Student Services or designated College official at least 48
hours prior to the hearing.
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10.

An Administrative Disciplinary Committee will hear the case. The committee will be
formed under the authority of the Dean, Continental and Overseas Services and will
consist of the senior administrator of the branch campus, the Director of Student Ser-
vices and the Chairman of the Department in which the student is studying. In the
event these members are not available, or in locations where these positions are not
authorized, the committee membership will be established by the senior administrator
and the Dean, Continental and Overseas Services.

The Director of Student Services or designated College official will be required to pre-
sent charges and information supporting the charges at the disciplinary hearing.

The student will be required to present her/his own information and witnesses and
may review the information presented by the Director of Student Services or designated
College official.

All hearings will be conducted on the College campus in “closed session” and shall be
attended only by those persons authorized to be present. Members of any press or
public communications media, and legal counsel, for the College and for the student,
will be exciuded from such a hearing. Information obtained in such hearings is con-
sidered to be privileged communication.

A transcript of the hearing will be obtained through use of a stenographer or tape
recording.

The student will be permitted to examine the transcript of the hearing. The Director
of Student Services or designated College official, and the student, will signify the ac-
curacy of the transcript, when both are satisfied, by their respective signatures.

The Administrative Disciplinary Committee, at its discretion, may request that the
Faculty-Student Advisory Committee be convened for the purpose of hearing the infor-
mation in the case and recommending the disciplinary action to be taken. The
Faculty-Student Advisory Committee is an ad hoc committee appointed by the
Chancellor of the College. The Administrative Disciplinary Committee will make the
final determination of the action to be taken and so notify the student in writing.

The student may appeal the decision by submitting a request to the Director of Stu-
dent Services or designated College official indicating the reasons for the appeal. The
request will then be submitted to the Dean, Continental and Overseas Services and the
Deputy Chancellor for Educational Programs, who will act as the Appellate Commit-
tee. The Appellate Committee will decide whether to reconsider the charges and/or
action taken and will notify the student, via the Director of Student Services or
designated College official, of its decision.

DISCIPLINARY ACTION

Disciplinary action may be a written reprimand, disciplinary probation, suspension, or ex-
pulsion from the College.

Students on disciplinary probation may receive no honors from Central Texas College. The
probation status is permanent unless the student has earned the privilege of being released
from disciplinary probation.
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HOW TO OBTAIN CTC TRANSCRIPTS
TRANSCRIPT ORDERING

A student's records are considered as confidential in nature. Convenient forms for ordering of
transeripts are available from the Field Registration personnel at local Education Centers
served by the College.

The first transcript is issued free of charge. Graduates are provided an information transcript
free of charge upon graduation. The fee of $2.00 for all other transcripts must accompany
the written request signed by the student.

Requests for transcripts should be addressed to the Branch Student Services Office serving
students’ location. Addresses are listed in front of this catalogue. Transcript requests should
include full name, social security number, date of birth, last month, year, and location of at-
tendance, as well as the complete address to which the transcript is to be sent.

NOTE: Records of students attending branch campuses are maintained at branch campus
offices until the branch campus Director of Student Services is informed by the student in
writing that the student has moved. Academic records are then transferred to the Killeen,
Texas offices.

NOTE: Transcripts may be provided only upon the written request of the student.
WITHDRAWAL POLICY

Any student who desires to, or must, withdraw from a course after the first scheduied class
meeting must file an Application for Withdrawal/Refund. The withdrawal form must be
signed by the student, the instructor and the Education Service Officer to be considered of-
ficial. Applications for Withdrawal/Refund will not be accepted after the close of business on
the last working day before the last week of class.

Students using Financial Aid, Military Tuition Assistance, VA benefits or other than per-
sonal funds may be required to repay tuition and fees to the funding agency. For specific
repayment requirements, students are referred to the Student Services office. Military Tui-
tion Assistance students are referred to the military Education Center. Students who are ad-
ministratively withdrawn from classes without officially withdrawing will receive an “F” grade
and are ineligible for refunds.

Emergency withdrawal will be considered, when documentary evidence is presented. See sec-
tion of Refund, Page 7.
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CERTIFICATE & DEGREE
REQUIREMENTS

WHAT DEGREES ARE OFFERED

Central Texas College confers the Associate in Arts, the Associate in Science, the Associate in
Applied Science, or the Associate in General Studies degree upon students who have com-
pleted all the general and specific requirements for graduation, Degrees are conferred three
times each year, ac the end of fall, spring, and summer respectively. It is the student’s respon-
sibility to make application for the degree. Each degree candidate must earn a minimum of
12 semester hours residence credit in Central Texas College classrooms.

A person may normally be awarded one degree from Central Texas College. Students wishing
to be awarded a second degree must satisfy all requirements for the second degree including
at least 12 additional semester hours of traditional courses in residence at Central Texas Col-
lege. This requirement is in addition to those requirements already completed for the award

of the first degree. The Associate in General Studies Degree may not be awarded more than
once to any student.

WHAT REQUIREMENTS MUST BE MET FOR
ASSOCIATE IN ARTS DEGREE

Complete a minimum of sixty-one semester hours which must include:
1. Twelve semester hours of English.
2. Six semester hours of American History.
3. Six semester hours of American Government.

4. Fourteen semester hours of foreign language or eight semester hours of foreign
language and eight semester hours of science,

5. Four semester hours of physical education.
6. Psychology 111.
7. A minimum of eighteen semester hours of sophomore level courses.

8. A minimam of twelve semester hours of credit earned anywhere within the Central
Texas College system.

9. A minimum overall grade-point average of 2.0 (“C"” average).
10. Meeting all other college requirements.

Transferability — See Note Below.
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ASSOCIATE IN SCIENCE DEGREE

Complete a minimum of sixty-six semester hours which must include:

1.

2.

10.

11.

Twelve semester hours of English.

Six semester hours of American History.

. Six semester hours of American Government.

. Four courses of science.

Six semester hours of math.
Four semester hours of physical education.

Psychology 111.

. A minimum of fifteen semester hours of sophomore level courses.

. A minimum of twelve semester hours credit earned anywhere within the Central Texas

College system.
A minimum overall grade-point average of 2.0 (“C” average).

Meeting all other college requirements.

NOTE: Transferability

Students are urged to consult the catalogue of the institution to which he or she may transfer
for the detailed information concerning transfer. This catalogue should be used by the stu-
dent as the basis for course planning. Courses taken in Developmental Studies may not be
used to satisfy degree requirements.

ASSOCIATE IN GENERAL STUDIES DEGREE

Complete a minimum of sixty-one semester hours which must include:

1.

Three semester hours of written communications and three semester hours of written
or oral communications.

. Three semester hours of mathematics or science.

. Three semester hours of U.S. History or U.3. Government.

. Psychology 111.

. A minimum of 12 semester hours of sophomore level courses.

. A minimum of 12 semester hours of credit eamed anywhere within the Central Texas

College system.

. A minimum overall grade-point average of 2.0 (“C" average).

. Meeting all other college requirements.
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ASSOCIATE IN APPLIED SCIENCE DEGREE

The Associate in Applied Science Degree will be awarded to students who meet curricular re-
quirements in specific vocational and clinical programs. The number of semester hour re-
quirements vary according to the curriculum involved. A minimum overall grade-point
average of 2.0 (“C”) is required. A minimum of twelve semester hours must be completed in
traditional study at Central Texas College.

DEVELOPMENTAL STUDIES

The Developmental Studies courses offered by the College are designed to provide means for
students to remove specific deficiencies or provide refresher course work prior to attempting
academic or occupational/technical programs.

Students on academic suspension may be required to complete Developmental Studies
courses to satisfy readmission/probation requirements, DEVELOPMENTAL STUDIES
COURSES MAY NOT BE USED TO SATISFY DEGREE REQUIREMENTS. HOWEVER,
DEVELOPMENTAL STUDIES COURSES ARE COMPUTED IN SEMESTER HOUR
CREDIT, AND THE GRADE POINT AVERAGE EARNED WILL BE USED TO
MEASURE SATISFACTORY PROGRESS.

HOW TO EARN A CERTIFICATE

CERTIFICATES CONFERRED

Since the duties of military personnel normally prohibit them from full-time student status
the College provides indicators of progress toward the Associate Degree in the form of cer-
tificates. The College presents the Certificate of Award at two levels, 15 hours and 30 hours,
to indicate skills obtained by the student through course work as outlined in the program
chosen by the student.

The student is eligible to receive the 15 hour Certificate of Award upon completion of 15
semnester hours of credit in one program area. Nine of these hours must be taken with Central
Texas College by traditional {classroom) methods (including video study). An additional 15

semester hours of credit in the same program area of study will qualify the student for the 30
hour Certificate of Award.

WHEN ARE CERTIFICATES & DEGREES AWARDED

CERTIFICATE/DEGREE AWARD

Central Texas College awards Certificates and Degrees in January, May, and August of each
year,
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HOW TO APPLY FOR CERTIFICATE/DEGREE

Request for Certificate/Degree with appropriate fees must reach the Director of Student Ser-
vices Office:

For Certificate or Degree in January, by October 1st
For Certificate or Degree in May, by February Ist
For Certificate or Degree in August, by June 10th

NOTE: All course requirements must be complete prior to Certificate/Degree award. Re-
quests for certificate/degree received from students whe have not completed course re-
quirements and who are not enrolled in the remaining courses by the date specified above will
not be processed.

WHEN IS COMMENCEMENT HELD

GRADUATION

Central Texas College holds one consolidated graduation exercise annually for each branch
campus. Degrees and certificates will be awarded three times a year for students who, by vir-
tue of military duties or other valid reasons, are unable to attend the annual graduation exer-
cise.

HONORS

GRADUATION WITH HONORS

Candidates for degrees from Central Texas College may graduate with HIGHEST HONORS
or HONORS based upon the following criteria:

1. To graduate with HONORS a candidate must have a 3.5 grade point average on a 4.0
scale with no grades below “B” on all course work taken. In computing the candidate’s
grade point average for HONORS, the grades in all courses taken at Central Texas
College, as well as courses transferred from other accredited institutions of higher lear-
ning are included.

2. In any graduating class the students with the highest grade point average and who
meet all requirements above will be designated as graduating with HIGHEST
HONORS.

3. Public recognition for graduation with honors or highest honors is conferred only when
the student participates in the formal commencement ceremonies.

4. To qualify for honors consideration, students must have earned a minimum of 30
semester hours with Central Texas College.
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EVALUATION OF PREVIOUS EDUCATION
TRANSFER STUDENTS

Transfer of credit from accredited colleges and universities may be accepted when the grade
earned was “C” or better and the course work applies to the student’s curriculum. Passing
grades lower than “C” may be considered for transfer in accordance with current evaluation
procedures and curriculum requirements,

NON-TRADITIONAL EDUCATION

Central Texas College recognizes that each student’s educational needs, goals, and ex-
periences are unique and that individuals are proficient in many areas of college work that
are not formally documented on transcripts. It is the policy of the College to recognize non-
traditional learning experiences and to award course credit in all cases where such credit is
appropriate. In keeping with this policy, CTC has established the Individualized Career
Evaluation Process {ICEP).

The purpose of ICEP is to systematically correlate business, industry, government, and
military education received by non-traditional methods with institutional curricular re-

quirements.

All students, including military and former military personnel, are eligible for credit con-
sideration based upon documentation of their previous learning experiences.

The non-traditional methods usually considered applicable toward a degree at Central Texas
College are:

1. USAFI and/or DANTES Courses and Subject Standardized Tests,

2. College Level Examination Program (CLEP) - both the General Examination and Sub-
ject Examination.

3. Institutional Course Challenge Examinations.

4. Credit for military schools attended as recommended by the American Council on
Education and recognized by Central Texas College - ICEP,

5. Credit for Physical Education and Psychology 111 for military service.

6. MOS Training and Experience as recommended by the American Council on Educa-
tion and recognized by Central Texas College - ICEP.

7. American College Testing Program - (ACT).
8. College Board Admission Testing Program.

9. Correspondence/Extension Courses offered by accredited institutions which are
members of the National University Extension Association.

10. Other - To include certain types of civilian training and specialized testing.
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EVALUATION PROCEDURES

Curriculum plans outlining transfer and/or non-traditional credit, as well as remaining re-
quirements are available from College or Education Center advisors upon student request.

Final degree plans are provided upon receipt of all official transcripts and documents.
Evaluated credit must be validated through successful completion (“C” grade or higher) of six
semester hours of traditional credit, earned through Central Texas College.

Application for a final degree plan may be made by submitting an Evaluation Request form
to Evaluations, Central Texas College, at the administrative office serving your area. Ad-
dresses are listed in the front of this catalogue.

Evaluated credit awarded by Central Texas College applies to its programs of study
and may transfer to other institutions according to the policies of the receiving in-
stitution, Students planning to transfer to other institutions should consult with
those institutions regarding their policies on acceptance of evaluated credit.

SERVICEMEN'’S OPPORTUNITY COLLEGE. Because of its efforts to serve the educa-
tional needs of servicemen, Central Texas College has been designated a Servicemen’s Oppor-
tunity College by the American Association of Community and Junior Colleges.

SOC DEGREE COMPLETION AGREEMENT

Students can continue their Central Texas College degree programs regardless of location.
Through the “credit bank” provisions of the Servicemen's Opportunity College, a student
may study at any other accredited college and apply the work toward Central Texas College
degree requirements, so long as 12 semester hours have been completed with Central Texas
College, and the courses taken at other institutions satisfy the requirements of the Central
Texas College degree program. The course work must be approved in advance by the Central
Texas College SOC Advisor. Requests for SOC agreements should be addressed to the SOC
Advisor, at the administrative office serving the student’s location. Addresses are listed in the
front of this catalogue.
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Central Texas College - Gontinental & Overseas Services

Not all programs of study are available at all lecations. Programs approved at the various
locations are shown on the diagram below. Students interested in programs other than at
locatians shown should consult Education Services Officers and/or CTC Representatives.

Associate in Applied Locations

Science Degree Programs f & & K < = A
F/§/8)/F[§5s /&
T /G E S RIS F e

[ A

f_\ﬁminislrative Secretarial L L] ® L 4

Air Conditioning & Refrigeration e 3 [ 3 [ ]

Automotive Body Repair ] [ ] o ®

Automolive Service & Repair ® 3 ® ® [ ®

Aviation Maintenance Technology [ ]

Career Pilot L] L] ® ® . ®

Computer Science L L] L ]

Computer Maintenance ®

Consumer Electronics Servicing [ ] [ ] ® ]

Diesel Mechanics ® ] Y ]

Drafting & Design | ] L ] ® ® [ ]

Electronics Technology L ] L L ] L ]

Environmental Control L) L ] ')

Fire Protection Technology o ® ® o

Food Service Management [ ] | ] L] L) - ® [ ]

Hotel/Motel Management L L4 ® ) )

Information Systems Specialist L L [} L

Law Enforcement Technology ® L ® ® ® L ]

Maintenance Technology L] ] ® [ ®

Applied Management [ ] L L J [ ] LJ [ ) L)

Applied Management w/Technical Options* [ ] ® | ]

Office Management [ ] [ ] Y [ ]

Petroleum Technology L] ®

Photography ® [ ] L] [ ] ®

Real Estate ® ® * *

Small Gas Engine Repair [ ] ] ] L] [ )

Telecommunications L] L}

Welding Technology L L] L] ® [}

*Applied Management/Technical Options: Avptometive Tune-Up, FElectranics Servicing, Food Service
Operations, Home Entertainment Servicing, Residential Air Conditioning Servicing, Small Engine Servicing.
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PROGRAMS OF STUDY

PROGRAM OFFERING

Program requirements to earn a degree are listed alphabetically. Course descriptions for all
courses offered are listed in numerical order, alphabetically by program.

COURSE AVAILABILITY

Courses are offered to students at Military Education Centers which have sufficient student
interest. However, not all courses are available, every term, due to the specialized nature of
the course content, equipment requirement and/or faculty availability.

Student need and interest are major factors in scheduling course sequences. Students should
express their requirements to the local Education Services Officer. This will assist in schedul-
" ing courses which will aid the majority of students pursuing a program of study. The Central
Texas College Field Registrar can furnish convenient planning brochures for most programs,

PREREQUISITE COURSES

Students should be familiar with the course descriptions. If the course description indicates a
prerequisite, the prerequisite should be met prior to registering for the advanced course.

Example: ET 132 - Technical Math II requires that ET 131 - Technical Math I be successful-
ly completed prior to registering for ET 132,

Students who cannot schedule prerequisites must obtain prior approval to enroll in these
courses from the instructor.

SEMESTER CREDIT HOURS

One semester hour of credit represents 1 hour of lecture class time or usually £ hours of
laboratory class time per week for 16 weeks. Lecture and lab proportions may vary depending
on the nature of the course. The relationship of lecture and lab is included, in parentheses,
with each course description. For example, (3-0) for a 3 semester hour course means there are
3 lecture hours per week for one 16-week semester and no lab hours required. (2-4) means
there are 2 lecture hours and 4 lab hours per week for the same 16-week semester. This weekly
requirement will be adjusted as necessary to compensate for courses with lengths other than
16 weeks.

TECHNICAL ELECTIVES:

Technical electives are courses designed to strengthen the major area of the student’s pro-
gram.

APPROVED ELECTIVES:
Approved electives are courses which, although not specifically related to the major, are

designed to broaden the student’s exposure to various disciplines considered supportive of the
program’s objectives.
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ADMINISTRATIVE SECRETARIAL

A Two-Year Associate in Applied Science Degree

FIRST YEAR

First Semester Credit  Scecond Semester Credit
Subject Hours  Subjea Hours
QA 131* Beginning Shorthand 3 OA 132* Intermediate Shorthand 3
OA 133*  Beginning Typewrit- 0A 134* Intermediate Typewrit-

ing 3 ing :
QA 185  Clerical Practice 3 OA 136* Secretarial Practice 3
OA 139  Business Machines & QA 138 Business Correspon-

Calculations 3 dence 3
ENGL 137  Business English 3 MATH 137 Business Mathematics 3
PSYC 111 Psychology of Personal PE Physical Education 1

& Social Development 1 _
PE Physical Education 1 16

17
SECOND YEAR

First Semester Credin Second Semester Credin
Subject Hours  Subject Hours
0OA 231* Advanced Shorthand 3 OA 233* Advanced Transcription 3
OA 232* Advanced Typewriting 3 QA 235 Bookkeeping 11 3
0A 234  Bookkeeping I 3 OA 237 Office Administration &
BUS 23] Principles of Eco- Procedures 3

nomics | 3 CS 130 Computers & Society 3
Cs 131  Beginning Keypunch- Elctv* Approved FElective :

ng

Sl
—
o

TOTAL HOURS: 63

*Beginning or advanced levels of shorthand and typewriting will be determined by the student’s
previous training in these skills and/or by placement tests. Electives may be chosen by students who
receive advanced standing in shorthand and typing. Courses may be chosen leading toward general,
medical, or legal secretarial programs with approval from appropriate college official.

APPROVED ELECTIVES may be chosen from: BUS 151-Introduction to Business, BUS
232-Principles of Economics 11, BIOL 141-General Biology, CHEM 140-Introductory Chemistry, LE
131-Introduction te Law Enforcement, LE 134-Criminal Procedures and Evidence, MGMT
135-Introduction to Management, MGMT 235-Business Law, OA 238-Office Occupations Intern-
ship, OA 239-Office Administration Internship, PE 235-8afety and First Aid, PSYC
231-Introduction to Psychclogy.
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AIR CONDITIONING & REFRIGERATION

A Two-Year Associate in Applied Science Degree

FIRST YEAR

First Semester Credit  Second Semester Credit
Subject Hours  Subject Hours
AC 140 Air Conditioning & AC 142 Household Refrigeration 4

Refrigeration, The- AC 143 Heating Systems 4

ory & Application 4 AC 144 Residential Air Con-
AC 141  Basic Electrical Cir- ditioning 4

cuits 4 TMTH 130 Technical Math | 3
WELD 146  Welding Fundamen- PE Physical Education i

tals 16
MGMT 137A Safety (OSHA)
PSYC 1t Psychology of Personal

& Social Development 1
PE Physical Education 1

17
SECOND YEAR

First Semester Credit Second Semester Credit
Subject Hours  Subject Hours
AC 241 Control Theory and AC 243 Commercial Air Con-

Agpplication 4 ditioning Systems 4
AC 242  Commercial Refriger- AT 145 Automaotive Air Con-

ation Systemns 4 ditioning 4
Elctv* Approved Electve 3 ENGL 139 Communication Skills 3
BLIS 131  Intreduction 1o Busi- Elctv® Approved Elective A

ness 3 5
DD 131 Fundamentals of

Drafting 3

17

*SESY 131, SESY 141, MGMT 136,
propriate college official.

TOTAL HOURS 65
MTNT 243, DD 134, or other elective approved by the ap-

APPLIED MANAGEMENT
A Two-Year Associate in Applied Science Degree

FIRST YEAR

First Semester Credit  Second Semester Credit
Subject Hours  Subject Hours
BUS 132  Consumer Economics 3 BUS 236 Personal Finance 3
Elctv* Computer Science MATH 137 Business Mathematics 3

Elective 3 OA 1358 Business Correspondence 3
MGMT 135 Introduction to Man- SPCH 131 Fundamentals of Speech 3

agement 3 Elctv* Approved Elective 3
MGMT 136  Human Relations 3 PE Physical Education 1
ENGL 137 Business English 3 16
PSYC 111 Psychology of Personal

& Social Development 1
PE Physical Education 1

17
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HOTEL-MOTEL MANAGEMENT (cont’d)
SECOND YEAR

First Semester Credit  Second Semester Credit
Subject Hours  Subject Hours
HM 232 Supervisory Housekeeping 3 HM 231 Hotel/Motel Law 3
Elcev* Approved Elective 3 HM 234  Hotel/Motel Financial
MGMT 232 Personnel Management 3 Management 3
Elctv* Approved Elective 3 Elctv* Approved Elective 3
BUS 237  Principles of Accounting I 3 RMGT 233  Cafeteria Management 3
15 BUS 238  Principles of Accounting II 3
15
TOTAL HOURS 64
*HM 235, HM 236, RMGT 232, RMGT 233, or clective approved by appropriate college official.
A Two-Year Associate in Applied Science Degree
FIRST YEAR
First Semester Credit  Second Credit
Subject Hours Semester Hours
CSs 130A introduction to Computer [oh} 238  Systems Analysis 3
Concepts 3 MGMT 135  Introduction to Management 3
Ccs 135 I[ntroduction to Systems MCGMT 235 Business Law I 3
Analysis 3 BUS 237  Principles of Accounting I 3
BUS 131 Introduction to Business 3 MATH* Approved Mathematics 3
ENGL 131 Composition & Rhetoric I 3 15
MATH* Approved Mathematics 3
15
SECOND YEAR
First Semester Credit  Second Semester Credit
Subject Hours  Subject Hours
CS 244  MIS and Information Storage Cs 245 Data Information Structures 1
and Retrieval 4 MGMT 232 Personnel Management 3
MGMT 136 Human Relations 3 BUS 235  Introduction to Managerial
BUS 238  Principles of Accounting 11 3 Accounting 3
ENGL 238  Technical Writing 3 Elewv® Approved Elective 3-4
MATH 138  Elementary Statistics 3  Elcw* Approved Elective 3-4
16 16-18
TOTAL HOURS 62-64

*Approved Mathematics: MATH 131, MATH 132, or MATH 135, MATH 136.

*Approved Elective: CS 136, CS 138, CS 1384, C5 143, MGMT 234, MGMT 239, PSYC 231, or
other courses approved by appropriate college official.
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