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WELCOME

A MESSAGE FROM THE PRESIDENT

Kirtland Community College welcomes you as amember of
the college family and as a participant in its programs and
services. We in the faculty, administration, and staff wish to
assure you that you are the reason for our being here. The
extent to which your plans and dreams are realized here at
Kirtland is adirect measure of the college's success.

At Kirtland Community College we strive to create an atmo-
sphere of understanding and trust as well as an environment
conducive to your educational development. It iswith this

attitude that we serve you and the community, and welcome
you to the college.

Sincerely,

Dorothy N. Franke, Ph.D.
President
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VISION AND VALUES

MISSION

The purpose of Kirtland Community College is to improve the
quality of life in the Kirtland region by providing educational
programs and services.

GUIDING PRINCIPLES

Kirtland's mission stems from a commitment to the development
of the individual and is guided by the underlying belief that
learningis alifelong process,whichmustconsideranindividual's
life experiences, motivation,and readinessto learn. Through this
process, peopl e canbecome more independent and sound in their
thinking, make better decisions, grow in self-esteem and gain
greater control over their lives.

Education is a responsibility shared by the college, the indi-
vidual, and the community. Education should stimulatecreative,
productiveparticipation; ingtill the abilities to think critically and
communicateeffectively; foster changein attitude and behavior;
encourage exploration and instill desire to seek further knowl-
edge; and foster acommitment to improving the quality of lifein
the community.

Thecommunity is defined as aregion served, as well as aclimate
created. Kirtland's role within the community is to establishand
build partnershipsbased upon sharedvaluesand common goal s.
Through these partnerships, Kirtland becomes a source of edu-
cational, civic, and cultural renewal.

The content of programs and types of services, the methods
through which they are delivered, the way the members of the
college family work with one another, and the relationship be-
tweenthe college and the community reflect these guiding prin-
ciples.

How Kirtland AccomplishesItsMission

Kirtland Community College accomplishesits mission by offer-
ing programs that prepare students for employment, that prepare
students for transfer to four-year colleges, and that provide the
regionwithavariety of academic, vocational, and cultural oppor-
tunities. The collegedoes this by offering associate degree pro-
grams, certificate programs, devel opmental courses, and contin-
uing education courses. To complement its educational
programs, Kirtland al so provides support services such as orien-
tation,academic placementtesting,advising,financialassi stance,
remediation, tutoring, counseling, career planning,andjobplace-
ment services, dl of which increase the likelihood of student
success.

Thecollegeal so serves the people and communitiesof theregion
by:

Serving as an information center/clearinghouse.

2. Making its physical facilities and human resources available
to citizens and community groups.

3. Serving asa cultural and entertainment center that provides
citizens with the opportunity for enriching experiences not
normally available to rural communities.

4. Participating with groups, individuals and agencies in the
economic growth and development of the Kirtland region.

5. Working cooperatively withlocal educational and community
agencies to broaden and improve the educational
opportunitiesfor all residents of the region.

KEY SUCCESSFACTORS

Asaproviderof personal and career enhancement options, carv-
ing a visible niche in an overly competitive environment is no
small challenge. There is an almost compulsivetendencytostrive
to beall thingsto all people. To set out in this direction would
quickly deplete the institution's valuable resources, or so
fragment the mission and purpose of the college that it would
severely limit Kirtland's ability to serve the needs of its con-
stituents.

Within this context, four key factors have been deemed essential
to the fulfillment of Kirtland's mission and purpose. These are:

Quality of Educational Experience

Regardless of the reason for which learners come to Kirtland to
meettheireducational and personal enrichment needs, the quality
oftheirlearningexperience(s)and association withtheinstitution
will be a critical determinant of long-range success for the
college. Issues of quality are not limited to the usual focus on
assessment of teaching; rather, there are several additional
attributes that uniquely contributeto degrees of excellencein the
learning process:

Spirit of Partnership

Education is held to be a mature partnership process
between the learner and the institution (in each and all of
its many facets). Each partner shares theresponsibility for
contributing to meaningful educational and personal
enrichment outcomes. The student assumes the respon-
sibility forcommitment to learning; theinstitution, through
its faculty and staff, is accountable for creating and
maintaining an effective quality learning environment.

Education as" Guided Learning"



Rather than the limited, traditional concept of teachers as gate-
keepers of knowledge, Kirtland faculty exercise their role as
"managers of learning environments," which assumes the spirit
of partnership in the educational process.

Learner Maturity

The life experiences of learners are recognized and valued as
integral components of the educational process. Theoutcomeen-
genders self-esteem as an inherent part of the educational pro-
cess.

Professional Integrity

Themissionand purposeof Kirtlanddemandsthehighest degree
of integrity in theexerciseof responsibilities, regardlessof one's
role and/or affiliation with the institution, beit faculty, student,
administrator, support staff member, or individual within the
community at large within the Kirtland region. Success and sur-
vival of Kirtland as aviable force correlates directly to a collec-
tive dedication to use to the fullest: the expertise, knowledge,
skill and experience available to support the institution in the
achievement of its mission.

Joy

What makes Kirtland truly unique is that thosewho are associa-
ted with theinstitutionfind adeeply personal satisfactioninthat
association. Thereisasense of joy in the relationships and of
accomplishment in the work. A faculty member's observation
typifies the feelings of those who have an affiliation with the
college, regardless of status, function or role: "I love what |
teach because | respect who | teach. | lovewhat | do because |
am doing what | love."

External and Internal Support Networks

Kirtland is comprised of more than groups of students and
faculty. There is a complex network of interdependent entities
each with varied levels of expertise, knowledge, training and ex-
periencethat exists within the context of boththeinstitutionsand
thelarger community served. Thechallengeis to bring about and
maintain aharmoniousbal ancein whichthefunctioning of these
interrel ated networks supports the institution's mission and pur-
pose.

Financial Stability

Proper fiscal planning and management are imperativeintoday's
economy. Kirtland isimpacted by federal, state, and local econ-
omies. Two ongoing programs of operations are warranted: (1)
financial planning that promotes income for the institution
coupled with (2) soundbudgetingandexpenseal | ocationsin day-
to-day operations.

Responsive L eader ship

Marshaling the resources necessary to establish, monitor, and
manage programs and activitiesto foster success and effective-
nessinthethreecritical areas noted above will require exemplary
leadership. Tolay asolid foundation for progressand movement
into the future, acommitted and visionary leadership group of
highly skilled and respected professionals should be called to
action. Working in various capacities but dedicated toward the
common mission, the leadership team will ensure the fulfillment
of the college's objectives.

ASSURANCE OF QUALITY

Kirtland Community Collegeis committed to graduatingstudents
of high quality, fully capable of performingtheskills specifiedin
thestudent's mgjor, and in the areaof the college's general degree
requirements. Kirtland Community college offersassurancetoiits
students, prospectiveemployers,and to transferringinstitutions,
that individual s holding degrees or certificates are fully capable
of competent performance.

1.  Transferring students, who meet the admission
criteria of the four-year collegeor university, should
be ableto perform at a level equal to or better than
thosestudents who were admitted as freshmanat the
transferring institution.

The collegewill, upon recommendation from the insti-
tution to which the student transferred, allow the
student to retake any course or courses previously
completed at Kirtland in areas deemed deficient. This
retake shall result in no tuition or fee charges for the
student. If aretake at Kirtland is not preferred and the
student shows proof of enrollment in an equivalent
course at another college, the college will refund the
tuition and fees paid by the student for the Kirtland

Course or coursesin question.

2. Non-transferring students, who earn adegreeor cer-
tificate, can be expected to perform competently in
theareainwhichthey wereinstructed. Any employer
who views aKirtland Community College graduate
as not possessing appropriate entry level skills,and
can specify such deficiencies, may request
remediation. The student will be allowed to retake a
specified course or courses without an additional
tuition or fee charge. If aretake at Kirtland is not
preferred and the student shows proof of enrollment
in an equivalent course at another college, the
college will refund the tuition and fees previously
paid by the student forthe Kirtlandcourseorcourses
inquestion. Thecollegerecognizes that unusedkills
decay rapidly. The assurances offered herein are
made for individuals who transfer or gain employ-
ment within a year of receiving a degree or certifi-
cate and are limited to courses numbered 100 or
above completed at Kirtland Community College
witha'C'gradeor better. Furthermore, this assurance
does not apply toward performance on licensing or



civil service examinations. Finaly, Kirtland Community College
graduates must have initiated their program of study after May
1989.

Kirtland Community College graduates, who are eligible

to apply for compensation in accordance with Kirtland's
Assurance of Quality policy, must have their employer or
transferring institution submit a completed Assurance of
Quality CompensationRequest Formto the deanof student
services.

COLLEGE OVERVIEW

ESTABLISHMENT OF THE COLLEGE

On March 7, 1966, in accordance with provisions of Public Act
188 of the Michigan Public Acts of 1955, Kirtland Community
College was created by a vote of the electorate from six local K-
12 school districts (Crawford-AuSable, Fairview Area, Gerrish-
Higgins, Houghton Lake, Mio-AuSable and West Branch-Rose
City). With this approval, the largest Michigan community
college district was formed. The college's district totals 2500
square miles and consists of dl or part of nine counties. Approx-
imately 65,000 people reside within the college's district.

LOCATION

Kirtland Community College, located close to the geographic
center of the college's district, is accessible by F-97 from the
north and south and by M-18 to County Road 603fromthewest.
The location is very rura and isapproximately 170 miles north
of Detroit, Michigan. Kirtland is surrounded by the following
communities (approximate distances fromthe college are listed):

Grayling . ...t 30 miles
Fairview . ... 40 miles
Fredefic ... 35miles
HoughtonLake ... 30 miles
MiO 30 miles
ROSCOMMON ... ..o 11 miles
ROSECItY ..o 35 miles
StLHelen ... 8 miles
WestBranch ... 25 miles

ACCREDITATION

Kirtland Community Collegeis accredited by the Michigan Com-
mission on CollegeAccreditation and theNorthCentral Associa-
tion of College and Secondary Schools. The college also holds
membership in the Michigan Community College Association,
and the American Association of Community and Junior
Colleges.

CALENDAR

Kirtland operates on asemester calendar. There are two 16-week
semesters, starting in mid-August and mid-January. A shorter
session is offered during the summer and beginsin early June.

DEGREESAND CERTIFICATES

Kirtland offersfifty vocational (technical career oriented) certifi-
cate and degree programs and five transfer degree programs.
Transfer programs are designed for students planning to com-
plete up to half of a bachelor's degree prior to enrollment at a
university. Last year, 290 students graduated fromKirtland with
adegree or certificate.

ENROLLMENT

Approximately 2,650 students are served annually by Kirtland
through college level and community service classes. While 45
percentofKirtland's students are under the age of 24, theaverage
ageis 28. Approximately two-thirds of the students attend on a
part-time basis. Most are at |east part-time employed.



STUDENT PROFILE (1996 Fall Semester)

Total enroliment (end of semester): 1799

Student Gender:
MalES ..ttt 39%
Females ... 61%

Student Age Distribution:

24andunder. . ... 45%
251039 . 36%
A0t059 17%
60andolder ............ . . 2%
Average Age: 28

County of Residence:

Crawford ... 18.5%
O0BMEW .o 25%
OSCOOA ..ot 11%
RosCOmMmoNn . ... i 3%
Other ... 85%

Student Status:

NewStudent . ... 28%
Freshman ............ i 26%
Sophomore ... 31%
Adult Interest. . ... 15%

Student Program Areas.

BUSINESS ..\ttt 8.2%
Criminal Justice ................ ... ... ... ... ..., *14%
Industrial Technologies .................ccvviin... 6.8%
NUISING e e i 17%
OfficeSarviCeS . ..o 5.1%
TraNS Ol . e 22.6%
Other ... 26.2%

*Includes police inservices.

Student Credit Hour Load:
Part-Time: I-1dlcr.hrs...ee e 62%

Full-Time: 12&overcr.hrs. ...oooovuviii. .. 3B%

Average Student Cr. Hr. Load: 7.2 Credit Hours

1997-1999 COLL EGE CALENDAR

Approved by Board of Trustees February 13, 1997
FALL 1997 SEMESTER

Orientation/Registration """ """ """ """ Monday-Wednesday

August 25-27, 1997
Fall ‘97 Semester Begins.......... Thursday, August 28, 1997
LateRegistration ......................... Thursday-Friday

For Fall ‘97 Semester August 28-29, 1997

LaborDayBreak ............... Monday, September 1, 1997
Early Registration ........................ Monday-Friday
For Winter ‘98 Semester November 17-21, 1997

(Returning Students Only)

ThanksgivingBreak .................... Thursday-Sunday
November 27-30, 1997

Last Day of Fall ‘97 Semester . ... Monday, December 22, 1997

WINTER 1998 SEMESTER

Orientation/Registration ™" """ """ """~ Wednesday-Thursday
January 14-15, 1998

Semester Begins .................. Friday, January 16, 1998

Late Registration .................. Friday, January 16, 1998

For Winter * 98 Semester

Mid-Semester Break .................... M onday-Saturday
March 16-21, 1998

Good Friday/Easter Break “ """ """ttt Friday-Sunday

April 10-12, 1998

Early Registration ......................... Monday-Friday

For Summer ‘98 Session & April 27-May 1, 1998

Fall '98 Semester

(Returning Students ONLY)

Graduation .................cciie... Friday, May 15, 1998

Final Day of Winter ‘98 Semester ... .... Friday, May 15, 1998



SUMMER 1998 SESSION

LPN/ADN Summer Session Begins * """ " * M onday-Tuesday
May 18, 1998

Wednesday-Thursday
June 10-11, 1998

Orientation/Registration

ADN SessionEnds “" "ttt Friday, June 12, 1998
Summer ‘98 Session Begins............ Friday, June 12, 1998
Late Registration ** """ Friday, June 12, 1998
Independence Day Break Friday through Sunday,

July 3 through 5, 1998
LPN Graduation ** """t Friday, July 10, 1998
Early Orientation/Registration ™" """ """~ Monday & Tuesday,

For Fall '98 Semester July 13 - 14, and

July 20 - 21, 1998

Summer ‘98 SessionEnds .......... Sunday, August 9, 1998

FALL 1998 SEMESTER

Orientation/Registration .............. Monday-Wednesday
August 24-26, 1998

Fal ‘98 Semester Begins ™" """ """ """ Thursday & Friday
August 27 & 28, 1998

Late Registration """ """ Thursday, August 27, 1998
LaborDayBreak """ttt Monday, September 7, 1998
Early Registration =<7 7t Monday-Friday

For Winter ‘99 Semester
(Returning Students Only)

November 16-20, 1998

WINTER 1999 SEMESTER

Orientation/Registration............. Wednesday-Thursday

January 13-14, 1999

Winter ‘99 Semester Begins™ """ """ Friday, January 15, 1999

Late Registration """ """ Friday, January 15, 1999

Mid-semester Break “©* it Monday-Friday

March 15-19, 1999

Good Friday/Easter Break “* """ttt Friday-Sunday

April 2-4,1999

Early Registration ......................... Monday-Friday

For Summer ‘99 Session & April 26-30, 1999
Fall ‘99 Semester

(Returning Students Only)
Winter ‘99 Semester Ends ............. Friday, May 14, 1999

Graduation .......................... Friday, May 14, 1999

SUMMER 1999 SESSION
Orientation/Registration ............. Wednesday-Thursday
June 9-10, 1999

LPN/ADN Summer Session Begins ... Monday, May 17, 1999

Late Registration ..................... Friday, June 11, 1999
Summer ‘99 Session Begins Saturday, June 12, 1999

IndependenceDay Break ................ Saturday-M onday
July 3-5, 1999
Early Registration =" === e Monday-Tuesday

For Fall ‘99 Semester July 12-13, 1999

Thanksgiving Break """ " ittt Thursday-Sunday

November 26-20, 1998 ly 19-20, 1999
Fall ‘98 Semester Ends """ """ """ Monday, December 21, 1998 Summer ‘99 SessionEnds .......... Monday, August 9, 1999
DIRECTORY OF SERVICES
MAIN SWITCHBOARD 517- 275-5121 CAFETERIA 268

Telecommunication Device

for the Deaf(TDD) 517-275-6721

Extension
Offices Numbers
ADMISSIONS 284

This officeis responsible foradmission of dl new students, new
student recruitment activities, and admissions advising.

BOOKSTORE 273
L ocatedinthestudent center, the Bookstore provides textbooks,
reference books, fiction and nonfiction paperback books, class-
room supplies, clothing, gift items and souvenirs.

The Cafeteriais |ocated inthestudent centerandis open M onday
through Friday. Hours and daily specias are posted in the
Student Bulletin.

EMPLOYMENT SERVICES 280
This office hel ps students research specific careers and career
opportunities.Assistancewithjobsearch strategies, resumewrit-
ing, and interviewing techniques are also provided.

COUNSELING OFFICE 231
This office assists students in making personal, educational, vo-
cational, and social adjustments by providing counseling and
testing services.



FINANCIAL AID 257
This officehel psstudents apply forfinancial assistanceincluding
grants, loans, scholarships and student employment.

DEPT. OF PUBLIC SAFETY 283
The Department of Public Safety islocated at #45 College Drive.
Office hours are 8:00 am. to 10:00 p.m., Monday through Fri-
day. Public Safety servicesinclude:
*After dark escort service from buildings to vehicles
*Responding to criminal behavior complaints
*Preventative workshops/seminars on drug/al cohol
awareness, rape awareness, use of weapons, etc.
eAddressing parking and traffic violations
*Providing vehicle emergency assistance (keyslocked inside
vehicle, jump-starting vehicle, etc.)

LIBRARY 246
The library is open to the general community as well as all
students. A variety of services are available, including full

reference service, term paper counseling, inter-library 1oan, and
on-line search service. See page 29 for library hours.

SERVICESFOR STUDENTSWITH

DISABILITIES 218
This office assists students who need supportive services (e.g.,
scribes, notetakers, readers, textbooks on tape, mobility assist-
ants, etc.) to succeed in their vocational program because of
physical, mental or emotional disabilities.

INSTRUCTION OFFICE 270
Thisofficeis located in theacademic buildingandis responsible
for instructional matters that includethe class schedul e, cancel-
lation of classes, selection and supervision of faculty, and grade

appeals.

REGISTRATION AND RECORDS 291
Theresponsihilities ofthis officeincluderegistration for courses,
processingstudent progressreports,gradereporting, maintaining
permanent academic records, i ssuing academic transcripts upon
student request, and transfer credit evaluations.

OTHER NUMBERSTO KNOW

. Faculty Office 279 272 Payrall 244
ﬁg‘r::lgtgg 238 244 ;gi Faculty Lounge 319 Performing Ar_ts 397
Archaeology Lab 56 Personnel Office 239 225
Audio-Visual Room 327 Financia Aid
Auditorium 261 First Aid Room 257 310 %& Photo Lab
Automotive Lab 215 Placement %

Game Room 289 President's Office 253 210
Boardroom 314 Printshop 243
Bookstore 2713 342 Health Occupations 281 Public Relations 242
Business Conference Rm 292 Hearing Impaired (LTD)  1-800-649-3777 Purchasing Department 239
Business Office 239 25 Honors Program 359
Records, Registration 291 248
Céfeteria 268 343 Ingtitutional Services 266 Receivables 238
CeramicsLab 258 Instruction Office 270
Children's Learning Center 232 Instructional Technology 327 276 Sculpture Lab 300
Community Services 210 220 Inter-Varsity Office 250 Secretaria Lab 237 345
Computer Lab 287 Security 0 35 283
Computer Repair Office 228 Journalism Office 229 Single Parent/Sex Equity 252 299
Continuing Ed. Center 393 224 Special Needs 252 218
COOR 286 285 KCC Chronicle 229 Student Senate Office 288
Cosmetology Lab 274 KCC Foundation 253 Student Services 251 291
Counseling 280 231 Law Enforcement 283 Switchboard 0 227
Courtesy Phone-Academic Bldg 317 Library 246
Courtesy Phone-Student Center 269 Literary Magazine 315 TDD 721
Criminal Justice 283 Telephone Equipment Room 39
Cultural Events 397 Mailroom 227 Tutoring 252 211
Maintenance 249 214 223
Data Processing (Admin) 282 Veteran's Office 252 218
Day Care 232 Network Technician 339 Vocational Education 270
Nursing 281 Volunteerism Office 335
Employment Services 280 .
Off-Campus Classes 270 Welding Lab 204



Writing Center 338

COLLEGE DISTRICT MAP




CAMPUSMAP

Student Center: Bookstore; Cafeteria; Career & Employment Services,

1. 7. Fitness & Nature Trail; Grounds
COOR Office; Game Room; Music Lab; Student Senate Office; 8 Gunsmithing Lab
Switchboard. . Archaeology Lab
2 G.|.Stewart Auditorium & Vocational-Technical Building: Art Labs; 9. g9y
Automotive Labs; Cosmetology Labs; Manufacturing Lab; Welding Lab. 10. Children’s L earning Center
3 Academic Building: Biology Lab; Chemistry Lab; CWB&| Office; 1 Global Awareness Housing
CAD Lab; Developmental Classrooms; Faculty Offices; General Visiting Speaker/Guest Housing
Classrooms; Instruction Office; Photography Lab; Physics Lab. 12. o
4 Library: Honors Program Office; Instructional Technology; 1TV Room; 13 Nurse-Manaaged Clinic
Library Facilities; Media Services; Nursing Lab; Nursing Office; 14, Reserved for future use.
Telecommunications Center. 15 Continuing Education Center & Art Gallery; Community Services
5. ' . ) )
ini i . i ice: i Ci al Justice & Law Enf t Off
AITINSUSHAR B cARRHET 09 LB E DR T Binancial 16, riminalustice & LawEntorcement GIees
Aid; Ingtitutional Services; Journalism Office; Maintenance; President's Volunteer Center
Board Room; President’s Office; Printshop; Secretarial Lab; Specia 1r.
Populations Offices; Student Services (including Admissions, 1, Reserved for future use.
Counseling, Registrar); Tutoring Lab; Lower-level General Classrooms.
6 Art-Maintenance Building: Sculpture Lab; Storage.



GETTING STARTED

ADMISSIONSPOLICY

Kirtland Community College adheresto the "open door" policy
of granting general admission primarily to all personsabovethe
twelfth gradeagelevel. Dependinguponthe applicant's situation,
either "regular" or "special" admission status will be granted.

Regular Admission

Regular admission will be granted to high school graduates and
successful completers of the General Education Development
(GED) test. Individuals who do not meet this requirement may
alsobe granted regul aradmi ssionby meeting" ability-to-benefit,"
as defined by federal regulations.

Foreignstudents may begrantedregul ar admissionprovidedthey
meet certain English proficiency and financial requirements, as
determined by the dean of student services.

Special Admission

Special admission will begrantedto anyonewho does not qualify
for general admission. Persons admitted under this category will
berestrictedto non-degree/certificate seeking status. Thespecial
admission category includes the following two groups:

1. Dual-Enrolled Student:
A dual-enrolled student is a K-12 student who is also
attending college. However, if a high school senior's
graduating class has graduated prior to the student
completing all requirementsfor a diploma, the student is
recognized as a non-high school completer.

Dua-enrolled students are required to submit a Dual-
Enrollment Form for each semester or session of enrollment.
All dual-enrolled students must havewritten authorizationto
attend Kirtland from their school's principal or counselor.

2. Non-High School Completer:
A non-high school completer is a person who has
withdrawn from high school, has not earned a GED
certificate, and has not met the ability-to-benefit
requirement.

Any person who desires either special or regular admission to
Kirtland must complete an Application for Admission form. All
students under the age of 18 must haveparental or legal guardian
consent.

Students being granted regular admission are encouraged to
provide one of thefollowing: (1) a high school transcript (with
graduation date indicated); or (2) an officia report of GED test
results, verified by the college, showing test scores achieved by
the applicant.

If regular admission was granted on the basis of the "ability to
benefit" requirement, an official report showing test scores

achieved by the applicant must be received and verified by the
college.

Admission of Home Schooled Students

M ost students attending college have earned a diploma from a
public or private high school. Some students, however, have
completedtheir high school-level studies through ahome school
program. Although parents of home school children are not re-
quired to register their program with the State of Michigan’s
Department of Education, the college encourages this practice.

When a student attends a public or private high school, an offi-
cial transcript (list of courses completed and grades earned by a
student) is kept by thehighschool and madeavailable to colleges
upon a student’ s written request. In lieu of an official transcript,
home schooled students are expected to provide a list of high
school level courses completed and the grades earned in each
course. If a home school diploma was awarded, a copy should
also be sent to Kirtland’ s admissions office.

Kirtland’'s “open door” admissions policy allowsall applicants
the opportunity to attend the college. However, some programs
have admission requirements that must be met prior to program
entry. These requirements may include thecompletionof ahigh
school diploma or GED equivalent. Generally, programs such as
nursing, law enforcement, and others that culminate in the
student taking astate certification test include this requirement.
Therefore, if aprogram’ s admission requirement includes a high
school diplomaor GED equivalent, a student who has earned a
home school diploma will be required to fulfill the requirement.

Additional admissions requirements must be met by those
students planning to enroll into one of the following programs of
study:

. Clmin AsigmAdmiasgon
Correctional Officer

Criminal Justice Pre-Service
Nursing Level | - Practical Nursing

Nursing Level Il - Associate Degreein Nursing

N o g kM w D

Emergency Medical Services/Paramedic/E.M.T.

Y oumay requestadditi onal admi ssionsrequirements/information
from the advisor in your program of interest or from the admis-
sions office.



This admission policy will also be appliedto returning students,
regardless of their past admission status.

ADMISSIONSADVISING

All studentsinterested in being admitted to Kirtland forthefirst
time are recommended to make an appointment to see the
admissions advisor. During the appointment, the advisor will
help guide the student in completing all the steps necessary for
a smooth entry into college. Tours, program requirements, and
student services information are avail able for both students and
their families.

TRANSFER OF CREDITS

Regionally Accredited Collegesand Universities:

Credit may be given for courses transferred from regionally
accredited collegesanduniversities. Credits only, not grades, are
transferred for "C" or better courses. Courses on transcripts are
evaluated by theregistraraccordingtothestudent's selectedpro-
gram.

The student's academic advisor will determine whether the
awarded transfer credit may beappliedtoward the student's pro-
gram of study. Students who wish a transfer credit evaluation
must request an official copy of their previous academic tran-
scriptsto be sent directly to the student services office.

Non-Regionally Accredited Colleges and Univer sities:

Credit may be given for courses transferred from non-regionally
accredited colleges and universities. The policy is the same as
described above for "Transfer of Credit from Regionaly
Accredited Colleges and Universities' withthefollowing excep-
tions:

1. The student services office may choose to request a
recommendation of transfer credit for the transcript in
question fromthe academic advisor for the programin
which the student has enrolled.

2. Thestudent mayberequestedto demonstrate knowledge
and/or skills commensurate with the performance re-
quired for satisfactory completion of existing courses.

3. Credit may not be granted.

Other Transfer Credits:
Kirtland Community College recognizes the following oppor-
tunities for awarding transfer credits:

1. College Board Advanced Placement Program (APP):
College course credit will be granted to students who
participateinthe APPand passthe Advanced Placement
examinationswith ascore of three, four, orfive. Students
must submit a College Action Report to the student
services office for consideration of granting college
credit.
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2. College-Level Examination Program (CLEP):

College course credit will be granted to students who
participate in CLEP Subject Examinations and achieve
the minimum passing score as recommended by the
American Council on Education (ACE). CLEP General
Examinations are not considered. Students must submit
a CLEP transcript to the student services office for
consideration of granting college credit.

3. DANTES Subject Standardized Tests (DSSTSs):
College course credit will be granted to students who
participate in the DSSTs and achieve the minimum
passing score as recommended by the American Council
on Education (ACE). Students must submit an official
transcript to the student services officeforconsideration
of granting college credit.

4. Educational Experiences in the Armed Services:
Veterans can be awarded college credit for the service
schools they attended and their work experiencewhilein
the US military. The college awards credit based on
recommendations provided by the American Council on
Education. Students must submit acopy of their DD -214
and training certificates to the student services officefor
consideration of granting collegecredit. Other documen-
tation may also be required.

5. United States Armed Forces Institute (USAFI)
Program:
College course credit will be granted to students who
participated in the USAFI Program and achieved the
minimum passing score as recommended by the
American Council on Education (ACE). Students must
submit an official transcript to the student services office
for consideration of granting college credit.

6. Articulation:

College course credit will be granted to students who
have met the requirements of formal articulation agree-
ments between the college and secondary educational
institutions. Students must submit an Application for
Articulation Credit after completing fifteen credit hours
at Kirtland Community College for consideration of
granting college credit.

PLACEMENT TESTING

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these basic skills are vital to each student's
successful completion of college level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionofrecommendedcl asses)
are required. Therefore, placement testing is required of all
students attending Kirtland Community Collegeexcept forthose
who fall into one of the following categories:



1. Studentstransferring from another college or university
who have completed English and mathematics.

2. Studentswho are admitted with "Adult Interest" status
and are enrolled in any of the following:
a. One vocational-technical course

b. Developmental education courses
C. Business seminars

d. Studio art courses

Further exceptions to the placement testing policy may be
granted by the dean of student services.

If you have not taken the Placement Test, contact the student
services officeimmediately fortesting information. If the results
show aneed for DEV-06300, 08601, 09601, and/or 099, you

mustcompletethosecourses during your first semester or before
you complete 18 credit hours. If you do not fulfill the DEV
requirement, you will not be allowed to enroll in any additional
courses. Because this requirement may not apply to some
certificate programs, please check with your advisor.
Additionally, if placement results show a need for ENG-10000
(Writing Lab), itis required that you take this classconcurrently
with ENG-10300.

NOTE: Placement testing results are valid for only two years.

NEW STUDENT ORIENTATION

Practical information about campus procedures and college ser-
vices are explained during the New Student Orientation program.
New students, both new to the college experience and trans-
ferring fromanother college, have found the orientation program
vital to their success at Kirtland. Check the schedul e of classes
for orientation dates and times, or call the admissions office.

PAYING FOR YOUR EDUCATION

TUITION & FEES

Tuition
In-district resident: $48.65 per credit hour.

Out-of-district resident: $66.70 per credit hour.

General Fees
Excess contact hour fee: $0.40 (one contact hour equal s sixteen
hours of instruction).

Registration fee: $3 per credit hour. (Non-refundable)

Student activity fee: $1 per credit hour (not assessed during
summer).

Courselab fees: Please refer to the class schedul e bookl et.
Tuition and fees are subject to change without notice.

Payment for Classes

Payment may be madeto the accounting officeby cash, personal
check, Visa, MasterCard, or Discover. Regardless of themethod
of payment, the student assumes ultimate responsibility for
tuition, fees and any other debts incurred. Students with
guestionsconcerningtheiraccountareencouraged tocontactthe
accounting office in the administration building.

Late Payment Fee
A $25 late payment fee will be assessed to any student whose
payment is not received by the due date(s) listed in the class
schedul e bookl et.

A $15 charge will be assessed for all checks returned as non-
sufficient funds, closed account, etc.,fromthe bank. All past due

accounts will beturned over to a collection agency and the cost
of such action will be added to the student's account.

Tuition Deferral

Students with an unusual or unique set of circumstances
preventing full payment of tuition and fees may apply for a
tuition deferral by contacting the business office. A $15 non-
refundabl e deferral feewill be assessed. Students must provide
proof of ahility to pay and meet the guidelines established forthe
granting of adeferment. Copiesof theseguidelinesareavailable
in the business office.

Please refer to the class schedule booklet for dates payment
should be made on atuition deferral plan.

Residency
In-District Residency:
A student residing within the college's district can establish in-
district residency and be assessed in-district tuition rates by
providing at least two of the following items as proof of
residency during each registration:

e Voter registration card

*  Secretary of State identification card
» Driver'slicense

*  Rental receipt

»  Property tax receipt

No length of residency is required.
Out-of-District Residency:

A student who resides in Michigan and does not meet the re-
quirements forin-district residency will bedefined as having out-
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of-district residency and will be assessed out-of-district rates.

A student residing outsidethe college's district can be assessed
in-district tuition ratesif a property tax receipt showing tax pay-
ments to the collegeis provided by the student duringtheregis-
tration period. The property should be owned by the student or
the student must beadependent of apersonowning the property.

REFUNDS

Tuition and fee refunds are based on the following schedule:

Full-semester courses:
100 percent refund prior to the start of the semester.
90 percent refund from the first day of the semester
through and including the censusdate for the semester.
Check the semester schedule booklet for the specific
date.

All other courses:
100 percent refund prior to the start of the course.
9Opercent refund fromthe day the coursebeginsthrough
andincludingthe censusdateforthecourse. Contactthe
accounting office for more information.

Registration fees are non-refundable.

Canceled Class

Students who registered for a course that is canceled by the
college will be refunded ALL tuition and fees for the canceled
course.

RefundsFor Students Receiving Federal Financial Aid
Who Cease All Attendance

irst-time students at this coll eedbyapercentageOfthe

semester attended. The refund formula applies to student
who attend 60 percent or less of a semester.

RS B oS g et FA T aRadl koY
25percent, of the semester, and their cost assessment will be

reduced to 25 percent of tuition and fee charges plus
allowable classroom books and supplies.

B P PR A SRS AL S Rl S ST GG PR
be charged at the 50 percent rate.
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2. Returning students
Tuition and fee charges are adjusted according to the
following schedule:

Charges are adjusted to If a student withdraws

100% on or before fifth class day of semester
90% up to first 10% of the semester

50% between 10% and 25% of the semester
25% between 25% and 50% of the semester
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A returning student who attends 50 percent or more is
entitted to the full amount of their federal financial
assistance.

Refundsdueto studentsortheirfinancia aid provider becauseof
a reduction in charges, must normally be made within 30 days.
Refunds for students receiving financial aid MUST be credited
in the following order:

Outstanding balances on federal student |oans
Pell Grant

SEOG

Other federal programs

State programs

Other programs per their guidelines

The student

NOogA~WODNE

PLEASENOTE: A student who withdraws may have charges
not covered by financial aid, such asnon-classroomrel ated items
charged at the bookstore, but must be paid by the student.

FINANCIAL AID

The Kirtland Community College financial aid office endorses
the philosophy that the primary source of support for a student
should come from his/her own family. However, to the extent
funding will alow, Kirtland will try to assist a student with
financial aid when the family is unabl e to meet coll ege expenses.
Approximately three out of four students receivefinancial assist-
ancethroughscholarships, grants,loansand/or student employ-
ment.

Financial aid is a privilege, not aright. Therefore, it isyour res-
ponsibility to: (1) obtain and file the appropriate forms; (2)
maintain the correct address on file; (3) respond promptly and
fully with dl requests for information; and (4) understand and
comply with the rules governing the aid you receive.

HOW TO APPLY FOR FINANCIAL AID

All students wishing to be considered for financial assistance
(including student loansand work study) must completeandfile
the Free Applicationfor Federal Student Aid (FAFSA) available
from your high school counselor or the Kirtland office of finan-
cial aid. Thisisnot an application for any particular form of aid,
but is rather an application for needs analysis, on which most
federal and state aid programs are based. About thirty daysafter
mailing the FAFSA,youwill receive back a Student Aid Report
(SAR). Thefinancia aid office of the school you plan to attend
will then use information on the SAR to determine what pro-
grams you are digiblefor, and how much you are eligible forand
may ask for documentation.

A student's application for aid at Kirtland will be considered
complete when:

1. The applicant has been officially admitted to Kirtland Com-
munity College and;



2. Thefinancia ad officehas on file the following documents:
 Student Aid Report (SAR) from the federal processor

* Kirtland's Institutional Application for Financial Aid

* Income documentation; federal income tax returns
and/or other sources of income

* Other information as requested

3. You have been packaged for aid and mailed a letter listing
the award(s) you are expected to receive.

HOW THE FINANCIAL AID FORMULA

WORKS

Most federal and state financial aid is awarded on the basis of
demonstrated financial need. Theformula used to determinewho
has need and who does not is actually quite simple. The follow-
ing equation is used:

Student Budget - Expected Family Contribution = Financial Need

Student Budget is the cost of attending college, (tuition, fees,
room and board, transportation, books, supplies, etc.).

Expected Family Contri bution is taken fromyour Student Aid
Report.

Financial Need is the maximum dollar amount of aid from the
various sources for which the student is eligible.

A student will not necessarily receive financial assistance up to
the maximum dollar amount for which they may be eligible. The
various sources of aid have maximum award amounts and may
be further affected by limitations in the availability of funds.
Loans may be available if grant aid is insufficient. Always
inquire at the financial aid office if you need additional funding.

Applicants’ answers to certain questionswill determinewhether
they are considered dependent ontheir parents or whether they
are independent. Students are classified as dependent or inde-
pendent because federal student aid programs are based on the
ideathat students,andtheir parentsorspouses if applicable, have
the primary responsibility for paying for their postsecondary
education. You areconsidered “independent” if at least one of
the following appliesto you:
* You will turn 24 before January 1 of the academic

year for which you are applying
* Youareaveteran of the U.S. Armed Forces

Y ou are an orphan or ward of court until age 18
*  Youaremarried

* Youhavealegal dependent of your own

HOW DO | PAY FOR CLASSESIF | HAVE
FINANCIAL AID?
At time of registration, and IF AND ONLY IF ALL financia aid

paperwork has been received and processed by the financial aid
office, a student may charge college costs (tuition, books,
supplies, and certain fees) up to the amountthe student has been
awardedinaid. If a student does not have al paperwork com-
pleted at time of registration, the student will be obligated to
make other arrangements for payment, and may be required to
pay infull. Students must be aware that financial aid is always
subject to change WITHOUT PRIOR NOTICE if changes occur
inthe student's enrollment status, class attendance, personal cir-
cumstances, or federal or state guidelines.

The student is responsible for dl college bills not covered by
financial aid. All chargesincurred during a semester that are not
covered by financial aid must be paid by the student before the
student will again be allowed to register.

FINANCIAL AID AND WITHDRAWALS

A student whowithdraws, ceases attendance, oris expelled may
have charges, and financial aid adjusted according to the time
and circumstances of cessation of enrollment. Students should
refer to the refund schedules, which are publishedin the current
class schedule bookl et. Failure to attend class without officially
withdrawing may void financial aid leaving the student
responsible for al charges. Students must advise the student
services officein writing in order to withdraw.

NOTE: No loan check will be released, nor work-study autho-
rized, norany additional charge or expense recognized for finan-
cia ad if it is determined that the student has, in fact, ceased
attendance.

OVERAGESAND REFUNDS

Overages, or payments due the student from their awards after
charges have been deducted, will be made available approxi-
mately the fifth week of class. Exceptionsare for student loan
borrowers whose checks are generally distributed 30 daysinto
the enrollment period and work-study pay checks which are
issued bi-weekly.

TRANSFER OF FINANCIAL AID

All students applying for financial aid at Kirtland who have
attended another college or university during the current
academic year MUST have a financial aid transcript completed
by the financial aid office of the college or university that they
previously attended, whether or not financial aid was received.
Transferringstudents must supply to Kirtland aduplicatecopy of
their SAR, complete the Institutional Application for Financial
Aid and provide all requested documentation.

NOTE: Students planning on transferring during the current
academic year should contact the financial aid office at that
school or university to determine what information they may
need. At aminimum, they will require a duplicate copy of your
SAR and afinancial aid transcript from Kirtland.
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STANDARDS OF SATISFACTORY
ACADEMIC PROGRESS FOR FINANCIAL

AID ELIGIBILITY
To beeligiblefor financial aid, students must bein "Good Aca-
demic Standing" and making " Satisfactory Academic Progress
toward the completion of a one year certificate or degree
program. This policy appliestoall students receiving assistance
fromany financial aid program administered by the Kirtland
Community College financial aid office, which requires a
determinationof Good A cademic Standing/Satisfactory Progress
as a criterion for eligibility. This policy is separate from the
college's general probation policy and is monitored at the com-
pletion of each semester of enrollment. Thefollowing standards
must be met in order to continue to receive financia aid:

Good Academic Standing

Good Academic Standing means maintaining a cur-
rent grade point average (GPA) of 2.00 or better. In
addition, once the student has completed a
cumulativetotal of 60 credit hours,the student must
maintain a cumulative GPA of 2.00.

%@ tor %%a %'g B2 rrqf.esoés means that the

student is making reaso nable progress toward
completion of a degree or certificate program. For
each semester of enrollment,students must satisfac-
torily complete the class load (full-time, 12 credit
hours; three-quarter-time, 9 credit hours; or half-
time, 6 credit hours) at whichthey are enrolled as of
the official count date of their program.

SR G SR
compl ete a certificate, nor more than six semesters
at full-time to complete an associate's degree.
Semesters of less-than-full-time enrollment will be
prorated to allow a comparable amount of time.
Students who change or amend their degree or
certificate program before completion will be
considered on acase-by-casebasis foran extension
of thistime limitation. In addition:

* Classes taken for audit will not be considered
when determining eligibility.
« Incomplete (1) grades are considered asfailures

to completeunlessand until changedto passing
grades.

» No more than 30credit hours of remedial classes
will be approved for financial aid.

» Repeated courses will be allowed only if the

previous course grade was less than a 2.00, or
the student can document good cause why the
course should be repeated.

PROBATION/TERMINATION
Students failing to meet the above standards will be placed on
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financial ad probation for the student's next actual period of
enrollment (unless a period of at |east four calendar years has
elapsed, in which case the student may be considered for aone-
time-only waiver). A student will continue to receive financial
aid during the probationary semester. The student mustenroll for
at least six credit hours, and must satisfactorily conplete the
probationary semester. Failure to do so will result intermination
fromfuture financial aid. In the case of a student who has ex-
ceeded the allowable semester limit, all requirements for gradua-
tion should bemetduringthe probationary semester as no further
financial aid will be granted.

REINSTATEMENT

Except for students exceeding the time limitations within a
degreeor certificate program, a student may regain eligibility for
financial aid by enrolling for a semester and satisfactorily com-

pleting, at their own expense, a minimum of six credit hours. Fin-
ancial aid may then be reinstated for one semester of probation-

ary eligibility. As above, satisfactory completion of the proba-

tionary semester removes the student from probationary status.

Students should be aware, however, that all of the above listed
requirements are applicable whenever financial aid is being
considered, whether or not any previous courses were taken at
the student's expense. The only exceptionto this policy shall be
in the instance where astudent applying forthefirst timefor fin-
ancial aid,whohas a prior record of unsatisfactory progress, yet
who nonethel essis allowed by the college to enroll, may be con-
sidered forfinancialaidforone probationary semester. Asabove,
satisfactory completionof probationary requirements will remove
the probationary status.

APPEALSSPECIAL CIRCUMSTANCES

Y ou havetheright to appeal any decision or actiontaken regard-
ing yourfinancial aid. Appeals mustbe madein typewritten form
to the director of financial aid. The student must explain any
mitigating circumstances, and be preparedto provide all reason-
able proof or documentation requested. . If further appeal is
desired, the student may request a hearing by the financial aid
committee. A committeedecisionisfinal. Theresult of anappeal
will be recorded and kept on file.

If you feel that you or your family have special circumstances
which might affect theamount you oryourfamily can contribute
you may requestin writing a professional judgment analysis by
the financial aid office. Special circumstancesinclude, unusual
medical or dental expenses, tuition for children attending private
school, recent unemployment of the student, your spouse or
parents. There have to be very good reasons to meke any
adjustments and you will have to provide adequate proof to
support any adjustments. Any decision madein thisregard are
final, cannot be appeal ed to the Department of Education.

CONFIDENTIALITY OF RECORDS

Information contained in thefinancial aid fileis strictly confiden-



tial and will not be released without the prior written approval of
the student. However, departments within the college may be
provided information on a "need to know" basis. Files are
normaly destroyed after five years. The college may, however,
send afinancial aid transcript to another college detailing when,
whether, and how much financial aid a student has received
without the written consent of the student.

STATEMENT OF COMPLIANCE

Financia aid is awarded in compliance with all pertinent federal
and state laws and regulations, without regard to race, creed,
color, religion, national origin, sex, age, or handicap, except as
provided under federal and state laws and regulations.

WORK STUDY HANDBOOK
Thepurposeof theWork Study Handbook is toinformstudents

of the general provisions and regulations of work-study, a

financial aid program that provides vauable job experience
through student employment. This bookl et includes student em-
ployment opportunities,responsibilities of studentemployeesand
their supervisors, how to complete atime sheet, office conduct,
student employee evaluation process, and forms. Contact the
financial aid office, extension 257, for a copy of the Work Study
Handbook.

SOURCES OF FINANCIAL AID

There are many different types of student financial aid. In order
for you to better understand the wide variety of financial aid
opportunities, financial aid is classified in the following manner:

Grants - Money you do not have to repay, awarded on the
basis of demonstrated financial need.

Scholar ships -Moneyyoudonot haveto repay, based upon
academic performance and/or special circumstance.
Demonstrated financial need may be considered.

Student Loans - Money that must berepaid. Interest rates
and repayment options are regul ated by federal lawand may
change year to year.

VR i o BB R S H D SRRl SR
conS|dered

NOTE: Interested students should be aware that Kirtland
Community Collegeoffers a Community Servicecomponent
to thework-study program. Students seekingto beinvolved

in community serviceare encouraged to contact the office of
financial aid.

GRANTS

BUREAU OF INDIAN AFFAIRS (BIA)

Eligibility
Applicant must be a registered member of a federally
recognized American Indian tribe, enrolled in a public
collegeor university,and mustdemonstrate financialneed.

Amountsand Deadlines
For information, contact Bureau of Indian Affairs, Federal
Square Office Plaza, Box 884, Sault Ste Marie, M1 49783.
Phone (906) 732-6809.

MICHIGAN ADULT PART-TIME GRANT (APTG)
Eligibility
This grant is awarded based on exceptional need to
independent undergraduates enrolled part-time at a
Michigan college. Students must be able to document
Michigan residency.

Amountsand Deadlines
Award amount up to $600 annually.

MICHIGAN COMPETITIVE SCHOLARSHIP

Eligibility
Student must score well on ACT exam in high school and
show financial need. The state makes the award and it is
disbursed by the college.

Amountsand Deadlines
Award amount up to $1200 annually. Free Application for
Federal Student Aid (FAFSA) must be filed by February
15.

MICHIGAN EDUCATIONAL OPPORTUNITY GRANT

(MEOG)

Eligibility
Awarded on the basis of exceptional need to
undergraduates enrolled at least half-time at a public
Michigan college. Students must be able to document
Michigan residency.

Amountsand Deadlines
Award amount up to $1000 annually.

MICHIGAN TUITION INCENTIVE PROGRAM (TIP)
Eligibility
Student mustbe from alow-income family, and must have
graduated fromhigh school or completed a GED prior to
reaching age 20.

Amountsand Deadlines
Tuitionand fees at Michigancommunity collegesand some
universities. Applicationsshould besubmittedtothestate
no later than senior year in high school. Eligibility may be
established as early as grade seven, if parents have been
receiving social servicebenefitsforthe previoustwo years.
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Contact your local Family Independence Agency branch
for additional information or call TIP at 1(800)-243-2847.

FEDERAL PELL GRANT

Eligibility
This grant is awarded to undergraduate students demon-
strating financial need.

Amountsand Deadlines
The amount of a student's grant will vary depending on
demonstrated need and enrollment status. For the 1997-98
academic year the annual award ranges from $400 to $2700.
The FAFSA must be filed in order to determine financial
need.

FEDERAL SUPPLEMENTAL EDUCATIONAL
OPPORTUNITY GRANT (SEOG)
Eligibility
This grant is awarded as asupplement to the PELL Grant to
students showing exceptional need.

Amountsand Deadlines
Award amounts vary depending upon enrollment and the
availability of funds. The FAFSA should be submitted
early, asfundsare limited.

SCHOLARSHIPS/'GRANTS OFFERED BY
KIRTLAND COMMUNITY COLLEGE

DEAN'SADULT-EDUCATION SCHOLARSHIP

Eligibility
Applicants must have completed, within the past two years,
a high school diploma or GED through a certified adult
education program with aminimum GPA of 3.50, or average
GED test score of at least 60.

Amountsand Deadlines
Tuition and fees to $250 per semester for a maximum of
$500 for one academic year. Applications should be
submitted by March 15 to be certain of consideration.

DEPARTMENTAL SCHOLARSHIP

Eligibility
This scholarship is limited toKirtland students who haveor
are in the process of completing, at least 24 college credits,
of which at least 12must have been taken at Kirtland. Equal
weight is given to the student’s overal GPA, the program
advisor’' s recommendation, and abrief essay by the student.

Amountsand Deadlines

Up to $800 per year for a full time student with a maximum
lifetime award of $1600. Applications must be received by
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March 15 to be certain of consideration.

GILBERT I. STEWART SCHOLARSHIP

Eligibility
Individuals must have graduated from high school within
the past two years with aminimum GPA of 3.50.

Amountsand Deadlines
Tuition and fees to $500 per semester for a maximum of
$1000 for one academic year. Applications should be
submitted by March 15 to be certain of consideration.

KIRTLAND HONORS SCHOLARSHIP

Eligibility
Kirtland studentswhohavebeenacceptedintotheKirtland
Honors program.

Amountsand Deadlines

Apply directly to the Honors program. Scholarships are
awarded to cover thetuition and fees associated with Honors

courses.

KIRTLAND INDIAN TUITION WAIVER

Eligibility
Applicant musthave been aMichigan resident for at |east
12 monthsand be certified by their tribal associationas not
having less than 1/4 blood quantum.

Amountsand Deadlines
Award amount isfor tuition only.

OTTO AND MARTHA KRAUSSHONORS
SCHOLARSHIP
Eligibility

Students must be admitted to the Kirtland Honors Program

Amountsand Deadlines
$1000 per semester for four semesters. Apply inthespring
for fall award. Contact the Kirtland Honors Program for
details.

PAGEANT SCHOLARSHIP

Eligibility
Applicants must participate in an eligible district pageant
and have graduated from high school or received their
GED within the past two years.

Amountsand Deadlines
Tuition and fees up to $250 for one semester. Interested
persons should contact the organizers of the pageant in
whichthey participated to havetheir name forwardedtothe
college.



PRESIDENT'SSCHOLARSHIP

Eligibility
Individuals musthavegraduated fromhigh school withinthe
past two years with a minimum GPA of 3.00.

Amountsand Deadlines
Tuition and fees to $400 per semester for a maximum of
$800 for one academic year. Applications should be sub-
mitted by March 15 to be certain of consideration.

PUBLIC SCHOOL EMPLOYEE SCHOLARSHIP

Eligibility
Applicants must be regular employees of C.O.0.R. or one
the six school districts within the Kirtland Community
College district. Selection is made by the district superin-
tendent or their designee. Each school district has three
scholarships per academic year.

Amountsand Deadlines

Amountsand Deadlines
Kirtland Community College will guarantee to eligible
students that they will receive at least $300 in grant funds.
It is recommended that application be madeat | east 30days
before registration for class. Application must bemadeby
mid-point of the student's first semester of enrollment.

SCHOLARSHIPS/GRANTS SPONSORED BY
THE KIRTLAND FOUNDATION

AUTOMOTIVE PARTSGRANT

Eligibility
Applicant must beastudent withexceptional financial need
who requires vehiclerepairsin order to attend class.

Amountsand Deadlines

One tuition-free class to a maximumof four credit hours.
Prospective applicants must contact their superintendent's
officetodeterminethe avail ability of schol arshipsremaining

Parts to a maximumof $500, as determined to be necessary
and appropriate by the director of Automotive Technology.
Labor to be performed by students in the Automotive

for their district.

SECONDARY-VOCATIONAL SCHOLARSHIP

Eligibility
Individuals musthave graduated fromhigh school withinthe
past three years with aminimum 2.00 GPA, and have or are
participating in a certified secondary-vocational program.
Recommendation of secondary-vocational programinstruc-
tor isrequired.

Amountsand Deadlines
Tuition and fees to $300 per semester for a maximum of
$600 for one academic year. Applications should be
submitted by March 15 to be certain of consideration.

SENIOR CITIZEN

Eligibility
Applicant must be aresident of the Kirtland district, age 60
or over.

Amountsand Deadlines
One tuition-free class (maximum four credit hours) approv-
ed when the student enrolls for class. Senior citizens are
exempt from paying student activity fees. The student is
responsible for the registration fee and other charges that
may occur.

START-UP

Eligibility
Applicants must be at least 25 years of age, have no prior
collegecredits, be enrolling for at least six credit hours,and
must apply for federal aid.

Technology program.

MILDRED DEBOLT SCHOLARSHIP
Eligibility

This scholarship is limitedto students majoring in English.
Amountsand Deadlines

Recipients are selected by program faculty in the winter

semesterbasedonstudent’ sacademic performance. Award
amount varies.

JAMESD. FRYFOGLE MEMORIAL

Eligibility
This scholarship is limited to KCC Level Il Associate
Degree Nursing students with a minimum 3.00 GPA in
their core courses and a minimum 2.50 for al other
courses, who are residents of the college district.

Amountsand Deadlines
Recipients are selected by program faculty in the winter
semesterbasedonstudent’ sacademic performance. Award
amount varies.

JEAN KING MEMORIAL

Eligibility
This scholarship is limitedto student mgjoring in FineArts
or Commercial Arts at Kirtland. Applicants must be
residents of the college district. First preference will be
given to residents of Ogemaw County.

Amountsand Deadlines
Recipients are selected by program faculty in the winter
semester based on academic performance. Award amount
varies.
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HERBERT F. POEHLE MEMORIAL

Eligibility
Scholarship is limited to students majoring in Fine Arts at
Kirtland Community College.

Amountsand Deadlines
Recipients are selected by program faculty in the winter
semester based on academic performance. Award amount
varies.

THE KEITH RICH TRUST

Eligibility
This scholarship is limitedto students enrolledin Nursing or
other medically related programs at Kirtland. Applicants or
their parents/guardiansmustberesidentsof LyonTownship,
Roscommon County, Michigan.

Amountsand Deadlines
Award amounts vary, but is limited totuition and books. No
application deadline.

MICHAEL COLLINI MEMORIAL FUND

Eligibility
This is a loan fund. Applicants must be enrolled in the
Manufacturing Processes Technol ogy program. L oanpurpose
isto help student after graduation.

Amountsand Deadlines
Loan maximum is$300. Repayment must be made within two
years. Obtain application from the program advisor.

PATRICK J. TRAHAN MEMORIAL

Eligibility
Scholarship is limitedto Kirtland students in recognition of
academic performancein chemical science, with preferential
treatment given to those students pursuing a career in
conservation or natural resources.

Amountsand Deadlines
Recipients are selected in the fall semester. Award amount
varies.

SCHOLARSHIPS SPONSORED BY OUTS DE
AGENCIES

ARMED SERVICES SCHOLARSHIPS

Eligibility
A studentmustenlistinthesponsoring Armed Serviceof the
United States, and meet their requirements for eligibility.

Amountsand Deadlines
Contact your local recruiter for details.
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GENERAL TELEPHONE OF MICHIGAN

Eligibility
Preferenceis givento past orpresent empl oyees of General
Telephone, or their dependents enrolled at Kirtland.

Amountsand Deadlines
Award amountsvary. Applicationsaccepted on firstcome,
first served basis, year around.

JANET SEB MEMORIAL SCHOLARSHIP

Eligibility
Limited to full-time students in a business or secretarial
science program. Applicants must be residents of the
college district and demonstrate financial need.

Amountsand Deadlines
Award amounts vary. Recipients are nominated by
secretarialfaculty and selected by Douglas Sieb, spouseof
the late Janet Sieb.

OTHER SCHOLARSHIPS

Many other particular and unique schol arships may be available
from corporations, associations, agencies, clubs, churches, and
foundations. It isrecommended that interested students mekein-
quiries of their high school counselor, their local Chamber of
Commerce, their place of employment (or their parent's), any
organizationsto whichthey or their parents may belong, andthe
financial aid office.

STUDENT LOANS

Note: Loan €eligihbility criteriaare subject torevision. Contact the
financial aid office for current details.

FEDERAL FAMILY EDUCATION LOANS- FFEL

Subsidized Stafford L oan

Eligibility
Loanis for students enrolled atl easthalf-time, and students
who demonstrate financial need beyond what is met by
other financial aid.

Amountsand Deadlines
A student who has completed up to 30 credit hours may
borrow $2625 per academic year, or to the amount of their
unmet need after other aid is subtracted, whicheverisless.
Students who have completed at | east 30credit hours may
qualify for up to $3500. Students must file the FAFSA to
have financial need determined.

Application should take place at least 30 days prior to
registration.

Unsubsidized Stafford Loan
Eligibility
Loanis forstudents enrolled at least half-time, whose cost



of attendance remains greater than can be covered by
other financia aid, including the subsidized Stafford
Loan. Thefederal government does not pay the interest
while a student attends class. A student may choose to
alow the interest to be "capitalized,” or added to the
principle balance, during periods of attendance.

Amountsand Deadlines

For students classified as "dependent,” the combination of
subsidized and unsubsidized Stafford Loan cannot exceed
$2625 per academic year for less than 30 credit hours of
completion, or more than $3500 per academic year for 30
credit hours or more. Independent students may qualify for
up to $6625 per academic year for completion of less than
30 credit hours, and $7500 per academic year for 30 credit
hours or more. Students must file the FAFSA to have
financial need determined.

Application should take place at least 30 days prior to
registration.

PARENT LOAN PROGRAM (PLUS)

Eligibility
For parents of dependent students who have obtained the
maximumfinancial assistance from other sources,including
the PELL Grant and Stafford Loan.

Amountsand Deadlines
Parents may borrow up to the balance of their dependent
student's estimated educational expenses after other aidis
considered. Interest is variable up to 10 percent, and repay-
ment begins60days after the check is processed. Students
must file the FAFSA to have financial need determined.

Application should take place at least 30 days prior to
registration.

MICHIGAN ALTERNATIVE STUDENT LOAN

PROGRAM

Eligibility
Students showing need overand aboveall other sources of
financial aid for which they have been determined digible.
It isrecommended that the student file the FAFSA to have
need determined unless they are enrolled in a program of
study not eligible for federal student aid.

Amountsand Deadlines
The loan cannot exceed the cost of attendance minus other
financial assistance. The minimumamount is $500 and the
maximumis $10,000. The application process is lengthy
and does involve a credit evaluation. Apply 90 daysin
advance of registration.

OTHER PROGRAMSAVAILABLE AT

KIRTLAND

SINGLE PARENT/DISPLACED HOMEMAKER AND

SEX EQUITY PROGRAMS

Funds are available for single parents, homemakers, displaced
homemakers andsingle pregnantwomen,andsexequity students
enrolled in approved vocational programs or courses. These
funds may cover tuition, fees, books, supplies, uniforms, trans-
portation, and/or child care.

Othersupportiveservicesareavailable including counseling,car-
pool list, child care exchange list, community agency liaison
assistance, and more.

No minimum credit load is required for eligibility. Eligible
students are one of the following:

1. Single Parents who are not married or legaly separated
fromaspousewithaminor child or children forwhichthey
have custody or joint custody.

2. Homemakers who have worked primarily without pay to
care for the home and family and for this reason have
diminished marketable skills.

3. Displaced Homemaker swho, because of divorce, separa-
tion, orthe death or disability of aspouse, must prepare for
paid employment.

4. Single Pregnant Women

5. Non-Traditional Job Trainees (Sex Equity) who are pre-
paring for jobs considered non-traditional for their sex.

Sonw_eBnacr)]rl](-itnréi |t||._c|>Hangléeasfor males:

» Cosmetology
* Nursing
* Secretaria Science

Some non-traditional areasfor females:
« Automotive
» Computer Aided Drafting & Design
» Manufacturing Processes
* Welding

Note: Contracting with Business and Industry courses may be
non-traditional, depending upon the specialization. Check with
your advisor.

Students participating in these programs must apply for other
appropriate federal financial assistance by completing the Free
Application for Financial Aid form (FAFSA). They must also
lack recent, skilled, full-time work experience and job skills
needed to provideadequate financial support of themselves and
their families.
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VA EDUCATIONAL BENEFITS

Entitlement and Eligibility

Veterans, dependents, and selected reservists should contact
Kirtland's office of veteran affairsin the Administration Center,
Room 212, to obtain accurate, complete and current information
concerning educational benefits.

Educational Benefit Programs available are the following:

1. Chapter 30, Montgomery Gl Bill
Active Duty Educational Assistance Program

2. Chapter 31, Vocationa Rehabilitation
Veterans with a compensatory service-connected dis-
ability that impairs employability

3. Chapter 32, VEAP
Non-contributory VEAP (Section 903)
Service beginning on or after January 1, 1977 through
June 30, 1985

4. Chapter 35, Educational Assistancefor
Veterans Dependents
Children and spouses of veterans who died of a service-
connected disability or who are totally and permanently
disabled from a service-connected disability

5. Chapter 1606, Montgomery G Bill Selected Reserve
Educational Assistance Program

VA APPLICATION PROCESS

VA application forms are available from the office of veteran
affairs located in the administration center. The application is
submitted to the VA with copy 4 of DD Form 214 (separation
papers) certified by a county clerk.

If the student has previously drawn educational benefits
elsawhere, the student needs to complete a "Request for a
Change of Place and/or Program" form, and have transcripts
fromother colleges sent to Kirtland for evaluation as soon as
possible. Benefits can be suspended if credit eval uationsare not
reported to the VA before compl eting two semesters.

PAY RATE

Monthly rates vary according to which VA programis providing
the assistance and the student's course load status: full-time
(minimum of 12 credit hours); three-quarter time (9-11 credit
hours); half-time (6-8 credit hours); less than half but more than
one-quarter (4-5credit hours); one-quarter time (3 credit hours).

Advance Pay

Students eligible for VA benefits may request an advance pay-
ment if they carry at least ahaf-time course load and the VA re-
ceives the enrollment certification at least thirty days before
classes start. It is recommended that applications be made six
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to eight weeks before registration. The advance check covers
the initial month or partial month of the semester, plus the
following month. This check is sent to the college where the
student receivesit at registration. Subsequent checks are mailed
to the student's mailing address.

GUIDELINES/'RESPONSIBILITIES

1. Generally, classes certified must fulfill graduation require-
ments.

2. Not dl practical training is approved for VA benefits.
Approved practical training includes clinical training for the
nursing program and criminal justice externships.

3. VA payment is not ordinarily allowed for repeating a previ-
ously passed course.

4. Any changesinprogramof study, course |oad, address, etc.,
must be reported to the office of veteran affairs.

5. If any eligible student certified for benefits fails to enter a
courseor withdraws officially or unofficially from classes,
the VA must be notified.

6. Students having problems with payment should contact the
office of veteran affairs on campus or call the VA toll-free
number: 1-800-827-1000.

CONSEQUENCES OF DROPPING CLASSES

If a student receiving VA benefits drops a class after the first
thirty days of a regular semester, and the drop changes the
student's status, the student may have to repay the money re-
ceivedfortheclass. If the student receives afailing grade in the
course dropped, the student is paid until the last date of atten-
dance. However,if the student receives a" W" grade, the student
mustrepay the benefits received for that courseunlessthedrop
was due to circumstances beyond the student's control.

Thefirst time a student withdraws from up to six credits,the VA
will "excuse" the withdrawal and pay benefits for the period
attended. A VA dligible student mustalwayscontact the office of
veteran affairsbeforedroppingcoursestoprevent payment prob-
lems.

SATISFACTORY PROGRESS

A studentreceiving VA benefitsneedstounderstandthecallege's
policy regarding academic probation. A VA student placed on
probation has a maximum of two consecutive semestersto raise
the cumulative grade point average to a2.0. Failure to do so will
make thestudent ineligible for recertification, and unsati sfactory
progress will be reported to the VA in writing.

The student may be recertified in the future under one of two
conditions: (1) the cumulative grade point average is raised to
2.0, or (2) arequest for resumption of VA educationa benefits
is submittedto the VA and the VA reinstates benefits based on



evidence supporting the student's claim. The veteran affairs
coordinator will assist the student in submittingaclaim for rein-
statement of benefits if there were mitigating circumstances that
led to the unsatisfactory progress.

MICHIGAN VETERANS TRUST FUND

Children of Michigan veterans whose death or total disability is
connected with wartime service should also inquire about the
Michigan Veterans Trust Fund. If aMichigan resident, and not
over 25 years of age, they may be eligible for full or partial
coverage of tuition and lab fee charges.

SERVICE MEMBERS OPPORTUNITY

COLLEGES (SOC)

Kirtland Community College is designated as an SOC. The
designation means the college understands SERVICE
MEMBERS special needsand is receptive to working withthem.
The college also participates in the Concurrent Admissions
Program (ConAP) as future students enlist in the U.S. Army.
Contact the student services office for more information.

STUDENT EMPLOYMENT

Part-time student employment is offered both on and off campus.
The program is funded by the federal government, State of
Michigan, and Kirtland Community College. Off-campus
employers may be obligated to contribute matching funds. The

goals of the program are to provide employment experience, the
opportunity for community service, and additional financial
assistance to students. Students are paid anhourly rate for the
work they perform.

Opportunities are available for students who wish to perform
community service. Examples include, but are not limited to:
welfare, social services, transportation, public safety, crime
preventionand control, recreation, work in service opportunities
or youth corps, specified services for agenciesidentified by the
National and Community Service Act of 1990, mentoring
activities, support servicesfor disabledindividuals, health care,
child care, literacy training, education, housing and neighbor-
hood improvement, rural development and community improve-
ment.

Amount and Deadlines
Total amounts are determined by the availability of work
and the number of hours the student wishes to work
(maximum 8 hours aday, 20 hour aweek).

Students mustfilethe FAFSA before consideration for work-
study and attend the PARTNERS orientation. All required
employment forms must be submitted at least 5 days prior to
any compensation being authorized.

COMMUNITY SERVICE

Opportunities are available for students who wish to perform
community service. Examples include, but are not limited to:
welfare, social services, transportation, public safety, crime
prevention and control, recreation, work in service opportunities
or youth corps, specified services for agenciesidentified by the
National and Community Service Act of 1990, mentoring
activities, support services for disabled individuals, health care,
child care, literacy training, education, housing and neighbor-
hood improvement, rural development and community improve-
ment. For further information, contact the financial aid office.
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REGISTRATION AND ACADEMIC POLICIES

REGISTRATION PROCEDURES

All students are required to complete admissions regquirements
and procedures before registration for classes. Students register
for classes according to instructions published each semesterin
the class schedule.

A registered student is one who has completed theregistration
process,including arranging for payment of dl financial commit-
ments.Questi onsconcerningtheseproceduresshoul dbedirected
to theregistrar in the student services office.

Early registration is held foroneweek j ust before the end of the
fall and winter semestersand in July forthefdl semester. Thisis
an opportunity for returning students to secure their classes
before the busier time of regular registration.

Regular registrationis held fortwo orthreedaysjust before the
beginning of the semester or session. Both new and returning
students may register for classes during this period.

Late registration is held during the first one or two days at the
beginning of a semester or session. Both new and returning
students may register for classes during this period. However,
students who register during this period must pay an additional
late registration fee.

CREDIT HOUR LIMIT

Students enrolling for more than 18 credit hours for the fal or
winter semester, or more than eight credit hours for the summer
session, mustreceive permissionfromthe dean of instruction. In
theinstancewhere the college catal og lists morethan 18 hours as
asuggested semester|oad, students may regi sterwithout need of
thedean of instruction's permission.Exceptionstothis policy can
only be authorized by the dean of instruction.

COURSE ADJUSTMENTS (ADDS AND

DROPS)

ADD/DROP forms for adding and dropping courses can be
secured fromthe student services office. Adds and drops are
approved by the instructor or advisor and areto be used only to
improve the student's instructional program.

Addingaclass

Students are expected to complete their registration during the
regular registration period. However, if a student must add a
courseg, it should be done before the first week of the semester.
No student will be allowed to add a class after the first week of
the semester without written authorization from instructor of the
course.
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Dropping aclass

Students are permitted to drop any class in which they are
enrolled, provided the request to officially drop the class is
processed during the published drop period. Exact dates of the
drop period are published in each semester's class schedule.
(Please refer to the information listed in this catalog under
"Withdrawal from Classes.")

COURSE REPETITION

A student may repeat any coursepreviously takenoran equiva-
lent at Kirtland Community College to improve his/her grade.
Only the higher gradeis creditedwhencomputingthegrade point
average.

If the student has achieved a"C" grade or better on the first
repeat of acourse, asecond repeat will not be allowed. A student
may not repeat a course more than twice.

Exceptions to this policy may occur when a student desires
reentry or progression within a particular program that requires
current competency. Theseexceptionsmay be authorized by the
programadvisor. Otherexceptionsmay only be authorized by the
deanofinstructional servicesorthedean of occupational studies.

Students receiving financia assistance should check with the
student financial aid office before registration. Students should
be aware that financial aid will not normaly cover a repeated
classif the prior gradewasa"C" or better.

AUDITING OF COURSES

A student who wants to attend a course regularly but does
not wish to receive a grade or credit, may register to audit
the course. A student who audits a course will be required
to officially register and pay al tuition and fees. Financial
aid is not available for a course taken for audit.

A change from audit to credit or credit to audit must be
approved by the instructor of the course. A “permission for
audit/credit” form can be secured from the student services
office; the form must be properly completed, signed by the
instructor, and submitted to student services for process-

ing.

Students receiving financial assistance should check with
the financial aid office to determine what effect the audit
may have on their financia aid package.

GRADE REPORTING SYSTEM



Grades areissued at theend of each semester or session and be-
come apermanent part of the student's record. Kirtland operates
on two sixteen-week semesters and an eight-week summer
session.

The following grades are computed in the semester/term and
cumulative/career grade point average (GPA): A, A-, B+, B, B-,
C+C,C-,D+,D,D-,adE.

Academic achievement is recorded as follows:

Honor Point
Grade Definition Vaue
A . Excellent performance . .................. 40
A-ooo. Excellent performance . .................. 37
B+......... Above average performance ............. 33
B.......... Above average performance ............. 30
B-......... Above average performance ............. 27
Cr.o.oooll. Averageperformance ................... 23
Covvviln Averageperformance .................. 20
C .l Below average performance.............. 17
D+ ........ Below average performance.............. 13
D.......... Below average performance. ............. 10
D-......... Below average performance. ............. 0.7
E.......... Failure ... 0.0
I Incomplete ................ciiii. N/A
W......... Withdraw ........... ..o N/A
AU ........ Audit ..o N/A
CR ........ TransferCredit ........................ N/A
R.......... RegistrarGrade ....................... N/A
S Satisfactory .. ... N/A
A Satisfactory - Grade A ................. N/A
B......... Satisfactory -GradeB .................. N/A
S......... Satisfactory - GradeC .................. N/A
SD ........ Satisfactory - GradeD .................. N/A
U.......... Unsatisfactory ........................ N/A
IP......... Denotesclassinprogress .............. N/A

Thenumber of honor points received for acourse is determined
by the amount of honor point values multiplied by thenumber of
credit hours. Therefore, agrade of B in a4 credit-hour courseis
3 x4 =12 honor points.

A grade point averageis obtained by dividing the total number
of honor points by the total number of credit hours graded. For
example: A total of 32 honor points earned in a semester by a
student enrolled for 16 credit hours equals agrade point average
(GPA) of 2.00for that semester.

FINANCIAL OBLIGATIONS

Returning students will not be allowed to register for classes or
receive acopy of their Kirtland transcriptsif all of their financial
obligationsto Kirtland have not been met.

TRANSCRIPTS

Officia and unofficial transcripts are available from the
registrar’s office in student services at no charge. Officia
transcripts include the college seal and are sent directly from
Kirtland to the college, employer, or other location the student
indicates. Unofficial transcripts do not have the college seal and
can be given to the student.

A student requesting a transcript must do so in writing and
includehis/hersocial security number and/orstudenti.d.number,
signature, and to whom and where (include address) the
transcript is to be sent. Transcript requests can be received by
FAX (517-275-8210) and, if a FAX number is provided by the
student, an unofficial copy may be FAXed to another location.

NOTE: No transcripts will be issued to any student who has
not met all of higher financial obligations to Kirtland
Community College.

STUDENT RECORDS

In addition to academic transcripts, students' records are main-
tained by the registrar in the student services office. A student
record willinclude: Application for admission, high school tran-
script, other college transcripts and their transfer credit evalu-
ation, testresults,correspondence, student progressreports, and
otherstudent information. Students may reviewtheir own student
record any time during office hours.

PROGRESS REPORTS

A progressreport isinitiated by aninstructorto notify a student
of poor academic performance or lack of attendance in the
instructor’ s course. The progress report is submitted to student
services offices (counsding, student support services, and
financial aid), and acopy is sent to the student and placed in the
student’ sfile.

STUDENT ATTENDANCE
Studentsareexpectedtoattend every classand laboratory period
forwhichthey haveregistered. Regular classattendanceisneces-
sary for studentsto receive maximumbenefits fromtheir classes.
Excused absences for participation in authorized campus
activities shall in no way lessen student responsibilities for
meeting the requirements of the class.

Regular attendance is expected of each student in each course.
Instructors are required to determinereasonabl e attendance and
satisfactory academic progress during the semester. Progress
reportswill befiled for students with poor attendance records.
Financial assistance, whether Veterans Administration, federal
and state grants and schol arships, student | oans, work-study, or
privatefunding, may be canceled or reduced if attendanceis un-
satisfactory.

Since attendance is alegitimate basis for grading by instructors,
students will receive progressreports forlack of attendance (see
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"ProgressReports"). If absent fromcl ass,students should explain
the reason for their absence to their instructors.

INCOMPLETE GRADES

A student may request anincomplete("1")gradewhenhe/shehas
found it impossible for reasons beyond his/her control to com-
pleteal required coursework by the close of the semester. Upon
the instructor's discretion, an incompl ete grade may be granted.

If granted, the instructor shall submit an "Incomplete Grade Re-
quest Form" to the student services office. If the coursework is
completedwithin the period prescribed by the instructor, thein-
completegradewill bechangedtotheletter gradethe student has
then earned. If course work is not compl eted within the prescrib-
ed period, theincompletegrade will be changed to aletter grade
of "E."

WITHDRAWAL FROM COURSES

Students may withdraw from courses for which they have
registered. Check the semester schedule booklet or contact the
registrar for more information concerning the grading systemfor
withdrawals.

A student withdrawing fromacoursemust complete adrop form
and haveit signed by his/her faculty advisor or theinstructor of
the course. Students receivingfinancial assistance(Pell, veterans
benefits, single parent/homemaker, etc.) musthaveapprovalfrom
the financial aid office before having the add/drop form
processed by students services. A student withdrawing from a
coursemustalso gain approval fromthe dean of instructionif the
withdrawal is being made after the fourteenth week of the
semester or after the sixth week of the summer session. The
student must then submit the completed form to the student
services office for processing.

Generally, withdrawal from a course is the student's option.
However, students who are enrolledin aprogram that has addi-
tional requirements may be required to withdraw from a course
by their program advisor. As part of a disciplinary action, an
“administrative withdrawa” may be authorized by the dean of
student services.

Tuitionrefunds, which may be appropriate, are contingent upon
proper completion of the withdrawal procedure within the
semester refund period. Check the semester schedul e bookl et for
more information about refunds.

WITHDRAWAL FROM COLLEGE
Students withdrawing from all classes (withdrawal fromcollege)
will follow the same procedure as withdrawal from courses.

ACADEMIC PROBATION AND ACADEMIC
DISMISSAL FROM COLLEGE
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Good academic standing is a status achieved by students who
havean earned cumulative/career grade point average (GPA) of
2.0 andabove. Cumulative/career credit hours attempted/graded
and cumulative/career GPA will determine a student’s good
academic standing, probation, and dismissal status. The
following schedul e reflects probation and dismissal status:

05 Cumulative/Career Credit Hours Attempted/Graded
Probation Status: None
Dismissal Status: None

6-11 Cumulative/Career Credit Hours Attempted/Graded
Probation Status: 0.00-1.99
Dismissal Status. None

12-17 Cumulative/Career Credit Hours Attempted/Graded
Probation Status: 1.00-1.99
Dismissal Status: 0.99 or less

18-23 Cumulative/Career Credit Hours Attempted/Graded
Probation Status: 1.26-1.99
Dismissal Status: 1.25 or less

24-29 Cumulative/Career Credit Hours Attempted/Graded
Probation Status: 1.53-1.99
Dismissal Status: 1.52 or less

30Plus  Cumulative/Career Credit Hours Attempted/Graded
Probation Status: 1.80-1.99*
Dismissal Status: 1.79 or less

*Should the student not show academic progress (increasing
cumulative/career GPA toward a 2.00) after completion of the
next enrolled semester/session, he/she will be dismissed.

If astudent is dismissed from the collegeand wishes to re-enter,
he/she must submit an "Application for Reinstatement” to the
dean of student servicesfor permission to re-enter asalimited
probationary student. If permissionis granted, the student will

be allowed to re-enter with enrollment restrictions as stated in a
signed contract between the student and the student services
counselor. Any adjustments tothelimitedprobationary student's
schedule must be approved by the student services counselor.

A limited probationary student will be dismissed again from the
college if he/she is not showing academic progress (increasing
the cumulative/career grade point average toward a 2.00) or if
he/she does not meet all requirements aslisted in the contract.
Students being dismissed forasecond time will automatically be
required to sit out at least one semester.

Students being placed on academic probation or academic dis-
missal will be notified by letter of their status. The letter will be
fromthe dean of student services, acopy of which will besent to
the student's academic advisor.

ACADEMIC AMNESTY



Kirtland Community Collegeunderstandsthat astudent may " get
off to a bad start" due to circumstances beyond his/her own
control. Also, a student may enroll into a program that he/she
laterfindsdoes not suit his/her needs. Bothsituationsmay result
in astudent experiencing poor academic performance. Academic
amnesty is an action of forgiveness provided to certain students
who have experienced poor academic performance at Kirtland
Community College. Through academic amnesty, a student will
beawardeda” secondopportunity” toachievesuccessatKirtland
by removing the negative effect of less-than-"C" grade courses
on the student's academic transcript.

To be eligible to apply for academic amnesty, a student must
have:

1. A cumulative grade point average (GPA) of less than
2.00.
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Once €eligible, astudent may petition the academic amnesty com-
mittee by submitting a completed "Application for Academic
Amnesty" formto the student services office. Theapplicant must
meet with the director of guidance and counseling and agree to
the conditionsof academic amnesty. Theapplicant mustalso sign
arel easeformempowering theregistrarto rel easehis/herrecords
to the academic amnesty committee.

The academic amnesty committee will review al requests for
academic amnesty. Academic amnesty will only be granted for
one continuous period of enrollment in a program at Kirtland
Community College, as indicatedby coursestakenby the student
that are directly attributable to that program.

Once amnesty has been approved by the committeeand applied
by the registrar to the student's (petitionee's) transcript, the
student will not be permitted to rescind the application of
amnesty on his’her academic record. Other conditionsinclude:

1
2.

No course work will be removed from atranscript.
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new cumulative grade point average will then be estab-
lished.

4. Courses successfully completed with a grade of "C" or
better during the amnesty period can beused toward the
student's certificate or degree requirements but do not
count toward the student's GPA

5. A student receiving academic amnesty will not be allowed

to graduate with honors.

6. Academic amnesty, when granted, applies only toKirt-
land Community College courses. Thereis no guaran-
tee, expressed or implied, that academic amnesty will
be recognized by any other college or university.

7. Academic amnesty can be granted only once to any
student.

Theregistrar has the responsibility ofimplementingamnesty, as
stated in the academic amnesty policy, when it is granted to a
student.

CREDIT BY EXAMINATION

Students who believe they have achieved theequivalent knowl-
edge and/or skills of a particular Kirtland Community College
course, may choose to take acompetency credit by examination.

A Kirtland student may request credit by examination by using
the following procedure:

1. Contact the student services officefor alist of nation-
aly recognized standardized tests that are equivalentto
the Kirtland coursethe student desires. Information re-
garding testing fees and date, time and location of the
testing will also be shared with the student.

2. If anationaly recognized standardizedtestis not avail-
able, thestudent may contact the instruction office for
an Institutional Credit by Examination Request Form
and the cost for the testing. The student will complete
and submit the form to the senior instructor in the
subject area of the examinationrequested. The instruc-
tor will review the request and submit his’her recom-
mendation to the dean of instruction. The dean may
approve or disapprove the request. If approved, a test
will be developed and testing will be schedul ed.

3. Credit by examination scores will be handled in the
following manner: If apassing scoreisachieved, credit will
be noted on the student's Kirtland transcript. Cumulative
gradepointaverage, credit hours attemptedand honorpoints
will not be affected.

COURSE SUBSTITUTION

Certificate and degree program requirements are listed in the
college catalog. These requirementsinclude all courses needed
forcompletion. Any ateration to adegreeor certificate (substitu-
tion of one course for another) must be made in the following
manner:

1. To initiate acourse substitution, a student must meet

with his/heradvisor. Duringthemeeting,a" Student Re-
questforCourseSubstitution Form" mustbe completed
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by the student and the advisor. Thestudent's advisorwill
forward the formto an instructional dean for possible
approval. If approved, the form will be sent to the
registrar and placed in the student's record.

2. Required courses within a program may only be substi-
tuted under very unusual circumstances. No class may be
substituted for POL 10100, Introduction to
American Government.

3. Course substitutionsshould be submitted and approved
before the student's registration for the semesterinwhich
the course substitution is to be made. If a student has
received credit for courses transferred from another
institutionanddesiresacoursesubstitution ofthetransfer
credit for a required course, approval should be gained
during the student's first semester at Kirtland.

GRADUATION REQUIREMENTS

Each candidate for graduation must fulfill the following require-
ments for an associate degree or certificate of completion:

1. Granted admission to Kirtland Community College
2. Completed aminimum of fifteen semester hours of credit
(100 level or above) at Kirtland

3. Earned a minimum cumulative grade point average of
2.00 at Kirtland
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4. Completed all program requirements as listed in
Kirtland's college catalog

5. Thedateof the catalog by which astudent's credits are
audited for graduation may not be more than four years
earlier than the date of the issuance of the degree or
certificate. Student records may not be audited by a
catalog dated earlier than the time of entrance.
Exceptionsmay be authorized by an instructional dean.

See page 99-104 for transfer degree requirements.

GRADUATION

Students who planto earn an associate degree or certificate must
file a"Request to Graduate" formwith the registrar at the begin-
ning of the semester in which they plan to finish their required
coursework. Students should al so check with their advisorwhen
they register for that semester to be sure that al requirements
have been met.

Cap and gown for graduation must be ordered before March 1.
See"Tuition and Fees" for graduation fees.

Graduati on(commencement) ceremoniesforstudents completing
associate degree and certificate programs are held onceayearon
the last Friday of the winter semester. Participation in the
graduation ceremoniesis strongly encouraged, but not required.

Practical Nursing graduation is held in July at the end of the
summer session and completion of the certificate program.



EXPLORING EDUCATIONAL CHOICES

COUNSELING SERVICES

Testing (Interest, Personality, and Aptitude) is available for
students at no charge. Guidance and counseling, in the student
servicesoffice, providesinterestandpersonality testing. Aptitude
testing is provided by the career planning and placement office.
Thesetestingservicesincludeinterpretation and help studentsto
identify their academic majors and career fields of interest.

Academic Advising is an interactional process involving an
advisor (faculty member or counselor) and astudent. Through a
continuing contact and using an open and facilitative communi-
cation style, the advisor and student will endeavor to help the
student transform his/her needs, interests, values, and abilities
into an attai nabl e educational planconsistentwithhis/her emerg-
ing academic and career goals. With an educational plan
identified, the advisor provides appropriate assistance (may in-
cludereferrals, scheduling, fulfillment of program requirements,
and, if appropriate, transferinformation)tothe student during the
time required for him/herto compl ete his/her educational plan at
the college.

Academic advising is provided by the counseling staff in the
student services office, and by thefaculty. Appointments are en-
couraged.

Personal Counseling is helpful in situationswhere problems are
persistent and bothersome to the point that another person is
needed to discussthesituation.Limited personal counseling on
campusis available through the director of guidance and coun-
seling. Long-termcounselingis referred to community agencies.
The college maintains a referral list of local crisis centers and
mental health clinics qualified and available for personal coun-
seling.

CAREER AND EMPLOYMENT SERVICES

Employment servicesarefreeto students and non-students aike.
Employment servicesislocated in the student center.

Variousservices and materials areavailabletostudentswho want
to improvetheir employability skills.Individual and group assis-
tancewithjobsearch strategies, resume writing,and interviewing
techniques can be arranged. A good selection of books,
periodicals,and video tapesis alsoreadily availablein the career
center.

Employer informationis available to students and non-students
looking for employment. Local employers often call Kirtland's
employment services with part-time and full-time job openings
within our district. Some of these openings are advertised in our
weekly job opening list and in the student bulletin. An ever-
growing list of stateand national employersis also available for
peopl e considering relocation for employment.

The career center has a variety of career information available,
including the Chronicle Guidance Occupational Library. Many
federal publications are also available such as the Occupational
Outlook Handbook and the Dictionary of Occupational Titles.

Career-related testing is also available to students. A variety of
interestand aptitudetests can beadministeredto assi st students
in making sound career decisions.

ALTERNATIVE CAREER CHOICES

If your gender comprises aminority percentage of theworkersin
the careerfidd you are considering, there may befunds available
to assistyou in paying foryoureducational related expenses. For
more information, please refer to "Sex Equity” in this catal og
and/or contact the sex equity coordinator at extension 299.

SERVICE LEARNING

Service learning combines relevant community service experi-
ences with academic courses. Service learning activities are
academicaly meaningful. Kirtland Community College offers
four courses as part of its commitment to service learning:
Volunteerismin the Community (CAR-11500), Service Learning
Project (CAR-20000), Service Learning Lab (CAR-12600), and
Learning Styles (CAR-11600). Service learning projects are also
offered as part of some classes at Kirtland. Seminars and classes
relevant to service learning issues will also be offered through
the Community Education Center. Additional service learning
opportunities are tracked and made available through the
volunteer center.

A Service Learning Library has been established as part of the
main collection in the library. A bibliography of materia avail-
ablein this collection is being prepared.

PREPARING TO TRANSFER

(From Kirtland to the senior institution)

Transfer students need tobeawareof al deadlines, such as: pay-
ment for tuition and fees, residence hall reservations, financial
aid and scholarships, placement testing, etc.

Admissions

Transfer students must apply early for admission to the senior
institution they have selected. An application fee may be requir-
ed. Many schools have application deadlines, as well as alimit
onthenumber of new students to beadmitted. To assist transfer
students, many universities and someprivatecollegerepresenta-
tives visit community college campuses every semester to talk
with transferring students about their college or university.

A certain cumulative grade point average earned at the com-
munity college and/or the SAT or ACT test is usually an admis-
sion requirement at senior institutions. There may also be
additional admission or program requirements. Example: A
specific program may have fall admissionsonly.

Financial Aid
Students transferring during the current academic year will need
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to have afinancial aid transcript from Kirtland sent to their new
college/university. A duplicatecopy of their SARshould alsobe
forwarded to the college/university. Transfer students should
check with their new financial aid advisor to determine what
other information may be required. NOTE: The financial aid
transcript differs from an academic transcript. Students must
reguest both formsto be sent from their community college.

Students applying for financial aid, whether they receive
financial aid from their community college or not, must request
a Financial Aid Transcript Form fromthe financial aid office of
the institution to which they are transferring. Students should
complete their part of thisform and submit it to Kirtland's finan-
cial aid officer for certification.

NOTE: Thereisno charge for thisform. The financial aid tran-
script differs froman academic transcript.(Students must request
both forms to be sent from their community college.)

Transfer scholarships to senior institutions may be available to
students transferring from the community college. Scholarship
application deadlines usually fall between Decemberand March
each year.

NOTE: Some schools have separate scholarship application forms.

Campus Vist

Beforetransferring,students should visit theinstitutionto which
they plan to transfer, preferably during daytime campus hours.
When visiting campus, it is important that students talk to an
advisor in their program of study.

Student Housing

Studentsin need of off-campus housing should start looking at
least fourto fivemonthsin advance for the best selection. Most
senior institutions have on-campusor family housing available.
In some cases, transfer students must qualify to live off-campus.

Trangferring Credit

Students must submit a written request for an officia copy of
their Kirtlandtranscript fromthe registrar/student recordsoffice.
This copy must be sent directly from the registrar's office to the
collegeor university of their choice. Upon admission, thesenior
institution will perform a credit evaluation of the student's tran-
script.

When students transfer to a senior institution that operates on
terms or quarters rather than semesters, they need to be aware of
possible credit hour differences. Example: Two (2) semester
credits = three (3) term or quarter credits.

MACRAO Transfer Agreement

Kirtland Community College is a participating member of the
MACRAOTransfer Agreement. Thirty-threeMichiganfour-year
colleges and universities have agreed to a state wide transfer
agreement as proposed by the Michigan Association of
Collegiate Registrars and Admissions Officers (MACRAO).

Theintent of the (MACRAOQO) Transfer Agreement is to ensure
that a student, who completes a transfer degree, will have
satisfied the basic two-year requirements of thefour-yearcollege
or university. This agreement can also be fulfilled if a student
completes the following thirty credit hours of (100 level or
above) course work.

A. English Composition - 6 credits

B. Science- 8 credits
(Biology, Chemistry, Geology, Mathematics or Physics. At
| east one coursemusthave alaboratory. Courses taken must
be in more than one subject area).

C. Socia Science - 8 credits
(Anthropology, Economics, Geography, Psychology,
Palitical Science, or Sociology. Courses taken must be in
more than one subject area.)

urrpar}_l.té%g% “ a'r%uage, History, Literature, Music,
Philosophy or Theatre. Courses taken must be in more than
one subject area.)

Transcripts of Kirtland Community Collegestudents graduating
withanAssociatein Arts, Associatein Business Administration,
Associatein Criminal Justice-Generalist, Associate in FineArts,
or Associate in Science degree will automatically be stamped
"MACRAOAgreement Satisfied." Students justcompletingthe
thirty credit hour program, as stated above, must request their
transcript to be stamped "MACRAO Agreement Satisfied."

Please contact the student services office for more information.

SUPPORTING ACADEMIC SUCCESS

COOPERATIVE EDUCATION

Cooperative education at Kirtland is an educational technique
that combines classroom study with on-the-job education and
experiencein business or industry.

A cooperative education coordinator is responsible for the
development of the program, and it is designed to meet the needs
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of the individual student and his or her occupational goal. The
employer, coordinator, and student confer during the creation of
the program and agree on the experienceschedule. The student
receives related instruction at the college; the coordinator re-
ceives reports fromthe employers as the situation dictates. A
total integration of the academic and the applied sciences is



created to the benefit of the student. Contact John Loiacano at
extension 297 for further information.

LEARNING RESOURCES CENTER

Library

The Library is open to the general community as well as all
students. Resources availableinclude a 30,000 book collection,
and extensive magazineand newspaper collection, public access
computers (IBM compatible), viewing stations, and a photo-
copier. A variety of services are available, including full
reference service, term paper counseling, inter-library loan, and
on-line search service. Public access computers linked to the
Internet are available.

Open Hoursfor theLibrary

Fall & Winter Semesters:

8 am. to 8 p.m., Monday through Thursday
8am. t04:30 p.m., Friday

Breaks and Summer Session:
8 am. to 4:30 p.m., Monday Through Friday

Media Services Department

Themediaservices department provides avariety of audiovisual
servicesto the faculty, staff and students at Kirtland. Thereis a
videotapecollection, someavailable for check out, and locations
forindividual and group viewing. Theaudiovisual equipment for
the campus is maintained and processed by this department.

Distance L earning Center

The distance learning center is in the Library building. Two
satellite receivers are located at the center, providing live video-
conferencestofaculty,staff, studentsandthecommunity.Several
|ocationsoncampusandthecontinuingeducation centerserveas
satellite conference sites.

Interactive video conferencing is available from Kirtland Com-
munity College to universities and other community collegesin
Michigan means of CODEC. The hub of Northeast Educational
Telecommunication Consortium's interactive television system
(NETCON), is also located here. NETCON is a cooperative
made up of Kirtland Community College, COOR ISD and six
local school districts.

The ITV system is used for classes among the high school
districts, collegeclasses |ocated in the high school s delivered by
Kirtland and, through a CODEC link, classes fromother institu-
tionsof higher education which are also held in the high school
classrooms.

Term Paper Counsding
Term paper counseling is available inthelibrary during library
hours. Termpaper counseling hel ps students with topic formula-
tion and research. Call the director of learning resources, exten-
sion 235, for an appointment.

TELECOURSES

To meet thechanging educational needs of the community, Kirt-
land Community College offers several telecourses for college
credit. Telecourses are a convenient, flexible way to pursue a

collegeeducation. Students can fit a college education into their
busy lives by viewingthe programs and studying at home, rather
than having to attend lectures on-campus.

If you are a self-directed and mature student with a busy
schedule, consider a telecourse. For additional information on
telecourses,contact Mark Burgerinthel nstructional Technology
areain the Library building or cal 517-275-5121, extension 276.

THE INSTRUCTION OFFICE

Instructional concerns are the responsibility of the dean of
instructional services and the dean of occupational education.
Their offices are located in the academic building. Some of their
responsibilities are the scheduling of course offerings, selection
and supervision of faculty, cancellation of classes, and appeal of
grades.

FACULTY ADVISING

Faculty advisors assi st students prior to and during registration
with the selection of classes to meet their individual educational
needs. Faculty advising assignments are listed in the class
schedule by program of study. Faculty advisors are available
throughout the year for consultation and assistance with
academic problemsthat may be interfering with a student's pro-
gress (see "Faculty Office Hours").

FACULTY OFFICE HOURS

All faculty maintain officehours.Studentsareencouraged to take
advantage of this time for discussion of future class selection,
academic problems, or class assignments. Faculty office hours
are posted in the hallway outside the faculty office area in the
academic building.

TUTORIAL CENTER

TheTutorial Center provides freetutoringto al students whore-
quest this service or who are referred by an instructor. In most
cases, students are matched with their peers, and tutoring takes
placeon campusduring atimethat is convenienttoboththetutor
and tutee. The Tutorial Center also provides help with study
skills such as time management, listening, notetaking, and test-
taking.

Need for Tutors

Any student who is above average academically, can relate
sensitively to other students, and has the recommendation of an
instructor, may apply to be apaid tutor in the program. Contact
the tutorial office, room 212 in the administration center, for an
application and further information, or call extension 211.

WRITING CENTER

TheWriting Center offers guided instruction by Englishfaculty
to students seeking toimprovetheirwritingskills.Individual ses-
sionsto meet specific needs are available on adrop-in basis. In
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addition, the self-paced writing course, ENG-10000 is taught
here as a support class for English Composition I. Contact The
Writing Center, room 131 in the administration center, for fur-
ther information, or call extension 338.

SUPPLEMENTAL INSTRUCTION

Special group study sessions are attached to some of the more
difficult (orfaster paced) natural science or mathematics classes.
Threeadditional classhours of study and review (called" Supple-
mental Instruction” or Sl) are scheduled per week for each
course. The Sl sessions are led by a student facilitator who has
previously completed the class. Attendance at Supplemental
Instructionisvoluntary forstudents,but Kirtland datashowsthat
those students who attend Sl at | east 10 percent of the time earn
anaverageof oneletter grade higherthan thosewho never attend
S.

STUDENT SUPPORT SERVICES

The college, with partial funding fromthe Michigan Department
of Education, provides support services to meet the needs of
certain populations. Members of special populations include
students who are economically or educationally disadvantaged,
disabled, limited English proficient, incarcerated, or who are
pursuing a career non-traditional for their gender. Support
services and assistance to help them reach their career goals
include the following:

» Freeindividual and group tutoring

» Workshops on study skills, test taking, and time
management

» Personal, career, and academic counseling

» Referas to other departments or community
agencies

» Servicesfor students with disabilities.

SERVICES FOR STUDENTSWITH
DISABILITIES

Students who qualify for services are identified under section
504 of the Rehabilitation Act of 1973 and the Americans with
Disabilities Act of 1990. Students must provide the director of
specia populations documentation of disability from an
appropriate licensed professional, such asamedical doctor,

psychologist, or psychiatrist. Verification of disability forms
and arequest form for auxiliary aides or services, academic
adjustment or other accommodations are available in the
student support services office. Some examples of services and
accommodations follow:
* Instructional accommodations, scribes, readers,
notetakers, and sign language interpreters
» Testing adaptations, extended time and oral
examinations
» Technological assistance, wireless amplification
devices and areading machine
¢ Liaison with Michigan Jobs Commission Rehabilitation
Services, VA Vocational Rehabilitation and private
rehabilitation agencies.

STUDENT ASSISTANCE PROGRAM

Kirtland Community College's Student Assistance Program has
been developed in response to U.S. Department of Education
directives and through the cooperation of local health care
agencies.

The programis designed to provide Kirtland students with help
in dealing with emational, medical, social, family, alcohol and/or
drug abuse problems. Since such problems are considered treat-
able, students are urged to seek help before personal problems
seriously damage academic performanceor the future quality of
their life.

The Student Assistance Program can help by:
» Providing the opportunity to discuss a personal

situation with a caring professional

» Offering referral information on local agencies or
specialized treatment services

» Suggestingalocal support groupsharing the same
concern

» Providing information on the use and abuse of
drugsincluding alcohol

* Providing information on how to deal with
emotiona, medical, social or family problems

For a copy of the Student A ssistance Programbrochure, contact
Kirtland's director of guidance and counseling, extension 280.

RECOGNIZING EXCELLENCE

SCHOLARSHIPS

Schol arships, which recogni ze academic excellence, are available
for both new and returning students. Please refer to " Scholar-
ships" in this catalog. For additional information, contact
Kirtland's director of financial aid at extension 271.

HONORS PROGRAM
The Kirtland Honors Program is designed to meet the needs of
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students of high academic standing who are seeking additional
challengesinboth general education and occupati onal programs.

Honors students earn academic credit in honors courses, and
upon completing the program, may be awardedanhonorsdegree.

Admissionto the Honors Programis competitive, and enrolIment
islimited. Honors students enjoy several benefits, including:
» More challenging and stimulating course work



* Interaction in acommunity of scholars

» Honors sections of regular courses

* New courseswith an interdisciplinary focus

» Smaller classes than the norm

» Anopportunity forindependent study andspecial
honors projects

« All honors courses noted on transcript

» The opportunity to earn an honors degree

Interested students should contact Fred Giacobazzi, Faculty
Office, room 21, in the academic building, or call extension 321,
for complete details.

HONOR LISTS

Eachfal and winter semester, aPresident’ s honor listand dean’s
honor listwill be issued. The President’ s and dean’ s honor lists
shall consist of names of full-time (12 or more credit hours
earned, excluding developmental courses) students whose
current/termgrade point averages are 3.800 t04.000 (President’s
list) and 3.400 to 3.799 (dean’ slist) at thetime grade reports (see
“Grade Reports”) are processed.

Credits earned in developmental courses will not be used when
determining a student’s full-time status. In addition, students
receiving an incomplete grade (“1”) for the semester will not be
considered for either list. (However, honors notations will be
posted to transcripts when completion of “I” grades resultsin

grade point averages that meet honor list criteria.)

GRADUATION HONORS
Students may graduate with honors from Kirtland Community
College providing they have:

e Completed dl the requirements needed for a

certificate or an associate degree

» Earned at least fifteencredit hours at Kirtland
if receiving a certificate or associate degree

e Achieved the cumulativegradepoint average
(determined by the last completed semester)
reguired for one of the following honors:

Summa Cum Laude 3.800-4.000 cum GPA
Magna Cum Laude 3.600-3.799 cum GPA
Cum Laude 3.400-3.599 cum GPA

Theregistrar will reviewtranscripts of all candidates for gradua-
tion. Authorization to wear honor cords will be given by the
registrarto candidates who haveachieved aminimumcumulative
grade point average of 340 prior to the semester in which
graduation ceremonies are held. The graduation programwill list
candidates who have been authorized to receive the honors.

GETTING INVOLVED

STUDENT ACTIVITIES

The collegeencourages student activitiesthat supplementthein-
structional program by providing recreational activities that will
add to the student's enjoyment of life and stimulate personal
growth and social development. Opportunities for development
of constructiveleadership, cooperativeplanning, and special in-
terests will befosteredthrough participationin student activities.

Cultura eventsinclude lectures, films, art exhibits, and concerts
made available by the college. Studentsinterested in art, drama,
and journalismmay furthertheir experiences, training and talents
inart shows, theatre productions, and participatingin the news-
paper. Recreational and social events might consist of picnics,
canoe trips, travel excursions, and dances sponsored by the
student senate. Some clubs also sponsor activities. Annual
activities include the fdl and spring picnics, a Christmas
dinner/dance, and Game Room tournaments.

STUDENT 1.D. CARD

EachKirtland student is entitled to astudent identification card.
The student services office will issue cards upon request to al
students who register for classes. The identification cards are
non-transferable and must be validated for each semester. The
card permits the student's entry tomany collegeor student senate

sponsored functionsat no charge or at areduced rate. The card
is also used for checkout privileges for borrowing recreational
equipment from the Game Room (see "Game Room"). The card
isalso used for student discounts at some area businesses.

STUDENT SENATE

The student senate is the student government organization at
Kirtland. The senate is the means through which students can
participate in institutional governance by representation on
college standing committees. Also, senate membersassist in
planning avariety of extracurricular and co-curricular activities
held throughout the year.

The officers and senators who comprise the student senate are
elected each year by the student body. Senate meetings are held
regularly during the year and are announced in the student
bulletin. These meetings are open to all who are interested. For
acopy of thesenate's constitution or other information, contact
the student senate office.

STUDENT CLUBSAND ORGANIZATIONS
There are many special interest clubs and organizations that
offer opportunities for students to broaden the scope of their
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educational experiences. Students are encouraged to participate
in the activities sponsored by the clubsand organizations listed
below, orto contact any member of the student senate, or faculty
members, with suggestions for forming new organizations.
Membership in dl organizations is open to any interested
student.

Some organizations, which are currently active in sponsoring
activities, are the Aviation Chapter, Cosmetol ogy Club, Nursing
Club, Royal Archers Club, Baseball Club, InterVarsity Christian
Fellowship, Criminal Justice Club, and Student Art League.

Establishment of Student Clubsand Organizations

No student club or organization may be established, conduct
business, solicit funds, or sponsoractivities unlessthe organiza-
tion has been approved by the student senate and has been
authorized by the dean of student services of the college.

Students whowishtoformastudent organization should contact
the dean of student servicesorreferto the Student Handbook for
the proper procedure.

GAME ROOM

Pool and ping pong tables, electronic dart boards, video games,
and pinball machines are located in the Gane Room in the
student center. Also, equipment for baseball, softball, cross
country skiing, etc., is available for checkout. Student identifica-

tion cardsarerequired for equipment checkout (see" Student 1.D.
Card").

FITNESSNATURE TRAIL

The Kirtland fitness/nature trail is a one and one-quarter mile
loop that winds through heavily wooded terrain that includes
hardwoods, lowlands, and abog. In addition, 20 exercisestations
with 32different exercises |ead youthrough acompleteworkout.
Thetrail is open free of charge to all students, employees, and
community members during daylight hours. Thetrail is al so used
for cross country skiing in the winter, but it is

not groomed. The fitness/nature trail starts and ends behind the
Library building (see"Campus Map").
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KIRTLAND CENTER FOR THE

PERFORMING ARTS

Kirtland Center forthe Performing Artsexists as the cultural and
entertainment establishment at Kirtland Community College. Its
purposeisto present avariety of performing arts events catering
to the diversity of interests among the members of the C.O.0.R.
community and beyond.

Each year many acts of national and international renown are
presented. The hallmark Performing Artist Series features world-
class performers as well asvocal and instrumental groups from
the 1950s and '60s. It may also include theatrical performances,
dance and occasionally amore contemporary attraction.

For further information regarding scheduled events or ticket
prices, please contact the Kirtland Ticket Office at 517-275
5121, extension 225.

Volunteers Needed

Presenting world-class entertainment requires the abilities and
talents of many individuals.Volunteers are needed in al aspects
of theatre production and management. If you would liketoassi st
in any capacity - fromenvelope sealer to usher - for a specific
performanceor for many, do not hesitate to contact Ron Koenig,
Managing Director at 517-275-5121, extension 311.

ALUMNI ASSOCIATION

On September 30, 1992 the Kirtland Alumni Association became
an official organization representing over 2500 Kirtland Com-
munity College graduates. A number of activities are planned
annually by the alumni board (elected officers). These activities
include a reception for new Kirtland graduates, alumni news-
letters and the selection of the Alumnus of the Y ear recipient.



SAFETY, SECURITY, EMERGENCIES

DEPARTMENT OF PUBLIC SAFETY

Your personal safety and security while on campus are the
primary concerns of the Department of Public Safety. Our goal
is to insure asafe environment in which all of the campus com-
munity members can work and learn. In order to attain this goal,
we need cooperation fromyou. Members of the campus com-
munity must take responsibility for the safety and security of
themselves, their neighbors and their belongings.

PUBLIC SAFETY SERVICES
The Department of Public Safety is located in the student center.
Office hours are 8 am. to 10 p.m., Monday through Thursday
and on Friday from 8 am. to 4:30 p.m.. Public Safety services
include:
» Afterdark escort servicefromthe buildingsto student's
vehicles
» Responding to criminal behavior complaints
» Preventative workshops/seminars on drug/alcohol
awareness, rape awareness, use of weapons, etc.
» Addressing parking and traffic violations
» Providingvehicleemergency assistance(keyslockedin-
side of vehicle, jump-starting vehicle, etc.)

CRIME REPORTING

If you witness a crime or are a victim of any criminal activity,
take immediate action. Contact Public Safety at extension 283,
255, or O, or contact the Roscommon County Sheriff's Depart-
ment at 275-5101.

NOTE: Upon request, data can be obtained from the office of
thedeanof student services regardingincidents reported, during
1992-1994, to either the Kirtland Department of Safety or the
Roscommon County Sheriff's office.

PARKING AND TRAFFIC ON CAMPUS

Through enforcement of parking and traffic policies, it is Kirt-
land's desire to provide asafe meansforentry and departurefrom
campus lots. Also, it is our hope, with the |east amount of in-
convenience, to provide fire, safety, and maintenance vehicle
access lanes, handicap spaces, and |oading/unloading oppor-
tunities.

Parking on campus is free and allowed in approved areas only.
Parking isnot alowed in fire lanes, on or beside walking paths,
ornext to buildings. In addition, parkingin thelot adjacent to the
vocational-technical building is reserved for patrons of
automotive and cosmetol ogy services.

Parking spaces for service vehicles and the handicapped are
posted. A permanent or temporary handicapped sticker fromthe
Secretary of State office is needed to park in the handicapped
areas.

Parking and traffic violators on campus will be ticketed by
Kirtland's Public Safety officers. Thefollowing fines areimposed
onviolators:

$4000 ...... Parked in handicap space

$2500 ...... Parking in firelane

$2500 ...... Parked within 15 feet of fire hydrant
$2500 ...... Blocking emergency exit

$1000 ...... All other parking violations

FIRE SAFETY AND FIRE ALARM

PROCEDURES

Students and employees of the college are encouraged to know
where fire alarms, fire extinguishers, and emergency exits are
located in each building.

If a fire dlarm sounds, get out of the building! Tresat dl fire
alarmsto bereal, even if you have reason to believethedarmis
afalse alarm. Do not reenter the building until given permission
to do so by college officials.

NOTE: A false adarm is dangerous and a felony. Anyone
sounding afalse alarm will receivethe minimumsanction of sus-
pension from college.

POLICY ON USE OF ALCOHOL/DRUGS
Unauthorized possession or use of alcoholic beverages on the
collegecampusor at acollege sponsoredevent,and use, posses-
sion, or distribution of narcotic orotherdangerousdrugs (includ-
ing look-dike drugs) are strictly prohibited. Violation of these
regulationscould lead to removal fromcollege property, suspen-
sion, or dismissal from the college, and/or be liable to legal
prosecution.

NOTE: For a more detailed position on the possession/use of
illicit drugs and alcohol, please contact the dean of student
services for acopy of "Kirtland Community College's Response
to The Drug Free Schools and Communities Act Amendment of
1989" booklet and refer to "Rights and Responsibilities of
Students" and "Student Code of Conduct” sections in this
catalog.

POLICY ON WEAPONS (FIREARMS,

KNIVES, EXPLOSIVEYS)

Possession or use of knives (blade in excess of 3 1/8 inches),
firearms, firecrackers, explosives, other lethal weapons, and/or
toxic or dangerous chemicals on campusor at any college spon-
sored events, unless specificaly authorized in writing by a
collegeadministratorforeducational/saf ety purposes,isprohibit-
ed. Further, possession in a locked vehicle may be permitted
according to state laws. Law enforcement officers are exempt
from this policy.

CAMPUS SAFETY AND SECURITY

BOOKLET

Our campus is nestled in a beautifully wooded setting. The
surroundings are tranquil and peaceful. Although Kirtlandisa

relatively safe placetobe, itis certainly not exempt from many
of the same crime problems that exist in the surrounding commu-

33



nities.
To promote awareness of crime, safety precautions and emer-
gency procedures, Kirtland has made available the Campus
Safety and Security booklet. Thisbooklet includes:

» Emergency telephone numbers

» Department of Public Safety services

* Incident reporting procedures

» Poalicies on use of alcohol/drugs, sexual offenses, and

weapons

» Parking and traffic policies

» Firesafety and fire alarm procedures

» Personal safety measures

o Stalking

e Statistics on campus crime occurrence (1994-96)

» Safety awareness programs

» Accessto campusfacilities

A copy of this bookl et can be obtai ned fromthe student services
office. In addition to promoting safety awareness, these efforts
help to assure Kirtland's compliance with the Student Right to
Know and Campus Security Act of 1990.

CAMPUS CRIME OCCURRENCE

STATISTICS

The Crime Awarenessand Campus Security Act of 1990requires
colleges to collect and share occurrence statistics for certain
crimes reported as occurring on the college campus. Kirtland's
on-campusoccurrencestati stics(reportedoffenses, doesnotinfer
alleged offenders were convicted) are:

Reported Offenses

Mipr er 1994 1995 1996
Sex Offenses-Forcible 0 0 0
Sex Offenses-Non-forcible 0 0 0
Robbery 0 0 0
Aggravated Assault 0 0 0
Burglary 1 0 4
Motor Vehicle Theft 0 0 0
Arrests

Liquor Law Violations 198 4 198 5 198 G
Drug Abuse Violations 0 0 0
Weapons Possessions 0 0 0

NOTE: Asof January 1998, crime occurrence statistics for 1997
will be available in thedean of student services' office. Also, for
more information regarding the college’s compliance with the
Crime Awareness and Campus Security Act of 1990, contact the
dean of student services.

EMERGENCIES

Sometimes emergencies ariseoncampusthat require the services
of the fire department, county sheriff's office, Michigan State
Police or an ambulance. Dial "0" from7:30 am. to 7:00 p.m. or
dial extension 246 after 7:00 p.m. The operator will help you
gain the service you need.

During the winter months when vehicle lights have been left on
and a "battery jump" is needed. Call extension 249 and the
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college's maintenance department will help you.

ACCIDENT REPORTING

Students having an accident while on campus should report the
incident to the business office, located in the administration
center.

CLASSCANCELLATIONS (Dueto Inclement Weather
or Other Unusual Circumstances)

CAMPUS CLASSES: When it is necessary to cancel classes
dueto inclement weather orother unusual circumstance, please
DO NOT CALL THE COLLEGE. Announcements of college
closings will be made on the following radio and TV stations:
TV: CadillacWWTV -TV 9& 10

Cadillac FOX 33

Bay City WNEM - TV 5

Traverse City WPBN - TV 7 & 4

RADIO:
Houghton Lake WHGRWUPS . ........... 985FM
Grayling WGRY vvveeiiinnnnns 101 FM
Grayling WQON KOOl +vvvvennnnnnn. 100 FM
Gaylord WKPK o 107 FM
Gaylord WPHN © i 90.5FM
Gaylord WMIZ MagiC. v vvvvvvnnnns 95.3FM
Tawas City WIOSWKIC . ..o vevven 104.7FM
Tawas City NEW BAY 108 .......... 107.3FM
Alpena WHSB ... 101.7FM
Mt. Pleasant PBSRadio .............. 895FM

(Central Mich.)

PBSRadio .......oovnnn. 91.7FM
(Alpena)

EVENING CLASSES: Announcements that refer to evening
classes mean any class beginning at 5 p.m. or later.

SATURDAY CLASSES: Cancellations will not be announced
on radio or TV. The decision to cancel a Saturday class will be
communicated through a student telephone fan-out listthat will
be established in each class.

OFF CAMPUS CLASSES: If the radio/TV announcement
states that Kirtland classes are canceled, that announcement
includes Kirtland off-campus classes (Houghton Lake,
Roscommon, Grayling, Mio, West Branch, Gaylord).

LOCAL SCHOOL CLOSINGS: |If, in the event that local
schools at which off-campus classes are held are closed due to
inclement weather, Kirtland classes will also be canceled at that
site.

NURSING CLINICAL:

*  Students having classes on campusshould listentotheradio
for campus closing announcements.

+ Students scheduled for clinical sites will not hear announ-

cements regarding clinical site closings on theradio. Thein-
structor of the clinical site will decide the cancellation of a
classand students will receive word by means of apredeter-
mined clinical phone tree. (For more information refer to
your nursing student handbook.)



COLLEGE CLOSING

In the event of impending severe weather, prolonged utility
failure, or any condition jeopardizing the safety or well-being of
students, the college President may findit necessary to suspend
classes or ceasecollege operationsuntil such threatening condi-

tions are corrected. After such a decision has been made, radio
stations within the college's district and service areawill broad-
cast several announcements about the "closing decision." For
information, see CLASS CANCELLATIONS above.

PROTECTING STUDENT RIGHTS

STUDENT'SRIGHT TO KNOW

Under Section 103 of the Student Right to Know and Campus
Security Act, colleges are required to disclose completion of
graduation rates to students entering theinstitution. Theserates
are derived fromwhat happens to a group of new, full-time
students (with no prior college enrollment) who enter acertain
fal semester and are pursuing a certificate or a degree. For a
copy of the Student Success Report, which includes graduation
rates, contact the student services office at extension 251.

NON-DISCRIMINATION

Kirtland Community College complies with all general laws and
regul ations prohibiting discrimination and with all requirements
and regulations of the U.S. Department of Education. It is the
policy of Kirtland Community College that no person on the
basis of race, color, religion, national origin orancestry, age, s,
marital status, sexual orientation, disability or other protected
category under Michigan and federal law shall be discriminated
against, excluded from participationin,denied the benefits of or
otherwise be subjected to discrimination in any program or
activity for which it is responsible or for which it receives
financial assistance from the U.S. Department of Education.

All educational opportunities will be offered without regard to
race, color, national origin, sex or handicap. The college Title IX
and Section 504 coordinator is Katherine Grosser, Kirtland Com-
munity College, 10775 N. St. Helen Road, Roscommon,
Michigan 48653, (517) 275-5121, extension 230.

Compliance with the Americans with Disabilities Act (ADA) is
apriority of Kirtland Community College. The ADA compliance
officer is Mr. Cary Vajda, Dean of Student Services, Kirtland
Community College, 10775 N. St. Helen Road, Roscommon,
Michigan 48653, (517) 275-5121, extension 260.

SEXUAL HARASSMENT

Sexual harassment of students and employees at Kirtland is un-
acceptable and will not be tolerated. Sexua harassment is
defined as unwelcome sexual advances, requests for sexual
favors, and other verbal orphysical conduct or communications
of asexual nature when such conduct or communication has the
purpose of or effect of substantially interfering with an individu-
a's education or creating an intimidating, hostile or offensive
educational environment. For more information orto file asexual
harassment complaint, students should contact the dean of
students at extension 260,and employeesshould contactthe dean
of business affairs at extension 239.

SMOKING POLICY

In compliance with state and federal law, Kirtland Community
College has reduced exposure to tobacco products by takingthe

following steps:

1. Smokingor useof any tobacco products will be prohibited in
al leased or owned college facilities, except in private
college housing.

2. Smokingor useof any tobacco products will be prohibitedin
college vehicles.

3. Smoking or useof any tobacco products may occur no closer
than 10 feet from outer door entrances. In some circum-
stances, other standards will apply and will be posted.

4. The sale of tobacco products will be prohibited on college
premises.

The responsibility for implementing this policy lies with each
individual in the Kirtland Community College community.
Successful implementationrequirestheunderstanding,consider-
ation and cooperation of students, staff and visitors to the
campus.

DRUG-FREE LEARNING ENVIRONMENT
Kirtland Community Collegestrongly supports the promotion of
a drug-free campus and has certified its compliance with the
Drug-Free Schools and Communities Act Amendment of 1989.
In compliance with this act, Kirtland has made available the
booklet, Achieving a Drug-Free Learning Environment. The
following information is provided in this booklet:

e Standardsof conduct for studentsand employees

e Sanctionsfor illicit drug and alcohol use

* Health risks associated with drug and alcohol use

* Prevention education services

e Treatment and recovery

« Local agenciesfor referral services

e Support groups

« Emergency telephone numbers (hot lines)

For acopy of Achieving a Drug-FreeL earning Environ-
ment, contact the student services office at extension 260.

PRIVACY OF STUDENT RECORDS

The college complies fully with the Family Educational Rights
and Privacy Act of 1974 also known as FERPA,whichis design-
edtoprotect the privacy of student educational records.Formore
information regarding the confidentiality of records or rel ease of
student information, contact theregistrarin the student services
office in the administration building, or cal (517) 275-5121,
extension 248.

A. . . . .
(FERPANIGHTS ARG IR B YERkasd By 19Me

collegewithout thewritten consent of the student. Suchin-
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formation is called "directory information" and may be
giventoanyinquirerunlessthe student specifically requests
the registrar's office to withhold such information. The
following "directory information” will be released by the
college:

"Whether aauﬂjent is ar.has been r ered at Kirtland
Community Co H’h IS means your name may

appear in the student bulletin, electronic bulletin board,
newspaper articlesregardingacademic achievements,gradu-
ation program, or phone inquires.)

g TIa SRR L g AR

ten permission, signed and dated by the student except for
the following:
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every effort will be made to contact student.

2. Disclosure of records to faculty and administration
shall beonly forinternal educational purposes, routine
administrativeand statistical purposes, or legitimatein-
quiries made by faculty/advisors pertinent to the
specific instructor/advisor's need to reviewyour back-
groundinformationin order to adequately instruct/ad-
vise you in aspecific academic area.

3. Certainfederal, state, and local authorities as noted in
the Family Educational Rights and Privacy Act of 1974
involving an audit or evaluation of compliance with
educational programs.

STUDENT IDENTIFICATION NUMBER
Thecollegerequests the student's social security number at time
of admissionto verify identification. Thesocial security number
of students accepted for admission prior to April 1996 is their
student identification number (1.D.). A separate |.D. number is
issued to new students admitted after April 1996 due to new
software used for record keeping. The student 1.D. is used for
grade reporting, class list identification, transcript services and
additional servicessuchas financial aid and veterans benefits for
those who are eligible.

RIGHTSAND RESPONSIBILITIES OF
STUDENTS

College student conduct expectations are essential to the estab-
lishment of an environment conduciveto learning,to the protec-
tion of Kirtland Community College's educational purpose, and
to the maintenanceof areasonable level of order on thecampus.
The college strives to maintain these standards through educa-
tional programs, servicesto the students, and the promotion of
student conduct standards.

Kirtland's policy and procedure, Rights and Responsibilities of
Students, was designed to promote student conduct standards.
Thepolicy outlines certain student freedoms, conduct expected
of all students, the right to due process, and sanctions that may
beimposedonstudents found in violation of thecodeof conduct.
Further, it must be noted that certain programs of study (e.g.,
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Nursing and Law Enforcement) may have different or stronger
standards of conduct, due process, and/or sanctions for its
students.

Kirtland Community College recognizes those enrolled in a
course or programof study as students and, therefore, members
of the academic community. A s members of this community,they

are subject tothe obligationsthat accrueto themby virtue of this

membership. While enjoying freedoms of speech, peaceful

assembly, right of petition, and the right to due process, all

students areexpected to conduct themselves in amanner that will

reflect favorably on them, the community, and Kirtland Com-

munity College.

Academic Freedom

Thestudent inthe classroomand in conferenceshould enjoyfree

discussion,inquiry,andexpression.Student performanceshall be

evaluated on an academic basis, as defined in the syllabus for
each course.

A. Protection of Freedom of Expression
Students shall be free, and be encouraged, to offer
opinions and insights in any course of study and be
alowed toreservejudgement about matters of opinion
expressed by the instructor or other students. Also,
students are responsible forlearning the content of any
course of study for which they are enrolled.

B. Protection Against Improper Academic Evaluation

Students shall have protection through due process
against prejudiced or capricious academic evaluation.
At the sametime, they are responsible for maintaining
standards of academic performanceestablishedfor each
courseinwhichthey are enrolled. Students may usethe
procedures outlined under "Procedure for Academic
Due Process" when a dispute over grades occurs.

Freedom of Assembly

No person or persons shall assemble in amannerthat obstructs
thefree movements of persons about the collegeorthefreenor-
mal use of the college buildings and facilities, or prevent or ob-
struct the normal operations of the college.

Right to Due Process
An individual charged with a violation of the student code of
conduct has therightto due process. A student who is dissatis-
fiedwith an academic decision also has theright to due process.
Dueprocessat Kirtland Community Collegemeansthat astudent
is assured that his’her rights as a student will be protected.
Further, and specifically, astudent has the right:
A. Tobeinformed in writing of the specific charges and

the grounds for such charges.
B. Tohaveachosenadvisoror counselororlawyer (at the
student's own expense) present for advice before,
during, and/or after the hearing. The role of this
individual is limited to an advisory capacity with no
right of cross-examination.
To be present at the hearing, if desired.
To exercise the privilege against self-incrimination.
To hear or examine evidence presented to the com-
mittee reviewing the case and to present evidence by
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witnessesoraffidavit of any def ensethestudent desires.
Further, the student shall be given the opportunity to
Cross-examine witnesses.

F. To be informed in writing of the committee's recom-
mendation to the dean.

G. To appeal the committee's decision to the President.

H. Towaivetheright of aformal hearing before the committee
and to have the case heard by the appropriate dean.

L aws, Regulations and College Palicy

Students shall obey the laws enacted by federal, state and local
governments, and the policies and regulations of Kirtland Com-
munity College. If a student is charged with a misdemeanor or
felony, the college will fully cooperate with civil authorities
while recognizing the student's rights under the Family Educa-
tional Rightsto Privacy Act ("FERPA").

Note: Under FERPA, an educational institution, including a
community college, may not disclose personaly identifiable
information found in astudent's education record to lawenforce-
ment officials, unless such disclosure is "to comply with a
judicia orderorlawfully issued subpoena." In such asituation,
the college must make areasonable effort to notify the parent or
student of the order or subpoenain advance of compliance.

Student Code of Conduct

Enrollment as a student at Kirtland Community College carries
with it behavioral obligationsinside and outside the classroom.
Studentsareresponsiblefor obeying municipal, state, andfederal
laws that govern the community, as well as for the rules and
regulations of the college. If astudent participates individualy
orasamember of agroup in any of the "Forms of Misconduct"
(listed below), he or she can be subject to disciplinary action.
Further, sanctions may be imposed upon student groups or
organizations, including the sanction of deactivation, which
entailsthelossof al the privileges and/or collegerecognition for
aspecified period of time.

Generally, college jurisdiction and discipline shall be limited to
conduct which occurs on college premises or which adversely
affects the college community and/orthepursuit of its objectives.
Thestudent code of conduct isin effect for students while they
are on any campusproperty,andotherproperty inthe possession
of or owned, used, or controlled by the college.

Thecodeofconduct al so appliesto off-campusactivities such as
fidld trips, off-campusclasses and coll ege-sponsored events.On
acase-by-casebasis, thedean of student services or the dean of
instructionwill decidewhether jurisdiction should be asserted to
address the adverse effects of an off-campus activity.

A Disciplinary Actions

Violationsof the student code of conduct are subject to
disciplinary action and will be given immediate
attention by the college. The dean of student services
may impose any of the following disciplinary actions:
1. Warning

A "WARNING" is an officia reprimand that
expresses college dissatisfaction with the

student'sconductandclarifiesexpectedbehavior
in the future. Such action is in effect for the
duration of the semester in which the warning
was issued. Normaly awarning doesnot include
any restrictions. If the same offense is repeated
after a warning is given, probation will be the
minimum sanction awarded.
2. Probation

"PROBATION" status indicates that any
violation of the code of conduct within the
probationary period shall result in more severe
disciplinary actionagai nstthe student that could
include suspension or dismissal from the
institution. Usually, the probationary period
extends for aspecified time or until completion
of aspecific requirement.

FEQPREI O (R 2R Rt (SRt A7Y
possible forastudent tobe expectedto complete
awork assignment or pay a fine, be prohibited
fromholding an office, or representing the col-
legein any activity.

3. Removal from aCourse

If "REMOVAL FROM A COURSE' occurs, a stu-
dent may continue to attend other classes, but may
not resume attendancein the coursefromwhich heor
she has been removed fortheremainder of the semes-
ter in which the removal occurs. In the event a
student is removed froma course, he or shewill be
given either a withdrawal or a failure in accordance
withthe college's "Withdrawal FromClasses” policy.
4. Suspension

"SUSPENSION" is an action that separates the
student fromthe institution for a definite period of
time (days, weeks, semesters, etc.) and is to be appro-
priate with the circumstances of the violation. Such
action will specify the conditions required for read-
mission, and the date the student will be eligible to
return.
5. Expulsion

"EXPULSION" is an action that permanently sepa-
rates the student from the institution.
6. SpecificOrders

"SPECIFIC ORDERS' is an action which may stand
alone or be issued with another sanction. Specific
orders may include, but are not limited to, perfor-
mance or nonperformance of specific acts, |oss of
certain privileges, payment of fines, restitution, and
work assignments.

Any disciplinary action imposed on astudent will berecorded in
thestudent's confidential fileinthestudent services office. A dis-
ciplinary action cannot be recorded on a student's transcript.

B. Formsof Misconduct
Thefollowing forms of misconduct will not be tolerated by
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the college. Minimum sanctions, disciplinary actions,
normally taken by the collegeare indicated in parenthesis
following each violation. Note: Thislistis not inclusive
of al possible forms of misconduct. The college's
administration may add to thislist if needed.
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isalsoaviolation of the student code of conduct, i.e, if
both violations result fromthe same factual situation,
without regard to the pendency of civil litigation in
court or criminal arrest and prosecution. Such
proceedingsunder this student codeof conduct may be
carried out prior to, simultaneously with, or following
civil or criminal proceedings off-campus.

1. Arrestfor or conviction of any civil or crimina
laws committed while on campusor at college-
sponsored events. (Probation)

2. Threatening, attempting, or using physical

force or intimidation (including stalking)
againstany persononthecollege properties or
at any off-campus college-sponsored events.
This includes theinterferencewiththefreedom
of movement of any person. (Suspension)

3. Deliberate interferencewith academic freedom

or freedom of speech, including disruption of
aclass, orinterferencewiththe freedom of any
speaker invited by the college to express
his/her views. (Warning)

4. Discrimination based on race, color, religion,

national origin or ancestry, age, sex, marital
status, or handicap. (Probation)
5. Sexual harassment in the educational

environment, as defined by the Elliott-Larson
Civil Rights Act. (Suspension)
Note: TheElliott-Larson Civil Rights Act de-

fines sexual harassment in the educational
environment as "unwel come sexual advances,
requests for sexual favors, and other verbal or
physical conduct or communications of a
sexual nature when . . . such conduct or
communication has the purpose or effect of
substantially interfering with an individual's

education . . . or creating an intimidating,
hostile, or offensive . . . educational . . .
environment."

6. Conduct or expression which is disorderly,

lewd,indecent,orobscene on collegeproperty
or at acollege-sponsored event. (War ning)

NRIG: T ISR, ST ohBiss ey
obscene, the U.S. Supreme Court has set forth

the following three-prong test to determine
obscenity:
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community standards would find that the
work/action, taken as awhole, appeals to the prurient
interest; (b) whether the work/action depicts or
describes,inapatently offensiveway, sexual conduct
specifically defined by the applicable state law; and
© whether the work/action, taken asa
whole, lacks serious literary, artistic, political, or
scientific value.

7. Engaging in any kind of hazing action on or off

campus that endangers the mental health, physical
health, or safety of astudent or which destroysorre-
moves public or private property for purpose of ini-
tiation or admission into, affiliation with, or partici-
pation in any student organization. (Suspension)

8. Falure to comply with reasonable requests and

orders by authorized college officials or representa-
tives acting on behalf of the college. (This require-
ment includes reasonable requests for students to
meet appoi ntments in administrativeorfaculty offices
and at investigative/disciplinary hearings.)
(Warning)

9. Initiating falsedarms which endangerthe health and

safety of any person on college properties or at any
off-campuscollege-sponsored events. (Suspension)
10. Possession or use of knives (bladein excess of three

and one-eighth inches), firearms, firecrackers, explo-
sives,otherlethalweapons,and/ortoxic ordangerous
chemicals on campus or at any college-sponsored
events, except whenspecifically authorizedinwriting
by acollegeadministrator for educational/saf ety pur-
poses. Further, possession inalocked vehicle may be
permitted according to state laws. Law enforcement
officers are exempt from this policy. (Suspension)
11. Unauthorized distribution orsale of items on campus.

(To be eligible for authorization, students must
follow the steps outlined in Board policy/procedure
3.015, Community Use of College Facilities.)
(Warning)

12. Manufacture, possession, control,sale, transmission

or use of:

a. Any controlled substance (illegal drugs) in
violation of state or federal laws; or

b. Substances purported to beillega, abusiveor
performance enhancing, i.e., look-alike drugs.
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(Suspension)
13. Possession (outside of state laws), distribution,con-

sumption, or abuse (including intoxi-
cation) of any acoholic beverages on any college-
owned or rented facility, except in employee rented
dwellings on campus. (Suspension)

14. Consumption of food or beverages in unauthorized



15.

16.

17.

18.

19.

21

areas on campus. (Warning)
Smoking in classrooms or other designated

non-smoking areas. (Warning)
Gambling with money or anything else of

value on campus or at any college-sponsored
event. (Probation)
Dress that fails to meet established safety or

health standards in specific on or off-campus
classes or at college-sponsored events.
(Warning)

Parking of vehicles in unauthorized areas.

(Warning)
Unauthorized presence of pets on campus.

(Animas who assi st students with disabilities
are permitted on campus.) (Warning)
Cheating, plagiarism or other forms of

academicdishonesty includingtheunauthoriz-
ed acquisition of tests or other academic
materials. Thisincludes students who aid and
abet,andthosewho attempt such behavior. (A
recommended sanction must be provided by
theinstructor to the student judiciary commit-
tee and may include expulsion.)

Note: Cheating includes, but isnot limited to:
a.  Theuseof any unauthorizedassistancein
taking quizzes, tests or examinations.

b. Dependence upon the aid of sources
beyondthoseauthorizedby theinstructor
in writing papers, preparing reports,
solving problems, or carrying out other
assignments. The acquisition, without
permission, of tests or other academic
material belonging to a member of the
college faculty or staff.
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guotation, of the published or unpublished
work of another person without full and clear
acknowledgment. It also includes the
unacknowledged useof materias prepared by
another person or agency engaged in the
selling of term papers or other academic mate-
rials.

Misrepresentation, alteration, forging, or

misuse of college documents, records, or
identification cards. (Students are required to
present identification when requested by
authorized college officials.)

(Expulsion)

Unauthorized representation or contractingin

the name of Kirtland Community College. (A
student may not claim to be an official repre-
sentative of the college for any commercial
purpose.) (Suspension)

23. Use and/or misuse of the college computer system,

facilities, hardware, software, and al computerized

information is prohibited in the following circum-

stances, including, but not to be limited to:

a. Unauthorized entry intoafile, whether to use,
read, change, or for any other purpose.

b. Unauthorized transfer of afile.

¢. Unauthorized useof anotherindividual'siden-
tification and password.

d. Use of computing facilities to interfere with
the work of another student, faculty member
or college official.

e. Useof computingfacilitiesto send obsceneor
abusive messages.

f. Use of computing facilities to interfere with
normal operation of the college's computing
system.

g. Use of computing facilities in a way that
violates state or federal copyright laws, e.g.,
unauthorized duplication of copyrighted or
licensed software. (Suspension)

24. Unauthorized entry to and/or use of collegefacilities

and equipment. Also, the possession of
keys or duplication of the college's keys without
proper authorization. (Suspension)

25. Attempted or actual theft from, damageto or the de-

facing of college property orto the property of other
students, faculty, or staff while on the campus or at
any college-sponsored event. (Expulsion)

26. Littering of college facilities and grounds. (This in-

cludes the disposal of cigarette butts in locations
other than ashtraysortrash receptacles.) (Warning)
27. Dishonesty, including knowingly furnishing false

information to the college or a college officer,
whether verbally, in writing, or completing required
forms. (Probation)

28. Violation of college policies and regulations not

already addressed in the previously listed forms of
misconduct. (War ning)

Disclosur e of Student Rightsand Responsibilities:

Both policy and procedure for " Student Rights and Responsi-
bilities" will be made available toal students and employees. To
ensure this occurs, any college catal og, student handbook, or
faculty handbook printed after December 31, 1990 must include
thisinformation.

DUE PROCESS PROCEDURE

At Kirtland Community College, two procedural forms of due
process exist; Academic Due Process and Non-Academic Due
Process. As conditions permit, either form of due process is
provided to the student within areasonable amount of time. In
certain circumstances, the dean of student services, or his/her
designee, may impose a suspension prior to the hearing before
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the student judiciary committee.
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of the college community or preservation of
college property;

2. To ensure the student's own physical or
emotional safety and well-being;

3. Ifthestudent poses adefinitethreat of disruption
or interference to the norma conduct of
operations of the college.
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classes) and/or all other college activities or privileges for

whichthe student might otherwisebeeligible as the dean of
student services may determine to be appropriate.
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should follow the dean of student services actionsas soon
as practicable.

Procedurefor Non-Academic Due Process:

Any member of the college community may file charges against
astudent for analleged violation of the student code of conduct.
Thesecharges mustbefiledin writing by completing a" Student
Conduct Complaint Form" and be submitted to the dean of
student services as soon as possible after theincident. These
forms can be obtained fromthe student services office. Once
charges have been formaly filed, the following procedure for
non-academic due process must be observed:
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person orstudent organi zation.During this meeting, the
dean will review the charge and procedure with the
complainant. The dean will also meet with the
individual (s) charged with the violation and attempt to
resolve the situation between the two parties. If the
complainant elects towithdrawthe charge, a complaint
withdrawal form will be completed and signed by the
complainant. If the charge stands, the dean of student
services will notify the student (in writing) of the
charges filed against him/her and the college's policy
regarding due process.

The dean of student services will appoint a student
judiciary committeecomposed of threefull-time college
employees and two students. The dean will appoint one
of the employeesto chair the hearing. The members of
this committee must have no vested interest in the
matter. The dean of student services cannot serve on
this committee.
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code of conduct are responsible for providing
statements fromwitnesses and otherevidence. Witness
statements can be provided verbally duringthe hearing
orinwritten (signed and dated) form. Both parties may
haveotherindividuas at the hearing. Theseindividuals

are limited to an advisory capacity with no right of
Cross-examination.
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the evidence. The hearing will take place within ten
working days following the student's receipt of the
written charges. A verbatim record, such as a tape
recording, will be made of all hearings. This record
remains the property of the college and must be
maintained for a period of two years. Within one
working day following the hearing, the committee will
submit (in writing) its recommendation to the dean of
student services.

Tas.dean oh i deny Ferv it ndndesision g
student. The dean will then inform (in writing) all
parties involved of his/her decision within three

working days of the receipt of the student judiciary
committee's recommendation.
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within three working daysfollowing notification of the
dean's decision (refer to "Appeal Process'). The

President's decision will befinal.

Estu en

Note: A student who commits a drug or alcohol related infrac-
tion (Forms of Misconduct #12, #13 or #14), will beimmediately
referred to the dean of student services. The dean may provide
the student with a choice of the following options:

Option #1: Referrd to the Kirtland's student assistance pro-

Option #2:

gram and/or to a substance abuse professional for
asubstanceabuseintake interview andassessment.
The dean will also give a formal "warning" to the
student.

Referral to the student judiciary committee for a
hearing. If foundin violation by the committee, the
student will be suspended forthe remainingportion
of the current semester with no refund of tuition
and fees. Further, if suspended, the student must
show evidence of an intake interview and assess-
ment with a substance abuse professional in order
to return to Kirtland.

Procedurefor Academic Due Process:

A.

B.

C.

If astudent wishes to appeal a grade or academic
decision, s’lhe must first meet with the faculty
member to discuss his/her grievance.

S R T A A R
programdirectoror divisional chairperson. (If theinstructor
happensto bethedivisional chairperson/director, thematter
isreferred directly to the dean of instruction in the form of
abrief, written summary.)

If the student chooses to appeal to the program director or



thedivisional chairperson,awrittenrequest (whichincludes
a brief summary of the grievance) must be submitted. The
director or chairperson will review the appeal and make a
recommendation within three working days to the dean of
Instruction or his/her designee. Within three working days
afterreceiving thechairperson's/director's recommendation,
the dean/designee shall render a decision.
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appeals committee. The dean of instruction will appoint an
academic appeals committee composed of full-time faculty
members and two students. Thedean will appoint one of the
faculty members to chair the hearing. The members of this
committee must have no vested interest in the matter. The
dean/designee cannot serve on this committee.
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ing will take place within ten working days foIIowmg the
student's request forahearing. A verbatimrecord,such asa
tape recording, will be made of all hearings. This record re-
mainsthe property of the college and must be maintained for
aperiod of two years. Within oneworking day followingthe
hearing, the committee will submit (in writing) its recom-
mendation to the dean/designee.

SR e PR A UG Ak e
involvedof his/herdecision within threeworking daysof the
receipt to the academic appeals committee's recommenda-
tion.
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working daysfollowingnotificationof the dean's/designee’s
decision (refer to "Appea Process'). The President's
decision will befinal.

Appeal Process

An appeal shall be limited to review of theverbatimrecord of the
initial hearing and supporting documents for one or more of the
following purposes, except as required to explain the basis of
new evidence:

A. To determine whether the original hearing was conducted
fairly considering the charges and evidence presented, and
in conformity with prescribed procedures giving the com-
plaining party a reasonable opportunity to prepare and
present evidence that the student code of conduct was
violated andgivingtheaccused student areasonabl e oppor-
tunity to prepare and to present his or her rebuttal of those
allegations.

B To determine whether the decision reached regarding the

accusedstudentwashbased onsubstantial evidence, i.e. were
thefactsin thecasesufficient to establish whetherthere was
or was not aviolation of the student code of conduct?

To determine whether the sanction(s) imposed was

appropriate to the violation of the student code of conduct

that the student was found to have committed.
To consider new evidence, sufficient to alter a decision, or

other relevant facts not brought out in the original hearing
because such evidence and/or facts were not known to the
person appealing at the time of the original hearing.

DRUG-FREE CAMPUS

Underthe Drug-Free Schools and Communities Act Amendment
of 1989, Kirtland Community College has adopted and imple-
mented policies that promote a drug and alcohol-free campus.
Formore information, please contact the student services office
for a copy of the booklet "KCC's Response to The Drug-Free
Schools and Communities Act Amendment of 1989".

SUBSTANCE ABUSE INFORMATION ON
ALCOHOL AND DRUGS

Information regarding the misuseand abuseof alcoholanddrugs
can befoundin the student center near the entrance, in thelobby
of the Library, or by contacting the director of guidance and
counseling in the student services office.

STATEMENT/GUIDELINES REGARDING
AIDS

In response to the epidemic of infection with Human Immuno-
deficiency Virus (HIV), which causes the Acquired Immuno-
deficiency Syndrome (AIDS), Kirtland Community College has
adopted theseguidelines based upon the recommendation of the
American College Health Association.

AIDS is a serious illness, a public health problem, and an
immediateconcern to the college community. AIDSis character-
ized as a defect in natural immunity against disease. People who
have AIDSare vulnerableto critical illnesses that are not a threat
to anyone whose immune system is functioning normally.

AIDSiscaused by avirus commonly called "HIV." Presently,
there is no known cure or effective vaccine. However, the con-
sensus of authoritative medical opinion, as reflected by the
Center for Disease Control and Public Health Service, is that
AIDS s not areadily-communicable disease.

There are no known cases of AlDStransmissionby food, water,
insects, or casual social contact, and no spread of the virus has
been found within family groups in which one or more persons
have been diagnosed with AIDS, except fromsexual and/orintra-
venoustransmission. Thecurrentscientificunderstandingisthat
the AIDS virus is transmitted only through an exchange of
infected body fluids, blood or blood products. Such exchanges
may occur whentheneedle of an infected person (in mostcases,
a drug addict) is used by someone else, through a blood
transfusion froman infected person, or through intimate contact
involving the transfer of semen and vaginal fluids.

(Pleasenote: the useof condoms can significantly reduce spread

of this virus) AIDS has not been shown to be transmitted by
sdliva, tears, nasal secretions, vomitus, urine, or feces.
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Considering current authoritative medical opinion, there is no
basis forroutinely excludingordismissing employees or students
because they have AIDS, ARC (AIDS-Related Complex), or
AIDS virus antibodies. Since these conditions have been
designated as handicaps and are treated as such by the Elliott
Larson Civil Rights Act, it is also against the law to dismiss
someoneon this basis. Depending on the medical circumstances
of each situation, the college may require the monitoring of the
medical condition of an infected person, which includes the
counseling of that person on the nature of the disease and the
importance of not engaging in behavior that could transmit it, if
that is appropriate. No broad blood screening test will be
required.

The right to privacy of all individuals will be respected and
protected, and the confidentiality of any required records that
may be required will be maintained. Because the virus is not
transmitted by ordinary contact, it is neither necessary nor appro
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priate for the protection of a roommate, classmate, or employee
to share with them any information regarding a student or
employee with AIDS and AIDS-related conditions.

Kirtland Community College will comply with all federal and
statelaws and regulations, including those of the United States
Public Health Service and the guidelines from the Center for
Disease Control and the American Health Association, which
bear on the welfare of personswithin the college community who
test positively to that antibody. It has also adopted the safety
guidelines as proposed by the United States Public Health
Service "for the handling of blood and body fluidsof all persons

." All appropriate college personnel will be trained in and
will follow these procedures.

The college will continue to provide information programs
designed to acquaint the community with current information
about AIDS, and how to avoid or minimize the risks of
transmission of the virus.

Anyone with questions about AIDS may contact Jacquelyn
Smith, Nursing Department Chairperson. Materials on AIDSwiill
be available in information-dispensing units on campus.

Inaddition, any student who is concernedorhas questionsabout
AIDS or HIV may contact the Grand Traverse, Leelanau, Benzie
District Health Department (Tri-County) in Traverse City, P.O.
Box 905, Traverse City, M| 49685-0905, (616) 922-4381 or the
District Health Department #1 Cadillac for free counseling
and/or HIV testing.



FACILITIES SERVICES AND PARKING

BOOKSTORE

The campus Bookstore is located in the student center and pro-
vides textbooks, reference books, fiction and nonfiction paper-
back books, classroom supplies, clothing, gift items, and sou-
venirs. Bookstore hours are 7:45 a.m. to 4:30 p.m., Monday
through Thursday, and 7:45 am. to 2:00 p.m. on Fridays. Also,
special evening hours are provided during registration and the
first two weeks of fall and winter semesters.

NOTE: We are required under federal guidelines to inform you
that you are not in any way required to purchase books and
supplies at the campus book store.

CAFETERIA

TheCafeteriaislocated in the student center and isopenM onday
through Friday. A variety of hot and cold food, snacks, and
beverages are available. Cafeteriahours and "daily specials' are
posted in the student bulletin.

CHILD CARE

The Children's Leaming Center provides a day care and pre-
school program in a developmentally appropriate setting for
children, ages 2 % to six years. The center is located at 15
College Drive, Kirtland Community College.

The program assists childrenin growingtotheir fullest potential
by nurturing asenseof self, developing intellectual skills, learn-
ingtorelateto other children and adults, and being acontributing
member of the group.

The daily schedule provides aframework for children to explore,
create, enjoy good food, develop good health habits, exercise,
and rest; all within acaring and nurturing environment. A nutri-
tious breakfast, lunch and afternoon snack is provided by the
center. The cost for day care at the center is $2 per hour. F.I.A.
payments are accepted.

The hours for the center are 7:30 am. to 6:30 p.m., Monday
through Thursday. On Friday, the center is open from 7:30 am.
to 5 pm. The center follows Kirtland Community College's
academic calendar.

For more information, contact the director of the center, Nancy
Hughey, at (517) 275-5121, extension 232, or The Children's
Learning Center, 15 College Drive, Roscommon, M| 48653.

PUBLIC SAFETY OFFICE

Kirtland's responseto the Campus Security Act of 1990includes:
A statement of current policiesconcerningsecurity and accessto
campusfacilities;security considerati onsusedinthemaintenance
of campusfacilities, campuslaw enforcement; a description of
thetypeand frequency of programs designed toinformstudents
about campus security procedures and practices; programs
designed to inform students about the prevention of crimes;
stati stics concerning the occurrence of crimes on campusandthe
number of arrests for liquorlawviol ations, drug abuseviolations,
and weapons possessions; a statement of policy regarding the

possessi on,use, andsal e of alcoholic beveragesandenforcement
of state underage drinking laws; astatement of policy regarding
the possession, use, and sale of illegal drugs and enforcement of
federal and state drug laws; and a description of any drug or
alcohol abuseeducation programprovidedby the college. Please
refer to the Campus Safety and Security booklet available from
the student services office for more information.

COSMETOLOGY SERVICES
Studentsenrolledinthecosmetol ogy programprovideshampoos,
sets, facials, haircuts, manicures, tints, perms, and many other
services,under the direct supervision of alicensed cosmetol ogy
instructor. These services are performed in the cosmetology
laboratory, whichis locatedin the vocational-technical building.
Fees range from $1.00 to $25.00. The cosmetology laboratory
hoursfor service are from9:30 am. to 4 p.m., Tuesday through
Friday, and appointments are required. For more information or
an appointment, call (517) 275-5121, extension 274.

VENDING MACHINES

V ending machines providing snacks and beverages arefound in
thestudent center, academic building,vocational -technical build-
ing and the administration center.

LOST AND FOUND

Lost and Found is located in the reception area of the student
center. Students should contact the receptionist to report items
they find, or to inquire about lost items.

DUPLICATING SERVICES

A coin-operated copy machine is located in the back of the
Library. The cost is 15 cents per copy. A copy machineisalso
located in the college Bookstore. The Bookstore personnel will
provide copies of your material at 15 cents per copy.

TYPEWRITERS FOR STUDENT USE

Typewriters and word processors found in the computer
laboratory, which islocated in the administration center, and in
the Library are available for student use on a limited basis. The
computer laboratory has a typewriter available in addition to
computersforgeneral student use. Students usi ngthis equipment
must have the knowledge and skillsto operate them.

COMPUTERSFOR STUDENT USE

The computer laboratory hours are from9:00 am. to 8:00 p.m.,
Monday through Thursday. L aboratory assistants are available
duringthesehourstohel pstudents. However, general studentuse
is limited to when classes are not in session. Hours for general
student useare posted outside the computer laboratory,whichis
located in the administration center.

TELEPHONES

Pay telephones are placed in all five main buildings on campus.
Please do not request use of office telephones; they are strictly
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for college business.

PUBLIC TRANSPORTATION

Public transportation services are provided Monday through
Friday, depending on destination, due to varying county
agencies. Contact your local agency for availability of public
transportation,informationregardingarrival/departuretimes,and
ridefees:

Crawford County Dia-A-Ride """ """ -t e 345-5409
Ogemaw Public Transit -~ *=«*wrwre e 355790
ROSCOMMON Mini-BUS *© "« " r e e 0754034
PARKING

Parking on campusisfree and allowed in approved areas only.

Parking is not allowed in fire lanes, on or beside walking paths,
ornext to buildings. In addition, parkinginthelot adjacent to the
vocational building is reserved for patrons of cosmetology
services.

STUDENT HOUSING

Kirtland Community College has no student housing. Students
looking for housing are referredto the classified section of local
newspapers.

COMMUNITY SUPPORT SERVICES

COMMUNITY SERVICES

Community services offers educational and cultural programs to
students and other members of the community. Courses such as
"Financial Strategiesfor Successful Retirement,” "Howto Plan,
Start, and Manage A Small Business," "Exploring Russian
Culture,” "Cross Country Skiing," "Computer Training," and
"Cake Decorating” are a few examples of our diverse and
dynamic programming.

Theseprograms can be formatted to meet the needsof aspecific
audience. For example, "Exploring Russian Culture" could be
offered as a one-hour discussion, a one-day workshop, or a six-
meeting short course.

For more information, please contact the community services
officeat (517) 275-5121, extension 210.

CUSTOMIZED TRAINING

This specialized programhas beendevel opedtoassi stemployers
insettingup aproductivetraining programfor current employees
inaparticular field. The individual design of the programisthe

result of joint planning by company and college training
specialists to facilitate immediate or long-term needs of the
company.

Training is carried out either at the business site or at Kirtland's
campus. Financial assistance for training may be obtained from
the Michigan Department of Education, Department of Labor, or
other state/federal agencies.

For more information about Kirtland's Customized Training
Program call (517) 275-5121, extension 297.

COMMUNITY BASED STUDENT

EMPLOYMENT

Part-time student employment with off-campus employersisan
option forKirtland students. Off-campusemployers considering
participation in this program should contact Dale Shantz,
Kirtland's Director of Financial Aid, a (517) 275-5121,
extension 271. Since financial aid may not cover 100% of the
student's wages, off-campus employers may be obligated to
contribute matching funds.

COMMUNICATION WITH THE COLLEGE COMMUNITY

COLLEGE CATALOG

The college catalog is the officia publication issued by the
college. The catalog includes detailed information concerning
programs of study,coursedescri ptions, admi ssionandgraduation
requirements, and services for students. The contents of the
college catalog are subject to change. (The catalog is not to be
considered as acontract or agreement between the student orthe
college). A catalog may be requested from the student services
office.
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CLASS SCHEDULES

A classscheduleis alistof courses offered by the collegeduring
asemester. This publication provides day, time, and location of
each class. Also included is information concerning testing,
advising,registration,andotherservicesprovided by the college.
The class schedule is availablein late April for both summerand
fall semestersand in late November for the winter semester.



STUDENT BULLETIN

A student bulletinis issued Monday through Thursday during
each semester by the student services officeand is distributed
and posted on designated bulletin boards. It is the student's
responsibility to read the student bulletin each day as official
notices appearthere. Students may requestpersonal notices to be
placed in the student bulletin.

STUDENT NEWSPAPER

TheKirtland Chronicleisamonthly student newspaperthat pub-
lishes news articles, feature stories, opinion pieces, and photo-
graphs of interest for the college community.

Students can earn one to four humanities credits and learn
reporting, editing, photography, desktop publishing, or adver-
tising skills.

Thenewspaperispublished by students, andopinionsexpressed
in the Chronicle are attributed to individuals and do not reflect
the policy of the KCC Board of Trustees, administration, or
faculty. For more information about joining The Kirtland
Chroniclestaff, call the newspaper advisor, Jon Thompson, 275-
5121, extension 229.

GLOSSARY OF COLLEGE TERMS

Academic Subjects - Studies such as English, Mathematics,
Scienceand History.Non-academic subjects includetypewriting,
auto mechanics, and accounting.

Accredited - Certified as fulfilling standards or reguirements.
Accreditation meansthat the representative parts of acollegeor
university are satisfactory andthatitscoursesarerecognized and
accepted by other schools.

Admission - The acceptance by a college or university of an
applicantasastudent. Admission may be based on anevaluation
of a student's scholastic record, personal qualifications, test
scores, and other indications of probable success.

Advanced Standing - The status given a student who has taken
work in another collegiateinstitution and has earned acceptable
credit there, orwho has earned college credit by taking an exam-
ination.

Advisor - A member of the college faculty or staff who is
appointed to assist students in both educational and personal
plans.

Articulation - The process of identifying the transferability of
Kirtland courses to other colleges and universities.

Associate Degr ee- Thedegreegiven forcompleting collegepro-
grams of at | easttwo but less than four years of study (60 credit
hours or more), usually in atwo-yearinstitution such as ajunior
college or community college.

Audit - Means students generally pay the regular fees for the
class, but need not complete assignments or take examinations.
Arrangements to audit a course must be made prior to registra-
tion.

Bachelor's Degree - The degree given for completing under-
graduate college programs that normally take four years. Also
called the baccalaureate degree.

Campus - Istheentire physical content of acollegeor university
including all buildings and grounds.

Catalog - Is the college or university publication that lists
general campusinformation,classes,courseprograms andcourse
descriptions.

Certificate - An award for completing a particular program or
course of study of 30 or more credit hours, sometimes given by
two-year collegesinstead of the associate degree.

ClassAdjustment - A changein a student's schedul e caused by
the adding or dropping of courses. Thisusually occursbefore the
end of the late registration period.

Community College- Isa post-secondary institution authorized
to giveassociatedegreesand certificates as well as offeravariety
of both credit and non-credit learning experiences. Programs
include the liberal arts, technical studies, and enrichment
opportunities.

Community Services - Provides both non-credit learning oppor-
tunities and recreational activities.

Contact Hours - Arethetotal hours of lecture and laboratory in-
struction for each class. (Fifty instructional minutes equal one
contact hour.)

Corequisite - Isa required course which, if not taken ahead of
time, must be taken at the same time as another class.
Counsedlor - Isaprofessional who helps student with career/life

planning. (See ADVISOR)

Cour se- A single subject of study taken for one term, quarter or
semester.

Courseof Study - The succession or combination of courses
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taken in adegree program.

Credit Hour - Are assigned to each class, usually reflecting the
number of lecture hours per week. Additional laboratory hours
are required in some courses.

Curriculum - The completelist of courses offered by a college
or university. Also, the series of courses required for a specific
degree.

Degree - An academic title awarded by colleges and universities
to signify completion of a course of study.

Department - An administrativedivisionwithin a college or uni-
versity organizedto offer classesin aparticular field, such asthe
departments of history, music, mathematics, or physics, etc.

Developmental Class - A correctivecoursewhichis designed to
assi st students who need additi onal assi stanceinreading,mathe-
matics, or English.

Dismissal (Suspend or Expd)- To require astudent to leave a
college or university for low grades or unacceptable conduct.

Double Mgjor - Any program of study in which a student com-
pletes the requirements of two majors concurrently.

Drop-and-Add Period - Is the time set aside after classes begin
when students may add or delete classes fromtheir schedules
without penalty.

Elective - A subject or course which is open to choice, thatis, a
subject which is optional and not required.

Enrall - Is to sign-up for classesto be included on the official
classlist or roster.

EntranceExaminations - Achievement, aptitudeor interesttests
givento studentsasabasisfor admission.

Essay Test - Isan examination where answers to questions are
written in paragraph form.

Extracurricular Activities - Are campus events, other than
classes, inwhichstudentsparticipate, suchasstudentgovernment
or athletics.

Fees - Special charges madeby acollegeor university otherthan
tuition. These support athletic events, student newspaper, or
medical service.

Final Exam - The last test given in a class, may include all or
part of the course work covered.

Financial Aid- Ismoney received from various sourcesto help
students with college costs.

Freshman - Classlevel for students with less than 30 completed
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credit hoursin their program of study.
Full-Time Students - Take 12 or more credit hours of study.

Good Academic Standing - A status achieved by students who
have earned acumulative grade point average of 2.00 and above.

Grade Point - A numerical value given a grade, usually as
follows: A-4 points; B-3 points; C-2 points; D-1 point; F-no
points.

Grade Point Average (GPA) - Computed by dividing total
grade points (see above) by total credit hours attempted in one
semester or quarter.

Graduation Requirements - Specific requirements which a
student must meet to qualify for graduation. These include
specified total credit hours, required courses, minimum grade
point average, etc.

Grant - A monetary award givento astudent based on financial
need; agrant does not have to be repaid.

Humanities Elective - A course chosen from a specific list
which includes the following subject areas. Art, Foreign
Language, History, Journalism, Literature, Music, Philosophy
and Theatre.

Incomplete - A grade indicating that a student's workinacourse
is not complete and is usually allowed because of conditions
beyond the student's control.

In-district - A designation identifying the residency status of a
student who lives within the college district; this student pays
Kirtland's lowest tuition rate.

Intramural - Isaterm generally usedin connectionwith athletic
teams which consists of students from asingle institution who
competewith each other, as opposed to interscholastic, whichis
competing with teams from other colleges.

Laboratory Course- A course in which a student participates
in experimental work in addition to lectures and classroomwork.

Liberal Arts - Are academic disciplines such as language,
history or humanities that devel op general intellectual ability and
provide information of general cultural concern.

Loan - A monetary award given to a student from a lender
(college, bank, savingsand loan, credit union) based on financial
need; loans must be repaid.

Major - The subject or field of study selected by a student in
which he or she concentratesin college.

Matriculation - Isthe act of enrolling at acollege or university.
(See ENROLL).

Minor - The subject or fidd of study that is second ininterest



and concentration to the mgjor study area.

Non-Traditional Student - Is a college student who is not a
recent high school graduate.

Office Hours - Are scheduled times instructors are in their
offices to meet with students. The hours are posted.

Open Laboratory - Is a classroom setting where self-teaching
materials are located.

Orientation - A program where new students are provided infor-
mation regarding campus life, student services and student
regulations.

Out-of-district - A designation identifying the residency status
of astudent who livesin Michigan, but not within the college's
district.

Part-Time Students - Carry fewer than 12 credit hours.

Placement Tests - Tests which indicate a student's aptitude or
achievement and are used to classify the student in college
courses and to provide abasis for counseling.

Post-secondary education - Education beyond the high school
level.

Prerequisite - A requirement for registration in a particular
course. For example, Calculus| isa prerequisite for Calculus Il.

Probation - A status imposed upon a student because of low
grades or improper conduct.

Program - A planned curriculumin afied of study which in-
cludes alist of specific requirements.

Quarter System - Theorganization of the college year into four
periods of ten to twelve weeks each.

Registrar -Istheadministratorresponsible for student records,
transcripts, and registration procedures.

Registration - The processof official enrollment in acollege or
university. Required at the beginning of each term of study.

Required Course- One that must be taken to fulfill the require-
ments of a particular program of study.

Scholar ship -1smoney awarded to a student to help defray the
cost of higher education,oftenbased ongrades or financial need,;
scholarships do not have to be repaid.

ScienceElective - A course chosen from a specific list whichin-
cludesthefollowing subject areas: (1) Natural Science(Biology,

Chemistry) or (2) Physical Science (Geology, Mathematics or
Physics).

Semester Hour - Is the measurement of time spent in class,
approximately one hour per week.

Semester System- Theorganization of the college yearintotwo
periods of approximately sixteen weeks.

Seminar - A smal class composed of advanced students in
which discussion of thematerial to be covered in the courses re-
places the lecture format.

Senior Citizen - Isaperson who is 60 years of age or older.

Social Science Elective - A course chosen froma specific list
whichincludes the following subject areas: Anthropology, Eco-
nomics, Geography, Political Science, Psychology and Soci-
ology.

Sophomore - Class level for students with 30 ormore completed
credit hoursin their program of study.

Special Certificate - An award for completing a particul ar
program or course of study with less than 30 credit hours.

Student Rights - Is the freedom of students which includes the
right to due process, student code of conduct, freedomof expres-
sion and protection against improper academic evaluation.

Student Services - Islocated in theadministration centerand in-
cludes admissions, financial aid, records, registration,
veterans' information, counseling, and career information ser-
vices.

Syllabus - Anoutline or brief statement of the main points of a
text, lecture or course of study.

Technical Elective - A course chosen from a specific list of
vocational-technical courses. These courses have been recog-
nized as supportivetoacertificateor associatein applied science
degree program. When a technical elective is specified in a
certain field, it must betaken fromthat field only, e.g., abusiness
elective - an elective is chosen from the business field only.

Technical Studies - Are occupationally oriented programs of
learningwhich provide job skills for students who wish to enter
the career of their choice upon the completion of their training.

Textbook - Isawritten manual used for reference of study in a
class.

Transcript - Isthe officia record of al grades from aparticular
college or university that shows a cumulative record of course
work updated at the end of each semester.

Transfer - Isthe process by which a student enters acollege or
university after having been enrolled at another institution.
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Transfer Student Guides - Separate publicationsabout transfer
programs published by some four-year colleges and universities
to assist students who plan to transfer from a community or
junior college. Guideslist specific courses which will beaccept-
ed by the university.

Tuition - A fixed amount charged each student by acollege or
university for academic instruction.

Tutor - Is a person competent in a specific subject who helps
students having a problem with that subject.

Undergraduate - A college or university student who has not re-
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ceived adegree.

Vocational-Technical (Terminal) Program - An educational
program designed to prepare students for immediate employ-
ment. Most coursesin aterminal program are non-transferable.

Withdrawal - Isthe act of voluntarily dropping out of aspecific
classwithin a prescribed time. Students mustinitiatethe request
to withdraw and if approval is granted, theinstructorwill assign
a WP, withdrawal passing, or a WF, withdrawal failing, to the
transcript.
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AUTOMOTIVE

AUTOMOTIVE TECHNOLOGY
Associate in Applied Science

Introduction

Kirtland's program in Automotive Technology is designed to
provide instruction in manipulative skills, technical knowledge
andrelatedtradeinformation. Studentsaregiventheopportunity
to prepare foremployment in the automotiveindustry as certified
technicians, service salesmen or service managers.

This program leads to an Associate in Applied Science degree
and has atotal of 68 credit hours. Upon successful completion,
students are eligible to transfer forabachelor’ s degree under the
2 + 2 transfer agreement program with Ferris State University.

This program s certified by the National Automotive Techni-
cians Education Foundation (NATEF) and graduates of this
program will be prepared for the Michigan Bureau of Automo-
tive Regulation Technician Certification and the National Insti-
tute for Automotive Service Excellence (ASE) Technician Certi-
fication. Graduates will demonstrate competence in al eight of
the following areas: 1) engine repair, 2) automatic transmission
andtransaxle, 3) manual drivetrain, 4) suspension and steering,
5) brakes, 6) electrical/electronic systems, 7) heating and air
conditioning, 8) engine performance.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
stratedproficienciesin English, reading, and mathematics (based
onassessmenttestscoresorcompl etionof recommendedcl asses)
are required.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must completethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

Students are also recommended to make an appointment for an
interview with an Automotive advisor prior to entering the
program.

General Education

M any coursesingeneral education are offered; however, only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieve agrade of SA in DEV-09904

CourseNumber  CourseTitle Cr.Hrs
ENG-10000 WritingLab ........ ... 1
ENG-10300 English Composition| ................. 3
ENG-10601 Technical Writing .................... 3
MTH-10100 FiniteMathor higher.................. 4
POL-10100 Intro. to American Government ......... 3
Humanities/Social Science Elective. ... .. 3
Automotive Major
Course Number CourseTitle Cr.Hrs
AUT-16100 Engine Fundamentals & Overhaul ...... 4
AUT-16201 Fuel Systems & Emission Control ...... 4
AUT-16301 Automotive Fundamentals ............ 3
AUT-16401 Basic Electricity ...................... 3
AUT-16500 Steering, Suspension & Alignment ... .. 4
AUT-16801 Automotive Electrical Systems ......... 4
AUT-17001 Heating and Air Conditioning .......... 3
AUT-17700 Automotive Braking Systems .......... 4
AUT-17901 Manual Transmission, Drivelines &

Rear AXles ..., 4
AUT-20400 Auto Service Management ............ 3
AUT-21800 Automatic Transmissions ............. 4
AUT-23100 Auto ServiceArea.................... 8
AUT-26601 Engine Performance, Diagnosis &

Tune-up ... 4
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
AUT-16301 Auto. Fund.

AUT-16401 Basic Elec.
AUT-17700 Auto. Braking Sys.
ENG-103 00 comp. |
MTH-10100 Finite Math or higher*

RERSTSSH N S e,
AUT-16801 Auto. Elec. Sys.

AUT-16100 Eng. Fund.& Ov.
ENG-10601 Tech. Writing

Semester 111 (Fall)
AUT-21800 Auto. Trans.
AUT-26601 Eng. Perf., Diag.,
AUT-16500 Steer. Sus.&Align.
AUT-17001 Heat & Air Cond.

Semester 1V (Winter)
AUT-23100 Auto. Serv. Area
AUT-20400 Aut. Serv. Mgt.
AUT-17900 Man. Trans.,Drive.
Humanities or POL-10100
Social Science Elective

NOTE: *Any Automotive Technology major who plans to
acquire a bachelor’s degree after completion of the associate
degree should contact their advisor duringtheir first semester at
Kirtland Community College.
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AUTOMOTIVE TECHNOLOGY

Master Certification Certificate

AUTOMOTIVE

Introduction

Kirtland's Automotive Technology M aster Certification program
is designed to provide instruction in manipulative skills and
technical knowledge required for employment as an automotive
technician. This programis certified by the National Automotive
Technicians Education Foundation (NATEF) and graduates will
be prepared to take Michigan State Certification and National
Institute for Automotive Service Excdlence (ASE) test.
Graduates will demonstrate competence in all eight of the
following areas: 1) engine repair, 2) automatic transmission and
transaxle, 3) manual drive train, 4) suspension and steering, 5)
brakes, 6) el ectrical/electronic systems, 7) heating and air condi-
tioning, 8) engine performance.

Thisprogram hasatotal of 53 credit hours.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficienciesin English, reading, and mathematics (based
onassessmenttestscores orcompl etion of recommendedcl asses)
are required.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must completethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.

Course Number CourseTitle Cr.Hrs
CAR-10200 College Success & Survival ............ 2
CAR-12000 Professional Career Development ... ... .. 2

Automotive Major
Course Number CourseTitle Cr.Hrs
AUT-16100 Engine Fundamentals & Overhaul ... ... 4
AUT-16201 Fuel Systems & Emission Control ...... 3
AUT-16301 Automotive Fundamentals ............ 3
AUT-16401 Basic Electricity ...................... 4
AUT-16500 Steering, Suspension & Alignment ... .. 4
AUT-16801 Automotive Electrical Systems ......... 4
AUT-17001 Heating and Air Conditioning .......... 3
AUT-17700 Automotive Braking Systems .......... 4
AUT-17901 Manual Transmission, Drivelines &
Rear AXles ... 4

AUT-21800 Automatic Transmissions ............. 4
AUT-23100 Auto ServiceArea.................... 8
AUT-26601 Engine Performance, Diagnosis &

TUNEB-UP .o 4
Course Sequence

Listedis asuggested sequence of courses for full-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester. Y our advisor
will help you make necessary changes to this recommended
sequence.

Semester | (Fall)
AUT-16301 Auto. Fund.
AUT-16401 Basic Elec.
AUT-17700 Auto. Braking Sys.
CAR-10200 College Suc.& Surv.

Semester 11 (Winter)
AUT-16100 Eng. Fund.& Overh.
AUT-16201 Fuel Sys. & Emiss.
AUT-16801 Auto. Elec. Sys.
CAR-12000 Prof. Career Dev.

Semester |11 (Fall) Semester 1V (Winter)

AUT-16500 steer. susp.&Align.  AUT-17901 Man. Trans. Drive.
AUT-17000 Heating & Air Cond. AUT-23100 Auto. Serv. Area
AUT-21800 Auto. Trans.

AUT-26600 Eng. Perf. Diag.

NOTE:

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisorforadditional
information.
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AUTOMOTIVE

AUTOMOTIVE CHASSIS SPECIALIST

Special Certificate

Introduction

Kirtland's Automotive Chassis Specialist certificate program is
designedto providethestudent withthe necessary skillsto gain
employment in the automotiveindustry. This programis certified
by the National Automotive TechniciansEducation Foundation
(NATEF). Successful completion of this program will qualify
the student for the Michigan State and National Institute for
Automotive Service Excdllence (ASE) testing and certification.
Students will demonstrate competence in suspension and
steering, and brakes.

This certificate program is available to part-time students, and
has atotal of 21 credit hours.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies inEnglish, reading, and mathematics (based
onassessmenttestscores orcompletionof recommendedclasses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral educationareoffered; however, only the
course listed here isrequired for graduation in this program.

Course Number CourseTitle Cr.Hrs.
CAR-12000 Professional Career Development ... ... .. 2
Automotive Major

Course Number CourseTitle Cr.Hrs.
AUT-16100 Engine Fundamentals & Overhaul ... ... 4
AUT-16301 Automotive Fundamentals ............ 3
AUT-16500 Steering, Suspension & Alignment ... .. 4
AUT-17700 Automotive Braking Systems .......... 4
AUT-23101 Auto Service Area- Chassis ........... 4
Course Sequence

Listedis asuggested sequence of courses you should complete
the courses listed under Semester| before moving on to the next
semester. Y our advisor will help you make necessary changes to
this recommended sequence.

Semester | (Fall)
AUT-16301 Auto. Fund.
AUT-16500 Steer.Sus.& Align.
AUT-17700 Auto. Braking Sys.

Semester | (Winter)
CAR-12000 Prof.Career Dev.
AUT-16100 Eng.Fund.& Over
AUT-23101 Auto. Ser. Area

NOTE:

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult with their faculty advisor for additional
information.

AUTOMOTIVE ELECTRICAL SYSTEMS SPECIALIST

Special Certificate

Introduction

Kirtland's Automotive Electrical Systems Specialistcertificateis
designed to provide the student with the necessary skills and
knowledgeto gain employment in the automotiveelectrical field.
This program is certified by the National Automotive
Technicians Education Foundation (NATEF). Successful
completion of this program will qualify the student for the
Michigan State and National Institute for Automotive Service
Excellence (ASE) testing and certification in 1) electricity/elec-
tronics and 2) engine performance.
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This certificate programis available to part-timestudentsand has
atotal of 24 credit hours.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttestscores orcompl etionof recommendedclasses)
arerequired.



If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during yourfirst
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many courses in general educationareoffered; however, only the
course listed hereisrequired for graduation in this program.

Course Number .
CAR-12000 ProfesS O Larter Development S7: 1%
Automotive Major
Course Number CourseTitle Cr.Hrs.
AUT-16201 Fuel Systems & Emission Controls ..... 4
AUT-16301 Automotive Fundamentals ............ 3
AUT-16401 Basic Electricity ...................... 3
AUT-16801 Automotive Electrical Systems ......... 4
AUT-23103 Auto Service Area- Electrical .......... 4
AUT-26601 Engine Performance, Diagnosis
&TUNE-UP ..o 4

AUTOMOTIVE
Course Sequence

Listedis asuggested sequence of courses. Y oushould complete
the courses listed under Semester | before moving on to the next
semester. Y ouradvisor will help you make necessary changes to
this recommended sequence.

Semester |1 (Winter)
AUT-16201 Fuel

Semester | (Fall)

AUT-16301 Auto. Fund.

Sys.&Egis. AUT-16401 Basic Elec.
AUT-16801 Auto. Elec. Sys.

Semester 111 (Fall) Semester 1V (Winter)
AUT-26601 Eng. Perf. Diag. AUT-23103 Aut. Ser. Area
CAR-12000 Prof. Career Dev.

NOTE:

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisorforadditional
information.

AUTOMOTIVE GENERAL
Special Certificate

Introduction

Kirtland's General Automotive certificate is designed to
introducethe student to automotivetechnol ogy. Thestudent will
have the flexibility to choose a specialty area, and upon
completion be qualified to take certification tests in two areas of
repair.Areas of instructionwill include automotivefundamentals
and two automotive electives aswell as a section of the service
area course. This program is cetified by the National
Automotive Technicians Education Foundation (NATEF).This
certificate program is available to part-time students and has a
total of 19-21 credit hours.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscoresorcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during yourfirst
semester or before you complete 18 credit hours. If you do not

fulfill the DEV reguirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral education are offered; however,only the
course listed hereisrequired for graduation in this program.

Course Number

CAR-12000 PI’OfeSS(i: ha Segrletelzre Development Cr H >
Automotive Major
Course Number CourseTitle Cr.Hrs.
AUT-16301 Automotive Fundamentals .................. 3
AUT-23100 AUtO SErviceArea...........ovvivvvnnnnnnn. 8
... and six or more credit hour electives from the following:
AUT-16100 Engine Fundamentals & Overhaul ...... 4
AUT-16201 Fuel Systems & Emission Control ...... 4
AUT-16401 Basic Electricity ...................... 3
AUT-16500 Steering, Suspension & Alignment .. ... 4
AUT-16801 Automotive Electrical Systems ......... 4
AUT-17001 Heating & Air Conditioning ........... 3
AUT-17700 Automotive Braking Systems .......... 4
AUT-17901 Manual Transmission, Drivelines &

Rear Axles ...............o .. 4
AUT-21800 Automatic Transmissions ............. 4

(Continued)
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AUTOMOTIVE

Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall) .
AUT-16301 Auto. Fund. ROEIS o] AWite) o
AUT-Elective AUT-Elective

CAR-12000 Prof. Career Dev.

NOTE:

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisor foradditional
information.

AUTOMOTIVE POWERTRAIN SPECIALIST

Special Certificate

Introduction

Kirtland's Automotive Powertrain Specialist certificate is
designedto provide the student withthe necessary skillsto gain
entry level employment in the automotiveindustry. This program
is certified by the National automotive Technicians Education
Foundation (NATEF). Successful completion of this program
will qualify the student for the Michigan State and National
Institute for Automotive Service Excellence (ASE) testing and
certification in 1) brakes and 2) manual drivetrain and axles.

This certificate program is available to part-time students, and
has atotal of 21 credit hours.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
stratedproficiencies in English, reading, and mathematics (based
onassessmenttestscoresorcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the Student
Services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you mustcompl etethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral education are of fered; however, only the
course listed here is required for graduation in this program.
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Course Number

CAR-12000 Prof ha seél’rgére Development Cr . H >
Automotive Major
Course Number CourseTitle Cr.Hrs.
AUT-16100 Engine Fundamentals & Overhaul ... ... 4
AUT-16301 Automotive Fundamentals ............ 3
AUT-17700 Automotive Braking Systems .......... 4
AUT-17901 Manual Transmission, Drivelines

andRear AXles ...................... 4
AUT-23102 Auto Service Area- Powertrain ........ 4
Course Sequence

Listedis asuggested sequence of courses. Y ou should complete
thecourses listed under Semester | before moving onto the next
semester. Y ouradvisor will help you make necessary changes to
this recommended sequence.

Semester |1 (Winter)

AUT-16100 Eng.Fund.& Overh.
AUT-17901 Man.Transm.Driv.
AUT-23102 Auto.Serv.Area

Semester | (Fall)
AUT-16301 Auto. Fund.
AUT-17700 Auto.Braking
CAR-12000 Prof. Career Dev.

NOTE: The writing and mathematics requirements for
certificate programs may vary according to the specific nature of,
and emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisor foradditional
information.



BUSINESS

ACCOUNTING
Associate in Applied Science

Introduction

Kirtland's program in Accounting is designed to provide entry
level employment skills necessary for the accounting field.
Successful program completers may find employment as small
businessor governmental accountants, accounting technicians,
bookkeepers, accounting clerks, or income tax preparers.

This program leads to an Associate in Applied Science-
Accounting degree and has a total of 65 credit hours. Those
students interested in pursuing abachelor’ s degree should NOT
enroll in this program. Instead, they should pursue Kirtland's
AssociateinBusinessAdministrationtransferdegree(pages 102-
103) and seek advisement from the Business Administration
advisor.

Prerequisites

Students enralling in this program are expected to possess
acceptabl e typewriter/computer keyboard skills. Those who do
not will be required to successfully complete an appropriate
course early in their enrollment at Kirtland.

Kirtland Community College recognizes the importance of
students possessing certain skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the placement test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many coursesingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number :
ENG-10000 writingOgpseTitle Cr.Hrs
ENG-10300 English Composition| ................ 3
ENG-10400 English Composition |l ................ 3
SPE-10500 Fundamental s of Speech or

SPE-11400 Introduction to Interpersonal &

Public Communication .............. 3

MTH-12000 Intermediate Algebraor Higher .......... 4
POL-10100 Introduction to American Government ....3
PSY-10100 Introduction to Psychology ............. 3
HumanitiesElective..................... 3

Accounting Major

Course Number .

ACC-10500 Federal I%(%%gerwlﬁccounti ng... Cr . Hrss
ACC-12100 * Accounting Principles!l ................ 4
ACC-12200 Accounting Principles!l ................ 4
ACC-18500 Accounting Applicationsw/Computers ...3
ACC-21000 Intermediate Accounting | ............... 4
ACC-21100 Intermediate Accounting Il ......... 4
ACC-20500 Cost Accountingl ...................... 3
BUS-10100 Introductionto Business ................ 3
BUS-20100 Coordinated Business Practicesor
Accounting or BusinessElective......... 3
BUS-21500 Legal Environment of Business .......... 3
CIS-10500 Introduction to Computers .............. 3
ECO-20100 Principles of Economics (Macro) ......... 3
ECO-20200 Principles of Economics (Micro) .......... 3
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
ACC-12100 Acct. Prn. I*
BUS-10100 Intro. Bus.
ENG-10300 comp. |
MTH-12000 Inter.Alg.or higher
POL-10100 Amer. Govt.

Semester | (Winter)
ACC-12200 Acct. Prn. 11
CIS-10500 Intro. Comp.
ENG-10400 comp. 11

PSY -10100 psych.
SPE-10500 Fund.Speech or
SPE-11400 Interp. Comm.

Semester 111 (Fall) Semester 1V (Winter)
ACC-21000 Interm. Acct. | ACC-21100 Interm. Acc. II
ACC-10500 Fed. Income Tax  ACC-18500 Acct.App. w/Comp.
BUS-21500 Legal Environ. ACC-20500 Cost Acct. |
ECO-20100 MacroEcon. ECO-20200 MicroEcon.
Humanities Elective BUS-20100 Coord. Bus. Pr. or
ACC/BUS Elective

NOTE: *Students with little or no accounting background will
be required to take ACC-10600 or ACC-10601.
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BUSINESS

BUSINESS MANAGEMENT
Associate in Applied Science

Introduction

Kirtland's program in Business Management is designed to
provide an overall background of training that is necessary for
entry andsuccessin the businessworld. The programisintended
to lay afoundation for a great variety of entry level positions
which may ultimately lead to mid-management positions in
business or industry. Students are given the opportunity to
enhance decision making, problemsolving and creative abilities.
Emphasis is placed on management and business communi-
cations.

This program leads to an Associate in Applied Science degree
and hasatotal of 63 credit hours. Any Business Management
major who plansto eventually acquire abachelor's degree after
completion of the associate degree is encouraged to follow the
Associate in Business Administration degreeas listed on pages
102-103.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics(based
onassessmenttest scores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many coursesingeneral educationare offered; however, only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 isrequired of all students in this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number :
ENG-10000 writnGopeTe Cr.Hrg
ENG-10300 English Composition| ................ 3
ENG-10400 English Composition |l ................ 3
SPE-10500 Fundamental s of Speech or

SPE-11400 Introduction to Interpersonal &

Public Communication .............. 3

MTH-10100 Finite Math or

MTH-12000 Intermediate Algebra ................ 4
POL-10100 Introduction to American Government . 3
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PSY-10100 Introduction to Psychology .............. 3
HumanitiesElective...................... 3

Business M anagement Major

Course Number CourseTitle  Cr.Hrs.
ACC-12100 ** Accounting Principles! ................ 4
ACC-12200 Accounting Principles!Il ................. 4
BUS-10100 Introductionto Business ................. 3
BUS-21000 Principlesof Management ................ 3
BUS-21500 Legal Environment of Business ........... 3
BUS-24500 Personnel Management .................. 3
CIS-10500 Introduction to Computers ............... 3
ECO-20100 Principles of Economics(Macro) .......... 3
ECO-20200 Principles of Economics (Micro) ........... 3
MKT-20000 Principlesof Marketing .................. 3
SEC-10400 Keyboarding | or Business Elective........ 3
SEC-10500 Business Correspondence ................ 3
...and three or more credit hours from the following:

ACC-10600 Fundamentals of Accounting ............. 4
ACC-18500 Accounting Applicationsw/Computers ....3
BUS-20100 Coordinated Business Practices ......... 39
CIS-11000 BasicProgramming ...................... 3
CIS-17500 Microcomputers & Business Applica. ... ... 3
MKT-10100 Principlesof Retailing .................... 3
MKT-11000 Principlesof Selling . ..................... 3
MKT-18101 Desktop Publishing (PAGEMAKER) ...... 3
MKT-20400 Advertising ... 3
SEC-18100 Word Processing !l ............ccoiinnn. 3
Course Sequence

Listed below is a suggested sequence of courses for full-time
students. If you are a part-time student or have transferred
courses from another college, you should compl ete the courses
listed under Semester | before moving on to the next semester,
and so on. Y our advisor will help you make necessary changes
to this recommended sequence.

Semester | (Fall)
ACC-12100 **Acct. Prn. |
BUS-10100 Intro. Bus.
ENG-10300 comp. |

Semester |1 (Winter)
ACC-12200 Acct. Prn. 11
BUS-21000 Princ. Mgmt.
CIS-10500 Intro. Comp.

MTH-10100 Finite Math or ENG-10400 comp. 11
MTH-12000 Interm. Alg. PSY -10100 psych.
SEC-104* Keyhoarding | OF
--- Business Elective
(Continued)



Semester 111 (Fall)
BUS-21500 Legal Environ.
BUS-24500 Pers. Mgt
ECO-20100 MacroEcon.
MKT-20000 Princ. Mkt.
POL-10100 Amer. Govt.

Semester |V (Winter)
Business Elective
Humanities Elective
ECO-20200 MicroEcon.
SEC-10500 Bus. Corres.
SPE-10500 Fund. Speech or

SPE-11400 Interpers. Comm.

BUSINESS
NOTES

A certificate in Business Management is awarded to those
students who completethe requirements for Semesters | and 11 of
this program.

* Students who have completed one year of high school typing
may substitute a Business Elective.

**Students with little or no accounting background will be
required to take ACC-10600 or ACC-10601.

MARKETING MANAGEMENT
Associatein Applied Science

Introduction

Kirtland's program in Marketing Management is designed to
provide the student with instruction in the fundamentals of
marketing. Trainingis received in the areas of retailing, sales and
advertising to provide students with the skills needed to
successfully enter the businessfield.

Inadditionto the 62-63 credit hours in the Business M anagement
degree, students will be able to complete an additional degreein
Marketing M anagement. Thosestudentsinterestedinpursuing a
bachelor’s degree are encouraged to follow the Associates in
Business Administration degree as listed on pages 102-103.

Marketing M anagement Major

Student selects 12 hours from the following:

Course Number CourseTitle Cr.Hrs.
MKT-10100 Principlesof Retailing ................... 3
MKT-11000 Principlesof Selling..................... 3
MKT-18101 Desktop Publishing (PageM aker) or
SEC-21500 Desktop Publishing for Offices .......... 3
MKT-20400 Advertising .........c.oiii i 3
*Business or Marketing Elective ......... 3

* Seminars and el ective choi ces must be approved by an advisor.

Course Sequence

A student may pursuethis degreewhile working on the Business
Management degree, or after the BusinessManagement degree
has been completed. Courses taken at other colleges, articul ated
courses between Kirtland Community College and intermediate
school districts and high schools, and credit by examination in
the above areas may all apply towards meeting the degree
requirements.

BANKING MANAGEMENT
Associatein Applied Science

Introduction

The Banking Management program is designed to provide a
sound educational foundation for the student seeking employ-
ment in a financial institution with the intention of assuming
managerial responsibilities.

Inaddition to meeting the requirements of the Business M anage-
ment degree, students will be able to complete an additional
degree in Banking Management. Those students interested in
pursuing a bachel or's degree should consult with an advisor and
should considerfollowingthe Associatein BusinessAdministra-
tion degree as listed on pages 102-103.

Banking M anagement M ajor
Student selects 12 credit hours from the following:

Course Number CourseTitle Cr.Hrs.
BAF-15000 Principlesof Banking ................... 3
BAF-15100 ConsumerLending ..................... 3
BAF-25010 Analyzing Financial Statements .......... 3
BAF-15400 Money andBanking .................... 3
BAF  — Banking Elective ....................... 3
Course Sequence

A student may pursuethis andtheBusinessM anagement degree
at the same time or compl ete the Business M anagement degree
first. Courses taken at other colleges, articulated courses, Amer-
ican Institute of Banking (AIB) courses, and credit by exami-
nation in the required areas may apply towards meeting the
degree requirements.

Note: Students interested in a certificate in Banking, see
Contracting with Business & Industry (CWB&I) program on
page 61.
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BUSINESS

GENERAL BUSINESS
Certificate of Completion

Introduction

Kirtland's program in Business Management is designed to
provide an overall background of training that is necessary for
entry andsuccessinthebusinessworld. The programinintended
to lay afoundation for a great variety of entry level positions
which may ultimately lead to mid-management positions in
business or industry. Students are given the opportunity to
enhance decision making, problemsolving and creative abilities.
Emphasis is placed on management and business communi-
cations.

After completing atotal of 32 credithours, students can obtain
acertificate of completion. Students may also elect to pursue an
Associatein Applied Sciencedegreein Business M anagement at
any point in the certificate program.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies inEnglish, reading, and mathematics (based
onassessmenttestscores orcompletionof recommendedclasses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many coursesin general education are offered; however, only
the courses listed here are required for graduation in this
program. Please note that ENG-10000 is required of all
students in this program, unless they either demonsrate
satisfactory writing mechanics on the placement essay
(writing sample) or achieve a grade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab ...t 1
ENG-10300 English Composition| ................ 3
ENG-10400 English Composition!l ................ 3
General BusinessMajor
Course Number CourseTitle Cr.Hrs.
ACC-10600 Fundamentals of Accounting or
ACC-12100 ** Accounting Principles! ............ 4
BUS-10100 Introductionto Business .............. 3
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CIS-10500 Introduction to Computer or

CIS-17500 Microcomputers & Business Applic. ... .. 3
MTH-10100 Finite Math or

MTH-12000 Intermediate Algebra .................. 4
SEC-10400 *Keyboarding | or

SEC-11400 Keyboarding Il or

BusinessElective ..................... 3
SEC-10500 Business Correspondence ............... 3

...and six credit hours from the following electives:

ACC-18500 Accounting Applicationsw/Computers ...3
BUS-20100 Coordinated Business Practices ........ 39
BUS-21500 Legal Environment of Business .......... 3
CIS-12500 PASCAL ... 3
MKT-10100 Principlesof Retailing ................... 3
MKT-11000 Principlesof Selling..................... 3
MKT-20400 Advertising ............. i, 3
SEC-18100 Word Processing | ..................... 3
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are apart-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you meke necessary changes to this
recommended sequence.

Semester | (Fall)

ACC-10600 Fund. Acct, or OGRS & dhiate)
** ACC-12100 Acct. Prn. | CIS-10500 Intro. Comp. OF
BUS-10100 Intro. Bus. CIS-17500 MicroComp.
ENG-10300 comp. | ENG-10400 comp. 11

MTH-10100 Finite Math OF
MTH-12000 Inter. Alg.

SEC-10400 *Keyboarding | OF
SEC-11400 Keyboarding 11 OF
Business Elective

SEC-10500 Bus. Corres.
Business Elective

NOTES:

* Students who have completed one year of high school typing
may substitute SEC-11400 Keyboarding Il, or a Business
Elective.

**Students with little or no accounting background will be
required to take ACC-10600 or ACC-10601.

The writing and mathematics requirements for certificate pro-
grams may vary accordingto the specific nature of, andemphasis
within, those programs. Therefore, students in certificate
programs should consult withtheir faculty advisorforadditional
information.



BUSINESS

REAL ESTATE
Associate in Applied Science

Introduction

Kirtland's Real Estateprogrampreparesstudents for professional
employment in the real estate field. The program provides basic
and advanced specialty courses as well as important general
education and business courses necessary for success in the
profession. Following completion of basic real estate courses,
and success on the State exam for real estate salespersons, the
program provides for students to work in a real estate office
gaining valuable first-hand experience.

Completion of the required 63-64 credit hours of this program
leads to an Associate in Applied Science degree.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies inEnglish, reading, and mathematics (based
onassessmenttestscores orcompletionof recommendedclasses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many courses ingeneral educationareoffered; however,only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achievea grade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab .............. ...l 1
ENG-10300 English Composition| ............... 3
ENG-10400 English Compositionll .............. 3
MTH-10100 FiniteMath ........................ 4
SPE-11400 Introduction to Interpersonal &

Public Communication. ............. 3
POL-10100 Intro. to American Government. . ... ... 3

Humanities Elective (Any Art,
Language, History, Literature, Music,
Philosophy or Theatre course) ... ... ... 3

CoreBusiness Cour ses
Course Number CourseTitle Cr.Hrs.
BUS-10100 Introductionto Business .............. 3
BUS-21500 Legal Environmentof Bus.............. 3
CIS-10500 Introduction to Computers ............ 3
CIS-17500 Microcom. & Bus. App. w/ Computers . . . . . 3
ACC-10600 Fundamentals of Accounting or

ACC-12100* Accounting Principles!| .............. 4
ECO-20100 Principles of Economics(Macro) ....... 3
ECO-20200 Principles of Economics (Micro) ........ 3
MKT-11000 Principlesof Selling................... 3
SEC-10500 Business Correspondence ............. 3
Real Estate Cour ses
Course Number CourseTitle Cr.Hrs.
BUS-11100 Real Estate Prelicensure ............... 3
BUS-11200 Real Estate Business!| ................ 1
BUS-11300 Real Estate Business!l ................ 3
BUS-21600 Real Estate Geography, Environment

and Construction ................... 2

BUS-11400 Real Estate Internship ................. 3
BUS-22500 Real EstateFinance ................... 2

...and two or more credit hours from the following electives:

BUS-11700 Rea EstateLaw ...................... 3
BUS-21800 Real Estate Civil Rights ............... 2
BUS-21900 Appraisal | ... 3
BUS-22000 Appraisal Il ...t 2
BUS-22100 Appraisal Il ...t 3
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are apart-time student or have transferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Winter)

Semester | (Fall)
BUS-11100 R.E. Prelicensure BUS-11200 R.E.Business |
BUS-10100 Intro. Business CIS-17500 microcomp.

CIS-10500 Intro. Computers
ENG-10300 Composition |
MTH-10100 Finite Math

ACC-10600 Fund. Acct. O
*ACC-12100 Acct. Pr. |
MKT-11000 pr. of Selling
ENG-10400 English Comp. 11
SPE-11400 Inter. Comm.

(Continued)
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CUSTOMIZED TRAINING

Semester 111 (Fall)
BUS-11300 R.E. Business I
BUS-21600 R.E.Geo/Env/Const
ECO-20100 Prin. of Economics
BUS-21500 Lega Env. of Bus.
POL-10100 Intro. to Am. Govt.

Semester 1V (Winter)
BUS --- Red Estate Elective
BUS-22500 Real Est.Finance
BUS-11400 internship.
SEC-10500 Bus. Corres.
ECO-20200 Prin. of Econ.
Humanities Elective

NOTE: *Studentswith little or no accounting background will
be required to take ACC-10600.

CONTRACTING WITH BUSINESS AND INDUSTRY (CWB&I)

Associatein Applied Science

Introduction

Contracting with Business and Industry (CWB&I) isaprogram
for specialized careertraining combining off-campus"hands-on"
experiencewith on-campusrel atedinstruction. Students enrolled
in CWB& | train twelve hours per week (192 hours per semester)
at alocal business. Placement is determined by the student's
personalinterviewwiththe businesstrainer, whichis arrangedby
the CWB& | advisor. Students may begin with the fall, winter or
summer semester.

The CWB&I program leads to an associate of applied science
degree and has a total of 61 credit hours. This program is
intended to provide students with the required training to gain
entry-level positionsin their chosen career field.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics. Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
are required.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you mustcompl etethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

In addition to submitting an Application for Admission to
Kirtland Community College, students are required to complete
a CWB&I Application form and interview with the CWB&I
advisor, John Loiacano. Students are encouraged to call for an
appointment. His telephone number is 517/275-5121, extension
297.

Suggested Programs

CWB&I is a unique program which has great flexibility. The
career training options appear to be limitless. Students may
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select from the following list of training programs or (if not
listed bdow) ask the CWB& | advisor to develop a different
career option to meet an individual need.

For alisting of Contracting With Business and Industry pro-
grams, see page 61.

General Education

Many courses in general educationareoffered; however, only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieve a grade of SA in DEV-09904.

General Education

Course Number CourseTitle Cr.Hrs.
ENG-10300 English Composition| ................ 3
ENG-10400 English Composition |l or

ENG-10600 Technical Writing or

SEC-10500 Business Correspondence ........... 3
SPE-10500 Fundamentals of Speech or

SPE-11400 Introduction to Interpersonal &

Public Communication . .............. 3

MTH-10100 Finite Math or

MTH-12000 Intermediate Algebraor Higher ....... 4
POL-10100 Intro. to American Government . .. ...... 3
PSY-10100 Intro. to Psychology or

SOC-10100 Intro.to Sociology .................. 3
HumanitiesElective................... 3

Contracting with Businessand Industry Major

Course Number CourseTitle Cr.Hrs.
CBI-10100 Off CampusTraining.................. 8
CBI-10200 Off CampusTraining.................. 8

Specified Electives: 23 credit hours of specific courses to
each program.

EXAMPLE:



Hotel/M otel M anagement

Course Number CourseTitle Cr.Hrs
CAR-12000 Professional Career Development ... ... .. 2
CBI-10100 Off CampusTraining.................. 8
CBI-10200 Off CampusTraining.................. 8
CIS-10500 Introduction to Computers ............ 3
BUS-10100 Introductionto Business .............. 3
BUS-16100 Introduction to Hospitality ............ 3
GEO-10000 WorldGeography .................... 4

CUSTOMIZED TRAINING

...and eight or more credit hours from the following electives:

MKT-20000 Principlesof Marketing ............... 3
MKT-11000 Principlesof Selling . .................. 3
SEC-10400 Keyboarding |l ....................... 3
ACC-10600 Fundamentals of Accounting .......... 4
MKT-20400 Advertising ...t 3
BUS-24500 Personnel Management ............... 3
SGN-10000 American SignLanguage . ............. 3
ALH-20700 TheFirst Responder .................. 3

CONTRACTING WITH BUSINESS AND INDUSTRY (CWB&I)

Certificate of Completion

Introduction

Contracting with Business and Industry (CWB&1) is aprogram
for specialized careertraining combining off-campus"hands-on"
experiencewith on-campusrel atedinstruction. Students enrolled
in CWB& | train twelve hours per week (192 hours per semester)
at alocal business. Placement is determined by the student's
personalinterviewwiththe businesstrainer, whichisarrangedby
the CWB& I advisor. Students may begin with theFall, Winter or
Summer semester and usually complete dl requirements within
the academic year.

TheCWB&I programleadsto acertificate of completion and has
atotal of 32 credit hours. This program isintended to provide
students withtherequiredtraining to gain entry level positionsin
their chosen career field. Students are encouraged to discuss
additional educational opportunities (i.e., two-year or four-year
degree) with their program advisor.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficienciesin English, reading, and mathematics (based
onassessmenttestscores orcompletionof recommendedclasses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

In addition to submitting an Application for Admission to
Kirtland Community College, students are required to complete
aCWB&I Application form and interview with the CWB&|

advisor, John L oiacano. Students are encouraged to call for an
appointment. His telephone number is 517/275-5121, extension
297.

General Education

Many coursesingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000isrequired of all students in this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieve a grade of SA in DEV-09904.

Suggested Programs

CWB&I is a unique program which has great flexibility. The
career training options appear to be limitless. Students may
select from the following list of training programs or (if not
listed bdow) ask the CWB& I advisor to develop a different
career option to meet an individual need.

Accounting Clerk Advertising
Anima Grooming Automobile Body Repairer
Automotive Parts Person Bank Teller

Child Development Aide
Dental Assistant
Dietician Aide

Flora Designer

Golf Course Operations
Greenhouse Operations
Hotel/Motel Management
Insurance Sales
Landscape Gardener
Maintenance Worker

Commercial Sign Painter
Dental Lab Technician
Dispatcher

Golf Course Maintenance
Graphic Designer
Gunsmithing

Insurance Office Assigtant
Interior Decorating
Library Clerk

Mesat Processing

Medica Billing Clerk Medical Laboratory Aide

News Writer

Optometric Clerk

Pharmacy Technician  Photographer

Physical Therapist Aide
Radio Announcing
Retail Manager Trainee
Ski Hill Operations
Teacher's Aide

Travel Agent Clerk
Upholstery

Printing Typesetter
Restaurant Mgr. Trainee
Ski Hill Maintenance
Specia Education Secty.
Title Research and Abstract
Trucking Dispatcher
Veterinarian Aide

(Continued)

Uponrequest, students may receive abooklet whichdisplaysall
required courses for each of the above listed training programs.
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COSMETOLOGY

The following are two examples of CWB&I training programs:

Radio Announcing

Course Number CourseTitle Cr.Hrs.

Hotel/M otel M anagement CAR-12000 Professional Career Development ... . .. .. 2
Course Number CourseTitle Cr.Hrs. CBI-10100 Off-CampusTraining ................. 8
CAR-12000 Professional Career Development ... .. 2 CBI-10200 Off-Campus Training ................. 8
CBI-10100 Off-CampusTraining ................ 8 ENG-10300 English Composition| ................ 3
CBI-10200 Off-CampusTraining ................ 8 ENG-10400 English Composition |l ................ 3
BUS-10100 Introductionto Business............. 3 MKT-11000 Principlesof Selling. .................. 3
BUS-16100 Introduction to Hospitality ........... 3 SPE-10500 Fundamentalsof Speech .............. 3
MTH-10100 FiniteMath ........................ 4 Approved Elective .................. 2
SPE-10500 Fundamentalsof Speech ............. 3 Totd: 32
Approved Elective ................. 2

Total: 33
COSMETOLOGY
Associatein Applied Science
I ntroduction Cour se Number CourseTitle Cr.Hrs.
Kirtland's associ ate degree programin Cosmetol ogy is designed ENG-10000 WritingLab ............ ... ... 1
to provide speciaized instruction in practical application, ENG-10300 English Composition| ................ 3
communication skills and general knowledgefor employment as SPE-11400 Intro. to Interpersonal & Public Comm. .. 3
a trained licensed cosmetologist. This program leads to an POL-10100 Intro. to American Government . .. ...... 3

Associate in Applied Science degree preparing students to
successfully pass the Michigan State Board of Cosmetology
Exam. The student must earn a total of 92-93 credit hours
(1500 clock hours) to qualify for graduation. Placement in this
program is excellent. Students also have the opportunity to
continue their education by enrolling in the Cosmetology
Instructor program.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the Student
Services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete those courses before you can
enroll in ENG-10300, SPE-11400, POL-10100, and any
humanities or social science electives.

General Education

Many courses in general educationareoffered; however, only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 isrequired of all students in this
program, unlessthey either demonstrate satisfactory

writing mechanics on the placement essay (writing sample)
or achievea grade of SA in DEV-09904.
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Humanities or Social Science Elective
(Any Art, Language, History,
Literature, Music, Philosophy, Theatre,
Economics, Geography, Political
Science, Psychology, Sociology or

Anthropology CoUrse) .........covviiiiinneennnnn.. 34
Cosmetology Major
Course Number CourseTitle Cr.Hrs.
COS-10001 Cosmetology | .......covvvviiiina... 5
C0OS-10002 Cosmetology Il ................co.t. 5
COSs-10101 Cosmetology Il ....................t. 5
C0S-10102 Cosmetology IV ...t 5
C0OS-10201 Cosmetology V ......cvvivviiiiin. 5
C0OS-10202 Cosmetology VI ... 5
COS-10301 Cosmetology VIl ...t 5
COS-10302 Cosmetology VIII ..ot 5
COS-20401 Cosmetology IX ......ccvoviiiinnn. 5
COS-20402 Cosmetology X ...oovvvviiiniinann 5
COS-20501 Cosmetology X1 .......cvviviiinn.nn 5
COS-20502 Cosmetology XI1 ...t 5
COS-20601 Cosmetology XIT ...............oo.. 5
COS-20602 Cosmetology XIV ...........ccoennn 5
COS-20701 Cosmetology XV .......cooiviiiininnn 5
C0OS-20702 Cosmetology XVI ...t 5

(Continued)

Course Sequence

Listedis asuggested sequence of courses for full-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.



Your advisor will help you make necessary changes to this

recommended sequence.

Semester | (Fall)
COS-10001 cosmetology |
COS-10002 cosmetology I
COS-10101 cosmetology |11
COS-10102 Cosmetology 1V
ENG-10300 comp. |

Semester |1 (Winter)
COS-10201 Cosmetology V
C0OS-10202 cosmetology VI
COS-10301 cosmetology VII
COS-10302 cosmetology VIl
SPE-11400 Interperson. Comm.

COSMETOLOGY

Semester 111 (Fall) Semester 1V (Winter)

COS-20401 Cosmetology 1X COS-20601Cosmetology Xl
COS-20402 Cosmetology X COS-20602 Cosmetology XIV
COS-20501 cosmetology XI COS-20701Cosmetology XV

COS-20502 cosmetology X1I  COS-20702 Cosmetology X VI
POL-10100 American Govt. Humanities or Socia
Science Elective

NOTE:
Students may accel erate progress by attending maximum hours
available and by attending in the summer.

COSMETOLOGY

Certificate of Completion

Introduction

Kirtland's certificate program in Cosmetology is designed to
provide specialized instruction and practical application for
employment in beauty salons. This programleadsto acertificate
of compl etionin Cosmetol ogy preparing students tosuccessful ly
pass the Michigan State Board of Cosmetology Exam, which is
reguired by law to practice Cosmetology in Michigan. Students
must earn a total of 80 credit hours (1500 clock hours) to
qualify for graduation. Placement in this programis excellent.
Studentsal sohavetheopportunity tocontinuetheireducationby
enrolling in the Cosmetology I nstructor program.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete those courses before you can
enroll in ENG-10300, SPE-11400, POL-10100, and any
humanities or social science electives.

Cosmetology Major

Course Number CourseTitle Cr.Hrs.
COS-10001 Cosmetology | .......covvvveiiinn... 5
COS-10002 Cosmetology Il .........covveiiint, 5
COS-10101 Cosmetology Il ...t 5
C0OS-10102 Cosmetology IV . ... 5
C0OS-10201 Cosmetology V ...t 5
C0OS-10202 Cosmetology VI ...t 5
C0OS-10301 Cosmetology VII ...t 5
C0OS-10302 Cosmetology VIII ...t 5
COS-20401 Cosmetology IX ..., 5
C0OS-20402 Cosmetology X ........coviiiiiiiinnn 5

COS-20501 Cosmetology XI ... 5
COS-20502 Cosmetology X1l ..........covina.t. 5
COS-20601 Cosmetology X1 ...t 5
COS-20602 Cosmetology XIV ...t 5
COSs-20701 Cosmetology XV ... 5
C0OS-20702 Cosmetology XVI ...t 5
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are apart-time student or havetransferred coursesin from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
COS-10001 Cosmetology |
COS-10002 Cosmetology 11
COS-10101 Cosmetology 11
COS-10102 Cosmetology 1V

Semester 111 (Fall)
COS-20401 Cosmetology 1X
COS-20402 Cosmetology X
COS-20501 Cosmetology X
COS-20502 Cosmetology Xl

NOTE:

Semester 11 (Winter)
COS-10201 cosmetology V
COS-10202 Cosmetology VI
COS-10301 Cosmetology VI
C0OS-10302 Cosmetology VI

Semester 1V (Winter)
COS-20601Cosmetology X!
COS-20602 Cosmetology XIV
COS-20701 Cosmetology XV
COS-20702 Cosmetology XVI

Students may compl ete sooner by attending summer session or
completing required hours on an accelerated basis.

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate pro-
grams should consult with their faculty advisor for additional
information.
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COSMETOLOGY INSTRUCTOR

Certificate of Completion

Introduction

Kirtland's Cosmetology Instructor program is designed to
provide instruction and practice to become a cosmetology
instructor. This program leads to a certificate of completion
preparing students to pass the Michigan State Board Examfor
Cosmetology Instructors. Students mustearn atotal of 26 credit
hours (500 clock hours) to qualify for graduation.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV reguirement, you will not be allowed to enroll in
any additional courses.

Students must be a licensed Cosmetologist prior to entering the
program.

Cosmetology Instructor Major

Course Number CourseTitle Cr.Hrs.
COS-20801 Cosmetology Instructor | .............. 5
COS-20802 Cosmetology Instructor Il ............. 5
COS-20901 Cosmetology Instructor 11 ............ 5
COS-20902 Cosmetology Instructor IV ............ 5
COS-21001 Cosmetology InstructorV ............. 3
C0OS-21002 Cosmetology Instructor VI ............ 3

NOTE: Student must have a high school diploma or GED
certificate in order to take the Michigan State Board Exam for
Cosmetology Instructors.

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisor foradditional
information.

MANICURING
Special Certificate

Manicuring is a 6 credit hour, 300 clock hour, one course
program designed to prepare the student for employment as a
manicurist.

CourseTitle Cr.Hrs.
Manicuring . .......cooveiiiiii 6

Course Number
C0OS-11000

NOTE: See your advisor for information regarding transfer of
cosmetology hours toward manicuring program.
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EMERGENCY MEDICAL SERVICES (PARAMEDIC)

Associate in Applied Science

Introduction

TheAssociatein Applied Science degreein Emergency Medical
Services (E.M.S.) isdesigned to prepare students forentry-level
positions as paramedics while providing a solid basis for
continued professional growth and career mobility. This program
will provide students with the basic knowledge and skills
necessary to function as an advanced Emergency Medical
Technician (EM.T.), as well as give them additional education
which will prepare the student for advancement inE.M.S. or in
another related healthfield, such as nursing. Following success-
ful completion of this program, students are eligible to take the
state licensing examination for paramedic.

A total of 70 credit hours is required for an Associate in
Applied Science degree in Emergency Medical Services.

Prerequisites
A GED or high school diploma is required for admission to the
program. Good physical and mental health is required.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics. Since these skills are vital to each student’s
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses before enrolling
in other courses requiring these prerequisites.

General Education

Many coursesingeneral education are offered; however,only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 is required for all students in
this program, unless they either demonstrate satisfactory
writing mechanics on the placement essay (writing sample)
or achieveagrade of SA in DEV-09904.

Course Number .

BIO-10700 Essential SSFRRAONS & Physiology %
ALH-10800 Pathology ................oiii.t 4
ENG-10000 WritingLab. ...t 1
ENG-10300 English Composition| ................ 3
ENG-10601 Technical Writing .................... 3
MOA-11000 Medical Terminology ................. 3
MOA-12200 Basic Pharmacology .................. 3
POL-10100 Intro. to American Government ......... 3
PSY-10100 Introduction to Psychology ........... 3
SPE-11400 Introduction to Interpersonal &

Public Communication............... 3
HUM- HumanitiesElective................... 3

Emergency Medical ServicesMajor

Course Number CourseTitle Cr.Hrs.
ALH-12000 BasicEM.T.l ..., 6
ALH-12201 EMT.Clinical ...................... 2
ALH-12101 EMT.Labl ... 2
ALH-22001 Paramedicl .......................... 4
ALH-22101 ParamedicLabl ...................... 2
ALH-22201 Paramedic Clinical | ................... 3
ALH-23001* Paramedicll ......................... 4
ALH-23101 ParamedicLabll ..................... 2
ALH-23201 Paramedic Clinical Il .................. 3
ALH-24001 Paramedic Il ......................... 4
ALH-24101 ParamedicLablll ..................... 2
ALH-24201 Paramedic Clinical Il .................. 3
Course Sequence

Listedis asuggested sequence of courses for full-time students.
If you are apart-time student or have transferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes in this
recommended sequence.

Semester | (Fall)
MOA-11000 Medical Termin.
ALH-12000 Basic EMT |
ALH-12101 EMT Lab |
ALH-12201 EMT Clinical |
BIO-10700 Essen. A & P

Semester |11 (Summer)
SPE-11400 Interp. & Pub. Speech
HUM Elective

Semester |V (Fall)
ALH-10800 Pathology
POL-10100 Intro. Am. Gouvt.
ALH-23001* Paramedic Il
ALH-23101 Paramedic Lab 11
ALH-23201 Paramedic Clinic. 11

NOTE

Semester I (Winter)
ENG-10000 writing Lab
ENG-10300 English Comp. |
MOA-12200 Basic Pharmacol.
ALH-22001 Paramedic |
ALH-22101 Paramedic Lab |
ALH-22201 Paramedic Clin. |

Semester V (Winter)

ENG-10601 Technical Writing
PSY-10100 Intro. to Psych.
ALH-24001 Paramedic 11
ALH-24101 ParamedicLab 111
ALH-24201 Paramedic Clin. 111

Conviction for some criminal offenses may render a candidate
ineligible for writing the state licensure examination.

* A student needsto acquire aState of Michigan license prior to

enrolling in ALH-23001.
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PARAMEDIC
Certificate of Completion

Introduction

TheParamedic programisdesignedto prepare students forentry-
level positions as paramedics in advanced life support (ALS)
ambulance services. This program will provide the basic knowl-
edge and skills training necessary to function competently inthe
fiedd as an advanced emergency care provider. Following
successful completion of this program, students are eligible to
take the state licensing examination for paramedics.

A total of 51 credit hours is required for a certificate of
completion.

Prerequisites
A GED or high school diploma is required for admission to the
program. Good physical and mental health is required.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student’s
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses before enrolling
in other courses requiring these prerequisites.

General Education

Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 is required for all students in
this program, unless they either demonstrate satisfactory
writing mechanics on the placement essay (writing sample)
or achieveagrade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
BIO-10700 Essentials of Anatomy & Physiology ...4
ENG-10000 WritingLab............oooii L 1
ENG-10300 English Composition| ................ 3
MOA-11000 Medical Terminology ................. 3
MOA-12200 Basic Pharmacology .................. 3
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Paramedic Major

Course Number CourseTitle Cr. Hrs.
ALH-12000 BasicEM.T. 1 ... 6
ALH-12201 EMT.Clinical ...................... 2
ALH-12101 EMT.Labl ... 2
ALH-22001 Paramedicl .......................... 4
ALH-22101 ParamedicLabl ...................... 2
ALH-22201 Paramedic Clinical | ................... 3
ALH-23001* Paramedicll ......................... 4
ALH-23101 ParamedicLabll ..................... 2
ALH-23201 Paramedic Clinical Il .................. 3
ALH-24001 Paramedic Il ......................... 4
ALH-24101 ParamedicLablll ..................... 2
ALH-24201 Paramedic Clinical Il .................. 3
Course Sequence

Listed is asuggested sequence of courses forfull-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes in this
recommended sequence.

Semester | (Fall)
MOA-11000 Medical Term.
ALH-12000 Basic EMT |
ALH-12201EMT Clinical |
ALH-12101 EMT Lab |
BIO-10700 Essen. A & P

Semester |1 (Winter)
ENG-10000 writing Lab
ENG-10300 English Comp. |
MOA-12200 Basic Pharmac.
ALH-22001 Paramedic |
ALH-22101 Paramedic Lab |
ALH-22201 pParamedic Clin. |

Semester 1V (Fall)
ALH-23001* Paramedic Il
ALH-23101 Paramedic Lab I
ALH-23201 Paramedic Clinical 11

Semester V (Winter)
ALH-24001 Paramedic 111
ALH-24101 Paramedic Lab 11
ALH-24201 Adv. EMT Clin. 111

NOTE
Conviction for some criminal offenses may render a candidate
ineligible for writing the state licensure examination.

* A student needs to acquire a State of Michigan EMT license
prior to enrolling in ALH-23001.
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BASIC EMERGENCY MEDICAL TECHNICIAN (EM.T.))

Special Certificate

Introduction

The Basic E.M.T. Certification program covers all basic tech-
nigques in emergency medical care presently considered within
the responsibilities of the Basic Emergency Medical Technician
(EM.T)

This 16 week program requires 182 contact hours and 16 hours
of lab (8 emergency room; 8 ambulance).

Prerequisites
A GED or high school diploma is required for admission to the
program. Good physical and mental healthis required.

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral education are offered; however,only the
courses listed here are required for graduati on fromthis program.

Course Number .

ALH-12000 BasicENPPUrseTitle Cr.Hrg
ALH-12201 EMT.Clinical ...................... 2
ALH-12101 EMT. Labl ... 2
NOTE

Conviction for some crimina offences may render a candidate
ineligible for writing the state licensure examination.

MASSAGE THERAPY
Associate in Applied Science

Introduction

The Associatein Applied Science in Massage Therapy is dedi-
cated to advancing the science and art of massage therapy
throughintroductory education, continuing education,andcom-
munity service in an effort to promote wellness and enhance
existing academic programs such as nursing and cosmetology.
Students completing the program will be prepared to practice
massage therapy and to register for The National Certification
Examination for Professional Massage and Bodywork currently
administered by The Psychological Corporation.

A total of 63 credit hours are required for an Associate in
Applied Science degree in Massage Therapy.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics.Sincetheseskills arevital to eachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not

fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many courses in general educationareoffered; however,only the

courses listed here are required for graduation in this program.

Please notethat ENG-10000 is required of all studentsin this
program, unlessthey either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achievea grade of SA in DEV-09904.

Course Number .
ALH-20201 standard ERY A e Cr.Hrg
BIO-10700 Essentials of Anatomy & Physiology ...4
BUS-25000 BusinessSeminar .................... 1
ENG-10000 WritingLab. ...t 1
ENG-10300 English Composition! ................ 3
ENG-10601 Technical Writing .................... 3
MOA-11000 Medical Terminology ................. 3
MTH-10100 FiniteMath .......................... 4
(Continued)
PER-10302 Conditioning Activities-Blueprint for
aHealthy Back ........... 05
PER-12400 LifetimeFitness& Wellness ........... 2
POL-10100 Intro. to American Government .......... 3
PSY-10100 Introduction to Psychology ........... 3
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SOC-10100 Introduction to Sociology ............. 3
SPE-11400 Introduction to Interpersonal &

Public Communication ............... 3
— - - HumanitiesElective................... 3
Massage Therapy Major
Course Number CourseTitle Cr.Hrs.
MAS-10000 Intro. to Massage Therapy ............ 1
MAS-10100 SwedishMassage .................... 3
MAS-10200 Intro. to Clinic Operations ............. 1
MAS-12000 Structural Based Bodywork Systems ....4
MAS-12100 Energy Based Bodywork Systems ...... 4
MAS-12200 Massage Therapy Clinicl ............. 2
MAS-13000 Topicsin Massage Therapy ........... 4
MAS-13100 Massage Therapy Clinicll ............. 2
MAS-13200 Internship ......................... 15
MAS-27500 Directed Study-Massage Therapy | ....2
MAS-27501 Directed Study-Massage Therapy Il ....2

Course Sequence
Listedis asuggested sequenceofcourses for students whowish
to complete their program in the shortest amount of time.

Semester | (Fall)
ALH-20201 standard First Aid
ENG-10300 English Comp. |
MAS-10000 Intro. to Massage
PER-10302 conditioning
PSY-10100 Intro. to Psychology
MOA-11000 Medical Terminology

Semester |1 (Winter)
BIO-10700 Essen. of A&P
ENG-10601 Technical Writing
MAS-10100 Swedish Massage
MAS-10200 Intro. Clinic Oper.
PER-12400 Lifetime Wellness

Semester 111 (Fall) Semester IV (Winter)

MAS-12000 Structural Bodywork BUS-25000 Business Seminar
MAS-12200 clinic | MAS-12100 Energy Bodywork
MAS-13000 Topics in Massage MAS-13100 clinic 1l
MAS-27500 Directed Study | MAS-27501 Directed Study |1

MTH-10100 Finite Math
POL-10100 Intro. to Am. Govt.

MAS-13200 Internship
SOC-10100 Intro. to Sociology
Humanities Elective

MASSAGE THERAPY
Certificate of Completion

Introduction

The Kirtland Community College Massage Therapy program is
dedicated to advancing the science and art of massage therapy
through introductory education, continuing education, and
community servicein an effort to promotewellnessand enhance
existing academic programs such as nursing and cosmetol ogy.
Students completing the program will be prepared to practice
massage therapy and to register for The National Certification
Examination for Professional Massage and Bodywork currently
administered by The Psychological Corporation.

A total of 38 credit hours and 640 contact hours are required
for acertificate in Massage Therapy.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommended cl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during yourfirst
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

68

Applicantsto this program must be at |east 18 years of age and
have a high school diploma or GE.D. Applicants must be
physically able to perform the massage techniques. Applicants
must complete a physical examination verifying the applicant is
free of communicabl e diseases.

General Education
Many coursesingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.

Course Number CourseTitle Cr.Hrs.
ALH-20201 Standard First Aid .................... 1
BIO-10700 Essentials of Anatomy & Physiology ...4
BUS-25000 BusinessSeminar .................... 1
PER-10302 Conditioning Activities ............. 05
PER-12400 LifetimeWellness & Fitness ........... 2
Massage Therapy Major

Course Number CourseTitle Cr.Hrs.
MAS-10000 Introduction to Massage Therapy ...... 1
MAS-10100 SwedishMassage .................... 3
MAS-12000 Structural Based Bodywork Systems .. ..4
MAS-12100 Energy Based Bodywork Systems ... .. 4
MAS-10200 Introduction To Clinic Operations ...... 1
MAS-12200 Clinicl ... 2
MAS-27500 Directed Study-Massage Therapy | ....2
MAS-13000 TopicsIn Massage Therapy ........... 4
MAS-13100 Clinicll ... .o i, 2
MAS-27501 Directed Study-Massage Therapy 11 ....2



MAS-13200 Internship ......................... 15
MOA-11000 Medical Terminology ................. 3
NOTE:

Students may completesooner by attending summer session or
completing required hours on an accelerated basis.

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisorfor additional
information.
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Course Sequence
Listedis asuggested sequence of courses for studentswhowish
to complete their program in the shortest amount of time.

Semester | (Fall) Semester |11 (Winter)
ALH-20201 stand.First Aid BIO-10700 Anatomy & Phys.
MAS-10000 Intro. to Massage MAS-10100 Swedish Mass.

MOA-11000 Medical Termin.
PER-10302 conditioning

MAS-10200 Intro.Clin.Opera.
PER-12400 LifetimewelIness

Semester 111 (Fall)
MAS-12000 Struc. Bodywork
MAS-12200 clinic | MAS-12100 Energy Bodywork
MAS-13000 Topics in Massage MAS-13100 clinic 11
MAS-27500 Directed Study |  MAS-13200 Internship

MAS-27501 Directed Study I

Semester 1V (Winter)
BUS-25000 Business Seminar

NURSING ADMISSION REQUIREMENTS and PROCEDURES

PN-Level | and ADN-Leve |

Admission Requirements
Practical Nursing - Levd |

Applicants must be granted regular admission to Kirtland and
meet the following requirements to be considered for admission
to the Practical Nursing program:

1 . . .
ARy TR e R Y SR oI &ftn Score Report

2. High school grade point average (GPA) of not less than 2.0,
or mean standard score of not |ess than 45 for each of the
five tests of the GED.

AOTLAIERYe HeRore RS PAAENY SUFESIRY By
completing aminimum of three college level courseswith a
2.0 GPA or higher in each course. The students will be
counseled as to the appropriate courses to take by the
division chair or designee.

3. Demonstrate proficiency in writing through the Placement
Test.

As an dternative, the applicant may demonstrate academic
capability by completing Kirtland's Basic Writing Skills| and
I (DEV-09903 and DEV-09904), with "SB" (satisfactory
with agrade of "B") on the first attempt.

4. Demonstrate proficiency in reading through the Placement
Test.

OB AP S &R IR AN HIS S5odRmS
(DEV-08601) and/or College Reading Skills (DEV-09601)
with "SB" (satisfactory with a grade of "B") on the first
attempt.

5. Demonstrate proficiency in basic mathematics and
fundamental al gebra through the Algebra Competency Exam.
Students who have not met the minimum requirements of
fundamental algebra must complete Finite Math (MTH-
10100) with a grade of “C” or better. This course must be
taken prior to or concurrently with Chemica Science (CHE-
10000).

D ERSERS GHHSIR AT LSRR TRt FR G
school.
As an alternative, successfully complete Kirtland Commu-

7.
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nity College's Chemical Science (CHE-10000) or equivalent
withaGPA or 2.0, "C" or higher.

NOTE: Waiver of chemistry is contingent upon a four year time limit that
expires upon entry into the clinical rotation.

7. Successfully complete Kirtland Community College's
Anatomy & Physiology | (BIO-11200) or equivalent, with
aGPA of 2.0, "C" or higher.

BB P e RS P PRI IRRRLORR IR
receiving consideration for entry into the program, these
students must successfully complete:

ENG-10300 English Composition |

PSY-10100 Introduction to Psychology
BIO-21200 Anatomy & Physiology |1

IR A Rk s deenshalees R4 b Sonar gk dad
and attending psychiatristsuchthatthey are able to meet the

objectives of the nursing program with reasonable
accommodations.

NOTE: All developmental course work must be successfully completed within
two years of the date the applicant is notified of his’her deficiencies. Applicants
failing to complete deficiencies within this timeline may be required to undergo
an updated pre-entrance evaluation.

Admission Requirements
Associate Degree Nursing - Level |1

" Advanced Sanding" Applicant
"Advanced Standing" applicants (students who havecompleted

aPractical Nursing program) must be granted regular admission
to Kirtland and meet the following requirements to be considered
for admission into the associate degree in nursing program:

ARt ThERaRS P SRS o i G, Score Reort

AT S e e T P
years.

(RS Sy IS RBH RS VPRt SR R
months clinical experience in an acute or skilled care
setting within the last three years.

D P ALSTIRUYP A R RUR B SUE SR eY S
factorily complete Nursing Skills Lab (NUR-10600) and/or
Nursing Seminar (NUR-25500) within the last academic
year.

BRI S GPL S ANS STmRtr LA AR ST
higher.

Asanaternative, theapplicant whoreceivedlessthan a3.0
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GPA must successfully complete Pathophysiology (BIO
215), and Microbiology (BIO-21000), with a"C" or higher.
In addition, the student mustalso compl ete English/speech
elective (ENG-10400, ENG-10601, SPE-10500, or SPE
11400) or Introduction to American Government (POL-
10100), with a"C" or higher.

BGRE 3 RESG Sh gty completion, witha”c
ENG-10300 English Composition |

PSY-10100
BIO-21200

Introduction to Psychology
Anatomy & Physiology Il (or
equivalent)

nstrate profici in fundamental algebra throughthe
RS B RRAM

RSSO 4 40T O LB R PR BRI
10100) with a grade of “C” or better, prior to Chemical
Science (CHE-10000) or enroll in  MTH-101 concurrently
with Chemical Science (CHE- 10000).

R RS S TR P R PRI gt shéeh

S R A R R SRS SR IBS tF B R ni
a GPA of 20, "C" or higher. NOTE: Waiver of chemistry is

contingent upon a four year time limit that expires upon entry into the clinical
rotation.

g S R e S R U e
completion of Maternity Nursing (NUR-12700), or by
competency on the NLN Maternity examination, or by
evidence of 12 months clinica work experience on an
obstetrical unit.

8. Submit evidence of current licensure in Michigan as a
licensed practical nurse.

IR SRS SETONREGES, e P sShar IRy aPidn 37
attending psychiatrist such that they are able to meet the

objectives of the nursing program with reasonable accom-
modations.

There IS 2 R PRI Bl Qi ROGR GRS

" Generict" Applicants

"Generic+" applicants (students currently in Kirtland's PN -

Level | program) to the Associate Degreein Nursing programare

required to meet thefollowing qualificationsto be considered for

direct admission into Level I1:

1. Graduate from Kirtland's LPN Program with a GPA of 3.0 or
higher.

NOTE



P L IP (A S S o LR SO B dheSiR!
pleted with agrade of "C" or higher:

EIg51338 FAGREG oY
English/Speech Elective
(ENG-10400, ENG-10601, SPE-
10500, or SPE-11400) or

POL-10100 Introduction to American
Government
3. . . L
CSHgmbtyaA!SHFELOf intent to enter Level Il to the division
4,

l\ﬁ\e&t/ aﬁgédﬁéfan#é‘zmgngp &iﬁcéﬁ%{iremems as listed for

Admisson Procedure
PN -Level | and ADN - Levd I

Applicants are advised of their admission status after their
records have been evaluated according to Level | or Level Il
admission requirements. Incomplete applications will not be
considered and it is the applicant's responsibility to see that
his/her admissions file is up-to-date at al times with regard to
address, tel ephonenumber,test scores, and transcripts fromhigh
school and other colleges/ universities.

Priority for entrance into the nursing program is determined by
the date the applicant completes dl requirements for entry and
the date of individual application into the nursing program.
Applicants are admitted on a"first qualified, firstserved" basis.

Once the application is submitted, one of the following will
occur:

1. Theapplicant istentatively accepted.
A physical examination is required of the applicant. The
completed College Physical Examination Form isreviewed
by thedivisionchairor designee. Final acceptance depends
on a normal physical examination. Good physical and
mental health are required.

Note: Applicants accepted into the nursing program may
defer their admission to the next year - onetime only.

2. Theapplicant isplaced on hold.
All admission requirements have not been met. The appli-
cant on hold will be advised by letter from the Nursing
Office of avenues available to correct the identified defi-
ciencies. Upon receipt of the applicant's decision (to
progress toward acceptabl e admission criteria, withdrawal
of the applicant's name from the applicant pool, or no
response from the applicant), theaction will be asfollows:

a An applicant actively correcting deficiencies will
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remain on hold. Once deficiencies are corrected, he/she
will be reconsidered for admission in the following
year'sclass, or . ..

b. An applicant not responding, within thirty (30) days
fromthe date of the informative status letter, will be
withdrawn from the applicant pool.

3. Theapplicant isplaced on awaiting list.
Thewaiting listis a list of qualified applicants under con-
sideration foradmission, should avacancy occur. Oncethe
class is underway, applicants on the waiting list will be
placed in consideration for the next available class. While
the student is on the waiting list he/she may complete al
non-nursing curriculum courses.

Transfer Sudents - Special Additional
Admissons Requirements and
Procedure

An applicant who has successfully completed one or more
semesters at another nursing school may undergo an equivalent
evaluationand/orcomprehensivetestingto enroll in the program.
The division chair or designee will consider an applicant for
admission at thislevel if:

. Thereisavailable clinical vacancy.

. Written examinations are passed with a satisfactory grade
of 20, "C" or higher/NLN exams at or above the 65
percentile.

. Practical examinationsare passed with asatisfactory grade
and/or successful completion of NUR-25500 Nursing
Seminar.

. Open lab, as assigned, is attended.

. Any previousnursing courses have been completed witha
grade of 3.0, "B" or higher.

The Nursing Program further requires of atransfer applicant:

. ﬁnrénge“nCcaeII r%}cr? r’[ﬁ‘edgi]\ll%%rﬁ' chair of nursing from the
nursing school attended.

. Highschooland nursingschooltranscripts.Nursingschool
GPA of 3.0, "B" or higher.

. Aninterview with the division chair or designee.

. A physical examination, on the College Physical Examin-
ation form (if tentatively accepted, or if clinical vacancy is
probable).

. Current BCLS certification.

Final acceptance would depend upon normal findings on the

physical examination and clinical vacancy. The applicant, if
admitted, will be placed on clinical probation for a six week
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period. During this probationary period, if the student is not

performing satisfactorily according to Kirtland's nursing

performance objectives in the clinical area and maintaining a
2.0, "C" or higher, averagein nursingtheory classes, he/she will
be dropped from the program.

COMPETENCY EVALUATED NURSE AIDE

Special Certificate

Introduction

The Competency Evaluated Nurse Aide program is designed to
prepare students forentry level positionsas anurseaideinlong-
term care facilities. Following successful completion of this
course, graduates are eligibleto writethe competency evaluated
tests. Theprogramis al so designed to articulatewiththepractical
nursing program.

A total of 12 credit hours are required for a certificate of
completion for the Competency Evaluated Nurse Aideprogram.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English,reading, and mathematics (based
onassessmenttestscoresor completion of recommendedclasses
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information.

A GE.D. or high school diplomais required for admission tothe
program. Applicants are advised of their admission status, and
once the applicant has been accepted, a physical examinationis
required. The completed College Physica Examination form is
reviewed by the division chair of Health Occupations or
designee. Good physical and mental health is required. If a
preexisting condition is evident, documentation by ahealth care
provideris requiredto indicate that the nursing program will not
be detrimental to the student's health.

General Education
Many courses ingeneral educationareoffered; however, only the
courses listed here are required for graduati on fromthis program.

Course Number

ALH-100 Compce%ﬂcsyef:[\lltal\lefjaled Nurse Cr.Hrs

AideClinical ............... ... ... 7
ALH-105 Competency Evaluated Nurse Aide ... .. 5
Course Sequence

Listedisthesuggested sequenceof coursesforfull-timestudents.

Semester |
ALH-100 Competency Evaluated Nurse Aide Clinica
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ALH-105 Competency Evaluated Nurse Aide

NOTES: A Nurse Aide may be eligible for entry into the LPN
program's waiting list upon completion of the Competency
Evauated Nurse Aide program. The following criteria are
required:

: R e ke A R VA GA DA L axve  dhi

3.0 or higher.

C . - .
£BBHEH YR (SSYHELS, ASHEARNRY vl o
demonstrate academic capability by completing Kirtland's
Finite Math (MTH-10100) with a grade of "C" or higher
grade.

" R PRER0s A g LR S Bl
academic capability by completing Kirtland's Basic Writing
Sills | and 1l (DEV-09903 and DEV-09904) with "SB"
(satisfactory with agrade of "B") on the first attempt.

C - . . .
POy a PLglis B! " S ERLA {hy YRRt
academic capability by completing Kirtland's Basic Reading
ills (DEV-09601) with a"B" or higher on the first attempt.

C , .
BBPHENS RS S e ARt P R R DR O
receiving consideration for entry into the program, these
students must successfully complete English Composition |
(ENG-10300), Introduction to Psychology (PSY-10100),
Anatomy and Physiology |1 (BIO-21200).

Prior to entering the LPN program at Kirtland Community
College, the following requirements must be met, in addition to
those identified for the waiting list:

C Demonstrate evidence of high school chemistry, GPA of 2.0,
"C" or higher, within thepast four years while in high school.
As an alternative, successfully complete Kirtland's Chemical
Science (CHE 100) or equivalent with aGPA of 2.0, "C" or

higher. Note: Waiver of chemistry is contingent upon afour-
year time limit that expires upon entry into the clinical
rotation.

C Successfully complete Kirtland's Anatomy & Physiology |



(BIO-11200) or equivaent, with a GPA of 2.0, "C" or higher.

C : : .
U R S SR e b B
they are able to meet the objectives of the nursing program
with reasonable accommodations.

NOTE: All developmental course work must be successfully
completed within two years of the date the applicant is notified
of his/her deficiencies. Applicants failing to complete
deficiencies within this time-line may be required to undergo an
updated pre-entrance evaluation.

Applicants who have completed the Competency Evaluated
Nurse Aide program at Kirtland and are igible to enterthe LPN
programwithin two years of completing the CENA program may
be able to test out of a portion of the Foundations of Nursing

(NUR-10500)
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and Nursing Clinical | (NUR-10800). The division chair or
designee will consider an applicant eligible foradmissionwithan
advanced standing level if:

C The applicant met the LPN entry requirements.
C Thereisan available LPN seat vacant within the two year time

frame.
C The Competency Evaluated Aide program was passed with a

3.0, "B" or higher.
C All CENA students must schedulealaboratory skills challenge

to successfully demonstrate clinical competency of prior
semester(s) skills and knowledge.
C Attend Skills Lab/Open Lab as assigned, based on lab chal-

lenge outcome of above condition.

See page 69 for Nursing Admissions Requirements and Pro-
cedures.

Cost of Competency Evaluated Nurse Aide Program

Tuition -
CENA courses - 12 Cr. Hrs.
Excess Contact Hours
Total Tuition

Activity Fee - $1.00 per cr. hr.
Registration Fee - $3.00 per cr. hr.
Lab Fees

Uniforms (approximate)
Accessories (approximate)
Books (approximate)

Physical (approximate)

Liability Insurance

Edtimated Total

Hepatitis Vaccine (optional)

In-District
($48.65cr. hr)

$583.80
64.00
$647.80

12.00
36.00
61.50
83.50
35.00
104.00
45.00
15.00

$1039.80

$123.00

Out-of-District
($66.70 cr. hr.)

$3800.40
64.00
$864.40

12.00
36.00
61.50
83.50
35.00
104.00
45.00
15.00

$1256.40

$123.00
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PRACTICAL NURSING - LEVEL |

Certificate of Completion

Introduction

The Practical Nursing programat Kirtlandis designed to prepare
students for entry-level positions as practical nurses. Following
successful completion of this one-year certificate program,
graduates are eligible to writethe Practical Nurses Computerized
Adaptive Testing examination (CAT/PN). The program s also
designed to provide career mobility and a foundation for con-
tinued learningby servingasthefirst-yearof the associate degree
nursing program.

A total of 44 credit hours is required for a certificate in
Practical Nursing.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttest scores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses before enrolling
in other courses requiring these prerequisites.

General Education

Many courses in general educationareoffered; however,only the
courses listed here are required for graduati on fromthis program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achievea grade of SA in DEV-09904.

Course Number :

BIO-21200 Anator%? an I3t/|st|aology i ..... Cr . Hrﬁ
ENG-10000 WritingLab.......................... 1
ENG-10300 English Composition| ................ 3
PSY-10100 Introduction to Psychology ........... 3
Practical Nursing Major

Course Number CourseTitle Cr.Hrs.
NUR-10500 Foundationsof Nursing ............... 5
NUR-10800 Nursing Clinical | ..................... 6
NUR-12200 Pharmacology ....................... 3
NUR-12300 Nursing Clinical Il .................... 7
NUR-12500 Careof theAdult ..................... 4
NUR-12600 PediatricNursing ..................... 2
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NUR-12700 Maternity Nursing.................... 2
NUR-13300 SeniorNursing ....................... 1
NUR-13400 Nursing Clinical Il ................... 4
Course Sequence

Listedis asuggested sequence of courses for full time-students.
If you are apart-time student or have transferred coursesin from
another college, your nursing advisor will help you make neces-
sary changes in this recommended sequence.

Semester | (Fall)
ENG-10300 English Comp. |
BIO-21200 Anat. & Phys. I1
NUR-10500 Found. of Nursing
NUR-10800 Nursing Clinical |
PSY-10100 Intro. to Psychology
NUR-12700 Maternity Nursing

Semester 111 (Summer)
NUR-13300 Senior Nursing
NUR-13400 Nursing Clinical 111

Semester |1 (Winter)
NUR-12200 Pharmacology
NUR-12300 Nursing Clinical 11
NUR-12500 Care of the Aduit
NUR-12600 Pediatric Nursing

NOTE:

Students who require remediation in more than one subject area
areidentified as at-risk studentsforthe purposeof programentry
and are required to successfully complete ENG-10300, PSY-
10100 and B10O-21200 prior to qualifying for program entry.

All applicants to the nursing program will receive a pre-
admission eval uation once all application materials are received.
Students who do not meet theentry or prerequisiterequirements
will be given a plan of course work to correct identified defi-
ciencies.

Priority for entrance into the nursing program is determined by
thedate an applicant completes dl requirementsfor entry and the
date of individual application into the nursing program.
Applicants are admitted on a"first qualified, firstserved" basis.

Conviction for some crimina offenses may render a candidate
ineligible for writing the Practical Nurses Computerized Adap-
tive Testing examination (CAT/PN) for state licensure.

See page 69 for Nursing Admission Requirements and Pro-
cedures.
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Cost of Practical Nursing - Levd |

In-District
($48.65cr. hr)

Tuition -

Nursing courses - 34 cr. hrs.

Support/Science courses - 10 cr. hrs. 486.50
Total Tuition
Activity Fee- $1 per cr. hr. 44,00
Registration Fee - $3 per cr. hr. 132.00
Excess Contact Hour Fee 224.00
Lab Fees 60.00
Uniforms- 83.50

Women (lab coat, tunic, one dress or pantsuit)

Men (lab coat, pants, tunic top)
Accessories 35.00
Books 948.00
Testing Fees 52.00
Egtimated Total

$1654.10

$2140.60

$3719.10

Out-of-District
($66.70 cr. hr.)

$2267.50
667.00

$2934.80
44.00
132.00
22400
60.00
8350

35.00
948.00
52.00

$4513.30

ASSOCIATE DEGREE IN NURSING - LEVEL 11

Associatein Applied Science

Introduction

The Associate Degree Nursing program is designed to prepare
students for entry-level positions as Registered Nurses and to
provide continued learning and career mobility in nursing for
licensed practical nurses. Thefirst yearof the program is that of
the practical nursing curriculum. After completion of the first
year, students are digible to writethe National Council Licensing
Examination for Practical Nursing. Students may then elect to
either exit fromthe program or continue on to the second year
based on a GPA of 3.0 within the Practical Nursing program. As
an alternative, the applicant with less than a 3.0 GPA will be
considered for direct admission provided that the following
courses have been successfully completed with a“C” or higher
grade prior to admissioninto Level I1:

BI82tE8  PRGoRRgedy
ENG- English Elective or
POL-10100 Introductionto American Government

Those students who successfully complete the course require-
ments for both the first and second year are eligible to write the
Registered Nurses Computerized Adaptive Testing examination
(CAT/RN).

Upon completion of 82 credit hours, an Associate in Applied
Science degree is awarded. Graduates of the program are
qualified to enter the many B.SN. completion programs
available within the state. Transfer of nursing coursesis deter-

mined on an individual basis and varies with each four-year
institution.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
Placement Test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses before enrolling
in other courses requiring these prerequisites.

General Education

Many coursesingeneral educationare offered; however, only the
courses listed here arerequired for graduation in this program.
Please note that ENG-10000 isrequired of all students in this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achievea grade of SA in DEV-09904.

Course Number

ENG-10000 wigkgese e Cr-Hrs
ENG-10300 English Composition| ................. 3
PSY-10100 Introductionto Psychology ............ 3
BIO-21200 Anatomy and Physiology Il ............ 4
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POL-10100 Intro. to American Government . .. ...... 3
BIO-21000 Microbiology ..............oiii. 4
BIO-21500 Pathophysiology ..................... 4
- English or Speech Elective............. 3

(Select one course from the following:
ENG-10400, ENG-10601, SPE-10500, or

SPE-11400)

Associate Degree Nursing M ajor

Course Number CourseTitle Cr.Hrs
NUR-10500 Foundationsof Nursing ............... 5
NUR-10800 NursingClinical I ..................... 6
NUR-12200 Pharmacology ....................... 3
NUR-12300 Nursing Clinical Il .................... 7
NUR-12500 Careof theAdult ..................... 4
NUR-12600 PediatricNursing ..................... 2
NUR-12700 Maternity Nursing . ................... 2
NUR-13400 Nursing Clinical Il ................... 4
NUR-21100 Nursing Transition| .................. 1
NUR-21200 Nursing Transition !l ................. 2
NUR-22100 Careof the Adult/Advanced . .......... 8
NUR-23100 Family Centered PediatricCare ......... 4
NUR-24000 Community Mental Health Nursing ... .. 6
NUR-25100 Careof Groups .. ....oovvie et 4
Course Sequence

Listed is asuggested sequence of courses forfull-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your nursing advisor will help you make necessary changesin
this recommended sequence.

Semester | (Fall)
ENG-10300 English Comp. |
BIO-21200 Anat. & Phys. 11
*NUR-10500 Found. of Nursing
*NUR-10800 Nursing Clinical |
PSY-10100 Intro. to Psychology
NUR-12700 Maternity Nursing

Semester | (Winter)
*NUR-12200 Pharmacology
*NUR-12300 Nurs. Clinical 11
*NUR-12500 Care of Adult
*NUR-12600 Pediatric Nurs.

Semester 111 (Summer )+
*NUR-13400 Nursing Clinical 111

NUR-21100 Nursing Trans. |
1

Semester |V (Fall)
BI0O-21000 Microbiology
NUR-21200 Nursing Trans.

BIO-21500 Pathophysiology
NUR-22100 Care of Adult/Adv.

Semester V (Winter)

ENG- Elective

POL-10100 Intro. to Am. Govt.
NUR-23100 Fam. Centered Pediatric Care
NUR-24000 Comm. Mental Health. Nursing

Semester IV (Summer)
NUR-25100 Care of Groups

NOTE: +Studentswho wish to receive acertificatein Practical
Nursing must also complete NUR-13300, Senior Nursing.

*These courses are not required for qualified LPN advanced
standing applicants.

Students who are on a BSN tract should complete ENG-10400
asthe English elective.

Conviction for some criminal offenses may render a candidate
ineligible for writing the Registered Nurses Computerized
Adaptive Testing examination (CAT/RN) for state licensure.

See page 69 for Nursing Admission Requirements and Pro-
cedures.

Cost of Associate Degree Nursing - Level ||

In-District
($48.65cr. hr)
Tuition -
Nursing courses - 29 cr. hrs. $1410.85
Support/Science courses - 10 cr. hrs. 472.50
Total Tuition $1897.35
Activity Fee- $1 per cr. hr. 39.00
Registration Fee - $3 per cr. hr. 117.00
Excess Contact Hour Fees 166.40
Lab Fees 47.00
Uniforms- Women (lab coat, tunic, one dress or pantsuit) 8350
Men (lab coat, pants, tunic top)
Accessories 25.00
Books (estimate includes nursing & science only) 500.00
Testing Fees 62.00
Egimated Total $2937.25
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Out-of-District
($66.70 cr. hr.)

$1934.30
647.50
$2601.30

39.00
117.00
166.40

47.00

83.50

25.00
500.00
62.00

$3641.20
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COMPUTER AIDED DRAFTING & DESIGN TECHNOLOGY

Associate in Applied Science

Students with no previous DFT & CAD experience should follow this pattern. Students with previous DFT & CAD experience should
consult with the instructor. CAD-10000 & 10500 are offered every fall and winter semester. CAD 11000, 20000, 20500, 21000 and 21500

are offered every third semester on arevolving basis.

Perspeclive Drawimg & Visoalizalion
CAD-10N00

Tk e Siateg Aratvers vl Town v Mantvrs Dienr & Mo e o
SAD 12558 CAD 11000 3D 2323
|
[T FOUN =gt Dealies 2 Toag Toit de Vi as Toom g
CIATS DN CIAD 11380 SAT TSN

Introduction

Kirtland's Computer Aided Drafting & Design TEchnology
program prepares students for employment in the broad field of
Drafting and Design. Typically, graduates are employed as CAD
operators, detailers, lay-out persons, designers, checkers or
engineering techniciansin eitherthe product or tooling industry.
I nstruction putsemphasis ontechnical knowledge, creativity and
problem-solving. Students work on "real world" projects in a
modern laboratory using industrial quality equipment and
supplies. To meet the hi-tech demands of modern industry,
students are now receiving instruction and experience on
computer-aided drafting (CAD) systems.

Upon completion of 67-70 credithour s, an Associatein Applied
Science degree is awarded. Kirtland's curriculum s certified by
the A.D.D.A. at the"Design Drafter" level. Students may take
advantage of the 2+2 transfer program offered through Ferris
StateUniversity and pursuetheir bachel or’ sdegree. Any student
planning to transfer to a four-year college or university must
notify their advisor during the first semester.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompletionof recommendedclasses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl etethose courses during your first
two semesters or before you complete 18 credit hours. If youdo
not fulfill the DEV requirement,you will not be allowed to enroll
in any additional courses.

A high school background in one or more of thefollowing areas
will be helpful but not required: Algebra, Trigonometry, Chem-
istry, Physics, English, Speech, Keyboarding, Woods, Metal s or
Drafting.

General Education

Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number .
ENG-10000 writngOpe Tide Cr-Hrg
ENG-10300 English Composition| ................ 3
POL-10100 Intro. to American Government ......... 3
Mathematics Electives (MTH 120 or

higher excludingMTH 205) ............ 8
PHY-20100 Genera Physics!l ..................... 4

(Continued)
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General Physicsll ...................... 4
Humanities or Social Science Elective

(Any Art, Language, History, Literature,
Music, Philosophy, Theatre, Economics,
Geography, Political Science, Psychology,

Sociology or Anthropology course) ...... 3
Computer Aided Drafting & Design Technology M ajor
Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drawing and
Visualization/CAD ................... 4
CAD-10500 Technical Drafting/CAD ............... 4
CAD-20501 Descriptive Geometry ................. 4
CAD-21000 Product Drafting & Design/CAD ....... 4
CAD-21500 Tool & Machine Design/CAD.......... 4
CAD-20000 Machine Design & Mechanisms/CAD . .4
MPT-10000 Metal Machining !l .................... 4
MPT-10100 Metal Machining Il ................... 4
...and three suggested el ectives required:
CAR-12000 Professional Career Development ... .. 2
CAD-11000 Architectural Drafting/CAD ........... 4
CIS-10500 Intro to Computers (or higher) ......... 3
MPT-21200 Statistical ProcessControl ............. 4
MPT-20200 Metalurgy ............cciiiii... 3
MPT-21000 Understanding & Appl. of Machinist
Handbook .............. ... ... .. ... 3
M PT-20300 Metal Machining Il .................. 4
M PT-20800 Metal Machining IV .................. 4

OR Other suitable courses with permission of advisor.

Course Sequence

Listed is a sample sequence of courses for full-time students.
NOTE: CAD-10001 and 10500 are offered every fal and winter
semester. CAD-11000, 20000, 20501, 21000 and 21500 are
offered every third semester on arevolving basis.

Semester |

CAD-10001 PersDraw/Vis.
ENG-10300 English Comp. |
MPT-10000 Metal Mach. |
MTH-12000 Interm. Algebra

Semester 11

CAD-10500 Tech.Drafting
MPT-10100 Meta Mach. I1
MTH-12100 Coll.Alg.w/Trig.
POL-10100 Intro. Am. Gov.

Semester |11 Semester |V

CAD- Course CAD- Course

CAD- Course CAD- Course
PHY-20100 Gen. Physics | PHY-20200 Gen. Physics 11
Humanitiesor Soc. Elective Elective

Elective Elective

Projected Schedule of CAD Cour ses:

Fall 1997 Winter 1998
CAD-10001 PD&V (2)sections CAD-10001-PD&V
CAD-20000 MD&M CAD-10500TD

CAD-21000 pD&D
CAD-11000 Arch.D.

CAD-21500 T&M Design

Fall 1998 Winter 1999
CAD-10001 PD&V (2)sections CAD-10001 PD&V
CAD-20501 Descrip.Geom. CAD-10500TD

CAD-10500TD CAD-21500 T&M Design
CAD-20000 MD&D and/or
CAD-11000 Arch.D.
NOTE:

It isrecommended that students investigate the possibilities of
the Drafting & Design/Manufacturing Processes M ulti-technol -
ogy associate degree program.

COMPUTER AIDED DRAFTING (CAD) PROGRAM

Certificates of Completion

Introduction

Kirtland's drafting certificate options are designed to provide
specific pre-employment instruction. Level | involves the use of
a computer aided drafting system (CAD) in the preparation of
basic engineering drawings. Additionally, Level Il includes inter-
mediate problem solving, the use of reference materials and the
preparation of assembly and detail/working drawing packages.
Level Il aso involves advanced engineering drawing problem
solving and introduction to design through the use of standard
components.

Graduates are able to obtain employment as CAD operators,
drafters, or techniciansin avariety of mechanical, product, tool
or architectural/building related industries.
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Students who completeany level option are not locked in. They
may advance to a higher level at any time or switch to the
Associate in Applied Sciencein CAD/Drafting, Manufacturing
Processes, or the Multi-Tech degree program.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficienciesin English, reading, and mathematics (based
onassessment testscores orcompl etionofrecommendedcl asses)

erequired.

yoeuq%ave not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,



09903/09904, you must compl ete those courses during your first
two semesters or before you complete 18 credit hours.If you do
not fulfill the DEV requirement, you will not be allowed to enroll
in any additional courses.

A high school background in oneor more of the following areas
is helpful but not required: Algebra, Trigonometry, English,
Physics, Keyboarding, Computers, Woods, Metals or Drafting.

CAD OPERATOR LEVEL I, Special Certificate

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drawing and
Visualization/CAD . .................. 4
CAD-10500 Technical Drafting/CAD ............... 4
MPT - Electives ...l 34

...and 4 suggested electives or other suitable courses with
permission of advisor:

ENG-10300 English Composition!| ................ 3
CAR-12000 Professional Career Development ... .. 2
CIS-10500 Introduction to Computers ............ 3
MTH-12000 Intermediate Algebra ................ 4

Total Credit Hours: 23-2_4

CAD OPERATOR-MECHANICAL LEVEL II, Certificate

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drawing and
Visuaization/CAD ................... 4
CAD-10500 Technical Drafting/CAD ............... 4
CAD-20000 Machine Design & Mechanisms/CAD . .4
CAD-20501 Descriptive Geometry ................. 4
CAD-21000 Product Drafting and Design/CAD ... .. 4
MPT-10000 Metal Machining! .................... 4

and 4 suggested eectives or other suitable courses with
permission of advisor:

ENG-10300 English Composition| ................ 3
CAR-12000 Professional Career Development ... ... 2
CIS-10500 Introduction to Computers ............ 3
MTH-12000 Intermediate Algebra ................ 4

Total Credit Hours: 3_6

CAD OPERATOR-ARCHITECTURAL LEVEL II,
Certificate

INDUSTRIAL TECH.

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drawing and
Visuaization/CAD ................... 4
CAD-10500 Technical Drafting/CAD . .............. 4
CAD-20500 Descriptive Geometry ................. 4
CAD-11000 Architectural Drawing/CAD ........... 4
Art Elective (with permission of advisor) ... ... 3
Elective ....... ... 4

and 4 suggested electives or other suitable courses with
permission of advisor:

ENG-10300 English Composition| ................ 3
CAR-12000 Professional Career Development ... .. 2
CIS -10500 Introduction to Computers ............ 3
MTH-12000 Intermediate Algebra ................ 4

Total Credit Hours: 35

CAD OPERATOR LEVEL I, Certificate

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drawing and

Visualization/CAD .................. 4
CAD-10500 Technical Drafting/CAD............... 4
CAD-20000 Machine Design &

Mechanisms/CAD .................. 4
CAD-20501 Descriptive Geometry ................. 4
CAD-21000 Product Drafting and Design/CAD ... .. 4
CAD-21500 Tool and Machine Design/CAD ......... 4
MPT-10000 Metal Machining!l .................... 4
MPT-21200 Statistical Processes Control ........... 4

...and 4 suggested electives or other suitable courses with
permission of advisor:

ENG-10300 English Composition| ................ 3
CAR-12000 Professional Career Development ... .. 2
CIS-10500 Introduction to Computers ............ 3
MTH-12000 Intermediate Algebra ................ 4

Total Credit Hours: 471

MANUFACTURING PROCESSESTECHNOLOGY

Associatein Applied Science

Introduction

Kirtland's program in Manufacturing Process Technology is
designed to provideinstruction in the language of production,
dimensioning, tolerances, and most manufacturing techniques.

This program prepares students for employment as machine
operators; CNC programmersandin al other phases of machine
tool operations and set-up.
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This program leadsto an Associate in Applied Science degree
and has atotal of 66-67 credithours. Upon successful comple-
tion, students maybeedligible to transferforabachelor’ s degree.
Manufacturing students should take into consideration the
program must be customized for transfer in order to fulfill the
requirements of a four year institution. All students who are
interested in transferring should contact their advisor
during their first semester at Kirtland Community College.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certainbasic kills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics
(basedonassessment testscores orcompl etionof recommended
classes) are required.

If you have not taken the Placement Test contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must completethosecourses during yourfirst
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll
in any additional courses.

Students are also required to make an appointment with the
manufacturing advisor prior to entering the program.

M anufacturing Processes Technology

General Education

Many courses in general education are offered; however, only
the courses listed here are required for graduation in this
program. Please note that ENG-10000 is required of all
students in this program, unless they either demonstrate
satisfactory writing mechanics on the placement essay
(writing sample) or achieveagrade of SA in DEV-09904

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab.......................... 1
ENG-10300 English Composition| ................ 3
Mathematics Electives (MTH- 12000

or higher excluding MTH 20500) ....... 8
PHY-20100 Genera Physics!l ..................... 4
POL-10100 Introduction to American Government .. 3

Humanities or Social Science Elective
(Any Art, Language, History, Literature,
Music, Philosophy, Theatre, Economics,
Geography, Political Science, Psychology,
Sociology or Anthropology course) .. 3-4
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Manufacturing Process Technology M gjor

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drwg. & Visualization . ... .. 4
CAD-10500 Technical Drafting/CAD............... 4
MPT-10000 Metal Machining! .................... 4
MPT-10100 Metal Machining Il ................... 4
MPT-10900 Metrology . ....ovvvi 3
MPT-20200 Metalurgy ........covviiiiin. 3
MPT-20300 Metal Machining Il .................. 4
MPT-20800 Metal MachiningIV .................. 4
MPT-21200 Statistical ProcessControl ............. 4
WLD-10000 IntroductiontoWelding............... 4

...and six credit hours from the following electives:
Introduction to Computer

CIS-11000
Programming -BASIC............... 3
MPT-21000 Understanding & Application of
Machinist Handbook ................ 3
WLD-10200 Adv. Shielded Metal Arc Welding ....... 4
Genera Elective .................. ... 4
Course Sequence

Listedis a suggested sequence of courses forfull-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
ENG-10300 comp. |
MTH-12000 or higher
CAD-10001PD.&V.
MPT-10000 Met. Machine |
M PT-109 Metrology

Semester 111 (Fall)

Semester I (Winter)
MTH-22100 or higher
CAD-10500 T.D./CAD

MPT-10100 Met.Mach.!I
WL D-10000 Intro. Weld.

Semester 1V (Winter)

PHY-20100 Gen. Physics | M PT-20200 Metallurgy
POL-10100 Amer. Govt. M PT-20800 Met.Mach. IV
MPT-20300 Met. Machine 11l MPT-21200 Stat.Proc.Ctrl.
Technical Elective Technical Elective or
Internship
Humanities or Socia
Science Elective

NOTE: Itisrecommended that youinvestigate the possibilities
of the Computer Aided Drafting and Design and Manufacturing
Processes M ulti-Tech associate degree programs.
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MACHINE TOOL OPERATION
Certificate of Completion

Introduction

Kirtland's program in Machine Tool Operation is designed to
provideinstruction and marketable skills needed for empl oyment
in tool and die shops as machine operators.

This program leads to a certificate of completion and hasatotal
of 35 credit hours. All courses in this program apply to the
Manufacturing Process Technology degree program. Students
may transfer to the two year program at any time during or after
completion of the certificate program. Coursesin the certificate
program offer the same transferability as those in the associate
degree program.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficienciesin English, reading,and mathematics (based
onassessmenttestscores orcompletionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the Student
Services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must completethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be alowed to enroll in
any additional courses.

Students are also required to make an appointment with the
manufacturing advisor prior to entering the program.

General Education
Many coursesingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.

CourseTitle Cr.Hrs.
Basic Mathematics .................... 4

Course Number
DEV-06300

M achine Tool Operation Major

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drwg. & Visuadization ....... 4
CAD-10500 Technical Drafting/CAD . ............... 4
M PT-10000 Metal Machining ...................... 4
MPT-10100 Metal Machining!Il .................... 4
MPT-10900 Metrology . ......coviii 3
M PT-20200 Metalurgy ...........ccoiiiiiii... 3
WLD-10000 Introduction to Welding & Cutting
Processes ... 4

...and six credit hours from the following electives:
Introduction to Computer Programming

CIS-11000
-BASIC .. 3
MPT-21000 Understanding & Appl. of Machinist
Handbook ........................... 3
MTH-12000 Intermediate Algebra .................. 4
WLD-10200 Advanced Shielded Metal Arc
Welding...........oooiiii 4
Cour se Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or havetransferred coursesin from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall) Semester 11 (Winter)
MPT-10000 Met. Machinel M PT-10100 Met. Mach. 11
CAD-10001 PD. & Vis. CAD-10500 T.D0./CAD
M PT-10900 Metrology M PT-20200 Metallurgy
WL D-10000 intro. Welding Technical Elective
DEV-06300 Basic Math Elective

NOTE:

T he writing and mathematics requirements for certificate pro-
grams may vary accordingto the specific nature of, and emphasis
within, those programs. Therefore, students in certificate
programs should consult withtheir faculty advisorforadditional
information.
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MULTI-TECHNOLOGY

COMPUTER AIDED DRAFTING & DESIGN/MANUFACTURING PROCESSES

Associatein Applied Science

Introduction

The multi-tech curriculum prepares students for employment in
a variety of jobs in the drafting/CAD & manufacturing/CNC
fields. By specializingintwo areas, students will become familiar
with the problems that arise in industry between engineering,
tooling and production, enabling the student to become amore
valuable and flexible employee. Graduates of this program have
beenrecognizedinindustry fortheir common-senseapproach to
problem-solving and their team-work ability.

Upon completion of 89-90 credit hour s, an Associatein Applied
Science degree is awarded. Students may elect to pursue a
bachelor’'s degree at a four-year college or university, such as
through the 2+2 transfer program at Ferris State University.
Thosestudents planningontransferring must notify theiradvisor
during the first semester.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics.Sincetheseskills arevital to eachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you mustcompletethosecourses during your first
two semesters or before you complete 18 credit hours. If you do
not fulfill the DEV requirement, you will not be allowed to enroll
in any additional courses.

A high school background in one or more of thefollowingareas
is helpful but not required: Algebra, Trigonometry, English,
Speech, Chemistry, Physics, Keyboarding, Computers, Metals,
Woods, Machining or Drafting.

General Education

Many coursesingeneral education are offered; however, only the
courses listed here are required for graduation in this program.

Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing

Semester | Semester ||
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mechanics on the placement essay (writing sample) or
achievea grade of SA in DEV-09904.

Course Number .
ENG-10000 writinge@ e Tite Cr.Hry
ENG-10300 English Composition| .................. 3
POL-10100 Introduction to American Government . ... 3
Mathematics Electives (MTH 120 or

higher excludingMTH 205) ............. 8
PHY-20100 General Physics| ...................... 4
PHY-20200 General Physicsll ..................... 4

Humanities or Social Science Elective

(Any Art, Language, History, Literature,
Music, Philosophy, Theatre, Economics,
Geography, Political Science, Psychol-

ogy, Sociology or Anthropology course) .3

Multi-Technology M gjor

Course Number CourseTitle Cr.Hrs.
CAD-10001 Perspective Drawing and

Visualization/CAD . ................... 4
CAD-10500 Technical Drafting/CAD ................ 4
CAD-20500 Descriptive Geometry .................. 4
CAD-21000 Product Drafting & Design/CAD ........ 4
CAD-21500 Tool & Machine Design/CAD ........... 4
CAD-20000 Machine Design & Mechanisms/CAD. ... 4
MPT-10000 Metal Machining!l ..................... 4
MPT-10100 Metal Machining Il .................... 4
MPT-20300 Metal Machining Il .................... 4
M PT-20800 Metal Machining IV .................... 4
MPT-21200 Statistical ProcessControl .............. 4
WLD-10000 Intro. to Welding & Cutting Processes ...4

...and five suggested technical electives required:

ClS10500 Introduction to Computers (or higher) ....3
M PT-20200 Metallurgy ...t 3
MPT-21000 Understanding & Appl. of Machinist
Handbook ................ ... ... ... 3
M PT-10900 Metrology .....ccovvveiiiii 3
WLD-10200 Adv. Shielded Metal Arc Welding ....... 4

OR Other suitable courses with permission of advisor.

Cour se Sequence
Listed is a sample sequenceof courses for students whowishto

complete their program in the shortest amount of time.
(Continued)

ENG-10300 comp | CAD-10500 Tech. Drafting



CAD-10001 Pers.Draw./Vis.
MPT-10000 Met. Mach.I
MTH-12000 Interm.Algebra

MPT-10100 Met.Mach.II
MTH-12100 Coll.Alg.w/Trig.
POL-10100 Intro. Am. Govt.
Humanities or Social
Science Elective

Semester V

WL D-10000 Intro. Welding
MPT-21200 statistical Proc.Ctrl.
Elective

Elective

Elective

INDUSTRIAL TECH.

Semester |11 Semester 1V
CAD-Course CAD-Course
CAD-Course CAD-Course

M PT-20300 Met. Mach. 111 M PT-20800 Met. Mach. 1V
PHY-20100 Gen. Physics | PHY-2020 Gen. Physics 11
Elective Elective

WELDING TECHNOLOGY
Associatein Applied Science

Introduction

Kirtland's program in Welding Technology is designed to pro-
vide instruction in the development of techniques and under-
standing of quality weldments. The programincludes practicein
metallic arc, oxy-acetylenewel ding and cutting,gastungsten arc,
aswell as gas metal arc welding procedures. Students will have
an understanding of the metalurgical aspects of the weld
structure, welding equipment construction, welding codes,
planning and estimating and applying current industrial tech-
niques.

Thisprogram leads to an Associate in Applied Science degree
and has a total of 62-63 credit hours. Upon successful
completion, students may be eligible to transferforabachelor’s
degree. Welding student should take into consideration the
program must be customized for transfer in order to fulfill the
requirements of a four year institution. All students who are
interested in transferring should contact their advisor during the
first semester at Kirtland.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics.Sincetheseskills arevitaltoeach student's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

Students are al so recommended to make an appointment for an
interview with awelding advisor prior to entering the program.

General Education
Many coursesingeneral education are offered; however,only the
courses listed here are required for graduation in this program.

Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagradeof SA in DEV-09904

Course Number CourseTitle Cr. Hrs.
ENG-10000 WritingLab...................... ... 1
ENG-10300 English Composition!| ................. 3
ENG-10601 Technical Writing ..................... 3
MTH-12000 Intermediate Algebra .................. 4
MTH-12100 College Algebrawith Trig. .............. 4
PHY-20100 General Physics!l ...................... 4
PHY-20200 General Physicsll ..................... 4
POL-10100 Introduction to American Government ... 3

Humanities or Social Science Elective

(Any Art, Language, History, Literature,
Music, Philosophy, Theatre, Economics,
Geography, Political Science, Psychology,
Sociology or Anthropology course) ..... 3

(Continued)
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Welding Technology M gjor

Course Number CourseTitle Cr.Hrs.
M PT-10000 Metal Machining ........................ 4
CAD-10001 Perspective Drwg. & Visualization .......... 4
M PT-20200 Metallurgy ......ccovieeii 3
MPT-21200 Statistical ProcessControl ................ 4
AUT-16401 BasicElectricity ... 3
WLD-10000  Introduction to Welding & Cutting

Processes ... 4
WLD-10200  Advanced Shielded Metal Arc

Welding . ....oooiiiiiii i 4
WLD-20200 Advanced MIGand TIGWelding .......... 4
WLD-21000  Welder Qual., General Repair

andMaintenance ................ ... ..., 4
Cour se Sequence

Listedis a suggested sequence of courses forfull-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
WL D-10000 Intro. Welding

Semester | (Winter)
WLD-10200 Adv.
Shield

CAD-10001PD. & V. M PT-20200 Metallurgy
MPT-10000 Met. Machinel MTH-12100 Coll. Alg.w/Trg.
MTH-12000 Inter. Alg. ENG-10300 comp. |

Semester 111 (Fall)
WLD-20200 Adv. MIG/TIG
AUT-16401 Basic Elect.
PHY-20100 Gen. Physics |
Physics 1
*Humanities Elective or
Writing

Social Science Elective

Semester |V (Winter)
WLD-21000 Welder Qual.

M PT-21200 Stat. Proc. Ctrl.
PHY-20200 Gen.

ENG-10601 Tech.

POL-10100 Intro. Am. Govt.

NOTE:

* ART-27514, Welded Sculpture will satisfy the humanities
requirement. Humanities and social science electives are
to be selected with faculty advisor approval.

WELDING
Certificate of Completion

Introduction

Kirtland's program in Welding is designed to provideinstruction
and marketable skills needed for employment. This program
leads to a certificate of completion and has a total of 30-32
credit hours. Students may also elect to pursue an associate
degree in Welding Technology at any point in the certificate
program.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English,reading, and mathematics (based
onassessmenttestscoresor compl etionof recommendedclasses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enrall in
any additional courses.

General Education
Many coursesingeneral educationareoffered; however, only the
course listed hereisrequired for graduation in this program.

Course Number CourseTitle Cr.Hrs.
CAR-12000 Professional Career Development ... .. ... 2
Welding Program

Course Number CourseTitle Cr.Hrs.
AUT-16401 Basic Electricity ................coount. 3
CAD-10001 Perspective Drawing & Visudization .. ... 4
M PT-10000 Metal Machining !l ..................... 4
M PT-20200 Metalurgy ...........ccoiiiiiii... 3
WLD-10000 Intro. to Welding & Cutting Processes .. .4
WLD-10200 Adv. Shielded Metal Arc Welding ........ 4
WL D-20200 Adv.MIGand TIGWelding............. 4
WLD-27500 Directed Study in Welding Tech. ...... 24

NOTE: The writing and mathematics requirements for
certificate programs may vary according to the specific nature of,
and emphasis within, those programs. Therefore, students in
certificate programs should consult withtheir faculty advisorfor
additional information.
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CORRECTIONSADMINISTRATION

Associate in Applied Science

Introduction

Corrections Administration is designed to provide the student
with an Associate in Applied Science degree in Corrections
Administration. Thesources are concerned with all segments of
the criminal justice system. The major emphasis is placed on
correctionshistory,devel opment,sentencing,incarceration,com-
munity based programs, diversion, probation, parole, prisoner's
rights, offender violence, supervision and corrections of the
future. Graduates are prepared for jobs within a prison system.
An Associate in Applied Science - Corrections Administration
degree will make them eligible for promotion after gaining two
years of on the job experience.

All candidates for the corrections administration program must
complete 66 credit hours and maintain a2.0 cumulative GPA or
better with agrade of "C" or betterin all criminal justice courses.
Students have the opportunity to planfortransferto afour-year
college or university and credits may be used toward a criminal
justice degree. A mandatory dress code is in effect for all
students enrolled in the corrections curriculum.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttestsooresorcompletionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number

ENG-10000 wiiingOfgeTite CrHrg
ENG-10300 English Composition| ................. 3
ENG-10601 Technical Writing or

ENG-10400 English Composition!l ................ 3
SEC-10400 Keyboarding | or

CIS-10500 Introduction to Computers ............ 3
SPE-10500 Fundamental s of Speech or

SPE-11400 Introduction to Interpersonal &
Public Communication. ............... 3
PSY-10100 Introduction to Psychology ............ 3
SOC-10100 Introductionto Sociology .............. 3
POL-10100 Introduction to American Government ...3
MTH-10100 Finite Mathematicsor higher............ 4

Humanities or Social Science Elective
(Any Art, Language, History, Literature,
Music, Philosophy, Theatre, Economics,
Geography, Political Science, Psychology,

Sociology or Anthropology course) ..... 3

Corrections Administration Major
Course Number CourseTitle Cr.Hrs.
CJS-10000 Introduction to Criminal Justice ......... 3
CJS-10900 Introduction to Corrections . ............ 3
CJS-11000 Careersin Criminal Justice .............. 1
CJS-11100 Legal Issuesin Corrections ............. 3
CJS11200 Client Growth & Development .......... 3
CJS-17000 Correctional Institutions & Facilities .. . .. 3
CJS-17100 Correctional Officers Report Writing . . . .. 1
CJS-17200 Client Relationsin Corrections .......... 3
CJS-20800 Criminal Justice Internship .............. 3
CJS-21100 NarcoticsInvestigation ................ 3
CJS-24000 Crimnology .........ccovviiiiiii... 3
CJS-27000 Community Based Corrections .......... 3
... and six credit hours from the following electives:
ALH-20700 TheFirstResponder ................... 3
CJS-10200 Physical Trainingor ................... 3

CJS-27501 Directed Study: Physical Training ...... 2
CJS-10800 BasicFirearms ........................ 3
CJS-12100 Photography for Policy & Fire Fighters ... 3
CJS-24500 Social Deviant Behavior................ 3
CJS-28001 Institutional Jail & Prison Admin......... 3
Cour se Sequence

Listedis a suggested sequence of courses forfull-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
ENG-10300 English Comp. |
CJS-10000 Intro. to C.J.
CJS-10900 Intro. to Corr.
CJS-11000 Careersin C.J.
CJS-11100 Legd Issues
CJS-11200 Client Gr.&Dev.
Semester 111 (Summer)
CJS-20800 crim. Just. Intern.

Semester 11 (Winter)

CJS-17000 Caorr. Inst.& Fac.
CJS-17100 Corr.Off.Rpt.Writ.
MTH-10100 Finite Math
CJS-17200 Client Rel. in Corr.
CJS-24000 Criminology
Humanities or Soc. Elective
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NOTE:
Students must carry agradeof “C” for all CJS courses. Students
may take up to nine creditsin Criminal Justice Internship.

Semester 1V (Fall)
PSY-10100 Intro. to Psych.
ENG-10601 Tech. Writing O
ENG-10400 English Comp. I
CJS-21100 Narcotics Invest.

Semester V (Winter)
SOC-10100 Intro. to Sociology
POL-10100 Intro. to Am. Govt.
CJS-27000 Comm. Based Corr.
SEC-10400 Keyboarding | or

CORRECTIONAL OFFICER
Certificate of Completion

Introduction

The Correctional Officer certificate prepares graduates for jobs
in a prison system as a corrections officer. This one year certi-
ficateof completionis approved by the Michigan Department of
Correctionssinceit incorporates the 15 semesterhours of correc-
tions, crimina justice, psychology, sociology, and human rela-
tions credits required to take the Michigan Civil Service
Examination. All candidates for the Correctional Officer
certificate must complete a total of 30 credit hours and
maintain a 2.0 cumulative GPA or better witha"C" or better in
al crimind justice courses. A mandatory dress codeisin effect
for all students enrolled in the corrections curriculum.

Students havethe opportunity to plan for transfer toafour-year
college or university and credits may be used toward a cor-
rections administration degree.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic ills in English, reading, and
mathematics. Since these ills are vital to each student's
successful completion of college-level course work, demon-
stratedproficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompletionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many courses ingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.
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CJS Elective CIS-10500 Intro. to Computers
CJS Elective SPE-10500 Fund. Speech or
SPE-11400 Interper. Comm.
Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab........................... 1
ENG-10300 English Composition!| ................. 3
Correctional Officer Certificate Major
Course Number CourseTitle Cr.Hrs.
CJS-10000 Introduction to Criminal Justice ......... 3
CJS-10900 Introduction to Corrections............. 3
CJS-11000 Careersin Criminal Justice .............. 1
CJS-11100 Legal Issuesin Corrections ............. 3
CJS11200 Client Growth & Development .......... 3
CJS-17000 Correctional Institutions & Facilities .. . .. 3
CJS-17100 Correctional Officers Report Writing . . . .. 1
CJS-17200 Client Relationsin Corrections .......... 3
CJS-24000 Criminology . ......oviii 3
...and three credit hours from the following electives:
CJS-10200 Physical Trainingor ................... 3
CIS-27501 Directed Study: Physical Training ... ... 2

CJS12100 Photography for Police & FireFighters ... 3
CIS-10500 Intro.toComputers .................... 3
CIS-11000 Intro. to Computer Programming

SBASIC .. 3
CIS17500 Microcomputers & Business

Applications......................... 3
MTH-10100 FiniteMath ............. ... ... ... ... 4
Cour se Sequence

Listedis asuggested sequenceof courses forfull-time students.
If you are a part-time student or havetransferred coursesinfrom
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)

ENG-10300 English Comp. | %%l(lioor/\{r@tt/gaz

CJS-10000 intro. Crim. Just. CJS-17100 Cor.Off Rpt.Wrt

CJS-10900 Intro. Corrections CJS-17200 cClient Rel. in Corr.
CJS-11000 Careers. in C.J. CJS-24000 Criminology
CJS-11100 Legdl Iss. in Corr. MTH-10100 Finite Math
CJS-11200 client Grow./Dev.



NOTE:

The writing and mathematics requirements for certificate pro-
grams may vary according to thespecific nature of, and emphasis
within, those programs. Studentsin certificate pro

LAW ENFORCEMENT

grams should consult with their faculty advisor for additional
information.

CRIMINAL JUSTICE ADMINISTRATION

Associatein Applied Science

Introduction

Criminal Justiceis aprogram leading to an Associatein Applied
Sciencedegree. The coursesin this program are concerned with
all branches of lawenforcement - federal, state, local and private
agencies - in preventing crime, enforcing laws, detecting and
apprehending criminals, deterring delinquency, corrections,
probation and parole. Graduates are prepared for jobsin any law
enforcement agency for positions other than a certified police
officer, i.e,. corrections, dispatch, juvenile officer. All cand-
idates for the Associate in Applied Science, Crimind Justice
Administration degree must conplete a total of 65-66 credit
hour s and maintain a 2.0 cumulative GPA with agrade of "C" or
better in al CJS courses. A mandatory dresscodeisin effect for
al students enrolled in the criminal justice administration
curriculum.

Students have the opportunity to plan fortransferto afour-year
college or university and credits may be used toward a Correc-
tions Administration degree. Pleasecontact your criminal justice
advisor for further questions.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttest scoresor compl etionof recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during yourfirst
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses

General Education

Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 isrequired of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achievea grade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab .................. ... ... 1
ENG-10300 English Composition| .................. 3
ENG-10601 Technical Writing or

ENG-10400 English Composition!l ................ 3
SEC-10400 Keyboarding | or

ClS10500 Introduction to Computers ............ 3
SPE-10500 Fundamentals of Speechor

SPE-11400 Intro. to Interpersonal &

PublicComm. ....................... 3
PSY-10100 Introduction to Psychology ............ 3
SOC-10100 Introductionto Sociology .............. 3
POL-10100 Introduction to American Government ... 3
MTH-10100 Finite Mathematics .................... 4

General Elective (any course 100
level orabove) .....................s. 3

Humanities or Social Science Elective

(Any Art, Language, History, Literature,
Music, Philosophy, Theatre, Economics,
Geography, Political Science, Psychology,
Sociology or Anthropology course) ... 3-4

Criminal Justice Administration Major

Course Number CourseTitle Cr. Hrs.
ALH-20700 TheFirstResponder ................... 3
CJS-10000 Introduction to Criminal Justice ......... 3
CJS-20800 Criminal JusticelInternship .............. 3
CJS-11000 Careersin Criminal Justice .............. 3
CJS-17000 Correctional Institutions & Facilities . . ... 3
CJS-24000 Criminology ...........ccciiiii... 3
... and fifteen credit hours from the following electives:
CJS-10200 Physical Trainingor ................... 3
CJS-27501 Directed Study: Physical Training ...... 2
CJS-10800 Fireams ... 3
CJS-10900 Introduction to Corrections.............. 3
CJS-11100 Legal Issuesin Corrections ............. 3
CJS-11200 Client Growth & Development .......... 3
CJS-12100 Photography for Police & Fire Fighters ... 3
CJS-17100 Correctional Officers Report Writing . . . .. 1
CJS-17200 Client Relationsin Corrections .......... 3
CJS-21100 Narcotics Investigation ................ 3
CJS-24500 Social Deviant Behavior................ 3
CJS-27000 Community Based Corrections .......... 3
CJS-28001 Institutional Jail & Prison Admin......... 3
(Continued)



LAW ENFORCEMENT

Cour se Sequence
Listed is a suggested sequence of courses for full-time
students. If you are a part-time student or have transferred
coursesin from another college, you should complete the
courses listed under Semester | before moving on to the next
semester, and so on. Your advisor will help you make
necessary changes to this recommended sequence.
Semester | (Fall) Semester I (Winter)
CJS-10000 Intro. to C.J. ENG-10601 Tech. Writing Or
SEC-10400 Keyboarding | OF ENG-10400 Eng. Comp. 11
CIS-10500 Intro. to Computers  PSY-10100 Intro. To Psych.

SPE-10500 Fund.Speech OF MTH-10100 Finite Math
SPE-11400 Interper.Comm. CJS-17000 Corr. Inst./Fac.
CJS Elective CJS-11000 Careersin CJ

ENG-10300 English Comp. |

Semester 111 (Summer)
CJS-20800 Criminal Justice Internship

Semester 1V (Fall) Semester V
(Winter)

POL-10100 Intro. to Am. Govt. CJS-24000 Criminology
SOC-10100 Intro. to Soc. ALH-20700 First
Responder

CJS Elective Generd Elective
CJS Elective CJS- Elective
Humanitiesor Social CJS- Elective

Science Elective

CRIMINAL JUSTICE PRE-SERVICE

Associatein Applied Science

Introduction

Crimina JusticePre-Serviceis aprogramleadingto an Associate
in Applied Science degree and certifiable by the Michigan Law
Enforcement Officers Training Council (MLEOTC). Upon
completion of the police academy and successfully passing a
mastery exam administered by MLEOTC, students will be
eligible for employment as law enforcement officers in most
policeagencies in Michigan and someotherstates. Candidates of
this program must complete a total of 68 credit hours and
maintain aGPA of 2.0 or better in all crimina justice courses. A

mandatory dresscodeisin effect for all studentsenrolled in the
crimina justice curriculum.

Students havethe opportunity to transfer to afour-year college
or university, and credits may also be used toward the criminal
justice administration degree.

Prerequisites

Applicants admitted to the Pre-Service program must be quali-
fied according to the rules and regul ations of the MLEOTC and
follow their policies and procedures. This program's special
entrancerequirements are: 1) aphysical examination; 2) possess
avalid Michigan motor vehicle operator's or chauffeur's license;
3) have no felony convictions; 4) must have a high school di-
ploma or GED; 5) show proficiencies in English, reading and
mathematics (based on assessment test scores or completion of
recommended classes) as required. 6) an interview by appoint-
ment is required with the criminal justice advisor before entering
the program.

Kirtland Community College recognizes the importance of
students possessing basic skillsin English, reading, and mathe-

88

matics. Since these skills arevital to each student's successful
completion of college-level course work, demonstrated profi-
cienciesin English, reading, and mathematics (based on assess-
ment test scores or completion of recommended classes) are
required.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you mustcompletethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you may not enroll in any additional
courses.

General Education
Many coursesingeneral education are offered; however,only the
courses listed here are required for graduation in this program.

Please note that ENG-10000 isrequired of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab. ... 1
ENG-10300 English Composition| ................. 3
ENG-10601 Technical Writing or

ENG- 10400 English Composition !l ................ 3
SEC-10400 Keyboarding | or

CIS-10500 Introduction to Computers ............ 3
SPE-10500 Fundamental s of Speech or



SPE-11400 Intro. to Interpersona & PublicComm. ... 3
PSY-10100 Introduction to Psychology ............ 3
PSY-20200 Abnormal Psychology ................. 3
SOC-10100 Introduction to Sociology .............. 3
POL-10100 Introduction to American Government ... 3
MTH-10100 Finite Mathematics .................... 4

Criminal Justice Pre-Service Major

CourseNumber CourseTitle Cr.Hrs.
CJS-10000 Introduction to Criminal Justice ......... 3
CJS-10200 Physical Trainingor ................... 3

CJS-27501 Directed Study: Physical Training .. .... 2
CJS-11000 Careersin Crimina Justice .............. 1
CJS-20800 Criminal Justice Internship .............. 3
CJS-24000 Criminology .............coiiiii... 3
CJS-24500 Social Deviant Behavior................ 3
CJS-26600 PoliceAcademy ...................... 21
Cour se Sequence

Listedis a suggested sequence of courses forfull-time students.
If you are apart-time student or havetransferred coursesin from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
CJS-10000 Intro. to C. J.

SEC-10400 Keyboarding | OF
CIS-10500 Intro. to Computers
PSY-10100 Intro. to Psych.
ENG-10300 English Comp. |
CJS-11000 Careersin CJ

Semester 111 (Summer)
CJS-20800 Criminal Justice Internship

Semester |V (Fall .
PSY-20200 Abr(10rmal) Psych. %g]%\éoﬁ\ée/kncggra%y
CJS-24500 Social Deviant Behav. (17 weeks)
SPE-10500 Fund. of Speech OF

SPE-11400 Interpers. Comm.

Solbaiviio g RRCH)
ENG-10601 Tech.Writing OF
ENG-10400 Eng.Comp.1I
POL-10100 Intro.to Am.Govt.
MTH-10100 Finite Math
CJS-24000 Criminology

LAW ENFORCEMENT

CJS-10200 physical Training

NOTE: All CJScourses starting with the courses in the second
fall semester must be completed within atwo year span in order
to comply with the rules and regulations of the MLEOTC. In
order to be eligible for graduation, students must successfully
pass the MLEOTC literacy exam and MLEOTC physical skills
test during their last semester.

Students must have a GPA of 2.0 in order to begin Semester 111
courses with passing grades in all other courses. Transfer
students must provide transcripts fromtheir previous school for
evaluation before being admitted into the program.

POLICE ACADEMY

The Academy is a 17-week, 40-hour per week course
M.L.EO.T.C. (Michigan Law Enforcement Officers Training
Council) certified program which covers the following:

A. Investigation - Introduction to investigation, substantive
criminal law, crimnal procedure, investigation, court
functions and civil law, crime scene process, special inves-
tigation, and investigation of domestic violence.

B. Patrol Procedures - Patrol operations, interpersonal
relations and conflict mediation, patrol techniques, report
writing, and juveniles.

C. Detention and Prosecution - Receiving and booking
process, case prosecution, and civil process.

D. Police Skills - First aid, firearms, policy physical skills, and
emergency vehicle operation.

E. Traffic- Motor vehicle law, vehicle stops, traffic control and
enforcement, operating under the influence of liquor, and
motor vehicle traffic crash investigation.

F. Special Operations - Emergency preparedness/disaster
control, civil disorders, and tactical operations.

SECURITY OFFICER

Certificate of Completion

The collegeisin the process of developing a Security Officer certificate to be offered in the winter semester,

January 1998.
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ADMINISTRATIVE ASSISTANT
Associate in Applied Science

Introduction

The Administrative Assistant program offered at Kirtland is
designedto prepare students in both basic and advanced secre-
taria/clerical duties. This program enables graduatesto obtain
positionsof responsibility in business, industrial or professional
offices.

An Associatein Applied Science degreeisawardedafter comple-
tion of 65-66 credit hour s, and graduates may also bedligibleto
receive a CPS (Certified Professional Secretary) certification.

Prerequisites
Students should have completed a basic typing course with a
grade of "C" or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics.Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the Student
Services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV reguirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral education are offered; however,only the

courses listed here are required for graduation in this program.

Please note that ENG-10000 isrequired of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number .
ENG-10000 writing e T Cr.Hry
ENG-10300 English Composition| ............... 3
MTH-10100 FiniteMath ......................... 4
POL-10100 Introduction to American Government .. 3
SPE-10500 Fundamental s of Speech or

SPE-11400 Intro. to Interpersonal &

Public Communication .............. 3

------ Humanities Elective (Any Art, Language,
History, Literature, Music, Philosophy or

Theatrecourse) ..............oovvnt. 3
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Administrative Assistant M ajor

Course Number CourseTitle Cr.Hrs.
ACC-10600 Fundamentals of Accounting ........... 4
BUS-10100 Introductionto Business ............... 3
BUS-21500 Legal Environment of Business ......... 3
BUS-21000 Principlesof Management .............. 3
CIS10500 Introduction to Computers ............. 3
CIS-17000 Microsoft Office or

SEC-21500 Desktop Publishing for the Office ...... 3
SEC-10500 Business Correspondence .............. 3
SEC-11400 Keyboarding!Il ........................ 3
SEC-11100 Speedwriting ... 3
SEC-18112 Word Processing!l ..................... 3
SEC-19000 Machine Transcription ................. 3
SEC-20500 Filing & RecordsManagement .......... 3
SEC-21000 Office Procedures & Practices........... 3
SEC-21400 Keyboarding Il ....................... 3
SEC-22004 Word Processing Il .................... 3
SEC-24001* Externship-Executive................... 3
Cour se Sequence

Listedis asuggested sequenceof courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall) .
BUS-10100 intro, Business BOREHB0b (W (nter)

CIS-10500 Intro. Computers  SEC-11400 Keyhoarding |1
ENG-10300 English Comp. | SEC-19000 Machine Trans.
MTH-10100 Finite Math SEC-22004 Word Processi|
SEC-18112 word Process. | Humanities elective

Semester 111 (Fall) .
BUS-21500 Legal Environ. m?i%ob\l/:u \{J\IEAI‘1ctc(tar r

SEC-11000 Speedwriting POL-10100 Intro. Am. Govt.
SEC-20500 Filing & Records SEC-10500 Business Corres.
SEC-21400 Keyboarding 111 SEC-21000 Office Procedures
SPE-10500 Fund. Speech or SEC-21500 Desktop Publ. or

SPE-11400 Interpers. Comm. CIS-17000 Microsoft Office

Semester V(Summer)
SEC-24101 Externship-Administrative Assistant

NOTE: *Prerequisitesfor Externship-Administrative:
Completion of all courses required for the program, consent of
advisor, and aGPA of 2.0 or better.



SECRETARIAL

ADVANCED WORD PROCESSING SPECIALIST

Associate in Applied Science

Introduction

To meet the demands of the changing office environment,
Kirtland offers the Advanced Word Processing Specialist
program to enable students to obtain employment as advanced
word processing specialists, word processing supervisors and
as secretariesin various business, industrial, governmental and
professional firms.

An Associate in Applied Science degreeis awarded after
completion of 65-66 credit hours.

Prerequisites
Students should have completed a basic typing course with a
grade of "C" or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficienciesin English, reading, and mathematics
(based on assessment test scores or compl etion of
recommended classes) are required.

If you have not taken the Placement Test, contact the student
services officeimmediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your
first semester or before you complete 18 credit hours. If you
do not fulfill the DEV requirement, you will not be allowed to
enroll in any additional courses.

General Education

Many courses in general education are offered; however, only
the courses listed here are required for graduation in this pro-
gram. Please notethat ENG-10000 isrequired of all
studentsin this program, unlessthey either demonstrate
satisfactory writing mechanics on the placement essay
(writing sample) or achieve a grade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab............. ... 1
ENG-10300 *English Composition| ................ 3
MTH-10100 FiniteMath ........................... 4
POL-10100 Introduction to American Government ... 3
SPE-10500 Fundamental s of Speech or

SPE-114 Intro. to Interpersonal &

Public Communication . .............. 3
Humanities Elective (Any Art, Language,
History, Literature, Music, Philosophy or
Theatrecourse) ..............c.c.oevnnn. 3

Advanced Word Processing Specialist M ajor

Course Number CourseTitle Cr.Hrs.
ACC-10600 Fundamentals of Accounting ........... 4
BUS-10100 Introductionto Business ............... 3
BUS-21500 Legal Environment of Business........... 3
CIS10500 Introduction to Computers .............. 3
CIS-17000 Microsoft Office or
CIS17500 Microcomputers & Business

Applications . ...................... 3
SEC-10500 Business Correspondence .............. 3
SEC-11400* Keyboarding Il ........................ 3
SEC-18112 Word Processing | ..................... 3
SEC-19000 Machine Transcription! ................ 3
SEC-20500 Filing & RecordsManagement .......... 3
SEC-21000 Office Procedures & Practices ........... 3
SEC-21500 Desktop Publishing for Offices .......... 3
SEC-21400 Keyboarding Il ....................... 3
SEC-22004 Word Processing Il .................... 3
SEC-27500 Directed Study in Secretarial Science . .. .. 3
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
BUS-10100 Intro. Business
CIS-10500 Intro. Computers

Semester | (Winter)
ACC-10600 Fund. Acct. or
ACC-10601 Acct. w/Comp.

ENG-10300* English Comp. | CIS-17000 Microsoft Office or

MTH-10100 Finite Math CIS-17500 Micro.& Business

SEC-11812* word Process. | SEC-11400 Keyboarding I1
SEC-22004 word Process. 11

Semester 111 (Fall)
BUS-21500 Legal Environ.

Semester |V (Winter)
POL-10100 Intro. Am. Gouvt.

SEC-20500 Filing & Records SEC-10500 Business Corres.

SEC-21400 Keyboarding 111 SEC-21000 Office Proceed.

SPE-10500 Fund. Speech or SEC-21500 Desktop Publ.
SPE-11400 Interpers. Comm. SEC-27500 Directed Study

NOTE: *Unless the student is proficient in typewriting and
English skills at the entry levels indicated in Semester I, it may
be necessary to enroll in courses other than those indicated
resulting in additional time to complete the program.
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WORD PROCESSING SPECIALIST

Certificate of Completion

Introduction

Kirtland's Word Processing Specialist program is designed to
prepare students for employment in the automated office. Jobs
are availableinmany businesses, industries, governmental agen-
cies and professional offices,and the demand for qualified word
processing personnel is excellent on both the local and national
markets.

A certificate of completionis awarded to the student after atotal
of 30-31 credit hour s has been compl eted. Students maytransfer
intothe Advanced Word Processing program at any time during
or after the certificate program and receive an Associate in
Applied Science degree.

Prerequisites
Students should have completed a basic typing course with a
grade of "C" or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics. Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you mustcompletethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.

Please notethat ENG-10000 isrequired of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number
ENG-10000
ENG-10300*

WritingLap COUrseTite Cr.Hrg

English Composition| .................... 3
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Word Processing Specialist M ajor

Course Number .
CIS-10500 %?ruc{c?&c-[i%lneto Computers ....... Cr . Hr§
CIS-17000 Microsoft Office or

SEC- 21500 Desktop Publishing for the Office ..... 3
SEC-10500 Business Correspondence .............. 3
SEC-11400% Keyboarding!Il ........................ 3
SEC-18112 Word Processing!l .................... 3
SEC-19000 Machine Transcription| ................ 3
SEC-21400 Keyboarding 1l ....................... 3
SEC-20500 Filing & RecordsManagement .......... 3
SEC-22004 Word Processing Il .................... 3
Cour se Sequence

Listedis asuggested sequenceof courses forfull-time students.
If you are apart-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester |1 (Winter)

CIS-17500 Microcomputers OF
SEC-21500 Desktop Publ.

Semester | (Fall)
ENG-10300 * English Comp. |
CIS-10500 Intro. to Computers

SEC-11400 * Keyboarding 11 SEC-10500 Bus. Corres.

SEC-18112 word Process. | SEC-19000 Mach. Transcrip.

SEC-20500 Filing & Records SEC-21400 Keyboarding 111
SEC-22004 Word Process. 11

NOTE:

* Unless the student is proficient in typewriting and English
skills at the entry levels indicated in Semester I, it may be
necessary to enroll in courses other thanthoseindicated, result-
ing in more than one year to compl ete the program.

T he writing and mathematics requirements for certificate pro-
grams may vary accordingto the specific nature of, and emphasis
within, those programs. Therefore, students in certificate
programs should consult withtheir faculty advisorforadditional
information.
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LEGAL SECRETARY
Associate in Applied Science

Introduction

Kirtland's Legal Secretary program is specifically designed to
train studentsin the skills necessary to secure employment by
attorneys, judges, corporate legal departments or government
officers where aknowledge of legal terminology and procedures
isrequired. An Associatein Applied Science degreeisawarded
after completion of 66-67 credit hours.

Prerequisites
Students should have completed a basic typing course with a
grade of "C" or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading,and mathematics (based
onassessmenttestscores orcompletionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many coursesingeneral educationare offered; however, only the
courses listed here arerequired for graduation in this program.
Please notethat ENG-10000 isrequired of all students in this
program, unlessthey either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Cour se Number

ENG-10000 writngOge e Cr-Hrg
ENG-10300 English Composition!| ................. 3
MTH-10100 FiniteMath ........................... 4
POL-10100 Introduction to American Government .. 3
SPE-10500 Fundamental s of Speech or

SPE-11400 Introduction to Interpersonal &

Public Communication ............... 3
Humanities Elective (Any Art, Language,
History, Literature, Music, Philosophy or
Theatrecourse) ..............c.coovvnnn. 3

Legal Secretary Major

Course Number CourseTitle Cr.Hrs.
ACC-10600 Fundamentals of Accounting ........... 4
BUS-10100 Introductionto Business ............... 3
BUS-21500 Legal Environment of Business ......... 3

CIS-10500 Introduction to Computers .............. 3
CIS-17000 Microsoft Office or

SEC-21500 Desktop Publishing for the Office ...... 3
SEC-10500 Business Correspondence .............. 3
SEC-11100 Speedwriting . ... 3
SEC-11400 Keyboarding Il ....................... 3
SEC-16000 Medical Terminology for

Legal Secretary ..o 1

SEC-17000 Legal Terminology and Transcription. . ... 3
SEC-18112 Word Processing!l ..................... 3
SEC-19000 Machine Transcription ................. 3
SEC-20500 Filing & RecordsManagement .......... 3
SEC-21400 Keyboarding Il ....................... 3
SEC-22004 Word Processing Il .................... 3
SEC-22500 Legal OfficeProcedures ................ 3
SEC-24202¢ Externship-Legal ....................... 3
Cour se Sequence

Listedis asuggested sequence of courses for full-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
ClIS-10500 Intro. Computers
ENG-10300 English Comp. |
MTH-10100 Finite Math
SEC-18112 word Process. |
SEC-20500 Filing & Records

Semester I (Winter)
BUS-10100 Intro. Business
SEC-11400 Keyboarding 11
SEC-16000 Medical Terminology
SEC-19000 Machine Transcrip.
SEC-22004 word Process. |1
Humanities elective

RSB U

Semester 111 (Fall)
BUS-21500 Legal Environ.

SEC-11100 Speedwriting ACC-10601 Acct. w/Computers
SEC-21400 Keyboarding 111 CIS-17000 Microsoft Office or
SEC-17000 Legal Environ. SEC-21500 Desktop Publishing
SPE-10500 Fund. Speech or SEC-10500 Business Corres.
SPE-11400 Interpers.Comm. SEC-22500 Legd Office Proceed.

Semester V(Summer)
SEC-24102 Externship-Legal Secretary

NOTE: *Prerequisites for Externship - Legal: Completion of
al courses required for the program, consent of advisor, and a
GPA of 2.0 or better.

MEDICAL ASSISTANT
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Associatein Applied Science

SECRETARIAL

Introduction

A Medical Assistant will betrained in two major areas, admin-
istrative and clinical, in preparation foremployment in an ambu-
latory or immediate care facility. This program places emphasis
on required office skills such as receptionist duties, medical
office procedures, insurancebillingand coding, transcription of
medical dictation, and administrative secretarial duties. In addi-
tion, the student will receive clinical training to prepare them to
assist with patients by taking vital signs, assisting with exam-
inations, performing venipuncture and laboratory tests, admin-
i stering medi cations, operating testing equipment, and sterilizing
instruments and supplies.

AnAssociatein Applied Sciencedegreeis awardedaftercomple-
tion of 67-68 credit hours.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics.Sincetheseskills are vitaltoeachstudent's success-
ful completion of college-level course work, demonstrated pro-
ficiencies in English, reading, and mathematics (based on
assessment test scores or compl etion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education
Many coursesingeneral education are offered; however, only the
courses listed here are required for graduation in this program.

Please note that ENG-10000is required of all studentsin this
program, unless they either demongtrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number .

BIO-10700 Essent @A 5P AN Smy & Phys. ... HTS
ENG-10000 WritingLab...................... ... 1
ENG-10300 English Composition!| ................. 3
POL-10100 Introductionto American Govt. ......... 3
PSY-10100 Introduction to Psychology ............ 3

Medical Assistant Major

ACC-10600 Fundamentals of Accounting ........... 4
ALH-10800 Pathology .........ccovviiiiiiit. 4
ALH-11700 Medical Assistant Clinical Labl ......... 4
ALH-21800 Medical Assistant Clinical Labll ........ 4
CIS-10500 Introduction to Computers ............. 3
MOA-10102 Medical Ethics& Law.................. 1
MOA-10500 Intro. To Health Information Systems ....3
MOA-11000 Medical Terminology .................. 3
MOA-11500 Medical Insurance Billing & Coding ..... 3
MOA-12101 Medical Transcription| ................ 3
MOA-12200 Basic Pharmacology ................... 3
MOA-12500 Medical OfficeProcedures.............. 3
SEC-10500 Business Correspondence .............. 3
SEC-11400 Keyboarding!Il ........................ 3
SEC-18112 Word Processing I-WP6.1 for Win ....... 3
SEC-20500 Filing & RecordsManagement .......... 3
SEC-24105 Externship - Medical Assistant .......... 4
Cour se Sequence

Listedis a suggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall) Semester |1 (Winter)
ENG-10300 English Comp. | BIO-10700 Essen. A&P
CIS-10500 Intro. Computers M OA-12101Med. Transcrip.|
MOA-10102 Med. Ethics & Law PSY-10100 Intro. Psych.
MOA-10500 Intro.Hedlth Info.Sys. SEC-10500 Business Corres.
MOA-11000 Med. Terminology SEC-11400 Keyboarding 11
SEC-18112 word Processing |

Semester 111 (Fall)
ACC-10600 Fund. Acct or
ACC-10601 w/computers
ALH-10800 Pathology
MOA-11500 Med. Ins. Billing &
ALH-11700 Clinica Lab |

Semester 1V (Winter)
MOA-12200 Basic Pharm.
MOA-12500 Med. Off. Proc.
ALH-21800 cClinica Lab 1
POL-10100 Intro. Am. Govt.
SEC-20500 Filing & Records

Semester V
SEC-24105 Externship-Medical Assistant

NOTE

Prerequisites for Externship-Medical Assistant: Completion of
al courses required for the program, consent of advisor, and a
GPA of 2.0 or better.

MEDICAL OFFICE ASSISTANT
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SECRETARIAL

Certificate of Completion

Introduction

The Medical Office Assistant program is designed to train
students for employment as medical office assistants. The pro-
gram emphasizes proficient development of administrative
medical office kills including preparation of correspondence,
transcription of medical dictation, billing,insurance, receptionist
duties, ethics and law, and medical office procedures.

Upon completion of a total of 35-36 credit hours, acertificate
of completionis awarded. Studentsmay transferinto the M edical
Secretary program at any time during or after completion of the
certificate program and earn an Associate in Applied Science
degree.

Prerequisites

A GED or high school diplomaisrequired for admission to the
program. Good physical and mental health isrequired. Students
should have completed abasic typing course withagradeof "C"
or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orconpl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must complete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enrall in
any additional courses.

General Education
Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.

Please note that ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Cour se Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab...............oooii 1
ENG-10300 English Composition!| ................. 3

M edical Office Assistant Major

Course Number CourseTitle Cr.Hrs.
ACC-10600 Fundamentals of Accounting ........... 4
MOA-10102 Medical Ethics& Law.................. 1
MOA-11000 Medical Terminology .................. 3
MOA-11500 Medical Insurance Coding &

Billing .........ccooii 3
MOA-12101 Medical Transcription! ................ 3
MOA-12500 Medical OfficeProcedures .............. 3
SEC-10500 Business Correspondence .............. 3
SEC-11400* Keyboarding Il ....................... 3
SEC-18112 Word Processing |l ..................... 3
SEC-20500 Filing & Records Management .......... 3
SEC-24104** Externship-MOA ..................... 3
Course Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall) Semester 11 (Winter)
ENG-10300 English Comp. | ACC-10600 Fund.Acctg. or
MOA 10100 Med.Ethics& Law ACC-10601 w/computers

MOA-11000 Med.Terminology
MOA-11500 Med.Ins.Billing &
SEC-11400 Keyhoarding 11
SEC-18112 word Process. |

MOA-12101 Med.Transcrip.
MOA-12500 Med.Off.Proc.
SEC-10500 Business Corres.
SEC-20500 Filing & Records

Semester 111 (Summer)
SEC-24104** Externship-MOA

NOTE:

*Unlessthestudent is proficient intypewritingand English skills
atthe entry levelsindicated in Semesterl, it may be necessary to
enrall in courses other then those indicated, resulting in more
than one year to complete the program.

**Externship-MOA Prerequisites: Completion of all coursesre-
quired for the program, consent of advisor, and a GPA of 2.0 or
better.

The writing and mathematics requirements for certificate pro-
grams may vary accordingto the specific nature of, and emphasis
within, those programs. Therefore, students in certificate
programs should consult withtheir faculty advisor foradditional
information.

MEDICAL SECRETARY
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Associatein Applied Science

SECRETARIAL

Introduction

Medical Secretary isone of the specialized secretarial programs
Kirtland offers. Graduates of this programaretrained in avariety
of skills that will enable them to work for physicians in either a
private medical office or in various hospital settings such as
medical records, the business office, or the emergency room.
This programplaces emphasis onthedevel opmentof proficiency
in word processing and related computerized tasks, medical
officeprocedures,insurance billing and coding, transcription of
medical dictation for medical specialties, and administrative
secretarial duties.

An Associate in Applied Science degree is awarded after
completion of 66-67 credit hours.

Prerequisites
Students should have completed a basic typing course with a
grade of "C" or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these kills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English,reading, and mathematics (based
onassessmenttestscores orcompletionofreconmendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many courses ingeneral educationareoffered; however, only the
courses listed here are required for graduation in this program.
Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
BIO-10700 Essentials of Anatomy & Physiology ....3
ENG-10000 WritingLab............... ... 1
ENG-10300 English Composition!| ................. 3
POL-10100 Introduction to American Government ... 3
PSY-10100 Introduction to Psychology ............ 3

Medical Secretary Major

Course Number CourseTitle Cr.Hrs.
ACC-10600 Fundamentals of Accounting ........... 4
CIS-10500 Introductionto Computers .............. 3
MOA-10102 Medical Ethics& Law .................. 1
MOA-10500 Introduction To Health Information

Systems ... 3
MOA-11000 Medical Terminology ................... 3
MOA-11500 Medical Insurance Coding & Billing.. . ... 3
MOA-12101 Medical Transcription! ................. 3
MOA-12200 Basic Pharmacology ................... 3
MOA-12500 Medical OfficeProcedures .............. 3
MOA-20501 Medical Keyboarding .................. 3
MOA-22100 Medical Transcriptionll ................ 3
SEC-10500 Business Correspondence .............. 3
SEC-11100 Speedwriting ..........o i 3
SEC-11400 Keyboarding Il ........................ 3
SEC-18112 Word Processing |l .................... 3
SEC-20500 Filing & RecordsManagement .......... 3
SEC-22004 Word Processing Il .................... 3
SEC-24103* Externship-Medical ................... 3
Cour se Sequence

Listed is asuggested sequence of courses forfull-time students.
If you are apart-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
ENG-10300 Comp. |
CIS-10500 Intro.Computers

BROERd LN 'S p

MOA-12101 Med.Transcrip.|

MOA-10102 Med.Ethics& Law SEC-11400 Keyboarding |1
MOA-10500 Intro.Health Info.Sys. SEC-20500 Filing & Records
MOA-11000 Medical Terminology SEC-22004 word Process. |1

SEC-18112 Word Process. |

Semester 111 (Fall)
MOA-11500 Med. Ins. Billing &
MOA-22100 Med. Transcrip. |1
MOA-20501 Med. Keyboarding
PSY-10100 Intro. Psychology
SEC-11100 Speedwriting

REPEHRob Y iker)
ACC-10601 w/computers
MOA-12200 Basic Pharm.
MOA-12500 Med. Off. Proced.
POL-10100 Intro. Am. Govt.
SEC-10500 Business Corres.
Semester V (Summer)
SEC 24103* Externshp.-Medical

NOTE: *Prerequisites for Externship-Medical: Completion of
al courses required for the program, consent of advisor, and a
GPA of 2.0 or better.

MEDICAL TRANSCRIPTION

96



SECRETARIAL

Associatein Applied Science

Introduction

This programprovides the careertraining necessary totranscribe
physician's dictated reports for medical records used in medical
offices, hospitals, insurance companies, courts, governmental
agencies and other medical related businesses. The student will
acquire a backgroundin general office skillsas well asintensive
training in transcribing actual medical dictation.

AnAssociatein Applied Science is awarded after completion of
68-69 credit hours.

Prerequisites

A student must have completed the equivalent of one year of
typing and be able to type a minimum of 40 words per minutein
order to enter the program.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or compl etion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV reguirement, you will not be allowed to enroll in
any additional courses.

General Education
Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.

Please note that ENG-10000 isreguired of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number .

BIO-10700 Essent @A PN my & Phys. ... HTS
CIS10500 Introduction to Computers ............. 3
ENG-10000 WritingLab............... ... 1
ENG-10300 English Composition!| ................. 3
MTH-10100 FiniteMath ........................... 4
POL-10100 Introduction to American Government ... 3
PSY-10100 Introduction to Psychology ............ 3

Medical Transcription Major
Course Number
ALH-10800

CourseTitle Cr.Hrs.
Pathology ..........ccoviiiiiit, 4

MOA-10102 Medical Ethics& Law.................. 1
MOA-10500 Introduction to Health Information

Systems ... 3
MOA-11000 Medical Terminology .................. 3
MOA-12101 Medical Transcription! ................ 3
MOA-12200 Basic Pharmacology ................... 3
MOA-12300 Medical Grammar & Language

USBgE ... ovoi i 3
MOA-20501 Medical Keyboarding .................. 3
MOA-22100 Medical TranscriptionIl ................ 3
MOA-24100 Medical Transcription Il ............... 3
SEC-10500 Business Correspondence .............. 3
SEC-11400 Keyboarding Il ........................ 3
SEC-18112 Word Processing |l .........ooovvnnnn. 3
SEC-20500 Filing & Records Management .......... 3
SEC-21400 Keyboarding Il ....................... 3
SEC-24006 Externship - Medical Transcription ...... 4
Cour se Sequence

Listedis asuggested sequence of courses forfull-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on
Your advisor will help you make necessary changes to this
recommended sequence.

Semester | (Fall)
ENG-10300 English Comp.|

E?&%%d Lrg%t!nr}tg ghys.

MOA-10102 Med. Ethics& Law
MOA-10500 Intro.Health Inf.Sys.
MOA-11000 Med.Terminology
SEC-11400 Keyboarding 11
SEC-18112 word Process. |

Semester 111 (Fall)
ALH-10800 Pathology
MOA-20501 Med. Keyboarding
MOA-22100 Med.Transcrip.l1
MTH-10100 Finite Math
PSY-10100 Intro. Psychology

Semester V (Summer)

CIS-10500 Intro. Computers
MOA-12101 Med.Transcrip.|
MOA-12300 Med.Grammar&
SEC-21400 Keyboarding 111

MORSISbY I BST,
MOA-2400 Med. Transcrip.l11
POL-10100 Intro. Am. Govt.
SEC-10500 Business Corres.
SEC-20500 Filing & Records

MOA-24106 Externship-Medical Transcription

NOTE

Prerequisites for Externship-Medical Transcription: completion
of all coursesrequired for the program, consent of advisor, and

aGPA of 2.0 or better.
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OFFICE ASSISTANT
Certificate of Completion

Introduction

Kirtland's Office Assistant program is designed to prepare the
students with marketable skills needed for employment in office
work situations where clerical and/or secretarial skills are re-
quired.

Upon completion of atotal of 31-32 credit hours, a certificate
of completionis awarded. All coursesin this programmay apply
to the Associatein Applied Science - Administrative Assistant
degree. Students may transfer to the two-year program at any
time during, or after, completion of the certificate program.
Courses in the certificate program offer the same transferability
asthosein the associate degree program.

Prerequisites
Students should have completed a basic typing course with a
grade of "C" or better prior to enrollment.

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English,reading,and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscoresorcompletionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you mustcompletethosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

General Education

Many courses in general educationareoffered; however,only the
courses listed here are required for graduation in this program.
Please note that ENG-10000 isrequired of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Course Number CourseTitle Cr.Hrs.
ENG-10000 WritingLab ............ ..o 1
ENG-10300 English Composition| ............... 3
MTH-10100 FiniteMath ......................... 4

98

Office Assistant M ajor

Course Number CourseTitle Cr.Hrs.
ACC -10600 Fundamentals of Accounting or

ACC-10601 Fund. of Accounting w/Computers ..... 4
CIS10500 Introduction to Computers ............. 3
SEC-10400 Keyboarding | or

SEC-11400 Keyboarding!Il ....................... 3
SEC-10500 Business Correspondence .............. 3
SEC-11400 Keyboarding Il or

SEC-21400 Keyboarding Il ...................... 3

...and six more credit hours electives from secretarial and six
more credit hours of general electives.

Cour se Sequence

Listedis asuggested sequence of courses for full-time students.
If you are a part-time student or have transferred courses from
another college, you should complete the courses listed under
Semester | before moving on to the next semester, and so on.
Your advisor will help you make necessary changes to this
recommended sequence. NOTE: With advisor permission,
students may substitute more advanced courses for beginning
courses listed below, depending on previouseducationin deter-
mining which courses best satisfy the student’ s needs.

Semester | (Fall)
ACC-10600 Fund. of Acct. OF

ACC-10601 Acct. w/Computers
SEC-10400 Keyboarding 1 OF

é@%ll lntQ)/.véQrtnepruzers
SEC-10500 Bus. Corres.
SEC-11400 Keyboard 11 or

SEC-11400 Keyboarding 11 SEC-21400 Keyboard. 111
ENG-10300 comp. | Secretarial Elective
Secretarial Elective Elective
Elective
NOTE:

Appropriate electives will be determined in consultation with
advisor.

The writing and mathematics requirements for certificate
programs may vary according to the specific nature of, and
emphasis within, those programs. Students in certificate
programs should consult withtheir faculty advisor for additional
information.



TRANSFER

ASSOCIATE IN ARTSDEGREE

Introduction

The Associate in Arts degree program is designed for students
who plan to eventually complete abachelor's degree in thefield
of education, liberal arts, humanities or social sciences. Listed
bel ow are some of the mgjors pursued by students followingthis

program:

Art Humanities
Anthropology Journalism
Archaeology Music
Communications Political Science
Criminal Justice Pre-Law
Education-Elementary Psychology
Education-Secondary Social Science
Education-Special Socia Work
English Sociology
Geography Speech
History Theatre

Students planning totransferto afour-year collegeor university
must consult with their faculty advisor and carefully study the
requirements of the four-year institution fromwhichthey intend
to secure a bachelor's degree. Appropriate course substitutions
may be made upon the recommendation of a student's faculty
advisor and with approval of the dean of instruction. Substi-
tutions are only made in accordance with the specific require-
ments of the Baccalaureate degree granting institution to which
the student intends to transfer.

Students whohavepreviously attended other colleges or univer-
sities may apply earned transfer credit in subject areas (i.e.
psychology elective, biology elective, etc.) where deemedappro-
priate by their advisor.

Completion of the Associate in Arts degree, atotal of 60 credit
hours, will satisfy the requirements of the MACRAO Transfer
Agreement.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading,and
mathematics.Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or completion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,

09903/09904, you must compl etethose courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enrall in
any additional courses.

Distribution Requirements
In additionto meeting the distribution requirements listed bel ow,
students must also meet the general graduation requirements as
listed in the college catal og.

Please note that ENG-10000 isrequired of all students in this
program, unlessthey either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagradeof SA in DEV-09904.

Credit

. Genera Hours
A. ENG-10000, ENG-10300 and ENG-10400 6

B. SPE-10500 or SPE-11400 3

C. POL-10100 _3

12

Il.  Humanities
(Only two courses per subject area can be used to meet
degree requirements in humanities.)

A BRSAONE JoUr Rl ST PGS story: ¥4

Language (SGN-10000, SGN-10100, SGN-10200,
SPA-10100, 10200, 20100, or 20200, GER-10100,
RUS-10100)

History (HIS-10500, 10600, 20100, 20200, 20300,

22100, or 22200)

Journdism (ENG-12000, 12100 or 12500)

Literature (ENG-21200, 21400, 21500, 22200, 22300,
22400, 22500, 22600, 22700, 23000, 23100 or
25100)

Philosophy (PHL-20100)

B. greLFﬁte g{;g:course from Art, Music, o4

Art (ART-100, 10103, 10500, 10600, 10700, 10800,
11000, 11200, 11400, 11500, 11600, 20500, 20600,
20700, 20800, 21200, 21400, 21500, 21800, 22400,
22500, 22800, 23000, 23400 or 27500)

Music (MUS-10100, 10400, 10500, 10600, 10700,
10802, 10901, 12300, or 12700)

Theatre (THE-12000, 12100, 12200, 12300, 12400,
13100, or 13200)

C. Select additional coursesfrom A. and/or B. = lg
(Continued)
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TRANSFER

I11. Social Science
(Only two courses per subject area can be used to
meet degree requirementsin social science.)

A. Select one course from Economics, 34
Geography or Political Science:
Economics (ECO-15100, 20100, or 20200)
Geography (GEO-10000)
Palitical Science (POL-10200, 20000, or 20100)

B. Select one course from Psychology, Sociology, 3
or Anthropology:
Anthropology (ANT-10100, 10500, 11000, 24000,

or 27500)
Psychology (PSY-10100, 20100, 20200, 24000, or
26000)
Sociology (SOC-10100, 10200, 20000, or 26000)
C. Select additional coursesfor A. and/or B. __ 6
12-13

IV. Mathematicsand Science
(Only two courses per subject area can be used to
meet degree requirements in mathematics and science).

A. Select onelaboratory course from Biology, 4
Chemistry, Physics, or Geology:
Biology (BIO-10100, 11200, 20100, 20200,
20300, 20700, 20800, 21000, 21200, or 21300)

Chemistry (CHE-10000, 10100, 10200, or 10500)
Geology (GEL-22000)
Physics (PHY-20100, or 20200)

B. Select one course from the following 34
M athematics courses (11600 or above):
Mathematics (M TH-11600, 12000, 12100, 18001,
20500, 22002, 22102, or 22202)

C. Select additional coursesfrom A and/or B. _ 4
11-12
V. Electives
(Three creditsin Physical Education courses can be

used to meet degree requirements.)

A. Select any 10000 level or above courses 9-14
Total Credit Hours Required 60
Cour se Sequence

Since students will select different program mgors and
universities to attend after Kirtland, there is no one specific order
in which they should complete their courses. Therefore, it is
extremely important that students meet withtheir faculty advisor
to discuss course selection.

ASSOCIATE IN SCIENCE DEGREE

Introduction

Students who plan to eventually completeabachelor's degreein
the field of mathematics, natural science, physical science, edu-
cation or engineering are encouraged to follow the Associatein
Science degree program. Listed below are some of the majors
pursued by students following this program:

Biology Forestry

Chemistry Geology

Computer Science Mathematics
Conservation Natural Science
Education-Elementary Physical Science
Education-Industrial Physics
Education-Secondary Pre-Professional Health

Pre-Engineering Zoology

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skillsin English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommended classes)
arerequired.

100

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete thosecourses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enrall in
any additional courses.

Distribution Requirements
In addition to meeting the distribution requirements listed bel ow,
students must al so meet the general graduation regquirements as
listed in the college catal og.

Please notethat ENG-10000 is required of all studentsin this
program, unless they either demonstrate satisfactory writing
mechanics on the placement essay (writing sample) or
achieveagrade of SA in DEV-09904.

Credit
. Generd Hours
A. ENG-10000, ENG-10300 and ENG-10400 6
B. POL-10100
_3
9
Il. Humanities



(Only two courses per subject area can be used to
meet degree requirements in humanities).

A.

C.

DRSNS S0UrRaI AT or PR, srory 34

Language (SGN-10000, SGN-10100, SGN-10200,
SPA-10100, 10200, 20100, 20200, GER-10100,
or RUS-10100)

History (H1S-10500, 10600, 20100, 20200, 20300,
22100, or 22200)

Journalism (ENG-12000, 12100 or 12500)

Literature (ENG-21200, 21400, 21500, 22200,
22300, 22400, 22500, 22600, 22700, 23000,
23100 or 25100)

Philosophy (PHL-21000)

gFLFﬁtegEg:coursefrom Art, Music o4

Art (ART-100, 10108, 10500, 10600, 10700, 10800,
11000, 11200, 11400, 11500, 11600, 20500,
20600, 20700, 20800, 21200, 21400, 21500,
21800, 22400, 22500, 22800, 23000, 23400 or
27500)

Music (MUS-10100, 10400, 10500, 10600, 10700,
10802, 10901, 12300, or 12700)

Theatre (THE-12000, 12100, 12200, 12300, 12400,
13100, or 13200)

Select additional courses from A. and/or B. . lg

Social Science
(Only two courses per subject area can be used to meet
degree requirementsin social science.)

A.

aelect one co .{ro conomics, 34
eography or PolitiC ience:

Economics (ECO-15100, 20100, or 20200)
Geography (GEO-10000)
Political Science (POL-10200, 20000, or 20100)

ST iy orolooy 3

Anthropology (ANT-10100, 10500, 11000, 23500,
24000, or 27500)

Psychology (PSY-10100, 20100, 20200, 24000, or
26000)

Sociology (SOC-10100, 10200, 20000, 23500, or
26000)

Select one additional course from A. or B. 8

TRANSFER

IV. Mathematics and Science (Life Science or
Physical Science Options)
Life Science Option

A. BIO-10100 4

B. BI0O-20100, 20200, 20300, 20700, 20800, 21000 or
1300 4

C. Select either a Chemistry or Physics sequence: 8
CHE-10100 and 10200 or PHY-20100 and 20200

D. Select two of the following Mathematics courses: 7-8
MTH-18001, 20500, 22002, 22102, or 22202

23-24
Physical Science Option
A. Select atwo-semester sequence of
Chemistry (CHE-10100 and CHE-10200) or
Physics (PHY-20100 and PHY-20200) 8

B. Select two of the following mathematics courses:
MTH-18001, 22002, 22102, or 22202
(excludes M TH-20500) 8

C. Inaddition to courses taken under A. and B. above,
select any two of the following courses:
BI0O-10100, 20100, 20200, 21000, 21300,
CHE-10100, 10200;

GEL-22000;
PHY-20100, 20200;
MTH-22102, 22202 _8
24
V. Electives

(Three creditsin Physical Education courses can be used
to meet degree requirements.)

A. Select any 10000 level or above courses 3-8
Total Credit Hours Required 60
Cour se Sequence

Since students will select different program majors and univer-
sities to attend after Kirtland, there is no one specific order in
which they should complete their courses. Therefore, it is
extremely important that students meet with their faculty advisor
to discuss course selection.
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TRANSFER

ASSOCIATE IN BUSINESS ADMINISTRATION

Introduction

TheAssociatein BusinessAdministrationdegreeis designed for
students who planto eventually completeabachelor's degreein
abusiness related field. Listed following are some of the majors
pursued by students following this program:

Accounting Management
Advertising Marketing
Economics Personnel/Industrial
Finance Relations

General Business Public Administration

Students planningto transferto afour-year collegeor university
must consult with their faculty advisor and carefully study the
requirements of thefour-year institution from which they intend
to secure abachelor's degree. Appropriate course substitutions
are only madein accordancewith the specific requirements of the
baccalaureate degree granting institution to which the student
intends to transfer.

Students who have previously attended other collegesoruniver-
sities may apply earned transfer credit in subject areas (i.e.
psychology elective, biology elective, etc.) where deemed
appropriate by their advisor.

Completion of the Associate in Business Administration degree,
a total of 60 credit hours, will satisfy the requirements of the
MACRAO Transfer Agreement.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics.Sincetheseskills arevitaltoeach student's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or compl etion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

Distribution Requirements

In additionto meeting the distribution requirements listed bel ow,
students must also meet the general graduation requirements as
listed in the college catalog. Please note that ENG-10000 is
required of all students in this program, unless they either
demongtrate satisfactory writing mechanics on the placement
essay (writing sample) or achieve a grade of SA in DEV-
09904.

V. BusinessMajor
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. Genera

oow>»

Credit
Hours
ENG-10000 and ENG-10300
ENG-10400 or ENG-10601
SPE-10500 or SPE-11400
POL-10100

|OJOJOJOJ

12

Il.  Humanities
(Only two courses per subject area can be used to
meet degree requirements in humanities.)

A.

C.

Select one course from Language, History, 34
Literature, Journalism, or Philosophy:
Language (SGN-10000, SGN-10100, SGN-10200,
SPA-10100, 10200, 20100, or 20200)
History (HIS-10500, 10600, 20100, 20200, 20300,
22100, or 22200)
Journalism (ENG-11600, 12000, or 12100)
Literature (ENG-21200, 21400, 22200, 22300,
22400, 22500, 22600, 23000, 23100, or 25100)
Philosophy (PHL-20100)
Select one course from Art, Music, or
Theatre: 2-4
Art (ART-100, 10103, 10500, 10600, 10700, 10800,
11000, 11200, 11400, 11500, 11600, 20500,
20600, 20700, 20800, 21400, 21500, 21800,
22400, 22500, 22800, 23000, 23400, or 27500)
Music (MUS-10100, 10400, 10500, 10600, 10700,
10802, 10901, 12300, or 12700)
Theatre (THE-12000, 12100, 12200, 12300, 12400,
13100, or 13200)
Select one additional coursefrom A. or B. 3

I1l. Social Science

A.
B.

ECO-20100 and ECO-20200 6
SOC-10100 or PSY-10100 _3
9

IV. Mathematicsand Science

A.

Select one laboratory science course from 34

Biology, Chemistry, Geology, or Physics:

Biology (BIO-10100, 11200, 20100, 20200, 20300,

20700, 20800, 21000, 21200, or 21300)

Chemistry (CHE-10000, 10100, 10200, or 10500)

Geology (GEL-22000)

Physics (PHY-20100, or 20200)

Select one of the following Mathematics courses: 4

(MTH-12100, 18001, 22002, 22102, or 22202)

MTH-20500 3
10-11

(Continued)

. *ACC-12100, Accounting Principles|, and



ACC-12200, Accounting Principles | 8
B. Select Business, Microcomputer Specialist,
Marketing, and/or Secretarial Science

courses 10-14
18-22
Minimum Total Credit Hours Required 60

TRANSFER
Cour se Sequence

Since students will select different program majors and univer-
sities to attend after Kirtland, there is no one specific order in
which they should complete their courses. Therefore, it is
extremely important that students meet with their faculty advisor
to discuss course selection.

NOTES
*Students with little or no accounting background will be
required to take ACC-10600, Fundamentals of Accounting.

ASSOCIATE IN CRIMINAL JUSTICE - GENERALIST

Introduction

TheAssociatein Criminal Justice - Generalistdegreeis designed
for students who plan to transfer to a four-year college or
university, and to help students transferring in from other
colleges to meet requirements for entry into the Kirtland
Regional Police Academy.

Students planningto transferto afour-year collegeor university
must consult with their faculty advisor and carefully study the
requirements of thefour-year institution from which they intend
to secure abachelor's degree. Appropriate coursesubstitutions
areonly madein accordancewiththe specific requirements of the
baccalaureate degree granting institution to which the student
intends to transfer.

Students who have previously attended other collegesoruniver-
sities may apply earned transfer credit in subject areas (i.e.
psychology elective, biology elective, etc.) where deemed
appropriate by their advisor.

Completion of the Associate in Criminal Justice - Generalist
degree, atotal of 61 credit hours, will satisfy the requirements
of the MACRAO Transfer Agreement.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics.Sincetheseskills arevitaltoeachstudent's success-
ful completion of college-level course work, demonstrated
proficiencies in English, reading, and mathematics (based on
assessment test scores or compl etion of recommended classes)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl etethose courses during your first
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be alowed to enrall in
any additional courses.

Distribution Requirements

In additionto meeting the distribution requirements listed bel ow,
students must al so meet the general graduation requirements as
listed in the college catalog. Please note that ENG-10000 is
required of all students in this program, unless they either
demonstrate satisfactory writing mechanics on the placement
essay (writing sample) or achiewe a grade of SA in DEV-
09904.

Credit

. Generdl Hours
A. ENG-10000 and ENG-10300 34

B. ENG-10400 or ENG-10601 3

C. SPE-10500 or SPE-11400 3

D. POL-10100 _3
12-13

I o
k_B"rW ﬁ&ﬁ:ourses per subject area can be used to
meet degree requirementsin humanities.)
A. Select one course from Language, History, 34
Literature, Journalism, or Philosophy:
Language (SGN-10000, SGN-10100, SGN-10200,
SPA-10100, 10200, 20100, or 20200)
History (HIS-10500, 10600, 20100, 20200, 20300,
22100, or 22200)
Journalism (ENG-11600, 12000, or 12100)
Literature (ENG-21200, 21400, 22200, 22300,
22400, 22500, 22600, 23000, 23100, or
25100)
Philosophy (PHL-20100)
B. Select one coursefrom Art, Music, or
Theatre: 2-4
Art (ART-100, 10103, 10500, 10600, 10700, 10800,
11000, 11200, 11400, 11500, 11600, 20500,
20600, 20700, 20800, 21400, 21500, 21800,
22400, 22500, 22800, 23000, 23400, or
27500)
Music (MUS-10100, 10400, 10500, 10600, 10700,
10802, 10901, 12300, or 12700)

(Continued)
Theatre (THE-12000, 12100, 12200, 12300, 12400,
13100, or 13200)
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TRANSFER

C. Select one additional coursefrom A. or B. _ 23
811
Il. Social Science

A. SOC-10100 3
B. PSY-10100 and PSY-20200 6
C. Select one course from Anthropology or an additional
course from Psychology or Sociology: 3

Anthropology (ANT-10100, 10500, 11000, 24000

or 27500)

Psychology (PSY-20100, 24000, 26000)
Sociology (SOC-10200, 20000, 23500, 24500,
or 26000)

IV. Mathematicsand Science
A. Select onelaboratory science course from 4
Biology, Chemistry, Geology, or Physics:
Biology (BIO-10100, 11200, 20100, 20200,
20700, 21000, 21200, or 21300)

Chemistry (CHE-10000, 10100, 10200, or 10500)
Geology (GEL-22000)
Physics (PHY-20100, or 20200)

B. Select MTH-10100 or higher (excluding

MTH-20500) 4
8
V. Criminal Justice Major

A. Introduction to Criminal Justice (CJS-10000) 3

B. Criminology (CJS-24000 or SOC-24000 or
substitution approved by advisor) 3
C. Criminal Justice electives 15
21
Minimum Total Credit Hours Required 61

Cour se Sequence

Since students will select different program mgjors and univer-
sities to attend after Kirtland, there is no one specific order in
which they should complete their courses. Therefore, it is
extremely important that students meet withtheir faculty advisor
to discuss course selection.

NOTES
Students must earn a “C” or better in each course within this
degree program.

ASSOCIATE IN FINE ARTS

Sudio Art, Creative Writing, or Theatre Arts Option

Introduction

The Associate in Fine Arts degreeis designed for students with
aninterestinstudio arts (such as sculpture andpainting), creative
writing, or theatre arts. This degree program works to give
students both practical experiencein the art form of their choice,
and the critical and academic background necessary for further
study of the fine arts while helping develop a personal senseof
aesthetic andartistic criteria. Becausethe artist's association with
the world is stressed, a strong academic schedule is affiliated
with the creative discipline.

Students planningto transfer to afour-year collegeor university
must consult with their faculty advisor and carefully study the
requirements of the four-year institution from which they intend
to secure abachelor's degree. Appropriate course substitutions
may be made upon the recommendation of a student's faculty
advisor and with approval of the dean of instruction. Sub-
stitutionsare only made in accordance with the specific require-
ments of the baccal aureate degree granting institution to which
the student intends to transfer.

Students who have previously attended othercolleges or univer-
sities may apply earned transfer credit in subject areas (i.e.
psychology elective, biology elective, etc.) where deemed
appropriate by their advisor.
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Completion of the Associatein Fine Arts degree, a total of 60
credit hours, will satisfy the requirements of the MACRAO
Transfer Agreement.

Prerequisites

Kirtland Community College recognizes the importance of
students possessing certain basic skills in English, reading, and
mathematics. Since these skills are vital to each student's
successful completion of college-level course work, demon-
strated proficiencies in English, reading, and mathematics (based
onassessmenttestscores orcompl etionof recommendedcl asses)
arerequired.

If you have not taken the Placement Test, contact the student
services office immediately for testing information. If the test
results show a need for DEV-06300 and/or 08601, 09601,
09903/09904, you must compl ete those courses during yourfirst
semester or before you complete 18 credit hours. If you do not
fulfill the DEV requirement, you will not be allowed to enroll in
any additional courses.

Distribution Requirements

In addition to meeting the distribution requirements listed bel ow,
students must also meet the general graduation requirementsas
listed in the college catalog. Please note that ENG-10000 is
required of all studentsin this program, unlessthey either
demondrate satisfactory writing mechanics on the placement
essay (writing sample) or achieve a grade of SA in DEV-
09904.



Credit
. Generdl Hours
A. ENG-10000, ENG-10300 and ENG-10400 6
B. SPE-10500 or SPE-11400 3
C. POL-10100 3
12

Il. Humanities

(Only two courses per subject area can be used to
meet degree requirementsin humanities.)

A.

Select one course from Language, History, 34

Literature, Journalism, or Philosophy:

Language (SGN-10000, SGN-10100, SGN-10200,
SPA-10100, 10200, 20100, or 20200)

History (HIS-10500, 10600, 20100, 20200, 20300,
22100, or 22200)

Journalism (ENG-11600, 12000, or 12100)

Literature (ENG-21200, 21400, 22200, 22300,
22400, 22500, 22600, 23000, 23100, or
25100)

Philosophy (PHL-20100)

Select one course from Art, Music, or

Theatre: 2-4

Art (ART-100, 10103, 10500, 10600, 10700, 10800,
11000, 11200, 11400, 11500, 11600, 20500,
20600, 20700, 20800, 21400,21500, 21800,
22400, 22500, 22800, 23000, 23400, or 27500)

Music (MUS-10100, 10400, 10500, 10600, 10700,
10802, 10901, 12300, or 12700)

Theatre (THE-12000, 12100, 12200, 12300, 12400,
13100, or 13200)

Options: 3
Studio Art Option: Select an Art course

Creative Writing Option: Select ENG-21500

Theatre Arts Option Select THE-12000

I11. Social Science
(Only two courses per subject can be used to meet
degree requirementsin social science.)

A.

€ct one co .{ro conomics, 34
eography or Politic ience:
Economics (ECO-15100, 20100, or 20200)

Geography (GEO 10000)
Political Science (POL-10200, 20000 or 20100)

%ﬁttﬁpgp%%a%’g from Psychology, Sociology, 3
Anthropology (ANT-10100, 10500, 11000, 24000, or

TRANSFER

27500)

Psychol ogy (PSY-10100, 20100, 20200, 24000, or
26000)

Sociology (SOC-10100, 10200, 20000, or 26000)

C. Select two coursesfrom A or B

IV. Mathematicsand Science

6

12-13

(Only two courses per subject area can be used to meet

degree requirements in mathematics and science).

A. Select onelaboratory science course from
Biology, Chemistry, Geology, or Physics:
Biology (BIO-10100, 11200, 20100, 20200, 20300,

20700, 20800, 21000, 21200, or 21300)
Chemistry (CHE-10000, 10100, 10200, or 10500)
Geology (GEL-22000)

Physics (PHY-20100, or 20200)

B. Select one course from the following
mathematics courses (11600 or above):
Mathematics (M TH-11600, 12000, 12100, 18001,

20500, 22002, 22102, or 22202)

C. Select additional coursesfrom A and/or B.

V. Options
Studio Art Option
A. Portfolio
B. Additional courses approved by advisor

Creative Writing Option
A. Creative Writing Workshop
B. Additional courses approved by advisor

Theatre ArtsOption
F. Audition/Resume Workshop: THE-27000
G Additional courses approved by advisor

Minimum Total Credit HoursRequired

Cour se Sequence

34

11-12

ok w ol w

oIS w

Since students will select different program majors and
universities to attend after Kirtland, there is no one specific order
in which they should complete their courses. Therefore, it is
extremely important that students meet withtheir faculty advisor

to discuss course selection.
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HONORS

KIRTLAND HONORS PROGRAM

Introduction

The Kirtland Honors Program is designed to meet the needs of
students of high academic standing who are seeking additional
challengesinbothgeneral education and occupational programs.
Honors students earn academic credit in honors courses (with
transcript recognition for al completed honors courses), and
upon completing the honors degree program, may be awarded an
honors degree.

A total of 12 credits in honors courses are required to earn
an Honor s associate degr ee.

Honors degrees may be earned in al of the following degree
areas;

Honors Associatein Arts

Honors Associate in Applied Science

Honors Associate in Business Administration

Honors Associatein Fine Arts

Honors Associate in Science

Honor s Degr ee Requirements
Students admitted to the Kirtland Honors Programwho complete
the following requirements will be awarded and honors degree:

1. The student must complete at least one 3-credit course
designated as an Honors Collogquium (HON-25000).
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2. In addition to one Honors Colloquium, the student must
complete at least 9 additional honors credit hours. These
hours may be earned in the following ways:

course es d equ%Thed gﬂ%[)s sections (indicated by a
C inadditional Honors Colloguia
C RS AREE SR IOROIR B RS E 22

3. The student must have a cumulative Kirtland grade point
average of at least 3.50.

4. At least 6 of the required 12 honors credit hours must be
earned at Kirtland.

5. Thestudent mustcompleted| other requirementsestablished
for hisor her degree at Kirtland.

Every effort will be made to ensure that honors students can
complete the requirements for an honors degree within two
academic years. However, students must be made aware that
scheduling difficulties may prevent their completion of the
requirements within two years.

The honors degree will be noted on the student's degree
certificate; honors courses will be noted on the student's tran-
script. At the graduation ceremony, academic regaliawill include
some feature distinguishing an honors degree recipient.



COURSE DESCRIPTIONS

This portion of the 1997-99 College Catalog lists al courses
offered by Kirtland Community College. Courses are separated
into their respective subject areas. The following example dis-
plays how to properly interpret a course description:

EXAMPLE:

CHE-10000" Chemical Science? (FW)®  4%3-2)°
Prerequisite: DEV-07300° or
Corequisite: DEV-07300°

Chemica Science presents the elementary principles of in-
organic, physical, and organic chemistry. It isintended to intro-
duce college chemistry, or to satisfy course requirements in
technical fields such as nursing. Prerequisite or corequisite:
DEV-07300.2

1. Course Number: Composed of three letters and a number.
The letters identify a course by subject area. Inthis case,
CHE for Chemistry.

> CourseTitle: Identifiesacourse by name.

Course Availability: The letter code designates the

3
semester in which the course is usualy offered: S =
Summer; W = Winter; F = Fall; and V = Variable (occa-
sionally or on demand if sufficient enrollment develops).

4 Credit Hours: The number of creditsacourseisassigned
toward graduation.

5 Lecture-Laboratory Hours: During a 16 week semester,

thefirstnumber referstothehours the student will spend per
week in a classroom lecture. The second number refersto
the instructional hours that astudent will spend in alabora-
tory per week. Some clinical nursing classes list a third
numberthat specifies thenumber of hours spent inaclinical
settingeach week. The addition of thesefigures will produce
thetotal number of contact hours the student will spend per
week in the class over a 16 week semester.

6 Prerequisite: Requirements which must be met or courses

which must be taken before enrolling in a specific course.

7 Corequisite: Course which must be taken at the sametime

as the desired course.

CourseDescription: An explanation of the knowledgeand

skills gained by successful completion of the course.

ACCOUNTING

Federal Income Tax Accounting(F) 3(3-0)

ACC-10500

Anayze income tax laws to determine how it is established,;
examine and discuss theright of the government and taxpayer,
determination of exemptions and deductions; determination of
taxable income; problem solving involving tax planning.
Students will use problem solving to establish tax planning
methods. This is NOT atax preparation course. Prerequisite:
Some exposure to accounting recommended.

ACC-10600 Fundamentalsof Accounting (SEW)  4(4-0)

A study of the fundamental principles of accounting. Emphasis
is placed on the accounting cycle from journal entries to the
preparation of financial statements for both the service and mer-
chandising firm, including payroll and accounting for cash.

Fundamentals of Accounting
with Computer§(V) 4(4-0)

This courseisidentical to ACC-10600with the exception that all
course work is done using a computer and accounting software.

ACC-10601

ACC-12100 Accounting Principles| (FW) 4(4-0)
A devel opment of an understanding of accounting topicsinclud-
ing assets, liabilities,and both partnership and corporate equity.
This course will develop thestudent's ability to use accounting
information. Prerequisite: ACC 106 or consent of advisor and
successful completion of pre-test.

ACC-12200 Accounting Principles |1 (FW) 4(4-0)
A study of managerial accounting statements including financial
statementanalysis, budgeting and deci sion making, becomesthe
major emphasis of this course. Also included is financial state-
ment preparation, with the statement of cash flow. Prerequisite:
ACC-12100.

Accounting Applications
with Computer (W) 3(3-0)

ACC-18500

This course will present five different accounting modules
demonstrati ngaccountingconcepts. Theprocedurestobe cover-
ed will be payroll, inventory, general ledger, accounts payable,
and accounts receivable. Thesemodul es will be presented using
commercidly available software. Topics of discussionwill cover
what features ausershould look forwhen purchasing this type of
software, and how to useit. Prerequisite: ACC-10600 or ACC-
10601 or ACC-121. Also listed as CI S-18500.
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ACC-20500 Cost Accounting | (F) 3(3-0)

A course designed to provide a practical knowledge of cost
accountingsystems and procedures. Theemphasis of thecourse
ison the study of managerial planning, control, and analysis of
the costing information system. Prerequisite: ACC-12100 and
ACC-12200.

ACC-20600 Cost Accounting I1(W) 3(3-0)

A continuation of the study of cost accounting systems and pro-
cedures.Theemphasis ofthecourseis on the study of budgeting,
performanceeval uation, variance analysis, and decision making
under uncertainty. Prerequisite: ACC-20500.

ACC-21000 Intermediate Accounting I (F) 4(4-0)

The course builds on previously learned accounting principles
and stresses more complexapplicationsof theseprinciples. This
study of currentassetsand current ligbilitiesincludes at | east one
outside project. Prerequisite: ACC-12200.

ACC-21100 Intermediate Accounting I1(W) 4(4-0)

An in-depth study of long-term assets and liahilitiesaswell as
equities. Preparation and analysis of al financial statements is
included and at |east one outside project isrequired. Prerequi-
site: ACC-21000.

ALLIED HEALTH

ALH-10001 Competency Evaluated Nurse Aide 7(8-0)

A coursedesigned tointroducethebeginning student to the phi-
losophy and objectives of the NurseAide Program. It introduces
the scientific principles and skills concerned with optimizing the
patients functionalindependenceand supportingand promoting
their rights as individuals. The student is presented with basic
communication skills, to basic mental health and nutritional
concepts, and to the regulationswhich govern thedistribution of
health care in long-term facilities.

ALH-10501 Competency Evaluated Nurse
Aide Clinic(FW) 5(8-0)

A coursewhichconsists of guided learning clinical experiencein
a laboratory setting and in selected long-term health care
facilities. Emphasis is placed on the principles and activities
concerned with providing quality careto the residents in long-
term carefacilities.

Pathology(F) 4(4-0)
(Replaces BIO-10800)

ALH-10800

Study focuses onthemajor degenerative, neoplastic, metabolic,
immunologic and infectious diseases. The course provides a
basic understanding of disease processes and the application of
the medical moddl, i.e. etiology, diagnosis, and therapy to patient
care. Prerequisites: MOA-11000, BIO-10700.

ALH-11700 Medical Assistant Clinical
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LabI(F) 4(0-6)
(Replaces MOA-11700)

A practical study of medical assistant clinical skills needed for
general medical practice. Using skill mastery along with theory

application, students learn to take vital signs,set up and maintain
asterilefield, run an el ectrocardiogramand assi stwith aphysical
examination. Prerequisite: ALH-10800.

ALH-12000 Basic Emergency Medical
Technician (E.M.T.) (V) 6(6-0)

This course covers @l basic techniques in emergency medical
care presently considered within theresponsibilities of theBasic
Emergency Medical Technician (E.M.T.). Includes dispatch,
emergency victim carein avariety of situations, extrication, and
transportation.

ALH-12101 EMT.Labl(V) 2(0-5)

Presents hands-on practical skills and training and application of
material on Basic E.M.T. | classroom topics.

AL H-12201 EM.T. Clinical 1(V) 2(0-4)
Provides structured clinical experience in settings related to
Basic E.M.T. | classroom topics.

AL H-20200 Standard First Aid(W) 3(3-0)
Introduction to first aid; bandaging wounds and controlling
bleeding, bandaging unique injuries; administering CPR; treat-
ing first ad injuries; medical emergencies, fractures, extricating
and transporting injured victims and practical first aid exercises.

AL H-20201 Standard First Aid(V) 1(1-0)
Students will gain the knowledge necessary to receive RedCross
certification in CPR (including adult, one-man, two-man, infant,
and child) valid for one year, and Basic First Aid valid for three
years.

AL H-20600 Advanced Firgt Aid(V) 3(2-1)
The student will identify and explain the A.R.C. advanced pro-
cedures forgivingfirstaid and passawritten and practical exam-
ination for Red Cross Certification. The student shall spend part
of the sessions practicing skills requisitetofirstaidinstruction or
working on a special project related to his area of specialization.
This course includestraining in professional rescuer CPR.

AL H-20700 TheFirst Responder (F) 3(3-1)
The student will identify and explain the A.R.C. advanced pro-
ceduresforgivingfirstaid and pass awritten and practical exam-
inationfor Red Cross Certification. The student shall spend part
of thesessions practicing skills requisiteto firstaidinstructionor
working on aspecial project relatedto his area of specialization.
This courseincludes training inprofessional rescuer CPR. Along



with the use of and training in the administration of oxygen
therapy to accident victims.

ALH-21800 Medical Assistant Clinical
Lab 11(W) 4(0-6)
(Replaces MOA-21700)

Emphasis is on performing the compl eteblood count and routine
urinalysis. Includes gram stain, pregnancy and mononucleosis
testing, commercial kit chemistry, and applications of quality
control methods and OSHA standards. Prerequisite: ALH-
11700.

AL H-22001 Paramedic I (V) 4(4-0)

Presents theory and didactic knowledge of advanced patient
assessment, acid/basebalance, IV therapy, and advanced airway
management. I ntroduces fundamental paramedic-level concepts.
Focus ison respiratory emergencies and related pharmacol ogy.
Prerequisite: Essentials of A & P. Corequisites. Paramedic Lab
I, Paramedic Clinical |, Medica Terminology, Basic
Pharmacol ogy.

ALH-22101 ParamedicLab I(V) 2(0-5)

Presents hands-on practical skills training and application of
material in Paramedic I. Includes review of EM.T. | skills.
Students will learn advanced patient assessment, |V therapy,and
advanced airway management. Will focus on applying skills to
actual situationsthroughscenario-basedteaching.Pr erequisite:
Essentials of A & P. Corequisites: Paramedic |, Paramedic
Clinical |, Medical Terminology, Basic Pharmacol ogy.

ALH-22201 ParamedicClinical 1 (V) 3(0-8)
Provides structured clinical experience in settings related to
Paramedic | classroom topics. May include assignments in
phlebotomy, emergency department, respiratory therapy,
advanced life support E.M.S. unit, and intensive care unit. Pre-
requisite: Essentials of A & P Corequisite: Paramedic I,
Paramedic Lab |, Medical Terminology, Basic Pharmacology.

AL H-23001 Paramedic I1(V) 4(4-0)
Presentstheory anddidactic knowledgeof cardiacpatientassess-
ment, cardiology, and ECG interpretation. Focus is on cardiac
emergencies and related pharmacology. Also includes medical
and pediatric emergencies. Prerequisites: Basic EIM.T. License.
Corequisites: Paramedic Lab |1, Paramedic Clinical 1.

AL H-23101 ParamedicLab I1(V) 2(0-5)
Presents hands-on practical sills training and application of
material in Paramedic II. Includes review of Paramedic | skills.
Students will learn cardiac patient management, including
cardiac arrest. Will focus on applying skills to actual situations
through scenario-based teaching including mock cardiac arrests
and application of the team leader concept. Prerequisite:
Paramedic Lab |. Corequisites: Paramedic I, Paramedic
Clinicd 1.

ALH-23201 Paramedic Clinical 11(V) 3(0-8)

Provides structured clinical experience in settings related to
Paramedic Il classroom topics. May include assignments in
emergency department, surgery, cardiac catheterization, ad-
vanced life support E.M.S. unit, and intensive care unit. Pre-
requisite: Paramedic Clinical |. Corequisites: Paramedic |1,
Paramedic Lab I1.

ALH-24001 Paramediclll(V) 4(4-0)

Presents theory and didactic knowledge of prehospital approach
to the traumatized patient, including prioritized patient assess-
ment and advanced treatment of various injuries. Focus is on
trauma emergencies and related topics. Also includes mass
casualty incidents, environmental and hazardous materias
emergencies. Prerequisite: Paramedic |lI. Corequisites:
Paramedic Lab |11, Paramedic Clinical II1.

ALH-24101 ParamedicLab 111(V) 2(0-5)

Presents hands-on practical skills training and application of
material in Paramedic I11. Includes review of Paramedic | and |1
skills. Students will learn advanced trauma patient management.
Will focus on applying sills to actual situations through
scenario-based teaching including mock disasters and vehicle
extrication situations. Continued application of the team leader
concept. Prerequisite: Paramedic Lab Il. Corequisite:
Paramedic |11, Paramedic Clinicd IlI.

ALH-24201 Paramedic Clinical I11(V) 3(0-8)

Provides structured clinical experience in settings related to
Paramedic 111 classroom topics. May include assignments in
emergency department,advanced life support E.M.S. unit,inten-
sive care unit. Prerequisite: Paramedic Clinica 1. Co-
requisites: Paramedic |11, Paramedic Lab I11.

ANTHROPOLOGY

ANT-10100 Cultural Anthropology(V) 3(3-0)

Course studies different social institutions in different tribal
cultures of the world. Topics include marriage, religion,
economics, and other aspects of social organizations. Pre-
requisite or Corequisite: ENG-10300 or permission of
instructor.

ANT-10500 Introduction to Archaeology
and Prehistory(V) 3(3-0)

An introduction to the theories and techniques used to recon-
struct past cultures. The archaeological record will serve asthe
basis for tracing the development of ancient civilizationsin the
Old and New Worlds.

ANT-11000 Introduction to Physical

Anthropology(V) 3(3-0)

Anintroduction to evidence of human biol ogical and behavioral
adaptations. Thefossil record,geneti cs,primatebehaviorstudies,
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and archaeol ogical evidencewill be considered in orderto better
understand humankind's place in the natural order.
Racial, Cultural & Ethnic

Diversity(F) 3(3-0)
(Also Listed as SOC-23500)

ANT-23500

Concepts such as prejudice, stereotyping, discrimination, and
racism will be considered from a cross-cultural perspective.
Emphasis will be on socio-cultural and self-awarenessin areas of
race and ethnicity and age and gender.

ANT-24000 Field Archeology/Lab
Techniques(S) 3(3-3)

Supervised training in field and laboratory methods in archaeo-
logy. Students are required to participate in field survey, site
excavation,datacollection and analysis, catal oging and storage
of artifacts. Laboratory analysis is schedul ed weekly. L aboratory
analysis will also be scheduled when weather limitsfield activity.
Prerequisite: ANT-10500 or permission of instructor.

Directed Study in
Anthropology(V)

ANT-27500
1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. Prerequisite: Recommendation of an advisor.
All proposals designed for purposes of directed study must be
approved by the dean of instruction and are subject to review by
the curriculum-instruction committee.

ART

ART- 10000 Art Higtory I(F) 3(3-0)

A survey of the mgjor developments, movements, and philo-
sophies of the visual arts from the Prehistoric up to the
Renaissance period by means of lecture, slides, filmstrips and
films.

ART-10103 Art History I11(SW) 3(3-0)
(Formerly ART-101)

A survey of the major developments, movements and philo-
sophies of the visual arts from the Renaissance period to the
present, by means of lecture, slides, filmstrips, and films.

ART-10500 Introduction to Design(F) 3(0-4)

A concentration on theelementsof design and principles of com-
position through systematic problem solving exercises with
two-dimensional and three-dimensional media

ART-10600 Fundamentalsof Drawing I (F) 3(0-4)

An introduction to technique, media, and spatial relationships
through the responsive and expressive processes of drawing.
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ART-10700  Painting I (V) 3(0-4)

Anintroductiontoails or acrylics withemphasis on the concepts
of space, formand color through the devel opment of personal ex-
pression, freedom and interpretation.

ART-10800 Ceramics| (V) 3(0-4)

An introduction to clay and its characteristics as a creative
medium in utilitarian and non-utilitarian forms through hand-
built and wheel-thrown objects.

ART-11000 Watercolors(V) 3(0-4)

Anintroduction to watercol or pai nting technique, withemphasis
on method, color and form.

ART-11200 Printmaking(F W) 3(0-4)
An introduction to the basic techniques of etching, calligraphy,
embossing, block printing and wood cuts. Students are able to
explore avariety of image transfer processes.

ART-11400 Sculpture(V) 3(0-4)
An exploration of the processes and materials of sculpture (clay,
stone, wood, plaster, metals, and other mediums) with an
emphasis on the concepts of three dimensional formand space.

ART-11500 Photography 1(V) 3(2-2)

Anintroductionto the basic technical sills of photography as a
creative mediumfor personal expression. Students mustprovide
a35mm camera

ART-11600 Weaving/Fiber Techniques(FW) 3(2-2)
This course is designed for the student who is interested in
learning a variety of fiber manipulation techniques. They will be
introduced to basket making skills such as coiling,twining,rope
making, and wrapping. They will use basic sewing skills in
creating soft sculpture. They also will have the opportunity to
weave on both aframe loom and a multi-harness loom.

ART-20500 Design 11(W) 3(0-4)
Emphasis on color and its effect of visual perceptions while
employing theelements of design and principles of composition
to solve special problems. Prerequisite: ART-10500.

ART-20600 Drawing I (W) 3(0-4)

Advanced study toward personal expression in drawing with
special emphasis on presentation and style using a variety of
drawing media. Prerequisite: ART-10600

ART-20700  Painting 1 (F) 3(0-4)

A concentration onindividual style and expression withavariety
of approaches to paints through self-analysis and critiques.



Prerequisite: ART-10700.
ART-20800 CeramicslI(V) 3(0-4)

Advanced study of formsinclay with emphasis on wheel-thrown
objects, glaze calculations and kiln procedures. Prerequisite:
ART-10800.

ART-21400  Sculpturell(V) 3(0-4)

Students will be exposed to a broad variety of materids and
techniques. Greater emphasis will be placed on scale and style.

ART-21500  Photography I1(V) 3(2-2)

Creativework for the advanced student in devel oping aphotog-
raphy portfolio. This coursewillexpandupon thetechniques and
skillslearnedin Photography I. Students will explore avariety of
films and specialized processing techniques as well as creative
darkroom printing procedures. Students must provide a 35mm
camera. Prerequisite: ART-11500.

ART-21800 Ceramics-(Studio Problems)(V) 3(0-4)

Students will be expected to begin developing a style, concen-
trating their studies on specific forming techniques. A greater
emphasiswill be put on formulation of glazes and operating of
kilns. Prerequisite: ART-20800.

ART-22400 Advanced Sculpturel (V) 3(0-4)
This coursewill allowstudents tointensify their studies of tech-
niques, briefly touched on in Sculpture | and I1. Each student will
be expected to develop a style and explore its various aspects.

ART-22500 Introduction to Color
Photography(V) 3(0-4)

Students will utilize color negative film and color photographic
paper aswell as E-6 process color slide film and reversal and/or
Cibachrome color printing processes. Students must provide a
35mm camera. Prerequisites. PHO-10000 or ART-11500.

ART-22800 Ceramics-(Studio Operations)(V) 3(0-4)

This course will bedevoted to polishing the students skillsin all
areas. Great attention will be given to kiln operation, glazing
techniques, mould making and kiln and studio equipment
fabrication. Prerequisites: ART-10800, ART-20800 and ART-
21800.

ART-23000 Advanced Black & Whiteand Color
Photography(W) 3(0-4)

Studentswill avail themselves of 4x5 cameras and printing on a
45 enlarger, both in color and black and white. Use of 135mm
photography and/or medium format photography is encouraged
aswdll. Students will learn the basics of color negative and color
slide processing, as well as color printing, both fromnegative
and slide. Emphasis will be placed onthelearning and use of the
zonesystemasit appliesto black and white photography and use

of the 4x5 camera. Students must provide a 35mm camera. Pre-
requisite: ART-11500 and ART-21500.

ART-23400 Advanced Sculpturell (V) 3(0-4)

During this course students will pursue their own particular
interests. Students will be encouraged to experiment with
different mediums and ideas. Prer equisite: ART-22400.

Directed Study in Art(V) 1-6(Variable)

ART-27500

A course designed to meet theinterests and needs of individual
students who are at an advanced level in one of the art
disciplines.Prerequisite: The student must have the recommen-
dation of an advisor. All proposals designed for purposes of
directed study are subject to approval by the dean of instruction
and review by the curriculum-instruction committee.

AUTOMOTIVE
TECHNOLOGY

Engine Fundamentals &
Over haul(W) 4(3-3)

AUT-16100

Student introduction to design, operation, troubleshooting, and
serviceprocedures of modern gasoline engines. The student will
participate in disassembly, measurement, inspection and reas-
sembly of engine components. Useof technical dataand service
procedures will be stressed. Prerequisite: AUT-16301 or
instructor permission.

Fuel Systems& Emission
Control(W) 4(3-3)

AUT-16201

A lecture/lab course designed to provide instruction in funda-
mentals, construction, operation, troubleshooting and servicing
of the components of the fuel and emission control systems.
Students will participate in disassembly and reassembly of
components and fuel systems and emission control testing. Pre-
requisite: AUT-16401 or instructor permission.

AUT-16301 Automotive Fundamentalg(F) 3(2-2)

Students will develop a broad familiarity with the automotive
industry. Thisis alecture/lab course designed to accommodate
the beginning automotive student, as well as non-automotive
majors.

AUT-16401  Basic Electricity(F) 3(2-2)
This electricalcourseis designed as aprerequisiteforautomotive

electrical classes. Areas of instruction will cover basic electricity,
magnetism, fundamental s of batteries, starting motors, charging
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systems,ignitionsystems,el ectricalaccessories andbasicwiring.

Steering, Suspension &
Alignment(W) 4(3-3)

AUT-16500

A lecture/lab course covering nomenclature and operating
principles of steering and suspension systems. Emphasis is on
skill development in servicing power steering systems,
replacement of suspension components and four-wheel dign-
ment. Prerequisite: AUT-16301 or instructor's permission.
Also, AUT-17701 is recommended.

AUT-16801 Automotive Electrical Systems(W) 4(3-3)

In this course students will develop technical knowledge and
skills necessary to service and diagnose modern electrical
systems. Emphasis will be placed on el ectrical testing techniques
and useof el ectrical testing equi pment. Instruction and lab work
will cover chassis wiring, electrical accessories, batteries,
starters, charging systems, and ignition system service. Pre-
requisite: AUT-16401 or instructor permission.

AUT-17001 Heating and Air Conditioning(F) 3(2-2)

Basic refrigeration and air conditioning course. Students will
gain ills in refrigeration tools and materials, basic refrigeration
systems, compressors, refrigerant controls, electric circuit
controls, refrigerants testing and repair of air conditioning units.
Prerequisite: AUT-16301 or instructor permission.

AUT-17701 Automotive Braking Systems(F) 4(3-3)

A course designed to provideinstructionand skill development
in automotive brake system theory and service. Students will
devel op kills and technical knowledgein the evolution of opera-
tion, theory, diagnosis and repair of conventional and modern
computer controlled anti-lock braking systems. Corequisite:
AUT-16301 or instructor permission

Manual Transmission, Drivelines
and Rear Axles(F) 4(3-3)

AUT-17901

A lecture/lab course in the function, construction, operation,
servicing and troubleshooting of conventional power transmis-
sion components used in passenger cars and light trucks:clutch,
manual transmission/transaxle, propeller shafts, universal joints
and rear axles. The student is given experience in disassembly
and reassembly of component parts. Prerequisite: AUT-16301
or instructor permission.

AUT-20400  Auto Service Management(W) 3(3-0)
A study of facility licensing and management, with coverage of
customerrel ations,personnel managementand promotionaltech-

niques. The subjects of warranty processing, expense control,
productivity, and time labor standards are defined and studied.
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Employee compensation and incentives along with job oppor-
tunities and classification are al so di scussed and identified. Pre-
requisiteor corequisite: ENG-10300.

AUT-21800 Automatic Transmissions(F) 4(2-4)

A lecture/lab course in which students are prepared to service,
diagnose, and overhaul commonly used automatic transmissions
and transaxles. Emphasis will be placed on principles of opera-
tion,model variations, servicing techniques andtroubl eshooting
procedures. Prerequisite: AUT-16301 or instructor permission.

AUT-23100 Auto Service Area(W) 8(1-11)

The service areawill finalize training in the automotive programs
by providing a work situation atmosphere. Students will gain
hands-on experience that is imperative to devel opment of skills
needed to function as a productive automotive technician.
Prerequisite: Successful completion of semesters one, two and
three of automotive curriculum. Corequisite: AUT-16500.

AUT-23101 Auto Service Area - Chassis(W) 4(0-6)

A specialty service lab for students pursuing the Chassis Spe-
cialist certificate. Prerequisites: AUT-16201, 16301, 17701.
Corequisite: AUT-16500.

Auto Service Area - Power -

train(W) 4(0-6)

AUT-23102

A specialty servicelabforstudents pursuing the Powertrain Spe-
cialist certificate. Prerequisites: AUT-17700-17901. Corequi-
site: AUT-16100.

AUT-23103 Auto Service Area - Electrical (W) 4(0-6)

A specialty service lab for student pursuing the Electrical Spe-
cialist certificate. Prerequisites: AUT-16201, AUT-16301,
AUT-16401, AUT-16801, and AUT-26601.

Engine Performance, Diagnosis
and Tune-Up(F) 4(3-3)

AUT-26601

Throughthestudy of theory anduseoftestinganddiagnosis pro-
cedures for computerized engine controls, the student will
develop the sills required of a diagnostic tune-up technician.
Prerequisite:  Successful completion of first and second
semester automotive curriculumor instructor permission. Pre-
requisites: AUT-16201, 16301, 16401, 16801.

AUT-27500  Directed Study in Automotive

Technology(V) 1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. Prerequisite: Recommendation of an advisor.
All proposals designed for purposes of directed study must be
approved by the dean of instruction and are subject to review by



the curriculum-instruction committee.

AVIATION

Private Pilot Ground School (W) 3(3-0)

AIR-25000

A beginning course for students engaged in primary flight
instruction or interested in such instruction. Topics include:
introduction to airplanes, airplane systems, theory of flight,
airports,communications, air traffic control, weight and balance,
meteorology, Federal Aviation Regulations, Airmen's Infor-
mation Manual, flight computer, basic navigation, performance
factor, radio navigation, medical factors of flight. Upon com-
pletion, the student will be qualified to take the Federal Aviation
administration written examination for private pilots.

BANK MANAGEMENT

Principlesof Banking(V) 3(3-0)

BAF-15000

Thisisafoundation course for banking. Students will study the
history and evolutionof banking; documents and terminol ogy of
banking; relationshipswith depositors; deposits, check process-
ing, and collection functions; bookkeeping,loans, investments,
trusts, and specialized services, aswell as bank regulation and
examination.

BAF-15100 Consumer Lending(V) 3(3-0)
A coursedesignedto providean overview oftheconsumercredit
operation and the role of consumer credit in overall banking
operations.Topicsofthe courseincludeeval uation of credit risks
and consumer credit policies;|oan applications, processing,and
closings; servicing and collections, consumer compliance,
portfolio management, and marketing.

BAE-15400 Money and Banking(W) 3(3-0)
A presentation of basic economic principles mostclosely related
to money and banking in a context of topics of interest to pro-
spective and present bank management. Practical applications of
the economics of money and banking to the individual bank are
stressed. The courseis designed for entry-level, as well as ex-
perienced bank personnel. Prerequisite: ECO 201 or ECO 202.

BAF-25000 Current Banking Problems(V) 1-3(Variable)

Specialty courses designed to meet current needs of students.
Prerequisite: All courses offered under this title must be
approved by thedean of instruction and are subject to review by
the curriculum-instruction committee.

BIOLOGY

B10-10100 General Biology(FW) 4(3-2)
A lecture and laboratory coursein the basic principles of the life
science genetics, origin and evolution of life, structure, function
and classification of organisms andinteractionsin the ecosystem
are stressed. Prerequisite: CHE-10000 or permission of in-
structor.

Introduction to Natural
Resour ces(V) 3(3-0)

The classification and description of renewable and non-renew-
able resources with emphasis to their ecological value to eco-
systems. Anintroductionto, and discussion of, major current re-
source problems. Attention will be given to Michigan resource
problems. Prerequisite: BIO 101 or permission of instructor.

BI1O-10500

Essentials of Anatomy and
Physiology (S,FW) 4(3-2)

An abbreviated study, through lecture and laboratory, of the
gross and microscopic structures and functionsof the systems,
organs, and tissues of the human body. Terminology and the
more common pathologies of each system will be introduced.
This coursedoes not apply asanelectiveinthe Associatein Arts
or Associate in Science programs.

B10O-10700

BIO-11200 Anatomy and Physiology | (S,FW) 4(3-2)
A lecture/laboratory study of the gross and microscopic struc-
tures and functions of organsand tissues of thevertebrate body
with special reference to man. Prerequisite: BIO-10100 or per-
mission of instructor.

B O-12000 Life Sciencel (F) 4(5-0)

This isanintroductory coursefor pre-education majors. Content
will be at the college level and consistent with the life science
content strands established in Michigan Essential Goals and
Objectives for Science Education K-12 including: cells,
organization of living things, heredity, evolution, ecosystems,
constructing new scientific knowledge, and reflecting on
scientific knowledge. Instructional methods will reflect active
learning styles appropriate for K-8 classrooms.
B10-20000 Life Science Workshop(V) 1-4(Variable)
A lecture and hands-on activity coursein life science. Teachers
will receive materials suitable for usein their classrooms.

B10O-20100 General Zoology(V) 4(3-2)
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A lecture/laboratory survey of the majoranimal groupsincluding
internal and external structure; reproductive processes; behavior
patterns, life history; and special features peculiarto each group.
Some field work in identification of local animals is included.
Prerequisite: BIO-10100 or permission of instructor.

Bl 0-20200 General Botany(V) 4(3-2)

A survey course in plant morphology. The structure, classi-
fication and natural history of major plant groups s stressed, as
well as extensive field work in the collection and identification
of local plant species. Prerequisite: BIO-10100 or permission
of instructor.

B10-20300 Genetics(V) 3(3-0)
A lecture course. Hereditary variations and their relationsto the
structure, location, transmission, and function of genes in
microbes, plants and animals, including man. Prerequisite:
BI10-10100 and CHE-10100 or permission of instructor.

B O-20700 Limnology(V) 4(3-2)

Ecology of lakes and streams with reference to the physical,
chemical, and biological factors affecting their productivity. Pr e-
requisite: BIO-10100 and/or permission of instructor.

Bl O-20800 I chthyology(V) 3(2-2)

I dentification and natural history of fishfoundin Michigan lakes
and streams. Introduction to fish management techniques.
Discussion of current fish management problems and solutions.
Lab and field work. Prerequisite: BIO-20100 or permission of
instructor.

B 0-21000 Micr obiology(FW) 4(3-2)

A lecture/laboratory study of the majorgroups of microbes. The
structure of the unicellular organism will be compared to the
structure of multicellular organisms. Applications to medicine
and ecology will be discussed. The courseis designed for the
liberal arts student, as well as thehealth sciences. Prerequisite:
CHE-10000 and BIO-10100 or permission of instructor.

B10-21200 Anatomy and Physiology 11(V) 4(3-2)

A lecture/laboratory study of the functioning human organism.
Normal gross and microscopic anatomy will be introduced as a
prelude to a comprehensive study of human physiology. Struc-
ture, function, and homeostasis of each systemwill be stressed.
Prerequisite: BIO-10100, BIO-11200, or permission of instruc-
tor.

B10-21300 Nature Study(S) 4(3-2)

A lecture/laboratory and field course in the behavior, ecology
and classification of plants and animal s,including recognition of
local flora and fauna. The course is designed to give natural
history background material to theliberal arts non-science major,
tothenonspecialistsinterestedinoutdoorlife tothoseinterested
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in nature interpretation, and to elementary school teachers.

BI0-21500 Pathophysiology(FW) 4(4-0)

Content of this course will examine the mechanismunderlying
diseaseprocesses andthe subsequent adaptationandalterations
in body function. Selective health problemswill be emphasized
throughout the course. Clinical application will be made in
concurrent and subsequent nursingcourses.Prerequisite: BIO-
112,

BUSINESS

BUS-10100 Introduction to Business(F,W) 3(3-0)

Orientationto characteristicsandfunctionsof busi ness.Business
environment, opportunities, ownership, management, organ-
ization, marketing, physical plant, personnel, finance, ethics, law,
controls for decision making.

BUS11100  Real Estate Prelicensure(F) 3(3-0)

This class prepares the student to sit for the State of Michigan
Real Estate Salesperson Licensing Exam. This test isarequire-
ment to become a real estate agent, mandated by the State of
Michigan, Department of Commerce. Note: Completion of this
course does not assure passing of the state exam, nor does the
State's approval of this course constitute an endorsement or
recommendation of Kirtland's program.

BUS11200  Real Estate Business| (W) 1(1-0)

This classgives thestudent the basic skillsin devel oping abusi-
ness base and the necessary skills to secure listings and sell
residential real estate. Prerequisite: BUS-11100 - Red Estate
Prelicensure.

BUS11300 Real Estate BusinesslI(F) 3(3-0)

Thefollowingtopics are coveredinthe class: territorial manage-
ment, real estate communications skills, telephone techniques,
the real estate industry and the economy, and rea estate
vocabulary. State approved for 30 Hours Broker Preparation.
Prerequisite: BUS-11200 - Real Estate Business|.

BUS11400 Real EstateInternship(V) 3(Variable)

This courseisintended to assist the student in the devel opment
of the skills necessary to be efficient and successful as asales
associate or management trainee. Prerequisites: BUS-11100 -
Real Estate Prelicensure; licensed as a Michigan Real Estate
Agent; BUS-11300 - Real Estate Business||.

Thisinternship consists of a minimum of 10-14weeks onthejob
training with a minimumof 12 hours per week. The student will
be graded on the following job tasks:

;I;el ?Qgr?gl? r%( Ii|r|1(S:omi ngcals
b. Mastering conversation



¢. Communication skills

Consulting clients

Handling floor time

Preparation of purchase agreements

Preparation of listing agreements

Work through title commitment (including search and
abstracts)

Preparation of addenda common to real estate

Complete one saleable listing

Development of a market plan for property listed
Development of property advertising

Problem resolution

Participate in thesal e of one property; reviewall documents
prior to aclosing; attend aclosing; demonstrate an under-
standing of the aspects of aclosing.
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Student evaluation will be conducted by the student's site
supervisor and the college coordinator.

BUS-11700 Real Estate Law(V) 3(3-0)
A study of basic law, estates and interests, deeds, ownership,
contracts, brokerage, finance, land regulation and civil rights.
Prerequisite: None.

BUS-13500 Insurance Principlesand Rating(V) 3(3-0)
An introduction to thefunctionsof aninsuranceagency. Topics
of study include basic contract law, property and casualty in-
surance, varioustypes of insurance policies and coverages,and
policy rating. This isafoundation coursefor persons planning to
work as customer servicerepresentatives in aninsurance agency
orthosecurrently employed as CSRs. Personal interestenrollees
are welcome,

Introduction to Hospitality
Today(V) 3(3-0)

This coursepresents the opportunity fortheindividual to explore
career possibilitiesin theHospitality Industry. The course takes
amanagement perspectiveinintroducing students to the organi-
zation and structure of hotels, restaurants and clubs. Topicsin-
clude business ethics, franchising, management contracts, and
areas of management such as human resources, marketing, sales
and advertising.

BUS-16100

Supervision in the Hospitality
Industry(V) 3(3-0)

Students will learn to respond to the expectations of manage-
ment, guests, employees, and government agencies. Ways to
effectively managechange and resol ve conflict will bedi scussed.
Emphasis will be placed on attaining maximum results by
directing and leading.

BUS-16200

Managing Hospitality Human
Resour ces(V) 3(3-0)

BUS-16300

How to attract and keep employees who are happy and pro-

ductivewill bethefocal point of this course. Topics covered will
include forecasting human resource demands, recruiting, hiring
and training staff. Job analysis, incentive and benefit programs,
performance appraisals, discipline methods, and employment
lawswill beincluded in order to addresstoday's issues in human
resource management.

Coordinated Business
Practices(V)

The student will be employed in a work experience program in
school orin abusiness office. Thestudent mustfulfill thefollow-
ingcriteriac The student must 1) have the approval of the school
internship coordinator and department head within the curri-
culum they are operating in; 2) complete avariety of tasksto be
determined by the internship coordinator and employer; 3)
receive satisfactory work reports from the employer and college
coordinator. This classmay berepeated until atotal of ninehours
are earned by students in aparticular curriculum. Prerequisite:
Consent of Advisor.

BUS-20100
3-9(20-40)

BUS-21000 Principles of Management(W) 3(3-0)

A study of management as abasic process of organizing, direct-
ing, actualizing and controlling the operation of a business
enterprise. Prerequisite: BUS-10100 or permission of instruc-
tor.

BUS-21500 Legal Environment of Business(F) 3(3-0)

Anintroductiontothelegal environment as it relates to business
and society, to providethe studentwith abasic understanding of
law asit pertains to business operations and their relationships
with society.

BUS-21600 Real Estate Geography,
Construction(V) 2(2-0)

This class covers environmental audits, real estate and the
environment, wetlands, storage tanks, hazards, timber identi-
fication, forestry, mineral rights. Prerequisite: Michigan Real
Estate Salesperson License or permission of instructor.

BUS-21800 Real Estate Civil Rights(V) 2(2-0)

This course consists of a comprehensive advanced curriculum
encompassing the following topics. Fair Housing Laws,
Michigan and Federal. Prerequisite: Michigan Rea Estate
Salesperson License or permission of instructor.

BUS-21900 Appraisal 1(V) 3(3-0)

This isabasic curriculum for appraisingresidential, recreational ,
and smdl income property. Emphasis is on market or sales
comparison approach using recognized procedures and forms.
This course meets the 30-hour state requirement toward
appraisal licensure. Prerequisite: None.
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BUS.22000 Appraisa (V) 2(2-0)
This courseintroduces the USPAP (Universal Standards of Pro-
fessional Appraisal Practice). Ethics, provisions, definitionsand
the Standards ruleswill be covered. This cour se meetsthe 15-
hour state requirement toward appraisal licensure. Pre-
requisite: None.

BUS-22100 Appraisal 111(V) 3(3-0)
An advanced coursecovering residential, recreational and small
income properties. Sales comparison, cost and income
approaches will be covered. Included are data collection and
evaluation,neighborhoodanalysis,siteanalysis, highestandbest
use, and improvement analysis. Prerequisite: Appraisa | & 1.
Note: This course has been suspended temporarily pending
approval from the Department of Commer ce.

BUS-22500 Real Estate Finance(W) 2(2-0)
A course designed to providethe methods and instruments em-
ployed to financereal estate. The course helps the professional
orlaypersonunderstandand integratethis necessary function of
thereal estate transactional process. Prerequisite: None.

BUS-24000 Financial Management(V) 3(3-0)
This courseis designed to provide a basic foundation in the
major areas of finance. Thecourseprovides the necessary back-
ground for coursesin business finance, financial management,
monetary theory, banking problems, public finance, agricultural
finance, security markets, and related courses. Prerequisite:
ACC-12200.

BUS-24500 Per sonnel M anagement(F) 3(3-0)
The object of this course is to acquaint students with the
problems of personnel management. Personnel problems that
deal directly with departmental organization, employment proce-
dures, methods of testing, occupational descriptions, job evalu-
ations, merit rating, wageplans, wageand salary control, aidsto
employees, saf ety, healthandrecreation,and employer-employee
relations are covered. Prerequisite: Sophomore standing.

Business Seminar s(S,FW) 1-6(Variable)

BUS-25000
Courses or seminars designed to provide basic concepts and
skillsrelative to starting and managing a small business.

BUS-27500 Directed Study in Business(V)  1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. Prerequisite: Recommendation of an advisor.
All proposals designed for purposes of directed study must be
approved by the dean of instruction and are subject to review by
the curriculum-instruction committee.
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COMPUTER AIDED
DRAFTING & DESIGN
TECHNOLOGY

Students with no previous drafting or CAD experience should
take CAD-10000 before CAD-10500. Students with some
previous drafting and/or CAD experience may enroll in CAD-
10000 and CAD-10500 concurrently with permission of the
CAD advisor. Students with recent documented industrial
experience or recent diplomas from high schools or skill centers
that have an articulation agreement in place with Kirtland may
gain advanced placement in one or more course(s).

CAD-10001 Perspective Drawing and
Visualization/CAD(F,W) 4(3-3)

This introductory CAD/Drafting course covers basic ortho-
graphic projection, isometrics and the use of models to aid in
visualization. Normal, inclined, oblique lines and planes aswell
as cylindrical surfaces will be studied. A project will include
technical illustrations of expl oded assemblies. Students will com-
pletedl assignments while learning the basic operation of acom-
puter aided drafting system. Units of CAD instruction will in-
cludean introduction to the following menus: draw, modify, dis-
play, settings, file and solids. Prerequisite: Students with no
previous Drafting & CAD experience should take CAD-10000.

CAD-10500 Technical Drafting/CAD(FEW) 4(3-3)
Technical Drafting/CAD covers advanced orthographic projec-
tion topicsincluding: geometry/fillets, roundsand runouts/aux-
iliary views and sections. Students will completedl assignments
on acomputer aided drafting system. The following menu items
will be reviewed and expanded upon: draw, modify, display,
settings, file and solids. Additionally, students will learn theuse
of assist, options and utility menu items. Prerequisite: CAD-
10000 or permission of instructor.

CAD-11000 Architectural Drawing/CAD(V) 4(3-3)
In Architectural Drawing, students will prepare complete sets of
residential and/or light commercial working drawings. Included
are; Floor, foundation, electrical, and plot plans; exterior eleva-
tions; door and window schedules; stairway layouts; standard
sectionsand details. Prerequisite: CAD-10000 & permission of
instructor.

CAD-20000 Machine Design &
M echanismg/CAD(V) 4(3-3)

A continuation of Technical Drafting/CAD which covers:
Design, selectionand representation of threads, fasteners, loca-
tors, and springs; Useof the TAD data cal culator; cam and link-
age development; design layout of mechanisms including: gear,
belt and chain drives; clutches, brakes and actuating systems;
and bearings. Selection of commercial components and use of



vendor catal ogsisstressedthroughoutthe course. Prerequisite:
CAD-10000 & permission of instructor.

CAD-20501 Descriptive Geometry/CAD(V) 4(3-3)
DescriptiveGeometry is the study of graphic methodsforsolving
mathematically based problems. Emphasis will be placed on:
fundamental views of true length and point view of aline; edge
view and true size/shape of a plane; and measurement of slope
(dip)and bearing (strike). Additional topics will include: skewed
lines; pierce points and plane intersections; perpendicular
relationships; dihedral angles; revolution; intersection and
developments; and topographic and civil drawings. Pre-
requisite; CAD-10000 & CAD-10500 or permission of in-
structor.

Product Drafting and
Design/CAD(V) 4(3-3)

CAD-21000

Product Drafting and Designis an advanced study of drafting as
it relates to mass production and interchangeability. Emphasis
will be placed on the dimensioning and tolerancing patterns of
assemble and detail packages, including: English and metric
units; bill of material's; cal cul ationof fits and stackups; geometric
tolerances of form and position; surface quality control; The
designprocess;andproductanalysis andredesign.Prerequisite:
CAD-10000 & CAD-10500 and permission of instructor.

CAD-21500 Tool and Machine Design/CAD(V) 4(3-3)

Tool and MachineDesignis the study of the equipment and pro-
cesses which make ourindustrial systemof mass production and
interchangeability possible. Studentswill solve typical design
problems in: Plastic injection molds; Drill jigs; milling fixtures,
attribute gaging; and sheet metal die design. Theprincipleslearn-
ed here can be applied to larger and more complicated transfer,
assembly, testing and special machine tools in industry. Pre-
requisite: CAD-10000 & CAD-10500 and permission of instruc-
tor.

CAD-27500 Directed Study in Computer
Aided Drafting and Design

Techniques(V) 1-6(Variable)

Thiscourse is designed to meet special occupational needs for
individual students. Prerequisite: Recommendation of an ad-
visor.All proposals designed for purposes of directedstudy must
be approved by the dean of instructionand are subject to review
by the curriculum-instruction committee.

CAREER AND PERSONAL
DEVELOPMENT

CAR-10100 Personal Development(V) 3(3-0)

This course will be of valueto both sexes. Although it examines
women's issues, emphasis will be placed on the opportunities

available to each person to make use of their full potential.
Examining the influences of social and sexual roles on the dev-
elopment of self-awareness and personal power will provide a
basis forenhancing communication skills, rel ationships,resource
management, and personal health.

CAR-10200 College Success & Survival(FW) 2(2-0)
This courseis designed to increase the student's success in
college by introducing him/her to study and life skills essential
to accomplishthe educational objectives and the social expecta-
tionsofthecollege community. Topics of discussion and student
invol vement sessi onswillincludetime management, note-taking,
critical thinking, interpersonal communications skills, study
techniques, test taking techniques, relaxationtechniques, library
and other college resource use, financial management, writing
skills, personal motivational techniques, and personal health
suggestions.

CAR-10400 Using a College Library(S,FW) 1(1-0)
Thiscourseis designed to teach students the problem solving
kills needed to do research, and to familiarize them with the
range and type of resources availablein collegelibraries.

CAR-10900 Efficient Reading(FW) 1(0-2)
Reading for speed and efficiency. This courseisfor the average
or better readerwho has no reading difficulties, but wishestoin-
crease reading speed and comprehension. Prerequisite: DEV-
09601 or equivalent.

CAR-11000 Copingwith Math Anxiety(FW) 1(1-0)
A course designed to explore the psychological connections
between math anxiety and a student's ability to do mathematics.
Thecourse is designed to enlighten a student to his/her anxiety
and to explore techniques to aleviate it. Techniques in relaxa
tion, self-talk exercises, irrational/rational beliefs, and study
skillswill be used.

CAR-11500 Volunteerism in the Community(V) 3(4-0)
This course gives students the opportunity to examine therole
and scope of volunteerism in American society. Studentsin the
coursearerequiredtohavesome significant vol unteer experience
or they will be required to do volunteer work during the course.
Prerequisite: Approval of theinstructor.

CAR-11600 Learning Styles(V) 1(Variable)

A class on learning styles which will teach students to take
responsibility for their own learning. Prerequisite: Approval of
the instructor.

CAR-12000 Professional Career
Deveopment(FW) 2(2-0)

Students will devel opjob search techniques and a knowledge of
employer expectations using current, unique methods.
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Self-awareness activities, development and preparation of
employmentapplications,resumes, and other forms relatedto the
job seeking process are included in the course requirements.

CAR-12600 ServiceLearning Lab(V) 1(Variable)

A service learning project designed by an instructor to supple-
ment course learning. It may be offered either as a required or
optional lab.

CAR-20000 ServiceLearning Project(V)
(Formerly CAR-125)

1-5(Variable)

An individual service-learning project designed under the
supervision of the coordinator of Service Learning and
appropriate faculty members. Students will design a community
placement as the basis for academic learning. Prerequisite:
Approval of the Service Learning Advisory Committee.

CHEMISTRY

CHE-10000 Chemical Science(S,FW) 4(3-2)
Chemical Science presents the elementary principles of in-
organic, physical, and organic chemistry. It isintended to intro-
ducecollegechemistry, orto satisfy courserequirementsintech-
nical fields such as nursing. Prerequisite DEV-07300 or high
school algebra..

CHE-10100 General Chemistry I (F) 4(3-3)

General Chemistry | provides athorough discussion ofthetopics
of atomic structure, stoichiometry, solutions and pH, gas laws,
eectronic configurationandbondingtheories, the periodictables
and liquids and solids. Prerequisite: High school chemistry or
CHE-10000; and one year of high school algebra.

CHE-10200 General Chemistry I1(W) 4(3-3)

This isacontinuation of General Chemistry |, concerned broadly
with thermodynamics and kinetics. Topics discussed include
kinetics data analysis and reaction mechanisms, chemical equi-
librium, electrochemistry, chemical thermodynamics, nuclear
chemistry, and some descriptive chemistry of the elements. Pre-
requisite;: CHE-10100.

CHE-10500 Organic and Biological
Chemistry(V) 4(3-3)

Organic and Biological Chemistry will first provide a brief out-
line of the functional groups, nomenclature, and reactions of
organic chemistry, then examine the fundamentals of bio-chem-
istry, including structure and reactivity of proteins and nucleic
acids, and the basic processes of metabolism. Methods of
analysis of important bio-molecules and clinical tests of body
processes and molecular diseaseswill be presented. In labora-
tory, studentswill conduct laboratory proceduresthat will rein-
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forceor broaden the concepts presented in lecture. The course
is designed to satisfy the degree requirementsin nursing (BSN)
or an alied health field. It will also serve asapreparatory course
for higher level organic and biochemistry courses that are re-
quired for pre-medical, pre-dental, or chemistry major programs.
Prerequisite: CHE-10000 or CHE 10100.

Organic and Biological
Chemistry(V) 3(3-0)

CHE-10600

Organic and Biological Chemistry will first provide a brief out-
line of the functional groups, nomenclature, and reactions of
organic chemistry, then examine the fundamentals of bio-
chemistry, including structure and reactivity of proteins and
nucleic acids, and the basic processes of metabolism. Methods
of analysis of important bio-molecules and clinical tests of body
processes and mol ecul ar diseases will be presented. The course
is designed to satisfy the degree requirementsin nursing (BSN)
oranallied health field. It will alsoserveas apreparatory course
for higher level organic and biochemistry courses that are re-
quired for pre-medical, pre-dental, or chemistry major programs.
Prerequisite: CHE-10000 or CHE-10100.

COMPUTER INFORMATION
SYSTEMS

CIS-10500  Introduction to Computers(S,FW) 3(3-0)

This isanintroductory coursein computers and application soft-
ware. Some general computer concepts will be covered. The
majority of the course will involve simple hands-on exercisesin
Windows and application software such as word processing,
spreadsheets and database management. A portion of theclass
will also be spend covering telecommunication concepts and
Internet usage. Students will learn how to find and print
documents on the Internet.

CIS11000  Introduction to Computer
Programming BASIC(V) 3(3-2)

A study of the computer language - BASIC, with flowcharting
and computer logic. Students will code, flowchart and run pro-
grams using microcomputers. In addition to the three lecture
hours per week, aminimum of two hours of computer lab timeis
required for successful course completion. Prerequisite: DEV-
07300 or equivalent.

Computer Programming Advanced-
BASIC(V) 3(3-2)

Cl1S11200

This courseincludes the following topics: multiple dimensional
arrays, string manipulations, sequential and random disk file
access and sorting concepts. Prerequisite: CIS-11000.



cls12s00 FesA (V) 332
Presents an introduction to programming methodol ogy andtech-
niques. Develops the process for clarifying problems, devising
and specifying algorithms for their solutions. Teaching pro-
gramming in Pascal including basic control structures, pro-
cedures and arrays. Prerequisite: High School Algebra or
equivalent.

C1S-12600 Pascal with Data Structures(V) 3(3-2)
Pascal programming course using the data structures of arrays,
records, linked-lists, binary trees and others. Other topics will
includesortingand searchingtechniquesandrecursion.Prerequi-
ste: CI1S-12500.

CIS-17000 Microsoft Office(FW) 3(3-0)

This course covers how to utilize and integrate all the
applications contained within Microsoft Office. Exercises will
involve business applications using the word processing,
spreadsheet, database management and presentation software
contained within Microsoft Office. Prerequisite: CIS-10500 or
permission of instructor.

CIS-17500 Microcomputers & Business
Applications(FW) 3(3-0)

This course presents an understanding of how an integrated
software package is used on today's microcomputers. Exercises
will involve business applications in word processing,
spreadsheets, graphics,and database. Prerequisite: CIS10500
or permission of instructor.

Accounting Applicationswith
Computer (W) 3(3-0)

C1S-18500

This course will present fivedifferent accounting modules dem-
onstrating accounting concepts. The procedures to be covered
will be payrall, inventory, general ledger, accounts payable, and
accounts receivable. Thesemoduleswill bepresented using com-
mercidly available software. Topics of discussion will cover
what features auser should lookforwhenpurchasing this type of
software, and how to useit. Prerequisite: ACC-10000 or ACC-
10200. Also listed as ACC-18500.

CIS-20000 Assembler Language
Programming(V) 3(3-2)

Fundamentals of computer programming in the assembler lan-
guage. Includes basic numbering systems used in computers,
basic hardware concepts concerning registers and memory, and
computer command.

cls22100 DPOS6.20perating System(V) 1(1-0)

This course will investigate the functions and commands of the
Disk Operating Systemknown as DOS. Topics to be covered are
basic commands, diskette, file and hard disk management, DOS
shell, batch files and error messages. Additional information
regarding memory management will also be covered.

C1S-22200 Windows 3.1(V) 1(1-0)

This course will investigate the functions and commandsof the
Windows 3.1 interface program. Topics to be covered are
managing programs and files, using accessories, being more
organized in Windows and printing.

C1S-22300 Windows 95 Operating System(V) 1(1-0)

Thestudent will investigate the functions and commandsof the
Windows ‘95 operating system. Specific topics to be covered by
this course include: investigating the environment, customizing
the desktop, running application programs, working with files
and folders, printing, networking, multitasking, installing
application programs, customizing the menu system and using
the Explorer for file management.

Introduction to Spreadsheet
Applications(V) 3(3-0)

CI1S-22500

This course explores the use of electronic spreadsheets,and its
business applications. Thecurrently popul ar spreadsheet will be
usedtodemonstrate application entry and manipulation. Prereg-
uisite: Working knowledge of DOS.

Clsoos0p  LOtUS1-2-3(V) 1(1-00

This course explores the use of Lotus 1-2-3 in business related
applications. Students will learn how to build, save, print and
modify spreadsheets, as well ashowto createformulas/functions
and charts.

CIS-22700 Microsoft Exce(V) 1(1-0)

This course explores the use of Microsoft Exce in business
related applications. Studentswill learn how tobuild, save, print
and modify spreadsheets, aswell as howto createformul as/func-
tions and charts.

ClS-22800  QuattroPro(V) 1(1-0)
This course explores the use of Quattro Pro in business related
applications. Students will learn how to build, save, print and

modify spreadsheets, as well as how tocreateformul as/functions
and charts.

CIS23500 Database Design(V) 3(3-0)
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Studentswilllearnthetheoretical knowledge necessary to design
andimplementeffectiveinformationdatabases. Areas such asfile
layout, datastructures,implementationmethods and security will
be addressed. Students will work with a currently popular com-
mercidly available databasemanagement system. Pre-requisite:
1 programming language.

CI1S-26000  Introduction to Computer
Networ king(V) 3(3-0)

This course includes the fundamental knowledge of one com-
puter communicating with at |east one other computer. Three
areas to be examined are microcomputer to mainframe connec-
tion, microcomputerto microcomputer connectiononaLANand
using a microcomputer with amodem to communicatewithlarge
networks. Prerequisite: CIS-22000.

C1S-26100 Internet(V) 1(1-0)

This course will investigatethe resources of the Internet. Areas
of exploration will be the World Wide Web, E-mail, Usenet
newsgroups, FTP's and Telnets. This course will offer the
studentsthe ability to become comfortable finding and retrieving
information from this network of networks.

CIS-27000  C Programming(V) 3(3-2)

This courseteachesthestructured programminglanguageC.This
is a popular language used to program computer applications.
Topics to be covered include basic commands, file and data
structure. Prerequisite: Pascal or some other structured pro-
gramming language.

CIS-27500 Directed Study in Computer

Information Systems(V) 1-6(Variable)
Thisis a coursedesigned to meet special occupational needsfor
individual students. Prerequisite: Recommendation of an
advisor. All proposals designed for purposes of directed study
must be approved by the dean of instruction and are subject to
review by the curriculum-instruction committee.
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CONTRACTING WITH
BUSINESS AND INDUSTRY
(CWB& )

CBI-10100  Contracting with Businessand
Industry 1 (SFEW) 8(0-12)

This isthefirstcoursein a sequence of two courses required for
completion of the CWB&I program. The student istrained at an
appropriate work siteinthe community for a specific occupation
not offered as part of the college's regular programs. A tailored
training plan for the student is designed by the program
coordinator and is administered at thework site. Monitoring and
evaluation of the student's progress is performed on a regular
basis by the supervisor at the work site and the program coor-
dinator. Prerequisite: Admission to CWB& I program. Coreg-
uisites: 8-9 credits of appropriate electives.

Contracting with Businessand
Indusgtry I (SEW) 8(0-12)

CBI-10200

This isthe second course in asequence of two courses required
for completion of the CWB& I program. The student receives
advanced training at an appropriate work site in the community
in accordance with the same requirements of CBI-10100. Pre
requisite: CBI-10100. Corequisites: 7-8 credits of appropriate
electives.

COOPERATIVE OCCUPA-
TIONAL EDUCATION

Cooper ative Occupational
Education Business(S,FW)

COE-20001
3(240-15)

This courseisdesigned to allow students to beplacedinalocal
business while attending college full time. (Students usually
work part of the day and attend classes part of the day). The
work experience is evaluated on the students ability to correlate
theory with performance. Prerequisite: Permission of the ad-
Visor.

Cooper ative Occupational
Education Business(S,FW)

COE-20002
4(320-20)

This courseisdesigned to allowstudents to be placed in alocal
business while attending college full time. (Students usually
work part of the day and attend classes part of the day). The
work experience is evaluated onthe students ability to correlate
theory with performance. Prerequisite: Permission of the ad-
Visor.



COE-20003 Cooperative Occupational Education

Industrial/Technical (S,FW) 3(240-15)

This courseis designed to allow studentsto be placed in alocal
industry while attending college full time. (Students usually
work part of the day and attend classes part of the day). The
work experienceis eval uated on the students abilitiestocorrelate
theory with performance. Prerequisite: Permission of the ad-
visor.

Cooper ative Occupational Education
Industrial/Technical (S,FW)

COE-20004
4(320-20)

This courseis designed to allow students to be placed in alocal
industry while attending college full time. (Students usually
work part of the day and attend classes part of the day). The
work experienceis eval uatedon the students ahilitiesto correlate
theory with performance. Prerequisite: Permission of the ad-
Visor.

COSMETOLOGY

cos1000; Cosmetology I(SEW) 5(1-5)

Orientation and theory; sanitation; braids.

COS-10002 Cosmetology I (SFW) 5(1-5)

Theory, personal saf ety measures; bacteriology. M ai ntenance of
equipment theory. Prerequisite: COS-10001.

C0OS-10101 Cosmetology I1(S,FW) 5(1-5)
Laboratory work in shampooing, towel drying; brushing; finger
waves. Prerequisite: COS-10002.

COS-10102 Cosmetology 1V(SFEW) 5(1-5)

Theory, demonstration on manikinsin permanent waving andpin
curls. Prerequisite: COS-10101.

cos-10201 Cosmetology V(SFW) 5(1-5)

Theory, demonstrationsand practice on scalp treatment and hair
dressing. Prerequisite: COS-10102.

COS-10202 Cosmetology VI(SFW) 5(1-5)

Theory; laboratory demonstration in manicuring, facial and
massage; make up practice. Prerequisite;: COS-10201.

COS-10301 Cosmetology VII(SEW) 5(1-5)

Theory; laboratory demonstrationin tinting and bleaching. Blow
dry and thermal curl. Prerequisite: COS-10202.

COS-10302 Cosmetology VI11(SFW) 5(1-5)

Theory; review introduction to hair cutting; hair color and
bleaching. Prerequisite: COS-10301.

COS-11000 Manicuring(S,FW) 6(300)

Orientation, theory, and laboratory work on the public. Instruc-
tion and application includes manicuring, nail repair, nail wrap,
sculpturing nails, nail tips, nail capping, removal of sculpture
nails and nail tips. Prerequisite: None.

C0OS-20401 Cosmetology | X(SFEW) 5(1-5)

Theory; introduction to skin care; machine facial and hair re-
moval. Prerequisite: COS-10302.

COS-20402 Cosmetology X(S,FW) 5(1-5)
Theory; skin and nail disorders. Prerequisite: COS-20401.

C0OS-20501 Cosmetology XI(SFW) 5(1-5)

Theory; nail repair; nail wrap; sculpturing nails and removal of
sculpture nails. Prerequisite: COS-20402.

C0OS-20502 Cosmetology XII(SFW) 5(1-5)

Theory; introduction to salon management and rules and regula-
tions. Prerequisite: COS-20501.

COS-20601 Cosmetology XI11(SFW) 5(1-5)

Theory review; preparation for final test; practice of all cur-
riculum in clinic or on manikins. Prerequisite: COS-20502.

COS-20602 Cosmetology XIV(S,FW) 5(1-5)

Theory; review professional ethics and salon management. Pre-
requisite: COS-20601.

COS-20701 Cosmetology XV (S,FW) 5(1-5)

Theory; continued practice of dl curriculum. Prerequisite:
COS-20602.

COS.20702 Cosmetology XVI(SFW) 5(1-5)

Preparation for final test and simulated State board exam. Pre-
requisite: COS-20701.

COS-20801 Cosmetology Instructor |(V) 5(1-5)

Orientationandreview of al subjects in cosmetol ogy curriculum.
Prerequisite: Licensein Cosmetology, State of Michigan.

COS-20802 Cosmetology Ingtructor 11(V) 5(1-5)

Practical experiencein laboratory work and clinic. Prerequisite:
COS-20801.

COS-20901 Cosmetology Instructor [11(V) 5(1-5)
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Reviewof Staterulesand requirements; students provide demon-
strations of al practical applications of cosmetology. Pre-
requisite: COS-20802.

COS-20902 Cosmetology Instructor 1V(V) 5(1-5)
Student instructors will prepare a minimum of 20 curriculum out-
lines, courseof study plans, and necessary lesson guidesforall
courses that prepare students forcertificationas cosmetol ogists.
Prerequisite: COS-20901.

COS-21001 Cosmetology Instructor V(V) 3(1-3)
Demonstration review and clinical work including scheduling
appointments. Prerequisite: COS-20902.

COS-21002 Cosmetology Instructor VI(V) 3(1-3)
Review al subjects in the cosmetology curriculum. Complete
final test and simulated State board exam. Prerequisite: COS-
21001

coS 211-213 Cosmetology Seminars(V) 1-4(Variable)
Brush up seminarsfor licensed cosmetol ogists.
Cosmetology Seminar (V) 0(1-12)

C0OS-25500

A coursedesigned to meet deficiency inlaboratory hours. Audit
only.

Directed Study in
Cosmetology(V)

COS-27500
1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. To enroll in this course, the student must have
the recommendation of an advisor. All proposals designed for
purposes of directed study must be approved by the dean of
instruction and are subject to review by the curriculum-instruc-
tion committee.

CRIMINAL JUSTICE

CJS-10000 Introduction to Criminal Justice(W) 3(3-0)

The history and developing philosophy of law enforcement
includingthepolice, courts,and corrections.Present organization
andjurisdictionof local, state and federal agencies. Introduction
to the problems facing the criminal justice system today.

CJS-10200  Physical Training(F) 3(4-0)

This course is designed for the criminal justice student to
participate in the state's Physical Agility Test. The student will
work at devel oping upper-body strength,staminaand legwork as
needed to pass the different stages of the examination. Pre-
requisite: Employment as a peace officer, status as a criminal
justice student, or permission from the director of criminal
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justice.

CJS-10300  Criminal Law(W) 3(3-0)

Examination of substantive criminal law in its context of the
local, state, and federal application. Development of historical
and philosophical background is emphasized.

CJS-10400 Defensive Tactics(W) 3(3-0)

This courseis designed to provide the criminal justice student
with the ability to successfully perform the restraining holds,
come-alonghol ds,removal techniques, disarmi ngtechniques, use
of natural body weaponsandnon-lethalweapons. Thecoursewill
prepare students to take the State Defensive Tactics Board exam
as required by the Michigan Law Enforcement Officer's Training
Council.

CJS-10800 Firearms(F) 3(1-2)
Orientation to firearms; policies, procedures, and liability of
firearms use and hands-on firearms range techniques using
MLEOTC approved targets. Thisis an 8-week course. Pre-
requisite: Employment as a peace officer or criminal justice
student.

CJS-10900 Introduction to Corrections(F) 3(3-0)
Anintroductiontothe agencies and processes within the correc-
tional system, beginning with ancient history through modern
era. Examined are correctional legislation and the courts, along
withtheintegral parts they play in sentencing, parole, probation,
community correctionsandthe correctional officer's professional
work ethics.

CJS-11000 Careersin Criminal Justice(F) 1(1-0)
The course is designed to acquaint the student with avariety of
criminal justice occupations especially thosecareers available in
the correctional institutional setting. Prerequisite: Enrolled as
apre-corrections student.

CJS-11100 Legal Issuesin Corrections(F) 3(3-0)
Thiscourseis a study of up-to-date constitutional law and its
impact on correctional institutions, the correctional officer and
theinmate. The student will gain abasic understanding of how
Stateand Federal court deci sionspertainingtoinmaterights have
affected the writing of policy and procedure within the correc-
tional system.

CJS11200  Client Growth and Development(F) 3(3-0)

This courseis designed to assi stthestudentinidentifyingbehav-
iors and motivations of theinmate. Emphasis will be placed on
the needs of the inmate and intervention strategies.

CJS-12100 Photography for Policeand
FireFighters(V) 3(2-1)



Emphasis will be given to the collection, preservation, and
presentation of photographic evidence and will include "hands
on" camera technique, film selection, preservation of photo-
graphic evidence, painting with light, arson photography, por-
trait,close-up and copy work, surveillance, filters, lighting, crime
scene photography, ultra violet and infra red, traffic, civil dis-
orders, mug shots, administration of a photographic unit, and
courtroom testimony. Prerequisite: CJS-10300 or consent of
director.

CJS-12200 Firearms- Home Safety
Program(V) 1(.5-.5)

This courseis devel oped for the individual who has very little or
no experience with a handgun. The course will cover how to
pur chaseahandgun, thediffer encebetweenrevolvers and semi-
automati cs,mar ksmanshipfundamental s,danger s of ahandgun
(home andrange), laws regarding the use of, and transporting of
ahandgun in the State of Michigan.

CJS-12300 Firearms- Concealed Weapon
Program(V) 2(1-1)

This programis developed for the individual who is currently
required by local gun boards to have training prior to the
i ssuance of aconceal ed weapons permit. Thiscoursecoversthe
danger s of owning and carrying ahandgun, the laws of carrying,
and use of the handgun (both civilly and criminally). The
individual mustdemonstratetotal understanding of thehandgun
owned, and demonstrate proficient marksmanship qualities.

CJS-12400 Firearms- Instructor Program(V) 3(1-2)

This courseis designedtoinstructthe student on howto become
an effectivefirearms instructor. Topics such as theuseof deadly
force, and their liabilities are covered, along with the five
shooting fundamentals, multiple target shooting, training aids,
building a proper shooting program, devel oping a departmental
policy, positive teaching methods, use of tear gases and the
dangers, and several other topics.

CJS-14400 L egal Update and Review(W) 1(1-0)
This courseis designed toassi stand preparethel aw enf orcement
student for the MLEOTC state certification examination. The
student will also receive the latest changes concerning court
decisionsand policeprocedures that has occurred recently. Pr e-
requisite: Criminal justice student in the last semester of track
courses or consent of the director of criminal justice.

CJS-17000 Correctional I nstitutionsand
Facilities(W) 3(3-0)

Includedinthis coursewill be an overview ofthedifferent levels
of security and their historical development within the correc-
tional system. Facility design, organizational structure, custody,
security, and inmate due process rights will be reviewed aswell
asfuture projections for correctional facilities and personnel.

CJS-17100 Correctional Officer's Report
Writing(W) 1(1-0)

The courseis designed to devel op and improve the students re-
port writingskillsthat are needed in correctional institutions. The
student will demonstrate the ability to communicate effectively
in written form. This is an eight week course which meets two
hours per week. Prerequisite: ENG-10300 or consent of
director of criminal justice.

CJS-17200 Client Relationsin Corrections(W) 3(3-0)

This courseis designed to givethe student an understanding of
culture and discrimination. Ethics, morals, and professionalism
will beexamined closely. Affirmative action,social attitudes and
how they affect the correctional systems will also be carefully
scrutinized.

CJS-20100 BasicInvestigative Techniques|(F) 3(2-1)

The basic skills necessary for modern criminal investigation, in-
cluding the discovery, development and lifting of latent finger-
prints, the making of crime scene sketches, the useof plaster and
siliconerubber forreproducing evidenceat crime scenes, theuse
of modern investigative aids, and a grounding in the modern
techniques of criminal interrogation. Prerequisite: CJS-10300
or consent of director of criminal justice.

CJS-20200  Patrol Administration(W) 3(3-0)

Administration of the patrol function including management and
organization. Manpower distribution and allocation. Purposes,
methods, types and means of police patrol.

CJS-20400  Traffic Control(F) 3(3-0)

Basic police responsibilitiesfor safe and efficient movement of
vehicles andpedestrians. Application of education, enforcement
and engineering aspects to police services and traffic safety;
identification of traffic problems relative to causes and cost of
congestion and accidents; and examination of laws, ordinances,
public relationsand new developmentsinvolved in traffic safety.

CJS-20600 Interrogation and Lie Detection(V) 3(3-0)
Thebasic fundamentals and psychology of interrogation of sus-
pects. Questioning of witnesses and victims. Taking of state-
ments,confessionsanddeclarations;understandingandusingin-
struments for detection of deception. Prerequisite: CJS-10300
or consent of director of criminal justice.

Criminal Justice
Internship(V)

CJS-20800
3-9(Variable)

After successful completion of basic crimina justice courses,
students may elect criminal justice internship. Students are
placed in an approved training station, earn credits for satisfac-
tory work performanceand may earn remuneration. Participation
requires approval from the director of criminal justice. Students
occupational interests are considered with their background and
related classes to determine employment arrangements. Hexi-
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bility of individual programs in any of the lawenforcement occu-
pations is accomplished through a practical training program
devel opedin agreement with thetraining station supervisorsand
college coordinator. The director shall arrange objectives and
assignments which are in accord with purposes of vocational
educationandmaintain constant eval uationthroughcoordination
visitstotraining stations and weekly meetingswiththe students.
Prerequisite: First year of program completed or the consent of
director of criminal justice.

C.JS-20900 Police Report Writing(W) 1(1-0)
A course designed to develop and improve report writing skills.
Individuals will identify and use principles, content, form, and
mechanics of report writing, and demonstrate the ability to com-
municate effectively in written form. This is an eight week
course which meets two hours per week. Prerequisite: ENG-
10300 or consent of director of criminal justice.

CJS-21100 Nar cotics I nvestigation(F) 3(3-0)
This course will familiarize students with investigations involv-
ing dangerous drugs and will include history, sources, recog-
nition, laws and court room presentations.

CJS-21600 Traffic Direction(W) 3(3-0)
This courseis designed to qualify the student to demonstrate
their ability to prepare motor vehicle accident reports and pro-
tecting the traffic accident scene. The student will learn the
proper techniques of interviewing witness, victims and traffic
scene evidence for courtroom testimony. The student will also
learn and demonstrate proper traffic direction and hand signals
for safe traffic flowat accident scenes. Prerequisite: CJS-20400
or consent of director of criminal justice.

CJS-22100 Advanced Patrol Techniques(F) 3(2-1)
The course presents concepts and theories concerning patrol
techniques, pursuit and precision driving, driving policy, pro-
cedure, and liabilities concerned with stopping vehicles and
occupant control, and arrest procedures. The student will per-
form, demonstrate and pass written examinations that measure
their expertise in each area. Prerequisite: CJS-20200 or consent
of director of criminal justice.

CJS-22300 Criminal Evidence(F) 3(3-0)

Rules defining evidenceand admissibility in court, di scussion of
rel evancy, materiality, and competency of evidence; examination
andexceptionsto hearsay evidence, opinion evidence, and prob-
lems arisingin use of evidence; physical evidencein court.Pre-
requisite: CJS-10300 or consent of director of criminal justice.

CJS-22400 Advanced Firearms Training(W) 3(1-2)

Thecoursepresentstheconceptsandtechniquesrelatedtosafely
using a semiautomatic pistol. The policies, proceduresand lia-
bilities concerning the useand care of the weapon will be demon-
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strated by each student. Thestudent will also demonstrate their
proficiency with weapons using an MLEOTC approved course
and targets. Thisisan eight week course of which 16 hoursare
lecture and 32 hours range time. Prerequisite: CJS-10800 or
consent of director of criminal justice.

CJS-24000 Criminology(FW) 3(3-0)

Ananalysis of crime, criminal behavior, and punishment through
avariety of historical andcontemporary theoretical perspectives.
Also listed as SOC-24000.

CJS 24500 Social Deviant Behavior (F) 3(3-0)
A study of social deviant behavior, including social and ethnic
bias, sociopath, cult behavior and ethical behaviors within the
criminal justice process. Prerequisite: PSY-10100 or SOC-
10100. Also listed as SOC-24500.

In-Service Courses(V) 1-8(Variable)

CJS-25000
Inservicetraining courses are designed to update full-time law
enforcement officers on new and current trends in police ser-
vices. Thegeneral purposeof the updateis toimprovethe knowl-
edge and intellectual functioning of the police officer. Depart-
ments have the need for inservice training as ameansof dealing
with the threat of vicariousliability.

CJS-26600 Police Academy(F) 21(0-42)
This is a sixteen week, MLEOTC (Michigan Law Enforcement
Officer Training Council) approved regional police academy. It
will coverinvestigation, patrol procedures, detentionand prose-
cution, policeskills, traffic, and special operations. Prerequisite:
degreein hand, enrollment in Kirtland's pre-service program, or
sponsorship by apoliceorgani zation,uponapproval of thedirec-
tor of the academy.

CJS-27000 Community Based Corrections(W) 3(3-0)
A survey of thehistory,devel opment,techniques and fundamen-
tals of non-institutional correctional programs and services.
Emphasis will be placed on the necessity of correctional pro-
gramsto interact with other human services agencies within the
community.

Directed Study in Criminal
Justice Administration (V)

CJS-27500
1-6(Variable)

A coursedesigned to meet special occupational needsforindivi-
dual students. All proposals designed for purposes of directed
study mustbeapproved by the deanofinstructionandaresubject
to reviewby the curriculum-instruction committee. Prer equisite:
Consent of director of criminal justice.

CJS-28001 Institutional Jail and Prison 3(3-0)
Administration(W)

A study of the total confinement process from arrest through
administration of justice, probation,prisonand correctional insti-



tutions. Particular emphasis will be placed on coping with prob-
lems of custodial personnel in city and county jails.

DEVELOPMENTAL

Below 100 level

DEV-06300 Basic Mathematics(S,F,W) 4(4-0)

Mathematical concepts involving whole numbers, fractions,
decimals, percents, proportions, measurement, geometry, and
elementary algebraic operations will be taught.

DEV-08601 Basic Reading Skills(S,FW) 3(1.5-1.5)

Instruction in basic reading techniques to improve comprehen-
sion, vocabulary, critical thinking skills.

DEV-07300 Basic Algebra(S,FW) 4(4-0)
Thefundamental operation of algebra using integers and rational
numbers, exponents, linear equations, word problems, special
products, factoring, and graphing of straight lineswill betaught.

DEV-08800  Writing Mechanics(S,FW) 2-3(0-2-3)

Self-paced, individualized instruction in basic writing skills for
students who have completed DEV-099. Approval of instructor
or of Writing Center coordinator required before registering.

DEV-09200 M echanicsof Spelling(S,FW) 1(0-2)
A study of basic spelling patterns, sounds, functions and their
application to whole families of wordsthrough an audio-tutorial
program.

DEV-09601  College Reading Skills(S,FW) 3(1.5-1.5)

Instruction in reading and thinking skills necessary for compre-
hension of college materials.

DEV-09903 Basic Writing Skills|(S,FW)
(Formerly DEV-099.01)

3(1.5-1.5)

Concentrates ongrammar, punctuation,mechanics, paragraphing,
and brief expository essays.

DEV-09904 Basic Writing SkillsI1(S,FW)
(Formerly DEV-099.02)

3(1.5-1.5)

A continuation of DEV-09903, dealing withanin-depth study of
the five-paragraph essay. (Note: Successful completion of this
courseis a prerequisite for ENG-10300 for students who have
not demonstrated proficiency on the English Placement Test.)

ECONOMICS

ECO-15100 Per sonal Financial Management(V) 3(3-0)
This course places emphasis on issues and problems of con-
sumers today. How do consumers choose and how can they
choose better? How do you budget time and money? How far
should aperson or family go intoindebtedness?l nsurance, taxes,
investments, and many more issues of concern to the consumer
are covered. This course provides a nontechnical approach de-
signed to acquaint students with the tools for evaluating and re-
solving economic problems.

ECO-20100 Principlesof Economics
(Macroeconomics)(F) 3(3-0)

This is a one-semester basic economics course emphasizing
national income determination, monetary and fiscal policy, and
international trade (this course may be taken before or after
ECO- 20200). Prerequisite: Completed 30 credit hours of
college level courses, including ENG-10300.

ECO-20200 Principlesof Economics
(Microeconomics)(W) 3(3-0)

This is aone-semester coursewhich concentrates on supply and
demand analysis, theory of the firm, andthe pricing of factors of
production (this course may be taken before or after ECO-
20100). Prerequisite: Completed 30 credit hours of college
level courses, including ENG-10300.

EDUCATION

EDU-10000 Introduction to Teaching(V) 3(1-2)

This course explores teaching as a career. Along with under-
standing the requirements of obtaining a degree and ajob in
teaching, students will devel opaknowl edgeof currentissues and
problems ineducation. Observation techniques will be presented
that the student will apply to guided classroomobservation and
participation for each student in accordance with the student's
schedule. Prerequisite or corequisite: ENG-10300.

EDU-10300 Strategiesfor Paraprofessionals(V) 3(2-1)

This courseisdesigned to help adults assist teachersin aK-12
classroomand provide techniques to tutor students at al levels.
We will explore thejob descriptions of a paraprofessional in the
public school and theroles he/she playsin increasing students’
success, student achievement and techniques to use for
maintaining classroom discipline. We will look at different
strategies and develop learning materials to meet the students’
instructional and independent level.

EDU-10500 Lesson Design and Classroom
Management(V) 3(2-3)

Students will learn the elements of lesson design, classroom
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management, and student learning styl es. Studentswill complete
45 hours of field experience to apply their teaching strategies
with studentsin an area school. Prerequisite: EDU-10000.

EDU-12500 Learning Theory and Techniquesfor
Tutor s/Prospective Teacher (F) 1(1-0)

This one-credit hour classwill familiarize students with learning
strategies and teaching techniques, particularly asthey relateto
tutoring. Students will have the opportunity to apply the theory
they learn in classto tutorial sessions. Students enrolled should
be tutoring concurrently, planning to tutor, or planning to enter
thefidd of education. Students must havecompl etedone college
semester (minimum of six credits) with a minimumoverall grade
point average of 2.5.

EDU-20000 Education Workshop: Teaching
on2way ITV(V) 2(0-28)

Television in Education Workshop is a lecture and hands-on
activity coursein 1TV teaching methodsand system technol ogy
forschool personnel and students interested in acareer in teach-
ing. Emphasis will be on presenting instructional material and
enabling technol ogy.

ENGLISH and LITERATURE

ENG-10000 Writing Lab (SFEW) 1(1-1)

Personalized, self-paced instruction in writing skills. Students
work in small groupsorindividually withthe instructor. Because
thisispart oftheEnglish composition requirement, most students
will take this course while enrolled in ENG-10300.

ENG-10300 English Composition | (S,FW) 3(3-0)
A study, through extensive practice, of various modes of expres-
sion,organizationand devel opment inexpository essay's, design-
ed to develop the student's ability to think criticaly and write
effectively. In designated sections students prepare their writing
using microcomputers. Prerequisite: 1) DEV-09904 or demon-
strated proficiency on the English Placement Test, and 2) a satis-
factory writing sample.

ENG-10399 HonorsEnglish
Composition | (SFEW) 3(3-0)

Thisisadesignatedhonors course. Courses with this designation
are designed for the more highly qualified student and include
more challenging course work and classroom participation. A
study, through extensive practice, of various modes of expres-
sion,organizationanddevel opmentin expository essays,design-
ed to develop the student's ability to think critically and write
effectively. In designated sections students prepare their writing
using microcomputers. Prerequisite: acceptance to the Honors
Program or permission from the instructor.

ENG-10400 English Composition |1 (S,FW) 3(3-0)
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A continuation of English Composition |. A composition course
which emphasizes writing analytical, critical, and argumentative
essay s and devel oping effective thinking skills. The coursepro-
vides practice in library methods, research techniques, and the
documented research essay. In designated sections students
prepare their writing using microcomputers. Prerequisite: ENG-
10300.

ENG-10499 HonorsEnglish Composition 11
(SEW) 3(3-0)

Thisis adesignatedhonorscourse. Courseswiththis designation
are designed for the more highly qualified student and include
more challenging course work and classroom participation.

A continuation of English Composition|. A composition course
which emphasizes writing analytical, critical, and argumentative
essays and devel oping effectivethinking skills. The course pro-
vides practicein library methods, research techniques, and the
documentedresearchessay.|Indesignatedsections students pre-
pare their writing using microcomputers. Prerequisites: ENG-
10300 and acceptanceto the Honors Programor permission from
theinstructor.

ENG-10601 Technical Writing(V) 3(3-0)

Techniques for collecting and presenting technical datathrough
preparation of informal and formal reports and technical papers;
study of forms and procedures to establisha general pattern for
al technical reports. Prerequisite: ENG-10300.

ENG-12000 Journalism I (V) 3(3-0)

An introduction to journalism including techniques of news
gathering and newswriting aswell as discussing accuracy and
fairness, law and ethics as they apply to modern-day reporting.
This course uses the college newspaper as ameans of applying
these methods and skills. Prerequisite: ENG-10300 or consent
of instructor.

ENG-12100  Journalism (V) 3(3-0)

A continuation of Journalism I. Prerequisite: ENG-10300 or
consent of instructor.

ENG-12500 Journalism Practicum(V) 1-4(Variable)

Students work with advisor as staff members of college news-
paper in reporting, editing, copy writing, photography, layout,
mockup, advertising sales, or financing. May be repeated up to
a maximumof four credit hours. Prerequisite: ENG-12000 and
ENG-12100 or consent of instructor.

ENG-21200 Children'sLiterature(V) 3(3-0)

A critical consideration of the mgjor forms of literature for
childrenof elementary school agethrough discussion and analy-
sis of representative folk and fairy tales, myths, fables, poetry,
works of fantasy, and realistic fiction. Prerequisite: ENG-10300
or consent of instructor.

ENG-21400 Introduction to Literature(V) 3(3-0)



A consideration of the expression in literature of such universal
themes in human experience as theloss of innocence, the search
foridentity, the desire for happiness, and the confrontation with
death through the study of selected essays, fiction, poetry and
drama. Prerequisite: ENG-10300 or consent of instructor.

ENG-21500 Creative Writing(V) 3(3-0)

A study and practice of imaginativewritingin poetry, fiction,and
personal essay. We will be using half the classtimein workshop
format, sharing work among ourselves for group comment and
critique. The other half of class time will be used to discuss
contemporary creative works and essays by writers.

ENG-22200 Introduction to Fiction(V) 3(3-0)

Discussion,analysis, and critical eval uationof selected works by
various authors. Prerequisite: ENG-10300 or consent of in-
structor.

ENG-22300 Introduction to Poetry(V) 3(3-0)

Discussion, analysis,andcritical eval uation of sel ected works by
various poets. Prerequisite: ENG-10300 or consent of instruc-
tor.

ENG-22400 Introduction to Drama(V) 3(3-0)

Discussion, analysis, and critical evaluation of selected works
by various playwrights. Prerequisite: ENG-10300 or consent of
instructor.

ENG-22500 Contemporary Literature(V) 3(3-0)

A study of selected authors of the 20th century. Prerequisite:
ENG-10300 or consent of instructor.

ENG-22600 Introduction to Shakespeare(V) 3(3-0)

A criticalconsideration of Shakespearean dramathrough discus-
sion and analysis of representative comedies,histories,and trag-
edies from his early, middle and late periods. Prerequisite:
ENG-10300 or consent of instructor.

ENG-22700 Introduction to Film(V) 3(3-0)

Film has become one of the most important mediaforms today,
and despite its relative youth as ameans of relaying astory, a

number of fine artist-filmmakers have already existed. The pur-
pose of afilmclassisto examine the techniques directorsusein
order to show us a story. It will also examine how a director
manipulates the mediumto help the audience experience on-
screeneventsandtosway theaudiences'judgementsaboutthose
events. Prerequisite: ENG-10300 or permission of the instruc-
tor.

ENG-22800 Mythology(V) 3(3-0)

A cross-cultural and historical survey of the world's myths. The
classwill also consider such questions as the meaning of myth;
the purposes and functions of myth; theories of howmythsorigi-
nate; and ways that myths have been analyzed and interpreted.

Prerequisite: ENG-10300.
ENG-22900 Creative Writing Seminar (V) 3(3-0)

Thisisaspecifically designed intensive coursein which students
participate in creative writing workshops, literature lectures,
panel di scussionson publishing,editing,various otheraspects of
the writing life, go to readings and participate in questions-and-
answer sessions with established writers.

ENG-23000 American Literaturebefore1865(V)  3(3-0)

A survey of the growth and development of America's literature
fromits beginningsto the Civil War. Representative authors may
include Bradstreet, Franklin, Irving, Cooper, Poe, Hawthorne,
Thoreau, Melville, Whitman, and others. Prerequisite: ENG-
10300 or consent of instructor.

ENG-23100 American Literatureafter 1865(V) 3(3-0)

A survey of the growth and development of America'sliterature
fromthe Civil War to the present day. Representative authors
may include Twain, James, Frost, Eliot, O'Neill, Hemingway,
Faulkner, Welty, Bellow, and others. Prerequisite: ENG-10300
or consent of instructor.

ENG-23200 English Literature(V) 3(3-0)

This course will cover the mgor periods in English literature:
QOld English, Middle English; Sixteenth Century; Seventeenth
Century; Restoration and Eighteenth Century; The Romantic
Period; the Victorian Age; and the Modern Age. This courseis
designedfornon-Englishmajors,relyingon classdiscussionwith
instructor lectures. Prerequisite: ENG-10300 or consent of in-
structor.

ENG-25100 Topicsin Literature(V) 3(3-0)

A study of asignificant literary topic. May cover genres, literary
figures, subjects, or themes. May be repeated for credit if the
topics are different. Prerequisite: ENG-10300 or consent of in-
structor.

ENG-29100 Poetry Workshop(V) 3(0-3)

This course is a workshop oriented class for advanced poetry
writing. Students will be expected to write poemsin avariety of
forms, discuss each other's work intelligently, and read
contemporary poetry. Students are also expected to develop a
manuscript of finished poems and work on Controlled Burn.

ENG-29200 Fiction Workshop(V) 3(0-3)

This courseis a workshop oriented class for advanced fiction
writing. Students will be expected to writethreetofivestoriesin
various voices or work on a novel, discuss each other’s work
intelligently, and read contemporary fiction. Students are also
expected to develop a manuscript of fiction and work on
Controlled Burn.
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GEOGRAPHY

GEO-10000 World Geography(V) 4(4-0)

Descriptionandanalysis of basi c geographic concepts as they re-
late to the major world regions, and the distribution patterns of
various social, economic and cultural activities of man. Pre-
requisite or Corequisite: ENG-10300.

GEOLOGY

GEL-22000 Physical Geology(V) 4(3-2)

A lecture and laboratory course which examines earth materials
and theinternal and external processes acting on them. Among
the topics to be discussed are rocks and minerals, vul canism,
accretion,and theagents of erosion. Laboratory studies include
rock and mineralidentification and interpretation of topographic
maps, geologic maps and aerial photographs.

GEL -22200 Geology of Michigan(V) 3(3-0)
A study ofthegeologic history of Michigan,the present distribu-
tion of geologic materias and features, and how various aspects
of theeconomy of Michiganrelateto the mineral resources of the
state. Prerequisite: GEL-22000 or consent of instructor.

Earth Science Workshop(V) 1-4(Variable)

GEL-22500
A lecture & hands-on activity course in the Earth Sciences.
Teachers will receive materials suitable for use in their class-
rooms.

HISTORY

HI1S10500 History of World Societies
to 1600(F) 3(3-0)

A historical survey of the origins and development of human
communities fromtheir prehistoric origins to the 17th century.
Emphasisisgiven to similarities, differences, and interrelation-
ships among selected societies, cultures, and civilizations. Pre-
requisite or Corequisite: ENG-10300.

HIS-10600 History of World Societies
Since 1600(W) 3(3-0)
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A historical survey of the human community from approximately
1600 tothe present. Emphasisis given to the nature, cause, and
consequences of the current phase of global integration. Pre-
requisiteor Corequisite: ENG-10300.

HI1S-20100  United StatesHistory to 1865(F) 3(3-0)

A survey of the history of the United States from its European
background through the Civil War, with special emphasis on the
colonial period and the Revolution, the rise of thefederal system
of government, the growth of democracy, territorial expansion,
sectionalism and the Civil War. Prerequisite: ENG-10300 and
sophomore standing. Corequisite: ENG-10300.

HIS-20200 United StatesHistory Since 1865(W)  3(3-0)

A continuation of HIS 201. A survey of United States history
from 1865 to the present, starting with the aftermath of the Civil
War, emphasizing industrial growth, social changes and reforms.
20th century political trends, international commitments, and
leadership. Prerequisite:  ENG-10300, HIS20100 recom-
mended but not required. Corequisite: ENG-10300.

HI1S-20300 Michigan History(V) 3(3-0)

A survey of the history of Michigan fromthe coming of thewhite
man. Thehistory of thestateis placedinitsregional and national
setting. Prerequisite or Corequisite: ENG-10300.

H1S-22100  Chinaand Japan to 1800(V) 3(3-0)

An introduction to premodern cultures of East Asiawith special
attentionto the historical devel opment, socioeconomic patterns,
political traditionsand religions, philosophical, literary and artis-
ticaccomplishments of traditional Chinaand Japan.Pr erequisite
or Corequisite: ENG-10300.

HI1S-22200 Chinaand Japan Since 1800(V) 3(3-0)

A continuation of History 221. The courseisan introduction to
the historical development of the two major civilizations, China
and Japan, of modern East Asia. Special emphasiswill be given
to the impact of the West on traditional values, institutions and
patterns of life in these traditional East Asian civilizations and
upon the background of present day trends. Prerequisite or
Corequisite: ENG-10300.

HONORS

HON-10500 Honors—Mastering Excellence: Peak
Performancein College
& Beyond(V) 3(3-0)




This is a team-taught course that explores skills essential to
advance successfully through college, career, and other life
contexts. Such topics as critical thinking, self-exploration,
relating to others, time management, transfer programs, and
career development will be examined. Prerequisite: Admission
to the Honors Program.

HON-18000 Honors—Thelnternet &
College Research(V) 3(3-0)

This course will familiarize students with the growing range of
resources on the Internet forconducti ngresearch and encourage
studentstobecomeindependent onlineresearchers. Studentswill
apply theprincipleslearnedin the course to significant research
projects of their own design with help from selected faculty
members. Prerequisite: ENG-10300 and admission to the
Honors Program.

HON-22500 HonorsProject(V) 1-3(Variable)
A significant project over and above the normal course require-
ments which may be undertaken in any regular Kirtland course.
The project may involve the student in primary or secondary re-
search, writing, internship, service learning opportunities, or
other possible activities. All proposed honors projects must be
approved by the Honors Program committee. Projects may be
from 1-3 credits. Students may earn more than three credits in
honors projects, but no more than three credits may be applied
toward the honors degree. Prerequisites: Admission to the
Honors Program, permission of instructor, and the Honors
Program committee.

HON-25000 HonorsColloquium(W) 3(3-0)

Aninterdisciplinary coursewhich examines asignificant topic or
theme. Through such activities as reading, discussion, research,
writing, and speaking, students will explore this topic from a
variety of academic perspectives. Prerequisite: Admission to
the Honors Program and sophomore standing, or permission of
theinstructor and the Honors Program committee.

LANGUAGE

ESL-10000 English asa Second
Languagel (V) 3(3-0)

This self-instructional course addresses the needs of a foreign
student who is not conversant in English. The course concen-
trates on functional communication. The classinvolvesindepen-
dent listening to audiotapes and intensivelanguagepracticewith
a native-speaking tutor three hours a week. This course can be
used to satisfy the humanities requirement.

ESL-10100 English asa Second
Languagell (V) 3(3-0)

This courseisacontinuation of ESL-10000. Prerequisite: ESL-

or permission of the Self Instructional Language Program (SILP)
coordinator.

ESL-20100 English asa Second

Languagelll(V) 3(3-0)
This courseisacontinuation of ESL-10100. Prerequisite: ES.-
10100 or permission of the SILP coordinator.
ESL-20200 English asa Second

LanguagelV (V) 3(3-0)
This course isa continuation of ESL-20100. Prerequisite: ES_-
20100 or permission of the SILP coordinator.
FRE-10000 French (V) 3(3-0)

This self-instructional courseaddressestheneedsofabeginning
student in French. The course concentrates on functional com-
munication. The classinvolvesindependent listening to audio-
tapesandintensivel anguagepracti cewithanative-speakingtutor
three hours a week. This course can be used to satisfy the
humanities requirement.

FRE-10100  FrenchI1(V) 3(3-0)

This courseis acontinuation of FRE-10000. Prerequisite: FRE-
10000 or permission of the Self Instructional Language Program
(SILP) coordinator.

FRE-20100  French111(V) 3(3-0)

This course is acontinuation of FRE-10100. Prerequisite: FRE-
10100 or permission of the SILP coordinator.

FRE-20200 FrenchIV(V) 3(3-0)
This courseis a continuation of FRE-20100. Prerequisite: FRE-
20100 or permission of the SILP coordinator.

GER-10100 German (V) 3(3-0)

This self-instructional courseaddresses theneedsof abeginning
student in German. The courseconcentrates on functional com-
munication. The classinvolves independent listening to audio-
tapesandintensivelanguagepracticewithanative-speakingtutor
three hours a week. This course can be used to satisfy the
humanities requirement.

GER-10200 German I1(V) 3(3-0)

This course is a continuation of GER-10100. Prerequisite:
GER-10100 or permission of the Sdf Instructional Language
Program (SILP) coordinator.

GER-20100 German I11(V) 3(3-0)

This course is a continuation of GER-10200. Prerequisite:
GER-10200 or permission of the SILP coordinator.

GER-20200 German IV (V) 3(3-0)

This course is a continuation of GER-20100. Prerequisite:
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GER-20100 or permission of the SILP coordinator.

PL H-10000 Polish I (V) 3(3-0)
This self-instructional courseaddresses the needs of abeginning
student in Polish. The course concentrates on functional com-
munication. The classinvolvesindependent listening to audio-
tapesandintensivelanguagepracti cewithanative-speakingtutor
three hours a week. This course can be used to satisfy the
humanities requirement.

PL H-10100 Polish 11(V) 3(3-0)
This course is a continuation of PLH-10000. Prerequisite:
PLH-10000 or permission of the Self Instructional Language
Program (SILP) coordinator.

PL H-20100 Palish 11(V) 3(3-0)
This course is a continuation of PLH-10100. Prerequisite:
PLH- 10100 or permission of the SILP coordinator.

PL H-20200 Polish 1V (V) 3(3-0)
This course is a continuation of PLH-20100. Prerequisite:
PLH- 20100 or permission of the SILP coordinator.

RUS-10100 Russian I (V) 3(3-0)
This self-instructional courseaddresses the needs of abeginning
student in Russian. The course concentrates on functional com-
munication. The classinvolvesindependent listening to audio-
tapesandintensivel anguagepracti cewithanative-speakingtutor
three hours a week. This course can be used to satisfy the
humanities requirement.

RUS 10200 Russian I1(V) 3(3-0)
This course is a continuation of RUS-10100. Prerequisite:
RUS-10100 or permission of the Self Instructional Language
Program (SILP) coordinator.

RUS-20100 Russian I11(V) 3(3-0)
This course is a continuation of RUS-10200. Prerequisite:
RUS-10200 or permission of the SILP coordinator.

RUS-20200 Russian IV (V) 3(3-0)
This course is a continuation of RUS-20100. Prerequisite:
RUS-20100 or permission of the SILP coordinator.

SGN-10000 American Sign Language | (FW) 3(0-4)

Beginning level ofthe nativelanguage of the deaf. Students will
developreceptiveand expressiveskills infingerspelling,vocabu-
lary and short sentences. Objectives met through use of drills,
videos and occasional deaf guests. No prerequisites, but prior
knowledge of ASL helpful.
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SGN-10100 American Sign Language I 1(FW) 3(0-4)

This courseis acontinuation of American Sign Language |. Pre-
requisite: SGN-10000 or permission of instructor.

SGN-10200  Fingerspelling(V) 2(0-2)

Students will learn the useof hand shapes to represent | etters of
the alphabet used in American Sign L anguage. Coursewill focus
on reading "words" and not |etters.

SPA-10100  Spanish I (F) 4(4-0)

Study of the basic structure of the language, with emphasis on
practical communication, oral and written. Class work features
small and large group conversation and an introduction to His-
panic cultures. Two hours weekly pronunciation and listening
practice via cassette tapes, available at the Library, will be re-
quired in addition to regular classwork.

SPA-10200  Spanish I1(W) 4(4-0)
A continuation of Spanish I. Prerequisite: SPA-10100 or
consent of instructor.

SPA-20100  Spanish I11(V) 4(4-0)
A continuation of SPA-10200. Prerequisite: SPA-10200 or
consent of instructor.

SPA-20200 Spanish IV (V) 4(4-0)

A continuation of Spanish Il1. Prerequisite: SPA-20100 orcon-
sent of instructor.

SPN-10100  Spanish I(V) 3(3-0)

This self-instructional courseaddresses the needs of abeginning
student in Spanish. The course concentrates on functional com-
munication. The class involves independent listening to audio-
tapesandintensivelanguagepracti cewithanative-speakingtutor
three hours a week. This course can be used to satisfy the
humanities requirement.

SPN-10200  Spanish I1(V) 3(3-0)

This course isacontinuation of SPN 10100. Prerequisite: SPN-
10100 or permission of the Self Instructional Language Program
(SILP) coordinator.

SPN-20100  Spanish I11(V) 3(3-0)

This courseis acontinuation of SPN-10200. Prerequisite: SPN-
10200 or permission of the Self Instructional Language Program
(SILP) coordinator.

SPN-20200  Spanish [V(V) 3(3-0)

This courseis a continuation of SPN-20100. Prerequisite: SPN-
20100 or permission of the SILP coordinator.
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MASSAGE THERAPY

MAS-10000 Introduction to Massage
Therapy (V) 1(1-0)

This introductory course provides the student withabasic over-
view of massage therapy. Through lecture, discussion, demon-
stration,and hands on practice, the student will learn the benefits
of massage, basic massage strokes, contraindications, and an
overview of different bodywork systems. Time will also be
devoted to the history and trends in massage therapy.

MAS-10100 Swedish M assage (V) 3(3-3)
This coursewillintroducethestudentto Swedish Massage. Upon
compl etion of the course, the student will be able to demonstrate
effective Swedish Massage techniques applied to the head and
neck, arms, legs, abdomen, and back. Prerequisite: MAS-10000
and PER-10302.

Introduction to Clinic

Operations (V) 1(1-0)

MAS-10200

This course will prepare the student to practice in the KCC
Clinic. Upon completion of the course, students will understand
the physical, financial, health, and business requirements of
clinic operation. Prerequisite: MAS-12000.

MAS-12200 Clinicl (V) 2(0-2)
This laboratory experience enables the student to practice
Swedish and structural based techniques in asupervisedsetting.
Prerequisite: MAS-10200.

MAS-12300 Structural Based Bodywork 1(V) 1(1-0)

This course will introduce the massage therapist to one of the
most popular and versatile techniques—on-site, or chair,
massage. Topics will include benefits of thistype of massage;
common conditions; special equipment and the adjustment of
equipment; techniques; managing the on-site environment; and
business development. This course is recommended to
professional massage therapists and individuals who have
completed at least 100 hours of training.

MAS-12400 Structural Based Bodywork 11(V) 2(2-0)
This course will introduce students to the specialty of

sports/performance massage. Topics will include benefits of
sports massage; basic applications; specific techniques; and

common conditionsandinjuries. This courseis recommended to
professional massage therapists and individuals who have
completed at least 100 hours of training.

MAS-12500 Structural Based Bodywork 111(V) 1(1-0)

Participants will learn patterns of body movement that promote
grace and ease of movement as well as the reduction of body
stress.

MAS-12600 Energy Based Bodywork 1 (V) 2(1-1)

This course introduces the student to energy based bodywork
techniques and their applications. Students will have an
opportunity to explore systems such as reflexology, shiatsu,
acupressure, therapeutic touch, and healing touch.

MAS-12700 Energy Based Bodywork 11(V) 2(1-1)

This course further develops the student skill in using and
integrating energy based systems. In addition to classroom
lecture,demonstration,and practice, thestudents will be assigned
aclient for a case study.

MAS-13001 Topicsin Massage Therapy | (V) 1(1-0)

This course explores issues related to practicing massage with
special populations (seniors,infants, survivors of abuse). Topics
will include appropriate techniques, common conditions,
contrai ndications, marketing, and professional development.

MAS-13002 Topicsin Massage Therapy 11(V) 1(1-0)

This courseexaminestheissues of operating amassage practice.
Topicswill includebusiness, legal, ethic,andhealthi ssues. Upon
a through review of each of these, the student will develop a
personal and professional development plan.

MAS-13003 Topicsin Massage Therapy I11(V) 1(1-0)
This course will familiarize the student with modalitiesthat can
be integrated into the massage treatment. Studentswill explore
theuseof aromatherapy, hot and cold treatments, hydrotherapy
and others.

MAS-13100 Clinicll (V) 2(0-2)
Thisadvanced laboratory experienceprovidesanopportunityfor
the student to practice Swedish, structural, and energy based
massagetechniques in asupervised environment.. Prerequisite:
MAS-12200.

MAS-13200 Internship (V) 1.5(0-1.5)

This courseenables the student to gain aworking knowledge by
practicing withan approved prof essional in the community. Prac-
ticesitesmayincludehospital s,resorts, privateclinics,and sport-
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ing events. Prerequisite: MAS-13100.

Directed Study - Massage
Therapy | (V) 2(2-0)

This course enables the student to focuson their individual area
ofinterest. Specialized areas of study and methods of study must
be approved by the instructor. Prerequisite: MAS-12000.

MAS-27500

Directed Study - Massage
Therapy I (V) 2(2-0)

This courseenabl es the student to continuetofocusontheirindi-
vidual interests. Specialized areas of study and methods of study
must be approved by theinstructor. Prerequisites: MAS-12000
& 12100.

MAS-27501

MANUFACTURING
PROCESSES TECHNOLOGY

MPT-10000 Metal Machining I (FV) 4(2-4)

Modern metal making techniques involving theory and practice
in the application of machinetool principles.

MPT-10100 Metal Machining 11(W) 4(2-4)

Advanced theory and practicesintheapplication of machinetool
metal working processes and procedures. Special problems in-
volvingadvancedsetupsandtooling. Introductionto C.N.C.and
E.D.M. aswdll. Prerequisite: MPT-10000.

MPT-10900 Metrology I (F) 3(2-1)

Fundamentals of dimensional metrology. Includes systems of
measurements, vernier and micrometer instruments, standards,
gauge blocks and pneumatic measuring devices. Emphasis on
achievement of accuracy through proper care and use of instru-
ments and knowledge of industrial quality control and S.P.C.
overview. Hands-on training on C.M.M. also covered.

MPT-20200 Metallurgy(W) 3(2-1)

Fundamental physical properties of metals and their effects upon
industrialuses.Includesbasic strengthsof metal s,heat treatment,
and forming metals and alloys.

MPT-20300 Metal Machining 111 (F) 4(2-4)

Emphasiswill be on the intricate programming methods used in
the aerospace industry and tool and die manufacturing. Geo-
metric development procedures utilizing C.A.D., C.A.M., and
C.N.C. Thetechnique and methods used in electrical discharge
and C.N.C. control machining will be learned while operating
modern equipment of that design.

MPT-20800 Meétal Machining IV(W) 4(2-4)
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A coursedesignedto go beyond the basic stepslearnedin Metal
Machining I-111. It will provide the student a chance to solve
problems in advance machining techniques, and will give
students more C.A.D./C.A.M., C.N.C.time. Prerequisite: MPT-
20300.

Under standing and Application of 3(2-1)
M achinist Handbook (F)

MPT-21000

Use of Machinist's Handbook and the pocket calculator in the
solution of manufacturing and design problems. Prerequisite:
CAD-10500, MPT-10100, MPT-10000 or consent of instructor.

MPT-21200 Statistical Process Control(W,V) 4(4-2)
An introduction to the variety of uses of SPC., T.Q.M., AND
1SO-9000. Students will develop an understanding of the prin-
ciples of SPC. and the ahility to use SPC. through study
materials, demonstrations, preparation of control charts, team
assignments and problem-solving exercises. Prerequisite: DEV-
07300 or equivalent.

M PT-27500 Directed Study in Manufacturing

Pr ocesses Technology(V) 1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. To enroll in this course, the student must have
the recommendation of an advisor. All proposals designed for
purposes of directed study are subject to review by the
Curriculum-Instruction Committee.

MARKETING AND
RETAILING

MKT-10100 Principlesof Retailing(F) 3(3-0)

This courseemphasizes the theory of retailingand its application
to business problems. The course covers retail structure, con-
sumeranalysis, store operation (organization, management, and
control), personnel, merchandising and sales promotion.

MKT-11000 Principlesof Selling(W) 3(3-0)

Principles and techni ques employedby successf ul sal esmen with
emphasis on how to sell rather than how to manage.

MKT-18101 Desktop Publishing-PageM aker (V) 3(3-0)

This course introduces the basics of desktop publishing. Topics
covered inthis courseare fundamentals of layout and design, the
identification,and reasonsfor specific typesel ection,equipment,
printing,and other related publishing requirements. In consider-
ing thiscourse, it is desirableto have sills in word processing
and keyboarding. Also this course will require additional time
outsidethe classroomto prepare and completeassignments. Pr e-
requisite; SEC-18112 or CIS-10500 or permission of instructor.



MKT-20000 Principlesof Marketing(F) 3(3-0)

M anagerial approach to marketing process. Marketing and busi-
ness management, role of the consumer, marketing structure,
merchandising, support functions, and product flow. Pre-
requisite: sophomore standing.

MKT-20400 Advertising(V) 3(3-0)

Social value of advertising anditsrolein marketing. Analysis of
behavioral scientists' findingsin regard to customer appeals and
motivations,window display techniques, principl esof advertising
copy and layout.

MKT-21000 Market Research(V) 3(3-0)

This courseis designed to introduce the student to the problem-
oriented nature of marketing research. Emphasis is givento how
marketing research activities are actually implemented by
professional marketing researchers. Students will be encouraged
to involve themselves in a research project. Prerequisite:
sophomore status or permission of advisor.

MATHEMATICS
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MTH-10100 Finite MathEmatics3 FW) 4(3-1)

LLH-22202

This course will cover fundamental algebraic operations and
geometric concepts with some numerical and data analysis.
Laboratory activities explorations and applications of these
concepts will be conducted using graphing calculators/com-

puters. A scientific or graphing calculator is required.
Prerequisites DEV-07300 or permission of mathematics
department.

Mathematicsfor Elementary
Teacher s(W) 4(4-0)

MTH-11600

This courseis designed for prospectiveelementary teachers and
for non-mathematics majors in the liberal arts curriculum. The
coursecovers themodern concepts of mathematics taught in the
K-8th grades. It places emphasis on set theory, problem-solving,
numeration systems, operations on whole numbers and rational
numbers,percentages, proportionsandratios,measurement,geo-
metry, statistics, probability, and exercises using manipulatives.
A scientific calculator isrequired. Prerequisite: DEV-07300 or
one year of high school algebra. Corequisite: ENG-10300.

MTH-12000 Intermediate Algebra(S,FW) 4(4-0)

This courseincludes the study of the properties of real numbers,
basic concepts of agebraic operations, solving and graphing
linear and nonlinear functions, systems of equations, quadratic
functions, factoring, rational expressions, and basic interpreta-
tions of tables and graphs of data. A scientific or graphing
calculator is required. Prerequisite: One year of high school
algebra, or permission of mathematics department.

Coallege Algebrawith
Trigonometry(S,FW) 4(4-0)

This course includes the study of trigonometry, vectors,
exponents, radicals, complex numbers, exponential functions,
logarithmic functions, systems of equations, determinants and
matrices. A scientific or graphing calculator is required.
Prerequiste:  MTH-12000 or permission of mathematics
department.

MTH-12100

Honors College Algebrawith
Trigonometry(V) 4(4-0)

MTH-12199

Thisis adesignatedhonorscourse. Courseswiththis designation
are designed for the more highly qualified student and include
more challenging course work and classroom participation.

This courseincludes the study of slopeof astraight line, factor-
ing, agebraic fractions, quadratic equations, linear and com-
pound inequalities, vectors, radians, graphs of trigonometric
functions, trigonometric identities, exponents, radicals, loga-
rithmic functions, and exponential functions. A scientific or
graphing calculator isrequired. Prerequisite: MTH-12000 and
acceptance to the Honors Program, or permission from the
instructor.

MTH-18001 Precalculus(F,W) 4(4-0)

This courseincludesthestudy of functions,algebraic operations,
trigonometry, logarithmic and exponential functions, conics,
parametric equations, polar equations, combinations,
permutations, sequences and series,and mathematical induction.
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A graphing calculator is required. Contact the mathematics
department for information on calculator type. Prerequisite:
MTH-12100 or permission of mathematics department.

MTH-20500 Introduction to Statistics(S,FW) 3(3-0)
This isanintroductory course in statistics for any field in which
thecollection,analysis, interpretationand presentati onof numer-
ical data are important. Topics include organization of data,
types of distributions (binomial, normal, student t, chi-square),
sampling,testingof hypotheses,confidenceintervals, correlation,
regression, and ANOVA. A calculator is required.
Prerequisite: MTH-12000 or permission of mathematics
department.

MTH-22002 Calculusl(W) 4(4-0)
Thisisthefirst of athree semester sequential coursein analytic
geometry and calculus. Topics include functions, limits,
continuity, derivatives, integrals, and their applications.. A
graphing calculator is required. Prerequisite;: MTH-18001 or
permission of mathematics department.

MTH-22102 CalculuslI(F) 4(4-0)
This course is a continuation of MTH-22002. Topics include
applicationsofintegration,techniquesof integration, L’ Hopita’s
Rule, improper integrals, infinite series, conic section, plane
curves, parametric equations, and polar coordinates. A graphing
calculator isrequired. Prerequisite: MTH- 22002 or permission
of mathematics department.

MTH.2200p CACuUlUSIIT(W) 4(4-0)

This courseis a continuation of MTH-22102. Topics include:
vector-valued functions, functions of several variables, multiple
integration, and vector analysis. A graphing calculator is
required. Prerequisite: MTH-22102 or permission of
mathematics department.

MEDICAL OFFICE
ASSISTANT

MOA-10102 Medical Ethicsand Law(SFEW) 1(1-0)
(Replaces MOA-101)

Anintroductiontothemedical assistant's rolein ethicaland legal
responsihilitiesin a physician's office.
MOA-10500 Introduction to Health Information

Systems(F) 3(1-2)

A study of themedical record including definition, content, for-
mat and purpose. Storage and retrieval methodswill beincluded.
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Emphasis will be placed on the interaction of health care profes-
sional's contributing to and utilizing the medical record. Labora-
tory component deals with analysis of the patient record and
maintenance of the master patient index.

MOA-11000 Medical Terminology(S,FW) 3(1-2)

Thisclassis an intensive study in theword building system for
medical terms. It coversword roots, combining forms, prefixes,
suffixes, and medical word building and decoding. Emphasis is
placed on the correct spelling of terms as well as definition and
usage according to medical specialties. In addition, this course
canbeutilizedby students involved inthedental, nursing, veteri-
nary, anthropological, or alied health fields.

MOA-11500 Medical Insurance Coding &
Billing(W) 3(1-2)

Thisclasswill cover astudy and practical application of coding
of medical diagnoses and procedures using |CD-9-CM and CPT
coding manuals. Medical billing claimformprocessing would be
taught to coverall thevariousforms of insurance such as BCBS,
HMO, Workmen's Comp. Disability, Champus, Medicare, and
Medicaid. Prerequisites:  SEC-11400, ENG-10300, MOA-
11000.

MOA-12101 Medical Transcription (W) 3(1-2)

Basic machine transcription of medical dictation including cor-
respondence and reports emphasizing development of profi-
ciency in machine operation, English usage, spelling, punc-
tuation,and format of typewritten material. Prerequisites: SEC-
11400, MOA-11000 with agrade of C or better, ENG-10300.

MOA-12200 Basic Phar macology(W) 3(3-0)

This study of pharmacology focuses oncommonly used drugs,
instructions on reading prescriptions, translating directions for
patients, and safe administration of medications.

MOA-12300 Medical Grammar and
L anguage Usage(W) 3(1-2)

The course will explore the types of formsand content utilized
and required in medical transcription. Guidelines will be intro-
duced for style, grammar, and specific medical transcription
mechanics such as editing, spelling, and formatting of medical
reports. Prerequisites: SEC-11400, ENG-10300, MOA-11000.

MOA-12500 Medical Office Procedures(W) 3(1-2)

This course is a simulation of computerized medical office
management,includingscheduling of appointments, mai ntenance
of patient records, patient billing, electronic clams submission
for medical insurance billing, collection processes, daysheet
management,|ledger analysis, aging of accounts, and production
analysis such as end-of-month and end-of -year reports. Prereg-
uisites: SEC-11400, ENG-10300, CIS-10500, MOA-11000.

MOA-20501 Medical Keyboarding(F) 3(1-2)



This courseis aconcentrated application of processing medical
documents typically used in amedical office setting. Emphasis
is placed on speed building through the use of speed building
exercises and applications. Prerequisites. SEC-11400, SEC-
18112, MOA-11000.

MOA-22100 Medical Transcription I1(F) 3(1-2)

This coursewill expand the transcription skills of thestudent by
theuse of dictation in the specialty areas of medicineand will in-
clude dictation by heavily accented English-speaking people.
The student will further develop their skill in efficient usage of
reference materials. Prerequisite: MOA-11200, MOA-12101,
ENG-10300.

M OA-24100 Medical Transcription 111(W) 3(1-2)
This machine transcription course will require the student to
develop an employable production speed while transcribing a
variety of medical documents dealing with the specialty areas of
medicine and advanced terminology. Dictation by persons with
foreign accents will be incorporated into this class. Pre-
requisites: SEC-21400, SEC-18100, ENG-10300, BIO-10700,
MOA-11000, MOA-12101, MOA-12200, MOA-20501, MOA.-
22000.

Directed Study in Medical
Office Assistant(V)

M OA-27500
1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. To enroll in this course, the student must have
the recommendation of an advisor. All proposals designed for
purposes of directed study must be approved by the dean of
instruction and are subject to review by the curricu-
lum-instruction committee.

MUSIC

MUS-10100 Music History and Appreciation(W) 3(3-0)

A guidetolistening,with emphasis on understanding and experi-
encing thefundamentals of music toincreasethe enjoyment and
knowledge of music, and to cultivate the art of intelligent and
perceptive listening. Prerequisite or Corequisite: ENG
10300.

MUS-10400 Piano(S,FW) 3(1.5-1.5)

This courseis designedforgroupinstructionon electronic piano.
It will devel op proficiency in piano playing to students who have
had no experience at the keyboard. Other musical experience
such as MUS-10100 is helpful but not essential.

MUS-10500 Piano |1(SFW) 3(1.5-1.5)

Continuation of Piano . Prerequisite: MUS-10400 or consent
of instructor.

Piano 11(SFW) 3(1.5-1.5)

MUS-10600

Continuation of Piano 1. Prerequisite: MUS-10500 or consent
of instructor.

Piano IV(SFW) 3(1.5-1.5)

MUS-10700

Continuation of Piano I11. Prerequisite: MUS-10600 or consent
of instructor.

Contemporary Guitar StylesI(S,FW)  2(1-1)
(Replaces MUS-108)

MUS-10802
Beginning class to strum basic chords, accompany singing and
simple picking isincluded.

Contemporary Guitar Stylesll(SFEW)  2(1-1)
(Replaces MUS-109, and Folk Guitar I1)

MUS-10901

Continuation of Folk Guitar |, with more advance chord progres-
sion and picking. Prerequisite: MUS-10802 or consent of in-
structor.

MUS-11000 Instrumental Ensemble | (F) 3(3-0)

This coursedevel ops general musicianship andprovidestraining
ininstrumental ensemble playing. Participation in rehearsals for
performances presented on campusis required.

MUS11500 Beginning Voice(W) 3(3-0)
Student will work on developing their singing voice in solo and
group settings. Attention will be paid to blending as part of a
choir and to stepping out fromthe chorus and taking the solo
line. Required of all student seeking a concentration in Acting.

MUS-12300 Jazz Higtory and Appreciation(F) 3(3-0)
An in-depth study of America'sonly origina art form through a
historical and social perspective beginning with Blues and in-
cluding Dixieland, Swing, BeBop, and Modern Jzz. Prer-
equisite or Corequisite: ENG-10300.

MUS-12700 Mikenauk Collegiate Chorale(W) 2(0-3)
Thecoursedevel opsgeneral musicianship and provides training
in choral singing. Participating in rehearsals for performances
presented on campus and in the communities is required. The
course may be repeated for credit toward fulfillment of the
humanities or genera elective requirements to a maximum of
four credit hours.

NATURAL SCIENCE
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NSE-10000  Science Discovery(F) 4(3-2)

The emphasis of this courseis on reducing science anxiety and
improving skills necessary for success in science courses.
Specificmethodsto identify and reduce science anxiety associ at-
ed with science topics will be presented. Important science
reasoning skills will be developed, including: observation,
experimental techniques, critical thinking and communication
techniques. Students will gain experience designed to improve
their competency in these areas. This course is not intended to
serve as substitute for science requirements, but may satisfy a
general elective requirement.

NURSING

Foundations of Nursing(F) 5(5-0)

NUR-10500

A coursedesigned tointroducethebeginning nursing student to
the philosophy and objectives of practical nursing; to assist the
student in identification of self as an individual, as amember of
the community, and as amember of the health team; tointroduce
the scientific principles and skills concerned with basic nursing
practice; emphasis on areas of nursing skillsin respect to safety,
prevention of illness, and maintenance of healthin regard to the
individual as aperson, asafamily member, and as a community
member. The student is introduced to basic communication
skills, to basic mental health and nutritional concepts,andto the
regulations which govern the distribution of health care. Pre-
requisites: AdmissionintothePractical Nursing Program (Level

).

NUR-10600 Nursing SkillsLab(S,FW) 2(0-4)
A nursinglaboratory coursedesignedtoenablethestudent to up-
date and review basic nursing skills. The modular approach
alows for individualized self paced instruction. Prerequisite:
Eligibility for course determined by nursing faculty.

Nursing Clinical I (F) 6(0-0-18)

NUR-10800
A coursewhich consists of guided learning clinical experiencein
selected health care facilities. Emphasis is placed on the prin-
ciplesandactivitiesconcernedwithbasic nursingtechniques that
are common to the hospitalized client. Prerequisites: Admis-
sionsinto the Practical Nursing Program (Level 1). Corequisite:
NUR-10500.

NUR-12200 Phar macology(W) 3(3-0)
A course designed to introducethe student to basic concepts of
drug therapy, principles and methods of drug administrationand
relatednursingactivitiesandresponsibilities. Thecourseisbased
onthepharmaco/physiol ogical concept.Continual associationto
medical-surgical and physiology principles serves as the
foundation of the course. Supervised practice in safely admin-
istering oral/rectal medicationsand hypodermic injectionswill be
integrated into Nursing Clinical Il. Prerequisites: Admission
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into the Practical Nursing Program, BIO-21200.

Nursing Clinical 11(W) 7(0-0-21)

NUR-12300
A coursedesignedtointroducethe student to basic concepts of
drug therapy, principles and methods of drug administrationand
relatednursingactivitiesandresponsibilities. Thecourseisbased
onthe pharmaco/physiol ogical concept.Continual associationto
medical-surgical and physiology principles serves as the
foundation of the course. Prerequisites: NUR-10500, NUR-
10800, BIO-21200. Corequisites NUR-12200, NUR-12500,
NUR-12600.

NUR-12500 Careof the Adult(W) 4(4-0)
This course is designed to introduce the student to types of,
causes of, and reaction of thebody to adiseasecondition using
thenursing process. Emphasis is placed ontheindividual client's
nursing needs, with preventive aspects, medical and surgical
therapy (including diet and drugs), rehabilitative aspects, and
community healthintegrated throughoutthe course. This course
presumes abasic understanding of normal physiol ogy, anatomy,
nutrition, and nursing foundations. Prerequisites. NUR-10500,
NUR-10800, BIO-21200..

NUR-12600 Pediatric Nursing(W) 2(2-0)
This courseis designed to introducethe student to the concepts
of pediatric nursing care. The course will include the health con-
cerns confronting the hospitalized infant, child, and adol escent
and their families, caretakers, and the community. This course
presumes a basic understanding of normal physiology and
anatomy . Basic concepts and principles of growthand devel op-
ment from one month of age through adol escence will be inte-
grated throughout. Nutritional needs of the individual pediatric
client and variations of diet therapy will also be included. Pre-
requisites: NUR-10500, NUR-10800, BIO-21200.

NUR-12700 Maternal Nursing(F) 2(2-0)
A course designed to aid the student in applying the nursing
process to the needs of maternity families is the focus of this
course. Nursing intervention in assisting theclient and family to
promote maximumholistic healththrough continuousadaptation,
growth and developmentintheir responses to pregnancy, birth,
and the puerperium period is discussed. Emphasisis placed on
the nurse's role of nurturing and facilitating the family in
building, mobilizing and using their resourcesin health promo-
tion, health maintenance and managing complications of preg-
nancy andchildbirth. This coursepresumesabasi cunderstanding
of normal physiology. Prerequisites. BIO-21200, orthe consent
of the director of health occupations. Corequisite: NUR-10500,
NUR-10800.

NUR-13300 Senior Nursing(S) 1(1-0)

A coursedesignedtoemphasizetheresponsibilitiesand concerns
associated with a graduate practice nurse. The coursewill focus
on employment opportunities, continuing educational/profes-



sional responsibilities, current issues in nursing, and role
transition.Prer equisites: Successful completion of semesterone
and semester two in the practical nursing program, ENG- 10300,
PSY-10100.

Nursing Clinical 111(S) 4(0-0-12)

NUR-13400
A coursewhich consists of guided learning clinical experiencein
selected health care facilities. Continued emphasis is placed on
meeting the biopsychosocial devel opmental needs of the client.
Continued technical growth of previously demonstrated nursing
techniquesis expected. Role transition fromstudent to graduate
status is fostered. Prerequisites: Successful completion of
semester one and semester two in the practical nursing program,
ENG-10300, PSY-10100. Cor equisite: NUR-13300.

NUR-15000 Basic Concepts of Pharmacology(W)  3(3-0)
This courseis designed to introduce the student to pharmaco-
logical concepts and techniques that are essential for theLPNin
carrying out medications responsibilities. Prerequisite: Licen-
sureas LPN.

NUR-21100 Nursing Transition I(S,V) 1(1-0)
Anintroductory coursedesigned to explore and broadenthepro-
fessional registered nurse's knowledge base and mode of think-
ing. The various levels of professional nursing preparation are
defined, including the expanded role of the practitioner, and
historical origins of nursing. Current health care and nursing
i ssues will bediscussedas: legal and ethical professional respon-
sibilities, roles of nursing accrediting agencies, and major nurs-
ing professional organizations. Prerequisites: Admissiontothe
associate degreenursing program or certificate in practical nurs-
ing.
NUR-21200 Nursing Transition 11 (SEW) 2(1-2)
A lecture/laboratory coursedesigned to explorethe nursing pro-
cessin depth as afoundation for professional nursing practice.
M ethodsforeliciting a sound health history and techniques for
physical assessment will be introduced and demonstrated as a
means of providing essential information for care planning. Co-
requisite or Prerequisites: BIO-21500, Certificate in Practical
Nursing.

Nursing Care of the Adult,
Advanced(SEW)

NUR-22100
8(3-0-15)

A coursedesignedto aid thestudentinusingthenursingprocess
ingiving care to adults who are acutely ill or have multiple health
problems is the focus of this lecture/clinical course. Nursing
intervention in assisting the client and family in their holistic
adaptiveresponsestoillnessand stressisdiscussed. Emphasisis
placed on the nurse's roleindi seaseprevention,healthpromotion
and maintenance, and teaching. Information is designed to build
uponthetheory learnedin all other prerequisite courses and will
enable the student to apply previously learned knowledge and

skills. Application of adult care conceptswill occur in selected
hospitalandcommunity sites.Prerequisites: Admissionintothe
associate degree nursing program. Corequisites: BIO-21500,
NUR-21100, NUR-21200, BIO-21000, or consent of the division
chair, department of health occupations.

NUR-23100 Family Centered Pediatrics(SFW)  4(2-0-6)
A coursedesigned to aid the student in applying the nursingpro-
cess to the needs of pediatric families is the focus of this lec-
ture/clinical course. Nursing intervention in assisting the client
and family to promote maximum holistic health through contin-
uous adaptation, growth and developmentintheir responses to
illnessand stressis discussed. Emphasis is placed on thenurse's
role of nurturing and facilitating the child and family in building,
mobilizing and using their resources in health promotion, health
maintenance and managing illness. This course presumes the
student has previously attained a basic level of knowledge in
pediatric nursing and is designed to build upon that knowledge
base. Application of family-centered pediatrics nursing care will
occurinsel ected hospital and community settings. Prer equisites:
Admission to the associate degree nursing program. Corequi-
sites: NUR-21100, BIO-21000, BIO- 21500, or the consent of
the division chair, department of health occupations.

Community Mental Health
Nursing(S,FW) 6(3-0-9)

NUR-24000

A coursedesignedto build upon Level | knowledge, and devel op
knowledgeand kills in providing basic psychiatric nursing care
to selectedindividuals in the hospital or community who demon-
strate common patterns of maladaptive behavior appropriate to
Level Il curriculum. The central focus of the course considers
utilization of oneself in a therapeutic manner that meets the
client's psychological needs. Hospital and community clinical
experiences are utilized in providing the student with a one-to-
oneinterpersonalrel ati onship, throughwhichthenursing process
is applied and analyzed. The student will have experience with
current methodsof prevention, maintenance, and treatment. Pr e-
requisites. Admission to the associate degree nursing program.
Corequisites:  NUR-21100, BIO-21000, NUR-21200, BIO-
21500.

Nursing Care of Groups(S) 4(1.5-0-7.5)

NUR-25100
A course designed to assist the transition of the nurse to the
graduate nurse. Nursing behaviors, attitudes, and participation
appropriate for clinical leadership,including: continuing educa-
tion,community service, professional organi zations,and provide
direct supervised nursing care to groupsof clients with multiple
and/or complex nursing care needs. Prerequisites: Successful
completion of NUR-22100, NUR-23100, NUR-24000, or con-
sent of the division chair, department of health occupations.

NUR-25500 Nursing Seminar (V) (All Lab)  1-3(Variable)

A course designed to assist the student in meeting the require-
ments for graduation or reentry when a deficiency in clinical
hours or clinical experience exists. Eligibility for this course will
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be determined by the nursing faculty or program director. Pre-
requisite: Eligibility for this course shall be at the discretion of
the division chair, department of health occupations.

PHIL OSOPHY

PHL-20100 Introduction to Philosophy(V) 3(3-0)

A study of major historical and contemporary schools ofthought
and movements in man's search for truth. Prerequisite: ENG-
10300 or permission of instructor.

PHL-21000 Introduction to Ethics. Historical and
Applied Approach(W) 3(3-0)

This course will explore a variety of philosophical debates and
rationales for acting ethically. The first half of the course will
look at actual philosophical texts and explore the why and how
we might come to certain decisionsregarding courses of action.
The second half of the classwill look at the applied useof ethics
in late twentieth century America—why are certain laws on the
books; how should we (or perhaps can we)liveafulfillinglife as
anindividual and as amemberof a society; what doesit mean to
livea“good” life; isit possibleto liveethically without religion;
how do we make certain choices as individuals,as a community,
and as a state.

PHOTOGRAPHY

PHO-10000 Introduction to Photography(V) 3(3-4)

An introductory coursein black and white photography. This
course will cover basic camera techniques as well as darkroom
procedures. No previous photography experience is necessary.
Students must provide their own adjustable 35-mm camera. If
interested in humanities elective see ART-11500 or 21500. This
isnot a humanities elective.

PHYSICAL EDUCATION AND
RECREATION

PER-10301 Conditioning Activities-Aikido(V) 1(0-3)

Aikido is amodern combination of ancient samurai fighting tech-
niques, as wdl as a philosophy of peace, harmony, and self-
improvement. Often called the"nonviolent martial art,” Aikido's
purpose is to develop calmness, mental focus, physical health,
and harmonious social relationshipsin addition to self-defense
techniques. Classes include stretching exercises, learning safe
falls, pins, and throwing techniques. BecauseAikidodependson
balance, precision, and timing ratherthan speed and strength, it
can be learned and practiced by people of all agesin acoopera-
tive, noncompetitivesetting of Japaneseformality and discipline.
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PER-10302 Conditioning Activities-Blueprint for
aHealthy Back(V) .5(0-1)

This one day condensed class is designed to instruct the lay
person in care and prevention forahealthy back. Topicsinclude
structural andfunctional overviewofthespineand muscles, body
mechanics for posture and lifting, methods for evaluating
strength and mobility, exercises,and basic care techniques when
painispresent.

PER-10303 Conditioning Activities-

Water Walking(V) 1(0-2.25)

If compared to walking on land, waterwalking burns three times
the calories. A variety of stepsand types of walking are offered
to increase the enjoyment and efficiency of the workout. No
swimming skills are required.

PER-10304 Conditioning Activities-

Aquarobics(V) 1(0-2.25)

L ook good and feel better about yourself by participating in this
low-impact water exercise course that offers thermal warmup,
stretching, toning and cool-down. Walking in water burns three
times more cal ories than walking on land. Hydro-tone water
weight lifting equipment will be introduced to strengthen the
novice and challenge the expert. Students will improve their
cardiovascular performance, range of motion injoints, sense of
personal well-being and total physical fitness. For the swimmer
and non-swimmer alike, thisis the total workout.

PER-10306 Conditioning Activities-Wilderness
Awar eness and Survival (V) 2(0-3)

This coursewill providestudents with the fundamental s of wild-
ernesssurvival. It will includein-depth study of shelterconstruc-
tion, water collection, starting fires, land navigation and loca-
tion/preparation of edible plants. Practical application of topics
will beincluded. This courseis recommended for hunters, natu-
ralists, campers, hikers and others who enjoy the out-of-doors.

PER-10308 Conditioning Activities-
AquarobicslI(V) 1(0-1.5)

Thisisacontinuation of Aquarobics, PER-10304.

PER-10309 Conditioning Activities-
Cross Country Skiing(W) 1(0-2)

This courseis designed to introducethe student to thefun sport
and recreational activity of cross country skiing. Some topics
covered will be: general fitness, equipment selection, proper
techniques, etc. There will be a few in-class sessions, but the
majority of the class time will be spent skiing with instruction
given while on the trail. Students will be given time to enjoy
skiing at their own pace. We will use the fitness trail on campus
and other trails around the area. Studentsto bring their own or
rented equipment.

PER-12400 LifetimeWellness & Fitness(V) 2(0-2)

This is a new physical education course designed for men and



women of all ages. The course coversweight control, nutrition,
exercise, and stress management. It will also include a blood
analysisto help the student plan a more healthful lifestyle.

PER-12500  Gunsmithing (W) 4(1-3)

A lecture/laboratory course introducing the student to gun
safety, ballistics, reloading, powders, lead bullets, small arms,
typesofactions,installation of sights, cleaningand mai ntenance.

PER-13000  Gunsmithing I1(W) 4(1-3)

Alecture/laboratory courseintroducing thestudenttoactualgun
shop operation and working conditions. Course will include
design carving, and finishing stocks, steepling, and checkering,
conversion and redesign of military rifles, removal of obstruc-
tionsand alteration of choke. Students supply gunsto beworked
on. Prerequisite: PER-12500 or permission of instructor.

PER-22300 Scuba Diving(V) 2(1-2)

This course is designed to givethe student the skills needed to
become a safe scuba diver. Upon successful completion of the
course, students will be prepared for open water training.
Students must provide towel, mask, fins and snorkel.

PER-22500 Advanced Gunsmithing(W) 4(1-3)

Studentswill compl eteadvanced gunsmithing projectsasapprov-
ed and assigned by the instructor. Projects will require use of
skills developedin previouscourse. Emphasis will be on quality
work.

PHYSICS

Physical Science(V) 4(4-0)

PHY-20000

Anintegrated courseto provideabackground of basic principles
and theories. Utilizes the fields of physics, chemistry, geology
and astronomy. Included are the nature and use of energy in
forms of heat, light, wave, chemical, electrical, physical and
atomic. Designed for students not majoring in physical science.

PHY-20100 General Physics|(F) 4(4-2)
Introductory physics, topics to include general properties of
matter with emphasis on mechanics; heat and thermodynamics
with practical applications; sound. Prerequisite or corequisite:
MTH-12100.

PHY-20200 General Physics |1 (W) 4(4-2)

Introducing the student to physical principles of electricity and
magnetism; optics;conceptsof modern physicsincluding relativ-
ity and nuclear reaction. Prerequisite: PHY-20100 or per-
mission of instructor.

PHY-21000 Physical Science Workshop(V) 2(0-2)

A lecture and hands-on activity course in Physical Science.
Teachers will receive materias suitable for use in their class-
rooms.

PHY-21100 Earth & Space Sciencefor
Teachers(V) 2(0-2)

This is alecture, demonstration and hands-on activity coursefor
elementary and middle school teachers in the earth and space
sciences. In additiontopresentations of afactual and conceptual
nature, participants will develop material for presentationintheir
home classrooms.

POLITICAL SCIENCE

POL-10100 Introduction to American
Gover nment(SFEW) 3(3-0)

A study of the processes and functions of national government.
This courseincludes astudy of federalism, political parties,con-
stitutional principles, and the role of thecitizen.Prerequisite or
Coreguisite: ENG-10300.

POL -10200 State and L ocal Gover nment (V) 3(3-0)
A comparativestudy of thestructure, procedures and functional
services of state, county, and municipal governments with em-
phasis onMichiganstate government and specialreferencetothe
Michigan Constitution. Prerequisite: POL-10100.

POL -20000 International Relations(V) 3(3-0)
A study of the nature of relations among nations with particular
reference tothebasic principles of international politics. Course
includes foreign policy, cooperation, conflict, and the role of
international organizations.Specialfocuswill be on global i ssues
such as political and economic development, human rights,
population growth, food and energy policies,and conservation.
Prerequisite: POL-10100.

POL-20099 Honorslinternational Relations(V) 3)3-0)

Thisisadesignatedhonors course. Courses withthis designation
are designed for the more highly qualified student and include
more challenging course work and classroom participation.

A study of the nature of relations among nationswith particular
referenceto the basic principles of international politics. Course
includes foreign policy, cooperation, conflict, and the role of
international organi zations. Special focuswill beonglobal issues
such as political and economic development, human rights,
population growth, food and energy policies,and conservation.
Prerequisite: POL-10100 and acceptance to the Honors Pro-
gram or permission from the instructor.
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POL -20100 Compar ative Gover nment(V) 3(3-0)
A survey of thegovernment and political institutionsin selected
Western European democracies, Communist systems, and the
third world countries, emphasizing political socialization, parti-
cipation, political parties, interest groups, policy making and
governmental structures.Thestudent willcome tounderstandthe
differences between the American political system and other
democratic and non-demaocratic systems. In addition, thecourse
considers cultural, economic, and social differences. Prerequi-
site: POL-10100.

PSYCHOLOGY

I ntroduction to Psychology(S,FW) 3(3-0)

PSY-10100

A study of humanand animal behavior with reference to percep-
tion, learning memory, thinking, emotions, intelligence, aptitude
and personality. The need for scientific investigation of behavior
is stressed throughout the course. In addition, the biological,
intra-psychic and social/behavioral viewpointsareconsideredfor
analysis of psychological phenomena. Prerequisite or Corequi-
site: ENG-10300.

PSY-20100 Educational Psychology(V) 3(3-0)
This coursedemonstrates howto practically apply psychological
concepts to teaching and learning. Prerequisite: PSY-10100.

PSY-20200 Abnormal Psychology(V) 3(3-0)
This courseded s withthe natureand causes of mental disorders.
Particular attention will be paid to theories of abnormal behavior
and various types of psychotherapy. Description of mental dis-
orders will involve the use of the diagnostic and statistical
manual of mental disorders (DSM V). Prerequisite: PSY-
10100. Corequisite: ENG-10400 or permission of instructor.

Lifespan Developmental
Psychology(V) 3(3-0)

PSY-24000

A coursedesignedto introduce the basic principles of develop-
mental psychology fromconception to death (life-span). The
course, while pursuing achronol ogical approach (life-stages)and
examining basic devel opmental tasks appropriate to each stage,
will explore the factors that influence growth and devel opment.
Prerequisite: PSY-10100 or permission of instructor.

PSY-26000  Sexual Behavior: A
Psychosocial Per spective 3(3-0)

This course will examine the effect of human sexuality and sex
roles upon human behavior. Additionally, findings in contem-
porary sexual research and therapy will be emphasized. Prereg-
uisites: PSY-10100 or SOC-10100. Also listed as SOC-26000.
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SECRETARIAL SCIENCE

SEC-10400 Keyboarding I(SFW) 3(1-2)
(Replaces SEC 103, Typing 1)

Students will be usingamicrocomputerand appropriate software
to develop basic skills in typewriting, including touch-type
operation of the keyboard, ability to prepare simple business
letters, reports, manuscripts,and outlines. Review and drill work
isavailable for those students who have previously devel oped
some typing skill.

SEC-10500 Business Correspondence(S,FW) 3(3-0)

Detailed discussion and examination of methods of communica-
tioninbusiness. Instruction and practiceinwritingand construc-
ting rough drafts, finished | etters and forms used in business. In-
cludes grammatical and mechanical foundation for preparing
business correspondence with emphasis on successful human
relations. Employability skills, including letters of appreciation,
application forms, and interview techniques are presented. Pre-
requisite: ENG-10300.

SEC-11100  Speedwriting(F) 3(2-1)

Speedwriting | is acoursedesigned to provide the students with
the knowledge and skill in reading and writing speedwriting
theory. Students will develop dictation ability and transcription
ability on old and new material.

SEC-11400 Keyboarding I1(SFW) 3(1-2)
(Replaces SEC 109, Typing I1)

Designed to increase speed and accuracy in the preparation of
businessreports and letters.Introductionto variousletter styles,
forms, manuscripts and tabul ation problems. Pr er equisite: SEC-
10400 or equivalent.

SEC-16000 Medical Terminology for Legal
Secretary(F) 1(.5-.5)

The student will be able to recognize medical prefixes, suffixes,
and root words commonly used in medical/legal dictation.

SEC-17000 Legal Terminology and
Transcription(F) 3(1-2)

This courseis designed to givethe student abackgroundinbasic
legal terminology including spelling, pronunciation, and mean-
ing. The student will develop transcription kills by transcribing
fromtaped dictation documents dealing with the courts, legal
systems, and litigation procedures. Prerequisite: ENG-10300,
SEC-10400 or consent of advisor.

SEC-18100 Word Processing | (SFW) 3(1-2)
SEC-18112  WordPerfect 6.1

A coursedesigned to provide students with aknowledge of word
processing concepts, equi pment, and the ability to performword



processing operationsusing aword processing system. Using a
word processingsystem, thestudent will performbasic word pro-
cessing functions including input, editing, printing, and files
maintenance. Prerequisite: SEC-11400.

SEC-19000 Machine Transcription(W) 3(1-2)

A course designed to develop machine transcription skills from
basic operation of transcribing machines to proficiency in the
production of mailable typewritten materials including letters,
documents and reports. Prerequisite: ENG-10300, SEC-10400
or equivalent.

SEC-20500  Filingand RecordsManagement(F)  3(1-2)

Introduction to the basic principles and procedures of records
storage and control, methods of records storage, methods and
systems for storing and retrieving special records, and manage-
ment of the records system. Practical application of filing is
utilized to acquaint students with the various methodsand sy s-
tems used.

SEC-21000 Office Proceduresand Practices(W) 3(1-2)

Application and combination of previously learned skills. Intro-
duction to an application of standard office procedures and
practices. Emphasis on the production of quality materials suit-
able for actual use. Further emphasis on the development of
acceptable personal attitudes and personality. Includes areview
of employability skills. Prerequisite: SEC-11400, SEC-18100,
ENG-10300.

SEC-21400 Keyboarding I11(SFEW) 3(1-2)
(Replaces SEC 201, Typing I11)

Application and study in the preparation of commonand special -
ized letters, business forms, legal papers, and correct office
methods and procedures. Also, typing of specialized formsin
accounting, government, and professional and technical fields.
Prerequisite: SEC-10400 or equivalent.

SEC-21500 Desktop Publishing for Offices(W) 3(1-2)
A coursedesignedtostudy thetechnol ogy of desktop publishing.
WordPerfect will be used to create documents such as reports,
brochures, advertisements, newsletters, flyers, and corres-
pondence. Advanced features will also betaught; therefore, the
student will acquire askill that is valuable in both small andlarge
offices. Prerequisites: CIS-10500, SEC-11400, SEC- 18100, or
work related computer experience along with the permission of
theinstructor.

SEC-22000 Word Processing I 1(S,FW) 3(1-2)
SEC 22004 WordPerfect 6.1

A coursedesignedto provideadvanced applicationsoftheword
processing systemand programused in SEC-18100. The student
will demonstrate proficiency in advanced word processing appli-
cations including power typing, creation of documents, and
enhancement to promote efficiency. Prerequisite: SEC-18100.

SEC-22500 Legal Office Procedures(W) 3(1-2)

A coursedesignedto providestudentswiththe practical applica-
tion of previously acquired kills to simulated |aw office proj ects.
Prerequisites: SEC-10400, SEC-17000 with a grade of C or
better, ENG-10300, BUS-10100, BUS-21500.

SEC-24100 Coordinated Secretarial
Practices (S,FW) 3(0-11)

A period of directed office work experience consisting of super-
vised secretarial dutiesin asuitable officefacility. Placementis
dependent upon the availability of appropriate sites. Prerequi-
sites: Consent of advisor and/or GPA 2.0 or better.

SEC-24101 Administrative Assistant 3(0-11)

The externship consists of 128 hours of directed office work
experience consisting of supervised secretarial duties in asuit-
able office facility either on or off campus.Prerequisites: Com-
pletion of al courses required for program, consent of advisor,
and aGPA of 2.0 or better.

SEC-24102 Legal Secretary 3(0-11)

The externship consists of 128 hours of directed office work ex-
perienceconsistingof supervised legal secretarial dutiesinasuit-
able legal office. Prerequisites: Completion of al courses re-
quired for the program, consent of advisor, and a GPA of 2.0 or
better.

SEC-24103 Maedical Secretary 3(0-11)

The externship consists of 128 hours of directed office work ex-
perience consisting of supervised medical secretarial dutiesina
suitable medical facility. Prerequisites: Completion of al
courses required forthe program, consent of advisor, andaGPA
of 2.0 or better.

SEC-24104 Medical Office Assistant 3(0-12)

The externship consists of 128 hours of directed office work ex-
perience consisting of supervised medical officeassistant duties
in a suitable medical facility. Prerequisites: Completion of all
courses required for the program, consent of advisor,and aGPA
of 2.0 or better.

SEC-24105 Medical Assistant 3(0-12)

This externship involves placement of a student in a selected
physician's officeor clinic. The student will observe and perform
under supervision a variety of clinical procedures and medical
administrative duties. Each externship will involve 150 hours of
student work experience and the development of pathology
reports, insurance hilling project, and an office procedures
manual. Prerequisite: Completion of all coursesrequired for the
program, consent of advisor, and a GPA of 2.0 or better.

SEC-24106 Medical Transcription 3(0-12)

This externship consi stsof coordinated, directed, on-sitetraining
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underthe supervision of aqualified medical record administrator
in an office specializing in medical transcription. The externship
will involve 150 hours of work experience transcribing the basic
fourreports (history andphysical, consultation,operativereport,
and discharge summary) as well as other specialty areatranscrip-
tion. A transcription project will be devel oped alongwith atran-
scription procedures manual. Prerequisite: Completion of dl
courses required for the program, consent of advisor,and aGPA
of 2.0 or better.

Directed Study in Secretarial
Science(V)

SEC-27500
1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual students. To enroll in this course, the student must have
the recommendation of an advisor. All proposals designed for
purposes of directed study must be approved by thedean of in-
struction and are subject to reviewby the curriculum-instruction
committee.

SOCIAL SCIENCE

SSE-10000  Social Sciencel(V) 3(3-0)

Aninterdisciplinary, team-taught coursewhichwillfocusoncon-
temporary global topics/issues fromthe perspectives of several
academicdisciplines. Faculty responsible forteachingthecourse
will be drawn from the following disciplines: anthropol-
ogy/archaeol ogy, economics, history, political science, psychol -
ogy and sociology. Prerequisite or Corequisite: ENG-10300.

SSE-10100 Introduction to Gerontology
(Aging)(V) 3(3-0)

The course will provide a basic overview of thefield of Geron-
tology. Topics to be discussed include: the demography of
aging,thephysiological, psychol ogical ,andsociol ogical changes
of the elderly. The course will also consider the effects of the
social and physical environment on thelife of theelderly person,
and career optionsin the field of Gerontology.

SOCIOLOGY

Introduction to Sociology(S,FW) 3(3-0)

SOC-10100

Anintroductionto the nature of society, culture, group relations,
social processes and institutions. Prerequisite or Corequisite:
ENG-10300.
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SOC-10200 Social Theory and Problems(V) 3(3-0)
The nature and range of social problems and the conditions
which cause them are considered in a context of social change
and disorganization. Prerequisite: SOC-10100.

SOC-20000 Gender and Society(V) 3(3-0)
Using asocial structural perspective, this coursewill examinethe
effects of gender differences/inequalities in selectedinstitutions
such as the educational system, economics and the family. The
focuswill be on the devel opment of gender-typed behaviors and
the impact of social expectations on self-concept, achievement
and affiliations. Prerequisite: SOC-10100.

Racial, Cultural and Ethnic

Diversity(F) 3(3-0)
(Also listed as ANT-23500)

SOC-23500

Concepts such as prejudice, stereotyping, discrimination, and
racism will be considered from a cross-cultural perspective.
Emphasis will be on socio-cultural and self-awarenessin areas of
race and ethnicity and age and gender.

SOC-24000 Criminology(FW) 3(3-0)
Ananalysis of crime, crimina behavior, and punishment through
avariety of historical and contemporary theoretical perspectives.
Also listed as CJS-24000.

SOC-24500 Social Deviant Behavior (F) 3(3-0)

A study of social deviant behavior, including social and ethnic
bias, sociopath, cult behavior and ethical behaviors within the
criminal justice process. Prerequisite: PSY-10100 or SOC-
10100. Also listed as CJS-24500.

Sexual Behavior: A
Psychosocial Per spective 3(3-0)

SOC-26000

This course will examine the effect of human sexuality and sex
roles upon human behavior. Additionally, findings in contem-
porary sexual research and therapy will be emphasized.
Prerequisites: PSY-10100 or SOC-10100. Also listed as PSY-
26000.

SPEECH

SPE-10000 Dealing with Speech Anxiety(V) 1(1-0)

This course, offered pass/fail, is for both thosewho wishto aug-
ment their regular speech classes and al otherinterested in over-
coming this phobia. It is designed to make speaking more enjoy-
able and rewarding by providing a safe environment in which to
learn relaxation. Prerequisite: None.




SPE-10500 Fundamentals of Speech(S,FW) 3(3-0)

Fundamentals of Speechaddressesthe basic principles of speech
construction and delivery. During the course the student will
give various kinds of speeches, such as speeches which intro-
duce, inform and persuade. In addition, students will deliver
impromptu speeches.

SPE-11400 Introduction to Interpersonal and 3(3-0)
Public Communication(S,FW)

Introduction to Interpersonal and Public Communication is a
course aimed at understanding and applying communication
theory. Communication skills will be developed through small
group activities, public speaking, and personal assessment
assignments.

SPE-11499  HonorsIntroduction to I nter personal
and Public Communication(V) 3(3-0)

Thisis adesignatedhonorscourse. Courseswiththis designation
are designed for the more highly qualified student and include
more challenging course work and classroom participation.

Introduction to Interpersonal and Public Communication is a
course aimed at understanding and applying communication
theory. Communication skills will be developed through small
group activities, public speaking, and personal assessment
assignments. Prerequisite: AcceptancetotheHonors Program
or permission from the instructor.

THEATRE

Maodern Dance I (F) 3(3-0)

THE-11000

Students will study the basics of movement, learningto freetheir
body for communication of emotions and ideas. In addition,
stretching exercise will be used to increase the range of motion
of the limbs and to develop in students kinesthetic awareness.
Rhythm exercises will expose students to the myriad variations
in the rhythms of daily life. Required of al students seeking a
concentration in Acting.

THE-11100  Modern Dancell(W) 3(3-0)

Thisisacontinuation of the techniques developed in Modern
Dancel. Improvisational movement techniques will be used to
stimulatethe creative process. The student will work on defining
the complex rhythmic patterns present below the simplest of
rhythms. Classroomstudi es may beaugmented with performance
opportunities in and around the Kirtland Service Area
Prerequisite: THE-11000 or permission of instructor.

THE-11200  Tap Dancing (V) 3(3-0)

This is an introduction of tap dancefor beginning students. The
course will include basic rhythms, steps, terminology and
techniques. Performance skills will be established with simple
dance combinations and sequences.

THE-11300  Ballet I(V) 3(3-0)

Thisisanintroduction to the art of classical ballet for beginning
students. Emphasis is on strength, flexibility and balance. While
learning basic ballet techniques and terminology, basic body
carriage/posture will be developed. Students will also learn
smple jump and turn combinations and establish performance
skills.

THE-12000 Introduction tothe Theatre(V) 3(3-0)

A survey of the evolution of world theatre forms fromthe cave
drawings of prehistoric man to the most recent machinations of
the Broadway stage. Classroom discussionswill coverthe major
producers, playwrights, performers, directors, designers and
actor-managers of each era covered as well asthe body of litera-
ture which has come to represent that era. Classroom sessions
will be augmented by readings fromthe important plays of each
era.

THE-12100 Theatre Workshop 1(V) 1-3(Variable)

Practical experience in mounting a theatrical production. The
student can gain familiarity with one or more of the following
areas:acting,directing,costuming, scenery construction,proper-
ties, lighting, or stage managing. Weekly time commitment will
be in a concentrated block during part of the semester. The
student will be required to work 45 hours or more for one hour
credit, 90 hours or more for two hours credit, and 135 hours or
more for three hours of credit.

THE-12200  Stagecraft I(F) 3(3-0)

A study and application of the basi ¢ techniques of set construc-
tion, theatrical lighting, sound technology, stage rigging and
backstage organization. This "basics" course will introduce the
student to thevarioustechnical elements that make atheatre run.
Classes will cover the theory of the various theatre disciplines
outlined above as well as provide actual hands-on experience
withtheatre lighting and sound equipment, maneuvering theatre
catwalks and building basic theatrical scenery. Required for
admission to upper level design and technology courses.

THE-12300  Acting1(V) 3(3-1)

Anintroductiontothe art of acting. The student walks the path
of theactorfromdevel oping an acting technique to thefinal per-
formance of ashort scene. The actor learns to get beyond the
limits of self and explore the freedom of creating a character.
Along the way, time will be spent exploring the creative process
and devel oping an ensemble approach to acting.

THE-12400  Actingl1(V) 3(3-1)

A continuation of Acting I. The course will focus on character
analysis and the presentation of in-classscenes. Thestudent can
begin the preparation for competitive auditions in community
theatres, at largercolleges, at universities, or at pre-professional
schools. As with Acting I, the course can work in conjunction
with the semester's theatrical production. Prerequisite: THE-
12300 or permission of instructor.
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THE-13100 Theatre Workshop 11(V) 1-3(Variable)

A continuationof Theatre Workshopl. Students may concentrate
their efforts in different areas than they did in Workshop I, or
they may work in the same areaasin Workshop | to improve a
specific skill. The student will be required to work 45 hours or
more for one hour of credit, 90 hours or more for two hours of
credit,and 135hours or more for three hours of credit. Prerequi-
site: THE-12100 or permission of instructor.

THE-13200 Stagecraft I1(V) 3(1-2)

This course achieves the same goals and works on the same
basics as Stagecraft | butallowstheindividual student the oppor-
tunity to speciadize in a particular area of technical theatre.
Prerequisite: THE-12200 or permission of instructor.

THE-27000 Audition/Résumé Workshop(V) 3(3-0)

This courseprepares the student to audition and/orinterviewfor
professional employment in theatre or for admission into a
B.F.A. training program following graduation. Through a series

of lectures, the student will devel op atheatrical résumé, portfolio

and/or audition book specific to the field they wish to pursue.

Students will also learn how to modify and update their

audition/interview materials as changes in their circumstances

dictate. Prerequisite: sophomorestatus, successful completion

of THE-12000, and permission of instructor.

THE-27511  Directed Study,
Dance Exploration I (V) 3(0-4)

This class exposes beginning-level students to the following
dance styles: tap, ballet, and contemporary (modern) dance.
Students learn proper technigue in the basic of each style along
with dance history and vocabulary. Classes consist of barre work
and center floor technique, body awareness, improvisation and
choreography, developing in the student a basic foundation,
understanding and appreciation for the art of dance.

THE-27513 Directed Study, Performance Art
Workshop(V) 2(0-2)

The focus of this class is to develop, rehearse, and ultimately
present an original performance art piece using the students’
native skills, abilities and creative instincts, while developing in
the student an understanding of, and appreciation for, ensemble
interplay. Using various forms of expression, students learn to
usetheme and mood to relate and/or contrast abstract concepts
and ideas. Musicians, poets, studio artists, actors and dancers
create visual responses to thematic statements and then work to
seamlessly present their work simultaneously.

WELDING

WLD-10000 Introduction to Welding and Cutting
Pr ocesses(F) 4(2-4)
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The student gains practical knowledge and experience on al
commonwelding processes. Fundamentals of wel ding processes
arestudiedand appliedin alab setting. Anin-depth study of oxy-
fuel welding, brazing, and cutting withrel ated | aboratory practice
takes place. Basic shielded metal arc, gas metal arc, and gas
tungstenarc welding processes are compl eted by studentsusing
common welding equipment and materials. Students study the
science of fusion and penetration emphasizing welding
techniquesin the flat and horizontal positions.

Advanced Shielded Metal
Arc Welding(V) 4(2-4)

WL D-10200

Students learn out of position arc welding on avariety of thick-
nesses of steel, blueprint reading, and welding symbols. A term
paper isarequirement of this class. Prerequisite: WLD-10000.

WL D-20200 Advanced MIG and TIG Welding(V) 4(2-4)
Students devel op competency in out-of-position GM.A.W. and
GT.AW. on a variety of metds including stainless steel,
auminum, and low carbon mild steel plate. A.W.S. welding in-
spection and testing and D.I.l. structural steel welding code
topics are also covered. Prerequisite: WLD-10200.

Welder Qualifications, General Repair
and Maintenance(V) 4(2-4)

WL D-21000

Students complete ten welder qualifications using SM.A.W.,
O.AW., GM.A\W, GT.A.W. and plasmaarc. A drawing, layout
and acompleted welding project are required in the course and
students completeavariety of welding repairs during the course.
Prerequisite: WLD-20200.

Directed Study in Welding
Technology(V)

WL D-27500
1-6(Variable)

A course designed to meet special occupational needs for indi-
vidual student.Toenrollinthis course, the student musthavethe
recommendation of an advisor. All proposals designed for
purposes of directed study must be approved by the dean of in-
struction and are subject to reviewby the curriculum-instruction
committee.
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