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Academic Programs

Technical Education

Technical associate degree programs are intended to prepare students for

employment immediately after graduation, for advancement, or for a career change.
Credits earned in these programs also are transferrable to four-year colleges and
universities. Technical programs at Hocking College prepare students for careers in
business, computer and information technology, health and nursing, hospitality, indus-
trial, natural resources, and public safety services. These two-year programs also assist
students who want formal training toward advancement in their present jobs.

Technical education programs lead to the Associate in Applied Business degree, the
Associate in Applied Science degree, or the Associate in Technical Studies degree. Each
of these programs has a minimum of 45 technical credit hours and 42 general credit
hours with actual specifications listed on the course of study for each individual
program. The student must complete the courses specified for the program in order to
meet degree requirements.

Although designed to prepare students for employment upon graduation, technical
education programs transfer to four-year institutions. Credits accepted for transfer
vary according to the program and policy of the receiving institution. Most technical
degree programs have more technical courses and fewer general studies courses to
transfer as the equivalent of two full years of a baccalaureate degree. Students
planning to transfer a technical degree may wish to take

additional general studies courses before transferring to the senior institution. Stu-
dents are strongly encouraged to discuss their options with a faculty advisor.

In addition to associate degree programs, the College offers various types of certificate
programs that prepare students for specific occupational positions.

General Education

General studies courses provide instruction that is essential to a well-rounded educa-
tion, including written and oral communications, humanities, natural sciences, math-
ematics, and social and behavioral sciences. General studies courses help the students
develop ways of approaching information and experience that strengthen their reason-
ing capacity, their awareness of relationships and responsibilities in a social and civic
context, and their attention to values and moral issues.

All students graduating from Hocking College with an associate degree must complete
general education requirements. The purposes of the general education requirements
at Hocking are to:
* meet employer demands for these abilities in employees;
e enable graduates to intelligently assume the responsibilities of citizenship by
stimulating the examination and understanding of personal, social, and
civic values;
e impart common knowledge, intellectual concepts and attitudes that every
educated person should possess; and,
® make transfer to a baccalaureate degree program easier.



The Hocking general education requirement is composed of, but not limited to, a minimum of:

Written Communications
6 credit hour minimum

COMM 122 Communications Il- 3 credits

and

COMM 123 Communications Il - 3 credits

or

ENGL 151 Freshman Composition - 5 credits
and

ENGL 152 Advanced Essay Skills - 1 credit

Oral Communications
3 credit hour minimum

COMM 130 Speech - 3 credits
COMM 135 Verbal Career Skills - 3 credits

Mathematics
3 credit hour minimum

MATH 108 College Algebra | - 3 credits

MATH 110 Geometry & Trigonometry - 3 credits
MATH 111 Intermediate Algebra - 3 credits

MATH 112 Advanced Algebra - 3 credits

MATH 113 Comprehensive College Algebra - 5 credits
MATH 115 Pre Calculus - 5 credits

MATH 163A Calculus - 4 credits

Social Science
3 credit hour minimum

ARCH 102 World Prehistory - 3 credits

ARCH 103 North American Prehistory - 3 credits

ARCH 280 Cultural Anthropology - 3 credits

ECON 140 Principles of Microeconomics - 4 credits
ECON 240 Principles of Macroeconomics - 4 credits
GOVT 142 Interacting with Government & Politics - 3 credits
PSYC 101 General Psychology - 5 credits

PSYC 140 Issues in Child Development - 4 credits

PSYC 150 Introduction to Psychology - 3 credits

PSYC 151 Developmental Psychology - 3 credits

PSYC 152 Abnormal Psychology - 3 credits

PSYC 154 Interpersonal Relationships - 3 credits

PSYC 160 Behavioral Science Statistics - 5 credits

PSYC 162 Child and Adolescent Development - 4 credits
SOCI 101 General Sociology - 5 credits

SOCI 153 Social and Cultural Awareness - 4 credits
SOCI 160 Introduction to Sociology - 3 credits

SOCI 161 Sociology of Family Living - 3 credits



SOCI 162
SOCI 165
SOCI 169
SUPR 235
WS 100

e Natural Science

Social Issues - 3 credits

Cross Cultural Studies - 3 credits

Human Relations in Organizations - 3 credits
Supervision and Leadership - 3 credits

Intro to Women's Studies - 4 credits

3 credit hour minimum

BIOS 100
BIOS 101
BIOS 102
BIOS 103
BIOS 107
BIOS 112
BIOS 113
BIOS 114
BIOS 120
BIOS 132
BIOS 140
BIOS 170
CHEM 100
CHEM 102
CHEM 130
CHEM 131
GEOL 101
MICR 201
PHYS 103
PHYS 201
PHYS 202

Transfer

Students whose goal is a four year degree may take technical degrees, the Transfer Module, the Associate of
Individualized Studies, or selected courses at Hocking College. To transfer efficiently students should work
closely with an advisor and the transfer office. Students should take courses which can be applied to specific
degree requirements at the institution to which they intend to transfer. Hocking continues to develop and
maintain articulation agreements and transfer guides which help simplify the process for students transferring.

Health Science: The Human Machine - 3 credits
Environmental Science - 3 credits
Ecology - 3 credits

General Biology - 3 credits

Biology - 5 credits

The Human Organism - 3 credits
Anatomy and Physiology | - 3 credits
Anatomy and Physiology Il - 3 credits
Botany - 3 credits

Field Biology -3 credits

Tech Aspects Anatomy and Physiology - 3 credits
Zoology - 3 credits

Introduction to Chemistry - 3 credits
Introduction to Chemistry Il - 3 credits
Fundamentals of Chemistry - 4 credits
Environmental Chemistry - 3 credits
Geology - 3 credits

Microbiology - 4 credits

Physics - 3 credits

Physics- M. - 3 credits

Physics -H.LS. - 3 credits

Developmental Education

Developmental courses are available for students whose assessment indicates a need to strengthen reading,
writing, or math skills. Students who need developmental courses are assigned a developmental advisor.
Courses in study skills are also available. In addition, the Academic Success Center and tutoring services are

provided free of charge when extra help is needed.



Degrees

The College offers a variety of educational programs that lead to associate degrees. Full-time students can
complete these programs in two years or less; however, many students take longer to complete their degree
requirements.

Associate in Applied Business (A.A.B.)

Associate in Applied Science (A.A.S.)

These degrees are awarded in recognition of successful completion of a technical education program which
requires 90-110 credit hours in a specialized curriculum aimed at preparing students for entry into specific
occupations.

Associate in Individualized Study (A.l.S.)

This degree is awarded for the satisfactory completion of a minimum of ninety credit hours in an individually
planned program designed to serve an educational objective which could not be served through another degree
program of the College. The curriculum is designed largely by the student with the assistance of a designated
faculty advisor. The program leading to this degree must contain an area of concentration consisting of a
minimum of thirty credit hours which is formed according to the following models:

® an intra-institutional, interdisciplinary, but coherent combination of courses drawn from a minimum of two
and a maximum of four instructional areas of the awarding institution;

® up to sixty credit hours awarded by the institution for documentable educational experiences or courses
completed at other institutions of higher education, or educational enterprises judged by the institution to be
of college level; and,

® an unusual but academically coherent combination of technical and general studies courses.

Associate in Technical Study (A.T.S.)

Awarded for successful completion of a prescribed or an individually planned technical education program
designed to respond to the needs for specialized technical education with an identifiable career goal. An area
equivalent to 45 credit hours in technical studies may be formed either by a) a coherent combination of techni-
cal courses selectively drawn from two or more technical programs currently offered or b) courses completed or
training received by a student at other post secondary institutions, vocational centers or other educational
enterprises judged by the institution to be of college level. A minimum of 90 credit hours is required for the
degree.

Certificates

Certificate of Completion
Awarded for successful completion of a course or series of courses totaling less than twelve credit hours and
leading to the acquisition of specific knowledge and skills.

Certificate of Concentration

Awarded for successful completion of a coherent set of courses which complement the associate degree and
enable the learner to acquire skills in a specific area (e.g. medical office management, chemical dependency
counselor).

Occupational Certificate
Awarded for successful completion of twelve or more credit hours in which the individual acquires knowledge
and skills that are directly applicable to specific employment.



Technical Certificate

Awarded for successful completion of a prescribed sequence of courses within the given technology in which the
certificate is offered. The total credit hours are at least 50% of the number required for the associate degree in
that technology. The technical component is 27-33 quarter hours with the balance being in general courses.

Technologist Certificate
Awarded for successful completion of higher level courses which provide academic rigor and depth beyond the
associate degree. These courses may serve as a bridge to a baccalaureate degree program.



Associate Degree Requirements

* Successfully complete (with a passing grade) the course requirements as specified
on the official technology course of study, or have posted transfer credit or special
credit (see approval process for each special credit option: 1] course substitution,
2] credit by advanced standing, 3] credit by exam, 4] credit by life experience or
portfolio development, 5] course waiver).

® Earn a minimum of 30 credits at Hocking College (or 15 credits if from a Hocking
College approved program) in addition to credits awarded by any special credit
method, or credit transferred from other colleges, or any combination of methods.
A minimum of 15 credits must be in technical courses (unless transfer is from a
Hocking College approved program). (Residency requirement.)

* Attain a "C" (2.00) average in all technical courses for the specific degree program
and a "C" (2.00) total overall cumulative point average toward the specified
degree at Hocking College.

¢ Successfully complete COMM 122 (Communications II) and COMM 123
(Communications) or ENGL 151 (Freshman Compositions) and ENGL 152
(Advanced Essay Skills) and any additional communications requirements as
specified by the official technology curriculum.

® Successfully complete MATH 108 (Introduction to Algebra) and all math
requirements as specified by the official technology curriculum.

® Complete and file an Application for Graduation form with the Records Office.

® Note: Credits in fundamental and developmental courses do not meet graduation
requirements. Fundamental courses are MATH 101 (Basic Mathematics), COMM
051 (Fundamentals of Reading), and COMM 050 (Fundamentals of
Communication). Developmental courses are MATH 102 (Pre College Algebra),
COMM 110 (Reading Communications), and COMM 121 (Communications 1).

* Note: Students must meet all financial and library obligations to the College
before their diploma or certificate is issued.

Dual Degrees

To obtain a second degree, a student must have credit for all the technical courses
in the second degree program, and must also have the basic or general courses that
are determined as necessary by the administrator of that technical program. The
student must earn a minimum of 18 technical credits beyond the total required in
the first associate degree program.

Technologist Certificate, Certificate of Concentration, Technical Certificate,

Occupational Certificate, and Certificate of Completion Requirements

e Complete, with a passing grade, the course requirements specified for the
technologist certificate, occupational certificate, or certificate of completion.
Transfer and special credit options may be used.

® Attain a 2.00 GPA in technical courses and a 2.00 GPA for all courses required for
the certificate.
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Course of Study

Understanding the Course of Study
The following information is provided to assist in understanding the course of study.

Quarter: Hocking College operates on a quarter system. The quarter is the period of time in
which most courses are scheduled. Quarters are generally 11 weeks in length.

Course Number: The two, three or four letters and three digits (for example, COMM 122)
which identify the course being offered. The course number corresponds to the course
description, a brief outline of the subject matter of the course, in the course of study/course
description catalog and on the web at www.hocking.edu.

PACE Courses: Courses preceded by a "P" are offered in a PACE format. PACE courses allow
you to enroll in the course any time the college is in session and to proceed through the
course work at your own rate of speed. The PACE labs are staffed with full-time instructors
who are available to work with you on a one-on-one basis as needed to achieve the stated
competencies. In most cases you may choose to complete the course in a traditional method
or on PACE.

Course Name: |dentifies the name of the course being offered.

Type: All courses are identified as either technical (T) or general (G). Technical courses
provide the technical skills and knowledge required for career competency. General courses
provide the common skills required in all work places and serve as a foundation for the
technical program.

Credit Hours: The credit is a standard unit of measurement for college work. The number of
contact hours per credit hour is determined by the type of activities (class hours, laboratory
hours or practicum experiences).

Class Hours: Time scheduled as part of the instructional plan of most courses utilizing any
combination of instructional methods such as presentation, directed discussion,
demonstration or use of audiovisual materials.

Lab Hours: Time scheduled as part of the instructional plan for the practical application of
the theory presented in courses. Laboratory activities may include conducting experiments,
practicing procedures or skills, or clinical or field experiences.

Course Fee: Course fees are in addition to tuition and will automatically be added to the
student's account at the time of course registration. There are three types of course fees
which will be shown on your account statement: 1) supply fee - provides for consumable
materials used in the course; 2) equipment fee - provides for technical equipment, computers,
and software used in the course; and, 3) program fee - provides for national and international
experiences, staffing of elective courses, development of alternative modes of instruction, low
student to faculty ratios to assure student safety or enhance learning, malpractice liability
insurance in appropriate programs, and transportation.

Communications Course Placement: Your Communications course sequence will be
determined by assessment (ASSET or COMPASS) of reading and writing levels. Depending
upon the assessment, you may be required to take COMM 050 (Fundamentals of
Communications), COMM 051 (Fundamentals of Reading), COMM 110 (Reading
Communications) andfor COMM 121 (Communications 1) as prerequisites to COMM 122
(Communications 11). Courses which are prerequisites to COMM 122 are required
developmental courses and the credit hours must be added to the printed course of study.

Math Course Placement: Your math course sequence will also be determined by assessment
(ASSET or COMPASS). Depending upon the assessment, you may be required to take MATH



102 (Pre-Algebra) or both MATH 101 (Basic Mathematics) and MATH 102 (Pre-Algebra) as a prerequisite to MATH 108
(Introduction to Algebra) or MATH 104 (Pharmacology Math). MATH 101 and MATH 102 are required developmental
courses and the credit hours must be added to the printed course of study.

Practicum and Coop Work Experiences: It is required in most programs and recommended in a few programs that you
complete a practicum or coop work experience prior to graduation. These experiences involve an on- or off-campus work
experience integrated with academic instruction in which learned concepts are applied to practical situations within your
technology.

Additional Courses: You may take special topics (290) courses (1-5 credits) or individualized study (291) courses (1-5 credit
hours) in addition to the traditional course of study listed.

Hocking College reserves the right to modify curricular requirements, to change course content, and to change course fees
at any time.

Hocking College does not discriminate against applicants, employees or students on the basis of race, color, creed, religion,
age, sex, marital status, veteran status, national origin, ancestry, citizenship, or disability. Questions about this should be
directed to Rose Marie Smith, Ph.D., Executive Personnel Director, or Stephen Miller, Ph.D., Dean of Student Life, 3301
Hocking Parkway, Nelsonville OH 45764, 740 753-3591. Accommodations for persons with disabilities may be made
through the Access Center, 3301 Hocking Parkway, Nelsonville OH 45764, 740 753-3591.
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School of Arts and Sciences

Transfer Module/University Bound

Hocking College recognizes the value of providing a program for students who want to pursue a bachelor degree
at a four-year college or university. The Transfer Module is designed to provide a guaranteed transition for
students transferring to other public Ohio colleges and universities.

The Hocking College Transfer Module/University Bound, meets requirements of the Ohio Board of Regents; it will
be accepted at Ohio state subsidized colleges and universities.

Hocking's Transfer Module program includes 54 to 60 quarter hour credits of introductory courses in the areas of
English composition, mathematics, arts and humanities, social and behavioral sciences and natural and physical
sciences. The Hocking College Module include general courses already in technical programs as well as courses
for transfer only. Because individual technologies may differ in specific course requirements for general educa-
tion, the articulation of the transfer module may vary from one program to another.

Conditions for Transfer Admission
Students meeting the requirements for the Transfer Module are subject to the following conditions:

1. The policy encourages receiving institutions to give preferential consideration for admission to students who
complete the Transfer Module and either the Associate of Arts or the Associate of Science degrees. These
students will be able to transfer all courses in which they received a passing grade of D or better. Students
must have an overall grade point average of 2.00 to be given credit for the Transfer Module.

2. The policy also encourages receiving institutions to give preferential consideration for admission to students
who complete the Transfer Module with a grade C or better in each course and 90 quarter hours or 60
semester hours. Students must have an overall grade point average of 2.00 to be given credit for the
Transfer Module and only courses in which a C or better has been earned will transfer.

3. The policy encourages receiving institutions to admit on a non-preferential consideration basis students who
complete the Transfer Module with a grade of C or better in each course and less than 90 quarter hours or
60 semester hours. These students will be able to transfer all courses in which they have received a grade of
C or better. Admission to a given institution, however, does not guarantee that a transfer student will be
automatically admitted to all majors, minors, or fields of concentration at that institution. Once admitted,
transfer students shall be subject to the same requlations governing applicability of catalog requirements as
all other students. Furthermore, transfer students shall be accorded the same class standing and other
privileges as native students on the basis of the number of credits earned. All residency requirements must
be successfully completed at the receiving institution prior to the granting of a degree.

Responsibilities of Students

In order to facilitate transfer with maximum applicability of transfer credit, prospective transfer students should
plan a course of study that will meet the requirements of a degree program at the receiving institution. Specifi-
cally, students should identify early in their collegiate studies an institution and major to which they desire to
transfer. Furthermore, students should determine if there are language requirements or any special course
requirements that can be met during the freshman or sophomore years. This will enable students to plan and
pursue a course of study that will articulate with the receiving institution's major. Students are encouraged to
seek further information regarding transfer from both their advisor and the college or university to which they
plan to transfer.
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Appeals Process
A multi-level, broad-based appeal process is required to be in place at each institution. A student disagreeing
with the application of transfer credit by the receiving institution shall be informed of the right to appeal the
decision and the process for filing the appeal. Each institution shall make available to students the appeal
process for that specific college or university.

If a transfer student’s appeal is denied by the institution after all appeal levels within the institution have been
exhausted, the institution shall advise the student in writing of the availability and process of appeal to the
state level Articulation and Transfer Appeals Committee.

The Appeals Review Committee shall review and recommend to institutions the resolutions of individual cases of
appeal from transfer students who have exhausted all local appeal mechanisms concerning applicability of
transfer credits at receiving institutions.
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The Transfer Module must include 54-60 quarter

credit hours of courses in the following areas:
English Composition, Mathematics, Arts and

Humanities, Social and Behavioral Sciences, and
Natural and Physical Sciences. Students should

follow these directions in selecting courses to fulfill

the requirements of the Transfer Module.

English Composition

(minimum of 8 credit hours)

Communications I
Communications ll|

or

Freshman Composition

Choose the remaining 3 credit hours from

Required:
COMM 122
COMM 123
ENGL 151
the following:
COMM 124
COMM 225

Mathematics
(minimum of 3 credit hours)

MATH
MATH
MATH

12
15
163 A

Arts/Humanities
(minimum of 9 credit hours)

HUM
HUM
HUM

HUM
HUM

200
201
202

203
204

Communications IV
Technical Writing

Advanced Algebra
Pre Calculus
Calculus

Introduction to World Literature
Western Civilization and Culture
Understanding and Appreciating
Theatre Art

Ethics, Values, and Morality
Twentieth Century U.S. Music

Social and Behavioral Sciences
{minimum of 11 credit hours)

Required:
PSYC

PSYC
PSYC
PSYC

PSYC
socl

S0cI

101
150
150 A
150 B

150 C
101

160

General Psychology

or

Introduction to Psychology

or

Introduction to Psychology Module A
and

Intraduction to Psychology Module B
and

Introduction to Psychology Module C
General Sociology

or

Introduction to Sociclogy

Choose the remaining 6 credit hours from at
least two of the following areas:

Sociology
Socl
Socl
SOCI

Psychology

PSYC
PSYC
PSYC
PSYC

161
162
165

151
152
160
162

Sociology of Family
Social Issues
Cross Cultural Studies

Developmental Psychology
Abnormal Psychology

Behavioral Sciences Statistics
Child and Adolescent Development

oW

w W

0w W

Government

GOVT

Economics

ECON
ECON

142

140

240

Interaction with Government and
Politics

Principles of Microeconomics
Principles of Macroeconomics

Natural and Physical Sciences
(minimum of 9 credit hours)

CHEM
CHEM
CHEM
EGR
EGR
HC
HC
HC
HC

100
102
130
102
103
100
10
120
247
100
120
21
131
100
101
103
131
132
209

Introduction to Chemistry
Introduction to Chemistry Il
Fundamentals of Chemistry
Physics M

Physics HLS

The Human Organism
Anatomy and Physiology |
Anatomy and Physiology Il
Microbiology

Astronomy

Botany

Zoology

Environmental Chemistry
Health Science: The Human Machine
Environmental Science
Physics

Field Biology

Geology

Terrestrial Ecology

N
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School of Business

Technical Programs
Programs leading to an Associate Degree.

Accounting
Business Management and Entrepreneurship
Office Management

Certificate Programs
Programs providing specific technical skills.

Certificates of Completion
Awarded for successful completion of a course or series of courses (less than twelve credit hours) leading to
acquisition of specific knowledge and skills.

Accounting Clerk/Payroll Clerk

Accounts Payable/Accounts Receivable Clerk
Cost Clerk

File Clerk

Introduction to International Business
Salesperson

Occupational Certificates
Awarded for successful completion of twelve or more credit hours in which the individual acquires knowledge and
skills that are directly applicable to specific entry level employment.

Administrative Transcriptionist
Clerk/Basic Typist

Computer Applications for Business Owners
Entrepreneurial Specialist

Federal Taxation

Industrial Salesperson

Management Specialist
Microcomputer Accounting
Non-Profit Accounting

Personnel Specialist |

Personnel Specialist Il

Real Estate

Receptionist/Clerk

Retail Management Specialist

Small Business Accounting Technician
Small Business Specialist

Word Processing

Technical Certificates

Awarded for successful completion of a prescribed sequence of courses within a given technology in which the
certificate is offered. The total credit hours are at least 50% of the number required for the associate degree in
that technology. The technical component will be 27-33 quarter hours with the balance being in general courses.

Accounting
Office Management

13
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Certificates of Concentration

Awarded for successful completion of a coherent set of courses which complement the associate degree and
enable the learner to acquire skills in a specific area (e.g. medical office management, chemical dependency
counselor).

Legal Office Management
Medical Office Management



Accounting

For students entering June, 2002 through May, 2003

First Quarter

Course No. Course Name

ACC 120 P Payroll Accounting

ACC 100 P Accounting |

ACC 130 P Business and Accounting Machines

BUS 170 P Fundamentals of Business |

COMM 122 P Communications Il

OAT 180 P Keyboarding

SIP soe Social Science/Psychology Elective (Required)

Second Quarter

Course No. Course Name

ACC 101 P Accounting Il

ACC 105 Quickbooks for Small Business

ACC 110 P Accounting Simulation

ACC 140 Individual Taxation

BUS 171 P Fundamentals of Business Il

COMM 123 P Communications Il

MATH 108 B Introduction to Algebra for Business

Third Quarter

Course No. Course Name

ACC 102 P Accounting 1l

ACC m P Advanced Accounting Simulation
ACC 150 P Business Taxation

ACC 162 Microcomputer Accounting
COMM 130 Speech

MATH 109 Business Math

Summer Quarter
Course No. Course Name
See your advisor regarding course offerings.

Fourth Quarter

Course No. Course Name

ACC 200 P Basic Cost Accounting

ACC 220 Non-Profit Accounting |

BUS 125 Principles of Finance

BUS 247 Excel for Windows

COMM 104 Job Search Techniques

S/p eee Social Science/Psychology Elective (Required)

Fifth Quarter

Course No. Course Name

ACC 201 Advanced Cost Accounting

ACC 210 Cost Accounting Simulation

ACC 221 Non-Profit Accounting Il

ACC 230 Intermediate Accounting |

BUS 248 Advanced Excel

BIOS 100 P Health Science: The Human Machine
or

BIOS 101 Environmental Science

Sixth Quarter

Course No. Course Name

ACC 231 Intermediate Accounting Il

ACC 250 Auditing

ACC 296 Accounting Practicum

BUS 200 Business Law

COMM 124 A P Communications IV (Job Communication)
ACC soe Accounting Elective (Optional)

Technical Credit Hours 51.00-54.00

General Credit Hours 54.00

Total Credit Hours 105.00-108.00
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Class
3.00
0.00
3.00
2.00
2.00
3.00

13.00

Class
3.00
2.00
1.00
3.00
3.00
0.00
12.00

Lab
3.00
3.00
2.00
2.00
0.00
1.00
0.00
11.00

Lab
3.00
4.00
1.00
3.00
2.00
0.00
1.00
14.00

Lab
4.00
1.00
4.00
4.00
0.00
0.00
13.00

Lab
3.00
3.00
3.00
3.00
0.00
0.00
12.00

Lab
3.00
3.00
3.00
3.00
3.00
0.00

15.00

Lab
3.00
3.00
8.00
0.00
0.00
0.00
14.00

3.00
3.00
1.00

18.00

Credit
3.00
2.00

3.00
3.00
3.00

1 é.OO

Credit
4.00
1.00
4.00
2.00
3.00
4.00
18.00

Credit

Credit
3.00
4,00
4.00
3.00
1.00
3.00
18.00

Credit
4.00
1.00
4.00
3.00
3.00
3.00

3.00
18.00

Credit

4.00

3.00

2.00

3.00

3.00

0.25-3
15.00-18.00

Course Fee
$12

$5

$20

$7

$20

$25

Course Fee
$5

$37

$36

$30

$10

$16

Course Fee

Course Fee
$12
$5

$36
$10

Course Fee
$12

$36

$5

$10

$36

$20

Course Fee
$10
$5

$20

15
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Business Management and Entrepreneurship

For students entering June, 2002 through May, 2003

First Quarter

Course No. Course Name Type Class Lab Credit Course Fee
BUS 100 P Small Business Management | T 3.00 2.00 3.00 $5
BUS 102 P Principles and Practices of Management | T 3.00 2.00 3.00
BUS 110 Marketing T 3.00 2.00 3.00 $5
BUS 105 History of American Business G 3.00 0.00 3.00
COMM 122 P Communications I G 3.00 0.00 3.00 $20
QAT 180 P Keyboarding G 1.00 1.00 1.00 $25
BUS 250 Events Planning and Operations | (Optional) G 1.00 3.00 1.00-2.
16.00-17.00 7.00-10.00 16.00-18.00
Second Quarter
Course No. Course Name Type Class Lab Credit Course Fee
BUS 101 P Small Business Management Il T 3.00 2.00 3.00 $5
ACC 100 P Accounting | G 2.00 3.00 3.00 $5
BUS 200 Business Law G 3.00 0.00 3.00
COMM 123 A P Communications [ll (Job Communication) G 3.00 0.00 3.00 $20
MATH 108 B Introduction to Algebra for Business G 3.00 1.00 3.00 $16
BUS eoo Business Elective (Required) T 0.00 0.00 3.00
14.00 6.00 18.00
Third Quarter
Course No. Course Name Type Class Lab Credit urse F
BUS 103 P Principles and Practices of Management Il T 3.00 2.00 3.00
ACC 101 p Accounting Il G 2.00 3.00 3.00 $5
BUS 201 Advanced Business Law G 4.00 0.00 4.00
ECON 140 Principles of Microeconomics G 4.00 0.00 4.00
MATH 109 Business Math G 4.00 0.00 4.00 $16
17.00 5.00 18.00
Summer Quarter
Course No. Course Name Type Class Lab Credit Course Fee
See your advisor regarding course offerings.
Fourth Quarter
Course No. Course Name Type Class Lab Credit Course Fee
BUS 243 Business Systems Control T 2.00 3.00 3.00 $5
BUS 260 Business Planning T 1.00 3.00 2.00 $24
Socl 169 P Human Relations in Organizations G 3.00 0.00 3.00 $7
COMM 130 Speech G 3.00 0.00 3.00 $10
or
COMM 135 Verbal Career Skills G 3.00 0.00 3.00 $10
BUS 251 Events Planning and Operations Il (Optional) G 1.00 3.00 1.00-2.00
PSYC ses Psychology Elective (Required) G 3.00 0.00 3.00
BUS eoo Business Elective (Required) T 0.00 0.00 3.00
12.00-13.00 6.00-9.00 17.00-19.00
Fifth Quarter
Course No. Course Name Type Class Lab Credit Course Fee
BUS 210 Human Resources Management T 3.00 2.00 3.00
BUS 247 Excel for Windows T 2.00 3.00 3.00 $36
ACC 162 Microcomputer Accounting G 1.00 4.00 2.00 $30
COMM 104 Job Search Techniques G 1.00 0.00 1.00 $10
BIOS 100 P Health Science: The Human Machine G 3.00 0.00 3.00
or
BIOS 101 Environmental Science G 3.00 0.00 3.00 $20
BUS soo Business Elective (Required) T 0.00 0.00 3.00
10.00 9.00 15.00
Sixth Quarter
Course No. Course Name Type Class Lab Credit Course Fee
BUS 248 Advanced Excel T 2.00 3.00 3.00 $36
BUS 296 Business Management Practicum T 1.00 7.00 2.00
HUM 203 Ethics, Values, and Morality G 3.00 0.00 3.00 $5
BUS soe Business Elective (Required) T 0.00 0.00 6.00
6.00 10.00 14.00
Technical Credit Hours 46.00
General Credit Hours 52.00-56.00
Total Credit Hours 98.00-102.00

Business Management and Entrepreneurship Notes: Students must choose from the following Psychology electives: PSYC 121 (Women In Transition), PSYC 150 (Intro To Psychology), PSYC
151 (Developmental Psychology), PSYC 152 (Abnormal Psychology), or PSYC 154 (Interpersonal Relationships).

To earn an Associate Degree, students must complete at least 15 credit hours from the following electives: Human Resources Management - BUS 230 (Labor-Management Relations), BUS
285 (Human Resources Policy), SUPR 235 (Supervision and Leadership); Retail Management - BUS 130 (Sales), BUS 165 (Advertising), BUS 185 (Retail Store Operations), BUS 206 (Business
on the Internet), BUS 211 (Advanced Marketing); Accounting -ACC 102 (Accounting I}, ACC 105 (Introduction to Quickbooks), ACC 120 (Payroll Accounting), BUS 240 (Managerial
Accounting), ACC 140 (Individual Taxation), ACC 150 (Business Taxation), ACC 200 (Basic Cost Accounting); Real Estate - RE 101 (Real Estate Principles), RE 102 (Real Estate Law), RE 103
(Real Estate Finance), RE 104 (Real Estate Appraisal); Transfer Module - ACC 102 (Accounting I1l), CS 155 (Applied Statistical Packages), ECON 240 (Principles of Macroeconomics), MATH
205 (Introduction to Caleulus); Microcomputer Applications - CS 200 (Introduction to Networking), CS 201 (Advanced Networking), EC 100 (Internet Webmaster 1), EC 102 (The Internet as a
Business Platform), EC 110 {(Marketing on the Internet), EC 200 (Internet Webmaster 11), EC 205 (Internet Webmaster 111), EC 205 (E-Commerce Banking and Finance), MICS 100 (Basic
Computer Skills), MICS 110 (Introduction to Visual Basic), MICS 112 (Introduction to DOS), MICS 115 (PC Operating Systems), MICS 121 (Microsoft Office), MICS 142 (Introduction to
Microsoft Access), MICS 144 (Introduction to Microsoft Word), MICS 145 (Introduction to Windows), MICS 201 (Desktop Publishing), MICS 210 (Microsoft Publisher), NET 100 (Internet and
Web Page Design), NET 120 (Computer Architecture and Hardware), NET 200 (Advanced Web Page Design), OAT 222 (Office Presentations-Powerpoint), OAT 250 (Office Publications);
International Business - BUS 106 (International Business), BUS 208 (International Money Matters); Financial Management - BUS 120 (Personal Finance), BUS 125 (Principles of Finance).



Office Management

For students entering June, 2002 through May, 2003

First Quarter

Course No.

QAT 107

OAT 110

OAT 13

COMM 122 P
MATH 108 B

OAT 100 P
OAT 180 P
OAT 190

BUS 250

Second Quarter

Course No.

OAT m

QAT 114

OAT 21

ACC 100 P
COMM 123 A P
GS 104

OAT 195

Third Quarter

Course No.

OAT 121 p
QAT 200

OAT 216

OAT 218

OAT 296 A

COMM 124 P

Summer Quarter
Course No.
See your advisor regarding course

Fourth Quarter

Course No.

OAT 215

OAT 220

OAT 222

BUS 120 P
COMM 130

COMM 135

BIOS 100 P
BIOS 101

BUS 251

Fifth Quarter

Course No.

OAT 102

OAT 230

OAT 250

BUS 200

COMM 104

PSYC 150 P

Sixth Quarter

Course No.

OAT 240

OAT 260

OAT 296 B

HUM 203

PSYC 154

QAT 122 P
QAT eoe

Technical Credit Hours
General Credit Hours
Total Credit Hours

Course Name

Telephone Skills

Office Procedures |

Office Management Computer Systems
Communications Il

Introduction to Algebra for Business
Information Processing

Keyboarding

Business Communication Skills |

Events Planning and Operations | (Optional)

Course Name

Office Procedures ||

Electronic Communication

Word Processing-Word Perfect
Accounting |

Communications 11l (Job Communication)
Time Management

Business Communication Skills |1

Course Name

Speed Building |

Introduction to Transcription
Word Processing-Microsoft Word
Office Budgeting Using Excel
Office Management Practicum |
Communications IV

Course Name
offerings.

Course Name

Office Database Management Access
Office Procedures Il

Office Presentation-PowerPoint
Personal Finance

Speech

or

Verbal Career Skills

Health Science: The Human Machine
or

Environmental Science

Events Planning and Operations Il (Optional)

Course Name

Office Simulation |

Administrative Transcription

Office Publications and Presentations
Business Law

Job Search Techniques

Introduction to Psychology

Course Name

Integrated Office Software

Office Simulation Il (Capstone)

Office Management Practicum Il

Ethics, Values, and Morality

or

Interpersonal Relationships

Speed Building Il (Optional)

Office Administration Elective (Optional)

48.00-52.00
42.00-46.00
90.00- 98.00
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Class
1.00
3.00
1.00
3.00
3.00
2.00
1.00
1.00
1.00
15.00-16.00

1.00
14.00-15.00

Class
2.00
2.00
2.00
3.00
1.00

13.00

Class
2.00
2.00
1.00
3.00

3.00
1.00
0.00
8.00- 9.00

Lab
1.00
2.00
1.00
0.00
1.00
2.00
1.00
3.00
3.00
11.00-14.00

Lab
2.00
2.00
4.00
3.00
0.00
0.00
2.00
13.00

0.00
0.00

0.00
3.00
§.00-11.00

Lab
4.00
4.00
4.00
0.00
0.00
0.00
12.00

Lab
4.00
4.00
7.00
0.00

0.00
2.00
0.00
15.00-17.00

Credit Course Fee
1.00 $20

3.00 $5

1.00 $30

3.00 $20

3.00 $16

2.00 $35

1.00 $25

2.00 $5
1.00-2.00

16.00-18.00

Credit Course Fee
3.00 $30

2.00 $35

3.00 $37

3.00 $5

3.00 $20

1.00 $5

2.00 $5

17.00

Credit Course Fee
1.00 $35

3.00 $30

3.00 $37

3.00 $37

2.00

3.00 $20

15.00

Credit Course Fee
Credit Course Fee
2.00 $30

3.00 $37

1.00 $30

3.00

3.00 $10

3.00 $10

3.00

3.00 $20
1.00-2.00

15.00-17.00

Credit Course Fee
3.00 $37

3.00 $37

3.00 $37

3.00

1.00 $10

3.00 $7

16.00

Credit Course Fee
3.00 $37

3.00 $37

2.00

3.00 $5

3.00 $7

1.00 $35
0.25-3.00

11.00-15.00

17
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School of Business Certificates

Certificates of Completion

Accounting Clerk/Payroll Clerk

Objective: To prepare students for entry level accounting tasks of a
clerical nature. This includes the ability to compute and record payroll
and related taxes. (3 quarters)

Course No. Course Name redi
ACC 120 P Payroll Accounting 3
ACC 140 Individual Taxation 3
ACC 150 P Business Taxation 4

10

Accounts PayablefAccounts Receivable Cierk
Objective: To prepare students for entry level accounting tasks of a
clerical nature. Specifically Accounts Payable Clerk/Accounts Receivable
Clerk. (2 quarters)

Course No. Course Name

ACC 100 P Accounting |

ACC 101 P Accounting Il

ACC 130 P~ Business and Accounting Machines
ACC 162 Microcomputer Accounting

—-‘IMM(A)L«JE
o i~

Cost Clerk

Objective: To prepare the student for all clerical tasks involved in
accounting for manufacturers that use cost systems. Prerequisite:
Accounting Clerk/Payroll Clerk Certificate. (3 quarters)

Course No. Course Name Credits
ACC 200 P~ Basic Cost Accounting 3
ACC 201 Advanced Cost Accounting 4
ACC 210 Cost Accounting Simulation 1
8
File Clerk

Objective: To prepare the student to sort and file business records by
alphabetic, numeric, subject, and geographic systems. Special activity
is also needed. The student must complete ten (10) hours of microfilm-
ing procedures in the Records Office of Hocking College.

Course No. Course Name Credits
OAT 110 Office Procedures | 3
GS 104 Time Management 1

4

Introduction to International Business

Objective: To introduce the student to the concepts of international
business matters in the areas of importing, exporting, and money
matters.

Course No. Course Name Credits
BUS 106 International Business 3
BUS 208 International Money Matters 3

6

Salesperson
Objective: To prepare the student for the position of Salesperson Level I.

Course No. Course Name Credits
BUS 100 P Small Business Management | 3
BUS 130 Sales 3
BUS 110 Marketing 3
9

Occupational Certificates

Administrative Transcriptionist

Objective: To prepare students to use the typewriter to transcribe
letters, reports, or other recorded data heard through earphones or
transcribing machines.

Course No. Course Name Credits
OAT 100 P Information Processing 2
OAT 102 Office Simulation | 3
OAT 13 Office Administration Computer 1

Systems
OAT 114 Electronic Communication 2
OAT 180 P Keyboarding 1
OAT 190 Business Communication Skills | 2
OAT 195 Business Communication Skills || 2
OAT 200 Introduction to Transcription 3
OAT 2n Word Processing-Word Perfect 3
OAT 216 Word Processing-Microsoft Word 3
OAT 230 Administrative Transcription 3
COMM 122 P Communications Il 3
28

Clerk/Basic Typist
Objective: To prepare students to perform entry level duties in a
business or professional office.

urse No. Course Name Credits
OAT 100 P Information Processing 2
OAT 107 Telephone Skills 1
OAT 110 Office Procedures | 3
OAT m Office Procedures I 3
OAT 113 Office Management Computer 1
Systems
OAT 14 Electronic Communication 2
OAT 180 P Keyboarding 1
OAT 190 Business Communication Skills | 2
OAT 195 Business Communication Skills 11 2
OAT 1 Word Processing-Word Perfect 3
or
OAT 216 Word Processing-Microsoft Word 3
20

Computer Applications for Business Owners
Objective: To train students for the basic microcomputer skills
necessary to run a small business.

Course No. Course Name Credits
ACC 100 P Accounting | 3
BUS 247 Excel for Windows 3
ACC 101 P Accounting Il 3
ACC 162 Microcomputer Accounting 2
OAT AN Word Processing-Word Perfect 3
MICS 20 Desktop Publishing 2
BUS 248 Advanced Excel 3
QAT 240 Integrated Office Software 3
22

Entrepreneurial Specialist
Objective: To prepare the student to manage his/her own business in
an innovative and creative manner.

Course No. Course Name Credits
ACC 100 P Accounting | 3
ACC 120 P Payroll Accounting 3
ACC 150 P Business Taxation 4
BUS 102 P Principles and Practices of 3
Management |
BUS 110 Marketing 3
BUS 130 Sales 3
BUS 100 P~ Small Business Management | 3
BUS 200 Business Law 3
BUS 101 P Small Business Management |l 3
BUS 260 Business Planning 2
BUS 247 Excel for Windows 3
33

Federal Taxation

Objective: Students will be able to use forms, manuals, and techniques
associated with Federal tax laws and regulations. The student will
acquire skills in the preparation of tax forms and knowledge of
commercial software packages. The student will qualify for tax
preparation positions with private and governmental agencies.

Course No. Course Name Credits

ACC 100 P Accounting | 3
ACC 120 P Payroll Accounting 3
ACC 10 P Accounting Il 3
ACC 140 Individual Taxation 3
ACC 150 P Business Taxation 4
ACC 162 Microcomputer Accounting 2
18



Industrial Salesperson
Objective: To train engineering and business graduates for entry level
positions in industrial selling.

Course No. Course Name Credits
BUS 110 Marketing 3
BUS 130 Sales 3
COMM 130 Speech 3
ISE 107 Manufacturing | 3
BUS 2n Advanced Marketing 3
SUPR 235 Supervision and Leadership 3
CER 203 Statistical Quality and Process Control 3
or
CS 155 Applied Statistical Packages 3

21

Management Specialist
Objective: To prepare the student for the position of management
specialist.

Course No. Course Name redi

BUS 102 P Principles and Practices of 3
Management |

ACC 100 P Accounting | 3

BUS 125 Principles of Finance 4

BUS 103 Principles and Practices of 3
Management Il
or
BUS 230 Labor-Management Relations 3
BUS 100 P~ Small Business Management | 3
BUS 101 P Small Business Management 1| 3
BUS 210 Human Resources Management 3
BUS 260 Business Planning 2
BUS 296 Business Practicum/Seminar 2
SUPR 235 Supervision and Leadership 3
29

Microcomputer Accounting

Objective: Students will be able to choose appropriate commercial
software packages, acquire skills in the use of microcomputer
accounting software, and enter job markets associated with bookkeep-
ing, folio auditing, and as an accountant's assistant.

Course No. Course Name Credits

ACC 100 P Accounting | 3
ACC 120 P Payroll Accounting 3
ACC 101 P Accounting Il 3
ACC 162 Microcomputer Accounting 2
BUS 247 Excel for Windows 3
BUS 248 Advanced Excel 3
17

Non-Profit Accounting

Objective: Students will be able to apply the special accounting
procedures and practices of non-profit accounting and acquire skill in
tax form selection and preparation. Students will be able to gain entry
into non-profit agencies and organizations as a bookkeeper/accoun-
tant.

Course No. Course Name Credits
ACC 100 P Accounting | 3
ACC 120 P Payroll Accounting 3
ACC 101 P Accounting Il 3
ACC 162 Microcomputer Accounting 2
ACC 220 Non-Profit Accounting | <
ACC 221 Non-Profit Accounting Il 4
19
Personnel Specialist |
Objective: To prepare the student for the position of Personnel
Specialist Level I.
Course No. Course Name Credits
ACC 100 P Accounting | 3
ACC 120 P Payroll Accounting 3
BUS 102 P Principles and Practices of 3
Management |
BUS 100 P~ Small Business Management | 3
BUS 101 P Small Business Management || 3
BUS 210 Human Resources Management 3
18

Personnel Specialist Il
Objective: To prepare the student for the position of Personnel
Specialist Level 1. Prerequisite: Personnel Specialist Level |

Course No. Course Name Credits
BUS 210 Human Resources Management 3
Socl 169 P Human Relations in Organizations 3
SUPR 235 Supervision and Leadership 3
BUS 103 Principles and Practices of 3
Management ||
or
BUS 230 Labor-Management Relations 3
12
Real Estate

Objective: In response to the changing licensing requirements in the
State of Ohio, Hocking College will be providing the courses necessary
to become a salesperson. After successful completion of these courses,
the candidate can take the licensing exam to become a Real Estate

Salesperson.
Course No Course Name Credits

RE 101 Real Estate Principles 4
RE 102 Real Estate Law 4
RE 103 Real Estate Finance 2
RE 104 Real Estate Appraisal 2

12
Receptionist/Clerk

Objective: To prepare students to perform receptionist duties in a
business or professional office.

Course No. Course Name Credits

OAT 100 P Information Processing 2
OAT 107 Telephone Skills 1
OAT 10 Office Procedures | 3
OAT 180 P Keyboarding 1
OAT 190 Business Communication Skills | 2
COMM 122 P Communications Il 3
GS 104 Time Management 1
13

Retail Management Specialist
Objective: To prepare the student for the position of Retail Manage-
ment Specialist.

Course No. Course Name Credits
BUS 100 P~ Small Business Management | 3
BUS 110 Marketing 3
BUS 130 Sales 3
BUS 165 Advertising 3
BUS 170 Fundamentals of Business | 3
or
BUS 185 Retail Management 3
BUS 171 P Fundamentals of Business || 3
18

Small Business Accounting Technician
Objective: To prepare the student in all aspects of bookkeeping for a
small business.

Course No. Course Name redi
ACC 100 P Accounting | 3
ACC 120 P Payroll Accounting 3
ACC 150 P Business Taxation 4
ACC 101 P Accounting Il 3
BUS 100 P~ Small Business Management | 3
BUS 101 P Small Business Management || 3
ACC 162 Microcomputer Accounting 2

21

Small Business Specialist
Objective: To prepare the student for the position of Small Business
Specialist Level 1.

Course No. Course Name Credits

BUS 102 P Principles and Practices of 3
Management |

ACC 100 P Accounting | 3

ACC 101 P Accounting Il 3

BUS 100 P Small Business Management | 3

BUS 200 Business Law 3

19
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BUS
ACC
BUS
BUS

Word Processing

101
162
247
248

Small Business Management 1|
Microcomputer Accounting
Excel for Windows

Advanced Excel

Objective: To prepare the student for an entry-level position as a word
processor specialist.

Course No.
OAT 200
QAT 211
OAT 216
QAT 240
OAT 350
BUS 247

Course Name

Introduction to Transcription
Word Processing - WordPerfect
Word Processing - Microsoft Word
Integrated Office Software

Office Publications and Presentations

Excel for Windows

Technical Certificates

Accounting
Objective: To prepare students for entry level banking tasks which
require knowledge of all phases of accounting for manufacturing. This
also prepares the student for employment as a junior accountant in
small public accounting firms.

Course No.
ACC 100
ACC 120
ACC 130
BUS 170
COMM 122
ACC 101
ACC 140
COMM 123
MATH 108 B
ACC 102
ACC 150
ACC 162
ACC 200
SOCl 169
ACC 201
ACC 210

Office Management

T U U U O
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Course Name

Accounting |

Payroll Accounting

Business and Accounting Machines
Fundamentals of Business |
Communications Il

Accounting Il

Individual Taxation
Communications Hl

Introduction to Algebra for Business

Accounting Il

Business Taxation

Microcomputer Accounting

Basic Cost Accounting

Human Relations in Organizations
Advanced Cost Accounting

Cost Accounting Simulation

Credits
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Credits
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Objective: To prepare the student for an entry level position in a
business office.

Course No.
OAT 100
QAT 107
OAT 10
OAT m
OAT 121
OAT 180
OAT 190
OAT 211
COMM 101
COMM 122
COMM 123
OAT 102
OAT 13
OAT 296 A
OAT 200
QAT 230
QAT 216
ACC 100
COMM 102
QAT 14
MATH 108
COMM 104

w 7o

oo

Course Name

Information Processing
Telephone Skills

Office Procedures |

Office Procedures Il

Speed Building |

Keyboarding

Business Communication Skills |
Word Processing-Word Perfect
Spelling Skills

Communications Il
Communications |

Office Simulation |

Office Administration Computer
Systems

Office Management Practicum
Introduction to Transcription
Administrative Transcription
Word Processing-Microsoft Word
Accounting |

Vocabulary Skills

Electronic Communication
Introduction to Algebra

Job Search Technigues

Certificates of Concentration

Legal Office Management

Credits

W WW = W = s W= N
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Objective: To prepare the student for the legal office with courses that
will make the transition easier from the classroom to the office.
Prerequisite: This certificate is awarded only with an Associate Degree
in Office Management.

Course No. Course Name redits
BUS 200 Business Law 3
OAT 220 Office Procedures |11 3
OAT 280 Legal Transcription 3
9

Medical Office Management
Objective: To prepare the student for the medical office with courses
that will make the transition easier from the classroom to the office.

Course No. Course Name Credits
MA 15 Medical Transcription 3
MA 12 Medical Law and Ethics 3
OAT 220 Office Procedures IlI 3
9



School of Computer and Information Technology

Technical Programs
Programs leading to an Associate Degree, Diploma or Technologist Certification.

Computer Programming
E-Commerce
Interactive Multimedia
Network Systems

Certificate Program
Programs providing specific technical skills.

Occupational Certificates
Awarded for successful completion of twelve or more credit hours in which the individual acquires knowledge and
skills that are directly applicable to specific entry level employment.

Cisco Networking Academy Level |
Internet Webmaster

Micro Computer Software User
Networking and Web Design

21
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Computer Programming

For students entering June, 2002 through May, 2003

First Quarter

Course No. Course Name Type Class Lab Credit Course Fee
Cs 100 Program Analysis | T 3.00 2.00 3.00
(& 120 Introduction to Data Processing T 3.00 2.00 3.00 $35
MICS 15 PC Operating Systems T 1.00 3.00 2.00 $30
MICS 144 Introduction to Word T 1.00 1.00 1.00 $30
BUS 170 P Fundamentals of Business | G 3.00 2.00 3.00 $7
COMM 122 P Communications Il G 3.00 0.00 3.00 $20
MATH 108 B Introduction to Algebra for Business G 3.00 1.00 3.00 $16
17.00 11.00 18.00
Second Quarter
Course No. Course Name Type Class Lab Credit Course Fee
() 101 Program Analysis Il T 3.00 2.00 3.00
CsS 200 Introduction to Networking T 3.00 2.00 3.00 $35
MICS 110 Introduction to Visual Basic T 2.00 2.00 2.00 $35
MICS 141 Introduction to Excel T 1.00 1.00 1.00 $30
ACC 100 P Accounting | G 2.00 3.00 3.00 $5
COMM 123 P Communications Il G 3.00 0.00 3.00 $20
CS 155 Applied Statistical Packages G 3.00 2.00 3.00 $35
or
MATH m P Intermediate Algebra G 3.00 1.00 3.00 $16
17.00 11.00-12.00 18.00
Third Quarter
Course No. Course Name Type Class Lab Credit Course Fee
(& 110 Introduction to COBOL T 4,00 5.00 5.00 $35
CS 140 Job Controls and Utilities T 3.00 2.00 3.00 $35
MICS 142 Introduction to Access T 1.00 1.00 1.00 $30
NET 100 Internet and Web Page Design T 1.00 1.00 1.00 $30
ACC 101 p Accounting Il G 2.00 3.00 3.00 $5
COMM 130 Speech G 3.00 0.00 3.00 $10
or
COMM 135 Verbal Career Skills G 3.00 0.00 3.00 $10
14.00 12.00 16.00
Summer Quarter
Course No. Course Name Type Class Lab Credit Course Fee
See your advisor regarding course offerings.
Fourth Quarter
Course No. Course Name Type Class Lab Credi Course Fee
CS m Advanced COBOL T 4.00 5.00 5.00 $35
CS 201 Advanced Networking T 3.00 3.00 4.00 $35
CS 210 Programming in C++ T 2,00 4.00 3.00 $35
SOC! 153 Social and Cultural Awareness G 4.00 0.00 4.00 $7
or
Socl 160 Introduction to Sociology G 3.00 0.00 3.00 $7
or
SOCl 161 Sociology of Family Living G 3.00 0.00 3.00 $7
SOcCl 165 Cross Cultural Studies G 3.00 0.00 3.00 $7
NSC soe Natural Science Elective (Required) G 3.00 0.00 3.00
15.00-16.00 12.00 18.00-19.00
Fifth Quarter
Course No. Course Name Type Class Lab Credit Course Fee
CS 125 Computer Numbering Systems T 1.00 0.00 1.00
CS 220 Programming in RPG T 3.00 3.00 4.00 $35
CS 240 Database Management T 2.00 2.00 2.00 $35
(& 280 Mainframe Applications T 3.00 5.00 4.00 $35
COMM 104 Job Search Techniques G 1.00 0.00 1.00 $10
A/B soo Comm/Soci/Hum/Acc/Bus/Elective (Required) G 0.00 0.00 6.00
10.00 10.00 18.00
Sixth Quarter
Course No. Course Name Type Class Lab Credit Course Fee
CS 2n Advanced Programming in C++ T 2.00 4,00 3.00 $35
CS 214 Applications in Information Technology T 2.00 4.00 3.00 $35
cs 250 Basic Assembler Language T 3.00 2.00 3.00 $35
SQcC! 169 P Human Relations in Organizations G 3.00 0.00 3.00 $7
PSYC 150 P Introduction to Psychology G 3.00 0.00 3.00 $7
or
PSYC 154 Interpersonal Relationships G 3.00 0.00 3.00 $7
CS see Computer Science Elective (Optional) T 0.00 0.00 0.25-3.00
13.00 10.00 15.00-18.00
Technical Credit Hours 60.00-63.00
General Credit Hours 43.00-44.00
Total Credit Hours 103.00-107.00

Computer Programming Notes: Business/Accounting elective may be any 3-credit Business or Accounting course not already on your curriculum.

Students must choose from the following Social Science electives: A: PSYC 150 (Introduction To Psychology) or PSYC 154 (Interpersonal Relationships); B: SOCI 160
(Introduction To Sociology) or SOCI 165 (Cross Cultural Studies) or SOCI 161 (Sociology of Family Living).

One occupational certificate, Microcomputer Software User, is available. Please see a Computer Science instructor for more information.



E-Commerce

For students entering June, 2002 through May, 2003

First Quarter

Course No. Course Name

EC 100 Internet Webmaster |

EC 102 The Internet as a Business Platform
ACC 100 P Accounting |

COMM 122 P Communications I

MATH 108 B Introduction to Algebra for Business
OAT 180 P Keyboarding (Optional)

Second Quarter

Course No. Course Name

EC 101 Business Needs Analysis

EC 110 Marketing on the Internet

EC 15 E-Commerce Law, Legal Issues, and Ethics
EC 200 Internet Webmaster ||

COMM 123A P Communications Ill - Job Communications

Third Quarter

Course No. Course Name

EC 130 Web Marketing Research

EC 150 Advanced Internet Networking and Security
EC 201 Internet Webmaster Il

ACC 101 p Accounting I

MATH 109 Business Math

Summer Quarter
Course No. Course Name
See your advisor regarding course offerings.

Fourth Quarter

Course No. Course Name
BUS 266 Entrepreneurship
EC 205 E- Commerce Banking and Finance
MISC 142 Introduction to Access
Socl 169 P Human Relations in Organizations
COMM 130 Speech
or
COMM 135 Verbal Career Skills
PSYC eoe Psychology Elective (Required)

Fifth Quarter

Course No. Course Name

EC 210 Supply Chain Management

EC 212 E-Commerce Brand Management

IM 120 Interactive Media |

COMM 104 Job Search Techniques

HUM 203 Ethics, Values, and Morality

BIOS 100 P Health Science: The Human Machine
or

BIOS 101 Environmental Science

Sixth Quarter

Course No. Course Name

EC 250 E-Commerce Regulation

EC 280 E-Commerce Current Topics
EC 296 E-Commerce Practicum
BUS 267 Project Management

MICS 152 Advanced Access

SUPR 235 Supervision and Leadership
Technical Credit Hours 51.25-55.00

General Credit Hours 44,00-45.00

Total Credit Hours 95.25-100.00
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Class

4.00

3.00

2.00

3.00

3.00

1.00
15.00-16.00

3.00
0.25
1.00
3.00
2.00

3.00
12.25-15.00

Lab

0.00

0.00

3.00

0.00

1.00

1.00
4.00-5.00

Lab

0.00
0.00
0.00
2.00
0.00
2.00

Lab

3.00
0.00
2.00
3.00
0.00
8.00

Lab
0.00
3.00
1.00
0.00
0.00

0.00
0.00
4.00

Lab

0.00
0.00
3.00
0.00
0.00
0.00

0.00
3.00

Lab

0.00

0.00

8.00

0.00

2.00

0.00
10.00-18.00

Credit

4.00

3.00

3.00

3.00

3.00

1.00
16.00-17.00

Credit
3.00
4.00
3.00
4.00
3.00
17.00

Credit
3.00
3.00
4.00
3.00
4.00
17.00

Credit

3.00
3.00
3.00
1.00
3.00
3.00

3.00
16.00

Credit
3.00
0.25-3.00
2.00-3.00
3.00

2.00

3.00
13.25-17.00

Course Fee
$200

$25

$5

$20

$16

$25

Course Fee

$35
$35
$200
$20

Course Fee
$35

$35

$200

$16

Course Fee

Course Fee
$36

$30
$7
$10

$10

Course Fee
$35

$35

$100

$10

$5

$20

Course Fee
$35
$35

$25
$30

23
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Interactive Multimedia

For students entering June, 2002 through May, 2003

First Quarter

Course No.

EC 100
M 110
1M 112
BUS 100
COMM 122
PSYC 150
PSYC 154

Second Quarter

Course No.

BC 210
EC 200
IM 120
BUS 101
MATH 108

Third Quarter

Course No.

EC 201
EE 240
IM 130
COMM 130
COMM 135

Summer Quarter
Course No.

o o

Course Name

Internet Webmaster |

Graphic Design

IHustration

Small Business Management |
Communications Il
Introduction to Psychology
or

Interpersonal Relationships

Course Name

Audio/Video Production |
Internet Webmaster ||
Interactive Media |

Small Business Management ||
Introduction to Algebra

Course Name

Internet Webmaster Il

Computers for Electronic Technicians |
Interactive Media Il

Speech

or
Verbal Career Skills

Course Name

See your advisor regarding course offerings.

Fourth Quarter

Course No.

BC 215
EE 241
BUS 106
COMM 123
NSC soe

Fifth Quarter

Course No.

IM 220
IM 222
IM 224
ACC 100
EC 110
BUS 200
EC 15
Sixth Quarter
Course No.

BC 200
BC 207
COMM 104
COMM 225
Socl 153
SOCI 160
socl 161
Socl 165

Technical Credit Hours
General Credit Hours
Total Credit Hours

Course Name

Audio/Video Production II

Computer for Electronic Technicians ||
International Business
Communications Il

Natural Science Elective (Required)

Course Name

Video Composting

Dynamic Web Media

Interactive Media Distribution
Accounting |

Marketing on the Internet

or

Business Law

E-Commerce Law, Legal Issues, and Ethics

Course Name

Media Portfolio Development
Multitrack Audio Recording
Job Search Techniques
Technical Writing

Social and Cultural Awareness
or

Introduction to Sociology

or

Sociology of Family Living

or

Cross Cultural Studies

49.00
44.00-45.00
93.00-94.00
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Class
4.00
2.00
1.00
3.00
3.00
3.00

16.00

2.00
3.00
2.00
3.00

13.00

Class

1.00
2.00
4.00

3.00

3.00
12.00

Class
2.00
2.00
1.00
3.00
4.00

3.00
3.00

3.00
11.00-12.00

Lab
0.00
3.00
3.00
2.00
0.00
0.00

0.00
8.00

Lab
3.00
2.00
3.00
2.00
1.00
11.00

Lab
2.00
3.00

0.00

Lab
3.00
3.00
0.00
0.00
0.00
6.00

Lab

3.00
3.00
3.00
3.00
0.00

0.00
12.00
3.00
3.00
0.00
0.00
0.00
0.00

0.00

Credit Course Fee
4.00 $200

3.00 $100

2.00 $100

3.00 $5

3.00 $20

3.00 $7

3.00 $7

18.00

Credit rse F
3.00 $60

4.00 $200

3.00 $100

3.00 $5

3.00 $16

16.00

Credit Course Fee
4.00 $200

4.00 $60

3.00 $100

3.00 $10

3.00 $10

14.00

Credit Course Fee
Credit Course Fee
3.00 $60

4.00 $60

3.00 $60

3.00 $20

3.00

16.00

Credit Course Fee
2.00 $100

2.00 $100

2.00 $100

3.00 $5

4.00 $35

3.00

3.00 $35

16.00

Credit rse Fi
3.00 $60

3.00 $60

1.00 $10

3.00 $20

4.00 $7

3.00 $7

3.00 $7

3.00 $7
13.00-14.00

Interactive Multimedia Notes: Students must choose from the following Social Science electives: A: PSYC 150 Introduction to Psychology or PSYC 154
Interpersonal Relationships; B: SOCI 160 Introduction to Sociology or SOCI 165 Cross Cultural Studies, or SOCI 161 Sociology of Family Living, or SOCI 153 Social
and Cultural Awareness.



Network Systems

For students entering June, 2002 through May, 2003

First Quarter

Course No.

CS 100

CS 120

MICS 115

MICS 144

BUS 170 P
COMM 122 P
MATH 108 B

Second Quarter

Course No.

cs 200

MICS 10

MICS 141

NET 100

ACC 100 P
COMM 123 p
CS 155

MATH m P
Third Quarter

Course No.

Cs 125

MICS 142

NET 110

NET 120

ACC 101 p
COMM 130

COMM 135

Summer Quarter
Course No.
See your advisor regarding course

Fourth Quarter

Course No.

cs 201
NET 200
NET 210
NET 225
SOCI 153
SOCI 160
SOCI 161
Socl 165
NSC ese
Fifth Quarter
Course No.

CS 240
MICS 152
NET 21
COMM 104
AlB ese
Sixth Quarter
Course No.
NET 212
NET 215
NET 220
SocC! 169 P
PSYC 150 P
PSYC 154
NET 220

Technical Credit Hours
General Credit Hours
Total Credit Hours

Course Name

Program Analysis |

Introduction to Data Processing

PC Operationing Systems
Introduction to Word

Fundamentals of Business |
Communications [

Introduction to Algebra for Business

Course Name

Introduction to Networking
Introduction to Visual Basic
Introduction to Excel

Internet and Web Page Design
Accounting |
Communications I

Applied Statistical Packages
or

Intermediate Algebra

Course Name

Computer Numbering Systems
Introduction to Access

Cisco |

Computer Architecture and Hardware
Accounting I

Speech

or

Verbal Career Skills

Course Name
offerings.

Course Name

Advanced Networking
Advanced Web Page Design
Cisco Il

Network Communication Theory
Social and Cultural Awareness
or

Introduction to Sociology

or

Sociology of Family Living

or

Cross Cultural Studies

Natural Science Elective (Required)

Course Name

Database Management

Advanced Access

Cisco 1ll

Job Search Techniques
Comm/SocifHum/Acc/Bus Elective (Required)

Course Name

Cisco IV

Network Systems Security

Server Management

Human Relations in Organizations
Introduction to Psychology

or

Interpersonal Relationships
Server Management

55.00
43.00-44.00
98.00-99.00
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Class
3.00
3.00
1.00
1.00
3.00
3.00

17.00

Class
3.00
2.00
1.00
1.00
2.00
3.00
3.00

15.00

Class
1.00
1.00
3.00
1.00
2.00
3.00

3.00
11.00

Class

Class
3.00
2.00
2.00
2.00
4.00

3.00
3.00
3.00
0.00
12.00-13.00

Class
2.00
2.00
2.00
1.00
0.00
7.00

Class
2.00
2.00
3.00
3.00
3.00

3.00
3.00
13.00

Lab
2.00
2.00
3.00
1.00
2.00
0.00
100
11.00

Lab
2.00
2.00
1.00
1.00
3.00
0.00
2.00

1.00
10.00-11.00

Lab
3.00
4.00
5.00
1.00
0.00

0.00
0.00
13.00

Lab
2.00
2.00
6.00
0.00
0.00
10.00

Lab
6.00
3.00
4.00
0.00
0.00

0.00
4.00
13.00

Credit
3.00
3.00
2.00
1.00
3.00
3.00

18.00

Credit
3.00
2.00
1.00
1.00
3.00
3.00
3.00

3.00
16.00

Credit
1.00
1.00
4.00
2.00
3.00
3.00

3.00
14.00

Credit

Credit
4.00
3.00
3.00
2.00
4.00

3.00
3.00

3.00

3.00
18.00-19.00

Credit
2.00
2.00
4.00
1.00
6.00
15.00

Credit
4.00
3.00
4.00
3.00
3.00

3.00
4.00
17.00

Course Fee

$35
$30
$30
$7

$20
$16

Course Fee
$35

$35

$30

$30

$5

$20

$35

$16

Course Fee
$30

$50

$30

$5

$10

$10

Course Fee

Course Fee
$35

$30

$50

$7

$7

$7

$7

$35
$30
$50
$10

$30

Network Systems Notes: Communications/Social Science/Humanities/Accounting/Business elective may be any 3 credit course in any of these five subject areas
not already on your curriculum. Students must choose from the following Social Science electives: A: PSYC 150 (Introduction to Psychology) or PSYC 154
(Interpersonal Relationships); B: SOCI 160 (Introduction to Sociology) or SOCI 165 (Cross Cultural Studies), SOCI 161 (Sociology of Family Living), or SOCI 153
(Social and Cultural Awareness). Three occupational certificates, Microcomputer Software User, CISCO Academy I-IV, and Networking and Web Design are

available. Please see a Computer Programming instructor for more information.

25
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School of Computer and
Information Technology
Certificates

Occupational Certificates

Cisco Networking Academy Level |

Objective: To provide the student with basic skills in router and switch
administration. Completion of this certificate also prepares the student
to sit for the Cisco Certified Network Assistant (CCNA) exam.

Course No. Course Name redi
NET 10 Cisco | 4
NET 210 Cisco Il 3
NET 21 Cisco Il 4
NET 212 Cisco IV 4

15

Internet Webmaster
Objective: To prepare the student to sit for the Certified Internet Web
Master exam.

Course No. Course Name Credits
EC 100 Internet Webmaster | 4
EC 200 Internet Webmaster I 4
EC 201 Internet Webmaster Il 4
12

Micro Computer Software User
Objective: To prepare students for entry level use of microcomputer
software packages.

Course No. Course Name Credits
Cs 155 Applied Statistical Packages 3
MICS 10 Introduction to Visual Basic 2
MICS 141 Introduction to Excel 1
MICS 142 Introduction to Access 1
MICS 144 Introduction to Word 1
MICS 152 Advanced Access 2
MICS 201 Desktop Publishing (I1BM's) 2
NET 100 Internet and Web Page Design 1
OAT 180 P Keyboarding 1
MICS "5 PC Operating Systems 2
16

Networking and Web Design
Objective: To provide the student with basic concepts in networking,
internet, and web page design for business applications.

Course No. Course Name Credits
cs 200 Introduction to Networking 3
CS 201 Advanced Networking 4
NET 100 Internet and Web Page Design 1
NET 200 Advanced Web Page Design 3
MICS 144 Introduction to Word 1

12



School of Health and Nursing

Technical Programs
Programs leading to an Associate Degree, Diploma or Technologist Certification.

Early Childhood Development - Nanny/Business
Early Childhood Development - Nanny/Dietetics
Fitness Management

Massage Therapy/Business Management
Medical Assistant

Medical Records/Health Information Management
Nursing Level | - Practical Nursing

Nursing Level Il - Associate Degree

Nutrition and Dietetics

Opticianry

Physical Therapist Assistant

Radiologic Technician

Surgical/Operating Room Technology

Certificate Programs
Programs providing specific technical skills.

Certificate of Completion
Awarded for successful completion of a course or series of courses (less than twelve credit hours) leading to
acquisition of specific knowledge and skills.

Electrocardiograph Technician
Phlebotomist

Occupational Certificate
Awarded for successful completion of twelve or more credit hours in which the individual acquires knowledge and
skills that are directly applicable to specific entry level employment.

Coding Clerk

Dietary Manager

Early Childhood Development - Nanny
Health Information Management Clerk
Massage Therapy

Medical Transcriptionist

Surgical Assistant

Technical Certificate

Awarded for successful completion of a prescribed sequence of courses within a given technology in which the
certificate is offered. The total credit hours are at least 50% of the number required for the associate degree in
that technology. The technical component will be 27-33 quarter hours with the balance being in general courses.

Medical Assistant



Early Childhood Development - Nanny/Business

For students entering June, 2002 through May, 2003

First Quarter

Course No.

EDEC 100

EDEC 110

BIOS 100 P
COMM 15

GS 133

PSYC 150 P

Second Quarter

Course No.

EDEC m

EDEC 120

DT 109

EM 133 P
EM 134 P
PSYC 162

SOcl 161

Third Quarter

Course No.

EDEC 12

EDEC 15

COMM 122 P
COMM 135

DT 104

PSYC 140

Summer Quarter
Course No.

Course Name

Fundamentals of Child Care

Child Care Practicum |

Health Science - The Human Machine
Children's Literature

Defensive Driving

Introduction to Psychology

Course Name

Child Care Practicum Il

Creative Activity for Children
Infant and Early Child Nutrition
CPR for the Professional Rescuer
Standard First Aid
Child/Adolescent Development
Sociology of Family Living

Course Name

Child Care Practicum Il

Dynamics of Child Care
Communications Il

Verbal Career Skills

Food Preparation Principles for Children
Issues in Child Development

Course Name

See your advisor regarding course offerings.

Fourth Quarter

Course No.

ACC 120 P
BUS 100 P
BUS 102 P
BUS 10

ACC 100 p
OAT 180 P
BUS 165

Fifth Quarter

Course No.

ACC 101 P
ACC 140

BUS 101 P
BUS 200

COMM 123 A P
MATH 108 B

Sixth Quarter

Course No.

ACC 150 P
ACC 162

BUS 260

BUS 120 P
BUS 247

COMM 104

HUM 203

Technical Credit Hours
General Credit Hours
Total Credit Hours

Course Name
Payroll Accounting
Small Business Management |

Principles and Practices of Management |

Marketing
Accounting |
Keyboarding
Advertising (Optional)

Course Name

Accounting Il

Individual Taxation

Small Business Management ||
Business Law

Communications Il Job Communication
Introduction to Algebra for Business

Course Name

Business Taxation
Microcomputer Accounting
Business Planning

Personal Finance

Excel for Windows

Job Search Techniques
Ethics, Values, and Morality

45.00-48.00
54.25
99.25-102.25
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Class
3.00
1.00
3.00
3.00
0.25

13.25

Class
1.00
400
1.00
1.00
1.00
4.00

Class
3.00
1.00
1.00
3.00
2.00
1.00
3.00
14.00

Lab

1.00
7.00
0.00
0.00
0.00
0.00
8.00

Lab
7.00
1.00
0.00
0.00
0.00
0.00

8.00

Lab
7.00
0.00
0.00
0.00
3.00
0.00
10.00

Lab

Lab

3.00

2.00

2.00

2.00

3.00

1.00

2.00
13.00-15.00

Lab

3.00
3.00
2.00
0.00
0.00
1.00
9.00

Lab
4.00
4.00
3.00
0.00
3.00
0.00

14.00

Credit Course Fee
3.00 $20

2.00 $30

3.00

3.00 $10

0.25 $50

3.00 $7

14.25

Credit Course Fee
2.00 $55

4.00 $30

1.00

1.00 $25

1.00 $25

4.00 $7

3.00 $7

16.00

Credit Course Fee
2.00 $55

3.00

3.00 $20

3.00 $10

2.00 $20

4.00 $7

17.00

Credit Course Fee
Credit Course Fee
3.00 $12

3.00 $5

3.00

3.00 $5

3.00 $5

1.00 $25

3.00 $15
16.00-19.00

Credit Course Fee
3.00 $5

3.00 $36

3.00 $5

3.00

3.00 $20

3.00 $16

18.00

Credit Course Fee
4.00 $36

2.00 $30

2.00 $24

3.00

3.00 $36

1.00 $10

3.00 $5

18.00



Early Childhood Development - Nanny/Dietetics

For students entering June, 2002 through May, 2003

First Quarter

Course No.

EDEC 100
EDEC 110
BIOS 100
COMM 115
GS 133
PSYC 150

Second Quarter

Course No.

EDEC m
EDEC 120
DT 109
EM 133
EM 134
PSYC 162
Socl 161

Third Quarter

Course No.

EDEC 112
EDEC 15
COMM 122
COMM 135
DT 104
PSYC 140

Summer Quarter
Course No.

Course Name

Fundamentals of Child Care

Child Care Practicum |

Health Science - The Human Machine
Children's Literature

Defensive Driving

Introduction to Psychology

Course Name

Child Care Practicum Il

Creative Activities for Children
Infant and Early Child Nutrition
CPR for the Professional Rescuer
Standard First Aid

Child and Adolescent Development
Sociology of Family Living

Course Name

Child Care Practicum I

Dynamics of Child Care
Communications Il

Verbal Career Skills

Food Preparation Principles for Children
Issues in Child Development

Course Name

See your advisor regarding course offerings.

Fourth Quarter

Course No.

DT 100
DT 101
DT 102
HLTH 202
HOTR 110
MATH 108 B
OAT 180

Fifth Quarter

Course No.

DT 103
DT 106
DT m

DT 120
COMM 123
MICS 121

Sixth Quarter

Course No.

DT 19
DT 121
DT 122
DT 212
DT 220
HOTR 233

Technical Credit Hours
General Credit Hours
Total Credit Hours

Course Name

Survey of Dietetics

Dietetic Directed Practice |

Basic Nutrition

Community Health

Quality Sanitation Management
Introduction to Algebra for Business
Keyboarding

Course Name

Food Preparation Principles

Food Production Management
Dietetic Directed Practice Il

Normal and Modified Menu Planning
Communications [l

Microsoft Office

Course Name

Food Purchasing for Health Care Institutions

Dietetic Directed Practice Il
Supervision in Dietetics
Nutrition Education Methods
Current Topics in Dietetics
Food and Beverage Controls

46.25-48.00
48.25
94.50- 96.25
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1.00
3.00
3.00
.25
3.00
13.25

Class
1.00
4.00
1.00
1.00
1.00
4.00

15.00

Class
1.00
3.00
3.00
3.00
1.00

15.00

o
e
n
o

Class
2.00
1.00
5.00
2.00
2.00
3.00
1.00
16.00

Class
2.00
3.00
1.00
3.00
3.00
2.00
14.00

Class

3.00

1.00

3.00

2.00

0.25

3.00
12.25-14.00

Lab
1.00
7.00
0.00
0.00
0.00
0.00
8.00

Lab

7.00
1.00
0.00
0.00
0.00
0.00
0.00
8.00

Lab
7.00
0.00
0.00
0.00
3.00
0.00
10.00

Lab
0.00
7.00
0.00
0.00
1.00
1.00
1.00
10.00

Lab
4.00
0.00
7.00
0.00
0.00

14.00

0.00
7.00
0.00
0.00
0.00
0.00
7.00

Credit Course Fee
3.00 $20

2.00 $30

3.00

3.00 $10

.25 $50

3.00 $7

14.25

Credit Course Fee
2.00 $55

4.00 $30

1.00

1.00 $25

1.00 $25

4.00 $7

3.00 $7

16.00

Credit Course Fee
2.00 $55

3.00

3.00 $20

3.00 $10

2.00 $20

4.00 $7

17.00

Credit Course Fee
Credit Course Fee
2.00

2.00 $30

5.00 $10

2.00

2.00

3.00 $16

1.00 $25

17.00

Credit Course Fee
3.00 $30

3.00

2.00 $35

3.00

3.00 $20

3.00 $45

17.00

Credit Course Fee
3.00

2.00 $35

3.00

2.00

0.25-2.00 $10

3.00

13.25-15.00
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Fitness Management

First Quarter



Massage Therapy/Business Management

For students entering June, 2002 through May, 2003

First Quarter

Course No.

BUS 100
BUS 102
BUS 165
MT 110
BIOS 151

Second Quarter

Course No.

BUS 101
MT 120
BIOS 152
BUS 200
EM 134
MATH 108 B

Third Quarter

Course No.

BUS 103
MT 130
MT 135
BIOS 153
EM 133
MICS 121 A
PSYC 150

Fourth Quarter

Course No.

MT 210
ACC 100
BIOS 154
COMM 104
PSYC 154
BUS ese

Fifth Quarter

Course No.

BUS 260
MT 220
BIOS 155
COMM 122
cCoOMM 130
coMmm 135

Sixth Quarter

Course No.

MT 230
MT 240
MT 250
COMM 123
PSYC 151
Socl 165

Technical Credit Hours
General Credit Hours
Total Credit Hours

o T

-

T o

Course Name

Small Business Management |

Principles and Practices of Management |
Advertising

Swedish Massage |

Massage Anatomy and Physiology |

Course Name

Small Business Management [l
Swedish Massage ||

Massage Anatomy and Physiology Il
Business Law

Standard First Aid

Introduction to Algebra for Business

Course Name

Principles and Practices of Management Il
Swedish Massage Ill

Myology for Massage Therapists

Massage Anatomy and Physiology Il

CPR for the Professional Rescuer
Microsoft Office - Word Processing
Introduction to Psychology

Course Name

Massage Techniques |

Accounting |

Massage Anatomy and Physioclogy IV
Job Search Techniques

Interpersonal Relationships
Business Elective (Required)

Course Name

Business Planning

Massage Techniques Il

Massage Anatomy and Physiology V
Communications Il

Speech

or

Verbal Career Skills

Course Name

Massage Techniques Il
Massage Integration Seminar
Massage Clinical
Communications 1
Developmental Psychology
Cross Cultural Studies

47.00
54.00
101.00
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Class
3.00
3.00
3.00
2.00
4.00
15.00

3.00
2.00
4.00
3.00
1.00

16.00

Class
3.00
2.00
2.00
4.00
1.00
1.00
3.00
16.00

Class
2.00
2.00
4.00
1.00
3.00

12.00

lass
1.00
2.00
4.00
3.00
3.00

3.00
13.00

2.00
4.00
1.00
3.00
3.00

16.00

Lab

2.00
2.00
2.00
3.00
0.00
9.00

Lab
2.00
3.00
0.00
0.00
0.00
1.00
6.00

Lab

2.00
3.00
2.00
0.00
0.00
1.00
0.00
8.00

Lab

3.00
3.00
0.00
0.00
0.00
0.00
6.00

Lab
3.00
3.00
0.00
0.00
0.00

6.00

Lab

3.00
0.00
3.00
0.00
0.00
0.00
6.00

31

Credit Course Fee
3.00 $5
3.00
3.00 §15
3.00 $70
4.00
16.00
Credit urse Fe
3.00 $5
3.00 $70
4.00
3.00
1.00 $25
3.00 $16
17.00
redit Course Fee
3.00
3.00 $70
3.00 $40
4.00
1.00 $25
1.00 $15
3.00 $7
18.00
Credit Course Fee
3.00 $70
3.00 $5
4.00
1.00 $10
3.00 $7
3.00
17.00
Credit Course Fee
2.00 $24
3.00 $70
4.00
3.00 $20
3.00 $10
3.00 $10
15.00
Credit Course Fee
3.00 $70
4.00
2.00 $70
3.00 $20
3.00 $7
3.00 $7
18.00
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Medical Assistant

For students entering June, 2002 through May, 2003

First Quarter

Course No.

MA 100
MA 102
BIOS 112
HLTH 101
OAT 180
PSYC 150

Second Quarter

Course No.

MA M2
MA 120
MA 122
BIOS 13
EM 133
EM 134
MA 221

Third Quarter

Course No.

MA 110
MA 223
BIOS 14
COMM 122
COMM 135
MATH 108

Summer Quarter
Course No.

Course Name

Basic Clinical Assistant Procedures
Medical Office Procedures |

The Human Organism

Medical Terminology |
Keyboarding

Introduction to Psychology

Course Name

Medical Law and Ethics

0B, GYN, Pediatric Clinical Assisting Procedures
Medical Office Procedures |l

Anatomy and Physiology |

CPR for the Professional Rescuer

Standard First Aid

Medical Management Computerization

Course Name

Family Practice Clinical Assisting Procedures
Computer Applications in Medical Assisting
Anatomy and Physiology Il

Communications Il

Verbal Career Skills

Introduction to Algebra

Course Name

See your advisor regarding course offerings.

Fourth Quarter

Course No.

MA 200
MA 202
MA 203
PSYC 151

Fifth Quarter

Course No.

MA 15
MA 204
MA 222
MA 224
MA 13
MA 239

Sixth Quarter

Course No.

MA 205
MA 220
MA 225
COMM 104
COMM 123
HPE coe

Technical Credit Hours
General Credit Hours

Total Credit Hours

Medical Assistant Notes: Speed development typing required for students who need to meet their Medical Assistant typing requirement (50 wpm).

Course Name

Advanced Clinical Assisting Procedures
Basic Pharmacology for Medical Assistants
Medical Assistant Externship |
Developmental Psychology

Course Name

Medical Transcription

Medical Assistant Externship Il

Medical Office Procedures Il

Advanced Pharmacology for Medical Assistants
Nutrition for Medical Assistants

Principles and Techniques of Electrocardiography
(Optional)

Course Name

Medical Assistant Externship Il
Medical Laboratory Procedures

Case Studies in Medical Assisting
Job Search Techniques
Communications |1l

Health Promotion Elective (Required)

62.00-63.00
43.00
105.00-106.00
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Class
4.00
2.00
3.00
3.00
1.00

16.00

Class
3.00
3.00
2.00
3.00
1.00
1.00

16.00

Lab
3.00
2.00
2.00
0.00
1.00

8.00

Lab
0.00
3.00
2.00
2.00
0.00
0.00
3.00
10.00

Lab

3.00
3.00
2.00
0.00
0.00
1.00

9.00

'_
o
(S

Lab
3.00
0.00
13.00
0.00
16.00

Lab

4.00

13.00

3.00

0.00

0.00

2.00
20.00-22.00

Lab
13.00
3.00
0.00
0.00
0.00
0.00
16.00

Credit Course Fee
5.00 $55

2.00 $20

3.00 $30

3.00

1.00 $25

3.00 $7

17.00

Credit Course Fee
3.00

4.00 $55

2.00 $20

3.00 $30

1.00 $25

1.00 $25

4.00 $55

18.00

Credit Course Fee
4.00 $55

2.00 $55

3.00 $30

3.00 $20

3.00 $10

3.00 $16

18.00

Credit Course Fee
Credit Course Fee
5.00 $55

4.00

4.00 $25

3.00 $7

16.00

Credit Course Fee
3.00 $37

4,00 $25

4,00 $40

3.00

4.00

1.00 $55
18.00-19.00

Credit Course Fee
4.00 $25

6.00 $55

3.00

1.00 $10

3.00 $20

1.00

18.00

Externship requirements: MA 203 Externship I: MA 100, MA 102, MA 110, MA 112, MA 120, MA 121, MA 122, OAT 100, HC 100, HC 101, HC 111, NT 104, MA
221, MA 223, MA 200 or concurrently. MA 204 Externship II: MA 202, MA 203, HC 106, HC 114. MA 205 Externship Ill: MA 204, prerequisites or concurrently:

MA 220, MA 222.



Medical Records/Health Information Management

For students entering June, 2002 through May, 2003

First Quarter

Course No.

HIM 100
HIM 110
HLTH 101
BIOS 12
MICS 144
PSYC 154

Second Quarter

Course No.

HIM 12
HLTH m
BIOS 13
COMM 122
COMM 150
MICS 141
MICS 142

Third Quarter

Course No.

HIM 121
BIOS 114
EM 134
MATH 108 B
MICS 152
PSYC 150
HPE eeco

Summer Quarter
Course No.

Course Name

Health Information and Health Agency
Orientation

Health Records and Procedures |
Medical Terminology |

The Human Organism

Introduction to Word

Interpersonal Relationships

Course Name

Health Information and the Law
Medical Terminology Il
Anatomy and Physiology |
Communications Il

Punctuation and Grammar
Introduction to Excel
Introduction to Access

Course Name
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