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Looking to the year 2000

Over the years Lansing Community Coliege has made a significant
impact on the lives of those it serves. The College is a reflection of
the community, evolving and changing with flexibility and innovation
in response to the needs of business, industry, government, labor and
education. This is evidenced in the wide variety of education and training
available at LCC today. In keeping with its mission to provide the
‘community with relevant, quality and timely education and training
at a reasonable price, the College has embarked on some exciting
times—looking to the future through the development of plans that
will upgrade facilities and services to better meet instructional needs
in the years ahead.

Please keep this catalog for future reference
to the lifelong learning opportunities that are
available at Lansing Community College. Ed-
ucation is a life-long process, and LCC con-
tinues to be a resource for its students through-
out the nation and the world. Futures begin
at LCC, and they can be enriched--over and
over again, for a lifetime.

LANSING COMMUNITY COLLEGE
Quality Education And Training For The Future

Established 1957
AN equal opportinity, affirmative acifon coftege
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Lansing Community College

COMMITMENTS

l.ansing Community Coltege has evolved from a partnership of the community,
students, faculty and staff. The College is committed to the idea that education
today is a lifelong process. With their diverse personal and career needs,
students demand from the educational marketplace relevant instruction,
flexibie scheduting, and individualized services. The College believes it must
respond to these students with instruction that has quality, timeliness and.
relatively low cost, To meet this commitment the College works with business,
industry, fabor, government, community agencies and educational instituticns.
The Callege measures its vitality by how well it responds to the students and
community.

The College recegnizes that in this world of economic and technological
change there is a growing interdependence of this metropolifan community
with other communities throughout the world. The chalienge is fo be effective
in that larger community, enhancing understanding and cooperation through
international education and networking resources.

The College is commitied io career training programs, coliege transfer
programs, basic skills programs, personat and professional seminars, business
and industry support programs, and community service programs. The Coliege
is also committed to the idea that the individuat and the community are best
served when the programs and courses assist students to integrate iearning
with experience. Programs and courses are designed to help students achieve
career, social and personat competencies through the mastery of skilis and
the study of contemporary and historical human values.

The Coliege has commitied itself by purpose, structure and resources {0
a learning environment that is both #raditional and non-traditonat. This
environment is supported by an experienced facuity and staff of professional
educators and specialists from business, industry, tabor and government
Because the urban campus is camplemented by a network of tearning centers
cooperating with schools and business throughout the service area, the
programs and services are more accessible to students. Through its open
admissions pelicy, the College pledges equal educational opportunity to alf
in its service area.

MAJOR GOALS

The College conciudes that it can best meet its commitmenis by accepting
the foliowing as its major goais:

1. To maintain continuous review and evaluation of the essentiat of an
effective learning enviranment-~instruction, resources, and facilities—
sothat the learning programs have quality and relevance tothe individual
and the community,

2. To support an educational environment that permits a person not only
to acquire a rnastery of skills of career goals but also to enhance self
identity and clarify personal values.

3. To develop and support faculty and staff committed to academic
excelience and professional competence in instructional devetopment
and delivery. :

4. To provide student services inciuding counseling, employment place-
ment, financial assistance, informational services, tutorial assistance,
and coltege eniry services according to the student’s academic, voca-
tional, and personal needs,

5. To provide opportunities for sfudenis to develop leadership and social
interaction skills through formal and informal student activities,

6. To make available a general education program to students.

7. To provide developmental programs for students to achieve basic
cornpetencies in reading, writing and mathematics and to update those
skills necessary to function in this highly technical worid.

8. To provide career-oriented courses and programs for students now
employed or contemplating employment.

9. To provide courses and curricula in the arts, sciences, business, and
cther preprofessional programs that will articulate with degree programs
at other colieges.

10. To confer certificates and associate degrees.

1%, To devetop and affer speciaiized training through consultative relation-
ships with business, iabor, industry and government,

12. Ta provide learning resources and instructional support services that
meet the diverse information needs of students, staff and community.

13. Toprovide programs and activities that enhance the community's cultural
life and economic wel! being.

COMMUNITY

. ! LANSING
COLLEGE
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2.

10.

11.

12

13.

14.

STRATEGIC GOALS FOR
LANSING COMMUNITY COLLEGE

i

Maintain and deveiop the highest standards of academic and curricular
excetlence in order to promote student success, recruitment and retention.

in recognition and awareness of the value of the Cotlege’s human resources,
continue to provide professional development actvities as a commitment
to faculty, staff, students and community.

. Recruit facuity and staff to promote academic excelience white continuing

to emphasize affirmative action and equal opportunity.

4. Emphasize critical /analytical thinking skils across the College’s curricula.
. Emphasize writing, reading, speaking, and listening skills across the

Coilege's curricula.

. Develop sufficient technology skilts in students, faculty and staff to enable

them to function in a modern fechnoiogical environment.

. Continue to be sensitive to the issues of governance and statewide

coordination and planning.

. Continue to strengthen the Coliege’s internal and external communications.
. Enhance the College's resource base in order to mainfain the guality of

its education, training, and support services.

Develop additionai partnerships with business, industry, government, labor,
public agencies, health service organizations, K-12 school districts and
colieges and universities.

Increase the internationalization of the Coliege's curricula and services
in recognition of the competitive international marketplace and world
interdependence.

Provide for continuous development, review, and evaluation of the College’s
totat learning environment, using, among other analytical tools, integrated
information and decision-support systems.

in order to protect the community's investment, provide and maintain
adequate and up-to-date equipment and facilities,

Increase educaticnal opportunities for students through greater emphasis
on the use of learning/extension and state-of-the-art telecommunication
systems.

COMMUNITY
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Lansing Community College B

CENTRAL ADMINISTRATION DIVISION

The Central Administration Division provides leadership and support to the
College through the services of the President’s Office, and Offices of College
Services, Personnel, College and Community Relaticns, Research and Speciat
Proiects, Equal Opportunity/Affirmative Action, Professionat Development,
Continuing Education, and the College Foundation. Planning, management,
internal and external relations and review of Coliege instruction and services
as well as maintaining a balanced institutional budget are part of the overall
functions of Central Administration.

The President's Council serves as executive staff io the President and is
comprised of the following peopie:

PHilip £, Gannon, President

Dale M, Herder, Vice President for Administration

Bruce G. Newman, Vice President for Business and Finance

Jacqueline D. Tayior, Vice Presigent for College and Cornrunity Relations

lise H. Burke, Director, Professionat Development and Affirmative Action

Ronaid E. Dove, Director of Personnel

Charles H. Betiinson, Executive Director, Business and Industry Institute

Wiliiam R. Darr, Dean, Division of Technology and Applied Sciences

James E. Person, Dean, Division of Business

James P. Platte, Dean, Division of TeleCommunication and the Arts

Neatl A. Raisman, Dean, Division of Arts and Sciences

William G. Schaar, Dean, Division of Student Personinel Services

COLLEGE SERVICES DIVISION

Bruce Newman, Vice President for Business and Finance

The Coliege Services Division provides support fo the College through the
services of the Business Office, Resource Development, and the departments
of Information and Computer Services, Public Safety, Business Services,
Accounting and Payroll, Purchasing and Physical Plant.

The objectives of the College Services Division are as follows:

® Maintain generat accounting, property accounting, internal audit, time-
keeping, payrolt and record management

® Develop and administer the Coliege-wide budget

e Purchase atl supplies, materials and furnishing

® Assist the President and the varicus divisions in the development of the
College’s information systems and computer services, including a#l ap-
plications of electronics data processing equipment

® Pian, develop and maintain ail physica! facilities in support of academic

programs and support service programs

Provide dependabie services for U.S. mail, courier mail, furniture moving,

warehousing and inventory procedures

Develop and operate the public safety program fo provide a safe and secure

campus

Develop State and Federal grant applications in support of the Coliege's

academic and supportive sefvice programs

Coordinate with Marriott Corporatian to provide food services for students

and staff in the Arts & Sciences Building and Gannon Vocationa! Technicat

Center

® Provide other business refated services such as College insurance packages
and the preparation and execution of contracts with vendors, ather
institutions and agencies, and consultants.

LANSING COMMUNITY COLLEGE FOUNDATION

The Lansing Community College Faundation is a nonprofit, tax-exempt
corparation, administered by an independent board of community volunteers,
all concerned and dedicated tothe continuing excetlence of Lansing Community
Coltege. The Foundation is autonomous and exists to help the College achieve
its educational purposes through building additional financial base.

The Officers and Directors are:

Hortense G. Canady, Chajrperson
Judith A. Corr, Vice Chairperson
Witford E. Maldonado, Secretary
Dale R. Martin, DDS, Treasurer

Lucile E. Belen Donra G. McKeague

Stephen H, Dart Larry L. Meyer

Phitip J. Gannon Charies C. Dlszewski

George L. Goodell Edward W. Ryan

William C. Hollister Paui W. Stearns

Patricia L. Linnei Louise B. Werbelow, Ex Dfficio
Sarah A McCarthy Wayne H. Williams

Debarah D. Johnson, Interim Director

Lansing Community College Staff
Bruce Newman Jacquetine D. Taylor
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Lansing Community College

LangNG B
COMPMINETY/S
ey

Dear Student;

Welcome to Lansing Community College. The College
first opened its doors in 1957 to a fall term class of 224
students with six classrooms in our Old Central Building.
Since then, several hundred thousand students have
attended LCC in their lifelong learning process. As a
participant in education and training at LCC, you are
special to your College.

We are partners in an adventure that we have not totally
pianned, with a variety of responsibilities to ourselves
and others. This is my fast year as President of Lansing
Community College, and during these thirty-two years
{ have found my role has been a constant mix of
administrator, student, teacher and community worker.
They have been enjoyabie years and [ thank the College,
the community and the people who made it possible.

We live in an international marketplace, making eco-
nomic choices regarding materials produced across the
world by workers who compete for our jobs as we compete
with them. In this fast changing world, social and tech-
notogical choices involve all of us in education and
training throughout our fives. This is necessary from the
standpoint of employment as well as a rich avocational
environment. . .to work without music is to miss the song
of life,

Your College is a part of the fabric of this Nation, State
and, in particular, your Community, and you as a partner
in the institution make up Lansing Community Coliege.
We are proud that more than 40,000 citizens throughout
our metropolitan area attend the College each year and
that most of the people who live and work in our
community have at one time or ancther been partners
with the College.

During the 1989-90 academic year, you will be using
a number of new facilities on campus that will signif-
icantly help to improve our institution. Enjoy these fa-
cllities and help us take good care of them.

Learning, like life, is a joy if it has purpose and direction.
When we combine this with an institution that is open
and friendly, it becomes a wonderfu! place to learn, to
become a partner and to find some answers in a very
complex society. It is a time of great excitement with
unlimited opportunities that call for new rigor and
disciptine.

Sincerely,

V

Philip J. Gannon
President

L ALANSING
b COMMUNITY
tCOLLEGE
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ACADEMIC YEAR 1989-90

FALL TERM, 1989
Preparation & Facuity/
Administration Days
Registration Days
Classes Begin
Thanksgiving Recess
Last.Class Day

WIMTER TERM, 1990
Registration Days
Preparation/Records Day
Classes Begin

Last Class Day

SPRING TERM, 1990
Registration Days
Preparation/Records Day
Classes Begin

Memorial Day
Graduation Day

Last Class Day

SUMMER TERM, 1990
Registration Day
Classes Begin
Independence Day
Last Class Day

September 14, 20

September 15, 18, 19

September 21

November 23, 24

December 10

January 3, 4
January 5
January 6
March 23

March 28, 29
March 30
March 31

May 28
June 10
June 15

June 22
June 23
July 4
August 17

LANSING COMMUNITY COLLEGE
General Information
Teiephone 483-1957

OFFICE OF THE REGISTRAR
Student Personnei Services Bldg.
Telephone 483-1266

OFFICE OF ADMISSIONS
Student Personnei Services Bldg.
Telephone 483-1252

OFFICE OF STUDENT
DEVELOPMENT SERVICES
Student Personnel Services Bldg.
Telephone 483-1184

OFFICE OF STUDENT

FINANCIAL SERVICES

Student Personnel Services Bldg.
Telephone 483-1296

EMPLOYMENT PLACEMENT SERVICES
Gannan Vocational Technical Bidg.
Telephone 483-1172

OFFICE OF THE PRESIDENT
Administration Building
Telephone 483-1851

OFFICE OF COLLEGE & COMMUNITY RELATIONS
Administration Building
Telephone 483-1880

OFFiCE OF CONTENUING EDUCATION
528 Office Building
Telephone 483-1860

DIVISION OF ARTS & SCIENCES
Arts & Sciences Building
Telephone 483.1010

DIVISION OF BUSINESS
Oid Central Building
Telephone 483-1522

DIVISiON OF STUDENT
PERSONNEL SERVICES

Student Perschnel Services Bidg.
Teiephone 483-1162

DIVISION OF TECHNOLOGY

& APPLIED SCIENCES

Gannon VYocational Technicai Bldg.
Telephone 483-1317

DIVISION OF TELECOMMUNICATION
& THE ARTS

Office Unit F Building

Teiephone 483-1621

AFFIRMATIVE ACTION/EQUAL EMPLOYMENT

"OPPORTUNITY OFFICE

Rogers-Cartier House

‘Telephone 483-1858

BUSINESS & INDUSTRY INSTITUTE
North House

Telephone 483-1741

EVEMNING COLLEGE OFFICE

Arts and Sciences Building
Tetephone 483-1011

EVENING COLLEGE OFFICE
Gannon Vocational Technical Bldg.
Telephone 483-1324

EVENING COLLEGE OFFICE

0id Central Building

Telephone 483-1527

EVENING COLLEGE QFFICE
TeleCommunication and the Arts
Telephone 483-1635
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GENERAL INFORMATION

ADMISSIONS

Lansing Community Coliege is an "open door” community coliege designed
to extend service to apphcants possessing appropriate preparation to benefit
from programs and courses offered at the College. The Admissions Depart-
ment’s main objective is the smooth, uncomplicated processing of quaiified
applicants into these courses and programs. Determination and judgment of
an individual's preparation and readiness fo benefit from a course or program
at Lansing Community College is the responsibility of College professionat
personnel.

Persons who are 18 years of age or older or who have graduated from high
schoot are eligible to attend Lansing Community College. Those who do not
meet these requirements may still attend 1L.CC in special circurnstances. High
school students may be admitted to LCC under the dual enroliment or special
admissions programs expiained later in this section.

Directions for compieting the admission application are:

1. Complete alf items requested in the application for admission.

5 pttach a $10 application fee (check or moeney order made payable o
Lansing Community Coliege} to the application. This is a non-refundable
fee. Once paid, the fee does not have to be paid again.

3. Lansing Community College applicants in high school or those who
graduated from high schoal in the {ast year, should forward the application
and fee to their high school. Your counselor or principat will complete
the iower portion of the application and mail it and your high school
recnrds fo Lansing Community Coliege.

4 Other applicants may forward the application and fee to the Admissions
Office, Lansing Community College, P.O. Box 40010, Lansing, MI 48501,

5. Lansing Community Coliege provides placement assessment testing and
recommendations for students in courses requiring proficiency in reading,
writing, mathematics and science. Information relating o placement
testing may be obtained by contacting:

Reading and Writing—Academic Enrichment Center located in Room 309
¢third floor) of the Aris & Sciences Building (Phone: 483-1060). A reading
placement test is given to ail new students enrolling in courses in the
Arts & Sciences Division.

Math—Mathematics Laboratory located in Room 309 (third floor) of the
Arts & Sciences Building {Phone; 483-1900).

Science—Science Department located in Room 408 (fourth fioor) of the
Arts & Sciences Building (Phone: 483-1092).

Students participating in the S TART Orientation Program must take the
placement fests prior fo attendance. Placement testing is also given in English
as a second language, vocahbulary and speliing for designated students.

Admission decisions that require evaluations of special circumstances,
inciuding the ability to benefit from attendance, will be considered on an
individual basis for the following categories:

Awiation Technology Applicants

Duai Enroliment—Special Admission
international Students

Heaith Career Applicants

Human Services Applicants

Other Special Circumstance Appiicanis

All questions and requests for specific information regarding these special
circumstance admission procedures should be directed to the Office of
Adrnissions, Lansing Community College, P.O. Box 40010, Lansing, Michigan
48901, or call {517} 483-1252

INTERMATIONAL STUDENT ADMISSIONS

Lansing Community Coltege’s international student admissions procedures
have been developed fo create a positive experience for the international
student, the service community, and the College community.

In submitting a request for admission to Lansing Cormmunity College,
international students should:

1. Request an International Admissions Application from the Admissions
Office at the following address:
Admissions Office
Lansing Community College
Box 40010
Lansing, M1 483901
2. Submit the compieted application along with 2 $10 non-refundabie
application fee to the Admissions Office. Also submit official academic
records which have been translated into English {includes high school
and any coilege work},
3. Provide evidence of English competency by submitting official test resuits
from one of the following:
A. The Test of English as a Foreign Language with a score of 500 or
above {TOEFL).

1989 Catalog Lansing Community College

B. The English Language Center test administered by Michigan State
University with a score of 75 or above.
The above tests must be taken within one year of date of admission.

4. Submit a financial guarantee indicating the ability to cover all expenses
for the entire stay in the United States. Evidence must also be provided
af at least $2000 an deposit in a local bank or with the College to cover
tuition and fees and living expenses for initial entry into LCC.

Students whose tuition and fees will be paid by a sponsoring agency
must submit a letter of authorization for billing from the agency.

5. When all required information has been received, an admissions decision
will be made. If the applicant is accepted, an approved 1-20 form will
he issued and sent alorg with a letter of acceptance. All admission material
must be received by the college no later than six weeks prior to the first
day of the term of attendance.

6. Upon acceptance, our office will assist each student with the necessary
U.S. immigration guidelines and academic counseting.

7. The academic staius of international students wiil be determined in
accordance with the table reflecting standards of progress printed in this
publication, In addition, requirements of the United States imrigration
Service wilt be uphetd. All international students on an F-1 or M-1 visa
must successfully maintain full-time student status, twelve or more credits
completed each term for three consecutive terms. )

8. Admitted international students are subject to English evaluation upon
arrival on campus. ¥ evaluation indicates a need for improved. English
language skilis, appropriate language course placement will be required,
Program course work may be taken along with English improvement
courses based an recommendatians of College officiats.

3. Lansing Community College charges an administrative fee for intermnational
students admitted under Federal, State or local government, private
agency, or group contracts, This fee covers the costs of special services
{0 the internationat students such as accounting services, agency reports,
emergency funding, personal assistance, and contract implementation.
This administrative fee is currently $125 per student per academic term.

These procedures are Subject to review by the International Student Services
Caommittee. Any changes made will be brought to the attention of the students,
Admissions Office, international Student Counselor, faculty, and administrative
staff.

The international Student Services Committee has been established in the
Division of Student Personnel Services with the following membership:

1. Director of Admissions

2. Representative from Communication Department

3. Advisor to international Students

4. An appointed facuity member who has shown interest in foreign students
5. Dean of Student Personnel Services

The function of this Cormmitiee witl be:

1. To serve as a body to review guidelines of required English proficiency
for internationat student admission.

2. To serve as a body to review and evaiuate the program of services to
international students, such as sponsor documentation, transcript evai-
uation and acadernic advising.

3. To serve as an appeal and review body for granting admission to
international students,

4. To serve as an appeal and review body for withdrawat from the College
based on noncompliance with the Coliege's and immigration reguiations,

international students who would like copies of documents submitted to
Lansing Community Coliege for admission purposes must request these copies
no fater than one year after the last term of attendance with the College. Lansing
Community Coliege does not keep such documents beyond iegally required
time limits.

ADMISSION TO HEALTH CAREER PROGRAMS

Applicants to any Health Career Program at Lansing Community College
shoutd contact the Admissions Office for specific information concerning the
process and prerequisites. You may call (517) 483-1252 or write: Admissians
Office, Lansing Community College, P.0. Box 40010, Lansing, M1 48901.

GUEST APPLICATIONS

Guest applicants must submit a guest application form supplied by the
registrar's office of the coilege they are attending. The guest applicant must
also compiete the LCC application form. Transcripis are not necessary. A non-
refundable, one time only, application fee of $10.00 is required. A guest
apptication must be submitted each term if the applicant wishes to continue
in that category of admission. it is recommended that any student planning
to attend LCC more than one term seek regutar student admission,

QUAL ENROLLMENT AND SPECIAL ADMISSIONS

This program is designed to provide an opportunity for qualitied high schaat
students to earn coliege credit commensurate with their high school study.
This college credit will count toward a degree program at Lansing Community
College. High school credit may or may not be granted according to the
discretian of the participating high school. Dual enroliment affords students

www.lcc.edu
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educational enrichment in specific areas where unusual ability and interest
are displayed in high school.
For eligibitity in the Dual Enroliment Program:

1. Applicant must be working toward high school graduation requirements.

2. Applicant must have attained junior or senior high schooi standing prior
to appiying for the program.

3. Applicant must have written recommendation from his/her high school
principal or representative.

4. The finai decision for acceptance rests with Lansing Community Caotlege.

Applicant procedures for Dual Enraliment:

1. Applicant must complete a coliege application.

2. Applicant must obtain written approval from his/her high schoct principat
or representative,

3. Appiicant then submits application to the high school records office with
an accompanying $10.00 application fee,

4, The application is completed by the high school records office and sent
to the Admissions Office at Lansing Community College.

PLEASE NOTE: A letter of recommendation from the high school counselor
or representative must be submitted for each term of attendance.

Applicant efigibility in the Special Admissions Program:

1. Applicant must be working toward high school graduation requirements.

2. Applicant must have atfained freshman or sophomore high schoo! standing
prior to applying for the program.

3. Applicant must have written approvat from his/her parent or guardian,
high school counselor or representative, and LCC departmentai approval.

4. The final decision for acceptance rests with Lansing Community College.

Appiicant procedures for Special Admissions:

1. Applicant must complete an Admissions Application and a Special
Admissions Supplemental Application.

2. Applicant must obtain written approvals as stated on the Special Admis-
sions Supplemental Application.

3. Applicant then submits the Admissions Apptication, Special Admissions
Suppiemental Application, high school transcript, and $10 application
fee to the Admissions Office.

PLEASE NOTE: A Special Admissions Supplemental Application must be
submitted for each term of attendance.

Applicants who are accepted will receive notification and infermation con-
cerning registration procedures. Those applicanis denied admission will also
be notified.

APPEAL OF COLLEGE AOMISSION

Ay applicant denied admission to the College may appeal this decision
to the Director of Admissions. The decision to admit or uphold denial of
admission wilt be based on the individual merits of each appeal, The decision
shall be given to the applicant, in writing, within seven calendar days of the
date of appeal.

In the event that the Director of Admissions does not admit an appealing
applicant, that applicant may carry his/her appeal to the Admissions Board
of Review. This petition must be made in writing within seven calendar days,
but not fater than through the fourth day of the term of application. The board
wil be convened in an expeditious manner, and a decision will be rendered
within seven calendar days of the date of the applicant's written appeal
Members of the Admissions Board of Review are: Director of Admissions,
Chairpersan, Administrative Assistant to the Dean of Student Personnel Serv-
ices, a counselor to be named by the Dean of Student Personnel Services.

If the applicant is not satisfied with the decision of the Admissions Board
of Review, an appeal may be made to the Board of Appeals. This appeal rmust
be submitted in writing to the Chairperson of the Board of Appeais within
seven calendar days of the applicant’s receiving the decision of the Admissions
Board of Review, but notiater than through the fifth day of the term of application.

Members of the Board of Appeals are: Dean of Student Personne! Services,
Chairperson, the Dean of the Division of the applicant’s curricuiar choice, and
the Chairperson of the Department of Student Development Services. The Board
of Appeals, may upon reviewing the merits of the case, render a decision
or schedule a hearing with the applicant prior to rendering a decision. The
review Dy the Board of Appeals will be conducted in an expeditious manner
and a decision will be rendered within seven calendar days of the date of
the applicant’s appeal. The decision of the Board of Appeals is final.

The decisions of the Admissions Board of Review and the Board of Appeals
will be reached by simpie majority vole, and a record witl be maintained {in
the student’s cumutative record) regarding the decision{s} of these Boards
The applicant will be notified in writing of the decision(s) of the Boards.

RESIDENCY

I. Eligibility for Paying Resident Tuition
A A student must he an American citizen or permanent resident and
meet one of the foliowing qualifications before being eligible to pay
resident tuition, International students are not eligible to pay resident
fuition,
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1. Student is under 18 years of age

a. Student's parents or legal guardians have resided within the
LCC District for at least six months immediately prior 1o the
first day of classes,

b. Student is married and has resided within the LCC District at
teast six months immediately prior to the first day of classes.

c. Student is unmarried and is recognized as “emancipated”
{receives no financial support from parent or legal guardian}
and has resided within the LCC District for at least six months
immediately pricr o the first day of classes.

d. The student is enrolled under the provisions of Act 245, Pubtic
Acts of 1935, as amended by Act 371, Public Acts of 1965
{students receiving benefits under the Michigan Veterans' Trust
Fund.)

e. The student is an employee of a business or industrial firm
within the LCC District, and the employer, by writien agreement,
agrees to pay directly to the College all iwition and fees of the
sponsored student for employer-approved classes.

2. Student is over 18 years of age

a. Student has resided within the LCC District at least six months
immediately priar to the first day of classes.

b. The student is an employee of a business or industrial firm
within the LCC District, and the employer, by written agreement,
agrees to pay directly to the College all tuition and fees of the
sponsored student for employer-approved classes.

c. The student is enrolled under the provisions of Act 245, Public
Acts of 1935, as amended by Act 371, Pubiic Acls of 1965
(students receiving benefits under the Michigan Veterans' Trust
Fund).

1. Proof of Residency

Al students must provide proof of residency at the time of registration
{Michigan House Bili No. 4166, 1985} lansing Community Coliege
reserves the right to make the finat decision an residency eligibifity. AN
UPDATED MICHIGAN DRIVER'S LICENSE OR A DATED VOTER'S REG-
ISTRATION CARD PLUS ONE OF THE DOCUMENTS LISTED BELOW ARE
ACCEPTABLE AS PRCOF OF RESIDENCY, To be classified as a resident,
a student must have lived within the LCC District for six months
immediately prior to the first day of class.

. Property tax receipts

. Rental or iease agreement

. Canceled rent checks {for each month of residency}

. The purchase of property within the LCC College District eliminates
the waiting period for the establishment of residency. The student
or the student's guardian must reside on the property. Acceptable
proot of ownership includes:

1. Deed-Abstract of Title
2. Current Tax Statement

oomP

. Petitioning for a Change in Residency Status

A Upon registering for classes, a student shail be notified of his/her
residency status. i he/she can substantiaie that he/she has been
mistakenly identified as a non-resident, he/she may offer proof, and
residency status shall be changed.

B. After acceptance into the College and attendance by the student under
a non-resident code, the student can change his/her residency if
he/she meets one of the qualifications above.

1. Studentmust fill cut appropriate form available in Registrar's Office.
2. Student must submit proof of residency claim.

V. Adjustments in Tuition
A. The student shall be refunded the difference of resident and non-
resident tuition for the term enroiled in, if a Residency Petition is
submitted by the deadline date.
B. Any adjustments in tuition due to 2 change in residency are nat
retroactive.

V. Nor-resident owning property in LCC District will receive credit for
property taxes paid in support of the College by himself/herseif or his/
her guardian. The taxes paid must be in support of the current academic
year and the credit cannot exceed the differential between resident and
non-resident tuition rates for the current academic year. To obtain this
credit the studeni must provide the Regisirar's Office with the property
tax paid receipt.

HOUSING

Lansing Community Coliege maintains no housing units for students, nor
does it enter into third party contracts or supervise off-campus housing.

ACADEMIC STANDING POLICIES AND GRADING SYSTEM

The following numerical system is used at Lansing Community College to
evaluate academic work:
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Recommended

Coliege Nasrative Guideline for Performance
Standard Equivalent Achievement of Objectives

4.0 Exceilent 91% tc 100%

35 86%to 90%

3.0 Good 81% to 85%

25 76% o BO%

2.0 Satisfactory 71% 0 75%

15 66%to 70%

1.0 Poor 60%to 65%

0.0 Fatlure 0% ta 59%

instead of a numerical grade, students may receive an alphabetical letter
for their coursework if they have audited a course {X), withdrawn from a course
(W), did not complete coursewark (1) or were returning to the course {R). Specific
regutations regarding these alphabetical letters are as follows:

An “I” {incompiete) designation is temporary. It is not a grade. An instructor
may approve a student-initiated request for an incomplete if 80 percent of
the course work has been completed and #, in the instructor's judgment, there
was good reason why the student could not complete the balance of the required
work during the time of enroliment. The student must compiete the require-
ments of the course no later than the closing date of the next term of attendance
or by an earlier deadline set by the instructor. “I” grades will not be counted
toward the establishment of an earned grade point average (G.P.A.) or toward
graduation from Lansing Community College. If the request for an incompiete
is not approved, the grade earned consistent with the course requirements
wilt be assigned when the final grades are submitted.

& “W" grade indicates a withdrawal from a course with achievernent in the
course above the failure level at the time of withdrawal. If a request for withdrawat
is received by the Registrar any time before the end of the fourth week of
the term, no grade will be recorded on the student’s academic record. Approved
requests for withdrawal received by the Regisirar after the last day of the fourth
week of the term will result in the student's record reflecting a “W". If the
request for withdrawal is not approved, a grade earned consistent with the
course requirement will be assigned by the instructor when final grades are
submitted.

An “¥" grade is given when a student chooses to audit. No credit is granted,
but envoilment is reflected on the student’s academic record.

An "R" grade indicates that a student will be refurning to a course later.
No credit is granted for such designations, They are used for “open {ab” courses
only. ’

COMPUTING GRADE POINT AVERAGE
A student's grade point average is determined on the following basis:

MNurnerical Grade Honar Points

4.0 40
35 35
3.0 3.0
25 2.5
20 20
1.5 1.5
1.0 1.0
0.0 0.0

W #x" and “I" grades are not included in figuring grade point averages.
Thus, a student who receives 5 credit/hours of 4.0, 5 credit/hours of 3.0
and 5 credit hours of 2.0 would have a total of 45 honor points. To compute
the grade point average (G.P.A.), the number of honor points earned is divided
by the number of credit/hours taken during the term.

ACADEMIC DEFINITIONS

The following are definitions of academic terms commonly used at Lansing
Community College with which the reader may not be familiar.

COURSE: A course is a sequence of planned learning experiences leading
to a set of expected learning outcomes, Such a series of planned learning
experiences and outcomes are normally scheduled over an academic term,
Successiul completion of a course results in the student earning academic
credit hased on contact hours in class or fahoratories. It also results in the
awarding of an academic grade which evaluates the student's success in
achieving the expected outcomes. A course also routinely includes tests,
quizzes, a final examination, and regular out-of-class assignments. A course
is publicized in the Coliege Catatog and Class Term Schedule, and at Lansing
Community College there is a standara Coliege-wide course syilabus created
for each course.

At Lansing Community College a course is not to be confused with a seminar,
workshop, or fee-for-service learning/training unit.

CURRICULUM: A structured program of study leading to an Associate Degree
or Certificate. Each curriculum is assigned a number {certain transfer curricula
do not lead to an Associate Degree).

MAJOR: The predominant subject area within a curriculum.

PROGRAM: The organizational structures of the Cotlege which provide or
deliver instruction and/or services.
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CERTIFICATE GOF ACHIEVEMENT: The Certificate of Achievement consists
of a minimum of 45 term credits in designated courses. It is earned with
a minimum of a 2.00 GPA and is recorded on the official academic record.

CERTIFICATE OF COMPLETION: The Certificate of Completion consists of
fewer than 45 term credits in designated courses, it is earned with a minimum
of a 2.00 cumulative GPA and is not recorded on the official academic record.

ASSCCIATE DEGREE: The Associate Degree consists of a minimum of 90
ferm credits in designated courses. it is earned with a minimum of a 2.00
cumuiative GPA, a specified course in government, and is recorded an the
official academic record.

CREDITS FOR COURSE WORK COMPLETED

A futl-time student schedule is 12 or more credit hours per term. in general,
a class meets one hour each week for each credit earned. However, more
time is required for courses with faboratory work. A full-time student taking
laboratory work, should plan on approximately 20 hours of class atiendance
each week.

The credit hour vatue of each course is included in this catalog and each
term’s class schedule booklet.

GRADE REPORTS

An official academic grade report will be mailed to the student approximatety
one week after the close of each term.

The grade report will be withheld if the student has a financial obligation
to the College that has not been fulfilled.

GRADE CHANGES

Students may petition an instructor for a grade change of a finat grade in
a course. The line of appeal for grade change petitions can be found in the
College’s “Due Process” statement. A student’s final grade in a course may
be changed by the course instructor. Grade changes made by instructars are
done by submitting signed grade change forms to the department or program
office for review and approval by the chairperson or program director. The
completed grade change form is then forwarded to the Registrar's Office by
the department chairperson or program director for posting on the student’s
permanent academic record. Completed grade change forms are not to be
carried by the petitioning student o the Registrar's Office and will nof be
processed. Students will be officially notified in writing by the Registrar's Office
after a grade change has been compieted.

STUDENT OFFICIAL ACADEMIC RECORD

The Office of the Registrar maintains the official permaneni academic record
of every student who zttends the Coliege. Each student's record is updated
at the ciose of each term. The student's academic record includes courses
waived, courses attempted and completed, courses and credit transferred,
credit haurs, honor points and Lansing Community College grade point averages,

REPEAT COURSES

When repeating a course, the highest grade earned will be used in computing
the LCC cumulative grade paint average. Both the repeated and repeating
courses will appear on the academic record and be appropriately identified.
An updated copy of the student’s academic record witl be mailed to the student
when the repeat grade has been processed.

AUDITING

A student who desires fo attend a class regularly, but does not wish to take
final exarninations or receive an achievement grade and credit may register
as an auditor. Credit for auditing a class cannot be established beyond the
last day of 100% refund for classes. Beyand the iast day for 100% refund,
auditors cannot change their status to that of a credit student. Students who
are non-auditors cannot change their status to an auditor after last day of
100% refund. Status as an auditor must be requested by the student through
the Registrar.

CREDIT BY EXAMINATION (COMP. EXAMS)

A student may obtain credit for certain courses at the discretion of an
instructor and department chairperson by passing comprehensive examina-

tions onity during the term in which the student is regularly enrolled. The

procedure a student uses to obtain comprehensive examination credit is:

1. The student picks up an application for credit by examination at the Office
of the Registrar.

2. The student completes the required information on the application and
takes the application to the departrment for instructor and chairperson
signatures of approval.

3. After obtaining the required signatures, the signed application is returned
to the Cashier's Office in the Student Personnel Services building for
payment of tuition.

4. The student will complete an examination for each course in which he/
she is to receive credit,
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5. An examination will not be given by the instructor untii the student presents
the appropriate payment receipt. No more than one examination will be
given for a single payment.

b. The examination, evaluated by the instructor, will be maintained on fie
in the department chairperson’'s office.

7. The Office of the Registrar will contact the department and request the
grade which was earned upon comgletion of the examination. A grade
will be recorded for each comprehensive examipation given.

8. The student will receive an official notice of the grade earned at the end
of the term in which the examination was faken or when processing has
been completed.

TRANSFER OF CREDITS

Official transcripts of a student's record at Lansing Community Coliege will
he mailed to another instifution at the written request of the student. An “official
transcript” is one which is signed by the Registrar, has the school seal placed
over the signature and gives the date of graduation if a degree has been granted.

A fee of $2 is charged for each transcript. Al transcript requests require
48 hours notice.

A student expecting to transfer to a four-year institution is advised to examine
the current catalog of the coliege he/she expecis to enter and to follow as
closely as possible its recommendations for particular programs of study. More
specific information about transferring credits may be obtained from any
counseior.

ACCEPTANCE AND EVALUATION OF TRANSFER CREDITS
FROM OTHER INSTITUTIONS

Credit will be given for courses transferred from accredited institutions. The
credit value of each of these courses will be determined by Lansing Community
Coliege. Credits only, not grades, are transferred for “C” or better courses.
When the over-all Grade Point Average of a transferring student is at or above
a 2.00 on a 4.00 scale, the 1.0-1.5 or “0” credits will be accepted. When
the transferring overal! Grade Point Average is befow a 2.00 on a 4.00 scale,
the student may petition the chairperson or program director of his/her
academic department ta waive a requirement(s) in which he/she has previousty
earned a 1.0-1.5 or “D." Waiver of a course requirement does not provide
credit for a course. The chairperson of the department cancerned will notify
the Registrar and a notation of the course waiver will be indicated on the
student’s permanent recard.

Upon receipt of a transcript from a non-accredited institution, the Office
of the Registrar will forward the transcript in guestion to the chairperson ar
program director of the department in which the student has enrolled. The
department chairperson or program director has the following four prerogatives
avaifable in evaluating transcripts issued by non-accredited institutions and
granting credits foward graduation from Lansing Community Cotlege:

1. Credit may be granted with demonstration by the student of skiils
commensurate with the performance required for satisfactory comptletion
of existing courses.

2. Credit may be granted upon review of the content, goals and objectives
of a particular course with determination of whether the course is on
a par with existing courses of the College. | is the responsibility of the
student to provide requested materials to enable proper evaluation.

3. Credit may be granted upon demonstration of proficiency in a particular
existing course by a comprehensive examination.

4. Credit may not be granted,

The department chairperson or program director will return the transcript
to the Office of the Registrar and indicate in writing the credits granted and
the course equivalency at Lansing Community College. The final transcript
evaluation will have the signature of the appropriate divisional dean.

When two or more instructionai depariments are invoived, the chairperson
or program director of the department in which the student is enrailed wiil
be responsible for consuiting with the additional departmental chairpersons
or program directors. Wnen two or more departments are involved, the written
reply to the Office of the Registrar will include the signatures of each respective
departmental chairperson or program director and the respective deans.

CREDIT EVALUATIONS FOR TRANSFER STUDENTS

1. Freshman and sophomore level courses are accepted in transfer. Higher
tevel credits are accepted if they correspond to a specific course at LCC.

2. Credits only, not grades, are transferred for “C" (2.0} or better courses,
When the overatl Grade Point Average of a transferring student is at or
above a 2.00 on a 4.00 scale, the 1.0-1.5 or “D” credits will be accepted.
When the transferring overall Grade Point Average is below a 2.00 on
a 4.00 scale, the student may petition the chairperson or program director
of his/her academic department to waive a requirement(s) in which he/
she has previously earned a 1.0-1.5 or “D." Waiver of a course requirement
does not provide credit for a course. The chairperson or program director
af the department concerned will notify the Registrar and a notation of
the course waiver will be recorded an the student's permanent academic
record.

3. No evaluation is made when a student has received a 2 or 4-year degree
frarn ancther instiution. This may be done upon request, but it is ordinarity
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assumed that the student is pursuing an entirely different curricuium
and will not need previous course work.

4. Credits from non-accredited institutions are evaluated by the department
chairperson or program director of the area in which the sfudent enrolied.
fthe student changes his/her curricuium, he/she shoukd notify the Office
of the Registrar, as there may be a difference in the evaiuation made.

5. A student may request a change in the evaluation, if he/she feels that
a course description differs from the way in which it was evaluated.
Verification of the change will be made with the department chairpersaon
or program director concerned.

6. Any course in which the student received a "C" (2.0} or better will be
considered for evaiuation. In most cases the course will be accepted for
a corresponding LCC course or an elective credit. in cases where LCC
has no department or area stilar to the courses on incoming franscripts,
no credit will be given.

7. Only official transcripts will be evaluated. Lansing Community Coilege
will accept as official #ranscripts only incoming student franscripts that
have appropriaie signatures and seals mailed directly to the Coliege from
an issuing institution. Transcripts or copies of transcripts carried by
individuals may be used for academic advising or counseling but no
transfer credits wilt be posted to the Lansing Community College academic
record from transcripts that have not been identified as official. It will
be the function of the Office of the Registrar of the Coilege to verify the
officiat status of ali incoming student transcripts prior to the evaluation
and posting of transfer credit.

8. Transfer credits granted will be shown on the student’s academic record.

CREDIT FOR PREVIOUSLY ACQUIRED KNOWLEDGE
AND LEARNING EXPERIENCE

Lansing Cornmunity College has an agreement that learning outside of the
classroom is valid. Therefore, i is the College's function o assess extra-
institutional learning as part of its credentialing responsibility.

To obtain credit for work experience and/or training, a student may make
application at the Office of the Registrar by using the following procedure.

1. Appiication Procedures

Relevant aspects of personal and professional experience gained
through actual job-related activities and special training experiences, may
be applied to an academic program. These experiences may be translated
into academic credit provided they are directly reiated to the program
{curricutum} or degree being pursued at Lansing Community Coliege.
These experiences must have been abtained from a non-academic source
or not otherwise be available for academic credit through the transfer
process outlined earlier.

Any student who is currently enrolled at Lansing Community Goilege
may apply for experiential {fearing credit by obtaining an Experiential
Learning Processing Form from the Office of the Registrar, Student
Personnel Services Building, (517} 483-1266. Prior to payment of the
processing fee and submitting the portfolio of supporting documents,
the student is requested to review with the academic department in which
credit is being sought the prabability of credit being granted. Students
must then submit the completed Experiential Leamning Processing Form
tothe Registrar, including as much supporting documentatian as possible.
Payment of a $25 pracessing fee must accompany submission of the
form and portfolio. The student must also attest by his or her signature
that the information submitted is true, to the best of their knowledge.
The processing fee is non-refundable,

A fee of the resident tuition rate per credit hour will be charged for
those credits which are determined awardable and which apply to the
student’s pragram {curriculum}. Fees are subject to change by the Board
of Trustees without prior notice.

2. Division Assessment Commitiee

The completed Experiential Learning Processing Form and portfolio of
supporting documents will be forwarded by the Registrar to the chairperson
of the respective Divisional Experiential Learning Assessment Committee.
The chairpersan witl assign the portfalio to an appropriate and impartial
assessor for review and credit assessment. Assessors, composed of a
cross-section of faculty and administrators, have the responsibility for
evaiuation and assignment of academic credit for experiential learning.

inthe evaluation process the assessor will verify the accu racy and validity
of the information stated on the Experiential Learning Processing Form
and the accompanying supporting documents by contacting various
references and former employers whase names have been provided.
all is in order the committee member will determine whether the student's
experiential learning fits into appropriate competency and subject areas
within the student’s educational program {curriculum} at Lansing Com-
munity College. The assignment of credit must be stated in terms of
equivalent courses which are offered by the respective divisions of Lansing
Community Coliege.

3. Documentation
All experiential learning must be documented by the student. “Doc-
umentation” may be defined as {but not limited to) complete job descrip-
tions, copies of course materials and outlines, certificates, training reports,
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signed supervisory verifications and evaluations on letterhead, and any ACADEMIC STATUS
other descriptive information that may provide a clear understanding of

a student’s background and competencies. Lansing Community Catlege i Good Warning Withdrawal
requires certification that the work or training experience is the student's c Crac:ltts i c Stla?_dmg PA G I!?atpgeG PA c ];latf'gec PA
own. The portfolio containing the Experiential Learning Processing Form omplete umulative &.E.R. umuativa 9. LA, umuiative G.RA.
and all supporting decuments will be retained by the Coilege. A maximum 1-11 1.88 and above 1.00-1.87 99—or tess
of 60 term hours of experiential learning may be applied towards an LCC 12 189 " " 1.00-1.88 oo "
Associate Degree. (Thirty credits must be earned at Lansing Community 13 189 " 1.03-1.88 to2 "
Cailege to comply with the College’s residency requirernents.) 14 1.89 1.05-1.88 1.04
NGTE: Lansing Community College's decision to award credi for ex- 15 190 * “ 1.06-1.89 1.05
periential learning does not cbligate any cther institution o accept such 16 190 " * 1.08.1.89 1.07 "
credits in transfer. Receiving institutions reserve the right to assess 17 1.90 1.10-1.89 1.00 "
transcripts of incoming students, and award credit as they see fit. 18 1.91 1.11-1.90 110 "
Credits received by student based con experiential learning may not 15 191 1.13-1.90 112
be used for financial aid or veteran's benefits eligibility. .
Lansing Community Coliege does not accept the transfer of credit for 20 191 :: :: 1.14-1.90 1.13 .
experieniial learning awarded at other institutions. 21 1.92 1.16.191 115
- ; 22 192 " " 1.18-1.91 117 -
4. Applicabitity of Credit 23 192 » 7 1.19.191 118
The Divisional Assessment Committee, alone, will determine what credit 24 193 * 1.21.1.92 120
granted can be applied to the student's program on an LCC course
equivalency basis. In determining wheiher it is appropriate to accept a 25 153 » * 1.22.1.92 121 "
student's experientia learning for credit, the major considerations should 26 193 » 1.24-1.92 123 "
be the student’s educational objective and extra-institutional iearning 27 l9g " * 1.26-1.93 1.25
achievernent. Credit for experiential learning will be recorded on a student's 28 194 * * 127.1.93 126~
official transcript on the basis of a course-by-course equivatency, and 29 1.94 1.29-1.93 128
shall be prominently identified as credit for expetiential learming. 30 1.95 1.30-1.94 129 =
5. Student Appea! Procedures 31 1.95 1.32-1.94 131 -
Students who believe their evaluation of experiential learning is incarrect 32 185 « ~ 1.34.1.94 133 "
may file a written appeal to the dean of the division in which the experiential 33 196 " 1.356-1.95 1.34 ~
learning credit is being sought. Appeals must be received within sixmonths 34 196 " 1.37-1.95 136
fromn the date the credit authorization was approved. in such instances 35 196 * 138-1.95 137 -
the dean will conduct a procedural review to insure that the student has 36 1‘97 W 1>40~1.96 139 -
been {reated in a fair and non-discriminatory manner, The decision of : wow ' ’ : "
the dean shall be final, gg %g; - %ig%gg %i; "
39 198 " " 1.45.1.97 144
CREDIT/NO-CREDIT GRADING 40 1.98 1.46-1.97 145 ~
The credit (P}/no credit {Z} grading systemn has been established as a ié %gg P iggigg %3;
divisional option. This system is reserved for speciat course offerings where 43 1’99 " 1‘51&‘98 150 ~
a credit/no-credit grading system is most appropriate for the goals and 44 1'99 o 1‘53&‘98 1'52 "
objectives of the course. ’ ' ' ’
L o N 45 200 7" 1.54-1.99 153 "
1. Course prerequisites and other criteria for enroiling in courses offered a6 200 ¢ " 156.1.99 155 »
on the P-Z grading sysiem shail be determined by the department or 47 2'00 P 158.1.00 1‘57 "
division offering the course. 43 200 ¢ 159.1.69 158 ~
2. Courses offered on the P-Z grading system will be published as being 49 200 . 1'51_1'99 160
graded only on the P-Z grading system and the course syilabus will be : ' ’ ’
expiicit regarding this fact. 50 200 ¢ " 1.62-1.95 161 "
3. Courses graded on the P-Z systern may be counted toward an associate 51 200 " " 1.64-1.99 163 "
degree or ceriificate based on approval of the appropriate dean. A 52 2.00 1.66-1.99 1.65
maximum of 10 percent of the total credits required for a degree or 53 2.00 1.67-1.99 1.66
certificate may be acquired on the P-Z system. 54 2.00 1.69-1.96 1.68
Grading procedure of the credit/no-credit system: 55 200 ¢ 1.70.1.99 169 *
1. Grades on the P-Z systemn are not included in computing the term or 56 2.00 . 1.72.1.99 171 .
cumnulative grade average., &7 200 " " 1.74-1.99 173 "
2. The grades granted on the P-Z system are determined with definition 58 200 " " 1.75-1.99 174 "
of P and Z as follows: 59 2.00 1.77-1.99 1.76
a. (P) credit—represents a level of performance equivalent to a regular 60 200 * 1.78.1.99 1.77
number grade of 2.00 or above on a 4.00 system. 61 2.00 1.80-1.99 1.79
b. (Z) no credit—represents a level of performance less than a 62 2.00 1.82-1.99 1.81 "
2.00 on a 4.00 systern: no credit is granted. 63 2.00 1.83-1.99 182 *
All courses atternpted on the P-7 grading system will appear on the student's 64 2.00 1.85-1.99 184 "
academic record, 65 200 " 1.86-3.99 185 "
66 200 ¢ ° 1.88-1.99 1.87 “
67 200 " " 1.90-1.99 189 ¢
TABLE FOR DETERMIMING ACADEMIC STATUS 68 2.00 “ " 1.91-1.99 1.90
Following is the table for determining your academic standing at Lansing 69 200 1.93 1199 192
Community Coliege. To use this table: 1) locate on your grade report or academic 7 2.00 1.94:1.99 193 ~
transcript your curnulative grade point average and the total number of credits - 71 2,00 1.96-1.99 195
completed, 2) find your position in the left-hand column of the table, 3) read 72 2.00 1.97-1.99 196 "
acrass the page to your right un$ll you locate the colurmn which includes your 73 2.00 1.97-1.99 196 "
current cumulative grade point average. This column heading indicates whether 74 2,00 1.97-1.99 196 *
you are in the “Good Standing Range,” the "Warning Range” or the “Withdrawal 75 200 © 1.97-1.99 196 *
Range.” Immediately folfowing the table are the definitions of the various 76 200 © 1.97.1.99 1.96 *
academic ranges at Lansing Cormmunity Coltege. Please refer to these def- 77 2'00 - 1'97_1'99 1.96 “
initions for an exact explanation of your academic status. A detailed exptanation 78 s00 * " 1’97“1'99 1'96 "
of the academic appeal process is also printed in the section immediatety 79 200 7 " 1'911'99 1’96 "
faliowing the table. ’ ' ’ '
in addition to the tabie, students in certain sefective admission programs 80 200 " 1.97-1.99 196
may be placed on program probation or receive academic warning for de- 81 200 ¢ 1.97-1.99 1.96
fictencies in their chnical performance even though the student's cumulative 82 200 " " 1.97-1.99 1.96
G.P.A. may be within the overail College’s “Good Standing Range.” 83 2.00 1.97-1.99 196 "
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84 200 - 1.97-1.99 195
85 200 " " 1.97-1.99 1.96
86 200 " ¢ 1.97-1.99 196
87 2.00 1.97-1.99 1.96
88 2.00 1.97-1.99 1.96
89 200 " " 1,97-1.99 1.96
50 200 "o 1.97-1.99 196 ~
91 200 "o 1.97-1.99 196
92 200 " " 1.97-1.99 1.96
§3 200 " 1.97-1.99 1.96
94 2.00 1.97-1.99 1.96
95 2.00 1.97-1.99 1.96 *
96+ 200 " 1.97-1.59 1.96 "

SATISFACTORY PROGRESS

GOOD STANDING

A student whose cumutative Grade Point Average is in the "Good Standing
Range” is considered to be making satisfactory academic progress.

WARNING RANGE

A student whose cumulative Grade Point Average is in the “Warning Range”
will be considered by the Coilege as making minimum satisfactory academic
progress. A student who falls in this range is strongly advised to make use
of the academic support services that are available at the Coillege. These
services include: consultation with instructor or department head, Testing and
Counseling, Tutorial Services, and the Communication Lab and Math Lab (Arts
and Sciences building).

UNSATISFACTORY PROGRESS

WITHDRAWAL RANGE

A student whose cumulative Grade Point Average is in the “Whhdrawal Range”
is considered to be making unsatisfactory academic pragress. This student
will be withdrawn from the College because of unsatisfactory academic
progress.

However, a stiudernt whose cumuiative Grade Point Ayerage falls in the
“Withdrawal Range” during the student’s firstterm of attendance may be aliowed
to reenrall on probation as if the student were making satisfactory progress.
If the student’s cumulative Grade Point Average falls in the “Withdrawal Range”
for a secand consecutive term or any ferm thereafier, the student will be
academically withdrawn from the College because of unsatisfactory academic
progress.

SATISFACTORY PROGRESS FOR VETERANS BENEFITS ELIGIBILITY

In compliance with Veterans Administration statutory requirements of sub-
paragraph 56, section 1775 of chapter 36, Title 38 US. Code, Lansing
Community College student veterans benefits recipients will not be certified
as efigible for benefits when their academic progress (cumulative grade point
average} places them in the academic warning range {probation) beyond two
terms of enroliment. Re-certification of eligibility for berefits will not be
considered untit after the term in which the student regains academic good
standing {see Academic Standing Scale).

COMPLETION OF CREDITS ATTEMPTED
FOR FINANCIAL AID ELEGEBILITY

in addition 1o the above, and beginning with the second term of attendance,
a student financial aid recipient who does not complete 50 percent of the
credits attempted on a cumulative basis, will be considered as making
unsatisfactory acadernic progress and may therefore be withdrawn from the
Coltege. Grades of completion include: 4.0, 3.5, 3.0, 25, 2.0, 1.5, 1.0, and
X. Grades such as { and W are grades of non-cormpletion.

APPEAL OF ACADEMIC WiTHDRAWAL

Any student who has been academicaily withdrawn from the College may
appeal the withdrawal to an academic hearing officer in the Registrar’s Offica.
The decision to reinstate or not reinstate a student will be based cn the individual
merits of each appeal.

in the event that the academic hearing officer does not reinstate a student,
that student may appeal within seven calendar days, but not later than the
fourth day of classes, in writing to the Matriculation Board of Review on a
form provided by the Office of the Regisirar. The Board will be convened in
an expeditious manner, and a decision will be rendered within seven calendar
days of the student's written appeal. Members of the Matriculation Board of
Review are: Registrar (chairperson), Assistant to the Dean of Student Personnel
Services, and a counselor appointed by the Dean of Student Personnel Services.
In the event that the student is not in agreement with the decision of the
Matricuiation Board of Review, the stddent may appeal the decision to the
Board of Appeals, This appeal must be submitted in writing to the Chairperson
of the Board of Appeats within seven calendar days of the student receiving
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the decision of the Matricuiation Board of Review. Members of the Board of
Appeals are: Dean of Student Persennel Services (chairperson), the dean of
the division of the student's curricular choice, and the Chairperson of the
Department of Student Development Services. The Board of Appeals may,
upon reviewing the merits of the case, render a decision or schedule a hearing
with the student prior to rendering a decision. The review by the Board of
Appeals will be conducted in an expeditious manner and a decision wili be
rendered within seven calendar days of the date of the student's appeal. The
decision of the Board of Appeals is final.

The decisians of the Matriculation Board of Review and the Board of Appeals
will be reached by simple majority vote, and a record will be maintained (in
the student’s cumulative records) regarding the decisions of these Boards.
The student witl be notified in writing of the decisions of these Boards.

STUDENT ACCESS 7O RECORDS

A student and/or parent of a student, if the student is less than 18 years
of age, shall have the right, upon proper identification, 1o inspect and review
any and all official records, files and data directly related fo the student. These
records inciude all materials that are incorporated in the student’s cumutative
folder, including, but not limited to, identifying data, academic work completed,
standardized test scores, attendance data, inventory results, health data, family
background data, and instructor or counselor ratings and observations. Re-
quests to inspect and review student files shall be in writing to the Registrar
and shall be responded to within a reasonable period of time, but in no case
more than 45 days after the request is made.

The student shall have an opportunity for a hearing before a College official
designated by the President, to challenge the contents of the student's records,
tpinsurethat the records are not inaccurate, misieading, or otherwise in violation
of the privacy or other rights of the student, and to provide an opportunity
for the correction or defetion of any such inaccurate, misieading, or otherwise
inappropriate data contained therein.

Written approval by the student ar parent concerned is required before release
will be given of personally identifiable infarmation from the student's records
or files. Exceptions to this staiement include releasing infarmation to:

1. Academic and Administrative Officials of Lansing Community College,
Academic and Administrative Officials are defined as those members
of the College wha act in the student's educational interest within the
limitations of the official's need to know. Officials may include faculty,
administration, clerical, and professional employees and other persons
who manage student record information.

2. High schools, colleges and other educational institutions in which the
student is enrolied or intands to envoll. Siudents will be notified as fo
the information released if the request does not emanate from the student,

3. Individuals and organizations who provide financial aids ar scholarships
to students.

4, Authorized representatives of the Comptroller General of the United States,
the Secretary of the Department of Health, Education and Weifare, and
administrative heads of state and federal educationat agencies authorized
by iaw.

5. Appropriate authorities in compliance with judicial orders and pursuant
to lawfully issued subpoenas. The student shall be notified of any such
orders or subpoenas prior to compliance by the College.

6. Accrediting organizations carrying out their accrediting function.

7. Persons in an emergency, if the knowledge of the information in fact
is necessary to protect the heaith or safety of students or other persons.

8. Parants of a student who have established that student's status as a
dependent according to Internat Revenue Code of 1954, Section 152.

Those individuals, agencies or organizations, external to the Coliege, who
desire access to student records and files and who fall in the exclusions abave,
shall sign a written form indicating specifically the legitimate interest for seeking
the information. The forms shall inciude the names and addresses of the
individual and/or agency requesting the information. These forms shail be
maintained in the student's files.

Records of request and student file disclosures need not be maintained
for those requests made by academic and adrninistration officials of the College.
Each academic and administrative official of the College is subject 1o the
requirements of the Family Educational Righis and Privacy Act of 1974, as
amended, which prohibiis the release of personally identifiable information
fram student files without the student’s written consent.

A hold may be applied to the release of a transcript or other information
requested from the academic records of a student who has an overdue
indebtedness to the Coliege, except that the student shail have personal access
to such records.

Students may request that their academic records be given to any person
or group by asking the Registrar in writing.

Student lists shall not be distributed to non-Coliege agencies.

GRADUATION REQUIREMENTS AND DEGREES

Associate Degrees and Certificates are granted to all who meet graduation
requirements. A minimum of 90 credit hours is required for an Associate Degree
and 45 credit hours for a Certificate. A student completing the requirements
should apply for graduation during the term prior to that in which the work
is completed. Those students who maintain a 3./% grade point average wiil
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be graduated Summa Cum Laude; those who maintain a 3.50 grade point
average will be graduated Magna Cum Laude; those with a 3.25, Cum Laude.
Students must compiete 60 credit hours of work at Lansing Community College
to qualify for honors.

To graduate from Lansing Community College a student must:

1. Complete a course of study adapted to individual needs, interests, and
capacities, and conform {o a plan acceptable to the College. The course
of study shouid: {a) be suitable for transfer to admit the student to the
leve! of upper-division wark in a four-year college of personal choice, ar
(b) form a program of study to be completed at Lansing Community
College.

. Maintain & minimum grade point average of 2.0.

. Earn toward graduation at least 30 credits in attendance at Lansing
Cormmunity College.

4. File with the Office of the Registrar an application for graduation one

term preceding the term of gracuation.

5. Have completed a course in Political Science, reguired by LCC (Social
Science 103, Potitical Science, 104 American Government and 105 State
and Local Government will satisfy this requirement).

6. Satisty all general and specific reguirements of Lansing Community
College inciuding the fuifiitment of all financial abligations.

7. Have the approval of the administration and the Board of Trustees.

W

HOW TO APPLY FOR THE ASSDCIATE DEGREE
OR CERTIFICATE OF COMPLETION

The student submits his/her application for diploma/certificate to the Office
of the Registrar. It is important that the student attach copies of any authorized
caurse substitutions or waivers to the application. it is also beneficial to the
Registrar’s Office if the student will attach a copy of the curricular guide she/
he has been following.

Copiesof the student’s academic recard, current ferm scheduie and curricular
guide (if not submitted by the student} are attached to the application. The
information is reviewed in the Office of the Regisirar.

1. If any requirements remain after this initial review, the student will be
sent 2 Degree Audit Report along with an unofficial copy of his/her
transcript. Any exceptions o the courses listed on the audit report must
be noted on the form by the student's program director or authorized
representative, stamped by ihe departmental office, and be returned to
the Repistrar's Office, A copy will be aitached to the Application for
Diploma. The student will be responsible for completing the remaining
courses uniess a revised form is submitted to the Office of the Registrar.

2. If no requirements rerain: after the initial review, the application wiil be
sent to the appropriate departmental program director and divisional dean
for approval. When the application is returned to the Registrar's Office,
the student is sent a letter indicating they must successfully complete
the current term.

The appiication is held on file until the current term grades are recorded
and successful compietion of the term verified. Applications for students who
do not successfully complete the term are recycled and are held on fife until
all reguirements are met or up to one year. it is important that a student
make application for his/her degree at least one term in advance of graduation.
The procedure outlined above may take a full term to complete.

Soon after the end of the term, an official copy of the student's LCC transcript,
noting the degree and date of completion, will be sent to the student. This
transcript is official notification that atl course reguirements have been met.
Diplornas are mailed within two months after the last day of the term.

CRITERIA FOR THE ASSOCIATE DEGREES IN ARTS AND IN SCIENCE,
DIVISION OF ARTS AND SCIENCES

. REQUIREMENTS Effective Fali Term, 1985,
. 90 credits

. G.P.A. of 2.0 or higher

. 30 crediis in attendance at LCC

. Completion of $S 103, or 104, or 105

The student is required to take a core of at ieast 12 credits in each

of the foliowing areas: Composition/English, Humanities, Science and

Social Science. '

1. It is recommended that the requirement of 12 credits in Humanities
be fuifilled by the sequence in World Civitizations: HUM 211, 212,
213. Students may substitute other courses in the curriculum of the
Humanities Depariment for any of the above, provided that these
are distributed in at teast two of the foliowing five areas:

moomE

a. Art and Music History {(HUM 101, 15Q, 151, 152)

h. History (HST 104-296)

c. Literature (ENG 201-296 and HUM 102)

d. Phiosophy and Religion (PHL 101-296; REL 150-296; and HUM
104}

&, Interdisciplinary Humanities (HUM 121-123) may be substituted

a5 a whole or in part for HUM 211-213,

Please note that World Civilizations courses (HUM 211, 212,
213) are counted as History courses when oniy one or twc of them
are taken to fuifill general education requirements.

2. The Composition/English reguirement can be fuifilled by courses in
writing and freshman English. The following are possible alternatives
(A-D) a student may take in fulfiliing the Composition/English re-
quirements for the Associate Degree:

A B ¢ D
WRI 121 WRl 121 WRI 121 WRI 121
ENG 122 WRt 122 ENG 122 WRI 122
ENG 123 ENG 123 WRI 123 WRI 123

Those students permitted o waive WRI 121 must electa third course
trom 200-level offerings in Communication, Writing and English.

3. The 12 required credits in Social Science must include either S5
103, or 104 or 105. The remaining eight credits may he selected
from any two of the following: $S 101, 102, psychology 200, or
geography 201. PSY 200 and GEQ 201 cannot be used as core general
education courses for psychoiogy or geography majors respectively.

4. The twelve (12) creditsin Science can be fulfiiled by a combination
of science and math courses or only science cousses. Only one math
course, selected from College Algebra & Trigonometry, Calcuius, or
Statistics, can be used for partial fulfiiment of this requirement.
Science courses selected must be those that provide laboratory
experience. Students must select at least four credits in a biological
science and at least four credifs in a physicai science.

F. Students intending totransfer to four-year colieges and universities should
follow curriculum guides of suggested courses developed for transfer
to the institution of their choice. Consuitation with faculty and/or
counselor is recommended.

G. !n choosing electives, no more than eight credit hours may be submitted
from the 100-leve! Arts and Sciences Seminars, beginning with the
designation “Seminar” in the title, offered by any of the departments
in the Arts and Sciences Division. These courses may not be used to
£l core-course requirements,

H. All courses listed on any single Arts and Sciences curriculum guide
are acceptable towards either an Aris or Sciences Degree, whichever
is appropriate when such a guide is submitted with a degree application.
In addition, traditional iiberal arts courses offered in other divisions,
such as Studio Art, Music, Economic History, Economics, may be
accepted fowards the degree up to a maximum of eight credits. Ac-
ceptabie lists of elective courses in other divisions are available from
Counseling or the Dean's Office, Division of Arts and Sciences.

|. Courses coded beginning with “0” will not be inciuded in the 90-credit
total.

}. Effective date of implementation: Academic year 1985-86.

i. A student may appeal a decision not to grant an Associate Degree in Arts
ar Sciences for lack of fuifiliment of the above criteria, Students may appeat
such decision to the General Councit of the Arts and Sciences Division,
which shall serve as a review committee and recommend to the Dean of
Arts and Sciences approptiate action. Voting members shalt be department
chairpersons, faculty representatives and a student representative.

CRITERIA FOR THE ASSOCIATE DEGREES
iN APPLIED ARTS AND IN APPLIED SCIENCE,
DIVISION OF TELECOMMUNICATION AND THE ARTS

These requirements pertain to the following degrees:

Associate—Applied Arts
Associate—Applied Sciences

To receive one of the associate degrees listed above, a student must meet
the following requirements:

1. Completion of course requirements of specific programs for specialized
study areas outlined in the curricutum guides of each department,

. Comptetion of minimum of 90 credits.

. G.PA. of 2.0 or better,

. 30 credits in attendance at LCC.

. Compietion of four credits of American Government or State and Local

Government (SS 103, 8§ 104, or 85 105).

Universities and colleges throughout the United States differ widely in courses
they accept for transfer, Transferability depends upan the university or college
and the program into which the student wishes to transfer. Students planning
o transfer to other universities or colleges should consult with the LCC Office
of Transfer Applications in the Department of Student Development Services
{517-483-1191) in order to achieve maximum transferability.

N 4w ha

CRITERIA FOR THE ASSOCIATE BDEGREES IN APPLIED SCIENCES,
DIVISION OF TECHNOLOGY AND APPLIED SCIENCES

These requirements pertain to the following degrees:

Associate—Applied Sciences
Associate—Applied Science, General Technology

To receive ane of the associate degrees listed above, a student must meet
the following requirements:
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1. Completion of course requirements of specific programs for speciafized
study areas outlined in the curriculum guides of each department or
the requirements of the associate degree in General Technology as outlined
in the 830 curriculum guide.

. Completion of minimum of 90 credits.

. G.PA. of 2.0 or better,

. 30 credits in attendance at LCC.

. Completion of four credits of American Government or State and Local
Government (S5 103, SS 104, or 85 105).

Universities and colleges throughout the United States differ widely in courses
they accept for transfer. Transferahility depends upon the university or college
and the program into which the student wishes 1o transfer. Students planning
to transfer to other universities or colieges should consult with the LCC Office
of Transfer Applications in the Department of Student Development Services
{5617-483-1181) in order to achieve maximum transferability.

M= wm

CRITERIA FOR THE ASSOCIATE DEGREE IN BUSINESS,
DiVISION OF BUSINESS

To receive the Associate Degree in Business through the Division of Business,
a student must meet the following requirements:

. Complete a minimum of 90 credits.

. G.PA of 2.0 or higher with 2 minimum of 30 credits in attendance at
LCC,

. 30 credits in attendance at LCC.

. Compietion of 55 103 or 55 104 or S5 105 or LR 208.

. Compietion of requirements of specific programs within area of study
as established by respective Program Areas to meet the needs and interest
of students’ instructional objectives.

O (o PO bt

The student who completes the requirements for the Associate Degree in
Business may or may not have completed the basic studies requirements of
those colieges which are co-signers of the MACRAQ Articuiation Agreement
of 1972 (Michigan Association of Coflegiate Registrars and Admissions Officers).

Universities throughout the United States differ widely in courses they accept
for transfer. Transferability depends upon the university and the program in
which the studentwishes to enroll. Students ptanning to transfer o other colleges
should consuit with the Office of Transfer Application in the Department of
Student Development Services in arder to achieve maximum transferability.

CRITERIA FOR THE ASSOCIATE DEGREE IN BUSINESS AND TECHNOLOGY,
DIVISION OF BUSINESS AND DIVISION OF TECHNOLOGY
AND APPLIED SCIENCES

To receive the Associate Degree in Business and Technology a student must
meet the following requirements;

1. Compiete a minimurm of 90 credits.

2. G.PA. of 2.0 ar higher.

3. Completion of the required core courses and the required courses for
the area of speciaiization.

4. Elective credits o compiete the required 20 credits may be selected from
the recommended elective course list or other Business Technology
Associate Degree specialty required course fists.

5. The LCC institutional American Government course requitement must
be rmet. This course may be $$ 103, 55 104, 85 105, or LR 208.

6. Ali credits used in meeting the Business and Technoiogy Associate Degree
core and speciaity reqguirements must be earned credit or recognized
accredited institutional transfer credit.

7. A maximum of 20 credits from training institutions may be used. {This
shall include military and experiential learning credit.)

Universities throughout the United States differ widely in courses they accept
for transfer. Transferability depends on the University and the program in which
the student wishes to enroll. Students planning to transfer to another coliege
shoutd consult with the counseling staff in the Department of Student De-
velopment Services in order ta achieve maximum transferability.

REGULATION FOR THE GRANTING OF ADDITIONAL ASSOCIATE DEGREES

Any student who has received an Associate Degree from Lansing Com-
munity College or any other accredited community coliege may be awarded
a second Assoctate Degree subject to the following stipulations:

1. Foreach additiona! Associate Deagree, a minimum of 15 credit hours must
be completed at LCC in the division in which the degree is sought,
nonrepetitive of previously earned credits.

2. All requirements far an Associate Degree in either Aris, Applied Arts,
Business, Science, or Applied Science must be met.

3. No additional degree will be granted in the same program or curricutum
in which the first degree was earned.

4. An additional degree must be within a specific program or curricuium,
if the first degree was not.

5. Exceptions to the above shouid be appealed to the office of the respective
dean.
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REGULATION FOR GRANTING AN ASSOCIATE DEGREE
WHEN THE STUDENT HAS AN EARNED BACHELORS DEGREE

A student who has earned a Bachetors Degree from a regicnally accredited
American college or university which has a general education requirement
may be awarded an Associate Degree at Lansing Community College, subject
to the following requirements:

1. For each Associaie Degree, & minimum of 15 credit hours must be
completed at Lansing Community College in the division in which the
Associate Degree is sought. The Lansing Community College cumutative
grade point average rmust be at or above a 2.0 level.

2. All requiremenis for an Associate Degree in either Aris, Applied Arts,
Business, Science, or Applied Science must be met.

3. The College's requirement of completing a Political Science course is
waived.

4. The Associate Degree must be within a specific program or curricuium.

5. Exception to the above shouid be appealed to the office of the dean of
the division in which the Associate Degree is sought,

EXAMINATIONS

Students are required to take examinations at the appointed time and place
in order {o receive credit for a course.

Generally, examinations are given during a regularly scheduied class period
during the last week of the term.

REGISTRATION PROCEDURES

Registration periods are indicated in the school calendar. Students will register
for classes according o instructions which are published each term in the
Class Schedule.

CROPS AND ADDS

Dropping and adding courses invelves procedures which must be completely
carried out by the student so the Office of the Registrar may keep an accurate
account of recards.

During the first week of the term a student may make changes in his/her
schedule beginning with the first day of on-campus registration. A student
may withdraw from a course before the end of the fourth week without academic
penalty. No drops will be processed after the last day of the term.

The student is entirely responsibie for carrying out the following procedure;

1. Pick up drop-add form at Registrar's Dffice.

2. Filt out the form completely with information requested. Departmental
signatures and grade at time of drop are not required untit after the fourth
week of the term.

3. Return form to Registrar's Office for proper recarding. Do not ieave until
pracessing of the form has been cornpleted and a cony has been received.

WEEKENO AND EVENING CLASSES

tn addition to the regufar day course offerings, Lansing Community College
offers a highly diversified program of evening, Saturday, and Sunday courses
for those who choose for persanal or occupational reasons to attend class
outside of regular daytime sessions both on-campus and at off-campus learning
centers.

Students may eiect {ate afiernoon and evening courses as integral paris
of a technicat or libera! arts and science curriculum, as individual selections
in areas of particular interest or as remedial sections in English, reading and
mathematics.

Counseling and testing services are available to evening students to assist
them in the selection of the best possible educational and vocationat program.

Lansing Community Coliege weekend and evening programs provide edu-
cational opportunities to many who are now finding the time to improve their
academic or vocational hackground.

TERBI CLASS SCHEDULES

Each term Lansing Community College publishes a class schedute bookiet
which identifies al! courses offered for that term. This bookiet includes general
information on the dates, time and location of registration. There is no charge
for the scheduie booklet, ;

PAYMENT OF TUITION AND FEES

All students attending Lansing Community College must pay tuition and fees
at the time of registration. Tuition and fees are as fallows;

Tuition, Resident Students

Per credit haur $21.00*
Tuition, Non-Resident Students

Per credit haur $29.00*
Tuition, Qut of State Students

Per credit hour $40.00*
Tuition, Internationas Students

Per credit hour $41.00%

Tuition for apprenticeship student varies according to the program of study.
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Fees, all sfudents

Application fee {new students, non-refundable) $10.00*
Application fee {guest) $10.00*
College activities fee (each term)
1-6 credit hours $ 1.00*
7-11 credit hours $ 3.00*%
12 or more credit hours $ 5.00*%

Course fees vary according io the course of study. Tuition and fees may
change through action of the Board of Trustees.

MNon-sufficient tund (NSF) check handiing fee $10.00*

*Costs listed are those in effect at the date of this publication, and are subject
to change by the Board of Trustees. SpecHic course fees for individual courses
are listed in the class schedule book each ferm.

REFUND POQLICY

Fall, Winter, Spring and Summer Terms
Withdrawal during first week ofterm ............ 100%: of tuition and fees
Withdrawal during second week ofterm . ............. H50% of tuition only
Withdrawal after second week ofterm _..... ..o viviiiinny .. No refund

Refunds are naot retroactive fo previous terms. Special questions relating
1o refunds should be addressed to the Registrar's Office.

Tuition and fees are subject o change through action of the Board of Trustees.
Costs listed are those in effect at date of pubtication.

The class schedule for each term will list all course fees.

ATTENDANCE

A student is expected to attend all sessions of each course in which he/
she is enrolied. Failure to do so may resuit in academic penaity or withdrawal
frony the ciass.

Absence in no way relieves the student of the responsibifity for completing
all work in the course to the satisfaction of the instructor in charge.

When a student raceives a facuity-initiated notice on non-attendance, i 15
the student's responsibility to contact the instructor,

When a student cannot attend class due to iliness or extenuating reasons
which he/she feels is appropriate, he/she has the responsibitity to notify the
class instructor. This can be done by telephoning the departmental office in
which the instructor is a member and leaving a message for that instructor.
Department telephone numbers are published in the front of the term class
schedule bookiet,

WITHDRAWAL

I. Student self-initiated withdrawal

A, If a student finds it necessary to withdraw from the College, he/she
should contact the Registrar's Gffice immediately and complete a drop
form

B. If a student withdraws prior to the end of the fourth week of ciass,
no final prade is issued and no record of attemphing the class appears
on the academic recard. A copy of the student-initiated drop form is
maintained.

C. If a student withdraws after the end of the fourth week of class, a grade
is issued by the instructor at the time of the withdrawal. A grade wili
be placed onthe final grade report and recorded on the academic record.

D. Asiudent withdrawing will receive a refund i the withdrawa! takes place
withirt the established refund pericd for each term,

i College initiated “Administrative Withdrawal”

A. A student may be withdrawn from a class or a group of classes for
the foliowing reasons:

1. Non-attendance

2. Lack of proper prerequisites for the particular course

3. Student behavior that interferes with the instructional process.

8 A student who is withdrawn prior o the end of the fourth week will
not receive a grade and no record of attempting class will appear on
the academic record. A copy of the administrative withdrawal form is
maintained,

C. A student who is withdrawn after the end of the fourth week of class,
will be given a grade at the time of withdrawal This same grade wil!
be piaced on the finai grade report and be recorded on the academic
record.

D. A student who is administratively withdrawn may appeal the withdrawal.
{See Administrative Withdrawal Statement.)

Administrative Withdrawal Statement

i may be in the best interest of the student and/or College community
that the student be withdrawn from a class or a group of classes. This
process is known as “administrative withdrawal”.

An “administrative withdrawai” may be initiated by a classroom instructor
through the fourth week in accordance with written procedure and criteria
established by each deparirnent and with the co-recommendation of the
respective departmental chairperson. An “adminisirative withdrawal” may
be based on: {A) student nan-attendance, (B) lack of prerequisites for a
particular course, and (C) student behavior that interferes with the instruc-
tional process.

HE
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When a classroom instructor interprets that it would be inthe best interest
of a student and/or the Coliege community to initiate an “administrative
withdrawal", the following steps are taken:

A. In the case where a student cansistently fails to meet the attendance
requirements of the class the instructor may initlaie an “administrative
withdrawat"” through the Office of the Registrar.

1. Upon receipt of a recommendation for an “administrative withdrawal,”
ihe Registrar will notify the student in writing that the student is
being administratively withdrawn and the basis for the “administrative
withdrawal" decision. The first leve! of appeal is to the departmental
chairperson or to the dean of the division in which the class is being
taught. All appeals must be in writing and signed by the student
requesting the appeal hearing.

2. 1f a student decides to appeal an “administrative withdrawal” to the
dean of the appropriate division, the student will receive a written
natification of the time and place of the appeal. if the student decides
not to attend the appeal conference, the dean wiil review the appeal
in the student’s absence. The dean wiil notify the student in writing
of the recommendation of the review and of the reasons far the
reccmmendation. The dean wil forward a copy of the student’s written
notification to the Office of the Registrar for disposition.

3. A student who desires to appeal the decision to the dean may appeal
in writing o the Chairperson of the Judicial Board. The processes
employed inthis appeat are listed under the heading of “Due Process”
in the Student Guidebook.

B. In the case where a student does not have the prerequisites for a
particular course, the classroom instructor consulis with the student
regarding the potertial of “administrative withdrawal.” In this case the
“withdrawal” action is normaily limited to the first fwo weeks of the
term.

1. The instructor may recommend that the student withdraw fram the
particular course. # the student chooses nat to withdraw, the in-
structor may initiate an “administrative withdrawal” through the Office
of the Registrar.

2. Lipon receipt of the recommendation for an “administrative with-
drawal,” the Regisirar will notify the student in writing that the student
is being administratively withdrawn and the basis for the "adminis-
trative withdrawal” decision, in writing to the dean of the division
in which the class is being taught.

3. |f a student decides to appeal an “administrative withdrawai” to the
dean of the appropriate division, the student will receive a writlen
notification of the time and place of the appeat, If the student decides
not to attend the appeal conference, the dean will review the appeal
in the student's absence. The dean will notify the student in writing
of the recommendation of review and of the reasons for the recom-
mendation. The dean will forward a copy of the student’s written
notification to the Office of the Registrar for disposition.

4. A student who desires to appeal the decision of the dean may appeal
in writing to the Chairperson of the Judicial Board. The processes
empioyed in this appeal are listed under the heading of “Due Process”
in the Student Guidebook. g

C. In the case where a student behaves in a manner that interferes with
the instructional process, the classroom instructor consults with the
student regarding the potential of “administrative withdrawal” and
establishes guideiines for refaining envoliment in the class.

1. If the guidelines are not satisfactority met by the student, or i the
student does not respond to an invitation to meet with the ctassroom
instructor, the classroom instructor with the co-recommendation of
the appropriate departmental chairperson may recommend to the
Registrar in writing that the student be administratively withdrawn.

2 The classroom instructor with the co-recommendation with the
appropriate departmental chairperson may recommend that the
Chairperson of Student Development Services meet with the class-
room instructor and the studeni. The purpose of the meeting would
be to review the circumstances of the student’'s behavior and to work
out a possible alternative,

3. Upon receiptof a recommendation for an “ad ministrative withdrawal,”
the Registrar will notify the student in writing that the student is
being administratively withdrawn and the basis for the “adrninistrative
withdrawal". The Registrar will also notify the student in writing that
the student may appeal the "adminisirative withdrawal” decision,
in writing to the dean of the division in which the class is being
taught.

4. I a student decides to appeal an “administrative withdrawal” to the
dean of the appropriate division, the student will receive a written
notification of the time and piace of the appeal. if the student decides
not to attend the appeal conference, the dean will review the appeatl
in the student’s absence. The dean will notify the student in writing
of the recommendation of the review and of the reasons for the
recommendation. The dean will forward a copy of the student’s written
notification to the Qffice of the Registrar for disposition.

5. A student who desires to appeal the decision of the dean may appeal
in writing to the Chairperson of the Judicial Board. The processes
employed in this appeal are listed under the neading of “Due Process”
in the Student Guidebook.
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V. Procedure for Resolving Health-Related Student Problems

In a situation in which a serious {physical or emotional) health-related

problem is evident, the Coliege’s responsibility is to offer {o assist the student

in the removal of the behaviors thai interfere with the student's perfarmance
and involvement while at Lansing Community College. In such event, the
folipwing procedures shall be foliowed:

A. Call the Department of Public Safety and the Assistani to the Dean
of Student Personnel Services if:

1. Emergency health services are required, or

2. it appears that there has heen a violation of the law.

B. Call only the Assistant to the Dean of Student Persannel Services if
it appears that there has been a violation of a College reguiation that
i5 not also a violation of the law.

C. # there 5 no apparent violation of the law or College regulation, and
no emergency exists, the student should be encouraged to seek help
from an appropriate office or agency, on or off campus. The assistance
of the Office of the Dean of Student Personnel Services and/or the
counselors is avaitable, if desired.

D. if there appears fo he a violation of the law or a College regulation,
the Assistant to the Dean of Student Personnel Services shall contact
the Chairperson of the Student Developrment Services Depariment,
Counseling staff will meet with the student and recommend:

1. Continued counseling if the problem is within the ability of the
department to handie,

2. Referral back to the Assistant to the Dean where no health-related
problem is evident or it is determined that the department can be
of no further service.

3. Referral to other appropriate professicnal assistance if the problem
is beyond the ability of the department to handle. if professional
assistance is not sought and the previcus behavior significantly
compromises the rights or safety of other persons, or if a grofessional
recommendation of withdrawal is made, the Assistant to the Dean
of Student Personnel Services rmay institute procedures for admin-
istrative withdrawal of the student from the College until evidence
of the ability to function conséructively in the College sefting is
avaiiable. The student may appeal this decision to the Beard of
Appeals.

4. Whenever possible, the counseling staff working with the student's
physician or refatives shall make a recommendation to the student
as to his future course of action.

VETERANS" AFFAIRS

Veterans' Affairs helps the veterans file applications for education, counseting,
loans, tutorial assistance and/or any other entitiements allowed through the
Veterans' Administration.

Lansing Community Coltege is approved as a school for veterans of military
service under provisions of Chapters 31, 32, 34, and 35 of the U.S. Code.

Lansing Community College cautions veterans matriculating under this
program fo be prepared io pay their expenses for at least two months after
the beginning of the academic year. (ALL TUITION AND FEES MUST BE PAID
AT THE TIME OF REGISTRATION). Once the veteran’s application is approved
and the award processed, manthly checks will be issued if the veteran is prompt
in maintaining satisfactory academic progress and foliowing a chosen cur-
riculum,

ADVANCE PAYMENT FOR VETERANS

New student vetarans, and veterans wishing advance payment, shouid appty
at the Veterans' Affairs Office at least five (5) weeks prior to the beginning

ofaterm.

Monetary aliowances provided for by the G.I. Bifl vary according to the level
at which the veteran is pursuing an academic program as indicated by the
following scheduie:

LEVEL OF ATTENDANCE REQUIRED CREDIT HDURS
Full-time Minimum of 12
Three-quarter time 9,10, 0r il

Half-time 6, 7 0r8

After enroliment, veterans should direct their inquiries concerning eligibility
to the Office of Veteran Affairs in the Student Personnel Services Buiiding.

Lansing Community College, in recognition of the special problems of active-
duty service pecple in having access to, and completing College programs,
has been designated as a Servicemember's Opportunity Collese.

in addition, the College participates in the Army College Fund, Michigan
National Guard Co-op, Air Force RGTC program, Army ROTC program, and
USMC open admissions program.

STUDENT RIGHTS

The most basic necessity for the achievement of the Caollege's goals is freedom
of expression and communication. Since knowledge is as hroad and diverse
as life itself, the need for freedom is equally broad. Yet, ahsolute freedom
in all aspect of life means anarchy, just as absclute order means tyranny.
Both anarchy and tyranny are antithetical to the purposes and necessities
of the College. By providing an environment most conducive to teaching and
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learning, the College strives to strike a balance between maximum freedom
and necessary order.

Fach right of an individual piaces a reciprocal duty upon others: the duty
to permit the individual to exercise the right. The student, as a member of
the academic community, has both rights and duties. Within that community,
the student's most essential right is the right to learn. The Coliege has a duty
to provide for the student those protections, opportunities and environment
which best promote the learning process in all its aspects. The student, in
turn, has duties to his fellow members of the College-~the most important
of which is to refrain from interference with those rights that promote the
essential purposes and processes of the College.

The student is not only a member of the academic community; he/she
is alsc a citizen of the larger society. As a citizen, he/she retzins those rights,
protections and guaraniees of fair treatrent which are held by all citizens,
and neither the academic community nor the College may deny them to him/
her. The enforcement of the student's duties to the larger society is the
responsibility of the authorities duiy established for that purpose and not that
of the acadernic community or the College. But as is always the case if the
student’s conduct is such as to detrimentally affect the Cotlege, the College
reserves the right to take action that seems appropriate.

More specifically, Lansing Community College operates within the framework
of a basic philosophy, stated purposes, laws and regutations of the city and
state and the expectations of the community in which we are located. The
College assumes that students, while attending this College, wil! conduct
themselves as responsible citizens of the community in which we five.

We must understand our rights if we are to use them properly. They include
personal rights and a range of significant liberties such as freedom of speech
and the press. They include economic rights of property and contract and
political rights. Each person, moreover, is assured that there will be no
interference with his/her freedom of worship according to his/her canscience.
In addition, there are rights of counsel, jury trial and other safeguards to protect
individuals with "due process of faw."

Coinciding with these rights are duties and respansibilities which every
student citizen shouid study, understand and fulfill. One is to obey the laws
and heip in faw enforcement. These responsibilities are basic to our principle
of {iving together in a democratic society. Another duty is that of performing
military service and other lawfully ordered work in defense of the country
and our liberties. A third is the duty of meeting squarely one's share in the
cost of government. A fourth is that of taking 2 responsible and active part
in cormmunity affairs, including of course, the activities of our Coilege, As part
af the privilege attendant upon academic freedom, students are expected to
act with a high-mindedness which integrates self into the well-being of the
total community.

Membership in the College community, like membership in any community,
means more than priviteges. 1 means responsibilities, too. In the matter of
your responsibitities in these areas, some;things are expected of you in your
behavior and conduct. :

STUDENT EVALUATION OF INSTRUCTIONAL QUALITY

Because students expect quality in their learning experiences, Lansing
Community College provides opportunities for students to participate in the
evaluation and improvement of instruction. The College is committed to the
idea that individuals do provide valuable insights as students. These oppor-
tunities include:

1. Students are asked to complete Student Evajuation Farms at the con-
clusion of each course. The forms are distributed by a person other than
the instructor, and the instructor is not present at the time the students
compiete the forms.

2. Students are invited to present suggestions regarding instructional quality
to their instructors, their instructor's department head or the instructor's
divisional dean. These written or verbal suggestions are aiso reviewed
by the College to improve instruction and assess instructional effective-
ness.

3. Students are invited to serve on various councils, boards and committees
af the College in order to provide input and student perspective in the
development and evaluation of both instructional and support-service
programs. These councils, boards and committees are located in the
various divisions of the College. Those students who have interests in
serving on or contacting members of these bodies.may contact the Qffice
of Student Government ar the office of the dean in the appropriate divisions.
Exampies of these councils, boards and commitiees can be found in
other sections of this catalog.

Specific questions regarding student participation in the evalyation of
instruction may be directed to the Office of the Dean of Student Personnel
Services for clarification or appropriate referral. .

STUDENT RESPONSIBILITIES

ATTENDANCE

Students are expected to attend ail sessians of each course in which they
are enrolled. Failure to do so may result in academic penalty or withdrawa!
from the class.
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Absence for any reason, including iliness or late registration, in noway relieves
the student of the responsibility for completing al work in the course to the
satisfaction of the instructor in charge.

When a student receives a faculiy-initiated notice of non-attendance, i is
the student’s responsibility to contact the instructor.

When a student cannot attend class due to itlness or other extenuating reasons
the class instructor should be notified. This can be done by telephoning the
departmental office in which the instructor is a member and leaving a message
for that instructor.

Conduct

The College prohibits acts which cannot be tolerated because they seriously
interfere with the basic purposes, necessities and pracesses of the academic
community and the College, or because they deny the essential rights of ather
members of that cammunity of the College.

Laws

Students shall abey the laws enacted by federal, state and local governments.

It is appropriate that the students be aware of Act 26 of the Public Acts
of 1970

“Sac. 1. A person is guilty of a misdemeanor, punishable by a fine of noi
more than $500.00, or by incarceration in the county jait for not more than
30 days, or both:

(a) When the chief administrative officer of a publicly owned and operated
institution of higher education, or his/her designee, notifies the persan
that he/she is such an officer or designee and that the person is in
violation af the properly promulgated ruies of the institution; and

(b} When the person is in fact in vioiation of such rules; and

{c) When, thereafter, such officer ar designee directs the person o vacate
the premises, buiiding or other structure of the institution; and

(d) When the person thereafter wilfully remains in or an such premises,
puilding or other structure; and

{e} When, in so remaining therein or thereon, the person constitutes
{1) 2 clear and substantial risk of physical harm ar injury to other persons
or of damage to or destruction of the property of the institution, or {2}
an unreasonable prevention or disruption of the customary and lawful
functions of the institution, by occupying space necessary therefore or
by use of force or by threat of force.

Sec. 2. A person is guilty of a misdemeanor, punishable by a fine of not
less than $200.00 and not more than $1,000.00, or by incarceration in the
county jail for not more than 90 days, or both, who enters on the premises,
building or other structure of a2 publicly owned and eperated institution of
higher education, with the intention %o, and therein or thereon does in fact,
constitute (a) a clear and substantial risk of physical harm or injury to ather
persons or of darnage to ar destruction of the property of the institution, or
(b} an unreasonable prevention or disruption of the customary and lawful
function of the institution, by occupying space necessary therefore or by use
of force or by threat of force.

Sec. 3. This act shail take effect August 1,1970."

ASSEMBLY

to person or persons shall assembie in a manner which obstructs the free
moverment of persons about the campus or the free and normal use of College
buildings and facitities, or prevenis or obstructs the normal operations of the
College.

MEETINGS

“American parliamentary law is built upon the principle that rights must
be respected: rights of the majority, of the minarity, of individuals, of absentees,
and rights of alt these together"!

Therefore, Robert's Rules of Order (Revised), will be followed in any meetings
held upon the College campus.

COLLEGE PROPERTY

Cotlege policy specified that the property of the College as well as that of
individuals should be respected. Theft of any kind, whether of money or other
property, is prohibited. The destruction or mutilation of books, magazines,
or other library material in Coliege libraries is another type of conduct which
is prohibited. Equally so is unauthorized use of, damage to, or destruction
of College buildings, equipment and property. Tampering or misuse of fire
alarm systems or firefighting equipment is prohibited.

FIGHTING

Fighting on College property is prohibited except for a boxing, sparring or
wrestling match, contest, ar exhibition held or sponsored by the College or
a recognized College organization.

! Robert, Henry M., Rabert's Rules of Order (Revised), Scott, Foresman and
Company. 1951, page 5.
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SEXUAL HARASSMENT

Sexual harassment is not acceptable behavior on the Coliege campus or
at Coliege-sponsored everts off the campus. Violation of this regulation by
students or College employees can result in discipiinary action.

DEFINITION OF SEXUAL HARASSMENT

Sexual harassment is defined in the Michigan Civil Rights Act as follaws:
“_ Unwelcome sexual advances, requests for sexual favors, and other verbal
or physicat conduct or communications of a sexual nature when:

1. Submissionta such conduct or communication is made a term or condition
either explicitly or implicitly to obtain emplayment, pubtic accommoda-
tions or public services, education or housing.

2. Submission 0 or reiection of such conduct or communication by an
individual is used as a factor in decisions affecting such individual's
employment, public accommaodations or public services, education or
housing,

3. Such conduct or communication has the purpose or effect of substantiatly
interfering with an individual's employment, public accommodations or
public services, education or housing, or creating an intimidating, hostile,
or offensive employment, public accommodations, public services, ed-
ucation, or housing environment.”

For the purpose of the above regutation the College interprets unwelcome
{0 mean:

1. Conduct or communication which a reasonable person in a simiiar
circumnstance would consider unweicome.

2 rConduct or communication which continues after notice is given that
the conduct or communication is unwelcomed.

DISCRIMINATION

Lansing Community College affirms its commitment to the practice of no
discrimination on the basis of race, color, refigion, sex, nationa! origin, age,
height, weight, marital status or handicap. .

The above commitment has evolved from efforts to comply with several
laws and public acts that pertain to the area of no discrimination. Notable
of these acts and laws are the following:

1. Tithe VI of the Civil Rights Act of 1964 prohibits discrimination on the
tasis of race, coior, or national origin.

2. Title I¥ of the Educational Amendment of 1972 prohibits discrimination
on the basis of sex.

3. Section 504 of the Rehabilitation Act of 1973 prohibits discrimination
on the basis of handicap.

4. Michigan's ‘Elfiott-Larsor Civii Rights Act MCL. 37.2101, et seq, as
amended prohibits all forms of discrimination and defines sexual ha-
rassment.

HOW STUDENTS CAN FILE A COMPLAINT
OR A FORMAL GRIEVANCE FOR
DISCREMINATION OR SEXUAL HARASSMENT:

The difference between a complaint and a formal grievance is the method
of processing; 2 complaint will be handled informally while a formal grievance
will invalve investigation and may result in a formal hearing.

Complaints and grievances should be made promptly while facts are still
fresh. Most farmal grievance procedures have time limits published as part
of the procedure and these fime limits are an important consideration. # a
student files a complaint, the student may later file a grievance provided
applicabie time limits are met.

Students who feel aggrieved because of any form of discrimination, including
sexual harassment, have several ways to make their cancerns known. Normatly,
a student would be expected to directly inform the person engaging in
discrimination or sexually harassing behavior by telling that person that the
behavior is offensive and requesting that the offensive behavior stop.

A student who feels aggrieved because of discrimination or sexual harassment
is also advised to seek out one of the Coliege's counselors to assist in the
interpretation of this procedure and the alternatives available to the student
in solving the student's concern,

INFORMAL COMPLAINT

i the student who feels apprieved feels it is inappropriate fo communicate
diracty with the person whose canduct is offensive ar i direct communication
has not solved the student’s concern, the student may contact Ms. lise Burke
in the Coltege Affirmative Action Gffice located in the 528 Office Building (483-
1858) or the Office of the Dean of Student Personnel Services located in the
Student Personnet Services Buiiding (483-1162) to deal informatly with the
student's concern. The informal complaint pracess tray call for an informal
investigation of the issues or the concerns by the appropriate official within
the Affirmative Action Office or the Gffice of the Dean of Student Parsonnel
Services (depending on the student’s choice of referral}.
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FORMAL GRIEVANCE

If the student is not satisfied with the resuits of the informal compiaint or
if the student wishes to bypass the informal process, there are iwo places
available for the student to process formal grievances.

1. The student may request a formal hearing before the Judicial Board of
the College. The procedures and guidelines for the functioning of the
Judicial Beard are listed in the catalog. This request should be made
to the Office of the Dean of Student Personne! Services Iocated in the
Student Personnel Services Building (483-1162}.

2. The student may process a formal grievance through the Coliege’s
Affirmative Action Office utilizing the appropriate forma! grievance proce-
dure for the alleged discrimination or sexual harassment. The Coliege’s
Affirmative Action Cffice is located in the 528 Dffice Building (483-18583.

Studenis who feel aggrieved by discrimination or sexual harassment should
not feel deterred in making a compfaint i the student does not wish to testify.
The informal process listed earlier may solve the student's concern. Where
discipline, discharge of empioyees, or suspension or dismissal of students
is passible and where evidence is not available from other sources, the College
wilt request the cooperation of the aggrieved student o testify. The cooperation
of the aggrieved student to provide evidence is a key factor in uphoiding the
“due process” to which the person complained of is entitied.

OBSTRUCTING AND JDSTLING

The following acts are prohibited on College property.

Obstruction of or threatening fo obstruct, without express permission fram
an administrative official of the College, any street, sidewalk, hallway, stairway,
classroom, elevator, doorway, vestibule, eniry, building, annex, wing, patio,
balcony, or any other Coliege property by impeding or threatening to impede
the free and uninterrupted passage of vehicles or individuals, or interfering
in any way with the free and uninterrupted use.of College property.

Jostling or roughly crowding persons in or on any of the above-mentioned
locations.

ASSAULTS

Assault and/or battery on Coliege property is prohibited. For the purpose
of this regulation, assault is defined as an attemnpt or offer, with force and
violence, to do corporal hurt to another, with apparent present means of carrying
out the attempt. Battery is an injury which resuits from an assault. Battery
is an injury, regardless of intent, actually done to a person by anather in an
angry, revengeful, rude or insolent manner,

RECORDS

It is the responsibility to give horest and complete replies o ali questions
included in application forms and other documents required by the College.

FINANCIAL RESPONSIBILITY

Students owing money to the College in respect to such matters as fees,
loans, tibrary fines, bookstore accounts, driving or parking penalties, etc. will
be subject fo disciplinary action # such accounts are not paid when due. In
particutar, it shoutd be noted that if any accounts are ouistanding at the end
of an academic quarter, the publication of the student’s grade report and/
or official transcripts will be delayed and the student wili not be permitted
to register for a succeeding quarter untit such accounts are paid.

IDENTIFICATION CARDS

All Lansing Community College students are issued an identification card.
Students are expected to show their L.0O. card whenever they check aut books
at the library, cash checks on campus, vote in student elections, etc., or when
they are requested by a member of the faculty or sta#f of the Coilege. Misuse
of College identification to obtain privileges to which the student orto which
others are not entitied under existing regutations is a Coflege offense,

CHEATING

Each student is expected to be homest in his/her work, Oishonesty in
assignments, examinations or other academic work is considered an extremely
serious offense by the facuity and students and the student is subject to
disciptinary action.

PLAGIARISM

A student is guilty of plagiarism who fails to give credit for any ideas or
material taken from ancther for either written.or orai presentatian. The offering
of materials assembled or collected by others in the form of projects or
coflections without acknowtedgement also is considered plagiarism. Plagiarism
is considered by the facuity and students as an extremely serious offense
for which the student may be subject to disciplinary action.

SMOKING

in the interest of providing a safe and healthy environment for the Coilege’s
students, employees, and visitors and in accordance with the Michigan Clean
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Indoor Air Act, P.A. 198 of 1986, the following regulation took effect January
1, 1987.

Smoking is prohibited throughout all Lansing Community College facilities
except in designated smoking areas identified by “Smoking Permitted” signs.

WEAPONS AND EXPLOSIVES

Explosives, firecrackers, firearms and devices intended to be used as weapons
are not permitted on College property. Provided, however, that the foregoing
shall not prohibit fencing foils and other athietic equipment intended for such
use, nor shall # apply to persons holding concealed weapons permits and
duly constituted police officers who are authorized by {aw to carry weapons.

ALCOHOLIC BEVERAGES

Orinking, being under the influence of, or possessing sntoxrcatmg beverages
on College property is prohibited.

DRUG USAGE AND DISTRIBUTION OF DRUGS

Using, possessing or distributing Hlegal drugs (such as narcaotics, hallucin-
ogens, stimulanis, depressants, etc.) on campus or at College-sponsored events,
is prohibited. Lack of a legal conviction of the drug laws is nat a defense
in a charged violation of this ruie.

DRESS

Students are expected to dress in an appropriate fashion, having in mind
the activity in which they are engaged, while on College property and when
attending College-sponsored events. Specific attire not fimited to but including
appropriate footwear, safety glasses, safety hats, shields and aprons may be
required when the health and safety of the individual student or other members
of the Coliege community are to be protected.

GAMES AND RECREATIONAL ACTIVITIES

Gambling in any form is prohibited at ail times on College property.

Games of any kind may only be played in the recreational or athletic facilities
which have been designated to be used for such games. Applications for
permission 10 play any game other than in an area designated for that purpose
must be obtained from the Director of Student Activities.

PETS

in order to protect the health and safety of the members of the College
community and preserve order on the campus, no pets, including but not
limited to, dogs, cats, birds and rodents, shail be permitted within the buildings
of Lansing Community Coliege, This s not intended 1o exclude seeing eye
dogs used by the visually handicapped or animals designated for taboratory
experimentation purposes.

GUEST SPEAKERS

Coliege regulations with respect fo the participation of guest speakers are
outlined in the Policy for Guest Speakers. The College reguires orderty conduct,
non-interference with Cotlege functions or activities, and identification of the
sponsoring groups ot individuals, Under no circumstances are members of
the College community to be forced to be involuntary audiences.

ORGANIZATIONS

No student or student organization may use campus facilities, solicit funds,
business, or support on the Coliege campus unless such a student or student
organization has been authorized by the administrative officials of the College.
(See Establishment of Student Organizations at Lansing Community Coltege.)

Appraval of Coilege clubs and organizations must be in accordance with
the Student Government Bylaws and Constitution.

FIELD TRiPS

Field trips must be planned, organized and approved according to the Student
Activities Policies and Procedures for Student Crganizations, and where ap-
plicable the parking and transportation services unit. of the Pubiic Safety
Department.

VIDEQ CASSETTES

The Federal Copyright Law, Titie 17 of the United States Code, provides
copyright protection of "original works of authorship,” including “motion pictures
and other audio visuai works.” Thus, the use of video cassettes and films is
restricted to private showings, and public showings are prohibited without the
capyright owner's consent. Under the “fair use” limitation, copyrighted
cassettes, mation pictures, and other audio visual works may be used for
purposes such as “teaching {including muitiple coptes far classroom use),
scholarship, ar research” without violation, and audio visual materials pur-
chased or rented by the College have the writien consent of the copyright
owners and, therefore, are legally appropriate for classroom use,
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DISCIPLENARY CASES

A student violaiing the ruies and reguiations of the College other than those
involving academnic performance and achievermnent {See Academic Policies)
shall be subject to the following disciplinary action which is appropriate to
the nature of the offense and that may take into account the student’s previous
conduct record:

1. Reprimand

2. Restrictions on activities or privileges

3. Requirements of restitution

4. Loss of course credit or reduction in grade points (for academic offenses)
5. Denial or revacation of a College honor or degree

6. Suspensian

7. Dismissal

DISCIPLINARY ACTIONS

in situations involving minor offenses, discipiinary action may be taken by
an appropriate cfficer of the College and no report for further proceedings
are necessary. However, the student may appeal any decision te the Judicial
Board for review,

in situations involving serious offenses, the student's case will be handied
according to the rights, privileges and procedures outlined in the Colfege Policy
on “Due Process.” As a minimum, this process includes: 1} notice to the student
of the nature of the proceedings against him/her, 2} a hearing before a quasi-
judicial body at which the student has an opportunity to see the evidence
or be apprised of the evidence against him/her and be ailowed an opportunity
to defend against this evidence, 3) naotification of the judicial Board's decision,
4) notification of the right to appeal to a higher body.

USE OF STUDENT LITERATURE TABLE
PROCEDURAL REGULATIONS

Lansing Community College is continuaily aware of and supportive of the
concepts of freedom of expression, particularly those provided by the First
Amendment of the Constitution of the Unied States, The Coliege also perceives
that one of its funciions is 1o provide a wide range of iearning experiences
and learning opportunities for the students of the College. At the same time,
the Coliege is mandated to provide orderly processes which avoid material
disruption, protect public and private property and provide for the generai
safety and welfare of students, faculty and Coliege staff.

The following statemenis are designed to facilitate student distribution of
literature within the Coliege facilities, while providing students and College
personnel and property reasonable protection from commercial exploitation
and legal actions. Court rulings have determined that College buildings while
considered a “public trust” are not considered “public property” subject to
unregulated use by any and all individuals. The procedural regulations below
are designed to facifitate the legisiated instructional mission of the College
to serve the citizens of the College community. The following procedural
regulations shall be followed:

1. The distribution of literature within College buildings by students shali
he limited to student literature tabies made available for such distribution.
Student #ferature tables wil be made avaitable in the following areas
within the College buildings. '
a. in the entry lobby within the second floor cafeteria of the Arts and

Sciences Building.
b. In the Washington Avenue Mall fobby between the Health Physical
Education Building and the Applied Arts and Sciences Building.
¢. In the second floor lobby area of the Old Central Building.
At least two single tables will be availabie in each of these areas. The
maximum number of tables made avaitable in any area wit be determined
in a reasonable manner based on the use of the area and regulations
regarding fire safety and siudent weifare.

2. Only registered students and College-recaognized student clubs and
organizations shail have access to the student literature tables. (As in
the past, non-students who wish to use CoHege facilifies must gain
permissian by following procedures established for this purpose through
the appropriate instructional Offices or the Office of the Vice President
of the College.)

3. Thestudent literature tables wil! be available Mondays through Thussdays
from B a.m. tc 10 p.m. and Fridays B a.m. to 5 p.m. during the days
of regularly scheduted terms.

4. White no prior Coliege approval of the materials to be distributed is
required, registered students and College-recognized clubs and organ-
izations are required to register for the use of the student literature tabtes
with the Student Activities Office at least 24 hours prior to the time
of desired use. Registrations wilt be accepted on a first request-first
serve hasis, individual students and recognized student clubs or or-
ganizations may register for the use of a table for three consecutive
days. If there are no pending requests, a registration may be renewed
at the end of a previous registration. if there are no panding reguests,
a recognized student ciub or arganization may request the use of more
than one table or more than one locaticn. If during the use of multiple
{ables or lacations, additionat students or recognized student groups
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request the use of a table or jocation, and additional tables or locations
are not available, the muitiple user or users will be required to give
up the multiple use of tables and locations fo provide for the new request.

5. A copy of the completed registration form obtained from the Student
Activities Office must be available at the student literature table while
distribution is taking piace.

6. In order to determine accountability, a sampie of the material to be
disiributed must be placed. on file with the Student Activities Office at
the fime of the registration for use. In addition, a recognized student
club or organization must have a copy of the material to be distributed
on file with the club’s or organization’s advisor.

7. The student jiterature table will be staffed at ail times by the individual
student, or members of the recognized student club or organization
registered for the use of the tables while the distribution of materials
is taking place. The registered student or recognized club or arganization
will have the responsibility to ensure that the distribution process is
arderly at all imes and that the general area surrounding the student
literature tables is not littered.

8. Individuals shail have the option to pick Hterature from the tables or
receive a copy from the individuals sitiing at the tables. No literature
shalt be forced upon any individua! nor shall there be any abstructions
created in the path of the generat flow of traffic.

9, Individuat students or recognized student ctubs and organizations may
collect funds for worthy causes, such as Muscuiar Dystrophy, blood drives
or College-sponsored activities. There shall be no commercial soticita-
tions of funds or business, nor shall individizal students solicit funds
for personal gain,

10. The Coliege has the right and responsibility to hait the distribution of
literature which it believes to be libelous, obscene, invades privacy, or
literature designed to cause immediate disruption of classes, violence
or substantial disorder of the normal operations of the Coliege.

11. Failure to.comply with the above procedural regulations may lead to
the deniai of the use of the studemn? fiterature tables and/or may iead
to disciplinary action.

LITERATURE TABLE USE REQUEST FLOW CHART

Individual Student

1. Register for reservation by time: limit
2. Place on fite in Student Activities Office
copies of literature Student
3. Have a copy of registration form at table Activities
whiie distributing literature Office
4. Tahle staffed at al times by individual
student
Student Organization
1. Register for reservation by ime #imit
2. Place on file in Student Activities Office
and with organization advisor copy of literature
3. Have copy of registration form at table white
distributing literature
4. Tabte staffed at alt times by members of organization
FLOW CHART FOR APPEAL OF DENIAL
OF USE OF LITERATURE TABLE
Student or Dean cf
Organization . e Student
Oenied Use Persannel
Student Student
Activities - - Activities
Office Board

Any individual, registered student or recognized student ctub or organization
which has been denied access to the student literature tables, or was required
to0 halt distribution based on procedure 10 abave may appeat the denial or
reguirement to halt distribution. The appeal shalt be in writing and shail be
directed to the Dean of Student Personnel Services within 10 calendar days
aof the denial or requirement to halt distribution. The Office of the Dean of
Student Personne! Services shall make a prompt investigation of the appeal,
cantacting the parties invoived, and shail, within 10 calendar days from the
date of appeat make a decision to reinstate the distribution rights denied or
halted or to uphold the original decisions. if the decision of the Dean of Student
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Personnel Services is not satisfactory, the individual student or recognized
student club or organization may appeal the Dean's decision to the Student
Activities Board of the College. This second appeal must be in writing and
presenied to the Chairperson of the Student Activities Board within 10 calendar
days of the decision of the Dean of Stugent Personnel Services. The Student
Activities Board shali make a prompt investigation of the appeal, contacting
parties involved, and shall within 10 catendar days from the date of the appeal,
make a decision {o reinstate the distribution rights or uphoiding the denial
or required hait of distribution. The decision of the Student Activities Board
shall be final,

Where it is contempiated that a violation of the student {iterature distribution
procedural regulation warrants the imposition of disciplinary action upon an
individual student, disciptinary action shail be taken in accordance with “Due
Process” as outlined in this Lansing Community Coliege Student Catalog.

OTHER REGULATIONS

Lansing Community Coilege reserves the right to change or add to the ruies
and regulations at any fime.

DUE PROCESS

Lansing Community College holds firm to the philosophy that matriculation
in coliege does not deny any rights of citizenship to a student. At the same
time, matriculation in college does nof relieve a student of the basic respon-
sibilities of citizenship. Thus, the Coliege is constantly aware of the joint
responsibilities, shared by the student body and the College, to uphoid the
principtes of "due process” in ail disciplinary action taken by the College or
on the behalf of the individual students.

The foliowing principles shall be employed for the guidance and direction
of all persons or bodies hearing students accused of violating regulations of
the College, except those involving academic performance and achievement:

1. The student will be notified by certified letter that an alleged viclation
has occurred, The student will be directed, in the letter, to make an
appointment with the appropriate College official to review the facts
concerning the alieged viclation and io determine if formal charges
should be prepared. & “hold” may be placed on the student’s record
which will resulf in the student’s reenroliment being delayed.

2. The student shall be notified by an appropriate Coliege official that ha/
she is accused of winlating a regulation;

3. The student shall be notified that he/she may eiect one of three courses
of action;

a. The student may admii the alleged violation and request, in writing,
that the administrative officer take whatever action seems appropriate;

h. The student may admit the alleged violation and regquest a hearing
before the judicial Board;

c. The student may deny the alleged violation, in which case the
administrative officer shali refer him/her to the Judicial Board;

4. Prior to the hearing, the student shall be entitied to the following:

a. Writien notification of the time and place of the hearing;

b. A wriiten statement of the charges of sufficient particularity so that
the studeni may prepare his/her defense;

c. Written nofification of the names of the witnesses who are directly
responsible for having reported the alleged violation or, if there are
no such witnesses, written notification of how the alleged viotation
came to the Board's attention.

5. The student shall be entiiled to appear in person and present his/her
defense to the Judicial Board, and rnay call witnesses in his/her behalf.
The student may also elect not to appear before the Judiciai Board.
Should he/she elect not to appear, the hearing shall be held in his/
her absence;

. The student sha# be entitied to be accompanied by counset;

. The student or his/her counsel shali be entitied to ask guestions of
the Judicial Board or of any witnesses;

. The student shall not be required to testify against himsetf/herself;

. The student shail be entitied to an expeditious hearing of his/her case;

. The student shall he entitled to an explanation of the reasons for any
dacision rendered against him/her.

11. Decisions rendered by the Judicial Board will he final. A student who
wishes o contest the decision of the Judicial Board has recourse fo
civif court action.

12. The standard of proof to be followed by the Judicial Board of Lansing
Community Coltege is the standard of “clear and convincing evidence.”

=~
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The Judicial Board will hear cases referred fo it by individua! students through
the established fines of appeal, or by administrative officers of the College.
Decisions rendered by the Judicial Board will be made by a simple majority
vote of the total membership of the Judicial Board. The Judicial Board shall
be empowered to make recommendations to appropriate parties for appropriate
action, based on decisions rendered by its collective membership. The mem-
bership of the Judicial Board will consist of the foflowing membhers:

1. The Dean of Student Personne! Services Division (Chairperson);

2. The Chairperson of the Student Development Services Department;

3. Two students appointed by the President of the Student Government from
the student body with consent of the Student Government, with ane
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alternate appoeinted in the same way, to serve in the absence of any student
member;

4. Two faculty members appointed hy the dean of the division in which
the concerned student is enrolled or matricuiating, with one aiternate
facuity member appointed in the same way, to serve in the absence of
any faculty member.

The line of appeal to the Judicial Board of the Coliege and the instructional
division membership of the Judicial Board shall be explicit, depending on the
iype of case being presenied:

1. When the case involves a disciplinary action based on an alleged violation
of the general rules and regulations of the College {for example: explosives,
aicoholic beverages, treatment of College property), the line of appeal
shall be:

a. The Office of the Dean of Student Persannel Services Division;

b. The Judicial Board of the College.

The instructional division membership of the Judicial Beard shall be twa
faculty members of the division in which the student is matriculating,
when hearing a case involving a disciplinary action based on an alieged
violation of the general rules and regulations of the Coliege. When the
Judicial Board is hearing an appeal based on a disciplinary decision of
the Office of the Dean of Student Personnel Services Division, the Dean
of Student Personnel Services Division will relinquish the chair of the
Judictal Board. A temporary chairperson will be elected by the remaining
members of the Judicial Board fromthe remaining members of the Judicial
Board;

2. When the case invoives an academic imposition, based on alleged violation
of the academic rules and regulations {for example: plagiarism and
cheating) or alleged mistreatment of students by faculty, the line of appeal
shalt be:

a. The faculty member invalved;

b. The chairperson of the instructional department involved;

c. The dean of the division invoived, and

d. The Judicial Board of the Coilege,

The instructional division membership of the Judicial Board will be the
two facuity members of the division in which the class is offered where
the academic imposition or alleged mistreatment is being appeated;

3. Decisions rendered by the Judicial Board wiil be final. A student who
wishes to contest the decision of the Judicial Board has recourse to civil
action in the courts.

GRAPHIC EXPLANAT{ON OF LINE OF APPEAL

Office ot
Dean of Student Personnel

Judicial Board

{DISCIPLINARY ACTION)

Instructor o Chairperson of
Depariment
Dean of . Judicial
Division Board

{ACADEMIC IMPOSITION}

POSTER REGULATIONS

Lansing Community College is continually sensitive io the fact that there
is a need for our students, staff, and offices fo communicate regarding various
activities, events, and services. The Coliege is also sensitive to the right of
freedom of expression, particularly as provided for in the First Amendment
of the Constitution of the United States, At the same time, the College is
responsible for providing reasonable procedures and regulations {0 protect
public and private property, provide for the general safety and welfare of alf
members of the College community, and which preciude disruption of the
narmal functions of the College.

The following statements are designed to reguiate the use of posters within
the College facilities while providing students, Coilege personnel and College
properties reasonable protection from commerciai exploitation and court suits.
While the courts have said that College property is considered a “public trust”
these same courts have ruled that College property is not “public property”
subiect to unregulated use by any and alf individuals. Thisreguiation is designed
to facilitate cammunication through the use of posters while complying with
the legislated instructional mission of the Coliege.
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DEFINITION: A poster is any written communication designed to apply to
a wall or other surface for the purpose of relating information
about an event, service, idea or activity. & poster may be in
the format of, but not fimited to, a sign, a brochure, an
announcement, or banner.

GENERAL POSTER REGULATIONS

1. Within any and ali buildings, placement of alf signs and posters is restricted
to approved builetin boards.

2. All posters should be in English, or when in another language, a literal
English translation should be supplied with each poster copy. When a
foreign language poster is used, its complete English translation should

he:

a. Ciearly printed on the same poster and in the same size ietters as

the letters used in the original foreign fanguage poster, or
b. Attached 10 each copy of the foreign language poster, clearly printed,

and inthe same size letiers as the letters of the origina! foreign language
poster. Tie English translation must remain with the poster for the
duration of its posting.

3. Each poster is required to bave in the lower left-hand corner, its posting
date (month, day, and year) and in the {ower right-hand corner, its date
(month, day, and yeat) {0 be removed. Each poster should be up for
a reasonable fength of time depending upon the activity.

4. Designated bulletin boards are available in each building for the posting
of student and staff personat notices. All student and staff personal notices
wilt be confined to these designated builetin boards.

5. A poster shall not exceed 18 inches by 24 inches except when given
special permission by the appropriate office of approval.

6. No poster shall be placed in such a way that it covers all or part of a
previously posted approved poster whose take-down date has not expired.

7. The removal of posters at or prior to the take-down date shall be the
responsibility of the sponsoring organization or individual. No posters shatl
be removed prior to the take-down date by unauthorized individuais.

8. Each poster must identify the sponsoring organization, department or
individuat. Each poster must display a telephone number or an office
location where more complete information can be obtained.

POSTERS: Offices of Approval

a. Students and student organizations wanting to post posters must gain
approval in the office of Student Activities.

b. Cotiege staff and facuity must gain aporoval in their departmental office
or from the office of their administrative supervisor.

¢. Studentand Cofiege staff personal notices placed in designated bulietin
boards within the College huildings do not need approval. Examples
of personal notices are selling used bocks, sharing a ride, sharing an
apartment, and setling personal articles. Profit making commercial
notices are not considered personal and will be removed.

STUDENT OR STUDENT ORGANIZATION APPEAL
OF POSTER DENIAL QR REMOVAL

If a student or student organization feels that a deniai of posting or removal
of a poster infringes upon their First Amendment rights or is in violation of
this regulation, an informal appeal may be made by the poster sponsor fo
the Director of Student Activities. A meeting will be held between the appealing
poster sponsor or sponsors with the Director of Student Activities to discuss
the appeal. if the appeal is not resolved, a formal appeal may be presented
tothe Director of Student Activities. This appeal must be in writing, must indicate
the reason{s} far the appea!, and must be dated and signed by the appealing
pariy. The Director of Student Activities will gather inforrnation and respond
tothe appealing party within five {5) days of receipt of the appeal. If the student
or student organization is not satisfied with the response of the Director of
Student Activities, a second written appeal may be made to the Dean of Student
Personnel Services. This written appeal must contain the reason(s} for the
appeal, and a copy of the poster must be made availabte to the Dean of Student
Persaonnel Services for review. The appeal to the Dean of Student Personne!
Services must be dated and signed by the appealing party. The Dean of Student
Personnel Services will gather information and respond to the appealing party
within five (5) days of receipt of the appeal, giving the decision rendered and
reasen(s) therefore. The decision of the Dean of Student Personne! Services
shall be final. ;

Failure to comply with the above regulations may lead to the denial of approval,
the removal of posters or discipiinary action.

in order to protect the student body, individual members of the Coilege
community and the resourges of the College, the College reserves the right
and accepts the responsibility to deny approval or remove any poster or posters
which it believes to cause significant disruption of the normal function and
operation of the College,

POSTER REGULATIONS FOR GFF-CAMPUS
QRGANIZATIONS AND INDIVIDUALS

Lansing Community Coliege is sensitive to the fact that there is a need for
some off-campus organizations and individuals involved in non-commercial
enterprises to communicate with Lansing Community Coliege students and
staff members concerning various activities, events, and services. The Coliege
is aiso sensitive to the right of expression, particutarly as provided for in the
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First Amendment of the Constitution of the United States. At the same time,
the College is responsible for providing reasonable procedures and reguiations
to protect public and private property and providing for the general safety,
welfare, and positive learning environment for all members of the Coilege
cornmunity.

Therefore, the College has provided a kiosk, cantrally located on the downtown
campus, -for the use of non-commercial groups and individuals who are not
affitiated with the College. Such groups and individuals may place their posters
on this kiosk without seeking prior approval from any College office, and the
Coltege disclaims any and all responsibility for items posted.

FACULTY RESPONSIBILITIES™®

The primary responsibiity of instructional staff is teaching effectively. Such
effective teaching may occur in the classroom, laboratory, office, or in any
other instructional selting. This responsibility is reflected by an instructor who:

A, Is articulate and enthusiastic about his/her field and established a
positive, stimulating, iearning atmosphere

B. Prepares for each class; organizes course concepts and presents them
clearly; exhibits comprehensive knowledge of the subject; applies skills
appropriate to course content; makes appropriate and timely use of
student and instructional support services

C. Respecis siudents as individuals; recognizes student learning styles and
manages student learning accordingly; adapts course material to student
{earning mode and rate

D. Leads discussions when appropriate and provides presentations which
represent various sides of a given issue

E. informs students early in the class as to what is expected of them through
a departmentally approved syllabus, course outlines, grading standards,
texts, and other materials, provides appropriate classroom materials and
assists students in mastering them; provides students with scheduled
instructional hours

F. Evaluates students fairly and objectively; constructs and administers
examinations that are valid and reliable indicators of student learning;
maintaining clear and thorough records of student progress and keeps
students informed throughout the course

G. Encourages intelligent, independent thought by students, where approp-
riate

H. Uses instructional media, learning materials, and equipment effectively

The complementary responsibifities of instructional staff are to assist students
through scheduled office hours and on other occasicns, including being an
informed adviser on academic and career planning by

A. Providing assistance to students on an individual basis

B. Being availabie {o consuit with students during regularly scheduled office
hours and informing students about the availability of these hours

C. Knawing curricutum/program requirements and career opportunities in
one's field of expertise or making appropriate referrals for academic
advising; being able to advise students in one’s own program area; where
appropriate making referrals for counseling, placement, and for infor-
mation regarcding educationat altarnatives with the College and at other
institutions

*Recommendations of the College-Wide Faculty Fvaluation Committee: cur-
rent agreement between ihe Board of Trustees and the Lansing Community
Coltege Chapter of the Michigan Association for Higher Education.

COURSE DESCRIPTION

Each course description has seven (7} categories of information as follows:

1. Course Code and number

2. Course title

3. Nurmber of credit hours

4. Number of lecture-discussion hours per week

5. Number of laboratory hours per week

6. Prerequisite: WRI 121, Continuation of WRi 121 and an alternative to
ENG 122 in many programs.

7. Course description )

For example:
Credits Lecture Lab
Course Code Course Title Hours Hours Hours
WRI 122 Composition 1l 4 4 0

Prerequisite: WRI 121
Course Description:

COURSE CODES USED IN DESCRIPTIONS

Courses are listed by departmental course codes within each Division of
the college.
The sequence is as follows:
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DIVISION OF STUDENT PERSONNEL SERVICES

CENTER FOR AGING EDUCATION
GER  Gerontology

DEPARTMENT OF STUDENT DEVELOPMENT SERVICES

5D Student Development

DEPARTMENT OF PHYSICAL EDUCATION AND ATHLETICS

PEA  Professionai

PEB ' Fitness

PEC  Individual Sports

FED  Individual/Dual

PEE  Team Sports

PEF  Aquatics

PEG  Combatives/Weight Training
PEH  Gymnastics/Dance

PEJ  Oudoor Activities

MILITARY SCIENCE, ARMY R.O.T.C.
MS Military Science

AERQSPACE STUDIES, AIR FORCE R.D.TC.
AS Aerospace Studies

DIVISION GF ARTS AND SCIENCES

DEPARTMENT OF ACADEMIC ENRICHMENT SERVICES

ESL. English as a Second Language
ENR  Enrichment

PHN  Phonics

ROG Reading

SPL Spelling

VCB  Vocabulary

WRI  Writing

DEPARTMENT OF COMMUNICATION
COM  Communication*
FRN  French
GRM  German
JRN  Journalism
SGN  Sign Language

SPN  Spanish

SPH  Speech

WRE Writing®
DEPARTMENT OF HUMANITIES

ENG Engiish

HST  History

HUM Humanities
PHL  Phiiosophy
REL Religion

DEPARTMENT OF MATHEMATICS AND COMPUTER SCIENCE

CPS  Computer Science
MTH  Mathematics/Statistics

DEPARTMENT OF SCIENCE
ANT  Anatormy
AST  Astronomy

BIO  Biology
CEM  Chemistry
GE Geology

MET  Meteorology

MIC  Microbioiogy

NS Natural Science

OCN  Oceanology

PGY  Physiology

PHY  Physics

5C Science Seminars and Independent Study

DEPARTMENT OF SOCIAL SCIENCE
CcD Child Development
ED Education
GEO  Geography
HUS Human Services
PLS  Political Science
PS Public Service
PSY  Psychology
SA Sociology/ Anthropology
SS Basic Sociai Science
SW Social Work

DIVISION OF BUSINESS

ACCOUNTING AND COMPUTER ACADEMIC PROGRAMS

ACC  Accounting

CAB  Computer Applications for Business
CAS  Computer Applications Sysiems
CFP  Certified Financia! Planner

INS  Insurance

CRIMINAL JUSTICE AND LAW SYSTEMS
CJ Criminal Justice
LAW Law

HOSPITALITY SYSTEMS
HMF  Hotel-Motel and Food Service
TA Tourism and Travel Agency Operations

MANAGEMENT SYSTEMS
AIB  American Instifute of Banking
BUS Business
CUM Credi Union Management
EC Econornics
LR Labar Relations
MGT Management
MKT  Marketing
RE Real Estate
SL Savings and Loan

DFFICE SYSTEMS
BUS Business
CCR  Court and Conference Reporting
DE Data Entry
IWP  Information/Word Processing

INTERNATIONAL PROGRAMS
IPN  Japanese

MANAGEMENT DEVELOPMENT CENTER
MDC  Management Development Seminars
5BM  Small Business Management

DIVISION OF TECHNOLOGY AND
APPLIED SCIENCES

AUTOMOTIVE TECHNOLOGY
ATS  Automotive Seminars
AUT  Automotive Technoiogy
TDT  Truck Driver Training
THE  Truck and Heavy Equipment

AVIATION TECHNOLOGY
AFG  General Maintenance
AFM  Airframe Maintenance
AFP  Powerplant Maintenance
AFT  Flight Technoiogy
AV Avionics Techology

CONSTRUCTION AND ENGINEERING TECHNOLOGY
AT Architectural Technotogy
ATG  Applied Technology General
ATM  Applied Technology Mathematics
BR Building Related
BT Building Trades
BTA  Building Trades Reiated {Apprentice}
BTJ  Building Trades Related {Journeyman)
CG Computer Graphics
CiIM  Computer Integrated Manufacturing
CT Civil Technology
o1 industrial Drafting Technology
EQU Equine
FST  Fire Science Technology
LAT  Landscape Architectural Technology
TEC  Technology General

HEALTH CAREERS
AHC  Allied Health Careers
CHC Continuing Health Careers

“ CHS Community Health Services
DA Dental Assistant

BUSINESS AND INDUSTRY INSTITUTE

*Courses with these codes are offered by the Department of Academic
Enrichment Services and the Department of Communication. DH
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DHA Dental Assistant and Dental Hygiene
DMS  Diagnostic Medica! Sonography

DSC  Dental Service Courses

EMS Emergency Medical Services

EMT Emergency Medical Services Technology
ER Emergency Care

ESA  Advanced Emergency Medical Technotogy
HF Health and Fitness

HFC  Health Fitness/Cardiac

HFN  Health Fitness/Neurologic

MA  Medical Assistant

NUR Nursing (Career Ladder LP.N.-R.N.)

RAD  Radiation Therapy Technology

RT Respiratary Therapy

RTA  Respiratory Therapy-Advanced

RXT  Radiology Technoiogy

ST Surgical Technology

JNDUSTRIAL OPERATIONS TECHNOLOGY
EM Electrical Courses
ET Electronics )
1A Industrial Automation
PIM  Production and Inventory Managemeni
Qc Quality Control and Reliability

MANUFACTURING TECHNOLOGY
AT Solar Energy Courses
ATR  Machine Trades
CED  Cooperative Education
CNC  Computerized Numerical Controf
HAC Heating and Air Conditianing
sAaF  Safety Courses
WLD Welding

DIVISION OF TELECOMMUNICATICN
AND THE ARTS A

DEPARTMENT OF MEDIA
ART  Art
ARW  Art Workshop
MRT  Media Technaology
PHO  Phaotography

DEPARTMENT OF PERFORMING ARTS
DNC Dance
DNR Dance Warkshops and Seminars
MUS  Music
THR Theatre
THW Theatre Seminars and Workshops

* ALANSING
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Division of Student Personnel! Services

DIVISION OF STUDENT
PERSONNEL SERVICES

Dean: Dr. William Schaar
217 Student Personnel Services Building

The Coliege offers student support services through the Division of Student
Personnel Services, These include counseling, pre-enroliment advising, reg-
istration, orientation, testing, coliepe and high school articuiation, acadermic
advising, educational and vacational information, financial aid, placement, and
College-student activities.

Student personne! services are designed to support the College goals listed
earlier in this catzlog. Some services provide direct support for several of the
colieges goals while all of the services provide indirect support for all goals
listed.

Program and Service Objectives

The function of Student Personnel Services is to provide support services
for the student as a learner in an instructional environment. The program and
service objectives of the Division are:

1. To assist the student in gaining access to the instructional program of
the College through admissions processing, counseling and advising,
informational services, registration, and orientation.

2. To assist the student in maintaining a status of academic good standing
in the College hy providing record maintenance, counseling services,
Hnanciat aids, career exploration, individual assessment, academic ad-
vising, achievemeant monitoring, tutoriat services, and student employment
placement.

3. To assist various student populations in meeting their special needs. Some
of these student populations are veterans, the oider adult student, the
returning mature woman student, the economic high-need student, and
students involved in agency sponsored programs.

4. To assist students with learning experiences ouiside of the formal ciass-
room, such as student government, student interest clubs, travel, intra-
mural athletics, intercoliegiate athietics, student publications, and culturai
involverment with the service community.

5. To offer courses designed to help students acquire adjustments, activity
and informational skilis such as physical education, student development,
coltege survival, military science, and aging and retirement education.

6. To heip students to enter a field of work or career, or to continue their
career developmentis by providing employment placement assistance, job
market information, coliege transfer articulation, and student follow-up
sfudies.

Organization of Resources

in order to carry out the functions above, the Division of Student Personnel
Services employs both trained professional and support staff in each service
area. The service functions are designed to meet the special needs of students.
Staffing and housing of these services are designed to have maximum impact
on “Student Success”.

It snoudd be noted that the Division of Siudent Personnet Services provides
both support and instructionat programs for students. The facilities for the
division are placed in the various buildings on campus, with a concentration
of several services in the Student Personnel Services Budding,

Major Programs and Services
The major service areas are:

. The Office of Admissions
. The Registrar, Student Records, and Cashier
. The Office of Veterans Services
. The Office of Student Financial Services
. The Office of Student Activities
. The Employment Placement Services
. The Student Development Department
a. The Wornen's Resource Center
b. The Career Exploration and Assessment Center
c. The Center for Student Support
8. The Center for Aging Education
9. The Physical Education and Athletics Department
0. Michigan Occupational Training Program

SO O B LD RS e
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EMPLOYMENT PLACEMENT SERVICES

Program Director: Stephen A. McEnaney
211 Gannon Vocational Technical Building

A file of educational and occupational source material is available to all
students. Directorles, career descriptions, job briefs and educational lstings
are inciuded to assist the student in making appropriate educational and
occupational plans, particularly when used in conjunction with career planning
courses. Books, pamphiets, brochures and outlines are availabie in counseling
service areas and in several library locations.

COMMUNITY

1989 Catalog Lansing Community College

Employment Placement

Placement services are available to a#l studenis for either par-time or full-
time positions. Part-time positions at the College and within the service area
of Lansing Community College are posted, Information on on-campus and off-
campus College Work Study jobs is available in the placement office. Appli-
cations for College Work Study eligibifity must be processed through the Student
Financial Services Office. The job board is located outside the Empioyment
Placement Center, Room 211, Gannon Vocational-Technicat Building.

Student Employment Guidelines

Student employment is temporary on-campus employment, To be eligible
{o work as a studeni employee, the following conditions must be met.

@ The student must be enrolled for at least six credits during Fall, Winter
and Spring terms and one credit Summer term. {The Michigan Coilege
Work Study program requires that you also enrofl for at least six credits
Summer term.} {“Credit” refers o a full term class taken for a grade.)

® Federal College Work Study students need not enroll Summer term if they
sigh an intent to Enroll form in the Placement office.

8 The siudent should be pursuing an academic course of study and be
making reasonable progress through that program.

e Studenis may work no more than an average of 20 hours a week (40

hours total per pay period), never exceeding 30 hours in a week.

Incoming students who have been assigned a student number may begin

work during the term break preceding their enroliment in classes at LCC.

interviews

Employers may interview on campus. Studenis in their last term and LCC
graduztes may sign up for interviews with these organizations. interview dates
will he publicized thraughout the campus, listing required job qualifications.
Qualified persons may sign up for interviews in the Employment Placement
Center.

Services Offered

Employment Placement Services offers assistance with job placement.
Services include:

-~credential file system for graduates and alumni

—Computer Assisted Placement System {job-applicant matching)
—~—tesume and interview preparation assistance

—employment assistance for both full and pari-time positions

—Summer Camp Job Fair Day (February) for summer job oppaoriuntties
~—Part-Time Placement Fite (for currently enrotled and incoming students}
—Health Care Employer Oay {Fall and Spring terms}

CENTER FOR AGING EDUCATION

Program Director: Efien N. Sullivan
207 0ld Central Building

Gerontology Program

The Center for Aging Education provides aging education, training, and
consultation to agencies, businesses, community organizations, and individuals.
is emphasis is on developing and providing quality programs and educational
services that are responsive fo the needs of the community. Programs and
services of the Center include:

® career training in gerontelogy for individuals who provide direct services
to older persons (Certificate Program or Associate Degree}

short-term workshops/seminars on special topics in aging

retirement preparation seminars

programs for those aiready retired

customized training and in-house seminar development

consuitation on aging education issues

audio-visual programs on high-interest topics

The Center offers both a Certificate in Gerontology and a Gerontology Specialty
Option within the Human Services Associate Degree Program. Three terms
of field placement are included in both programs, During field piacement the
student works at an agency ot organization serving older adutlts. Gerontoiogy
courses and the field placement experience are taught and supervised by
Center for Aging Education facutty,

Academic advising is available to persons interested in pursuing careers
in gerontology, as welf as to those who wish to upgrade their skills in their
present jobs. Center staff also advise older adults seeking information on
educational opportunities, Gerontology advising suppiements the reguiar
general advising program of the College.

Workshops, seminars and other gerontology training programs are offered
in response o identified community needs and interests, Center staff design
seminars for oider adults and ofners interested in education for and about
aging.
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GER 100-GER 165

The Center offers a small group retirement planning program to individuals
in the community and on-site to organizaticns. It also provides consultation
to empioyers in implementing retirement/Hfe pianning programs for their
employees.

Audio-visual programs on special topics in aging are available through the
Center. "Aging Famity Members and You: Solving the Puzzle Together” idantifies
emotional and practical concerns involved in family caregiving and presents
a step-by-step plan for decision-making. "Older Pecple and You: Skills for
Helping” weicomes viewers to the field of gerontology by identifying the range
of positions and responsibilities for beginning workers. More information is
available on these and other programs,

A Senior Adult Tuition Award program is administered by the Center for
Aging Education in cooperation with the Student Financial Services Office.
Persons 60 years of age or older who meet moderate income guideiines are
eligible to apply. Priority is given to residents of the College district. All awards
are dependent upon the avaitabitity of funds.

The Older Wiser Learners {OWLS} group is sponsored by the Center to promote
informal learning cpportunities for mature adults. Through regular meetings
and special activities, the OWLS share ideas, exchange information and
patiicipate in continuing education activities.

The Gerontoiogy Club, for gerontology studenis and graduates, is advised
by Center staff. Through club activities, students initiate programs o provide
supportive services to gerontology students, information an current issues in
gerontology and increase community awareness and understanding.

COURSE DESCRIPTIONS

Gerantology (GER)
Center for Aging Education
Division of Student Personnel Services

GER 100 3(3-0)

A basic orientation to the field of gerontoiogy, with emphasis on social aspects:
demography, physiciogy, psychalogy, sociology, econemics, environment, death
and dying, and community and government programs.

intreduction to Human Aging

GER 101 Programs and Services for the Aging 3(3-0)

Prerequisite: GER 100 recommended. Focus is on the organization and functions
of the aging system, its refationship to the broader human services system,
and how the services worker can use or develop community resources for
the benefit of older adults.

GER 102 Mental Health and Aging 3(3-0)

Frerequisite: GER 100. Covers psychological and social adaptations necessary
for maintenance of good mental health: influences of physical health, sociai
and family aspects, depression and iosses, institutions, positive approaches
to mental health, and a life-cycle perspective. Emphasis is on responses io
aging and environmental factors that have an impact on mental health.

GER 104 Aging and Health 3¢(3-0)

Prerequisite: GER 100. Examines patterns of physical heahth and iliness among
the aged, changing physiclogy of hocy systems, current theories of aging
process, chronic iinesses, and mechanisms for health and medical care.
Emphasis is on practical implications for the human services provider.

GER 105 Planning for Retirement 2(2.0}%

Covers financial matters, legat affairs, physical and mentat heaith, being alone,
housing chaoices, employment and volunteer opportunities, community re-
sources, and meaningful use of time. Inciudes discussion of planning and
decision-making skilis and development of a personatlized plan far retirement.

GER 110 Self-Renewal 1¢1-0}

Mature aduit students clarify personal vaiues, identify accomplishments and
interests, and develop communication skitls. Topics inciude myths about aging,
using individua! personal resources (emational, physical, mental, and social),
and an exploration of meaningful roles for oider adults.

GER 111 Senior Adult issues 1{1-0)

An examination of critical retirement issues. Topics inciude sources and use
of local community resausces in housing, physical health, mentad health, and
finances. Students ook at changes resulting from legislation, the influence
of organizations, and alterations in lifestyles,

GER 112 Organizations Serving Seniors 1{1-0)

Survey of various agencies providing programs, services, and group services
for mature aduits. Agencies inciude those assisting in legal matters, housing
concerns, financial issues, legistative matters, and nursing home assistance.
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GER 113 5(.5-0)

An overview of money management strategies and investments, especially as
applied to fixed incomes in retirement. Topics include determining net worth,
types of investments, vield, stocks, bonds, mutual funds, and money man-
agement tips and legalities.

investments and Financial Management in Retirement

GER 114 Estate Planning for Retirement 5(.5-0)

Provides practical information on estate ptanning and the alternatives available
for a variety of family situations. includes techniques used to plan an estate,
preserve and transfer property during lifetime and at death, avoid probate
and minimize death taxes and legal expenses.

5(.5-0)

Designed for older aduits who seek io improve their ability o remember.
Examines myths and facts about memory and aging, reviews factors which
influence memory and introduces specific techniques for improving recali.

GER 115 Memory Improvement Techniques

GER 121 Semior Adult Program Planining .5(.5-0}

Qverview for those planning senior adult programs: basic principles of programs
and leadership; ideas and resources for activities for older adulis; mativating
older adults to participate; and scheduling aclivities,

GER 122 Working with Older Adults: The Aging Process .5(.5-0}

Overview of issues and skills critical to wark with older adulis in a service
capacity. Includes an introduction to the field of aging; myths and realities
of aging; age-related sensory loss; effects of stress on the mental health of
older adults; special communication skilis; an introduction to the aging service
network; and information about local community resources.

3(3-0)

Prerequisite: GER 100 required & GER 102 recommended. Basic communi-
cation and counseling skills are presented and practiced, including special
considerations in dealing with older adults. Topics include empathy, death
and dying, loss, grief, and depression.

GER 123 Counseling Outreach Skills: Aging Populations

GER 124 As Parents Age: A Seminar for Families 5{.5-0)

An examination of aging in the family context, with emphasis on information
useful fo the individual’s own family situation. Topics include the normal aging
process, sensory changes, improving communications, understanding “senil-
ity,” common mental health problems, alternative fiving arrangements
(comrmunity-based vs. institutional), community services and resources, roles
of aduit children, shared decision-making, and the dynamics of guilt.

GER 125 Volunteers—The Three R's:

Recruiting, Retaining, Rewarding 1{1.0}

Designed to assist supervisors and administrators as they recruit and work
with volunieers. The focus is on the process of volunteer management. Included
are fechniques for assessing current and future volunteer utilization; innovative
methods for recruitment, retention and recognition af volunteers.

GER 130 Respite Care Training for Volunteers 1(1-0}

Designed for volunteers who wish to provide respite care. Prepares participants
10 serve as companions and substitute care providers for functionally impaired
older aduits,

GER 160 Aging Through the Ages 1(1.0)

Looks at how the elderly have been treated by families and society aver the
past century, primarily in the United States. There is a brief overview of ather
societies. Past and present differences are discussed as well as future trends.

GER 161 .5(.5-0)

Issues relating to sexuality and older persons; societal attitudes, sexual behavior
patterns, physiological changes, psychologicat responses, and special situations -
such as institutionat settings.

issues of Aging: Sexuality

GER 164 Medication and Alcohoi Use Among Older Adults 1{1-0)

Examination of medication and alcohol use armong oider aduits: prescription
and non-prescription medicines, side effects, drug interactions, and strategies
for using medicines wisely., Students learn to identify a substance abuse
situation and make appropriate referrals,

1{1-0)

An introduction to current concepts of confusion (“senility,” dementia, Alz-
heimer's Disease) in older persons. Provides an overview of social, physical,
psychological and environmental factors resuiting in confusion. Relationship
to depression, technigues for communicating with confused older persons,
famity dynamics and community resources are discussed,

GER 165 Dementia I: Concepts and Causes
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GER 166 Legal Rights: Housing Options and

issues for Older Adults .5(.5-0)

Presents the pros and cons of various housing options for older adults with
the iegal implications of each.

GER 167 lssues of Aging/Nursing Homes:

The Choices, Realities and Alternatives .5(.5-0)

The role of nursing homes in the contintum of care, issues and concerns
relating to care, funding of care, review of residents’ rights, guidelines for
choosing a home, guidelines for visiting nursing home residents.

GER 168 Legal Rights of Older People Variable

introduction to legal issues affecting oider adults: nursing home residents’
rights, wills and estate planning, health insurance, age discrimination, guardian-
ship, and other related {egal topics.

GER 169 Lega!l Rights of Older People—Disability and Consent 5(.5-0)

Procedures such as guardianship, conservatorship, power of attorney, the living
will, joint ienancy, nursing home residency and civil commitment wili be
addressed. Explores the actua! and perceived choices an individual has as
aging and iiness occur, the fegal procedure through which a person gains
the right to make decisions over another’s life, and the role the state has in
protecting a person against him or herself,

GER 170 Depression: Recognition and Treatment 1{1.0)

A examination of depression in later life. Sympioms, causes, “masks,”
diagnosis and assessment of depression are introduced, inciuding information
on distinctions between depression and dementia. Basic fechniques and
guidelines for working with depressed older persons are presented.

GER 171 Dementia ll: Technigues for intervention 1(1.0)

Prerequisite: GER 165 or equivalent. An introduction to technigues for working
with older adults with Alzheimer's disease and related disorders. The psycho-
sociat needs of individuals and their familiss are a primary focus. Commu-
nication techniques, programming approaches, handling probiem behaviors,
a task breakdown approach, environmental adaptations and role of the family
are discussed.

GER 172 Increasing Communication Through

Sign Language Phrases .5(.5-0}

Expressive and receptive manual skilis are presented and practiced. Assistive
devices designed for the hearing impaired are demonstrated and used.

GER 173 Understanding and Managing the

Problem of Urinary Incontinence .5(.5-0)

An introductory seminar designed to assist those with the problem of incon-
tinence management in older adults. Topics include attitudes, normal age
effects an urina control, prevalence, common respansas to loss of condrol,
possible causes, complex incontinence, treatment and fechniques of man-
agemeni.

GER 174 Working with Odder Adukts: Minority Aging 1{1-0)

Focuses on the special needs of Black, Native American and Hispanic elderty.
Includes demographic aspects of minority aging, special conditions of physical
health, psychotogicat aspects, social problems, and federa! poticies concerning
minority aging.

GER 175 Working with Older Aduits:

Chronic liiness in Later Life 5(.5.0}

Overview of signs of physical and mental changes in older persons and of
resources available in the community to help. Tapics inciude vision and hearing,
heart problems, arthritis, osteoporosis, cancer, respiratory problems, Alzhei-
mer's disease and other chronic conditions.

.5(.5-0}

An overview of causes, effects and practical methods of compensation for
hearing loss in older adults. Topics include: description of the ear and how
it functions, the effects of normal and abnormal changes on hearing ability
as one ages, the implications for hearing impaired individuals and their families,
ways of maintaining communication flow with one whao has a hearing loss.

GER 176 Hearing Loss and Aging: Maintaining Communication

GER 177 Vision Adaptation in Middie/Later Years

An overview of vision changes in middle/later years and ways 10 assist older
persans experiencing these changes. Includes normal changes of aging,
common diseases and conditions of the eye, treatment approaches, and
adaptations to maintain independence. Community resources to assist those
with visual adaptation needs is included.

5(.5.0)-
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GER 178 Adapting Your Surroundings:

Easies Living in Later Life .5(.5-0)

Cverview of changes one can make in home surroundings to accommodate
gradual or sudden physical or mental, normal or iliness refated changes in
later years. Includes special emphasis on room and cupboard arrangement,
hearing and visual aids, building access through entrance/exit and community
resources to assist those in need of making adaptations.

GER 179 Legal Rights: Medicare, Medicaid and Supplements 5{.5-0)

Provides information on ruies and regulations of Medicare, Medicaid and
supplemenial heaith insurance programs for older persons. Reviews recent
and proposed changes in federal and state programs as well as existing and
proposed alternatives to meetling catastrophic health care needs. Inciudes
chronic vs. acute care issues, effects of Diagnostic Related Groupings (DRG's),
and ways for service providers to assist older persons in dealing with public
and private health insurance matters.

GER 197 Advancedq Grief and Loss Counseling:

Strategies for Practitioners 5(.5-0)

Overview of specific counseling technigues and their application by practi-
tloners when helping older persons deal with grief and ioss. Topics include
the professionat "Helpers” and their atiitudes on grief and loss, the effect of
the practitioners attitude on the process of heiping the grieving person, specific
counseling techniques, identification of community resources.

GER 198 Working with Older Adulis: Grief and Loss .5{.5-0}

Focuses on how to help the grieving older adult. Topics inciude attitudes toward
death and dying; stages and symptoms of grief, abnormal grief reactions;
multiple losses of older persons; and community resources.

GER 129 Working with Oider Adults: Dying and Death 5{.5-0}

An overview of issues and skills critical to caregivers working with terminally
ill older adults. included are an examination of attitudes toward dying, death,
and older adults; understanding the behavior of the dying person; understanding
personal feelings; technigues for communicating with the terminaliy ill; working
through personal grief; and exploring alternatives o institutionalized death.

GER 201 Field Placement | 4(1-10)

Prerequisite: GER 100 & department approval. On-the-job experience in serving
older persons through placement at 2 local community agency. Students assess
their motivation and career skills in the field of aging services, explore
community resources, demonstrate appropriate work habits, assess their
attitudes toward older persons, and relate curreni research in the field of aging
to actual practice. An accompanying seminar integraies experience with
concepis and principles of gerontology.

GER 202 Field Placement H 4(1-10)

Prerequisite: GER 201, 12 program credits & depariment approval. Second
in the series of field experience courses. A continuation of Gerontoiogy 201
providing additional practical expertence and training in gerontology. includes
practice and demanstration of group work techniques.

GER 203 Field Placement i#i 4(1-10)

Prerequisite: GER 202, 20 program credits & department approval, Third in
the series of field placement courses. A continuation of Gerontology 202.
Includes a focus on current research, job search technigues, and preparation
of a resume.

GER 213 Family Caregivers Series:

Evaluating Yourself as Caregiver 5¢.5-0}

Designed for those caring far a chronicatly il family member or friend in the
home. Topics include: development of the family; family systems: the caregiver
role; your family responsibility tree; communication skills; assessment for
decision making; assessing the caregiver; and filling the gaps with community
resources. An interdepartmental course with the Health Careers Department.

MILITARY SCIENCE

Division of Student Personnel Services
217 Student Personnel Services Building

1.5, Army ROTC Program

Lansing Community College, through Michigan State University, offers un-
dergraduate and graduate students an oppertunity to gualify as commissioned
officers in the United States Army, serving in the Active Army, the Arry
Reserves, or the Army Nationat Guard, The program provides an education
in Leadership and Military Skills through courses offered by the MSU Military
Science Department. Also included are courses in Written Communication,
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MS 101-MS 203

Human Behavior, Management, Military History, and Naticnal Security offered
by other LCC and MSU departments. While not an academic major, the Army
ROTC Program provides excelient preparation for leadership in any prafession,
military or civilian,

Scholarships

The ROTC Program offers four-year, three-year, and two-year scholarships
to quatified students. Tuition, fees, and an allowance for fextbooks are provided.
Scholarship studenis also receive a $100 per month allowance for up to ten
months per year during the scholarship. Scholarship studenis must meat
college/university admissions criteria.

Basic Course

The Basic Course, normally completed in the Freshman and Sophomore
years, provides the student a general knowledge of the military’s role in our
society and the missions of the U.S. Army. Subjects include Leadership, Land
Navigation, Marksmanship, Military History, Physical Fitness, and basic Mititary
Skifls. Students enrcil in one Military Science ciass each term. it is possible
for a Sophomore to compiete the Basic Course in one year through prior
arrangement with the department. No military obligation is incurred for non-
scholarship students participating in, or completing, the Basic Course. (Note:
L.CC students register for Military Science courses through LCC, but actually
take them at MSU. All studenis should contact the Department of Military
Science, 113 Demonstration Hail, phone 355-1913, before enralling.}

Advanced Course

The Advanced Course is the professional phase of the ROTC Program. NOTE:
LCC students must transfer to a four-year college ar university that offers Army
ROTC, such as Michigan State University, in order to enroli in the Advanced
Course. Upon satisfactory completion of required ROTC courses and the
awarding of a bachelor's degree, the student is eligibie for a commission as
a Second Lieutenant in the U.S, Army Reserve. Distinguished military students
and Army ROTC Scholarship cadets are eligible to apply for a commission
in the Reguiar Army.

The professional phase includes courses in Leadership Skills, Training and
Personne! Management, Ethics, Military Justice, and Mititary Tactics, During
the two years of the Advanced Course, students enroll in one Military Science
course per term. Additionally, they must complete one course in national
security studies from a list of approved courses available at the department.
Furthermore, it is recommended that ail cadets compiete a management course
from a list of approved courses available at the department Two scheduled
field trips are required each year, and ail students must meet physical fitness
standards. A six-week leadership camp for advanced training is normally
attended in the summer between the junior and senior years.

Eligibility Requirements
To be accepted far the Advanced Course, the applicant must:

1. Be enroiled as a full-time student at a four-year institution in 2 program
ieading to a degree.

. Have compteted or received credit for the Basic Course.

. Meet medical and age standards.

. Have at least a 2.00 grade-point average.

. Pass such survey and screening tests as may be prescribed.

. Agree to accept appointment as a regular or reserve officer of the Army
and to serve on active duty or with a Reserve or National Guard component
as a commissioned officer for such time as directed by the Secretary
of the Army.

7. Be physically qualified for appointment as a commissioned officer of the
Army under regulations in effect at the time of graduation.

. Eniist in the 1.8, Army Reserve uniil commissioned.

. Agree to attend Summer Camp between the junior and senior years {or
third and fourth M5 years} uniess deferred by the Professor of Milary
Science.

TN fa 2 NS
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Uniforms and Textbooks

Reguiation uniforms are furnished to students on a loan basis beginning
their second term. Textbooks are furnished during pariicipation in the ROTC
program but must be returned when the student compietes association with
the Department.

Special Opportunities

In conjunction with Summer training, students are selected to attend Airborne,
Air Assault, Ranger, or Northern Warfare training in focations from Florida to
Alaska. Studenis may compete for Summer Flight Training at Fort Rucker,
Alabama. Additionally, ouistanding students are offered the opportunity fo
participate in Troop Leadership Training and spend three weeks performing
the duties of an officer at a miitary installation. All of these experiences are
voluntary and competitive, but they will enrich the leadership developrment.

Credit for Previous Military Training

Students with previous military training will be granted constructive credit
as follows:

1989 Catalog Lansing Community College

1. By transfer. Constructive credit will be granted at the time of entrance
to LCC for corresponding ROTC courses completed satisfactorily in a senior
division ROTC unit in a college or university.

2. Cther training or service. Constructive credit will be granted at the time
the student enters the ROTC Program at LCC. If for any reason the student
does not complete the ROTC Program which he or she begins, constructive
credit wilf be withdrawn.

a. Service academy education. Students who have satisfactorily com-
pleted work at a service academy may receive constructive credit for
up to three years of Mijitary Science. The Department will make 2
credit determination at the time that the student enrolis,

b. Active service or active duty for training in the U.S. Army, Navy, Air
Force, Marine Corps or Coast Guard. The Professor of Military Science
may grant constructive credit for up fo two years of the basic course,
depending upon service duties.

¢. Junior ROTC or Military School training. Students who have had Junior
ROTC or Military School iraining should contact the Professor of Military
Science for credit determinations. Maximum aliowahie constructive
credit will be the two-year basic course,

Required Courses:
Basic Course

FALL WINTER SPRING
MS 101 MS 102 MS 103
MS 104

FALL WINTER SPRING
M5 201 MS 262 MS 203

Advanced Course
(Refer to applicable four-year college catalog)

Military Science (MS)
U.5. Army ROTC Program
Division of Student Personnel Services

M5 101 1{1-1)

Fall, Winter, Spring. Prerequisite: Approval of Depariment. Analysis of the
mititary profession from several academic perspectives and exploration of the
technical, ethical, and persenal ramifications of service as an officer in the
U.S. Army. Lab introduces military skills.

Intro to the Military Profession

MS 102 Mititary Leadership-i I(1-1}

Winter, Prerequisite; MS-101 or approval of Department. introduction to military
leadership. Draws upon exampies from military history to dlustrate what a
mititary leader must be, ¥now, and do to {ead soidiers in battle. Lab includes
hoth military skills and {eadership applications.

M5 103 Army Physical Fitness Training 1(0-3)

Spring. Prerequisite: MS-102 or approval of Department, The leader's role in
implementing the Army Physical Fitness Program to provide for the physical
wel-being of subordinates. Individual and group fitness programs are intro-
duced. Includes rappelling and smalibore rifle marksmanship.

MS 104 1(1-1}

Spring. Prerequisite: Approval of Department. Preparation for a six-week officer
fraining camp which is conductad at Fort Knox, Kentucky. (Students will be
paid approximately $640 plus room and board while at camp.) Successful
completion qualifies entry info the advanced Reserve Officers’ Training Corps.
Lab includes rifle marksmanship, fand navigation, rappelting and appiication
of mititary leadership skilis,

Intro to Camp Challenge

MS 201 Military First Aid 1{1-1)

Fall, Prerequisite; MS-103 or approval of Department. Emergency first ajd
technigues, -including casualty evaluation, iifesaving measures, CPR, and
environmental injury prevention, Lab includes military skills and first aid
applications.

M5 202 Military Leadership-il 1(1-1)

Winter. Prerequisite; MS-201 or approval of Department, Descriptive mode!
of small unit leadership. Pravides cadets with a realistic preview of the smail
unit leader's role in the Army. Lab includes smalf unit drili and ceremonies.

M5 203 Land MNavigation 1{1.2)

Spring, Prerequisite: MS-202 or approval of Department. Use of mititary
topographic and special maps to include intersection, resection, madified
resection, and potar coordinates. Development of overlays for tacticat oper-
ations. Lab includes actual land navigation in the field using the lensatic
campass.
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Air Force ROTC Program
Aerospace Studies

The Air Force ROTC Program is divided into a basic course {(General Military
Course or “GMC"} of two years and an advanced course {Professional Cfficers
Course or "POC™}, also two years. Successful completion of the POC and a
four-year Baccalaureale Degree leads to a commission and active duty service
commitment as an officer in the U.S. Air Force. A student may complete the
GMC portion of the AFROTC program while enrolled at Lansing Community
Coliege, The Aerospace Studies credits earned here may then be transferred
to any of approximately 150 four-year colleges and universities offering AFROTC,
including Michigan State University, to meet prerequisites for enroliment in
the POC.

Students enrolling in LCC's Aerospace Studies courses incur no miitary
obligation; so men and women may earn academic credit, learn about Air
Force career opportunities, and then decide if they wish to apply for the POC.
Selection for the POC at a four-year institution is open to any student who
meets officer candidate qualification standards. Students who wish 1o take
only the POC at a four-year institution shouid inquire about the "AFROTC two-
year program” at the college or university of their choice. All applicants for
the POC two-year program shouid contact the AFROTC office at Michigan State
University in October prior to their expected fall term enroliment.

Scholarships

The AFROTC program offers to qualified students four-year, three-year, and
two-year scholarships. These scholarships pay most tuition and fees, and a
subsistence atlowange of $100 for each manth of the academic year. Students
must apply for a four-year scholarship by December 1st of their Senior year
in high school. Three-year and iwo-year scholarship applications should be
made by the end af the Winter Term preceding the schoot! year the scholarhip
will become effective.

General Military Course {GMC}

The General Military Course in Aerospace Studies examines the role of U.S,
mititary forces in the contemporary world with particuiar attention to the U5,
Air Force, #ts organization and mission. Functions of strategic and defensive
forces, general purposes forces, and aerospace support forces are reviewed,
The roles of these forces are refated to national defense policy. The courses
are described under Aerospace Studies in the Description of Courses section
of this catalog.

Uniforms and Textbooks

Air Force biue uniforms and necessary texis are furnished on loan basis
by the Department of the Air Force. A $10.00 uniform deposit is required.
The deposit is returnabie.

Aerospace Studies {AS}
.S, Air Force ROTC Program
Division of Student Personne! Services

Foilowing are the courses required to compiete the Air Force ROTC General
Military Caurse. Satisfactory completion of these courses is a prerequisite for
entry into the Professional Officers Course, the final two years of the Air Force
ROTC Program. Students enroil for alf courses at Lansing Community College
and attend classes an the Michigan State University campus.

AS 110 Organization of the U.5. Air Force (1.1}

The doctrine and mission of the U 5. Air Force includes its history, organization,
and how it is structured for mission accomptlishment. Comparison of armed
services misston relationships.

AS 111 U.S. Strategic Offensive and Defense Forces 1{1-1}

Comparison of the missions and functions of specific Air Force commands,
including employment of contempaorary aerospace equipment and system.

AS 112 U.S. General Purposes Forces 1{1-1}

Tactical air forces. The mission, organization, and function of the Air Force -

support commands and separate operating agencies as well as forces of other
military services.

1{1-1}

Devetopment of flight from the first efforts o the present, and the employment
of aerospace forces in war ane peace.

AS 210 Development and Employment of Aerospace Forces |

1{1-1)

Devetopment of flight from the first efforts to the present, and the employment
of aerospace forces in war and peace.

AS5211 Oevelopment and Employment of Aerospace Forces Il

140 Y

Development of flight from the first efforts to the present, and the employment
of aerospace forces in war and peace.

A5 212 Development and Employment of Aerospace Forces Il
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PHYSICAL EDUCATION &
ATHLETICS DEPARTMENT

Chairperson: Dr. Waiter Lingo
354 Gannon Health Careers/Physical Education Building

The Physical Education Program at Lansing Community College offers
students an opportunity to develop physical skiils. The attainment of this
physical skill will enable individuais to pursue and/or maintain a sound state
of physical fithess.

Physical education courses are transferable and alt physical education grades
are tabulated in determining student grade point averages,

Students wishing to transfer with a Physical Education major should come
to the Office of Physical Education and Athletics to receive personal counseling,

Physical Education courses are offered in the following areas:

Aquatics {PEF)
Combatives,/Weight Training (PEG}
Gymnastics/Dance (PEH)

Indoor Activities (PE1}

Outdoor Activities (PEJ)

Professionai {PEA)
Fitness (PEB)
individual Sporis (PEC)
Individual/Dual {PED)
Team Sports (PEE)

COURSE DESCRIPTIONS

Professional Physical Education & Athletics {PEA)
Department of Physical Education and Athletics
Division of Student Personnel Services

PEA 100 Professional Orientation 1{1-1)
Overview of Physical Education field for prospective Physical Education majors.

PEA 102 Athietic Training 3(3-0)

Athietic injury prevention and care techniques; duties and responsibilities of
athletic frainers.

PEA 104 M Athietics 3(3-0}

Offers an introduction to IM athietic administration and competitive event
supervision.

PEA 109 Officiating Basketbat 2(2-0)
Instruction and testing to provide opportunity for officiai certification.
PEA 110 Officiating Yolleybal} 2(2-0)

Instruction and testing in preparation for officiating at the high school levet.
College officiating will also be discussed. .

PEA 115 Coaching Basketbait 2(2.0)

Designed to develop coaching skills, Focuses on defensive and offensive
strategies as welt as teaching fundamental skilis.

PEA 116 Coaching Velleyball 2(2-0)

This course is designed ta develop coaching skills in the areas of basic through
advanced individuai skills and team sirategies. Teaching progressions and
practice planning will be coverad.

PEA 201 Independent Study 1(0-2)
PEA 202 independent Study 2(0-4)
PEA 203 independent Study 3{0-6)
PEA 204 Independent Study 4{0-B)

individual study on a prescribed topic in coordination with an assigned faculty
member.

PEA 205 Professional Perspectives 1410}

This course is designed to provide student-athleies with a professionai per-
spective of the probiems confranting community college student-athletes.
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PEB 100-PED 111

Fitness (PEB}

Department of Physical Education & Athletics

Division of Student Personnel Services

PEB 100 Adopied Lifetime Personal Health Activities (ALPHA) 1(0-2)
The nature of health, physical education and recreation and their piace in
general education.

PEB 101, 102, 103, 104 Individual Fitness-A-B-C-D 2(1-2)

Four sequentiai courses to acquaint students with the principies of training.
Provides individual conditioning programs,

‘PEB 105 Jogging 1{0-2)

Introduces jogeing as physicat fitness and covers footcare, equipment, clathing,
and safety.

PEB 107 Jogging-Advanced 2(0-4)
Developing an individual training regimen for competitive runners.
PEB 108 Aerobic Walling 1(0-2)

Improving one’s fitness level through vigorous walking outdoors. Students wili
afso develap a personalized healthy lifestyle plan which integrates exercise,
diet, and stress management.

PEB 102 Triathlon Training 3(0-6)

Designed to teach proper techniques in swimming, cyciing, and running. A
vigorous training program is designed to chailenge the student.

PEB 120 ABC's of Physical Fitness 2(1-2)
Aerabics, body building, and calisthenics are buitding blocks for this fitness
program. A progressive regimen toward better health,

PEB 121 Liten-up Workout 1(0-2)
A beginning exercise program with emphasis on increasing aerobic capacity
through walking, jogging, stretching, and light weight training,

PEB 125 Body Flexibility 1(0-2}
Learning proper stretching techniques to increase body flexibifity and applying
these techniques to increase muscie and joint flexibiiity.

PEB 130 Tone & Stretch 1{0-23
This class combines iscmetric, partner calisthenics, streiching, and light
(%-1 ib.) weight exercises.

PEB 200-207 Tempest-intro/&-B-C.D-E-F-G 1{0-2)

A series of sequential courses designed for EMS students, Designed for spacific
concerns of EMS,

PEB 220 ABC’s of Physical Fitness i 2(1.2)

Empbasis on maintenance and continued improvernents on physical changes
made in the prerequisite; ABC of Physical Fitness | class. Exercise sessions
with increased difficulty to be aimed at the cardio-respiratory system, skeletal
muscles and figure shaping. Use of light ankle-wrist weights recommended.

Individuat Sports (PEC)
Department of Physical Education & Athietics
Division of Student Personnel Services

PEC 106 Pool 1(0-2)

Histary, rules, and fundamentals, practice drilt, positioning of cue bali, and
variations of the game of pocket billiards.

PEC 107 Pool-Intermediate 1{0-2)
Refinement and improvement of skills.

PEC 108 Pool-Advanced 2(2-0%
Further refinrement and improvement of skilis.

PEC 109 Racquetball-Beginning 1(0-2)

History, terminology, ruies, fundamentais, etiquette, strategy, and basic shots.

PEC 110 Racquetball-Intermadiate 1{0-2)
Refinement and improvement of skiils.

PEC 111 Racquetball-Advanced 2(2-0)
Court strategy and tournament play.

PEC 112 Table Tennis-Beginning 1{0-2)
Basic skills, inciuding the serve, farehand and backhand strokes.

PEC 113 Table Tennis-intermediate 1{0-2}
Continuation of skills.

PEC 114 Comipetitive Table Tennis 2(2-0)
Refinerment of skills and introduction of game strategy.

PEC 115 Tennis~Beginnin_g 1{0-2)

Basic skills of tennis: serve, forehand, and backhand strokes, rules and strategy
of the game.

PEC 116 Tennis-Intermediate 1{0-2)
Continuation of skills.
PEC 117 Tennis-Advanced 2{2-0}

Refines skills of service, forehand and backhand strokes and game sirategy.

PEC 127 Bowling-Beginning 1{0-2)
Basic skilis and scoring of bowling.

PEC 128 Bowling-Intermediate 1{0-2}
Refines skills.

PEC 129 Bowiing-Advanced 2(2-0)
Class competition involved.

PEC 209 Racquetbalt/Semi-private Instruction 1{0-2)

A basic presentation of racquetbatt skitls will be discussed and demonstrated
so the students with varying degrees of skiil and ability may further improve
their feve! of play.

Individual/Dual (PED)
Department of Physical Education & Athletics
Division of Student Personnel Sarvices

PED 104 Bicycling/Touring 1{0-2}

Minor bicycle repair, maintenance, coid weather riding, and increased cycling
distances. Short tours and ptanned tonger rides on some weekends.

PED 105 Bicycling-Camping/Touring 2(0-4)
Combines camping and touring: outfitting the camping cyclist, fong distance
riding, planning for iong bike camping trips.

PED 106 Cross Country-Beginning 1{0-2)

tnstruction in jogging or running, dependent upon the physical fitness of the
individual.

PED 108 Cross Country-Advanced 2{2.0)
Emphasis on competition.
PED 109 Cross Country Skiing-Beginning 1{(0-2}

Basic skills of cross country skiing: #at, uphili and downhill techniques,
equipment, waxing, touring, and basic safety.

PED 110 Cross Country Skiing-intermadiate 1(0-2)
Refinement and improvement of skilis.
PED 111 Cross Country Skiing-Advanced 2{(2-0}

Advanced skills pius overnight camping trip.
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PED 115 Gclf-Beginning 1(0-2)
Goif strokes, ruies, and goif etiquette; experience on the driving range and
golf course,

PED 115 Golf-intermediate 1(0-2}
Refinement and improvermnent of skills with emphasis on individuai problems.

PED 117 Goif-Advanced 2(2.0)
A study of the 1).5.G.A. Rules of Goif.

PED 127 Yoga-Beginning 1(0-2)
Introduction to the philosophy and positions of yoga,

PED 128 Yoga-intermediate 1(0-2)
Refinement and continuation of skilis. '
PED 130 Yoga-Special 1(0-2)

Postures and asanas are modified to meet the individual needs of the
handicapped.

Team Sports (PEE)
Department of Physicat Education & Athletics
Division of Student Personnel Saervices

PEE 109 Basketball-Beginning 1¢0-2)
Beginning technigues and skil development.

PEE 110 Basketball-Intermediate 1(0-2)
Team cffenses and team defenses.

PEE 111 Basketbali-Advanced 2(2-0)
Team competition and preparation.

PEE 114 Indoor Soccer 1(0-2)
Basic soccer shkifls with focus on indoor rules and play.

PEE115 Soccer-Beginning - 1(0-2)
Beginning technigues; rules, strategy and competitive piay.

PEE 116 Soccer-iniermediate 1(0-2)
Team defenses and teamn offenses.

PEE 117 Soccer-Advanced 2(2-0)
Team playing and advanced strategy in game situations.

PEE 118 Softbali-Beginning 1{0-2)
Fundamental skilis.

PEE 119 Softball-Intermediate 1(0-2}
Techniques and rules.

PEE 120 Softhall-Advanced 2(2-0}
Teamn sirategy and competitive play.

PEE 124 \Volieyball-Beginning 1(0-2)
Skills, game strategy, history, rules, and values of vaileyball.

PEE 125 VoHeyball-Intermediate 140-2)
Refinement and improvement of skills.

PEE 126 Volleybait-Advanced 2(2.0)
Team concepts, strategy and competition,

PEE 127 Water Polo-Beginning 1{0-2}
Introduction of basic skilis used in team play.

PEE 129 Water Polo-Advanced

_2(2—[})
Teamn concepis, strategy, and competition. )
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PEE 130 Competitive Volieyball 2(2-0)

Individueal and team sirategies, offensive and defensive play, fitness, reaction,
and movement drills. . :

PEE 214 indoor Soccer i 1(0-2}

Continuation of tndoor Soccer Beginning. Ernphasis on tearmn play. Warm-up
with basic drilis.

Aquatics {(PEF)
Department of Physical Education & Athletics
Division of Siudent Personnel Services

PEF 120 Swimming-Beginning 1(0-2)
Fundamentals and technigues, with emphasis on water adjustrent, basic
strokes, breathing, survival, and diving skill.

PEF 101 Swimming-Adv/Beginning 140-2}
Refinement and further development of skilis specifically in rhythmic breathing.

PEF 102 Swimming-Intermediate 1{0-2)

Strokes and skills required to become a competent swimmer; review of basic
fundamentals with endurance work. Introduction to breasiroke.

PEF 102 Advanced Swimming 2(2-0)
Preparation programs for competitive swimming.
PEF 104 Advanced Life Saving 2(1-2)

Red Crass Certification is awarded upon completion of the course. Students
should be able to swim 500 yards comforiably with good stroke technique.
A prerequisite for Water Safety instructor.

PEF 105 Water Safety Instructor 3{2-2)
Red Cross Certificate program.

PEF 109 SCUBA 3(2-2)
National certification.

PEF 114 Advanced SCUBA 3{2-2)

Prerequisite: PEF $09. For certified divers who wish to increase understanding
and enipyment of diving. Apptication of basic SCUBA techniques. Two scheduled
weekend dives.

PEF 115 Parent/infant Water Adjustment ‘1(0-2)

Parent/chiid water safety, adjusiment, and fun; water adjustment for the
neonswimming child and improvement of motor skills and caordination.

PEF 116 Water Fiiness-A 1(0-2)

Stationary water exercises and water games to imprave cardio-vascular fitness
and flexibitity.

PEF 117 Water Fitness-B 1(0-2)

Emphasis on more rigorous water exercises with increased work intensity;
designing an individual fitness program.

PEF 118 Water Fitness-C 1(6-2)

Shouid be able to camplete 500 yards in 10 minutes. A fitness program beyond
basic water fitness. Stroke drilis and mechanics are stressed with an introduction
to principles of training.

PEF 119 Water Fitness-D 1¢(0-2)

Should be able to swim 500 yards in 8 minutes. Fitness for the competitive
swimmer: stroke drills, stroke mechanics and analysis, dry land exercises,
and weight training.

PEF 128 Water Fitnuess-Plus 2(0-2)

A water fitness class that wili meet three times a week. Emphasis will be on
swirnming techniques to design an individual fitness program. Also, staticnary
water exercises and water games {o improve cardio-vascular fitness and
flexibility.

.PE‘F 121 Parent/Toddler Water Adjustment
Water adjustment for parent/toddier. Child must be 2-4 years of age.

1(0-2}
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PEG 103-PEJ 144

Combatives/Weight Training (PEG)
Department of Physical Education & Athletics
Division of Student Personnet Services

PEG 103 Fencing-Beginning 1(0-2)
Instruction in fundamenta$ techniques, Care of equipment.

PEG 104 Fencing-Intermediate 1{0-2}
Emphasis on ruies and competitive preparation.

PEG 105 Fencing-Advanced 2(2-0)
Individual competition.

PEG 106 Judo-Beginning 1{0-2)
Ruies, theory and application of judo both for sport and self-defense.

PEG 108 Judo-Advanced 2(2-0)
Competition on an infraclass level,

PEG 109 Karate-Beginning 1{0-2)

Develops skilis in punching with fists and hands, kicking {with feet and knees),
and essential body movement in cambat.
PEG 110 Karate-tntermediate 2(2-0)

Develaps skills in punching with fist and hands, kicking {with feet and knees),
and essentiai body movement in combat.

PEG 111 Karate-Advanced 2(2-0)
Designed for the highly skilied,

PEG 112 Seif Defense-Beginning 1{0-2)
Designed to develop confidence and skills in the art of self-defense.

PEG 115 Weight Training-Beginning 1¢0-2)
Various training methods, principles, and program designs.

PEG 116 Weight Training-Intermadiate 1¢(0-2)
Emgphasis on progressive lifting in tralning regimen.

PEG 117 Weight Training-Advanced 2(2-0)
Refinement and improvement of skills,

PEG 120 TaiChi 2(1-2)

Tai Chi is designed to heip students understand Chinese traditional cultural
heritages. It is designed to introduce fundamental movements and compuisary
forms of simptified Tai Chi and muscular art along with traditionat art.

PEG 126 Aikido-Beginning 1(0-2)
Aikido-"The Way of Harmony"—focuses on physical discipline and harmany
with self, partner, and potential combatants.

PEG 127 Aikido-Intermediate 1(0-2}

Further development toward harmony. Focuses on new defensive strategies
and movermnenis.

PEG 128 Body Building-Introduction 1{0-1)

This course is designed to introduce body building and praper lifting fechnigues.
Primary emphasis wi#l be on isolation of muscle groups through the use of
machines and free weighis.

PEG 129 Body Building-Beginning 1(0-2)
Focuses on proper liting techniques to isolate and strengthen muscle groups.

PEG 130 Body Building-Intermediate
Cantinuation of PEG 129 with more rigorous lifting regimens included.

1.2}

Gymnastics/ Dance {PEH)
Department of Physical Education & Athletics
Division of Student Personnat Services

PEH 103 Parent/Child Gymnastic Tumbling 1(0-2)

Development of motor skills with child and parent participating. Basic tumbling
skills and elementary gymnastic movementis,
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PEH 104 Parent/Child Gymnastic Tumbling-i 1{0-2)
Continuation of PEH 103 to increase and further develop motor skills, gymnastic
movement and parent bonding are stressed.

1¢0-2}

A progressive fitness course using dance as a vehicle toward fitness. Some
weight training inciuded.

PEH 105 Aerobic Exercise-Beginning

PEH 107 Aerohic Exercise-Advanced 2(0.2)

Continuation of PEH 105 using more aercbic dance time as a vehicle toward
fitness fo improve cardiovascutar conditioning.

Outdoor Activities (PEJ}
Department of Physical Education & Athletics
Division of Student Personnel Services

PEJ 100 Angling-Beginning 1(0-2)

Covers fish structure, habits and habitats, tackie and technigues for iy, bait,
spin, and ice fishing. .

PEJ 101 Angling-Intermediate 1{0-2)
A lab class with emphasis on different types of baiting procedures.
PEJ 102 Angling-Advanced 2(0-9)

Fishing trips with emphasis on special castings and recognizing different &shing
habits.
PEJ 102 Canoeing-Beginning 1(1.0)

Prerequisite; Students must know how to swim. Fundamentals of recreational
canoeing and handling, care of equipment, safety strokes, and cance tipping.

PEl 111 Canoeing-Advanced 2(2-0)
Class ¥rips are planned and taken.

PEJ 124 Sailing-Beginning 2(1-2)
Introduction to sailing theory, terminology, and rigging.

PEJ 138 Windsuring-Beginning 2(1-2)

introduction to sailing theory, rigging procedure, maintenance and selection
of equipment, and sailboarding techniques.

PEJ 143 Basic Saiting/Cruising 3(0-3)

Students will gain first hand experience in the art of saifing and seamanship.
They wiil attain the confidence necessary to handle a cruising saiting vessel
under various conditions which present themselves on the Great Lakes.

PE} 144 Advanced Cruising 3(0.3)

Student wilt experience a major voyage on the Great Lakes applying the terms
covered in PEJ 143. Major emphasis wili be placed on advanced piloting and
helmsmanship.

STUDENT ACTIVITIES

Director: William Zuht
201 Student Personnel Services Buiiding

Student activities at Lansing Cormmunity College are widely varied, providing
social, cuftural and recreational pragrams to help students enrich their free
time, and to complement academic pursuits. Student activities refiect a total
College invalvement for faculty, staff, administrators and members of the
community as well as for students. Programs offered by the Student Activities
Office are constantly expanded and diversified accarding to student interest
and enthusiasm.

Fine Arts Cuitural Program

Students at Lansing Community Coliege are encouraged o participate in
and attend programs aof comrmunity fine arts groups: the Lansing Civic Players,
the Lansing Symphony, the BoarsHead Theater, and others. Many students
and faculty members perform in community theater productions and assist
behind the scenes.

A number of trips are sponscred by Student Activities, inctuding theater
trips 1o the Shakespearean Festivals in Siratford, Canada. Trips have been
sponsared to New York City on an annual basis, giving students an oppartunity
to see not only the theater, but many of the ather cutturat aspects of the big
city. Sharter trips are planned to such points of interest as Frankenmuth, Cedar
Paint, and Greenfield Viltage.
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Division of Student Personnel Services

Student Government .

The Student Government initiates consideration of student recommendations
working cooperatively with students and administration on ail matiers of
impaortance 1o the students of the College. The Student Government has an
Advisory Committee to the Board of Trustees elected from the students at
large and chaired by the President of the Student Government.

Studeni Organizations

Constitutions of student organizations at Lansing Community College are
approved and passed by the Studeni Government and by the College admin-
istration before adoption. A list of cusrent official student arganizations appears
in The Student's Guidebook.

Campus Newépaper

The Lookout is the hi-weekly College newspaper. Paid student editors, under
the supervision of a professional, provide campus coverage and pubiish
information of general interest to the campus community. Voiunteer student
jouznalists are welcomed.

Campus Radio Stations

WLCC and WLCR present a variety of music, news, and feature programs
in a daily radio service to the campus audience. Students interested in
broadcasting staff the stations, and gain practical professional experience in
radio station operations.

STUDENT DEVELOPMENT SERVICES (SD)

Chairperson: Dr. John H. Cansfield
228 Student Personnet Services Buiiding

The Department develops and maintains programs aimed at the personal
and academic growth of students. Departmental services inciude counseting,
academic advising, testing, tutoring, community outreach, student orientation
(START), and support for special needs students including women, the
handicapped, and those for whom English is not their native language. Anumber
of student development classes and seminars are offered through the De-
partment.

Academic Advising

The departrnental advising centers and counseling offices on campus provide
students with academic advising opportunities, Assistance and coordination
is also offered to academic depariments with academic advising programs.

Counseling Sarvices

A staff of professionally qualified counselors assists students in educational,
vocational and personal development. Specifically, counselors assist students
with curricuium choice, academic problems, and with those sociat and personal
prablems which may interfere with academic progress. Both group and
individuai counseling are offered. A special counseling and support program
called Project STAY serves studerits having academic problems, A ciose re-
fationship is maintained between the depariment and community agencies,
and referrals are made to such agencies when appropriate.

College Transfer Articulation

Close contact is maintained with colleges and universities o which LCC
students often fransfer. Curricuiar guides are availabie for students who wish
tp iearn about the transfer requirements for their chosen cugricula. Repre-
sentatives of colleges and universities visit the Lansing Community College
campus for the purposes of discussing ransfer requirements with students.

Student Jrientation

Through the Student Testing, Advising and Registration Time (START),
incoming students becormne better integrated into the Coliege community.
Academic placement testing, Coliege information, and career development
concepts are included. START operates prior to and during Coltege registration
periods. Individual Coliege depariments offer special student orientations which
supplement the START experience.

CENTER FOR STUDENT SUPPORT

Program. Director: Velma Lohmann
218 Student Persannel Services Building

The Center provides academic support services for special needs students.
These services inctude tutorial assistance, academic advising, vocational
planning, personal/sociai counseling, academic maonitoring, community out-
reach, study skills laboratory, and adaptations for handicappers.

COMMUNITY
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Programs are specifically designed to assist students who are academicaily
and economically disadvantaged, handicapped, or who have limited English
ability. Special emphasis is placed on helping students whe are pursuing
vocational training.

Tutorial Services

A tutorial program is offered through the Center for Student Support to assist
students in reaching their academic goals. Peer tutors provide help outside
the ciassroom in mathematics, science, communications, accounting, and other
subjects. An effort is made to match tutors with individual students in crder
to provide optimum results. :

Classroom Support Services

The Gffice of Handicapper Services in the Center for Student Support provides
the following assistance:

Advising

Readers

Interpreters

Note Takers

Tutors

Registration Assistance

Mobility and Crientation to Campus

Special Materials and Equipment

Assistance in Completing Financial Aid forms

Referral of Students to Counselors, Appropriate Departments, and Other
Agencies

Tactuai Map of LCC Campus

CAREER EXPLORATION AND ASSESSMENT CENTER

Director; James C. Osborn
450 Gannon Yocational Technical Building

The Center offers extensive career interest testing and personalized one io
one career counseling to aid individuals in decision-making. These services
are provided to both students of LCC and pecpie from the community. A
consultation and testing fee is charged non-LCC students. LCC students are
charged a small fee for the program.

Testing Services

Atesting service is provided as part of the Career Exploration and Assessment
Center. Career testing, CLEP, DANTES, and other testing instruments are
available including the Tests of Educationat Development (GED). A testing fee
is required of all students using the service.

WOMEN'S RESOURCE CENTER

Program Director: Mary D. Laing
212 Student Persanne! Services Building

The Women's Resource Center is a service center for people at Lansing
Community College and in the community who may be exploring career options,
considering refurning to school, needing support in life-transition periods,
looking for new directions, or developing personal and professional growth
skitls.

The Center offers a variety of ciasses and seminars for career exploration,
personat growth and awareness, skill training, and dealing with changes in
one's life.

The Women's Resource Center provides an apportunity for individuals to
discuss concerns with aur staff; a community outreach program including a
speaker's bureau and ongoing scholarship and child care financial aid pro-
grams. Special referral services and scholarships are availabie through the
Center.

COURSE DESCRIPTIONS

Student Development (D}
Student Development Services Department
Division of Student Personnel Services

2{2-0)

This course is designed to facititate an understanding of parent burnout and
its impact on mental and physical function. The class will address causes,
stages and symptoms, family and refationship dynamics and problem solving.
The course will provide multipie skilis and mechanisms to cope with stress
and prevent parent burnout.

50 103 Preventing Parent Burnout

SD 106 College Survival Sidils 2(2.0)

Designed to provide an orientation to the services available at Lansing Com-
munity College to assist students in identifying personat and academic re-
quirements for success in higher education. This course will identify those
personai factors which can help individuals to succeed academically and
acquaing them with services available to assist them.
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SD 117.8D 176

s

1{1-0)

Life Pianning is a three phase process: self-exploration, career exploration,
and decision making. The intent of this workshop is to take an in-depth look
at oneself. Specifically, interests, values and skills are identified in order to
determine the uniqueness of each participant.

sp 117 Life Planning Workshop

$D 118 Stretching Your Dollars 2(2-0)
Assistance is given in very basic money management, budget procedures,
record-keeping, wise shopping practices, low-cost entertainment and recrea-
tion, effective debt payment methods, and financial goai-setting and planning.

D 119 Mid-Caresr Planning 2(2-0)

Designed for people who wish to evaluate their present career situation in
terms of their personal development. The ciass will enable students to identify
preseni skills, interests, values, motivations, and plan some next step goais
designed to promote career development. The course is equally appropriate
for those considering a career change as well as those who would like fo plan
for continued growth and development within their present job situation.

5D 121 Exploring Your Potential 2(2-0)

Designed to heip each person identify past and present achievements which
suggest the presence of strengths and potentials. The goal of the class is greater
realization of one's potential through sek-determination.

sD 124 Techniques'of Study 2(2.0)

Develops effective study habits by exarmnining behaviors that interfere with
successful classroom perfaormance. A valuabte aid for beginning and advanced
students. Weekly discussions facus on: how to fake examinations, note-taking,
writing papers, reading improvement, and use of the kbrary.

5D 125 Career Planning 2{2.0)

A course to help sfudenis relate their values, life goals, interests, and shifls
to job areas. Students investigate potential careers through self-assessment,
career assessment, decision-making, and next-step planning.

5D 126 Elimination of Self-Defeating Behaviors 2({2-0})

This course is designed to help peopie change their behavior, learn how self-
defeating behaviars are staried, maintained, and how they can be eiminated.
The behavior change is aimed at teaching people how to live iife more fully
and happily. Teaching methods involve short fectures, feedback, discussions,
and written homework. Class participants work independently on their own
personat insights,

5D 127 Job Search Readiness . 2(2-0)

This course aids studenis in the job search process. Course content covers
filling out applications, writing resumes and cover letters, interviews, and other
techniques used in seeking employment. Group discussions focus on personal
atiftudes toward job hunting.

SD 128 2(2-0}

This course is designed to help the student improve interpersonal skills
including observatian, listening, disclosure and behavior change skitls, through
lecture/discussion and readings. The focus will be on understanding and
consinuctive use of interpersonal communication skilis.

Interpersonal Communication

5D 131 Weight Reduction i 2(2-0)

Prerequisite: SD 132. Weight Reduction Il is designed to reinforce the seif-
management technigues taught in the prerequisite class, Solutions to both
specific and long-range problems of weight loss and maintenance will be
covered. (Any weight reduction program should he undertaken only after
consuitation with one’s physician.)

SD 132 Weight Reduction Seminar 2(2.0)

The assumption for this course is that poor eating habits are learned and
may be replaced by more appropriate behavior conducive to weight reduction
and controf, Beginning with a structured diet and exercise plan, students will
focus their attention on environmental, personal and emational factors which
interfere with weight control. (Any weight reduction program should be un-
dertaken only after consuitation with one’s physician.)

$D 137 Financial Management 2{2-0)
management, Emphasis wili be placed on total financial planning with a view
toward attaining financial security and independence. included wili be budget-
ing, savings, taxes, estate planning, Sacial Security benefits, insurance and
investments. (See SD 118 if interested in a more basic course)

5D 142 Assertiveness Training | 2(2-0)

Assertive behavior is interpersonal behavior in which a person expresses her/
his opinions, feelings, beliefs, wants and personal rights and values in such

" SD 161 Women and Assertivenass®
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a way that the rights of others are not violated. Technigues covered teach
students to identify and accept basic interpersonai righis and develop assertive
skiils.

5D 143 Assertivenass Ii 2(2-0)

Prerequisite: SD 142 or SD 161. An expansion of concepts taught in the
intreductory Assertiveness Training ciasses is the focus of this class. Students
will work on further development of vocabuiary, ideas and behavior related
o being assertive. Practice wilf be through role play and other means,

5D 145 Organizing Time 2(2-00

This course is designed o assist individuals in'making the most effective use
of their tme. It will be structured with discussions, films, written exercises,
and readings dealing with procrastination, goal setting, time charting, and
efficient measures of time management. "

5D 147 Men’'s Lives/Men's Needs® 2{2.0)

This discussion and experiential format caurse is designed with men in mind.
1t will be a supportive seiting where communication skills, assertiveness training
skills, seif-confidence, self-care, and a positive approach to probiem solving
and decision making wili be utilized.

5D 150 Divorce Adjustment 2(2.0)

Designed for thase who are experiencing or wha have recently completed a
divorce, the studeni-centered atmosphere is supportive and geared toward
caping and finding consiructive alfernatives to the emoticnal crisis of divorce,
A supportive, informed atmosphere will aliow participants to discuss openly
their feelings and experiences in working toward the goal of increased self-
AWareness.

SD 157 Single Parenting 2(2-0})

This course is designed for those who are raising children in a singte-parent
family structure, Topics will include communication, discipline, time-
structuring, and the unique concerns of aduits faced with the respansibilities
of single-parenthood. Group discussions, lectures, and readings will be used
to benefit both men and wormen in their desire o become more efiective parents.

2(2-0}

This course is designed %o define and explore anger, and o identify feelings,
attitudes, and methods of expressing anger. This wili be accomplished through
readings, exercises, sharing and discussion. Participanis will be expected to
develop a guide to greater awareness of anger and how to deal with anger
more effectively.

SD 158 Anger Awareness

2(2-0)

Assertive behavior is inierpersonal bebaviar in which a person expresses her/
his opinions, feelings, beliefs, wants, and perscnal rights and.values in such
a way that the rights of others are not violated. This course emphasizes the
way wornen deal with assertiveness situations.

SD 162 Start Living Rationally 1{1-0)

This course is designed to help individuals become more effective and
productive. A variety of approaches and techniques will be used to provide
students with insight into the sources of problems as well as specificapproaches
to problemn solving. Practical techniques are offered to aveid frusiration when
the world is nat the way it “should” be; for overcoming difficult situations at
schoal, home, and on-the-job resulting in more of what one wants in life.-

SD 165 Brown Bag Films 1(1-0)

An educational, contemporaty film, videotape, or speaker is presented at each
session, followed by a discussion of the issues presented in class. Topics deal
with social issues facing society today.

5D 167 Management Skills and Women* 2(2.0)

Information and practice exercises retated o the skills needed for management
level jobs, with emphasis on the unique situations common to women who
are being promoted or seeking promotion are covered, included are values
clarification, leadership stytes, communication, time management, decision
making, supervision, and other skilis.

SD 169 Women As Winners® 2(2-0)

This course is designed to offer participants new tools for insight, self-awareness
and understanding. Participants learn to set their own goals, emancipate
themseives from the boundaries they have set for themselves, and become
more authentic and self-actualizing,

SD176 Widow(erlhood 2(2-0}

The means of meeting change and crisis in a positive way, including possibie
new directions in life and the exploration of ways to make crisis work for the
widowed, are shared through this class.
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5D 184 Job Search/Reeniry Women® 2(2-0)

This class is designed to assist in the job search by presening job search
skills that can be used now and in the future. Content will include setting
realistic job goals, developing an effective resume, identifying job skills, good
interviewing and effective follow-up. Emphasis will be given to the special job
search concerns of women reentering the job market.

SD 188 Rape Education 2(2-0}

This course will present research and statistics encompassing the various areas
of sexual assault prevention and treatment. Included wiil be medical exam-
ination, medical evidence gathering, victim's medical rights, counseling sirate-
gies, phases of crisis/stages of coping with rape trauma, social service
networking, statutory and legislative responses to need. Psychological profites
of victims and assailants, demographics of sexual assault, and behavicral
aspects (method of operation) of the crime will be covered.

SD 192 Seif-Defense and the Visually Impaired 1{1-0)

This class is designed to incredse the self-defense and confrontation skiils
of the visually impaired through lecture/discussions and through the practice
of a variety of exercises and drills. (Wear loose-fitting clothing to allow freedom
of moverment. if a cane is used, bring it {o class.)

5D 195 Refationships: Friendship, Intimacy and Love 2(2-0)

Designed fcr those who wish to explore attitudes, values and beliefs about
their own relationships. Learn ways to build and maintain friendship, intimacy
and love relationships using technigues of open communicaticn,

5D 204 Seli-Defense and Womeon® 1(1-0}

This seminar is a combination of consciousness-raising and skili-building
experiences intended to increase students’ understanding, resources and skills
in sexual assault prevention and self-defense.

5D 205 Self-Defense and Women H® 1(1-0)

Prerequisite: SD 204. This seminar is both a review and expansion of the
techniques and skilis taught in “Women and Self-Defense {” (3D 204). Self-
defense techniques taught in this class will focus on responses to armed attacks,
muitiple attackers and special assaultive situations.

5D 220 Pareni-Child Communication 2(2-0)

This course is designed for anyone interested in the development of parenting
communication skills. Skills will include active tistening, problem solving, and
resoiution of family conflict. Appiication of skills involves infants, pre-schoolers,
school-age, and older children.

5D 226 Career Planning and Women*® 2(2-.0)

n a small group setting, this ctass will emphasize self-exploration and methads
of increasing knowledge about career opporiunities, Inciuded will be iden-
tification of personal interests, life values, present skilis and relating these
tocareer options, goat-setting, decision-making, and developing a pian for future
action.

SD 234 Overcoming Shyness 2(2.0)

Shyness is very common and most of the difficuities associated with shyness
can he changed, Social awkwardness, difficuity meeting new people, fear of
rejection, poor conversational skifls and many hurtful thoughts about failure
and inability to succeed or change are some of the characterisiics with which
this course will deal.

5D 236 Self Defense and Women® 2(2-0)

Develap self defense techniques; develop a sense of confidence in determining
when to use self defense; and examine the palitics of sexual assault as wel
as tegal, medical and psychological aspecis of this and other viotent crimes
against women.

SD 240 Empathy Training; Listening Skills 2(2-0)

This course will teach the student how {o use empathy as a technigue to deat
with emotions, values and attitudes in the communication process. The skiils
will be taught in a smali group emphasizing a supportive, experiential atmos-
phere. The interesied student can acquire beginning skilis for short-term peer
colnseling and improve interpersonal relationships between spouse, children,
parents, friends, co-workers, eic.

5D 241 Math Anxiety 2(2-0)

Many peopte find themselves exctuded from certain career choices because
they are afraid to take math ciasses. This codrse wiil expiore the origins of
“math anxiety,” investigate the sex differences in performance and understand-
ing of mathematics and give practica! heip in reducing anxiety and changing
attitudes toward math. The highly anxious math student wiil benefit from this
class hefore taking a math class,
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SD 242 Deaiing With Stress 3(3-0}

This course is designed to facilitate an understanding of stress and how #
affects health and behavior. The goal is to aid students in identifying lifetime
skilis which promote good mental and physical health. Topics inciude symp-
toms, personality, dietary infiuences, communication, balancing roles, goai
setting and wellness.

2(2-0)

Prerequisite: SD 240 or Concurrently. This course will teach the student how
to expand the use of empathy as a technique to deal with emotions, values
and attitudes and decision-making in the communication pracess. The skiils
will be taught in a small group emphasizing a supportive experiential atmos-
phere. Concentration will be on values clarification and decision-making.

5D 243 Advanced Empathy: Facilitating Decisions

5D 244 Widow(er)hood H 2(2.0)

Prereguisite: SD 176. This course is a natural extension of Widow{er)hood |
and will explore many growth-related issues that should be an extension of
coping with loss. Concerns such as learning to be singie again, raising a child
alone, caring for the home alone, as well as the emotional adjustment involved
in such changes will be covered in this class. A supportive environment which
enhances the individual potentiat of each class member wili confinue to be
maintained as in the prerequisite course.

5D 245 Remarriage: Repetition or Renawal 2{2.0)

A course focusing on relationship building: self-assessment and understanding,
understanding of behavior of others, acknowledging expectations of others,
communication of needs, identification of potential problems, and problem-
solving techniques. Individual pargcipants will engage in structured self-
exploraion through personal inventories and group participation.

5D 246 Substance Abuse Awareness 2(2-0)

The purpose of this course is fo enlighten individuals regarding issues of health,
addiction and treatment and to assist students in determining their responses
to society's substance abuse prabliems.

SD 248 Women's Reentry Seminar® 3(3-0)

Far individuals in transition primarily from a homemaker role to that of student
and/or wage earner, including displaced homemakers ahd homemakers who
wish to work outside the home or begin an educational program. Confidence
building, awareness of conflicts and issues, adiusting to change, setting personat
and career goals and support in making the transition are emphasized.

SD 256 I'm OK, You're OX 1(1-0)

This course shows the basic concepts related to transactional analysis and
how these concepls can enrich one's iife. Within each of us is a child, an
aduit, and a parent reacting to the world around us. Increased personal
awareness about oneself can heip ane io become more effective.

5D 271 Living Alone Creatively 2(2-0)

This course is designed for both single men and single women and wilt focus
on creative and pasitive aspects of tiving alone {or with chiidren}. Information
will be shared {o increase seif-awareness, develop skills, and create a suppori
system to futher the goa! of “Living Alone Creatively.”

5D 274 PBiack Women's Awareness® 1(1-0)

Explare concerns and issues cenfronting the Black woman in America today
through course discussion, lectures, and group activities, Share viewpoints and
{ifa experiences in response to such questions as, “Who is the Black worman?”
“What are her needs?” “How can those needs be met?" “How can class
participants grow together?”

SD 281 Assertive Couples Communication 1(1-0)

Communicating assertively in a primary relationship is emphasized through
assertiveness training and the theories of communication and self-esteem
buitding in specific issues in relationships. (Class is designed to meet the
needs of couples.)

5D 289 PBurnout Prevention 1(1-0)

Employees, particularly those working in the area of providing service to others,
are increasingly experiencing problems of job dissatisfaction and feelings of
heiplessness. As a result, they experience “burnout” with respect to their work.
This course will deal with why burnout occurs, how to recognize the signs,
and how io deai with feelings associated with burnout. (Designed fot individuals
involved in a work setting).

5D 293 Advanced Elimination of Self-Defeating Behavior 1(1-0}

Prerequisite: SD 126. Advanced Elimination of Self-Defeating Behavior is
designed to help pecple reinforce life-giving choices learned in the prerequisite
course. Learning why life-giving choices work according to how they are carried
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who feef they might benefit from these courses.

STUDENT FINANCIAL SERVICES

Director: Neil G. Shriner
112 Student Personnel Services Building

The Student Financial Services Program at Lansing Community College
assists students who demonstrate need in meeting some of the college costs
that can nat be met by personal or family rescurces. An objective method
of need determination approved by the Federal government is used tg evaiuate
student’s and family's financial circurnstances. Sorme scholarships are available
through the respective divisions of the college that are based on academic
achievement or talent.

Students are eligibie to apply for financial assistance if they have graduated
from high school, have completed 2 G.E.D. of they have ability to benefit by
testing or counsefing. They must be enrolled in colegiate programs of study
leading 1o a certificate or degree and must be citizens or permanent residents
of the United Siates.

Sources of Financial Assistance

Financial assistance programs are funded from federal, state, coilege and
private sources.Four major sources of financial aids are scholarships, grants,
loans and jobs. Most students receive a combination of these forms known
as a “package.”

Scholarships: non-repayable money, usually awarded for academic achieve-
ment or taleni may or may noi be based on need.

-Board of Trusiees Scholarships are awarded to outstanding district high
school graduates.

—Divisionat Schotarships are awarded to outstanding studenis who apply
directly to the College division or department of their area of study.

—Athletic Scholarships are awarded through the Athletic Department.
Talented athletes contact coaches of their respective sport.

—Michigan Competitive Scholarships are based upon a qualifying exam-
ination given during the junior and senior year in high schooi. Students
may receive an “honorary” award not based on need or monetary award
based upon need.

—Private Scholarships are availabie through the College ar privaie organ-
izations. A Scholarship and Financiat Aid Booklet is available in the Office
of Student Financiai Services giving information about private scholarships,
grants, loans, employment and coilege transfer scholarships avaitable to
LCC students.

Granis: non-repayable money usualiy based upon need,

—Federal Peli Grants are based on need by filing an LCC Admissions and
Financial Aid Form and an Application for Federal Student Aid, {or} Financial
Aid Form to College Schotarship Service, (or) Family Financial Staterment
to the American Cotlege Testing Service. Students must submit the Federa!
Pell Grant Student Aid Report, received through the mail, to LCC Office
of Student Financiat Services to receive the grant.

—Supplemental Educationat Opportunity Granis are awarded to “high” need
students by submitting the same application forms as for Pell Grants.

—Michigan Educational Opportunity Grants are awarded to needy students
who have been Michigan residents at least |12 consecutive months,

—Michigan Aduit Part-time Grants are awarded to seif-supporting, part time
(3-11 credits), needy students who have been out of a high school program
for at least 2 years, who have been Michigan residents for the past 12
manths.

—Tuition Incentive Program (TiP) pays community college tuition and fees
for students from lower-income families. Eligible students must be under
20 years of age when they graduate from high schaol or cbtained a GED
(General Education Development Certificate} and must have graduated
or completed GED after Aprit 1988 and who are from lower income families.

—Women's Resource Center Grants are available for tuition, child care,
displaced homemakers, and special poputations. Students apply through
the Wormen's Resource Center, Student Personnel Services Building, Znd
Floor.

—Center far Aging Education Tuition Assistance is available to persons 60
years of age or oider for up to four (4) credits per term. Students must
meet moderate income guidetines. Students apply through the Center in
207 0.C. Bidg. or call 483-1179,

Loans: money that must be repaid beginning six to nine months after graduation

or enroliment of less than six () credits, with the exception of the SLS/PLUS

lans which must be repaid immediately.

Family Financiat Statement to the American College Testing Service.

—Stafford Guaranieed Student Loans {SSL} are for students that have need
which cannot be et with other types of Financial Aid. Students apply
foltowing the same procedure outlined for the Perkins loans plus they
complete a SSL application which is available from thelr bank savings
and loan association or credit union. Students must apply two (2) months
or more before funds are needed.

--State Direct Loan appiications may be obtained at the College's Student

Financial Services Office if students are unable to obtain a guaranteed

loan from their lender. Lender of Last Resort applications are aisc available

at the schoot for students who have been refused a loan. At least two

(2) manths is required to process the State Direct Loan.

Supplemental Loans for Students (SLS) are higher interest loans for self

supporting adult students who do not qualify for other types of financiat

aid, or need addifiona! aid. The appiications are avaitable from banks,
savings and loan associations or credit unions. The application procedure
is the same for the GSL, SLS, and PLUS.

—Parent Loans for Undergraduate Students (PLUS} are loans for parenis
to heip their dependents pay college cosis. Appiications are available at
the bank, credit union or savings and foan association. ¥ the parent is
refused an apptication or loan, PLUS forms are available at the Student
Financial Services Office.

—Short-Term Loans are available on a fimited basis through the Student
Financial Services Office for tuition, books and emergency expenses.

Jobs: employment opportunities to assist students in earning money to meet
part of their educational expenses.

—Federal College Work Study is based upon need. Students submit an LCC
Admissions and Financial Aid Application Form and an Application for
Federal Student Aid, {or} Financial Aid Form to College Scholarship Service,
{or) Family Financial Statement to Ametrican Coflege Testing Service.

—Michigan Work Study is awarded to needy students o help meeat expenses
while attending college. Students may be employed by the Coilege, public
non-profit organizations, private business and industry.

—-Student Aide jobs are available to students at the College based upon
skilts and ahitities and not necessarily upon need.

-College Placement Office at LCC posts Federal Work Study Jobs, Student
Aide Jobs, Part-time Jabs and Fuil-time Jobs Off-Campus. Students cbfain
information at the Employment Piacement Center and must interview at
the department's or empioyer's office.

Special Situation Funds: are available for certain students. The College’s Student
Financiat Services Office has information regarding application procedures far
the following programs;

-Armed Services

--Bureau of indian Affairs

~-Children of Disabled or Deceased Veterans
--Clubs, Organizations & Business Schotarships
—LCC Emergency Fund

—Michigan Commission on Indian Affairs
—Private Doncr Scholarships

—\eterans' Benefits

—Yocationat Rehabititation Services

How and When to Apply

Financial Assistance Forrms are available to students and their parents through
high school counselors or at the College Student Financial Services Office
located in the Student Personnel Services Bldg., ist floor.

To make application for financial assistance at the College twa (2) forms
must be submitted:

1. An LCC Application for Admissions and Financial Assistance Form must
be completed and returned to: Lansing Community College, Admissions
Office, 530 North Cap#of, Box 40010, Lansing, Michigan 48901,

2. One (1) of the following Financial Staternents must be submitted:
—Apnpiication for Federa! Student Aid (Free Form) OR
—Financiai Aid Form to College Schoiarship Service (Fee Required) OR
—Family Financial Staternent to American Coltege Testing Service (Fee

Required) ’

Stafford Student Loans, Suppiemental Loans, and Parent Loans for Under-
graduate Students are available by completing the above forms and the loan
application. Loan applications are available at banks, savings and loan as-
sociations and credit unions. Also, a loan information sheat must be compieted,
This form is available at the Student Financial Services Office.

LCC Board of Trustees Schotarships are avaitable through district high schogl's
counseding office.

Divisionat Scholarships are avaitable by applying directly to the respective
College Division or Department of the student's major area of studies.
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Financial Aid Funds are limited: therefore if is to the student's advantage
to make early application for financial assistance. It is recommended that
studenis apply by the month of April orior to the year for which attendance
is planned. Applications will be accepted after April, but awards wiil be made
only if funds are available.

Students transferring from other colleges must submit a Financial Aid
Transcript from their previous colieges when they apply for financial assistance
ai LCC.

Once the student has submitted the LCC Application for Admissions and
Financial Assistance to the Admissions Office and the Federal Pell Grant Student
Aid Reporf (SAR), which the student receives through the mail, and Financial
Aid Transcripts to the Office of Student Financial Services, processing of the
student's application for financial assistance will be compieted and the student
will be notified.

The amount of the student’'s award will be based on a standardized cost
of attending LCC, less the expected student's and family's contribution. The
College will attempt to meet students’ need based upon available funds:.

Al financial assistance applications are confidential.

Rights and Responsibilities of Students Receiving Financial Assistance

As a recipient of financial assistance, a student enters into an agreement
with Lansing Community College which affects the receipt and continuation
of assistance. Therefore, studenis shouid be sure fo read this m%ormation

carefuily.

Meed and Financial Assistance Package

Financial need is determined by subtracting the expected family contribution
and other financiat resources from the appropriate Coliege budget. The Cotlege
wiil attempt to meet the student's need within the limitations of available
resources. Alsg, if any errors are made by the Coliege in determining eligibiity
for assistance or awarding of assistance, they wiill necessarily be corrected.
Finaily, should any major changes occur in the student's financial circumn-
stances or other aid be provided to the student, the student wili report these
changes to the Office of Student Financial Services.

Expecied Family Contribution

If a student is a dependent student, the College assumes that parents have
the first obligation to provide for the siudenti's cost of education o the exient
that they are ahble, based on a standardized method of determining parental
contribution. The second obligation falis upon the student to contribute to
his/her own education from personal assets and earnings, which may inciude
the need o borrow against future earnings.

If a student is a seif-supporting or independent student, the College assumes
that since a student is the prime beneficiary of education, the student has
a primary obfigation to provide for the cost of education to the extent the
student is able, based on a standardized method of determining student
coniribution. The student's expected contribution wili come from personal
earnings, spouse’s earnings if appticable, savmgs and assets, which may also
inciude the need to borrow against future earnings.

Falsification of Information

Falsification of information submitted by the student or parents for the
purpase of receiving financial assistance may result in canceilation of assis-
fance, billing back for assistance received and referral to the appropriate federal
authorities.

The Office of Student Financial Services may be required to validate
information provided on the Financial Assistance Form by requiring income
tax staterments or other documentation of financial status.

Credit Hour Load

Financial assistance offered to a student is based on enroiiment as a full-
time student, i.e. 12 credit hours or more per term. if a student enrolls for
less than 12 credit hours the student will receive oniy a portion of the financial
assistance package. For exampie, if a student’s enroliment is for 9-11 credit
hours per term, the student will receive approximately three-quarters {3/4}
of the fuii-time financial aid package. If a student enrolis for 6-8 credit hours
per term, the student wili receive approximately one-haif (1/2) of the fuli-
time financial assistance package. If a student enrolis for ess than six credit
hours per term, the student will not be eligibie for federal financial assistance.
Students with 3-11 credits may be eligible for a Michigan Adult Part-time Grant.

Audited courses for non-credit do not count when determining your financiai
aid and can not oe billed to ﬁnancial aid.

Please note: While a reduction in credit hours below a fuil-time level will
result in a reduction of the fotal financial assistance package, it will not
necessarily -represent a propartionat reduction in the Peli Grant. Where the

.. .Pell is involved, ali reductions are based on standardized tables provided by

“:the 'U.S. uepartment of Education which do not result in simple proportional
reductions, In fact, situations may occur where students having a high Pell
"eligibility'index” enroit for less than 12 credit hours and are no longer eligible
to récejve:Pall funds. '
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Budgeting Financial Aid Package

The student is responsible for properly budgeting ali financial aid offered
for each term. The financial aid package will be distributed to the student
in the following manner: (1) fuition and fees wii! be deducted from the financial
aid during registration if sufficient funds are available and if tuition and fees
are not paid by the siudent or other sources; (2} the student will receive an
advanced financial assistance check during the first full week of classes, if
the student is eligible; and {3) the student will receive the balance of grants,
toans or schotarships approximately one week after the end of the College’s
50% refund period. The student must be prepared to meet his/her lving
expenses during the period prior to check distribuion.

Financial Assistance Advance Check

Students may receive an advance financiai assistance check if enrolled by
the last day of on-campus registration and if, as resident siudents, they have
award totals of at least $300 per term or if, as non-residents, they have award
totals of at least $425 per term. The financial assistance advance check will
be calculated by subtracting the actual amount of the student's tuifion and
fees from the total award and advancing 10% of the remainder for 6-8 credit
hours; 30% for 9-11 credit hours; or 50% for 12 or more credit hours, if the
resuiting total is $15.00 or more. Any other monies due will be distrébuied
after to 50% drop and add period. Advance checks are rounded to the nearest
$10.00 multiple and range from $20-%$150.00.

College Work Study

If a student has been offered College work student eligibility, the student
must first secure employment through the Employment Piacement Office
(Room 211, Vocational Technicat Building) prior to receiving these funds which
wiil be disbursed on a regular hourly saiary payment schedute,

Tuition Refunds

If the student paid tuition and/or fees entirely out of personal funds, any
refund wili go directly to the student,

If tuition and fees dre paid from financial aid funds, refunds wili be allocated
to the programs from which the student received aid, The amount refunded
o any program may not be greater than the amount the student actually received
from that fund. )

Tuition Refunds for financia$ aid students are returned to accounts in the
following order: Tuition waiver awards, Scholarships, Perkins Loan {formerly
NDSL}, SEOG, MEOG, PELL, GSL.

Funds may be reieased to students only if repayment is not required.

Repayment of Grants

If a student withdraws from Lansing Community College or is withdrawn
by the College because of not attending classes, a portion of any grants awarded
to the student may be repaid and grades received may affect continuation
of aid.

Satisfactory Academic Progress Requirements

To continue on financial assistance, students must maintain “Satistactory
Academic Progress” each term. Satisfactory Acadernic Progress for students
receiving federat financial assistance is defined as:

1. Maintaining a grade point average (G.PA.} above the Withdrawal Range
as defined elsewhere in the catalog.

2. Compieting 50% or more of the credits attempted each term. Students,
who do not complete 50% or more credits for two terms during the
academic year, will be cancelled from financial assistance with the right
aof written appeal 1o the Director of Student Financial Services.

if a student is withdrawn because of unsatisfactory progress, the student
may be readmitted and allowed o reenroil under a learning contract in such
programns as_ “Project Stay” or “Project 60" and be considered as making
satisfactory academic progress for financial assistance programs as long as
the student adheres to the terms of the educational agreement or untii the
studert has raised his or her cumulative grade paint average above the
withdrawal range, and compietes 50% or more of the credits atiempted each
term.

Students who do not successfully compiete the ferms of their educational
contract with "Project Stay" or other support programs will be canceiled from
financial assistance.

Renewa! of Financial Assistance

- Financial assistance is not autormatically renewed. Awards are granied for
one year only. A student must reapply for assistance for the foliowing year
by completing all required application forms by stated deadlines on the
application. For renewal a student must be enrolied in a certificate or degree
program.

To be continued on financial assistance, the siudent must not be in default
on any past educational loans at LCC or another college. Aiso, the student
must not owe any repayments for educationat grants, due to withdrawing from
coliege or being withdrawn from coliege because of not attending classes.
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A student will not be awarded Federai financial assistance at Lansing
Community College beyond. 180 credits. A transfer student will not be awarded
Federal financial assisiance beyond 180 credits, ;ncludmg transfer credits
accepted by LCC.

Exceptrons are:

1. Students wha have one term to compEete a degree or certlﬁcate program.

2. Students who have 180 credits or a Bachelors Degree may be recom-
mended for a Federally Guaranteed Student Loan-to complete a degree
or certiﬁcate program for the purpose of dbtamzng employment

Rights oi Enfurmaiton

© It is the student's right to obtain mfurrnatlon pertasnnng to financial aid
programs available through the College and to discuss, with a financial aid
advisor, information pertinent ta the student‘s ass;stance apptzcanon fﬁle foider
{recurds} and assistance package

Appeals’

Itis the student’s s‘lght tu appeal any demssnns made regardmg the assi stance
application or package. The student may meet with a financiai assistance
advisor to discuss his/her package. The student may meet with a financial
assistance advisor to discuss exterivating circumstances to the above poticies
or any other policies affecting the student as an assistance recipient. A finariciat -
assistance review committee wi%l meet periodicaily to consider appeais.

"Student Fmancmi Services Committee

A College-wide commiftee on student fmanctai assistance has been estab
lished at Lansing Cdmmunlty Cullege The membershlp of this committee is
as foilows: " -

1. The Diréctor of Student Flnanczal Serwces (Chawperson)

2. One faculty member from each of the three instructional divisions—
Business, Arts and Sciences, Division of Technology and Apphed Sci-
erices—to be appoinied by the appropriate deans, -

3. Two studenis to be appointed by the F’re5|dent of Student Gnvernmeni

- with the consent of Student Government, -
- 4. The Director of Student Activities.::

5. The Business Manager or his Representatlve

" 6. The Dean of Student Personnel Services,
e functions of this committee are: ‘

1. To assist in the development of programmmg and procedure Wlth the

" Office of Skident Financial Services of the College.

2. To assist in the evaluation of existing procedures and pe‘ogrammmg \mth:n
the Office of Student Financial Services of the College..

3. To assist in the area of cammunications about the student fmanmal

. assistance program and to pmwde input from the varlous sub poputations
" ofthe Cuilege

3

T

MICHIGAN OCCUPATIONAL TRAINiNG PROGRAM
Program Director: Jennlfer Bramer,
211 Gannon Yocational Techmcal Bua%dlng

The Michigan Qccupational Traln:ng Program pruwdes schd!arshlp assnstance
to retrain dislocated workers thmugh MJOB-Retrain funds from the State of
Michigan.

Recru:tment

The program solicits “appiications fo (ts program frdm penple who are
unempioyed or underemgloyed due to layoff or ptant or business closing.
Applicants must exhibit a good work: history (preferably have been employed
in the same business or indusiry for three years or more). They. must aiso
be res?dents of Michigan. and citizens ar nationals of the United States.

Assessment

App!icants tothe p;’og;’am complete a wntten appilcatlon and take appropriate
placement testing. Placement testing is pravided ta the applicants through
various other departiments on campus: Communication, Mathematics, Office
Systerns: Some applicants are referred to the Career Expluratmn and Assess-
ment Center for career counseling and festing. Qualified appli cants are .
fnterwewed and selected 1o partlc;pate in thss prograrn o? resrammg :

Trainsng : ’ ’

Short training programs {no onger than 3 4 academic terms} are pro\nded'
for participants to train them for new careers where labor market need exists.
Students are provided acadernic advising and monitoring as' they go through
the program. They are encouraged to utilize existing student support services,
and u%her support services are de5|gned to fit the spectai needs of given groups

Piacement . :
The goal of the Mfchtgan Occupatlonal Trammg Program is to piace par-
ticipants in jobs. The program establishes direct contact with employers and
aiso has the assistance of Employment Placement Services. Participants receive
editing and ‘clericai assnstance fur the;r resurnes and oiher 1ob search cor-
respondence.. . :
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Division of Arts and Sciences

DIVISION OF ARTS AND SCIENCES

Dean: Dr. Neal A. Raisman
111 Arts and Sciences Building

The Division of Arts and Sciences offers developmental, transfer and general
education in support of the College’s mission and goals for learning. The Division
helps the Coilege meet its fourteen goals by:

1. Providing academic enrichment studies and programs o heip assure
the validity of the Dpen Door poficy of the College.

2. Praviding general education for alt students.

3. Dffering freshman and sophomore liberal arts and science courses
paratleling the first two years of university education.

4. Awarding Associate Degrees in Arts and Associate Degrees in Science
to students who earn 90 credits of study and who also meet the academic
requirements for graduation as stated by the College.

5. Dffering pre-professional curricula enabling students to fransfer after
two years of study to advance their education at four-year colleges and
universities.

6. Providing a-program of study through which the student is assisted to
develop an awareness of self and to build a foundation for the choice
of a value system.

7. Encouraging the student to search for knowledge in the her;tages of
all civilizations and to become aware of the depth and range of human
achievermnent.

8. Praviding support courses for vocational programs for other divisions
of the Coliege.

9. Dffering seminars in special subjects as part of a lifefong learning

program for the commupity.

Offering career programs providing training for entry level positions in
Human Service agencies in the fields of Social Welfare, Mental Health,
Hearing impaired, Child Development and Education,

i0.

Divisionat Objectives

To tfacilitate the attainment of these goais, the Division of Arts and Sciences

has the following obieciives;

1. To provide students with a variety of instructional environments; inde-
pendent study, computer-assisted instruction, off-campus courses in the
field and community, individuatized self-paced learning courses, audio-
visual-tutorial studies, lecture-discussion, laboratory and seminar courses.

2. To provide students with courses during the day and evening, permitting
an appropriate schedule seiection for those students wha need to spend
part of each day at work,

3. To recognize that understanding the issves of concern in the closing
decades of the twentieth century will require of each individual the ability
toread, write, and speak with clarity and organized purpose. To accomplish
this, the Division provides for all students courses that will assist them
ta read with comprehension and to write and speak effectively.

4. To establish honors courses, invite guest speakers, hotd special workshops
and seminars for the academic skilis to succeed at the college level through
remedial-developmental courses in reading, writing and mathematics, and
placement testing service for diagnostic purposes.

Students are encouraged 10 select those courses and programs which help
them acquire that broad base of understanding and range of abilities which
lead to the development of analyticat reasoning and informed judgement. Such
individuals will be more versatile in dealing with the compfexities of change
in @ modern technological saciety and be better prepared for positions of
teadership and responsibitity. )

Completing distribution requirements in communication, humanities,
science and sacial science will fuifill general education requirements for the
Associate Degree in Arts or Sciences. It is to the advantage of students to
complete their general education at Lansing Community College before transfer-
ring because many Michigan colieges and universities witl then nat require
additional basic course work,

Organization of Resources

The six departments of the Divison of Aris and Sciences are staffed by faculty
who have attained at least the Master's Degree within an academic discipline
arnd many hold the Doctorate. The facuity and staff of the Departments strongly
support the Division's dedication to the College's Open Access Commitment.
Students work with faculty who have been educated and trained to help studenis
with diverse abilities and goals meet their fearning objectives. The Division
also has a wide range of computer-assisted instruction to assure full Hexibility
to meet student learning styles, needs and time avaitability. The Division's
use of Computer-Managed Learning plus Computer-Assisted instruction helps
the Coilege to be recognized as a leader in computer-based education.
Computer-based education used as an adjunct to classroom learning permits
students to progress at their own rate of comprehension and achievement
to assure Open Access is a continuous path to educationat and career horizons
and goais. The Division is proud of offering instruction in small classes to
assure positive interaction of student and teacher with maximum possibility
for recognition of individual needs and abifities. The Division also provides
for ability assessment and counseling in basic skill areas to direct students
toward meeting their fullest learning goals and potential without prejudice to
the cleitle she bring with them o the College.
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Dual Envoliment

High school students who have demonstrated academic abitity may, upon
recommendation of their high schoo! principal, be admitted during their junior
year in high school to the dual enrollment program of the Coilege. Students
are accepted prier to graduation from high schoo! and may earn a number
of hours of credit toward their pre-professional or Associate Degree while they
compiete their high school program. Students usually attend afternoon or
evening classes. They enrali in regular sections of the courses for which they
are registered and their credits are fully fransferable to other colleges and
universities.

Seminar Series

Special seminars are drawn from areas within departments in the Division
of Arts and Sciences. The courses are designed and offered by faculty on
topics that reflect the forefront of knowiedge about ourselves and others.
Seminars are designed to help us acquire new skills or insights. Credits are
variabie from one {o four. Prerequisites are listed individually for each offering.

Honors Program

The Division of Arts Sciences offers an Honors Program for students of
outstanding academic abifity. This program offers the advantages of independ-
ent study as well as reguiary scheduled honors courses, and provides these
students with the opportunity to explore their academic interests in depth.

Awards covering fult tuition and fees are offered each year to new students
of superior academic ability who intend to study in this Divison. These awards
are available on request from the Honors Program Coordinator, Division of
Arts and Sciences, Reom 309, A&S Building.

DEPARTMENT OF ACADEMIC
ENRICHMENT SERVICES
Chairperson: Dr. Thomas L. Franke

309-F Aris and Sciences Buiiding

The Department of Academic Enrichment Services offers instruction in the
following areas, under the codes indicated:

ESL: English as a Second Language
ENR: Enrichment

PHN: Phonics

RDG: Reading

SPL: Speliing

VCB: Vocabulary

WRI:  Writing*

*Courses with this code are also offered by the Department of Cormmunication,

The Department of Academic Enrichment Services (DAES) is student-
centered. Emphasis is on identification of student needs and development
of an instructional continuum that will encourage success, The department
ofters courses in such areas as reading improvement, basic writing, and Engilish
as a second fanguage.

Special Services

The Department of Academic Enrichment Services (DAES) provides a variety
of student services, inctuding reading and writing assessment and placement
advising. The department offers testing services to heip studenis seiect
appropriate courses in writing, reading, spelling, and English as a Second
Language. Students are urged to inguire in the Academic Enrichment Center
{309 Arts & Sciences) about a writing or spelling placement test, Reading
testing and advising are offered during regular registration before each term.
Additional reading testing and advising can be arranged in the Academic
Enrichment Center.

The DAES administers ithe Honors Program for the Division of Aris and
Sciences, and it coardinates divisional dual enroliment, advanced placement,
and special ensoliment programs.

COURSE DESCRIPTIONS

Enrichment {ENR)
Department of Academic Enrichment Services
Division of Arts and Sciences

ENR 133 Individualized English 3(0-6)

Individualized instruction in one or several of these areas; writing sentences,
paragraphs, or essays; improving in punctuation, grammar, spetling, or vocab-
ufary. Students choose their own study materials, set their own schedules,
work at their own pace, and receive professionai tutorial assistance whenever
they are working in the laboratory. {P-Z grading system)
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ENR 150-RDG 174

5(.5-0)

A mini-workshop intended to introduce and/or review reading-related fech-
niques essential for academic survival. Covers ime management, establishing
frame of reference, scientific skimming, main idea identification, organized
study procedures, enhancing comprehension, note taking through “mapping.”
and keys to improving cbjective test scores. Inciudes much practical, “hands-
on” activity, (P-Z grading system}

ENR 150 Success Seminar

ENR 152 Coltege Reading Survival Skilis 2(2.0)

Designed for beginning cofiege students, whether recent high school graduates
o returning adufts. Develops coliege survival skilis. Inciudes work on reading
speed and fexibility, study techniques, concentration and memory, note-taking,
test-taking, and vocabulary expansion. (P-Z grading system)

ENR 162 Orientation Workshop in Coliege Writing Skills 2(2.0)

Designed for new and returning students, as well as others from the community.
Develops writing skiils, including study of writing for various disciplines, the
writing process, and the basics of grammar, sentence style, and punctuation.
Heips prepare students for coliege composition. (P-Z grading system)

English As A Second Language (ESL)
Department of Academic Enrichment Services
Division of Aris and Sciences

ESL 116 Engtish as A Second Language | 5(5-0)

For advanced beginners who have heen infroduced fo some basic English
structures but have not yet mastered them. Class sessions focus on the spoken
forrm and homework on the written form, Tapes provide supplermentary aurai-
arat experience.

ESL 117 English as A Second Language }| 6¢5.0)

Reinfarces the instruction of ESL 116, infraduces new verb forms and complex
sentence patterns, and gives increased attention to writing. Tapes provide
suppiementary aural-oral experience.

ESL 118 English as A Second Language I 5(5-0

Emphasizes advanced grammaticat structures with some preparation for {aking
college classes. Tapes provide supplementary aural-oral experience.

ESL 119 Engiish as A Second Language 1V 5{5-0}

Pfe;equisite: ESL 118 or depariment approval, Fourth of a four-term sequence
in American English as a secand language. Emphasizes oral-aural skiils, coliege-
level writing and reading skills.

ESL 120 English as A Second Language ¥ 5(5-0)

Prerequisite: ESL 119 or department approval, An advanced course in English
as a second language. Emphasizes writing, reading, and oral communication.
Students will write and revise weekly compositions, keep weekly journals,
participate in a variety of speaking and fistening activities, and read selected
literary articies weekly.

Phonics (PHN)
Department of Academic Enrichment Services
Division of Arts and Sciences

PHNM 110 Introduction to Phonics 4{4-0)

Familiarizes students with the refationship of English language sounds to their
corresponding printed aiphabetical letters and letter combinations. Examines
rules governing variations in these saunds, the process of syliabication, accent,
the dictionary pronunciation system, structural analysis of words, and the

relattonship of phonics to reading and spelling.

Reading (RDG)
Department of Academic Enrichment Services
Division of Arts and Sciences

For additional reading-related courses, see SPL 150, 1561, VCB 131, 132.

RDG 006 Reading Laboratory No credit

RDG 006 arranges the days and #imes when students wil} attend Reading Clinic
courses. Students must register for bath a Reading Clinic course, such as
RDG 1386, and a section of RDG Q06.

RDG 110 Reading Skills ¢ 4(0-8)

Intended for industrial workers who wish to develop basic reading skilis. An
individual program wiil be deveioped for each student. (P-Z grading system}
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RDG 111 Reading Skifls B 4(0-8)
Continuation of RDG 110. (P-Z grading systerm)
RDG 112 Reading Skills 11 4(0-8)
Continuation of RDG 111. {P-Z grading system)
RDG 113 Reading Skilis 1Y 4(0-8}
Continuation of RDG 112. (P-Z grading system}
RDG 121 Personai Reading | 1(0-2)

Prerequisite: Department approval. Same content and approach as RDG;138,
137, and 13B. May be taken concugrently with RDG 336, 137, or 138 to provide
extra instruction and practice.

RDG 122 Parscnat Reading 11 2(0-4)

Prerequisite: Department approvat. Same content and approach as RDG 136,
137, and 138. May be taken concurrently with RDG 136, 137, or 138 to provide
extra instruction and practice,

RDG 123 Personat Reading Il 3(0-6}

Prerequisite: Department approval. Same content and approach as RDG 136,
137, and 13B. May be taken concurrently with RDG 136, 137, or 13B to provide
extra instruction and practice.

RDG 136 Reading Clinic | 4(0-8)

Teaches basic reading skilis and improves confidence. Provides a personal
reading pragram which combines private tutoring with directed practice in
the reading lab. At the time of registration, a student must register for both
a specific course—such as RDG 136-and a RDG (06 section. The RDG 006
section arranges the fimes for the student's attendance in the Acadernic
Enrichment Center.

RDG 137 Reading Clinic H 4(0-8)
Continuation of RDG 136,
RDG 138 Reading Clinic 1t 4{(0-8}
Cantinuation of RDG 137,
RDG 143 Individualized Reading 3(0-6)

A program for average readers, especiaily adults in the working community,
who wish to improve their reading skifls in a laboratory environment, Skill
building is totally personalized through private consuitation, tutoriai confer-
ences, and specialized programmed materials.

RDG 144 individualized Reading Alternate 4(0-8}
Same as RDG-143, but offers 4 credits for a more intensive program.
RDG 150 Reading Comprehension | 4(4-0)

Deals with strategies for understanding the printed word. Speciai attention
is given to comprehension, vocabulary building, and study techniques as
preparation for college teve! reading assignments,

RDG 161 Seminar; Speed Reading 1(1.0}

Designed for the average or better-than-average reader. Emphasis is on
improving rate of reading theough practicing good reading habits and developing
fiexibility in reading various kinds of materiais. (P-Z grading system)

RDG 162 Concentrated Speed Reading 2{2-0}

Designed for the average or better-than-average reader. Emphasis is on
improving rate of reading through practicing good reading habits, develeping
flexibility in reading various kinds of materials, and studying vocabutary.
Students sheuid experience improvement in their reading rate, comprehension,
and vocabulary, (P-Z grading system}

RDG 164 Speed Reading 44-0)

Designed for the student of average or better-than-average reading abitity.
tncreases reading rate and comprehension for greater efficiency in studying
and in generai reading. Special attention is given to vocabuiary improvement,
the muitiple purposes of reading, the importance of flexibifity in reading, and
increased concentration. (P-Z grading system}

RDG 174 Critical Reading 44-0)

Improves the student’s abitity to read criticatly. Enables the student to perceive
reading not merely as a mechanical process but as one of absorbing and
interpreting ideas. Emphasis is placed on analyzing the message and iis
implications.
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Spelling {SPL)
Departmant of Academic Enrichment Services
Division of Arts and Sciences

2(2-0)

Focuses an basic spelling prablems and principies, progressing from elemen-
tary three-letter words through wards frequently used but commonly misspelied.
Emphasizes use of dictionaries for finding correct spelling. Prepares studenis
for Spelling Imorovement .

SPL 150 Spelling Improvement {

SPL 151 Spelling improvement § 2(2-0)

Advances from intermediate to college level. Cavers words frequently misspeiled
and misused in business, general college work and practical adult life situations.
includes prefixes, suffixes, meaning, pronunciation and the most useful spelling
principles pius their exceptions.

Vocabulary (VCB)
Department of Academic Enrichment Services
Division of Arts and Sciences

2(2-0)

Uses knowledge of and extensive practice with word parts (roots, prefixes,
and suffixes) to expand vocabuiary. Pronunciation, correct usage, and dictionary
skills are also emphasized.

VCB 131 Vocabulary improvement |

VCE 132 Vocabulary Improvement il 2{2-0)

Builds on the work of Vocabuiary Improvement |, offering activities for expanding
the student's ability to recognize and use words in various contexts.

Writing (WRI)
Department of Academic Enrichment Services
Division of Arts and Sciences

For additionai writing-related courses, see Department of Communication.

Placement testing is conducted during the first week of each term for alt
students in WRI 132 and WRF 119. Some students are advised to drop the
course for which they have registered and {0 add a more appropriate course,
either more basic ar mare advanced,

WR! 006 Wriling Laboratory Mo credit

WR!I 006 arranges the days and times when students will attend writing fab
courses. Students must register for both a writing fab course, such as WRi
112, and a section of WRI 006.

WRI 110 Confidence in Writing 44-0y

Designed fo help students understand the writing process, reduce writing
anxiety, and develop basic writing skills. Emphasizes planning, composing,
and revising strategies for experiential writing. Provides frequent writing practice
in a supportive workshop environment.

WHI 112 Fundamentals of Writing 4(2-4)

An individualized course to help prepare the student for freshman writing.
Teaches students to write weli-organized paragraphs and essays. Develops skiil
in choosing words and writing sentences. Includes laboratory activities with
professional tutorial assistance. Requires enroliment in WRI 006 o schedule
lab attendance.

WR! 116 Grammar and Mechanics in Writing 4(4.0)

Designed to help students master, in their own writing, the basic grammaticat
and mechanical skills {except speiling) that are expected upon entry ta WR|
121, Students will tearn about and apply knowledge of basic grammar,
mechanics, and sentence punctuation.

WRI! 119 Business Writing: Grammar and Mechanics 4(1-6)

Designed to meet the demands of business writing, Course components include
study of grammar, punctuation, and style of business prose. Revision and
proofreading skills necessary for appropriate business correspondence are
emphasized through practice and testing. Requires enroliment in WRI 006
to schedute iab attendance,
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DEPARTMENT OF COMMUNICATION

Chairperson: Dr. George R. Bramer
201 Arts and Sciences Building

The Department of Communication affers instruction in the following areas,
under the codes indicated;

COM: Communication
FRN: French

GRM: German

JRN:  Journalism
SGN: Sign Language

SPN:  Spanish
SPH: Speech
WRE  Writing*

*Courses with this code are also offered by the Department of Academic
Enrichment Services.

The goal of the Department of Communication is to develep students'
communication skilis. The department serves a diverse student population,
1t provides general education service courses for the Arts and Sciences Division
and the College, transfer-leve! courses, career preparation and training courses,
and life-long fearning seminars for the college and community. The depariment
attempts to offer instruction appropriate for each student's personal needs,
instructionat level, and educational goals.

The department has four distinct programs: Writing, Speech, Foreign Lan-
guage, and Sign Language/interpreter Training. The Writing Program offers
transfer-level general education courses and speciaiized instruction in creative
and practical writing, inciuding iournalism. The Speech Program has a range
of offerings in general and specialized speech communication, and offers a
pre-majot curriculum. The Foreign Language Program provides transfer-levei
instruction and conversation courses in Spanish, French, German and Japanese;
special-purpose seminars; and a pre-major curriculum. The Sign Language/
Interpreter Training Program offers certificate and degree curricula in manual
communication and in interpreting, as wetl as more limited instruction for
personal enrichment.

All of the four programs can arrange special instruction and related services
for business, indusiry, government and other organizations.

Seminars

The Department of Communication offers seminars in creative and functional
writing, speech, caonversational foreign fanguages, and sign fanguage. These
courses, generally open toall, are of special interest to adults who are continuing
their education, and also to certificate or degree students whose curricula
require electives. They may be taken on an audit basis or for a grade and
credit.

Degree credit varies according to seminar content; transfer credit depends
on the institution to which the student transfers. Information about degree
credit and level of instruction will be provided at the first class meeting or
in advance at the department office. In general, seminar course numbers at
the 200 levei and above indicate increased chatlenge.

Independent Study

Prerequisite; Department approval. individuat projects in communication,
writing, journalism, and speech. Students will spend at least two houss a week
for each credit in Independent Study.

COURSE DESCRIPTIONS

Communication {COM)
Department of Communication
Division of Arts and Sciences

COM 161 Seminar: The Land ui‘the Maya 2(2.0)

Prerequisite: Department approval., Spanish component: Students learn pro-
nunciation of Spanish sounds, basic Spanish phrases for survival in an Hispanic
environment, and knowiedge of essential information about daity Hispanic
culture. Mayan Component; Students learn to identify the unique components
of pre-Colombian Mayan civilization, including pre-ctassic, classic, and post-
classic architectural styles, glyph writing, astronomy, mathematics, religion,
histary, and features of daity life.

COM 162 The Land of the Maya: Seminar and Field Trip 3(2-1)

Prerequisite: Department appravai. Spanish component: Students learn pro-
nunciation of Spanish sounds, basic Spanish phrases for survival in an Hispanic
environment, and knowledge of essential information about daily Hispanic
cuiture. Mayan Component: Students learn to identify the unique companents
of pre-Colombian Mayan civilization, inciuding pre-classic, classic, and post-
classic architectural styles, glyph writing, astronomy, mathematics, religion,
history, and features cf daily life. Fieid Trip Component: seven-day feld trip
to Yucatan, Mexico,
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COM 163-GRM 201

COM 163 Seminar: Mayan Culture Field Trip - 1{0-2)

Prerequisite: Department approval. Seven-day fieid trip to Yucatan, Mexico.
Students learn to identify the unique components of pre-Colombian Mayan
civilization, including pre-classic, classic, and post-classic architectural styles,
glyph writing, astronomy, mathematics, refigion, history, and features of Mayan
daily life through direct observation on the field frip.

COM 209 Mass Communication 4{4-0)

Introductory course acquainting students with the major mass media and their
impact on American society. Students investigate current communication
theory and research on a broad range of topics related to the mass media,
inciuding values the media portray, the effects of televised violence on viewers,
news, advertising, and media stereotypes.

CoM 230 44-0)

Examines the English language from the perspective of contemperary American
linguistics: generative syntax, phonology, regional and socia variation. Cop-
siders implications for teachers.

Introduction to English Linguistics

COM 260 8(4-0)

Provides students with an understanding of the intercultural communication
process. Students learn about the value system of their own culture and develop
a sensitivity for and an appreciation of other cultures in a developing world.
Lectures, readings, simulations, games, class discussions, and muiti-media
presentations are empioyed.

intercultural Communication

COM 288 Seminar: The Story of English 3(3-0)

A telecourse that traces the growth and development of English from its
Germanic tribal origins to its present status as an international fanguage.

French (FRN)
Department of Communication
Division of Arts and Sciences

Advanced piacement in French study may be arranged for students who
have satisfactorily completed two or more years of French In high school, and
those who have established French proficiency by ather means.

FRN 101 Elementary French | 5(5-0)

Explores topics of current interest in French-speaking culiures as well as
elementary language patterns, Workbook accompanies the fext, provides
studenis with additional structured exercises, and expands the student's ability
to communicate in writing. Cassette recordings heip students enhance their
pronunciation and listening comprehension, provide an opportunity to practice
oral skills outside of class.

FRN 102 Eiementary French i 5{5-0}

Prerequisite: FRN 101 or department approval. Continuation of FRN 102.
Designed for students with basic prior knowiedge of French who wish to enhance
their language skills and acquire a greater ability to master the siructure of
the grammar and the verb tenses. Emphasis is on drilling exercises, vacabulary,
reading and comprehending elementary texts. Includes class discussions once
a week on preassigned subjects as weli as five written compositions. Poems
presented, as well as fifms and stides for students to learn about French culture
and society.

FRN 183 Elementary French i 5(5-0)

Prereguisite: FRN 102 or department approval. Continuation of FRN 102, Final
course of a three-term sequence in elementary contemporary Frénch. Designed
to offer furtner knowledge of French grammar and wider coverage of French
expressions and vocabulary that witl aliow the students ta understand a French-
speaking person in a normat conversation. Emphasis is on grammar exercises,
speaking and comprehending the French language without recourse to a
dictionary, Inciudes the writing compositions, memarization of poems, and
weekly discussions.

FRN 185 Seminar: Intensive Conversationai French 4(4-0)

Designed for people with littie o no knowledge of French wha wish ta acquire
conversational skills. Students jearn how to communicate arally in everyday
fee situations and in trave! abroad. Emphasis is on the development of ability
to understand spoken French as well as to speak it in order to conyey one’s
thoughts to French-speaking people. Pranunciation and vocabutary are devel-
9ped through class discussions. French culture is explored.

FRN 186 Serninar: Intensive Conversationai French II 4(4-0}

Cantinuation of Intensive Conversationa French |. Designed for slightly ad-
vanced beginners who are familiar with elementary sentence patterns, basic
Pronunciation ang vocabulary, and who wish to improve their ability to speak
French in the context af daily living.
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FRH 201 -5(5-0)

Prerequisite: FRN 103 or depariment approval. Offers students advanced
training and practice in French speaking, reading and writing. The first course
of a three-term sequence in intermediate contemporary French. tncludes a
review of basic French grammar, intensive vocabulary with a variety of reading
selections, group discussions on assigned topics, guided compositions and
student presentations of short contemporary stores.

Intermediate French |

FRN 202 !ntermediate French i 5(5-0)

Prerequisite; FRN 201 or department approval. Second course of a three-term
sequence in intermediate contemporary French. Qffers students the opportunity
to enrich their language skills (speaking, fistening, comprehension, reading
and writing) with grammar review and intensive vocabulary. Students read
and discuss short stories and poetry, write compasitions, make oral presen-
tations and participafe in smalf group discussicns,

FRN 203 5{5-0)

Prerequisite: FRN 202 or department approval. Third course of a three-term
sequence in intermediate contemporary French. Includes a general review of
important grammar points through specific readings. Students acquire an
advanced level of vocabuiary and idiomatic expressions that they will use in
compositions and oral presentations. Also includes group discussions on
coniemporary subjects and analyses of literary texts,

Intermediate French i

German (GRM)
Department of Communication
Division of Aris and Sciences

Advanced placement in German study may be arranged for students who
have satisfactorily compieted two or more years of Germarn in high schooi,
and those who have established German proficiency by other means.

GRM 101 Eiementary German } 5(5-03

The first course of a three-term sequence in contemporary German. Students
explore topics of current interest concerning German-speaking cultures as a
vehicle for learning basic communication skiils. Canversation and class par-
ticipation are emphasized. Tape recordings accompanying the text provide
additionai exercise in pronunciation and comprefension.

GRM 102 Elernentary German i 5(5-0)

Prerequisite: GRM 101 or department approval. Second course of a three-
term sequence in contemporary German. Students explore topics of current
interest concerning German-speaking cuitures as a vehicle for learning basic
communication skilis. Conversation and class participation are emphasized.
Tape recordings accompanying the text provide additiona! exercise in pronun-
ciation and comprehension. )

GRM 103 Elementary German It 5¢(5-0)

Prerequisite: GRM 102 or department approvai. Third course of a three-term
sequence in contemporary German. Students explore fopics of current interest
concerning German-speaking cuftures as a vehicie for learning basic commu-
nication skifls, Conversation and class participation are emphasized. Tape
recordings accompanying the text provide additional exercise in pronunciation
and compzehension.

2{(2-0)

Designed for Americans doing business in German-speaking countries. Provides
the practical information necessary for beginning a business venture or
extending existing operations. Offers useful vocabulary and phrases for Amer-
ican and other English-speaking business people in Germany.

GRM 161 Seminar: Elementary Business Geyman |

GRM 185 Conversationat German | 4(4-0)

The first course in a two-term sequence for persons with little or no knowledge
of German who wish to develop some conversational skiils. Students learn
correct pronunciation, essential language structures, and a practical vocabulary
which is applied in conversaticnal exchanges. Selected aspects of German
culture are introduced through multi-media presentations.

GRM 186 Conversational German Il 4(4-0)

The second course in a two-term sequence for persons with little knowledge
of German who wish to develop some conversational skilis. Students learn
correct pronunciation, essential fanguage structures, and a practical vocabulary
which is applied in conversationa! exchanges. Selected aspects of German
culture are introduced through multi-media presentations.

GRM 201 5(5-0}

Prerequisite: GRM 103 or depariment approval. First course af a three-term
sequence in intermediate contemporary German. Students receive advanced
training and practice in the four basic skilis—speaking, listening comprehen-

Intermediaie German {
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sion, reading, and writing. Course includes a thorough review of basic German
grammar, intensive vocabulary building, smalil-group discussions, writing com-
positions, and student presentations on German cuiture. Class is taught entirely
in German.

GRAM 202 5(5-0)

Prerequisite: GRM 201 or department approval. Second course of a three-
term sequence in infermediate contemporary German, Students receive ad-
vanced training and practice in the four basic skills—speaking, listening
comprehension, reading, and writing. Course inciudes a thorough review of
basic German grammar, intensive vocabulary building, small-group discus-
sions, writing compositions, and student presentations on German cuiture. Class
is taught entirely in German.

Intermediate German il

GRM 203 5(5-0)

Prerequisite: GRM 202 or department appraval. Third course of a three-term
sequence in intermediate contemporary German. Students receive advanced
training and practice in the four basic skilis—speaking, listening comprehen-
sion, reading, and writing. Course includes a thorough review of basic German
grammar, intensive vacabulary building, small-group discussions, writing com-
positions, and student presentations on German culture. Class is taught entirely
in German.

Intermediate German I

Journalism (JRN)
Department of Communication
Division of Arts and Sciences

For additiona! journalism-refated courses, see VCB 131, 132; SPL 150, 151
COM 209 and 230.

JRN 150 Press In A Free Society 3(3-0}

An examination of the role and impact of journalism, print and electronic,
in a demacratic society. Major focus is on an understanding of the concepts
af “freedom” and “responsibifity” and on development of the student's ability
ta evaluate press performance intefligently.

JRN 151 Newswriting 4(4-0)

Considers what is of news interest and how to turn news facts into a publishable
news story. Students learn news terminology, the importance of news styie,
abjectivity, attribution, and accuracy.

JRN 152 Reporting 4(4-0)

Prerequisite: RN 151 or department approval. Shows how, when and where
to goafter facts, how fo conduct interviews, and how to cover speeches, meetings
and news conferences. Students develop a sense for digging out information
and using facts for a clear, readable, balanced news story.

IRN 254 Editorial Writing 4(4-0)

Prerequisite: JRN 151 or department approval. A course in how to write effective
editorials and concentrated study of editorial concept, structure, and style.
Student analyzes editorial models, fearns methods of research, and writes at
least six editoriats.

JRN 256 Newsletter Writing and Production 4(4-0)

Provides the student with a working knowledge of writing and editing in
journatistic style, and the techniques necessary for producing a newstetter
o house organ.

Sign Language {SGN)
Dapartment of Communication
Division of Arts and Sciences

Students wha apply for the Sign Language Interpreting Program, in which
the courses are nurmbered at the 200 leve!, must pass a screening test before
being admitted. The interpreting program can be entered only in the Fall Term.

SGN 160 Orientation to Deafness 2{2-0)

Introduces the student to deafness and its effects. Lectures and audio-visual
presentations cover areas of interest to those working profes_sionally with deaf
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persons, parents, and families of deaf individuals, and those desiring greater
awareness of the “world of the deaf.” Class experience includes guest lectures
to further acquaint students with the deaf community.

SGN 181 Sign Language | 43-2)

Prerequisite: SGN 160 or concurrent enrafiment, Provides students with a basic
understanding of American Sign Language (ASL). ASL grammar, syntax and
vocabulary are iniroduced and weekly laboratory sessions develop elementary
receptive and expressive skills. P

SGN 182 Sign Language Il 4(3-2)

Prerequisite: SGN 161 or department appraval. Provides students with an
intermediate understanding or American Sign Language (ASL). Students are
videctaped and further grammar, syntax and vocabulary are presented. Weekly
laboratory sessions are continued and elementary conversational skills are
developed.

SGN 163 Sign Language 1 4(3-2)

Prerequisite: SGN 162 or department approval. Provides students with more
advanced understanding of American Sign Language (ASL), inciuding addstional

" vocabulary and ASL idioms. Expressive and receptive conversational skills are

emphasized in bath class and laboratory sessions.

SGN 164 Fingerspeiling 2(1.5-1)

Prerequisite: SGN 162 or concurrent enroilment, Provides concentrated in-
struction and practice in fingerspeliing, emphasizing the development of
receptive and expressive skills,

SGN 165 Receptive Manuai Communication 4(3.2)

Prerequisite: SGN 163 or department approvai. Designed to increase the
student’s skill in conversational sign language. Focuses on the reception,
analysis and comprehension of the various manual communication sysiems
utitized by the hearing impaired in conversaticnal siuations. Skills in American
Sign Language (ASL} are emphasized. ; )

SGN 166 Advanced Fingerspelling 2(1.5-1)

Prerequisite; SGN 164 and SGN 163 or concurrent. Provides the student with
concentrated instruction and practice in both expressive and receptive fin-
gerspelting,

SGN 200 Sign Language IV 4(3-1)

Prerequisite: SGN 163 or department approval. This course contains key
components for this advanced level in sign fanguage. Therefore, the students
will apprehend vocabularies, phrases, stories, and paragraphs while increas-
ing their skills in signing. They will further increase their knowiedge of com-
munication in the deaf communities.

SGN 250 Deaf Culture 3(3-03

Prerequisite: SGN 165 or department approvat. Builds on SGN 160, looking
more closely at the unigue experiences of those in the deaf community.
Examines the history of the deaf community in America, the sociotogy of the
hearing-impaired {both deaf and the hard-oi-hearing), and the psychologicai
ramifications of deafness.

SGN 251 Psychosocial Aspects of Hearing Loss 3(3-0)

Prerequisite: SGN 160 or department approval, Provides the student with a
more advanced understanding of the effects of hearing impairment on the
development of individuais and families. Several different models of human
development are explored as they relate to hearing impaired children and adulis
as well as their famifies and social systerns.

3(3-0)

Prerequisite: SGN 163 or department approval. An averview of the linguistic
organization of ASL, including a linguistic perspective.on how ASL is learned
and how it is {(and is not} influenced by English. Topics relevant to interpreting,
such as language variation and translation, will be emphasized.

SGN 260 Linguistic Principles of American Sign Language

SGN 261 Principles of Interpreting 1 5(4-2)

Prerequisite: Successfui completion of screening test, SGN 260 or concurrent.
Surveys basic interpreting through lecture, role piaying, and classraom dis-
cussion. Introduces the ethics (RI0 Code) and responsibilities of the interpreter.
Examines the role and necessary skills of the interpreter in various settings:
education, medical, legal, human services, etc. Provides sign language vo-
cabulary acquisition through iaboratory experiences. ’
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SGN 262-SPN 203

5{4-2)

Prerequisite: SGN 263 or department approval. Designed fo provide in-depth
ynderstanding of various interpreter seftings and to develop proficiency in
interpreting. Increases awareness of oral and deaf-biind interpreting and
interpreting for individuais with minimal fanguage skilis. Provides sign language
acquisition with empbasis upon specific vocabuiaries through laboratory
experiences.

§GN 262 Principles of Interpreting 1l

SGN 263 Sign to Voice Interprating A(3-0)

prerequisite; SGN 261 or department approval. Designed to provide an un-
derstanding of the principles and problems of interpreting the manual, oral
and written communication of deaf persons into their spoken or written standard
English equivalents. Develops skifl and fluency in receiving and expressing
all levels of communication of deaf individuals,

SGN 267 Practicum | 4(2-4)

Prerequisite: SGN 261 or department approval. Combines lecture and super-
vised placement in various interpreter settings to allow directed observation
and application of praciicat interpreting skilis.

SGN 268 Advanced Practicum { 42-)

Prerequisite: SGN 263/267 or department approvai. Designed to provide
interpreting experience through placement in various settings. Includes weekly
lectures and individual conferences between inferpreter irainee and practicum
supervisor. Students spend four haurs each week in their placement setting.

SGN 269 Advanced Practicum H 5{2-6}

Prerequisite: SGN 263/267 or department approval. Designed to provide
interpreting experience through placement in various settings. Includes weekly
seminars and bi-weekly individual conferences between interpreter trainee and
practicum supervisor. Students spend six hours each week in their ptacement
setting.

SGN 270 Advanced Practicum il 6{2-3)

Prerequisite: SGN 263/267 or department approval. Designed to provide
interpreting experience through piacement in various settings. Inciudes weekly
seminars and individual bi-weekly conferences between interpreter trainee and
practicum supervisor. Students spend eight hours each week in their pfacement
setting.

Spanish {SPN}
Dapartment of Communication
Division of Arts and Sciences

Advanced placement in Spanish study may be arranged for students who
have satisfactorily completed two or more years of Spanish in high schoo,
and those who have established Spanish proficiency by other means.

SPN 101 Elamentary Spanish | 5(5-0)

First course of a three-term sequence in elementary Spanish. Designed for
persons who want a setid foundation in the essentials of the Spanish {anguage
and Hispanic culture. Provides practice in listening comprehension, speaking,
reading comprehension, and writing, and provides useful information about
Hispanic cuiture. Emphasizes pronunciaiion of Spanish sounds, practical
vocabulary, and essential gzammar for expressing oneself in Spanish and for
ynderstanding native speakers of the language. Students become familiar with
many aspects of Hispanic culture through readings, informal fectures, and
audio-visual presentations. Ciass is taught iargely in Spanish.

SPN 102 Elementary Spanish il 5(5-0)

Prerequisite: SPN 10] or department approval. Second course of a three-term
sequence in etementary Spanish. Designed for persons who want a solid
foundation in the essentials of the Spanish language and Hispanic culture.
Pravides practice in listening comprehension, speaking, reading comprehen-
sion, and writing, and provides useful information about Hispanic culture.
Emphasizes prenunciation of Spanish sounds, practical vocabutary, and es-
sential grammar for expfessing oneself in Spanish and for understanding native
speakers of the language. Students become familiar with many aspects of
Hispanic culture through readings, informat lectures, and audio-visual pres-
entations. Class is taught largely in Spanish.
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SPN 103 Elementary Spanish I3 5{5-0)

Prerequisite: SPN 102 or department approval. Third course of a three-term
sequence in elementary Spanish. Designed for persons who want a sclid
foundation in the essentials of the Spanish language and Hispanic culture.
Provides practice in listening comprehension, speaking, reading comprehen-
sion, and writing, and provides useful information about Hispanic cuiture.
Emgphasizes pronunciation of Spanish sounds, practical vocabulary, and es-
sential grammar for expressing oneseif in Spanish and for undersianding native
speakers of the language. Students become familiar with many aspecis of
Hispanic culture through readings, informal lectures, and audio-visual pres-
entations. Class is taught largely in Spanish.

SPN 185 Seminar: intensive Conversational Spanish | 4(4-0)

First course of a three-term sequence in intensive conversational Spanish.
Designed for persons who have no knowledge of Spanish, and who wish to
develop very basic conversationa! skilis in the language. Students learn
pronunciation of some Spanish sounds, practical vacabuiary, and essential
grammar for expressing themseives in simpie Spanish. They become familiar
with different aspects of Hispanic culture through readings in English, informal
fectures, and audio-visual presentations.

S§PN 186 Seminar: intensive Conversationat Spanish II 4(4-0)

Second colirse of a three-term sequence in intensive conversational Spanish.
Designed for persons who have no knowledge of Spanish, and who wish to
develop very basic conversational skills inthe language. Students learn practical
voeapulary, and essentiai grammar for expressing themselves in simple
Spanish. They become familiar with different aspects of Hispanic culture
through readings in English, informal lectures, and audio-visual presentations

SPN 187 Seminar: Intensive Conversational Spanish IH 44-0)

Third of a three-term seguence in intensive conversational Spanish. Designed
for persons who have some knowledge of Spanish, and who wish to continue
developing basic conversationat skills in the language. S{udenis learn practical
vocabuiary, and essential grammar for expressing themselves in simpie
Spanish. They become famitiar with different aspects of Hispanic culture
thraugh readings in English, informat lectures, and audio-visual presentations.

SPN 196 Seminar: Spanish for Medical Personna! 4{4.0}

Develops skills for using Spanish in common medical practitioner-patient
relationships. Students learn correct pronunciation of Spanish sounds, coammon
medical terms and phrases, and essential grammar. Students practice Spanish
extensively in pairs and smail groups in situations simuiating those commonly
encountered by healin care professionals.

SPN 201 5(5-0)

Prerequisite: SPN 103 or department approval. First course of a three-term
sequence in intermediate Spanish. Sequence provides a thorolugh review of
grammar presented in the elementary Spanish sequence, intensive vocabulary
building, extensive small-group discussion, writing compasitions, and lectures
on Hispanic cuiture. Classwork emphasizes practice in listening comprehen-
sion, explanations and discussions ¢f Spanish grammar, and abundant con-
versation in Spanish. Hormework assignments focus on develeping reading and
writing skills, Class is taught entirely in Spanish.

Intermediate Spanish |

SPN 202 5(5-0)

Prerequisite: SPN 201 or department approval. Second course of a three-term
sequence in intermediate Spanish. Sequence provides a thorough review of
grammar presented in the elermentary Spanish sequence, intensive vocabulary
building, extensive smali-group discussion, writing composition, and lectures
on Hispanic culture. Classwork emphasizes practice in fistening comprehen-
sion, expianations and discussions of Spanish grammar, and abundant con-
versation in Spanish. Homework assignments focus on developing reading and
writing skilis. Ciass is taught entirely in Spanish.

intermediate Spanish i

SPN 203 5(5-0)

Prerequisite: SPN 202 or department approval. Third course of a three-term
sequence in intermediate Spanish. Sequence provides a thorough review of
grammar presented in the elementary Spanish sequence, intensive vocabutary
buiiding, extensive smatl-group discussion, writing composition, and lectures
on Hispanic culture. Classwork emphasizes practice in listening comprehen-
sion, explanations and discussions of Spanish grammar, and abundant con-
versation in Spanish. Homework assignments focus on deveioping reading and
writing skiils. Class is taught entirely in Spanish.

Injermediate Spanish |k
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Speech (SPH)
Department of Communication
Division of Arts and Sciences

For additional speech-related cousses, see YCB 131, 132; COM 209 and
230.

SPH 101 Human Communication 4(4-0)

Intraductary course examining the communication process in its three major
settings: interpersonal interaction, smai group discussion, and public speaking.
The fearning approach utilizes readings, lectures, discussions, participative
classroom exercises, and oral and written assignments to help students increase
their undgerstanding of human carmmunication white improving their commu-
nication skitls,

5PH 102 Interpersonal Communication 4{4-0)

Introductary course providing students with an understanding of interpersor.al
communication theories and their application in everyday interactions with
family, friends, and co-workers. Through in-class activities, students’ interper-
sanal communication skilis wilt be increased in areas including openness,
empathy, supportiveness, descriptiveness, conflict resolution, and behavioral
flexibility in interaction.

SPH 104 Fundamentals of Public Speaking 44-0)

Helps beginning speakers develop the skilis and confidence needed to speak
effectively to audiences in public situations. Thraugh a carefully ptanned series
of speaking assignments, students learn the proper techniques for researching,
developing, organizing, outiining, and defivering effective informative and
persuasive speeches.

SPH 105 Voice and Articulation 3(3-0)

Theory and practice of effective voice production and precise diction. Emphasis
on understanding the speech organs and their operation and on applying
successful techniques to make the best use of the instruments of speech.

$PH 195 Seminar: Listening Skills 2(2-0)

Helps students develop the skills needed to listen effectively in the home,
workplace, and ctassroom. Topics include the nature of listening, types of
listening, verbal and nonverbat dimensians of listening, and barriers to effective
listening. Diagnostic tests, exercises, and assignments help students improve
their abilities to comprehend, judge, and empathize while listening.

5PH 204 Public Speaking in Business 4(4-0)

Heips students gain the theoretical knowledge, skiils, and experience necessary
to speak effectively to small, technically knowledgeable audiences in business
settings. Through readings, lectures, videotaped oral presentations, impromptu
speeches, and critiques of their speaking, students learn effective techniques
of preparing and delivering informative and persuasive speeches.

SPH 206 Nonverbal Communication 4¢4-0)

Pravides the student with an understanding of the many ways people com-
municate without words. Students {earn what messages the face, the body,
personal appearance, touch, time and space convey in American culture, The
student’s skills as a nonverbal communicator are increased through in-class
activities,

Writing (WR1)
Department of Communication
Division of Arts and Sciences

For additiona! related courses, see VCB 131, 132; SPL 150, 151; COM 230;
WRi 112, 116, and 119,

Placement testing is conducted during the first week of each term for ali
students in WRt 121, ‘Some students are advised to drop the course and to
add a more appropriate course, either more basic or more advanced. Waiver
or credit for WRt 121-123 may be achieved through various nationai and focal
testing programs. {nquire about these possibilities in the Admissions Office
or the Department of Communication,

The Composition/English requirement for the Associate Degree in Arts or
Sciences (A.A, or A.S.) can be fulfilled in various ways. The first required course
is WRt 121, The second required course can be either WRI 122 or ENG 122,
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and the third can be either WRE 123 or ENG 123. Students who receive
permission to waive WRI 121 are required to select another four-credit course
in Communication, Writing or English ta fulfill the tweive-credit requirement
for the Assaciate in Arts or Sciences Degree. Writing course requirements for
curricula outside the Division of Arts and Sciences are specified in individual
curriculum guides, which are available at counseling offices or department
offices on campus,

WRI 121 Composition | 4(4.0)

Designed to help students develop writing ability. Emphasizes the organization
and development of informational prose. Incdudes instruction in use of the
dicticnary and coliege reading skilis.

WRI 122 Composition II 4(4-0)

Prerequisite: WRI 121. Buiids upon the writing skills devefoped in WRI 121,
but emphasis shifts from the expository essay to the argumentative or per-
suasive essay. Teaches students tc write logically, with style appropriate for
support of an argument or proposition.

WRI 123 Composition 1li 4(4-0)

Prerequisite: WRt 122 or ENG 122. Continuation of the composition sequence
and an alternative to ENG 123 in many pragrams. Emphasizes investigative
techniques, Hibrary resources, and writing the research paper with full doc-
umentation.

WRI 131 Honors Composition | 4{4.0)

Prerequisite: Department approval. Covers the same material as WR1 121, but
with additional work o chalienge the superior writer.

WRE 132 Honors Composition I 4{4-0)

Prerequisite: Department approval. Covers the same material as WR! 122, but
with additional work to chalienge the superior writer.

WRt 133 Honors Composition 14 4(4-0)

Prerequisite: Department approval. Covers the same material as WR! 123, but
with additional work to chalienge the superior writer,

WRI 191 Seminar: Personal Writing 2(2-0)

Develops self-expression and sharpened awareness through writing about
personai observations and fife experiences. Emphasizes free choice in subject
matter and sensitivity to the language and styles appropriate to description,
storytelting, and memoirs. (P-Z grading system)

WRI 195 Seminar; Writing User Documentation 3(3-0)

Designed for data processing students and professionals. Teaches students
ta write effective documentation for users of computer systems. Focuses on
writing step-by-step procedures explaining the responsibifiies and activities
of users. Emphasizes the clear, precise communication necessary for suc-
cessful system operation and smooth wark flow.

WR1 196 Seminar: Writing Software Instructions 33-0)

Designed for writers of software insteuctions. impraves the ability to write plain-
English instructions for software users. Emphasizes the siruciure and sequence
of sound directions. Focuses on avoiding irrefevant and confusing details.
Students learn to write clear, direct sentences and to make jargon-free, accurate .
word choices.

WRI 261 Seminar: Media Literacy 3(3-0)

An analysis of form and content in film and television in order to identify,
evaluate, and understand these media as unique art forms.

WRI 262 Seminar: Prose Style 3(3-0)

An advanced study of non-fictional prose styles. Directed writing practice heips
students make stylistic choices to improve the effectiveness of their own writing.
Workshop sessions include an examination of the refationship of purpose to
audience and siant, and of grammar to punctuation and style. Writings are
both assigred and seif-chosen.

WRI 281 Writing For Publication 3(3-03

Freelance writing and marketing: students review a variety of effective writing
technigues; study marketing information in their particular fieids, such as
manuscript preparation, query letters, and potentiai pubiishers; and discuss
their writing in a workshaop setting,
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WRI 282-ENG 240

WRI 282 Forum For Authors 3(3-0

An advanced course for freelance writers working on manuscripts. Studenis
meet fo discuss their writing and to solve probiems in a workshop setting.
The study of effective writing techniques and market information is continued
from WRi 281.

WRI 293 Seminar: Creative Writing | 3(3-0)

Designed to help students develop expressive abilities in writing poetry and
short stories. Emphasizes narrative modes of the short story, traditional meter
and free verse forms of poetry. Inciudes models from masters in both fiction
and poetry.

WR! 294 Seminar: Creative Writing 1 3(3-0)

Designed for students who have successfully completed a creative writing or
a publications class. Emphasizes improving their ability to write effective pcems,
short stories and novellas. Students select their own subjects and receive
immaediate responses through group discussion.

WRi 295 Seminar Writing Werkshop 3(3-0)

Examines language and style as the most critical choices a creative writer
makes in directing the reader's perception of and response to the work. Devesops
the writer's ability to control tone and styte. Manuscripts are reproduced and
discussed in a workshop setting.

WRI 226 Seminar: Persuasive Writing 3(3-0)

Designed to introduce students o the tools and techniques employed in written
argument—discourse intended to convince others or to persuade them to a
course of action. Students practice with the foois and techniques, and sharpen
them, in written exercises,

DEPARTMENT OF HUMANITIES

Chairperson: Dr. Deanna Haney
255 Arts and Sciences Building

The Department of Humanities has a strong emphasis on encouraging
students to search for a knowledge of the heritages of civifizations and assisting
students in developing an awareness of the self and building a foundation
for choice of a value system. The Department of Humanities offers courses
under the following codes:

ENG: English
HST: History

HUM: Humanities
PHL: Phitosophy
REL: Religion

All of the courses offered by this department require college level reading
and writing skills. Analytical and critical papers and examinations are con-
sidered normal requirements for most courses.

The Composition/English requirement for the Associate Degree in Arts or
Science can be fulfiled in a number of ways. A student who has campleted
or has been permitted to waive WRE 121 may elect ENG 122 and ENG 123
as alternatives to WRI 122 and WRI 123,

The Humanities reguirement for the Associate Degree in Arts or Science
can also be fuifitled in anumber of ways. HUM 211, 212, 213: Wortd Civilizations
I, II, Hl is the recommended sequence of courses. Students may substitute
other courses in the curricuium of the Humanities Department for any of the
above, provided that these are distributed in at least two of the following four
areas;

@ Art and Music History (HUM 101, 150, 151, 152}

e History (H3T 104-296)

& Literature (ENG 201-296 and HUM 102}

@ Philosophy and Retigion {PHL 101-296; REL 150-296 and HUM 104)

Piease note that World Civilizations courses (HUM 211,212, 213} are counted
as History courses when only one or two of them are taken to fuifill general
education requirements.

COURSE DESCRIPTIONS

ENGLISH (ENG)
Department of Humanities
Division of Arts and Sciences

ENG 122 Freshman English 4(4-0)

Prerequisite: WRI 121, A continuation of WRE 121. An alternative to WRI 122,
Emphasis is on the reading of short stories. Writing skills are also emphasized,
plus a further development of library and research skills.
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ENG 123 Freshman English i1 4(4-0)

Prerequisite: ENG 122 or WR! 122, A continuation of ENG 122 or WRi 122.
An afternative to WR} 123. An introduction to the various literary forms, plus
the development of analytical and writing skilis and research techniques.

ENG 132 Freshman English {: Honors 4(4-0)

Prerequisite: Department approval. Same as ENG 122, but taught on an
advanced levei.

ENG 133 Freshman English Ili: Honors 4{4-0)

Prerequisite: Departrment approval. Same as ENG 123, but taught on an
advanced level.

ENG 134 Honors Colioquy 44.0)

Prerequisite: Department approval. A forum for invited speakers and a vehicle
for discussion among the students and faculty of the Honors Program in the
division of Arts and Sciences. A central theme will be selected each time
the Colloquy is offered.

ENG 201 The Peelic imagination 4{4-0)

Prerequisite: WRi 121 (ENG 122 recommended). Designed to help students
understand and appreciate various forms of the poetic imagination, Emphasizes
the nature of poetic language and meaning, as well as iiterary techniques
and conventions.

ENG 202 introduction to Drama {40}

Prerequisite: WRS 121 (ENG 122 recommended). Introduces drama and its
literary techniques and conventions. Attention is given to principtes and theory,
but understanding of the plays is emphasized. Representative piays from Greek,
European, English, and American dramatists.

ENG 203 44-0)

Prerequisite: WRi 121 (ENG 122 recornmended). Designed to introduce stu-
dents to the epic in prose transiation, the romance, the novei, and satire.
Students will read representative selections ranging from Homer's The Odyssey
to Chaucer's Canterbury Tales 1o Sinclair Lewis' Babbitt.

Intreduction o Prose

ENG 205 World Literature 4{4-0)

Prerequisite: WRI 121 {ENG 122 recommended}. Provides an overview of
literature outside the Anglo-European community through a sampling of genres,
e.g., narrative prose fiction, poetry, drama, and cinemna, Explores the ethnic,
aesthetic, and thematic dimensions of the cultures which originated them.
Emphasizes the literature of the Orient, Near East, USSR, Africa, and Latin
America.

EMG 210 The American Novel 4(4-0)

Prerequisite: ENG 122 or WRt 122. Study of the major 19th and 20th century
American novels from James Fenimore Cooper to jack London to Ermest
Hemingway and John Steinbeck. Emphasis is on the historical development
of the novel form in America and the novelist's interpretation of the American
scene.

ENG 220 Science Fiction 4{4-0)

Prerequisite: WRI 121 (ENG 122 recommended). Designed to acquaint students
with this popular and modern literary form. Some history and definitions of
science fiction, but emphasis is on short stories and noveis and their unique
view of the future. Also inciuded are movies and audio-tapes.

ENG 225 The Popuiar Political Novel 444.00

Prerequisite: WRI 121 {ENG 122 recommended). Inherently an interdisciptinary
course cancerned with popular cufture, the novet form as used by popular
and commercial writers, and politics. Although a non-American novel or two
may be used, the emphasis is on recent American novels that deal with the
American polifical scene.

ENG 240 The Fidm As Art 42-3)

Prerequisite: WRI 121 (ENG 122 recornmended). An introductian to fitm as
an art form capable of making a meaningful and perceptive comment on our
civilization. Viewing and analysis of six to eight films, both foreign and American,
of recognized merit.
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ENG 245 Popular Culture and Mass Media 4{4-0}

Prerequisite: WRI 121 (ENG 122 recommended}. A study of the popular cuiture
distributed by mass media (including film, television, newspapers, magazines
and radio) and how the media and popular cufture reflect and shape our cuftural
beliefs. Extensive use of multi-media,

ENG 250 Masterpieces of American Literature 4(4.0)

Prerequisite: WRt 121 (ENG 122 recommended). Designed to acquaint the
student with some of the masterpieces of great American writers. Ernphasis
on such works as the essays of Emerson and Thoreau, poetry of Whitman
and Frost, prose of Hawthorne, Melville, and Hemingway, and piays of O’'Neiil.
Required for most students in pre-elementary teaching.

EMG 255 Russian Literature in Transtation:

The “Golden Age” of Realism 4(4-0)

Prerequisite: WRI 121 (ENG 122 recommended). An in-depth study of repre-
sentative warks by acknowledged masters of Russian reatistic fiction, empha-
sizing but not limited to Turgenev, Dostoevsky, Toistoy, and Chekhav; and set
against the background of Pushkin and Lermontov's ramanticism, and Gogoi's
naturalism.

EMG 260 Biack American Literature 4{4-0)

Prereguisite: WRI 121 (ENG 122 recommended). A survey of Black American
fiterature from the seventeenth century fo the twentieth century. Introduces
the various genres in the literature of Biack Americans.

ENG 270 Literature by Women 4(4-0)

Prerequisite: WRI 121 (ENG 122 recommended}, A study of the works of
nineteenth and twentieth century Engiish and North American women. De-
signed to further understanding and appreciation of the themes, images, issues
and modes of expression of female writers.

ENG 275 The Philosophical Imagination in Literature 4(4-0)

Prerequisite: ENG 122 or WR! 122, This course presents an interdisciplinary
approach to philosophy and literature through selected readings in the varigus
literary genres and media: the literary essay, the novel, the drama, poetry,
and the cinema. The course offers a general background of important phii-
osophicat ideas channeled into aesthetic and ethical problems.

ENG 290 Shakespeare 4(4-0)

Prerequisite: ENG 122 or WRI 122, Introductory course in the dramatic works
of Williarm Shakespeare. Students will read six to nine piays representative
of the author's comedies, histories, and tragedies.

HISTORY (HST)

Department of Humanities

Division of Arts and Sciences

HST 105 The Twentieth Century World 4(4-0)

A survey of the most significant developments in twentieth century world histery
and politics with particular emphasis on the period since the end of World
War [1.

HST 111 United States History to 1865 4(4-0)

A histary of the United States from the colonial beginnings through the Civil
War,

HST 112 United States History: 1865 to the Present 4(4-0)

A history of the United States from the reconstruction of the nation after the
Civil War to the present,

HST 150 American Black History 4{4-0)

Traces the developments which fed to the African slave trade, the slave systems
in North and South America, the cuftura! heritage of the black man in the
Americas, and the problems of race in North American culture.

HST 160 Modern Mexico 4{4.0)

Political, social, economic and intellectual devetopments in Mexico since 1850.
Particular emphasis onthe Revoiution of 1910 and refationships with the United
States in the 20th Century.
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HST 210 Studies in American History 44-0)

Prerequisite: HST 111 or HST 112 and approval of the instructor. Covers
problemns of research, writing, philosophy of history and interpretation, involving
a detailed examination of a particular area of American history.

HST 215 Women in American History 4(4-0)

A survey of American history from colonial times to the present which examines
women's rales in the family, production, social and pelitical life.

HST 220 Michigan History 4(4-0)

A survey of the political, economic and social devefopment of Michigan from
pre-calanial times to the present.

HST 225 Michigan Black History 44.0)

A study of the history of Black people in the state of Michigan. An effort wili
be made to refate focal Black history to national trends.

HST 230 British History | (1066-1589) 4(4-0)

A survey of British history and cufture from the Norman conguest (1066)
to the Glorious Revolution {1688-89). Special emphasis will be placed on the
interaction of political, constitutional, legal, social, and cultural forces and
influences which shaped British history from the Middle Ages to the seven-
teenth century, '

HST 231 British History Il (1689-pres;enl) 4(4-0)

A survey of the political, economic and social forces -which shaped the
development of British history and society from the seventeenth century to
the present with particular emphasis on the nineteenth and twentieth centuries,

HST 232 History of Modern ireland 4(4-0)

Nineteenth and twentieth century Irish history and politics with special em-
phasis on the causes and nature of the confiict in Northern iretand. Also relates
Irish to United States and Michigan history.

HST 255 African History: An Introduction 4(4-0)

A general survey of the African cantinent with emphasis on special selected
topics {and regions) as follows: Precoionial Africa, the scrambtle for Africa,
the rise of African Nationalism and Independence, Africa’s internal and external
relations,

HST 260 Conflict and Revolution in Southern Africa 4(4-0)

A study of representative social institutions and value systems of southern
Africa designed to acquaint students with the workings of European colonialism
in southern Africa. Focus is on Zimbabwe as a case study of the triumph of
African nationalism over competing Furopean colonial interests.

HST 270 The Modern Middle East 4(4-0)

An historical survey of the region extending from the eastern Mediterranean
1o eastern Iran, with the main emphasis upon the contemporary Middie East.
Ethnic, social, and palitical diversities of the states in the area will be traced
as a background to the smoldering, even explosive, character of Middle Eastetn
rivalries and problems,

HST 275 Modern East Asia 4(4-0)

Traces the transformation of East Asia in the modern era, including an
introduction to the cultural, religious, and political traditions of its peoples.
Emphasis on the development of China and Japan, the impact of the West,
and the differing respanses of these two civilizations to the madern worid.

HST 285 Seminar: Soviet Union Today 4{4.0)

A survey of the Soviet Union and its peopte with special emphasis on the
tdeoiogicai roots and origins of the Soviet regime and system from the Russian
Revolutions of 1917 to present. Also examined and analyzed will be the muiti-
national character of the Saviet Unian and the different forces that have shaped
Soviet history, society, and politics from 1917 to the present, including U.S.-
Soviet relations,

HST 230 Seminar: Yietnam—A Television History 4(4-0)

The purpose of YIETNAM: A TELEVISION HISTORY is to provide, through the
medium of television and classroom discussion, a balanced, loosely chrong-
logical study of the war in Vietnam, beginning with events leading up o the
August revalution of 1945, when the Vietminh first dectared the independence
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of Vietnam, and ending with the surrender of South Vietnam and the departure
from Saigon of the American mission in April, 1975, By way of conclusion
and summary, the course will go beyond the climactic evenis of 1975 to assess
the iong-term effects of the war, particularly on Vietnam and the United States.

HST 294 Seminar: The American Legal Tradition 4(4-0)

This course is a chronological and thematic approach to the history of American
law, legal-constitutional institutions, and fmportant personalities, wha were
instrumental in its development.

HUMARITIES {(HUM)
Department of Humanities
Division of Arts and Sciences

HUM 101 Art and Music History in Western Civilization 44-0)

An introduction to the masterpieces of art and music history from pre-historic
times to the present, and their imporiance in Western Ciwvilization. Extensive
use made of muiti-media.

HUM 102 Mythology 4{4.0)

An introduction to mythic thinking and its importance in literature and culture
as a way of self-understanding. Classical myths and their contemporary
functioning will be emphasized.

HUM 104 4(4.0)

An interdisciptinary approach io culture through language. Emphasis wili be
placed on historical development of the English language, language change,
and cultural aspects based an sociolinguistic considerations such as siang,
sexist fanguage, supersiitions, customns, and habits.

Introduction to Humanities

HUM 150 History of Art1 4(4-0}

First of a series of three courses that intraduce the student to the history
of painting, sculpture, and architecture in wortd civilizations. The course focuses
on art from the ancient world, Byzantium, Asia, and early Christianity. Visual
materials are used {o illustrate each jecture.

HUM 151 History of Arti] A 4-0)

Second of a series of three courses that introduce the siudent to the history
of painting, sculpture, and architecture of world cultures. The course focuses
on Furopean, Islamic, and Asian art fram the Early Middie Ages to the iate
Renaissance. Visual materials are used to iftustrate each lecture.

HURM 152 History of Art 1] 4(4-0)

Third of a series of three courses that introduce the student to the history
of painting, sculpture, and architecture of world cultures. The course focuses
on Europe, Asia, and America from the Barogue period to the present. Visual
materials are used to illustrate each lecture.

HUM 155 Seminar: War and Peace in a Muciear Age 2(2.0)

This course wilt survey the history of war from ancient time to the present
nuclear threat. it will be built around the Public Broadcasting System Telecourse,
War. The instructor's lectures and assigned readings will supplement the
television programs which will be viewed and discussed in ctass.

HUM 157 Seminar: Science and Human Values 2(2-0)

Students will explare the crisis of values that must be dealt with in today’s
scientific society. Discussion will include the dangers and opportunities offered
by nuciear technology, medicat technalogy, the environment, and appropriate
technology. The role of lerature and poputar psychology in shaping human
values will be studied, Presentations are designed to help students develop
alternatives and values for contemparary living.

HUM 161 Seminar: The Land of the Maya 2(2-0)

Prerequisite: Department appraoval. Spanish language component. Students
will learn pranunciation of Spanish sounds, basic Spanish phrases for survival
in an Hispanic environment, and knowledge of essential information about
daily Hispanic cutture. Mayan component: Students will learn to identify the
unique componenis of pre-Colombian Mayan civilization including pre-ctassic,
classic, and post-classical architectural styles, glyph writing, astronomy, mathe-
matics, refigion, history, and features of daily life. ’
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HUM 162 The Land of the Maya: Seminar and Field Trip 3{2-1)

Prerequisite: Department approval. Spanish language component Students
will learn pronunciation of Spanish sounds, basic Spanish phrases for survival
in an Hispanic environment, and knowledge of essential information about
daily Hispanic culture. Mayan companent: Students wiil learn to identify the
unique components of pre-Colombian Mayan civilization including pre-ciassic,
classic, and post-classical architectural styles, glyph writing, astronomy, mathe-
matics, religion, history, and features of daily life. Field trip companent: Seven-
day field trip to Yucatan, Mexicao,

HUM 163 Seminar: Mayan Culture Field Trip 1(0-2)

Prerequisite: Department approval. Seven-day field trip to Yucatan, Mexico.
Students will learn to identify the unique components of pre-Colombian Mayan
civilizaion including pre-ciassic, classic, and post-classical architecturat styles,
glyph writing, astronomy, mathematics, religion, history, and features of Mayan
daily life through direct observation on the field trip.

HUM 164 Seminar: Stratford Theater Trip 1{1-0}

A “cuttural practicum” providing students with the opporiunity fo experience
exemplary theatrical productions, Cuttural breadth and historical perspective
are achieved by attending performances, lectures, and interacting with pro-
fessionals in the field. Skills of critical analysis are also exercised through
exposure to some of the world's finest classical writing and assessment of
both oral interpretation and text.

HUM 171 Seminar: Basic Judaism 2(2-0)

An introduction to the basic teachings of Judaism from a developmental point
of view,

HUM 175 Seminar: Russian Study-Travel 4(3-1)

An eleven-week survey of Russian history, art, culture and politics; basic
instruction in conversationai Russian; and travet fa the Soviet Union during
the Russian Winter Festival.

HUM 178 Seminar: 20th Century Dictators 2{2-0)

This course wiil compare and conirast Mussolini, Hitler, and Stalin in their
personatities, objectives and cargers, and i will examine the general historicat
conditions surrounding these men.

HUM 172 Saminar: Introduction to Archaeclogy 2(2-0)

This course examines the history and methads of archaeclogy, especiatly that
of the ancient Mediterranean region. The great discoveries and their discoverers
will be highlighted, and the use of evidence such as coins, pottery, and
inscriptions will be examined. Slide-tape presentations will provide coforful
insights into Tutankhamun's tomb, the rescue of Abu Simbel, and the recovery
of buried Pompeii. New areas, including underwater archaeology, and recent
controversies, such as that sutrrounding the city of Ebla, wili be probed, as
well.

HUM 185 Seminar: Egypt Today 2{2-0)

Experience Egypt's magnificent past through a close inspection of its remaining
monuments. This course will emphasize the culture of Pharanoic Egypt, but
isiamic contributions and the relationships between modern and former
Egyptian ways of life will also be considered. Color slides, artifacts, and the
instructor's persanal reminiscences are featured.

HUM 211 World Civilizations } 4(4-0)

First of a series of three courses in the cultural foundations of the major ancient
world civilizations of Africa, Asia, Europe, and the Americas. Emphasizes the
relationship of man's creative works to his needs, beliefs, and values showing
how others have understood themselves and how this understanding has shaped
our.views and conditions today. :

HUM 212 World Civilizations 1l 4(4-0)

Prerequisite; HUM 211 ar 201. Second of a series of three courses in the
cuftural foundations of the major world civitizations of Africa, Asia, Europe,
and the Americas fram the sevenih to the seventeenth centuries. Emphasizes
the relationship of man’s creative works to his needs, beliefs, and values showing
how others have understoad themsetves and howthis understanding has shaped
our views and conditions today. :

HUM 213 World Civilizations HI 4(4-0)

Prerequisite: HUM 212 or 202. Third of a series of three courses in the cultural
foundations of the major world civilizations of Africa, Asia, Europe, and the
Arnericas in the modern era. Emphasizes the refationship of man's creative
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works to his needs, beliefs, and vatues showing how others have understood
themselves and how this understanding has shaped our views and conditions
today.

HUM 215 1Ropia; The Future Through The Past 4{4.0)

Prerequisite: WRI 121 (ENG 122 recommended). The study of representative
Utopian literature of the western world, plus a few an-utopian works, for the
dual purposes of reviewing and understanding the past but aiso, and more
importantly, considering and evaluating social, political, economic, and moral
issues of the near future.

HUM 220 Japanese Civilization 4(4-0)

This course iraces and deveiops Japan's cultural tradition with strong emphasis
on her history, religion and ritual, and arts. Further, this course wiil show that
modern Japan can best be understood in the light of her distinctive culturai
traditions.

HUM 260 Seminar: Ancient Egypt 4(4-0)

Explores the history and cuftures of one of the earilest and most successful
of world civilizations. This course emphasizes Egyptian achievements in ari,
architecture and literature and will consider the roles played by religion,
geography and climate in the Egyptian way of life. The great discoveries and
discoverers of Egyptian archaeclogy will also be featured. Muiti-media pres-
entations.

HUM 265 Seminar: Ethical Issues in Medicine 3(3.0)

The purpase of this course is to present some of the ethical problems which
arise in relation fo heaith and health care, and to develop a framework for
decision making with which to approach these and ather related problems.
Some of the topics that wili be discussed are: nature of health counseling,
withhoiding and withdrawing treatment, autonomy, confidentiality and informed
consent. This course is open to all interested persons. Aithough ethical
considerations will invoive some philosaphical principles, the necessary back-
ground will be provided in ctass so no prior philosophy is required.

HUM 294 Seminar: The Apostie Paul 4(4-0)

A study of the religious figure Paul, both as a product of his time and a shaper
of those times as revealed in his writings.

PHILOSOPHY (PHL)
DRepartment of Humanities
Division of Arts and Sciences

PHL 101 intreduction to Logic 440}

An introduction to the elements of reasoning with speciai attention given to
the role of language in reasoning, the identification of failacious arguments
in bath deductive and inductive reasoning, and the use of reason in everyday
fife.

PHL 102 Phijosophy of Science 4(4-0)

A critical examination of some of the basic concepts and problems of the
naturai and sociai sciences. Particular consideration is given to the concept
of “confirmation” and related problems of scientific concept formation. Theory
construction and explanation are aiso considered.

PHL 103 Intreduction to Ethics 4(4-0)

A course designed {o explore essential requirements for moral reasoning. Basic
moral principles witl be examinad and moral priorities discussed in the context
of imporiant social issues,

PHL 201 History of Philosophy | 4(4.0)

First in a series of three courses. Surveys major deveiopments in wesiern
philosophy and their retation to the histarical context in which they occur.
From the early Greek nature philosophers to the thoughts of Socrates, Plato,
and Arisiotle.

PHL 202 History of Philosophy ii 4{4-0)

Continuation of History of Philosophy {; medieval to early modern philosophy.
From schalastic thought o the scientific revoiution and Copernicus, Descrates,
Newton, Locke, and Hume.

PHL 203 History of Philosophy i 4{4-0)

Continuation of History of Philosophy |I; modern and contemparary philosophy.
From Kant, and the structure of human thought o the meaning of belief and
Wiliiam James, Russel, and Whitehead.

PHL 211 Who Am 17 4(4-0)

Philosophy of person. Philosophical questions concerning concepts of self, the
egocentric predicament, sensation and reason as sources of knowledge, and
rationatity and seif definition. Examination of one's personal pasition through
reading and discussion of primary and secondary sources.

PHL 212 Self and Society 4(4-0)

Philosophy of society and culture. Philosaphical questions concerning knowi-
edge and accuituration, law and conscience, and individual decisions and social
responsibility. Examination of one’s personal position through reading and
discussion of primary and secondary sources.

PHL 213 Life, Cosmos, Meaning 4(4-0}

Pnilosophy of nature and the transcendent. Philosophicat questions concerning
reality behind appearances, faith and knowledge as sources of meaning,
cosmology and our place in nature, and ecology and perspective on life,
Examination of one’s personal position through reading and discussion of
primary and secondary sources.

PHL 215 Modern Formai Logic: An Introduction 4(4-0)

A survey of modern logic as a tool for analysis of reasoning expressed in any
language. Using a standard logical shorthand, usefut methods are applied $o
determining the consistency, inconsistency, or equivalence of statements and
the validity or invalidity of deductive arguments. Practical applications for
analysis of technical language (regardless of subject matter) are stressed.

RELIGION {REL)
Department of Humanities
Division of Arts and Sciences

HEL 150 World Religions 4(4-0)

Survey of the thought and practice of five major religions; Hinduism, Buddhism,
Judaism, Christianity, and istam. Emphasis is upon deepening our understand-
ing of ourselves and others through a new appreciation of the role of religion
in the development of human culture and values.

REL 201 Religions of East Asia 4(4-0)

Survey of the traditional refigions of China and Japan with primary emphasis
on the contempaorary role and infiuence of these retigions in the modern worlid.

REL 203 Religion in American Life 4{4-0)

The changing role of refigion in the history of the United States from coionial
days to the present. Emphasis on contemporary institutional and theological
trends in relation to American culture and sociaty.

REL 211 0ld Testament Literature 4(4-0)

The origin and development of Hebrew religion and Judaism as reflected in
the canon of the Hebrew Bibie (Old Testament).

REL 212 New Testament Literature 4(4-0)

A study of Christian origins and beliefs as reflected in the literature of the
New Testament, viewed in its original historical setting.

SEMINARS

Each term seminars may be offered in any of the disciplines of art and
music history, history, literaiure, philosophy, or religion. Each seminar has
its own course code and a descriptive titie which includes the designation
"seminar.” Course codes, credit value and applicabitity toward degrees depend
on the seminar cantent.

Transferability is decided on an individual basis by the institution to which
the student transfers, information about degree credit and fevel of instruction
will be provided at the first class meeting or in advance at the department
office. in general, seminar course numbers above 200 indicate increased
chatlenge.
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CPS 100-CPS 265

INDEPENDENT STUDY Credits variable,

one or two

Prerequisfte: Arrangement with an instructor and approval by the Departrment
Chairperson before registration. Special research projects and/or individual
readings in English, History, Humanities, or Phiiosophy. Students will invest
no less than 20 hours for each credit earned. Enroliment is usually restricted
to Honors students who have grade-poini averages of at least 3.0 in courses
offered by this department.

DEPARTMENT OF MATHEMATICS
AND COMPUTER SCIENCE

Chairperson: Dr. Gary Knippenberg
165 Arts and Sciences Buiiding

The Department of Mathematics and Computer Science offers courses under
the following course codes:

CPS:  Computer Science
MTH: Mathematics/Statistics

The Department of Mathematics and Computer Science offers courses in
four different program areas. These inciude transfer level mathematics, sta-
tistics, computer science, and developmental mathematics. In each of these
areas the curriculum is designed to provide students with the opportunity to
start a program of study at a leve! which is appropriate for their experience
and educational background, and then to proceed to any level of mastery
which they need or desire.

The transfer level courses paralfel freshman and sophomore levels of
university work in mathematics, statistics, and computer science. They are
taught using a traditional lecture format. Credits earned are transferable to
ather colleges and universities. Many of the transfer level mathematics and
statistics courses require the use of computers. Computing facilities are readily
avaitable and instruction for use of these facilities is provided as a part of
these courses.

Some computer science courses are designed for students who simply want
a brief introduction 10 the discipline. Most, however, are designed 1o equip
students with the background in computer science necessary o confinue a
major in this discipline or in mathemnatics, science, or engineering at a four-
year coilege or university.

The developmental mathematics curriculum includes courses in arithmetic,
geometry and aigebra. Each course is offered using varying instructional modes.
First, each developmentai course is offered in the Mathematics Laboratory.
This facility allows students to proceed through their course at a fiexible pace,
working independently, but at the same time always having one-to-one instruc-
tion available from Laboratory instructors. Some sections of the Mathematics
Laboratory courses also make use of weekly group lectures. In additian, twa
developmental courses, MTH 012 and MTH 102, are aiso offered using the
traditional lecture methed of presentation. '

To determine the proper eniry levei course, students are encouraged 1o avail
themseives of the Department's Math Placement Testing Service. This free
testing is provided in the Mathemnatics Laboratory, Students are advised to
make use of this service before registering for a math course.

Seminars

Each term seminars may be offered in any of the disciptines of computer
science or mathematics, Each seminar has its own course code and a
descriptive title which includes the designation “seminar.”

Course codes, credit value and applicability toward degrees depend on the
seminar content. Transferabifity is decided on an individual basis by the
institution to which the student transfers, Information about degree credit and
tevel of instruction wili be provided at the first class meeting or in advance
at the department office. In general, seminar course numbers abave 200
indicate increased challenge.

COURSE DESCRIPT:ONS

Computer Science {CPS)
Departrnent of Mathematics and Computer Science
Divisien of Aris and Sciences

CPS 100 4H4-0}

Prerequisite: None. This course is designed so that the computer becomes
an understandable tool to the student. introduction to and practice is pravided
in word processing, spread sheet apptications, the programming language
BASIC, and-user networks. In addition, the student learns of the appiication
of computers io society at large by considering their social and economic
impiications, uses of large data banks and questions of privacy and security,
and recent advances in computer technoiogy,

introduction to Computers
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CP5 110 BASIC for Aris and Sciences 44-0)

Prerequisite: MTH 012 or Placemnent Test and experience in BASIC. This course
is intended to provide students with a background in programming using an
extended versicn of the language BASIC. Primary focus is on learning the
language and standard methods of structured programming by writing pro-
grams. Top-down design and siepwise refinement are emphasized in algorithm
deveiopment and problem solving.

CPS 15¢ FORTRAM 4(4.-0}

Prerequisite: MTH 165. Structured programming techniques are applied in
the design of aigarithms and their implementation in FORTRAN 77. Tapics
included are Nassi-Shneiderman designs, stepwise refinement autlines, controt
structures, functions and subroutines, input and output procedures, data types
and their associated formatting, and arrays.

CP5 210 Advanced Programming in BASIC 4(4-03

Prerequisite: CPS 110 and MTH 165, The primary emphasis of this course
is ta apply the fanguage BASIC to engineering and scientific computation. i
focuses on applications of science and mathematics. Emphasis is placed on
programming technigques and style; the use of extensions of standard BASIC
is encouraged, Topics emphasized include files, arrays, sorting and searching,
tinked lists and indexed files. Computer projects related to other courses wili
be encouraged.

CP5220 Introduction to Graphics 4{4-0)

Prerequisite: MTH 165 and cone language. This course is designed o develop
concepts and skills in the use of computer graphics. The focus isonthe elements
of developing a graphics system for a hands-on approach to graphics appli-
cations. A review of currently availabte graphics systems is included.

CPS 240 Statistical Computing in SPSSX 3(3-0)

Prerequisite: MTH 170 or MTH 205 or equivalent. For anyone having completed
at least ane course in introductory statistics, this course introduces the novice
user to the most commonily used features and procedures of the SPSSX
statistical computing tanguage. Topics include: fundamentals of an SPSSX job
and associated fites, descriptive statistics, measures of association for two-
way tables, chi-square and normal distributions, tests for equality of means,
and bivariate and multiple regression analysis.

CP5 250 Advanced Programming in FORTRAN 4(4-0)

Prerequisite: CPS 150. Advanced programming techniques are applied in a
top-down fashion to problems involving common data structures (stacks,
queues, trees and cther linked data structures) and file handiing, Additional
topics inciuded are internai representation of data, siring processing, and
algorithm efficiency.

CPS255 Algorithms and PASCAL | 4(4.0)

Prerequisite: MTH 213. This course is designed to estabiish an understanding
of fundamental computationat procedures which form a basis for continuing
study in computer science. Techniques of top-down design are apptied in the
design of algorithms and their impiementation in Pascal. Topics included are
Nassi-Shneiderman designs, stepwise refinement outlines, coniral struciures,
functions, procedures, recursion, input and output operations, data types,
arrays, and string processing.

CPS 256 Algorithms and PASCAL § 4¢4-0)

Prerequisite: CPS 255, Topics included are internal representation of data,
sets, records, files, dynamic variabies, stacks, queues, trees and other linked
data structures, and algorithm efficiency.

CPS 260 Introduction to Discrete Structures 5(5-0)

Prerequisite: MTH 213 and CPS 256 or CPS 250. An intreduction to the logical
and aigebraic structures and techniques required for further study in computer
science. Topics included are staterment logic and proof techniques, relations,
functions, directed and undirected graphs and their matrix representations,
Boolean aigebra and logic networks, Hamming codes, finite-state machines,
recognizers and regular expressions,

CPS 265 Assembly Language, C, and Computer Organizagion 5(5-0)

Prerequisite: MTH 2%3 and CPS 250 or CPS 255. An introduction for computer
science majars to machine structure, registers, and operations, as implemented
on DEC/VAX minicomputers. Assembler, loader and execution tasks are
delineated; internat mathematicat representation of data and related algorithms
are studied, The language C and VAX-11 Macro assembiy language are studied
to illustrate the principles behind machine-oriented language features, Macro
facilities, especially for input-output operations, and subprogram linkage,
particulariy using C, are emphasized.
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CPS 296 Seminar: Systermn Support 3(3-0)

Prerequisite: Departmental Approval. An introduction to the Digital YAX com-
puter system. Software systems covered include the Digital Command Lan-
guage, the Course Authoring System, Computer Managed Learning, the Digital
Editor, and the Digital accaunting structure, Spreadsheets, graphics software,
and operating systems are considered. Students also do production program-
ming.

Mathematics {MTH)
Department of Mathematics and Computer Science
Division of Arts and Sciences

Developmentat Courses

MTH 095 Mathernatics Laboratory No credit

At the time of registration in a Math Lab Course, a student must register for
both a specific course {such as MTH 008 or MTH 009} and'a MTH 095 section.
The MTH 095 section determines the time for the student’s attendance in
the Mathematics Laboratory; # is not a course. The courses available in the
Mathematics Laboratory include MTH 008, MTH 009, MTH 012, and MTH
102, MTH 012 and MTH 102 are aiso available in a lecture format whxch
is conducted in a traditional classroom environmeni.

MTH 008 Basic Arithmetic 5(0-5)

Prerequisite: Placement Test. The course focuses on practical uses of arithmetic.
Skills and practical applications with whole numbers, decimals, fractions,
percents and proportions are emphasized. An introduction to measurement
is presented. Woark is done both with and without a caicuiator.

MTH 009 Pre-Algebra 5{0-5)

Prerequisite: MTH 008 or Placement Test. The emphasis is on those concepts
and skills needed before a student begins an algebra course. Topics emphasized
inciude operations on fractions, percents, proportions, measurement, statisticat
charts, and simple algebraic equations. An introduction to geometry and the
Metric System is included, Word problems are emphasized with all topics.
Use of a catculator is optionat for checking calculations.

MTH 012 Beginning Algebra 5(0-5)

Prerequisite: MTH 009 or Placement Test, An introductory course in aigebra
covering the real number system, finear equations, polynomials, factoring,
rational expressions, radicals, systems of equations, graphing and applications.

MTH 013 Basic Geometry 2(0-2}

Prerequisite: A grade of 2.0 or higher in MTH 012 or Placernent Test. An intuitive
course for students with little or no geometry background and who wish to
review ar expertence an introduction to this area of mathematics. # pravides
the basic geometry needed for further study in mathematics. Topics from both
plane and solid geometry are cavered, including similar figures, congruent
triangles and properties of the circle. Proofs and constructions are not con-
sidered,

MTH 102 Intermediate Algebra 5{0-5)

Prerequisite: A grade of 2.0 or higher in MTH 012 or Ptacéement Test. An
extension of Beginning Algebra with emphasis on functions, graphing, inequat-
ities, polynomials, systems of equations, rationat expressions, radicals, rationat
expanents, quadratic equations and applications,

Transfer Level Mathematics

MTH 164 Colege Algebra and Trigonometry ! 5¢5.0)

Prereguisite: A grade of 2.0 ar higher in MTH 102 or Placement Test. Tapics
include exponents and radicais, {inear equations and inequalities, quadratic
equations and inequalities, use of calculator in solving numerical probtems
involving Jogarithmic and exponential functions, matrices, systerns of linear
equations, complex numbers, synthetic division and theory of equations,

MTH 165 College Algebra and Trigonometry i 5(5-0)

Prerequisite: A grade of 2,0 or higher in MTH 164 or Placement Test. A
continuation of MTH 164. Topics included are trigonometric functions, trigo-
nometric identities, applications, DeMoivre's Theorem, sequerces, mathe-
matical induction, combinatorics and linear programming.

MTH 166 Finite Mathematics 5{5-0)

Prerequisite: A grade of 2.0 or higher in MTH 164 ar Placement Test. An ajternate
course to MTH 165 for students whose program does not require the study
of trigenemetry. It is an introduction o those topics in mathematics which
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have principal application in management, science, the Life Sciences, and
the Social Sciences. These topics inciude linear systems of equations and
matrices, linear inequalities and linear prograrmming, prababiiity and statistics,
and decision theory.

MTH 200 Arithmetical Foundations 5(5-0)

Prerequisite: MTH 102 proficiency. Required of all efernentary pre-teachers.
Included is a study of the real humber system, numeration, measurement
and intuitive geometry. An activity-oriented approach is emphasized using
standard teaching aids.

MTH 213 Anailytic Geometry and Caiculus i 5(5-0)

Prerequisite: A grade of 2.0 or higher in MTH 165 or Placement Test. The
concept of stope of a curve is used o motivate and introduce the derivative.
Topics include: formulas for differensiation with applications to curve tracing,
optimization, related rates and the solution of equations. Conic sections, the
indefinite integral and the caiculys of trigonometric functions are also intro-
duced.

MTH 214 Analytic Geometry and Calculus I 5(5-0)

Prerequisite: Grade of 2.0 or higher in MTH 213, The concept of area under
acurve is used to motivate and introduce the definite integral. The Fundamentai
Theorem of Calcuius is proved with applications to problems involving area,
volurme, arc length, surface area, work, and center of mass. Methods of
differentiation and integration of transcendental functions are studied.

MTH 215 Analytic Geometry and Caiculus 1l 5(5-0}

Prerequisite: Grade of 2.0 or higher in MTH 214, Tapics to be covered include:
polar coordinates, infinite sequences, infinite series, pawer series, an iniro-
duction to vectors in 2 and 3-space, and an introduction to partiai derivatives,

MTH 216 Analytic Geometry and Calculus IV 5(5-0)

Prerequisite; Grade of 2,0 ar higher in MTH 215. Topics to be covered include:
the calculus of vector functions, additional applications of partial derivatives,
multipte integrats and ordinary differentiat equations.

MTH 234 Linear Aigebra 5(5-0)

Prerequisite; A grade of 2.0 or higher in MTH 215, An introduciion to Linear
Afgebra. Topics inciude systemns of linear equations, matrices, deﬁerminants,
vector spaces, linear ransformations, eigenvalues, eigenvectors and quadratic
forms.

MTH 239, 240 Honors Seminars in Mathematics 2(2-0)

Prerequisite: By Departmental Invitation. The student will maintain an indi-
vidualized program in problemn soiving at a tevel higher than usually encountered
in an introductory course.

MTH 251 5(5-0)

Prerequisite: MTH 215 and CP$ 150. An introducton to the use of computing
aigorithms and their FORTRAN implementations for solving the typical problems
that arise in science, engineering and technology. Topics include: Approxi-
mations to roots of equations, polynomial interpoiation, curve fitting, numerical
differentiation and integrations, and numericat solutions of ordinary differential
equations.

Introductory Numerical Analysis

Statistics
Department of Mathematics and Computer Science
Division of Arts and Sciences

MTH 170 Introduction o Siatistics 5¢(5-0)

Prerequisite: MTH 164 or equivalent. Topics inciude descriptive statistics,
elementary probability, estimation, confidence intervals and hypothesis testing.
The course is especially designed for students in curricula such as social
science, poiitical science, medica! technology or human ecology where only
one term of statistics is required.

MTH 205 Statistics 5¢{5-0)

Prerequisite: MTH 165 or MTH 166 or equivalent, Topics include frequency
distributions, measures of central tendency and dispersion, Chebyshev's Theo-
rem, laws of probability, random variables, expectation, probability distributions,
limit theorem, sampling distributions, estimation and confidence intervats.
Computer applications using the statistical package SPSSX are included. The
course is especially designed for students in curricula such as business or
econamics.,
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ANT 145-BI0 260

DEPARTMENT OF SCIENCE

Chairperson; Dr, Aflan Saaf
408 Arts and Sciences Building

The Department of Science offers courses in a variety of discipiines,
principally Biology, Physics, Chemistry, and Earth Science. The fotiowing course
prefixes identify various subjects among the Science Department courses in
order of their appearance in the subsequent text:

ANT:  Anatorny NS: Natural Sclence
AST: Astronomy OCN: Oceanology
BIO: Biology PGY: Physiology
CEM: Chemistry PHY: Physics

GE: Geology SC: Science Seminars and’
MET: Meteorology independent Study
MIC:  Micrabiology

The mission of the Science Department is to provide educational programs
which meet three basic curricular needs. These are, to provide a fuli range
of courses that fulfifl generat education science requirements for an Associate
Degree; to develop and offer specialized courses in support of programs offered
by other departments within the College; and tc provide an opportunity for
qualified students to select independent study, Honors options or seminars
on science subjects.

General education is a central part of the Science Department's effort.
Courses siress understanding of broad sciéntific principles and emphasize
the impartance of scientific reasoning, careful observation, and problem solving
techniques,

Students who wish to acquaint themselves with a science subject, but have
no need for a grade or credd in that course, may register to audit. The Science
Department welcomes the opportunity to pravide this option fo interested
students.

COURSE DESCRIPTIONS

Anatomy {ENT)
Department of Science
Division of Arts and Sciences

ANT 145 4(3-2)

Prerequisite: Norde, A one term course in human anatorny and physiology.
Course combines 3 hours of lecture and 2 hours of laboratory to teach body
systerns and their functions. it is designed for non-science majors who would
like a basic understanding of the parts of the human body and how they work.

ANT 151 Anatomy and Physiology | 4(3-2}

Prerequisite: None. Emphasizes the function of all systems in the human hody.
Study of cells, tissues, skeletal system, muscular system, nervous system and
special sense organs. The first of a two-term sequence in Human Anatomy
and Physiology, designed for students pursuing certain vocational programs
including medical secretaries, psychology majors, dental assistants, and other
programs requiring basic understanding of human systems.

Introductory Anatomy and Physiology

ANT 152 Anatomny and Physiotogy |} 4(3-2)

Prerequisite: ANT 151. This course covers the circuiatory, respiratory, digestive,
urinary, reproductive, and endocrine systems. The second of a two-term
sequence designed for students pursuing certain vocational programs such
as medical secretaries, psychology majors, dental assistants and other pro-
grams requiring a basic understanding of hurman systems.

ANT 211 Human Anatomy 53-3)

Prerequisite: BIQ 101 or equivalent. A study of the anatomy of the human
bady that includes the structures of the skeletal, muscular, nervous, sensory,
circulatary, respiratory, digestive, excretory, endocrine, and reproductive sys-
terns. It is designed to meet the needs of students in biciogy or retated applied
fields such as nursing, physical education and mortuary science.

Astronomy (AST)
Department of Science
Division of Arts and Sciences

AST 201 4(4-1)

Prerequisite: None, A non-mathematicai survey of astronomy with emphasis
on recent discaveries. Topics inciude: astronomicat instruments and measure-
ments, solar system, steilar evolution, quasars, black holes, casmalogy, and
the expanding universe. The LCC Pianetarium will be used to simuiate tha
night sky. Lahoratory activities are designed to iiustrate major asfronomicai
concepts and may include astronomical observations.

Introduction to Astronomy
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Biotogy (BIO)
Department of Science
Division of Aris and Sciences

BiO 1061 Biology 4(3-3)

Prerequisite: High school chemnistry within past two years or CEM 110. A course
that deals with basic chernical, physical and biologicai concepts which are
essential to the understanding of further studies in biology, including physiology
and microbiology. Topics include: the metric system, basic atomic structure,
chemicat bonds, carbohydrates, lipids, proteins, nucieic acids, diffusion, oso-
mosis, fiftration, the light microscope, cell structure and function, mitosis and
meiosis, and genetics.

Bi0 107 Cel Biology | «3-3;

Prerequisite: CEM 110 or HS Chemistry. First course in a three-erm biology
sequence for science majors. Lecture topics include: atomic structure and
bonding; chemistry of carbohydrates, lipids, and proteins; siructure and
function of all eukaryotic celt organeiles; biochemistry of respiration and
photasynthesis; mammalian nerve cel; and the human immune system.
Laboratary emphasizes techniques used in celi and motecular biology.

BIO 108 Cell Biology i 4(3-3)

Prerequisite: B0 107. Second course in the biology sequence. This course
stresses the flow of genetic information in cells and in populations of living
organisms. Lecture topics include: mitosis and meiosis, structure and function
of DNA, RNA, and genes; chromosome function; general principles of heredity;
recombinant DNA technology; cancer and oncogenes; regulation of gene
expression; and the genetic basis of evolution. Laboratary emphasizes tech-
niques used in genetics and molecular biology.

BI0 169  Principles of Ecology 4(3.3)

Prerequisite: None. Third course in the biciogy sequence. Lectures stress the
theories of ecology at the population, community, and ecosystem leveis.
Laboratory work includes population sampling, a class field project, computer
and statistical analysis of data, and physical and chemicat analysis of aquatic
ecosystems. A day fong trip to Gull Lake is usually included.

BIO 140 Evolution #(3-3)

Prerequisite: None. The evolution of life on Earth as it is presently understood
is the content of this course. As a background to the study of organic evalution,
the origin and evolution of the universe and the planet Earth are considered,
The scientific method and scientific treatment of theories and evidence are
emphasized,

BIO 261 Zoology ! 4(3-3)

Preraquisite: None. First of two courses designed to survey the field of animal
biology and serve as a foundation for advanced courses. Deals with the
characteristics of life, cellular structures and their functions, celi division,
chemical and physical aspects of life, an introduction to histclogy and a study
of the integumentary, skeletal, muscular, digestive, respiratory, urinary, cir-
culatory, nervous, endocrine, and reproductive systems, Emphasis is on the
vertebrates, principally the mammals.

B0 202 Zoology H 4(3-3)

Prerequisite: BIO 201 or department approval. Continuation of Bi0 201. Begins
with an introduction to heredity, population genetics and the theory of evalution.
Deals principally with the taxonomy and comparative anatamy of members
found within the major animal phyia, A phytogenetic approach is used to study
the various animal phyla from Protozoa through Chordata. An introduction to
ecology and the ways in which various animals interact is inciuded.

810 210 4(3-3

Prerequisite: None. Study of natural renewable resources and their utilization
through management and conservation. Tepics inciude history of conservation,
soiis, water, forests, wetlands, wildlife, and the impact of humans on such
renewabie resources of the earth. The laboratory consists of field investigations
and projects for natural resource majors or others according to interest.

Issues in Consarvation

BIO 250 Entomology 4(3-3)

Prerequisite: None. An introduction tc the study of insects that emphasizes
their classification, evoiuticn, life cycles, and behaviar. External and internal
structures and functions are included. The biclogy and controf of ecanomically
and medically significant species is discussed, with emphasis on the various
ecoiogical roies of insects. Laboratory and fieid work siresses identification
and collection of major insect groups found in Michigan.

BIO 260 Botany 4(3.3)

Prerequisite: One term of biology recommended. A morphological study of
plants. The course deals with plant structures and life cycles, and consideration
of antological and evoiutionary development.
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BI0 270 Human Genetics 4(4-0)

Prerequisite: BIO 101 or general biology required. Presents general principies
of genetics with specific apptication to the human species. Topics include;
Mendelian genetics, mitosis and meiosis, chromosome structure, sex deter-
mination and X-linkage, chromosome aberrations, molecular basis of inheri.
{ance, gene muiations, genetics of immune sysiem, cancer genes, recombinant
DNA technclogy, and genetic screening and counseling,

BI0 274 Principles of Molecular Biology 3(3-0)

Prerequisite: BIO 108 and deparimental approval. This introductory lecture
course summatrizes the history of the recombinant DNA revoiution and surveys
the principles of, and experiments in, malecular genetics. BIO 274 must be
taken priar to BIO 275 and BIO 276,

BIQ 275 Molecular Biology 1 4(2.4)

‘Prerequisite: Bi0 274 or departmental approval, As the first of two courses,
the main objective will be to introduce students 1o the principles of molecular
bioiogy. Laboratory experiments wiHl include growing bacterial colonies, using
restriction enzymes, gel electrophoresis, DNA purification, and cioning and
manipulating recombinant genes, with both plasmid and lambda bacteriophage
DNA.

BI0 276 Molecular Biology Il 4(2-4)

Prerequisite: BI0 275. The second course in the malecuiar biology series
introduces students to more sophisticated: aspects of molecular biology re-
search. Experiments will include M 13 bacteriophage cloning, DNA seqguence
analysis, and Seuthern and Narthern blotting techniques. Field trips to research
tabs will be arranged.

810 280 Histology 4(1.6)

Prerequisite; BI0 107 or equivalent and PGY 212 are desirabie. Deals with
cells and their arrangement in tissues. Composition, appearance, function,
and interretation of tissues are studied. Whife non-human tissues may be used
occasionally for iflustration, the emphasis is on non-pathoiogicat human gssue.

BIO 290 Principles of Embryology 3(3-0)

Prerequisite: ANT 211 recommended. Emgphasis is on processes and mech-
anisms of development beginning at the motecular ievel and extending to the
celiular and tissue levels. Cellular and tissue differentiation and interaction
are examnined in detail. Students should enroll in B0 291 concurrently.

Bl0 291 Embryology Laboratory 3(0-8)

Prerequisite: BIO 290 or concurrent. This course is the laboratory experience
for BIO 290. it emphasizes observation of preserved embryos, and of prepared
slides of embryos, whole and sectioned. The student becomes famitiar with
developmental stages of chick and pig embryos with some comparison made
to human embryos.

Chemistry (CEM)
Department of Science
Division of Arts and Sciences

CEM 110 Fundamentals of Chemistry | 5(5-0)

Prerequisite: MTH 009 or equivalent. First of three lecture courses designed
to meet the needs of students reguiring one year of chemistry or a one-term
course in inorganic concepts. Introduces the principles of measurement,
dimensiona! analysis, properties and structure of matter, nuclear chemistry,
electronic structure, chemical bonding, nomenclature, chemical equations,
stoichiometry, the gas laws, an introduction to solution chemiséry, and acid-
base ionic equilibria,

CEM 111 Fundamentais of Chemistry R 3{3-.0)

Prerequisites: CEM 110 and MTH 102 or equivaient. Augments concepts of
the quantum mechanical description of the atom, stoichiometry and solution
chemistry, and introduces further concepts in malecuiar geometry, chemical
kinetics, chernicat equilibrium, oxidation-reduction, and thermodynamics. The
student shouid take CEM 181 concurrentiy.

CEM 112 Fundamentals of Chemistry i 3(3-0)

Prerequisite;: CEM 111. A survey of the principies of organic chemistry.
introduces the student o the siructure, nomenclature, chemical and physical
properties, selected characteristic preparations and reactions of the mast
common classes of organic compounds. Other topics include polymers, optical
isomerism and selected reaction mechanisms. Students enrolled in this course
shoutld take CEM 122 concurrentty.
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CEM 122 Fundamentals of Organic Chemistry Laboratory 1{0-3}

Prerequisites: CEM 111 and CEM 181 or equivalent. An organic chemistry
labaratory course that parallels the iecture course CEM 112, The class is
designed {0 give the student experience with techniques, equipment and
chemicals commonty empioyed in organic laboratories. Particular attention
is given to reinforcing principles through experiences which directly relate to
the materiat presented in CEM 112.

CEM 185 Concepts in Biochemistry 54-2)

Prerequisites: High school chemistry within past two years or CEM 110. BIO
101 or equivatent also recommended. This course is designed 1o provide an
understanding of the chemistry of iife processes. Topics include: enzymes,
carbohydrates, lipids, proteins, metabolic pathways, amino acids, nucleic acids,
bicchemical genetics, blood and respiratory chemistry, urine, electroiytes, acid-
base batance, hormones, and vitamins. Physiclogical and pathelogicat appii-
cations are incorporated into the topics. Required for students pursuing nursing,
other Health Career programs, and the Biotechnology program.

CEM 170 2(2-0}

Prerequisites. High schoot chernistry, concurrent enrollment or completion of
MTH 102 or equivalent. CEM 170 is a "refresher course” for students who
have had high school chemisiry, Siudents whose curriculum lists the CEM
171 sequence may be advised, depending upon a placement test score, to
take CEM 110 or CEM 170 before beginning CEM 171.

tntroduction to Chemistry

CEM 171 4(4-0)

Prerequisites: High school chemistry or CEM 110 and algebra or MTH 102.
Students should enroll in CEM 181 concurrentiy. CEM 171 is the first of three
lecture courses which form an introduction to general chemisiry for students
in the physical sciences, life sciences, and engineering. Covers atomic and
molecutar structure, chemical bonding, nomenciature, staichiometry, gas faws,
sofutions, phase rule, the liquid and soiid states, and coliaids.

Generai Chemistry Lecture |

CEM 172 General Chemistry Lecture i 3(3-0)

Prerequisites: CEM 171 and MTH 164, Students should enroli in CEM 182
concurrently. CEM 172 is a continuation of CEM 171. Topics include acid-
base theory, a brief introduction to ionic equitibria, oxidation-reduction, elec-
trochemistry, chemical kinetics, chemicat equilibrium, basic thermodynamics,
and descriptive chemistry of the nonmaetals.

CEM 173 General Chemistry Lecture 1§ 3(3-0)

Prerequisttes: CEM 172, CEM 173 is the third course in the 170°s lecture series.
Topics include ionic equilibria, sotubility product constants, and introduction
o coordination chernistry, descriptive inarganic chemistry, nuciear chemisiry,
and fundamental particles.

CEM 181 General Chemistry Laboratory | 1{0-3)

Prerequisite: Credit or concurrent enroliment in CEM 111 or CEM 171, CEM
181 is the first in a series of three general chemistry iaboratory courses which
is designed to accompany the CEM 170's lecture sequence. lt stresses
technigues and inciudes a treatment of density determination, synthesis, gas
laws, and freezing point depression.

CEM 182 Generat Chemisiry Laboratory i 3{1-6)

Prerequisites: Credit or concurrent enroliment in CEM 172 and credit in CEM
181. CEM 182 is the second term general chemistry taboratory with emphasis
on quantitative anaiysis. includes acid-base titrations, oxidation-reduction
titrations, complexation titrations, spectrophotometric analysis, chemicat ki-
netics, and gravimetric methads of analysis.

CEM 183 General Chemistry Laboratory I 2(0-6)

Prerequisites: Credit or concurrent enzollment in CEM 173 and credit in CEM
182, CEM 183 is the third term generai chemnistry laboratary. it is a systematic
guatitative analysis fab which uses semi-micro techniques to deiermine the
presence of cormmon cations and anions,

CEM 241 Principles of Organic Chemistry | 4(4-0)

Prerequisites: CEM 172 and CEM 182 or equivalent. CEM 241 is the first lecture
course of a sequence designed primarily to introduce the fieid of arganic
chemistry ta those requiring only one year in this subiect. Topics include the
chemical and physical properties of aliphatic hydrocarbans with an emphasis
an nomenclature, preparation, reactions, mechanisms, and spectroscopy.

CEM 242 Principtes of Organic Chamistry il 4(4-0)

Prerequisite: Satisfaciory completion of CEM 241. CEM 242 is a continuation
of Chemistry 241. Topics inciude aromatic compounds, atkenes, carboxylic
acids and their derivatives, carbonyl compounds, and amines. Nomenclature,
preparations and reactions are stressed with emphasis on synthetic and
anatytical apptications of the reactions studied.
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CEM 243 Prineiples of Organic Chemistry 1) 3{3.0)

Prerequisite: Satisfactory compietion of CEM 242. CEM 243 is a confinuation
of Chemistry 242. Topics include amino acids, carbohydrates, lipids including
fats and oils, and nucleic acids.

CEM 244 Principles of Organic Chemistry Lab | 1(0-3)

Prerequisite: CEM 241. Laboratory exercises are selected to give students
experience with the chemicals, techniques, and equipment commonly em-
pioyed in organic laboratories, with particular attention given io compounds
siudied in CEM 242.

CEM 245 Principles of Organic Chemistry Lab H 1{¢-3)

Prerequisites: CEM 242 and CEM 244. A continuation of CEM 244 with emphasis
on mu'ti-step synthesis and isolation of organic materials. Particular atfention
is given to compounds studied in CEM 243,

CEM 251 Organic Chemistry | 3(3.0)

Prerequisites: CEM 172 and CEM 182 or equivaient. CEM 251 is the first lecture
course of a three-term sequence in Organic Chemistry designed primarily for
chemistry majors and other students wishing rigorous preparation for advanced
courses in chemistry, biochemistry, pharmacy, or other fields relaied fo the
physical sciences. Topics include structure and bonding, hybridization, no-
menciature, stereochemistry, thermodynamics and kinetics of organic reac-
tions, and functional groups, including many reactions and their mechanisms.

CEM 252 Organic Chemistry 3(3-0)

Prerequisite: Satisfactory completion of CEM 251. Continuation of CEM 251,
Topics include a study of conjugation and resonance, alcohoals, ethers, epoxides,
alkynes, aromatic compounds, and spectroscapy, There is continued emphasis
on mechanism and stereochemistry.

CEM 253 Qsganic Chemistry ili 3(3-0)

Prerequisite:; Satisfactary compietion of CEM 252, Continuation of CEM 262.
Topics include aldehydes, ketones, carboxylic acids, carboxylic acid derivatives,
amines, phenals, lipids and carbohydrates. There is a cantinued emphasis
on mechanism, stereochemistry and speciroscopy.

CEM 254 Organic Chemistry | Laboratory 2(0-6)

Prerequisite: CEM 251 concurrently. CEM 254 is the first course of a three
term organic laboratory sequence. Laboratory exercises are selected to give
the student experience with the chemicals, techniques, and equipment cam-
manly employed in organic laboratories. Particutar attention is given ta com-
pounds studied in CEM 251.

CEM 255 Organic Chemisiry fH Laboratory 2(0-8)

Prerequisite: CEM 252 concurrently and CEM 254, CEM 255 is the second
course of a three term organic laboratory sequence. Laboratory exercises are
synthesis experiments chosen to reinforce the reactions and mechanisms
discussed in CEM 252,

CEM 256 OQrganic Chemistry {lt Laberatory 2(0-6)

Prerequisite; CEM 253 concurrently and CEM 256. CEM 256 is the third course
of a three term organic laboratory sequence. Laboratory exercises involve
semimicro qualitative organic analysis. Identities of unknowns are established
using physical properties, chernical tests, derivatives, and spectroscopic in-
farmation.

Geology {GE)
Department of Science
Division of Arts and Sciences

GE 201, 202, 203 Geotogy Field Studies 1 to 3 credits

Prerequisite: Geology or Geology concurrently. These courses emphasize
technigues used to interpret geoiogic conditions in a field environment. Student
must be concurrently enrolled in GE 221, 222, 223, 224, or have previously
completed an equivalent Gectogy course, Numerous field trips required.

GE 210 Michigan Field Geology 2(0-2)

Prerequisite: None. This course expiores the gealogic agents which have shaped
the face of the Southern Peninsuta of mid-Michigan {giaciers, streams, wind
and man) through field investigations. Each ciass period will consist of a visit
to an area of geologic significance. Included will be the study of giacial
landforms, strearn valleys, shorelines, dunes, gquarries, rocks and fossils.
Appropriate for teachers, environmentatists, rock and fossi collectors, or anyone
interested in the geological heritage of Michigan.

1989 Catalog Lansing Community College

GE 221 Geology | 4(3-3}

Prerequisite: None. Minerals and rocks of the earth's crust; constructive and
destructive forces, including: erosion by water, ice, gravity, wind and waves,
and volcanism. Laboratory activities include study and identification of minerals
and rocks and the introduction to topographic and geoiogic maps to iliustrate
geologic features and concepts. Field activities may be included as part of
the laboratory.

GE 222 Geology 1l 4(3-3)

Prerequisite; None. Applies the principles of Historical Geology o the study
of the development of the earth from its inception to the present. Topics included
are; absolute and relative age dating, correlation, uniformitarianism, actualism,
fossils and their interpretation, chemical and organic evolution, environments
of deposition, geologic time, and methods of dating geologic features. Laboratory
activities inciude fossil study, physical stratigraphy, and interpretation of
geologic maps and cross sections. Field activities may be included as part
of the laboratory.

GE 223 Geology 11I 4(3-3)

Prerequisite: None. Applies the modern geolagical concepts developed over
the past three decades to the interpretation of the earth's behavior. Topics
include: sea floor spreading, plate tectonics, nature and role of volcanoes and
earthquakes, mountain building, and solar system geology. Laboratory activities
include: the interpretation and construction of several type of geological maps
and other graphic representations that summarize geotogic data.

GE 224 Michigan Geology 4(3-3}

Prerequisita: None. A general survey of the geology of Michigan and its
immediate environs. Topics include: the Canadian Shield areas of the northern
peninsula, development and nature of the Michigan Basin, the Pieistocene
Epoch in Michigan. Emphasis is placed on economic, environmentai and special
interest aspects of the Michigan's geologic past. Laboratory inciudes: study
of the minerals and rocks that are found in Michigan, economic resources,
and the interpretation of maps or other geologic information representing areas
of interest. Field activities may be included as part of the laboratory.

GE 250 Physical Geology and Economic Geography of Japan 6(4-2)

Prerequisite: Instructor's appraval. A course to investigate the physical geology
and physiography of the Japanese islands and how these feaiures relate to
the economic geography of that country. Basic geological concepis, geotec-
tanics and volcanic geology theory will be introduced to enhance understanding
of the geological setting of the Japanese islands. introductory geological ab
activities, inciuding minerals and rock famitiarization, topographic map reading
and common land forms may be supplemented by field investigations to
appronriate geological areas,

Meteorology (MET)
Depariment of Science
Divisien of Arts and Sciences

MET 212 4(3-3)

Prerequisite: NS 121 or instructor's approval. Study and observations of the
atmosphere designed to acquaint students with the elements of weather,
interreiationships of elements, meteorological instruments, and weather maps.
General and specific weather phenomena of the United States are emphasized.
Various climatic regions of the world are siudied as well as natural and human
induced climatic changes. Laboratory includes: observation of basic weather
elements, problem solving, construction and interpretation of simple weather
maps and basic forecasting.

intreduction to Meteorology

Microbiology (MIC)
Department of Science
Division of Arts and Sciences

MIC 203 Microbiology 4(3-3)

Prerequisite: BIO 101 or equivalent, An introductory study of the history of
microbiology and classification of ricketisia, yeasts, maids, and protozoa.
Emphasis is given to bacteria, viruses, immunology, genetics, selected diseases,
cufture media, isolation of pure culture, identification of unknown bacteria,
staining methods, practical sterilization, and the collecting and handling of
specimens.
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Natural Science (NS)
Department of Science
Division of Aris and Sciences

32-3)

Prerequisite: None. Course emphasis is an reducing anxiety and improving
those reasoning skills necessary for participation in science courses. Specific
methods {o identify and reduce science anxiety associated with science topics
wiil be presented. Science reasoning skilis needed will be inventoried, including:
observation, experimental technigues, critical thinking, and communication
techniques. Studenis will gain experience designed to improve their compet-
ency in these areas. NS 100 wili NOT satisfy general Natural Science require-
ments.

NS 121 The Physical World 4¢3.3)

Prerequisite: Proficiency in MTH 009 or equivalent. Introduces the fundamental
laws, theoties, and principies of chemisiry and physics with an emphasis on
real world examples. The unifying theme of each unit is energy and matier.
The course emphasizes scientific processes and associated reasoning skills.

NS 100 Science Discovery A Process

NS 122 Rocks and Stars 4{3-3)

Prerequisite: None, Topics include an introduction to astronomy and the Sciar
Systemn; minerals and rocks, geological processes, plate tectonics, and en-
vironmental geology.

MS 123 Livirng World 4¢3-3)

Prerequisite: None. Provides students with a basic understanding of the
structure and function of Earth's ecosystemns, the importance of preserving
them, and the vatue of the natural populations that depend upon them: Through
lab exercises, tape-siide modules, computer programs, textbook readings, films
and {ectures, students explore the beauty and diversity of life on Earth.

NS 211 Foundations in Science - Falt 4(2-4)

Prerequisite: NS 121, N§ 122 and NS 123, Primarily for students seeking an
elementary education certificate. Emphasis is on developing classroom ac-
tivities, demonstrations, science discovery projects, and experimental equip-
ment that would be usefui in the participant’s classroom. Laboratory and field
experiences wilt involve students with natural phenomena inciuding their
relationships and the application of principles studied, as appropriate for the
fall season.

NS 212 Foundations in Science - Winter 42-4)

Prerequisite: N5 121, NS 122 and NS 123, Primarily for students seeking an
elementary education ceriificate. Emphasis is on developing classroom ac-
tivities, demonstrations, science discovery projects, and experimental equip-
ment that would be useful in the participant's classroom. Laboratory and feld
experiences will involve studenis with naturai phenomena inciuding their
refationships and the application of principies studied, as appropriate for the
winter season.

NS 213 Foundations in Science - Spring 4(2-3)

Prereguisite: NS 123, NS 122 and NS 123. Primarily for studenis seeking an
elementary education certificate. Emphasis is on deveioping classroom ac-
tivities, demonstrations, science discovery orojects, and experimental equip-
ment that wouid be useful in the participant's classroom. Laboratory and field
experiences will invelve students with natural phemomena including their
relationships and the application of principles studied, as appropriate for the
Spring seascn.

Oceanography (OCN}
Department of Science
Division of Arts and Sciences

OCN 225 Basic Limnology and Oceanology 4(4.2)

Prerequisite; None. An introduction to the physical and chemical properties
of natural waters, wave action, currents, geological structures and formations
of the ocean and lake basins, marine and fresh water biotogy, and man's
interactions with natural waters, Laboratory activities are designed to illustraie
basic concepts of aquatic science. Field activities may be included as part
of the iaboratory.

Physiology {PGY)
Department of Science
Division of Arts and Sciences

PGY 212 Human Physiology 5(5-0)

Prerequisite: BIO 101 and ANT 211. The physiology of the muscular, nervous,
sensary, circutatory, respiratory, digestive, urinary, endocrine, and reproductive
systerns is studied. Other topics may inciude metaboiism, water and electrolyte
balance, acid-base balance, stress.

1989 Catalog Lansing Community College

PGY 213 Human Physiology Laboratory 1{D-3)

Prerequisite: PGY 212 ar concurrently. The course is designed to permit students
to develop an understanding of basic principles in human physiclogy through
experimentation in the laboratory. A series of faboratory exercises, chosen
in sequence to compiement PGY 212, will be perfermed by the students. Areas
in which experiments are avaijlabie include the physéiology of sensory, motor,
digestion, endocrinology, cardiovascular, renal, and respiratory systems.

Physics (PHY)
Department of Science
Division of Arts and Sciences

PHY 191 Physics for the Life Sciences 5(5-0)

Prereguisite: MTH 012 or equivalent reguired. A cne-term course in general
physics designed to fulfili the physics requirement for certain Life Science
and Heaith Career programs. Topics include vector quantities, force, motion,
and energy; conservation laws, fluid pressures and flow; electricity and wave
phenamena, including sound and light. This course may not be taken in place
of a full year of physics; nor does it satisfy any other generat physics reguirement
unless prior approval is obtained.

PHY 201 Physics {(Mechanics and Heat) 4(4-2)

Prerequisite; MTH 165 or equivatent. First of a seties of three courses designed
to give the student an understanding of the fundamental principies of physics.
Considers the principtes of mechanics (the laws of translational motion and
equiiibrium and their reiation {o force, work, energy, and power) as they are
applied to solid bodies. it inciudes the principies of heat and thermodynamics
and their relationship to the operation of engines, rotational motion and

equilibriumn, heat, and thermodynamics. )

PHY 202 Physics (Electricity, Magnetism and Wave Motion) 4(4-2)

Prerequisite: PHY 201 or equivalent. Designed to describe the elecirical and
magnetic nature of matter. Etectrostatics, electricity, magnetism, DC and AC
circuits are investigated. '

PHY 203 Physics (Dptics and Modern Physice) 4(4-2)

Prerequisite: PHY 201 or equivaient. A course in modern physics. Inciuded
are topics concerning wave phenomena, geometrical and physical optics,
relativity, and atomic, molecuiar, and nuclear structure.

PHY 215 General Physics i Lecture {Mechanics) 4(5-0}

Prerequisite: MTH 213 or equivalent. Provides an introduction to the static
and dynamic behavior of solids and fiuids, using calculus extensively. The
first in a series of three lecture courses designed for science and engineering
maijors. Students should enrall in PHY 225 (Physics | Lab} cancurrently.

PHY 216 General Physics l Lacture (Electricity and Magnetism) 4(5-0)

Prerequisites: PHY 215 and MTH 214, or equivalents. Provides an introduction
to the basic principles of electricity and magnetism, using calcutus extensively.-
The second of three lecture courses designed for physicai science and
engineering majors. Students should enrofl in PHY 226 (Physics il Lab)
concurrently.

PHY 217 General Physics I! Lecture
{Optics and Modern Physics) 4(5.0)

Prerequisite: PHY 215 and MTH 215, or equivalents. The third of three lecture
courses designed for science and engineering majors. Topics include geometric
and physical optics and modern physics fopics such as atomic and nuclear
phenomena, relativity, solid state physics, and quantum physics. Students
shouid enroli in PHY 227 (Physics Hi Lab) concurrently.

PHY 225 General Physics | Lab 1(0-2}

Prerequisite: PHY 215 concurrently. Laboratory topics in mechanics, which
complement the lecture course PHY 215.

PHY 226 General Physics li Lab 1(0.2)
Prerequisite: PHY 216 concurrently. Laboratory topics in electricity and mag-

- netism, which complement the lecture course PHY 216,

PHY 227 General Physics | Lab 1(0-2)

Prerequiéite: PHY 217 concurrently, Laboratory topics in optics and modern
physics, which complement the lecture course PHY 217,
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Semninars
Department of Science
Division of Arts and Sciences

Seminars are developed from many areas within the natural science dis-
ciplines. Each seminar has its own course code and a descriptive fitie which
includes the designation “seminar’. Course codes, credit value and applicability
toward degrees depend on the seminar content. Transferability is decided on
an individual basis by the institution to which the student transfers. Information
about degree credit and ievel of instruction may be obtained at the first class
meeting or in advance from the department office.

2(2-0)

An infroduciory course in human nutrition. Topics include the energy nutri-
ents—carbohydrates, lipids, and proteins; digestion, absorption, and metab-
olism of the nutrients; roie of vitamins and minerals, and the introduction
of current and controversial topics when relevant. Such current topics can
include fad diets, obesity, relationship of nutrients to athietes, labeiing of foods,
effects of alcohol, the sugar controversy, and food additives.

GE 101 Seminar: Western Nationat Parks 2(2-0)

This course will survey the major National Parks and Nationai Monuments
west of the Mississippi River. Since most of the western parks were established
far their geologic setiing, the significant gealogical features wili be reviewed.

2(2-0)

This course s an introductory discussion of those internal earth processes
which are responsible for producing volcanic mountains, such as Mt St. Helens',
and associated earth materials. Class discussions wili emphasize details of
these infernal earth processes, their consequences observable at the earth,
and ihe types of material produced by such eruptions,

GE 115 Seminar; Volcanic Geology

GE 140 Seminar: Dinosaurs 2(2-0)

A survey of dinosaurs, their world and discoverers. Past, current and emerging
coniroversies about thekr origin, evoiution, behavior, habitats, and extinction.
Their discovery, discoverers, and the histary of exptoration for dinosaurs.

2(2-1)

Prerequisite: None. However, the course is designed as a companion 0 the
Geology of Michigan and concurrent enrollment is possible (but not required}.
It is expected that the majority of students wiil be elementary and middle
school feachers, members of focat gealogy/rock and mineral clubs and those
with continuing interest in geclogy-biotogy, A survey of the ancient life of
Michigan and the Great Lakes region during the Paleozoic and the Pliestocene.
The biology and ecology of marine invertebrates and jce Age mammats. Fossil
collecting, fossil identification and fossil collecting localities in Michigan.
Companion course to Geology of Michigan. Lecture and laboratory.

GE 142 Seminar: Fossils of Michigan

GE 150 Seminar: The Meaning of Evelution 3(2-1)

What is Evolutionary Theory and what does it mean? A survey of evolutionary
thought from Aristotie to the prasent. Darwinian Evoiution, the Synthetic Theory
and the Mew Synthesis, past and current controversies. The impact of Evo-
iutionary Theory an scciety, culture, politics and science.

HOR 101 Seminar: Yard and Garden Culture 2(2-0)

Basic principles of horticultural science related io fruits, flowers, vegetables,
lawns, and landscape plants. Emphasis is an the setection of plant varieties,
planting, soil management, fertilization, pruning, spraying, and grafting. Field
trips.

3(3-0)

An introduction to the study of horticulture highlighting the four major fields
of interest. The fields include floricuiture, woady ornamentals, vegetables and
fruits, and nuts. Job opportunities and the general role of horticulture will
be discussed. Field trips and laboratory experiments will ba inciuded when
appropriate.

HOR 102 Seminar: introduction to Horticuiture

HOR 103 Seminar: Indoor Plants 2{2-6}

Designed for students interested in foral shop art and other career opporiunities
in horticluture; as well as home-oriented use of plants. Topics inciude:
propagation and culture of plants- soit, light requirements, watering, fertitizer
and pest control, flucrescent light gardening and other topical subjects wili
be discussed. Special projects will be: hanging baskets, dish gardens, terrar-
iums, holiday projects using plants propagated in ciass.

HOR 104 Seminar: Plants for Profit or Pleasure 2¢2.0)

This course provides information helpful to smalt plant businesses, and those
interested in more information and additiona! technigues. Topics inctude: ptant
propagation and culture techniques, the gathering and preservation of plant
materials to make decorative iterns and considerations of the home greenhouse.
The course also provides usefui information for workers in therapy and
rehabititation.

1989 Catalog Lansing Community College

HOR 106 Seminar: Grow Your Own Vegelabies 3(3-0)

An introduction to vegetable gardening covering the steps from seed harvest
and storage. The design and use of planting plans and garden caiendar will
be incluged.

2(2.0)

Principte methods of floral design are taught with the students creating various
arrangemenis under the guidance of the instructor. This is a “hands-on” class
with participants working with floral material each week, It is the responsibility
of the student to supply these materials.

HOR 107 Seminar: Floral Arranging

OER 102 Seminar: A Wilderness Survivai 3{3-0)

A course designed to provide basic outdoor survivat skills and techniques $o
campers, outdoorsmen and group feaders. Topics include shelter, fire, water,
signaling and orienteering, fcod procurement, and hot/cold siress manage-
ment.

OER 103 Seminar: Wild Food Planis 2(2-0)

This course introduces sixty-five genera of the edible wild plants of Michigan
and adjoining Morth America and their toxic iook-alikes. The siudents fearn
to distinguish these genera on the basis of observed taxonomic plant char-
acteristics. The materia! is ifllustrated in slides and handouts. Several outdeor
experiences in recognizing, collecting, and preparing wid feod plants are
provided. Conservation of endangered species and care of the environment
is also siressed.

OER 104 Seminar: Wilderness Survivat 1| 2(2.0)

Prerequisite: OER 102 or equivalent. Advanced survival technigue has a slightly
more “wortd-wide” emphasis, but buiids on topics fram Wilderness Survivai
|. Topics include, survival at sea, toxic bites, general rules for approaching
a primitive culture, advanced orienieering, edible plants of the worid, eic.
Optional three day field trip.

OER 105 Seminar: Wiid Food Plants II 2(2-0)

Prerequisite: OER 103 recommended. This course presents approximately 100
genera of the common edible wild piants of Michigan and the Northeast United
States, in addition fo the ones covered within Wild Food Plants i. Additional
herbs and food planis, their toxic look-atikes, and survivat situation appiications
will be discussed. Recommended for youth group leaders, teachers, back-
packers, survivars, and sportsmen,

2(2-0)

This introductory course describes the important species, ar groups of mam-
mals found in the UL.S. and Canada. In particuiar, it emphasizes identification
of about 35 species of mammais, and describes the history, biology, ecology,
habitat, and ecanamic importance of each, Qther topics inciude: behavior and
territory, management (past and present}, population ecoiogy, huniing and
trapping.

SC 111 Seminar: Michigan Wildflowers 2(2-0)

An introduction to botany that emphasizes identification of the common
Michigan Wiidfiowers, and discusses their usefulness to mankind and their
importance in the environment,

SC 110 Seminar: North American Mammais

SC 113 Seminar: Michigan Fishes 2(2-0)

This introductory course wiil enabie the student to identify many families and
species of fish important in Michigan. 1t wilt cover, by species, the fishes'
bioiogy, ecology, behavior, food habits, and econemic importance. Some other
topics will inciude field study methods, fishing techniques (sport and com-
merciaf) and power plant effects an fish.

SC 114 Seminar: Lake and Stream Ecology 2(2-0}

This course examines the interactions between sireamn organisms and their
physicat environment. Topics inciude the measurement of water quakily pa-
rameters and some invertebrate identification.

SC 118 Seminar: Animal Behavior 3(3-0y

This course examines the basic principles of animat behavior, with examples
from invertebrates, insects, fish, reptiles, birds, mammais, and man. The course
emphasizes retationships between behavior and ecology. Topics include:
instinct, iearning, bioiogical clocks, camouftage, mimetric coloration, social
behavior, and human behavior.

SC 119 Seminar: Introduction to Wildlife Ecalogy

for Michigan Cutdoorsmen 21-2}

A course designed for students interasted in the biology and management
of Michigan Witdlife. This course covars the history and development of the
ecological principles utilized in sound game management practices. Tech-
nigues used by wildife biclogists wiil be employed by students in the laboratory
and in fietd trips,
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$C 122 Seminar: The Gene Scene 2{2-0)

This course is designed to introduce teachers and other interested people
to modern gene biology. it includes sructure and function of DNA, recombinant
DNA, gene biology and its applications, “jumping genes,” split genes, and
oncogenes. Readings wil be drawn fargely from current {iterature.

S 124 Seminar: Sex Differences in the Human Brain 2(2-0)

This controversial tapic will be expiored through analysis of current research
literature during ciass lectures and discussions. Some topics include later-
alization in the brain, women's “intuition,” devetopment of gender roles and
hormonat influences on behaviar. Students wiil also develop relevant topics
of their own chaoosing during the term.

SC 130 Seminar: Birds of Michigan 2(2-0)

This course witl introduce the student to the species of birds seen in Michigan.
General avian taxanomy, marphology, ecology, behaviar, and life history will
be included. Field trips will be optional.

Independent Study {SC)
Department of Science
Division of Arts and Sciences

5C 297, 298, 299 1 to 3 credits

Prerequisite: Arrangement with an instructor and approval by the Department
Chairperson before regisiration. Special study, field work, or labaratory WOrk
in specific science topics such as geciogy, astronomy, physiology, chemistry,
physics, ecology, zoology, or other natural sciences. The {opic is chosen by
the student and the project is supervised by a member of the Science
Depariment. Students devote an average of three or more houts per week
10 their research projects, and meet with a supervising instructor as arranged.

Independent Studies

DEPARTMENT OF SOCIAL SCIENCE

Chairperson: Dr. Manuet G. Diaz
353-D Arts and Sciences Buiding

The purpase of general education as perceived within Sccial Science is to
prepare the individual for the responsibitities all persons have as citizens, and
for creative and active participation in a wide range of interpersonal activities.

The Social Science Department has three basic thrusts: transfer of credits,
certification and training, and cooperation with community agencies and
governmentat offices in the solution and prevention of problems.

Social Science is a body of infarmation which s gathered in an attempt
to discover, understand, and explain behavior patterns of individuals and groups
of peaple in a systernatic manner. Social Science is based on the foliowing
five steps of the scientific method: (1) Asking the right question, {2) Collecting
the data necessary to answer the question, (3) Anaiyzing the results, {4} Drawing
a conciusion, (5) Reformulating the question,

The Depariment of Social Science offers courses under the following course
codes:

55 Basic Social Science
CD: Child Development
ED: Education
GEQ: Geography
HUS: Human Services
PLS: Political Science
PSY: Psychoiogy
PS: Pubtic Service
SA: Saciology/Anthrapology

SW: Social Work

Social Science includes the fields of education, geography, psychology,
sociology, anthropoiogy, economics, palitical science, government, and job
training in human services. Students who envision careers in teaching, law,
sacial work, guidance counseling, public administration, personnel work,
cinical psychology, urban planning, child development, youth service, foreign
service, social research or simitar accupations might begin their preparation
by majoring in this depariment. Several cousses are designed to meet specific
requirements of majors in other areas.

For Assaciate degrees in Arts and Sciences the student is required 1o take
a core of at least 12 credits in Social Science.

The 12 required credits in Social Science must include either 55 103, Politics
in Society; 55 104, American Government; or S5 105, State-Local Government.
Any of these will satisfy the requirement of one course in government.

The remaining eight credits may be selected from any two of the following:
S5 101, SS 102, PSY 200 or GEO 201. PSY 200 and GEO 201 cannot be
used as core generat education courses for psychology or geography majors
respectively.

COMMUNITY
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The three-term sequence of courses, Social Science 101, 102, and 103 form
an integrated infroduction to the social sciences which meets the generai
education requirements in this area. These courses may be taken in any order,
though the numbered sequence is recommendead.

The Sociai Science Department also inciudes the Human Services Program,
a two-year curriculum which provides skills needed for certain human service
careers and also basic requirements for fransfer to four-year colleges. Courses
may be taken separately by people wha are aiready empioyed in human services
and want to upgrade their knowledge and skils. Courses with the foliowing
codes are career training courses which beiong to the Human Services Program:
CD, ED, HUS, PS, and SW.

SEMINARS

Each term seminars may be offered in any of the disciplines of political
science, psychalogy, geography, sacictogy/anthropalogy or human services.
Each seminar has its own course code and a descriptive title which includes
the designation “seminar.”

Course codes, credit value and applicability toward degrees depend on the
sermninar content. Transferabiiity is decided on an individual basis by the
institution to which the student fransfers. Information about degree credit and
level of instruction witl be provided at the first class meeting or in advance
at the department office. In general, seminar course numbers abave 200
indicate increased challenge.

INDEPEMDENT STUDY

Credit for independent study is availabie for special projects involving
research, reading, or field experiences in any subject area. Proposals for such
praiects must be approved by the depariment chairpersan in advance of
registration. To obtain approval the student must be currently enrolied for other
courses and must have demonstrated competency through courses taken
previously at LCC. The project must meet academic goals and must inciude
enough supervised learning experiences to be commensurate with the amount
of credit requested.

COURSE DESCRIPTIONS

Basic Social Science (SS5)
Department of Social Science
Division of Arts and Sciences

§5101 Living In Societies 4(4-0)

Survey of major concepts and methods of seciclogy and anth ropoiogy. Emphasis
is given to selective aspects of culturg, socialization, stratification, groups, social
organization, population-ecology, societal and cuifural history, and social
change.

55 102 The Economic Condition 4(4-0)

This course involves a study of the change in economic institutions from past
to present, emphasizing structure, theory and prohlems of economy,

$5 103 Politics In Society 4(4.0)
Examines types of pofitical organizations, comparing simiiarities and differ-
ences between governments, introduces methods of policy making, and ways
to became politically effective.

S5 104 American Governmeni 4(4-0}

An analysis of the American political system. Gives emphasis to the Federal
Systermn, with speciat attention o American government at the nationat levet.

5% 105 State and Local Government 4{4-0)

A study of state and local governmental activities, their structures, functions,
and methods of organizing resources and making policy. Consideration is given
to the relationship between governmental units and the problems they confront,
including relations between federai, state and jocat government.

85112 Honors Section of the Economic Condition 4(4-0)

tnvolves the study of the change in economic institutions from past ta present,
emphasizing structure, theory and problems of economy. This caurse is the
same as S5 102 except that it is taught on an advanced jevel in a saminar
mode for honor students only. Quistanding students are notified of their
eligibility before registration.

§5113 Honars Saction of Palitics in Society 4(4-0)

Examines types of politicat organizations, comparing simitarities and differ-
ences between governmenis. introduces methods of policy making, and ways
to become poiitically effective. This course is the same as S5 103 except that
it is taught on an advanced level in a seminar mode for honor students only.
Qutstanding students are notified of their eligibility before registration.
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CD 101-GEO 100

Chiid Development {CD)
Department of Social Science
Division of Arts and Sciences

Ccb 101 Infants and Toddlers, 0to 2 1/2 Years 2(2-0)

Deals with the physiological and physical growth patterns, nutritional require-
ments, emotional, social, and cognitive skills of children, 0-2 1/2 years. Prepares
individuals for caring for the child ai home or in a child-care setting. Inciudes
discussion of the refative influences of genetics and environment on growth,
the refationship of the development of the body systems to the child's nutritional
status and the acquisition of skills in recognizing, recording, and interpreting
chitd behavior.

CcD 102 infant and Toddler Laboratory 2{0-8)

Prerequisite; CD 101 concurrently. A supervised laboratory situation in which
students have opportunity to work directly with infants/toddlers four hours
per week. Emphasis is on application of development information and care-
giving skills discussed in CD 101.

CD 103 Developing Programs for Infants and Toddiers 4(3-4)

D 101 Recornmended. Fxpiores the components of the physical and emotional
enviranment which are necessary for quality infant and toddier chiid care
program development. The focus is on the development of nurturing skitls,
providing approgriate activities and materials, managing schedules and rou-
tines, and observation and record keeping. This course involves field experience
in an infant and toddler setting.

€D 110 Introduction to CDA Credentiais 4(2-8)

Prerequisite: instructor approval. This course will examine the Chiid Devel-
opment Associate (COA) Credential, the Credential award system; and explore
ways the student can meet the CDA competency standards, and provide
assistance in beginning the credentialing process through course work and
supervised field experience, Grading in this course is P/Z,

CD 121 The Preschool Child, 2 1/2-6 Years 4{4-0)

Exarmnines the growth and development patterns of children 2 1/2-6 years of
age, inciuding physical, physiological, emotional, social and cognitive areas
of development; additional topics include: play, nugrition, families, preschoo!
experience and the acguisition of skills in recognizing, recording and inter-
preting child behavior,

CD 122 The School-Age Child 3(3-0)

Deals with the physiclogical and physical growth patterns, nutritional require-
ments, emotional, social and cognitive skills of children, 5-12 years old. Focuses

on {earning activities that promote the growth and development of schooi-

age children. Prepares individuals for caring for the schooi-age child at home
or in chifd-care settings. Emphasizes working cooperatively with parenis and
schools,

CD 130 Caring for Chitdren in a Family Setting 3(3-0)

The role of the in-Home Caregiver as part of the family unit wil! be examined.
An overview of families and their funciioning as well as situations unique to
child care in a family setting will be discussed. Other topics include: sibling
relationships, health and safety in the home, and international families.

CD 182 Child Care as a Family Support System 2(2.0)

The Focus is on child care as a family support system; fopics will include:
establishing and maintaining positive and productive relationships with famities
in child care centers and homes; providing a professional service for parents;
supporting the child's refationship with his/her family, encouraging parental
invalvement; and communicating with parents.

CD 183 Heaith and Safety issues in Child Care 2{2-0)

An in-depth look at health and safety issues in child care centers and homes;
topics covered include: understanding and preventing communicable diseases,
preventing and treating accidents, dental hygiene, nutrition, and health and
safety education.

CD 214 Child Development Associate (CDA) Practicum | 4{1-12)

Prerequisite: CD 110 or Department approvai. Provides supervised fieid ex-
perience and training to assist students working toward Chitd Development
Assaciate {(CDA) credentialing. Students receive on-site field supervision,
develop individuatized workplans, participate in group seminar discussions,
and receive feedback on written portfolio assignments covering the 13 CDA
functional areas.

CD 215 Child Development Associate {CDA) Practicum lf 4(1-12)

Prerequisite: CD 214, Provides supervised field experience and training to assist
students working toward Child Development Associate (CDA) credentialing.
Students receive on-site field supervision, develop individualized workplans,
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participate in group seminar discussions, and receive feedback on writ;en
portfolio assignments covering the 13 CDA functional areas. A continuation
of CDA Practicum |.

CD 216 Child Devetopment Associate (CDA) Practicum 1 4(1-12)

Prerequisite: CD 215. Provides supervised fietd experience and training to assist
students working toward Chitd Development Associate (CDA) credentialing.
Students receive on-site fiefd supervision, develop individualized workplans,
participate in group seminar discussions, and receive feedback on written
portfolio assignments covering the 13 CDA functional areas. A continuation
of CDA Practicum II.

CD 230 Programming for In-Home Chiid Care Giving 4(3-4)

Prerequisite: CD 130. Focuses on preparing an environment in the home setting
which provides opporiunities for the chiidren’s sociat, emotionai, physical and
cognitive growth. Topics inciude: caring for children's personal, nutritional and
educational needs; selecting materials and equipment; organizing the envi-
ronment; safety; special events and community resources,

TH:S COURSE INCLUDES FIELD EXPERIENCE iN A FAMILY SETTING.

CD 280 Preschoot Administration 3(3.0)

Analysis of the administrator's role in directing an Early Chiidhood Center;
application of phitosophy, communication, and business techniques necessary
o operate an early childhood education program; acguisition of knowledge
about safety, licensing, health, and nutrition regulations.

CD 281 Preschoolers with Special Needs 4(4-0)

This course addresses the speciat needs of preschoot children including variocus
categories of exceptionality, mainstreaming, play-skill deveiopment and woerking
with parents.

4(3-4)

CD 121 recommended. The focus of this course is on developing a curriculum
which will encourage physical, cognitive, creative, and language development
in chitdren in early childhood programs. Specific activity/skill areas focus on
concrete developmentai experiences and play.

CD 282 Curricuium Development

CD 283 Guidance in the Learning Environment 4(3-4)

CD 121 recommended, Focuses on environments which foster sociat and
emational growth for children as well as the development of skills in positive
guidance and effective communication with young children. A variety of ages
(infants through school-age) and settings (family day care, chiid's own home
and center-based)} wili be incorporated, Topics inciude; group management
skills, realistic expectations for children, structuring the environment, pre-social
skill development and the prevention of aggressive behavior.

3(3-0)

Presents a systematic approach to managing a family day care home and
creating a positive learning environment for young children in a home setting,
inctuding business aspects, program development, professionalism, commu-
nications skills, managing personnet and organizing the environment,

CD 284 Family Day Care Managerent

Education (ED)
Department of Social Science
Division of Arts and Sciences

ED 101 Curricuium Reinforcement 3(3-0)

Rote orientation of the para-professional or education student as a significant
person in the reinforcement of the school curriculum. Includes introduction
to instructional media, schogl records, safety, discipline, permissible first aid,
dramatic play and story telling, and other instructional approaches.

ED 150 3(3.0)

An introduction to teaching as a profession and education as a career. Included
is an overview of the foundations, philosophy, history and organization of
education as a human endeavor, Current issues and trends in education are
examined,

Introduction to Education

Geography (GEQ)
Department of Social Science
Division of Arts and Sciences

GEO 100 4{4-0)

As an introductory course, Geography 100 is designed to provide contemporary
geographic ideas and technigues to study the interaction between people and
their physical environment.

Introduction to Geography
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GEDQ 101 Principles of Geography 4(4-0)

Specific geographic principles course emphasizing landforms, gradationat
forces, weather and climatic elements, and soils, on a worldwide basis. Offers
an extensive study of these forces, noting their ecological principles and their
effects on human life. Includes mapping techniques, land site analysis, and
air-phofo interpretation. Field trips will be an integral part of the course.

GEO 201 World Regional Geography 44-0)

Describes and analyzes human and natural resources of countries and cultures
of the world with major emphasis on their distribution over the surface of
the earth.

GEO 202 Geography of Morth America 3(3-0)

A study of the human and physical resources of North America. This course
will identify some of the factors that influence quality of life and give character
to each of the various subregions.

GEO 203 Economic Geography 3(3.0)

Study of geographic distribution of agricultural commaodities, raw materiais
for industry, and the location of industries throughous the world. Some emphasis
placed on trade of raw materials and finished products among nations.

GEQ 205 Population Geography 44-0)

To provide an understanding of how the size, distribution, composition, and
movement of populations are related o the spatial variations in the nature
of places.

Human Services (HUS)
Dapartment of Social Science
Division of Arts and Sciences

HUS 101 Human Services: Introduction and Interventions 4(4-0)

An overview for the basic programs and social institutions which provide hurman
services. The course will aiso provide the student with methods and problem-
solving skilis used by human service workers in a variety of settings.

HUS 102 introduction to Mental Health 3(3-0)

This course will provide the student with an overview of the field of Mental
Health with an emphasis on a historical review; psycho-social stages of
deveiopment; definition of mental illness, causes and treatment; prevention:
current service delivery systems; and the role of the Mentai Health Associate.

HUS 103 Introduction to Domestic Violence "3(3-0)

This course is designed to provide an overview of the historical, socio-economic,
cutiural, and psychological factors related to domesiic violence.

HUS 104 intrcduction to Child Advocacy 4{4-0)

Discussion of children’s rights, phitosophy and definition of child advocacy,
legisiation atfecting children, and an overview of advocacy skilt and programs.

HUS 105 introduction to Mental Retardation 4(4-0)

The purpose of this course is to obtain an overall understanding of the field
of Mental Retardation with emphasis on historical trends; definition, causes
and ireatment; psycho-social development; current service delivery systems;
and inhe role of the Mental Retardation Associate.

HUS 110 introduction to Child Abuse/Neglect 3(3-0}

An overview of the history and scope of the problem; the dynamics of child
abuse/neglect and the worid of abnormat rearing; roles of community agencies

and disciplines; approaches to reatment and coordination of cases and
services; legai aspects and the taw.

HUS 205 Personal Dimensions of Human Services 4{4-0)

An exploration of the nature and development of personal dimensions of human

services to meet the needs of the people preparing to work in the "helping
professions.”

HUS 207 Group Process Skills 4{4-0)

Prerequisite: HUS 101 or SW 101. Introduction fo the concepts, principles,
goals and skills of social group work as a method of human service, Emphasis
is upon the introduction of basic practice skiils and intervention technigues
within a framework of beginning theoretical knowledge, '

HUS 212 Family Treatment-Child Abuse/MNeglect 3(3-0)

This course will address the special problems encountered working as a
professional, paraprofessional or volunieer with abusive and neglectful famities
using individual, group, and family techniques. Legal, treatment, and \_falue
issues will be considered. A secandary focus of this course will be the issue
of wark attrition in $he field of abuse and neglect, its cause, and some individual
and agency solutions io the probiem.

HUS 214 Practicum | 3{0-12)

Prerequisite: Department approval. Beginning practical experience and training
in the field for individuat students. The student is piaced with a community- -
based social agency or institution. A concurrent seminar, HUS 217, serves
to integrate field experience with theoretical concepts and principies of human
service, except for education students wha should envoli in ED 101.

HUS 215 Practicum i 3(0-12)

Prerequisite: HUS 214. A continuation of HUS 214. A concurrent seminar,

HUS 218, serves to integrate field experience with theoreticat concepts and
principles.

HUS 216 Practicum It 3(0-12)

Prerequisite: HUS 215. A continuation of HUS 215. A concurrent seminat,

HUS 219, serves to integrate field experience with theoretical concepts and
principles.

HUS 217 Organizationat Systems 2(2-0)

Prerequistte: HUS 214 concurrently. The course is designed to provide the
student with knowiedge of the community power structure, funding bases and
the internai workings of human services organizations.

HUS 218 Service Delivery Skills 2(2.0)

Prerequisite: HUS 215 concurrently. The course is designed to help the human
services student identify the systems and resources that link the systems with
ihe people and iearn how to mobilize the systems and the peopie.

HUS 219 Employment Readiness 2(2-0)

Prerequisite: HUS 216 concurrently. The course is designed to prepare students
for the job market. They witl learn how to complete applications, prepare
resumes and apply for state certification.

HUS 240 Substance Abuse In Special Populations 3(3-0)

Prerequisite: SA 230. This course surveys substance abuse in various pop-
ulations inctuding the etderly, women, the hearing impaired, as wgl% as various
ethnic groups inctuding Blacks, American indians, and Hispanics. Reasons

for abuse and treatment consideration are explored with each special pop-
utation.

HUS 241 Substance Abuse: Prevention and Interaction 4(4-0}

Prerequisite; SA 230. This course explores the individual as well as the
envirenmental approaches to prevention. It establishes criteria for effective
and ineffective prevention, Community, as weil as school-based programs are

investigated. The prevention programs include The Michigan Model for Com-

prehensive Health Education and Peer Listening. Secondary prevention in the
form of intervention is also investigated and discussed.

HUS 242 The Chemically Dependemt Family 4(4-0)

Prerequisite: SA 230. Designed to provide students with a conceptual framework
within which they can understand issues and effectively intervene/interact
in a counseting fashion with the chemically dependent family (CDF). Specific
sub-groups and issues within or resulting from the chemicatly dependent family
are expiored: 1} adult chitdren of alcoholics, 2) co-dependents and para-
dependents, 3} family addiction patterns, 4) acculturation of substance abuse,
5) sexual issues, 8) functionat and disfunctional roles, and 7) a systems
approach io treatment of the CDF.

HUS 243 Adolescent Addiction 44.0}

Prerequisite; $A 230 and PSY 222. The study of issues related to understanding,

evaluating, and treating the adolescent substance abuser individually and within
the context of the family system.

Political Science {PLS)
Department of Social Science
Division of Arts and Sciences

PLS 200 introduction to Political Behavior 4(4-0)
Introduction to theories, concepts and methods of peliticai science with

emphasis on the functions of political institutions and behavior of political
actors.
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PLS 207-PSY 281

4(1-12)

Prerequisite: Department approvai, This course offers the student a chance
to observe the actual workings of the political process by participating in it.
Participation will provide students an exposure to public policy making. The
program covers all levels of government, from city and township through the
federal level.

PLs 207 Government Internship

PLS 210 Contemparary Politica! Affairs 3(3-0)

Analysis of -current domestic and international politicat probiems utilizing
theoretical background and current reading to understand the ideologies, forces
and interests shaping today’s politics,

PLS 250 American Pofitical Parties, Elections

and nterest Groups 4(4-0}

Deals with the origins, structure, and functions of political parties, examines
the American political system in terms of citizen concern about the community
and government, and serves as a guide fo political action by the citizenry.
included is the roll and function of interest groups in American politics.

PLS 260 Introduction to Comparative Government 4{4-0)

Infroduction to the political institutions of modern govermment with emphasis
given to the United Kingdom, France, Germany, USSR, and the European
Economic Community. The course includes dynamics of political behaviar in
these and other societies as weil as special problems of the newly emerging
nations.

PLS 271 4(4-0)

Course in contemporary relations, with emphasis upon politics. Concepts,
theories and rudimentary methods are surveyed. Relationships between in-
ternational politics, foreign poticy, and domestic poiicy in the 1.5, are explored.

International Relations

PLS 280 4H{4-0)

Prerequisite: Department approval. An introduction to the Japanese govern-
mental structures and poiitical process, with emphasis on the unique char-
acteristics of Japanese political culiure, Japanese style of decision-making,
and Japanese concepis of democracy.

Introduction to the Politics and Government of Japan

PLS 290 Seminar: The Supreme Couwrt

and Landmark Decisions 4(4.0)

An analysis of the United States Supreme Court. Particutar emphasis will be
devoted to Supreme Court decision-making as the class wili scrutinize con-
stitutional caselaw established by the Couri. A number of landmark Supreme
Court decisions will be reviewed from historical, political, public poficy,
institutional and behavioral perspectives.

PLS 285 Seminar: Alternate Political Futures
for Qur Giobal Community 3(3-0)

An examination of prablems the world faces in the next 25-100 years which
require poiitical solutions—probiemns of war, technology, resources, population,
education, economics, human rights, space, etc. Focus is on whether present
political institutions are adequate for the future, on alternative possibilities,
and on methods of precasting palitical futures,

4(1-12)

This course wiil provide those studenis who have compieted the basic Gov-
ernment Internship Program an opportunity to use and apply the information
and skills they have acquired in a new placement. The new piacement wil
be based on an appraisat of the student's past experience and evaluation.

PLS 286 Seminar: Advanced Gevarnment Internghip

Psvchology (P5Y)
Qepartment of Social Science
Division of Arts and Sciences

3{3-0)

This course is a general, basic introduction to the field of psychology with
special emphasis on aspects of the field which are particulariy useful to students
preparing for careers in business.

P3Y 151 Business Psychology

PSY 153 Psychology for Health Careers 3(3-0)

A course designed for students in the health careers who must use psychology
in the areas of effective interpersonal communication, heiping relationships,
death and dying, and interacting with special poputations such as chiidren,
the aged, and the physicaily and emotionally disabled.
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PSY 200 Iintroductory Psychology: Social-individual Behavior 440}

A basic orientation to the field of psychology with emphasis on social and
individual bebavior. Topics inciude interpersonal behavior, group process,
personality, emations, cognition, measurement and therapy. The course is
designed both as a general surveyand as a preparation for all advanced courses
in psychoiogy.

PSY 201 4313

Prerequisite: PSY 200. An introduction ta the methods and principles of the
science of psychelogy. Ernphasis is on processes underlying human behavior,
Content includes brain function, sensation, perception, maturation, condition-
ing, verbal learning, and mativation. Each student wili design and conduct
an experiment,

Introduction to Psychology: Principles and Methods

PSY 202 Pgychology of Personality 4(4-0)

Prerequisite: PSY 200, Discussion of concepts of adjustrment, conflict, mental
hygiene and behavior modification. Survey of ieading theories of personality,
emphasizing their impiications for assessing and modifying normal personality.

PSY 203 4(4-0)

Prerequisites: PSY 200 and SS 101, or approval. Designed to give the student
an understanding of the influence of social interaction upon the development
of personality. interaction between the individual and society is strassed.

introduction to Social Psychology

PSY 204 Educational Psychology 44-0)

Prerequisite: PSY 200. An investigation of the contribution of psychology to
education, Emphasis upon aspects of child growth and development, iearing,
measurement, and group dynamics which affect the achievement of pupiis
in the classroom. The course includes experiences in which studenis are able
to practice some of the tasks and interpersonai skilis involved in teaching.

PSY 205 Human Growth and Development 4(4-0)

Prerequisite: PSY 200, A study of the human life cycle from conception to
death. Designed to investigate, describe and explain changes in human behavior
that are a result of the continuous interaction of maturation and experience.

PSY 221 Child Psychology 4(4.0)

Prerequisite: PSY 200, Explores theories and principles of child deveiopment
from conception to puberty. The course covers psychological, sociological, and
biological aspects of maturation and development.

PSY 222 Adolescent Psychology 4(4-0}

Prerequisite: PSY 200. Examines theorelical and empirical literature related
to adolescence, emphasizing biologicat, psychologicat, and sociologicat aspects
af maturation and development from puberty ta young aduithood.

PSY 250 Abnorma! Psychology 444.0%

Prerequisite: PSY 200. An exploration of the nature, development, diagnosis,
and treatment of psychopathalogy viewed from a general-systems {i.e., psy-
chatogical, social, and physéological} perspective. Significant research, major
thearies, diagnostic technigues, and therapeutic techniques are discussed with
respect to various psychoiogical disarders.

PSY 251 Psychology of Humnan Sexuatity 44-0;

Prerequisite: PSY 200. An exploration of human sexuality, inciuding the history
of human sexuality; sexual research; the origins, development, and natdre of
sexual response systems; sexual roles and orientations; fove and intimacy;
reactions to sexual diseases and disorders; and future trends in sexuality.

PSY 275 Psychology of Death: A Preparation for Living 4(3-1}

Wit examine psychological theories, concepts, and research that pertain to
the study .of death and personal death awareness. Topics inciude: the dying
pracess, suicide, death anxiety, chifdren's concept of death, care of dying,
ethical decisions, social issues and considerations, near death experiences,
and the grieving process.

PSY 280 Cognitive Psychology 4(3-1)

Prerequisite: PSY 200. A survey of concepts, theories, and research findings
regarding cognition. includes attention, memory, thinking, and fanguage;
supplementary laboratory activities.

PSY 281 Seminar: Biofeedback 4(3-2}

Advanced study of the phenamenon of biofeedback as applied to conditioning
and control of aufonamic responses, gaining new understanding of the phys-
iology of emotion and investigating the determinants of ematianal change.
Emphasis is on developing skills in recarding observations and in reiating
abservations to hypotheses with respect te autonomic activity.
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‘SA 254 Men, Women and Change

'SA 255 Contemporary Social Problems

'SA 260 Minarity Groups

BA 270

‘Prerequisite: SS 101, Fields, rhethods, and findings of the science of man.
Primary attention given to literature of culture. Historicai development of

PS 201-SW 231
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Public Service (PS)
Department of Social Science
Division of Arts and Sciences

PS201 Fundamentals of Public Administration 4(4-0)

Deais with the development and application of the basic principles and concepts
underlying the generic field of pubjic administration in federai, state, and local
government, The relevance of these principles and concepts fo paraprofessional
and mid-management public employees wiil be emphasized.

PS 231. Staff Roles and Reiations in Substance Abuse 2(2-0)

Prerequisite: SA 230. Inciudes present funding sources and staffing patierns
for substance abuse agencies. Paints of conflict within and among agencies
are addressed.

Sociology/Anthropology {SA)
Depariment of Sacial Science
Division of Arts and Sciences

SA 179 Introduction to Japan 2(2-0)

Prerequisite; Department approval. An overview of Japan’s physical, sociai,
palitical and economic settings as they determine the way of life of lapanese
people. The course includes a practicai guidance in relating to Japanese

‘customs.

SA 200 Principles of Sociology 4{4-0)

Intreductory analysis and description of the séructure of human society, with
emphasis on secial horms, groups, social stratification and institutions as they
are analyzed by modern sociological methcdology.

SA 210 Introduction to Research Methﬁ'as in Social Science 4(4-0)

Prerequisite: 5SS 101. Fundamental principles basic to empirical social science
research. Overview of various forms and approaches invoived in planning and
conducting scientific studies. Intended to develop ability to understand and
evaluate social science research literature. Practicum and field experience
included.

SA 230 introduction to Substance Abuse 4(4-0)

An overview of substance abuse and use from a historical, sociological, and
psychological perspective. Includes drug classifications, street terminatogy, and
causes of abuse, Also examines preseni and past legislaiion regarding sub-
stance abuse and use.

4{4-0}

Prerequisite: 85 101 or PSY 200. A study of the changes in society over.the
past century interms of their dramatic impact on sexuai retationships, marriage,
and family life. Course includes sex roles, sexual behavior, vaiues, psychoiogical
needs, divorce, and parenting,

(4.0)

Prerequisite: $5 101. Consideration of current social problemns form a framework
of sociotogical theory with special regard for current hypotheses and recent
empirical studies relevant fo particular probiems; i.e., family stability, racism,
urbanism, etc.

4(4.0}
An infroduction to the culture and contemporary life styles of American
minorities. Emphasis is placed on basic sociological and anthropological
concepts with respect to selected minority groups, particularly the Biack
American, Mexican American, Native American and Asian American,

intraduction to Guiturat Anthropology 4(4-0}
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anthropological theory and methadalogy will be surveyed. Students wili research
a cross-cuitural study.

4(4.0)

Introduces human biological and cuitural evolution; mechanisms of evolution;

SA 275 Introduction to Physical Anthropology and Archeology

‘human origins, biological and cufural evidence from fossil record; behavior

among ather animats and development of human culiure; cufture as an adaptive
mechanism; and modern human variation,

SA 280 intreduction jo the Socieiy_ and Economy of Japan 4{4-0)

Prerequisite: Department approval, An iniroduckion to two main aspects of
contemporary Japan: the Japanese way of life in its cultural context, and the
Japanese economic system. Emphasis is on the unique features of the economic
behavior of the people in terms of Japanese values, befief systams and cultural
background.

SA 288 introduction {o the Third Worid 444-0)

An interdiscipiinary introduction to the history, society, economy and palitics
of Third World nations in Asia, Africa, and Latin America, with emphasis an
dilemmas of economic development, cultural and social dependency, and
international sovereignty in an interdependent world. These wiil be exptored
through an analysis of specific case studies.

Social Work {SW)
Department of Social Science
Division of Arts and Sciences

{Note; Students pianning to transfer to the sociat work program at Michigan
State University should follow the pre-professionat curriculum guide, which
inciudes SW 101, rather than the Human Services Program.}

SW 101 Introduction to Social Work 4(4-0)

tntraduction to the principtes of social work practice. Emphasis on social work
careers, description of methods, skilis and standards of practice, definitions
of the heiping rotes, survey of helping agencles and institutions, and overview
of social issues and client needs relative to social work practice.

SW 203 Social Work Interviewing 4(4-0)

Prerequisite: HUS 101 or SW 101. An examination of the purposes and basic
concepts of the interview relationship with emphasis on the helping interview.
Instruction in the techniques of inferviewing with an opportunity to engage
in practice interviews including videotaping and feedback.

SW 205 Social Welfare 3(3-0)

Prerequisite: SW 301 Introduction to the definition and concept of social welfare,
its history, programs, attitudes, vaiues and philosophy. Emphasis is upon the
development of private and public services, changing patterns of services,
the evolving changes in the Social Security Act and community action, with
attention to current issues in social welfare policy.

SW 209 Community Organization 3(3-0)

Prerequisite; SW 101 or HUS 101. introduction to the principles, concepts,
and meihods of community cerganization techniques. Emphasis is on the
introduction of basic practice skilis and intervention techniques within a
framework of beginning theoretical knowledge.

SW 230 Substance Abuse: Addiction and Treatment 3(3-0)

Prerequisite: SA 230. Covers the addiction cyc!e of aicoholics and drug abusers,
personality and interactional patterns of addiction, and casework and group
work technigues.

SW 231 Substance Abuse Agencies and Treatment Modalities 3(3-0)

Prerequisite: SA 230. A review and analysis of current models of treatment
within programs. inciudes review of inpatient, outpatient, Halfway Houses, and
occupational programs,

www.lcc.edu




Division of Arts and Sciences 67

% ALANSING _ _
\kcommu.\:m 1989 Catalog Lansing Community College www.lcc.edu
COLLEGE



68 Division of Business

AR

R

% ALANSING _ _
\kc&wjmu.\:m 1989 Catalog Lansing Community College www.lcc.edu



Lansing
Community
College

Dean James Person

Accounting and Computer Academic Programs
Criminal Justice and Law Systems

Hospitality Systems

Management Systems

Office Systems

‘i L%CIJ\TMS:\IAIS\%;TY 1989 Catalog Lansing Community College www.lcc.edu
COLLEGE



'5;\ LANSING
tCOLLEGE

70

Division of Business

DIVISION OF BUSINESS

Dean: James E. Person
210 Old Central Building

The Business Division’s programs support the major goais of the Coliege
in that the facully seek o facilitate the growth of individuais as productive
members of a business organization and of the society in which the organization
is found. To achieve such growth, the Division offers instructional programs
ranging from those providing instruction in the fundamentals of business
operations to those providing means for acquiring more advanced business
skills. Within this range, all courses offered wiil produce credit applicable either
toward the requirements for a certificate or degree issued by the College or
toward a baccalaureate degree issued by a four-year college when the credit
is transferred to such an institution.

Businsss Division Program Objectives
To deliver guality education and training, the facuity are committed:

1. Ta pravide pre-professional and career-oriented students with an inno-
vative personalized process of instruction.

2. To maintain constant evaluation and assessment of themselves and their
instructional methodologies in terms of student needs.

3, To structure and focus ail educationa! subject matter around a career
development theme so that such subject matter is meaningful and relevant
to the student.

4. To provide all persons compieting a program of the Division with the
knowiedge and skilis necessary to (a) enter the labor markei with a
marketable skill, to (b} be upgraded and updated in their chosen field
of work, or to (c) prepare them for pursuing further education.

5. To provide an instructional system which utilizes and coordinates ifs
activities with the resources of the business, industrial, and governmental
communities in the service area of the College.

6. To provide or assure the availability to ai! students the guidance, coun-
sefing, and instruction needed by them to develop self-direction, to expand
occupational awareness and aspirations, and to deveiop an understanding
of the personal and social significance of work.

7. To provide articuiation services to each student so that he or she will
know the next step toward personal development whether it be employ-
ment, further education, or re-entry into an educational program from
the world of work.

Organization of Resources

To assure the relevancy of its programs, the Division of Business uses the
services of a wide variety of advisory committees. The membership of these
committees is comprised of leaders in occupational career fields. These
advisary commitiees assist the Division in planning programs to meet the needs
of business, industry, and government, as wel! as educational institutions, labor
organizations, etc. for the development and ¢raining of their personnel. At the
heart of the Business Division programs is the facuity who are committed
to new perspectives in their feaching through active partnerships with govern-
ment agencies, business, and industry. in the detivery of education and training,
the Division uses efficient, up-to-date instructional methcds, applications and
equipment.

Maior Programs and Occupational/Career Fields in Business

The foliowing list includes the names of representative occupational fields
as well as some job positions. The Division of Business offers education and
tratning for each of the listed fields and positions.

International Business
Labor Relations/Personnel
Law Enforcement

Legal Assistant

Legal Secretary
Management

Marketing and Sales
Medical Secretary
Medicat Transcriptionist
Properiy Assessment

Accounting

Accounting/Data Processing
Administrative Assistant
Banking

Computer Applications Systems
Computer Operations
Computer Programming
Computer Software Systems
Computer Systems Analyst
Corrections

Court Administraior Real Estate

Court Reporting Registered Chef

Credit Union Operations Secretary

Data Entry Security

Financial Pfanner Small Business Management
Food Specialist Stenographer

General Clerical
Hotel-Mote! Management
Insurance

Transportation Management
Travel Agency
Word Processing

Transfer Programs for Businass

Transéer programs are available tc studenis who expect to transfer to a four-
year institution. Students are advised tc consuit the current catalog of that
institution and to follow its recommendations as to courses. Specific transfer
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credit information may be obtained from Lansing Community Coliege
counselors.

Community Service Programs

As stated in the obiectives previously listed, an important function of the
Business Division is serving the educational and iraining needs of local business,
industriat, fabor, and governmental organizations. To fulfiil this function, the
Division provides a variety of courses and seminars o retrain employees or
to upgrade their skilis. Within reasonable [imits, the Division stands ready tc
customize courses or programs to meet the needs of these organizations, Alsa,
the courses or programs may be developed for single or multipie sessions,
depending on the needs of the students to be served.

ACCOUNTING AND COMPUTER
ACADEMIC PROGRAMS

Program Director: Charles F. Parker
137 Old Central Building

The Accounting and Computer Academic Programs sirive to provide the
student with an epportunity o develop marketable skills and knowiedge. This
is accomplished by maintaining refevance and high quatity in all aspecis of
the program. The curricula and course content are continually evaluated by
students, facuity, administrators, professional organizations, and industry
advisary committees. Most of the facuity are fuli-time, career professionals
in the subject area they teach. This assures the student of access to an up-
to-date and relevant arientation to the information and concepis under study.

The instructional methods of Accounting and Compuier Academic Programs
recognize the mixture of varying experience, commitment, and educational
needs of students within the community. Both traditional and alternate delivery
systemns are available for the courses in most demand. Alternate delivery
systems alfow greater scheduie flexibility, and they utilize techniques such
as Computer Assisted instruction {CAl), Audio-Yisual-Tutorial (AVT), telecourse
broadcasts, and self-study course materials,

Students desiring to enroil in courses offered by the Accounting and Computer
Academic Programs area will find the courses identified as follows:

ACC: Accounting

CAB: Computer Applications for Business
CAS: Computer Applications Systems
CFP:  Certified Financial Planner

INS:  insurance

Curricular guides are available for each program offered by Accounting and
Computer Academic Programs from the Counseling offices and the Program
Director’s office. Students are encouraged to discuss any of these pragrams
with an advisor from the Accounting and Computer Academic Programs office.

Accounting

As sociely grows larger and maore complex, the need for quaiified people
in accounting and finance continues o increase in all organizations: whether
private, public, or governmental. Due to this reliable growth in the number
of new positions in the field, the job outiook for occupations produced by the
UU.S. Department of Labar projects that accountants, auditors, actuaries, and
financial occupations will have much better-than-average prospects for em-
ployment through at least 1395. In addition, accounting and finance positions
will be among the top occupations for average expected starting salaries. The
associate degree has become a preferred job entry ticket, and iansing
Community College has curricula targeting several of these fast-grawing
occupatians.

Many professionals realize that sound decision-making often depends an
proper understanding and analysis of financiai reports. in addition to the
preparation for the many career positions in accounting, the coliege provides
a variety of professional develcpment opportunities for pecple wanting to take
occasicnal courses or seminars rather than following a particular curriculum.
This service extends to alse providing Continuing Education Units {CEU’s) and
assistance in preparation for professional exarns, such as: Certified Financial
Planner {CFP), Certified Public Accountant {CPA), and Accreditation Certificate
in Accountancy (ACA).

Computer Academic Programs

Experts predict that the demand for computer professionals in business will
expand by 4.5 to 5 percent each year through 1995. That growth means new
career opportunities both for those starting their first career and for those
changing careers. This growth is in a profession that provides a coméfortable
work environment, commensurate compensation, stimulating chatlenges, and
the opportunity for varied experience and personat growth paced by changes
in technology.

The computer information systems field encompasses a variety of occu-
pations that center around the use of computers. The goat of professionals
in this field is to electronically transform raw data into useable information.
Computers can now be found in the home and car, as well as in business,
industry, government, and education. Challenging positions are available for
people who can write well, think logicatly, and salve problemns.
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Instructional Methods

Accounting and Computer Academic Programs have developed a system
of instruction known as audio-visual-tutorial instruction, which provides the
opporiunity for learning on an individual basis with continuous assistance and
supervision. The flexibility of this system allows enrollment in the course at
any time during the year; instruction and practice periods are usually any
time between the hours of B;:00 am. and 10:00 p.m. {and not necessarily
the same hours each day); and the opportunity to complete courses as rapidly
or as slowly as one’s capabilities and/or time commitments will allow. It also
provides academic advisors with the ability fo construct individual courses
to remedy specific deficiencies or to upgrade skiils in special areas.

This audio-visuai-tutoriat system of instruction was designed to replace the
traditional classroom by programmed instruction and demonstrations on audio-
visual media such as slides and tapes or interactive video,

Courses include the same cantent as their classroom-type predecessors and
are indicated in the course description section by the designation “AVT."

Cutricular Guides

General curricular guides for each curricuium offered by Accounting and
Computer Academic Programs are available in the counseling offices and the
Program Director's office; however, guides are frequently modified to accom-
maodate an individual student's background, goals, and abilities. The student
is encouraged to discuss unique situations with an academic advisar within
Accounting and Computer Academic Programs.

Accounting Certificate

The curriculum for the accounting.certificate is designed for students desiring
to rapidly acguire those skills for entrance into paraprofessianal levels of
accounting employment such as those of account clerks, cashiers, and
bookkeepers. {Curriculum Code 405)

Accounting Associate Degree

The two-year {90 credit) accounting curriculum offers preparation in ac-
counting and financial information to meet the needs of modern business
and industry. Accounting is the language of business. it provides for the
measurement and communication of financial data to those who will use that
data, not only for its informationat value, but also as a basis of decision and
action. The curriculum of this program is designed to help the student develop
habits of critical and logical thinking while learning to record, report and
interpret economic data.

Compietion of the two-year curriculum wilf provide the student with sufficient
skili and knowledge to meet entrance requirements of business and to Drogress
rapidy through many levels of accounting positions. (Curriculum Code 410)

Accounting/Data Processing

The accounting/data processing curricufum affers, in an Associate Degree,
the opportunity to have twa full majors, one in accounting and one in data
processing. Completion of this curriculum will enable the student to seek a
position in accounting or a position in data processing or a position which
requires substantial knowledge in hoth areas. This provides the student with
a great amount of flexibility in a rapidly changing business environment.
(Curricuium Code 411)

Applications Programmer

An Associate Degree curricuium designed for people planning to work as
applications programmers in a business environment. The student learns to
program in BASIC, COBOL, RPG, and Assembly. Other courses inciude data
base concepts, operating systems, data communications, and sysiems analysis.
(Curriculum Code 450}

Certified Financiat Ptanner -

Duat enroliment is required; The College for Financial Pianning as well as
Lansing Community Callege.

As the field of financial planning has gained prominence, so has the Certified
Financial Planner {CFP) Professional Education Program offered by Lansing
Community College in affiliation with the College for Financial Planning in
Denver, Colorado. It is a recognized standard among those seeking to acquire
the knowledge and skills essential to the practice of comprehensive client-
based personal financial planning.

The CFP curriculum emphasizes an approach based on the integration of
six subject areas pertinent to personal financial management, inciuding: risk
management, investments, tax planning and management, retirement planning,
employee benefits and estate planning.

Admission to the CFP curricuium is open to all individuals currentty working
in the financiai services industry, as well as to those interested in a financial
pianning education to enbance their personal knowiedge. To participate in
affiliate classes at LCC, the candidate witi be required to satisfy tuition and
ather conditions at LCC in addition o the Coilege for Financial Planning tuition,
fees and requirements.

To qualify for certification by the |BCFP (International Board of Standards
and Practices for Certified Financial Planners), individuals must fuifili certain
requirements, including submission of a transcript indicating compietion of
a financial planning education program that has been registered with the IBCFP,
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successful completion of the six national [BCFP certification examinations and
verification of relevant work experience in the financial services indusiry.
Relevant work experience is defined as fulltime {or equivalent part-time)
empioyment in the practice of personal financial planning, whereby financial
planning is done personally and directiy for clients for compensation. Can-
didates receive three CEU (Continuing Education Units) credits for each of
the six courses,

Examination sessions are scheduted for the third Saturday of january, May
and September. Currently, the iBCFP (International Board of Standards and
Practices for Certified Financial Planners) nationai CFP examinations are divided
into two sections. Section | consists of multiple-choice questians, warth 200
paints on the first exam, decreasing to 100 points on the sixth exam. Section
H consists of a case analysis, worth 100 points on the first exam, increasing
to 200 poinis on the sixth exam.

Computer Cperations Management

An Associate Degree curricuium designed for people who aspire to super-
visory positions in the computer operations area. After earning the computer
operator certificate {453}, 45 additionai credits are required for this associate
degree. ldeally, a graduate from the certificate program shouid gain work
experience as a computer operator while pursuing the associate degree.
(Curriculum Code 486)

Computer Operator

Certificate curriculum intended for people planning to become computer
operators, Included are basic data processing courses as weli as some
specialized topics refating specifically to computer operations. Can lead into
Computer Operations Management (4B6) Associate Degree. (Curriculum Code
453) :

Computer Sales Speciadist

Associate Degree curriculum which trains persons in computer sales. The
colrse work is divided among data processing, marketing, and business
subjects. {Curriculum Code 477) )

Computer Security and Controis

Assoctate Degree curriculum which covers fundamentals and technigues
in both accounting and data processing. This curriculum is used by students
already degreed in one area to obtain credentials in the ather area. {Curricuium
Code 488)

Data Processing and Management Ouat

intended as a second Associate Degree following the 450 degree. Additicnal
management and business concepts are studied. Requires 50 to 51 additional
credit hours after completing the Applications Programmer Associate Degree
(450). (Curriculum Code 452)

General Pre-Accounting

The pre-accounting transfer curriculum is designed for students preparing
to transier o four-year institutions. Since the requirements vary for different
four-year institutions, studenis should check with the program area for specific
colrse requirements at these institutions. (Curricuium Code 412)

Microcomputer Systerns

Associate Degree curricutum designed for those who wish to specialize in
microcomputer applications. Advanced BASIC, machine language, and data
processing courses are required as well as two approved sequences of courses.
Provides freedom to choose eiective courses from thraughout the Callege as
a specialty area for microcomputer applications. (Curriculum Code 489)

Microcomputer Systems Certificate

This curriculum provides a certificate in microcomputer applications for
someone developing specialization in that area far their employer. Computer
programming provides iraining in togicat thinking and good design techiniques.
Emphasis is placed on the development of applications using spreadsheet
and database programs. The BASIC programming language is emphasized,
Pascal, micro assembler, C fanguage and additional data processing courses
are also required. Can fead intc Microcomputer Systems (485) Asscciate
Degree. (Curriculum Code 454)

Programmer/Analyst

This Associate Degree curriculum combines skills in business application
programming and systems analysis. In addition to the 4 to 5 business
programming languages, the student will learn additional skitls necessary for
advancement to higher level data processing positions. (Curriculurmn Cade 408) .

Systems Analysis

Set up as a second Associate Degree to foilow the appications programmer
degree (450). The student takes some advanced data Processing courses as
well as additional communications courses. (Curricuium Code 487}
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COURSE DESCRIPTIONS

Accounting (ACC)
Accounting and Computer Academic Programs
Division of Business

ACC 100 Practical Accounting for Non-Majors A{4-0)

Emphasis is on accounting terminclogy, journalizing, and posting economic
information, trial balance preparation, payrall, preparation and posting accounts
receivable and payable. Recommended for students who do not plan to transfer
toa four-year institution ar who do not plan totake additonal accounting courses.

4{4-0)

This course is intended for genera! management students who do not plan
to transfer to a four-year inssitution. Its emphasis is on accounting terminoiogy,
and the use of accounting information for decision making. Topics covered
include financia! statement analysis, budgeting, and decision making.

ACC 101 Accounting Information for Management

ACC 140 Individual income Tax 4(4.0)

This is a basic course designed to give the skills and knowiedge necessary
to complete and fite all returns required of individual income tax taxpayers.
Course covers the basic concepts and terminology required for working with
the federal, state, and iocal tax regulations pertaining to individuals. The course
inciudes practical experience in filling out all common individual tax forms
and schedules.

ACC 210 Principles of Accounting } {AVT Available} 4(4-0)

This course is the first term in the one-year infroduction to accounting course.
Topics covered include the structure of the accounting cycie, development
of financial staternents and understanding how accounting principles control
the particulars of assets, liabilities, equities, expenses, and revenues.

ACC 211 Principles of Accounting Il (AYT Available) H4.0)

Prerequisite: GPA of 2.0 in ACC 210. This course is the middie term in the
one-year introduction to accounting course. Topics covered include internal
conirol, cash, payroll, partnerships, corporations, and long-term labikities.

ACC 212 Principles of Accounting Il 4.0}

Prerequisite: ACC 211. This course is the third term in the one-year introduction
to accounting course. Topics covered include manufacturing costs, standard
cosis, break-even analysis, fixed and variable costs, short-term decision making,
capital budgeting, cash flow analysis, and financial staternent ratios.

ACC 220 Intermediate Accounting | 4(4-0}

Prerequisite: ACC 212. This course provides instruction in the balance sheet;
income and retained earnings staterments; in-depth review of the accounting
cycle and theory, cash and ternporary investments; receivables; current
liabilities, and present value of assets.

ACC 221 Intermediate Accounting i 4(4.0)

Prerequisite: GPA of 2,0 in ACC 220. Topics to be covered in this course include
inventories, operational assets, and stockhoider's equity.

ACC 222 intermediate Accounting i1l 4(4-0)

Prerequisite: ACC 221. This course is a coniinuation of ACC 221. Topics fo
be studied inciude lang-term Habilities, Jong-term investments, leases, pensions,
sources and applications of funds, and financial statement analysis.

ACC 230 Cost Accounting | 4(4-0)

Prarequisite: ACC 212. This course witl provide an expianation of the cast
accouniant's rote in a business organization. It will stress the objectives of
planning and controlling routine operations, decision making, inventary vat-
uation, and income determination. Other topics to be covered include defining
costs, cost/volume/ profit analysis, job order costing, process costing, standard
costing and variance analysis, budgeting, and the use of accounting information
for motivation and control.

ACC 231 Caost Accounting !l 2(4-0)

Prerequisite: ACC 230. This course emphasizes long-range planning, goal
settéing, and non-routine decision making. Topics {o be included are cost
allocation, capital budgeting, inventory planning, internal controf, decentral-
ization and transfer pricing for performance measurement and mativation,
decision models, and determination of sales and production mix.

ACC 240 Federai Taxes | 4{4-0)

Prerequisite: ACC 212. This course covers aspects of the federal income tax
for individuals. Topics include gross income, adjusiments from gross income,
temized deductions, tax credits, and other reiated topics.
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ACC 241 Federal Taxes if 4{4.0}

Prerequisite: ACC 240. This course is an in-depth study of federal tax laws
relating to business and professional organizations. Special topics included
are partnerships, subchapter S corporations, corporate liquidations, and
dividend distributions.

ACC 245 A'ccounténg Internship 3{3-0)

Prerequisite: Program Area approval. Approval for an Accounting internship
is based on the successfui completian af basic Accounting courses. Placement
in an approved tfaining station to earn credits for satisfactory work performance,
and earn wages for hours of wark. Occupationai interests are considered with
background or related classes to determine employment arrangements.

ACC 250 Advanced Accounting 4(4-0)

Prerequisite: ACC 222 or Program Area approval. Areas of emphasis to be
included in this course are parinerships, governmental accounting, business
combinations as a “poaoling of interests” vs. a purchase, and preparation of
consolidaied statements.

4{4-0)

Prerequisite; ACC 211. Designed to prepare studenis to deal with problems
and issues related to computer-based accounting information systems. Stu-
dents will do bookkeeping and soive accouniing probiems using microcom-
puters, Previous familiarity with computers is not necessary.

ACC 261 Accounting with Lotus/dBase 4(4-0)

Prerequisite: ACC 212. This course is designed to feach the use of micro-
computers as tools in soiving accounting problems. Lotus 123 and dBase IH
wili be the primary software taught. The iBM PC Network wili be used for
networking and with dBase Ill. In addition, a variety of other microcomputer
software and hardware wili be demonstrated. Familiarity with computers is
not necessary but students are expected to be knowledgeable of the accounting
topics taught in Principies 1.

ACC 260 Microcomputer Accounting Systems

ACC 271 Principles of Finance 4(4.0)

Prerequisite: ACC 212. This course emphasizes the shori- and fong-term
decisions a financial manager can be expected to face. Tapics to be included
are working capitai management, risk, cost of capital, capitai markets, long-
term debt, stocks and dividend paolicy, as these topics refate to obtaining
financing for a business.

ACC 275 Financial Decision Simulation Game 4(4-0)

Prerequisite: ACC 212. This course is a game in which participants make
decisions which affect their simuiated company. The instructor takes care of
all computer involvement so the student needs no computer background.
Lectures cover various financial fopics, particularly those which heip the student
manage the finances of his imaginary company.

ACC 280 Governmental Accounting 4(3-0)

Prerequisite: ACC 212 or Program Area approval. This course covers principles
of fund accounting, provides a discussion of the characteristics of the gov-
ernment function as distinguished frorn commerce and industry, and analyzes
the differences in records, accounting and reports required because of these
differences. The essentials of fund accounting, appropriations, allotments,
atlocations, and budgetary controls are ather topics o be covered,

ACC 281 Governmental Budgeting and Institutional Accounting 4(4-0)

Prerequisite: ACC 212 or Pragram Area approval. This course is a continuation
of Governmental Accounting (ACC 280) and it offers detailed accounting
procedures and accepted practices in governmentai and institutionat account-
ing. Considerable instruction and work is devoted to program budgeting and
performance measurement with emphasis on recent changes and current
practices in different government units. .

ACC 280 Auditing 4(4-0)

Prerequisite: ACC 222 or Program Area approval. Specific topics covered in
this course are professional ethics, types of audits, need for auditing, legal
liability of auditors, auditing of E.D.P. systems, statistical sampling, audit working
papers, financiat statements and the attest function in audit reports.

C.P.A, Review Courses

Four C.RA. review courses are offered beginning the end of August each
year. These courses are designed to prepare candidates for the Uniform
Certified Public Accountirig Examination. Past candidates who participated in
the LCC review courses have earned a passing percentage significantly higher
than that earned by all candidates in Michigan.

Each section is taught with the specific intent of providing a background
of information needed for the examination. Typicai examination guestions and
problems are covered using current materiat, The single goal is to assist each
applicant in efforts to meet the standards required by the C.P.A. Examination,
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ACC 295-CAS 161

ACC 295 Theory of Accounts Review 2(2-0}
ACC 296 Commerciat Law Review 2(2-00
ACC 297 Auditing Review 2(2.0}
ACC 298 Accounting Practice Review 4{4.0)
Computer Applications for Business (CAB)

Accounting and Computer Academic Prograrms

Division of Business

CAB 102 Using Personal Computers 343-0)

A first course in computers that surveys the concepts and uses of software
applications such as word processors, spreadsheets, and database managers
through hands-on use. Terminology, probiem-solving, and acquisition factors
associated with personal computers aiso discussed. Pass/No Pass grading
system is used. )

CAB 111 WordStar 2(2.0)

Beginner-levei training for the popular, screen-oriented word processing pro-
gram. Provides hands-on experience on how to perform most word processing
commands.

CAB 113 Multimate 2(2-0)

Beginner-leve training on use of this Wang{R)-like word processing program.
Provides hands-on experience on how to perform most word processing
commands.

CAB 114 WordPerfect 2(2-0)

Beginner-ieve! training on use of one of the most versatile word processing
programs. Provides hands-on experience on how to perforrm most word
processing commands.

CAB 115 DisplayWrite 2(2-0)

Beginner-ievel training on use of the microcomputer-based DisplayWrite 4 {R).
Provides hands-on experience on how io perform most word processing
commands.

CAB 121 Lotus 1-2-3 Self Teaching 2(0-4)

An introduction to using the Lotus 1-2-3 spreadsheet, graphics, and database
program. A self-ieaching course providing hands-on experience to create and
refine spreadsheets, produce graphs and reports, and search and sort data-
bases. Uses the Arthur Young self teaching video course. Pass/No Pass grading
system used.

CAB 123 Lotus 1.2-3 2(2.0)
Create worksheets and data bases, manipulate and generate reports, tabtes,

and graphs. File handling, disk management, MACROS included. Beginner-
level training.

CAB 124 Advanced Lotus 1-2-3 2(2.0)

Prerequisite: CAB 123 or ACC 261. An extension of CAB 123. Provides
reinforcament of Lotus 1-2-3 basic skills, plus expanded discussion and
appiication in topic areas of Macros and data base.

CAB 130 Using dBase IH Plus for Non-Majors 2{2.0}

Teaches using dBase llf Plus interactively, create database files, enter and
edit data, display records, choose and sort on various fietds, search for specific
records, prepare reports and wse related fites.

CAB 133 dBase HI 4(4-0)

Create data base structure, enter data, display data on screen, sort data on
various factors, prepare reports, add to and edit data base, Includes a review
of programming principles and explanations of fite creation and indexing, screen
/0, fite processing, reports, and menus.

CAB 135 R:base 5000: Database Processing on Micros 4(4-0)

This course used R:base 5000 as a tool to develop and implement a data
base application program. Students {earn both how to use R:base 5000 and
practice the process of effective data base design.

CAB 135 4th G_eneration Language-SQL 2(2-0)

This course covers the reiational database language SQL. Topics include tabie
definition, queries, special operators, the join operation, views, security, ad-
ministration, and reports.
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CAB 171 Sympheny 3(3-0)

An introduction fo an all-in-one software system. Hands-on training for its
spreadsheet, business graphics, data base manager, and word processor.
Communications is discussed. Knowledge of Lotus 1-2-3{R} is nat assurmed.

CAB 181 Desktop Publishing 4(4-0)

This course is designed for those who want to put desktop publishing %o use.
It provides an overview of the types of hardware and software available for
this application. The course develops competency in use of Aidus PageMaker:
a fuli-featured microcomputer deskiop software program.

CAB 311 Educational Computer Applications | 3(3-0)

Overview of educational computer potential with an emphasis on K-12 ap-
plications. Topics inciude introduction to BASIC, Logo interaction, software
evaluation and review, and exposure to media in computer education, Graded
on a P/Z basis only.

Computer Applications Systemns (CAS)
Accounting and Computer Academic Programs
Division of Business

CA5 100 4(4-0)

Concepts of data processing: what a computer is, how it functions, and is
influence on all facets of society.

introduction to Data Processing

CAS 104 Personal Computing 4(4.0)

Teaches the fundamentals of effective microcomputer use, including computer
concepts and equipment, with heaviest emphasis on microcomputer software
appfications. Hands-on activity. This course differs from CAB 102 in providing
greater depth and broader coverage of business applications. it requires greater
commitment from students than CAB 102,

CAS 111  Forms Design and Control 3(3-0)

Initial phase of recognizing that a form is needed through utilization of the
form. inciudes fayout of items by importance, design of margins and print
spacing, grades of paper, reproduction and binding, and forms processing
by users.

CAS 121 Data Processing Math and Logic 5(5-0)
Prerequisite: MTH 012 or equivalent. Designed %o be taken concurrently with
CAS 151. Introduces basic logicat forms. Includes Howcharting, set theary,
truth tables, Warnier diagrams, and non-decimal number systems.

CA5134 Documentation 4{4-0)
Prerequisite: CAS 121 and CAS 151, Fundamenta! documentation toois in use
on both the systems and programming fevet.

CAS 137 4{4-0)

Prerequisite: CAS 100. Function and responsibilities of the computer operator;
includes machine maintenance, console response, and malfunction recovery.

tntroduction to Cperations

CAS 141 Home Computer BASIC 2(2-0)

A brief programming course for the computer hobbyist or anyone interested
in a rudimentary introduction to microcomputer programming. Write and debug
simple programs in the BASIC language. Pass/No Pass grading system is used.

CAS 151 Business BASIC | 4{4-0)

Prerequisite: MTH 012 or equivalent. Designed to be taken concurrently with
CAS 121. A beginning course in computer programming for CAS majors and
others wanting an intensive introduction to probiem-solving techniques using
the BASIC programming language.

CAS5152 Business BASIC H 4(4-0)

Prerequisite: CAS 121 and CAS 151. Intermediate BASIC language. Special
considerations for use on microcomputers. Inciudes sequential and random
access files, interactive programming technigues, simulation programming and
system development.

CAS 153 Business BASIC I 444.0}
Prerequisite: CAS 152. Advanced BASIC language, writing a.system of business
application programs for a microcomputer, Disk fite usage and data structures.
CAS 161 Beginning RPGII 4(4-0}

Prerequisite: CAS 121 and CAS 151. Understanding RPGIl and how to program
with it. Includes problem definitions, card procedures, control levels, and
muitiple-record files.
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CAS 162 Advanced RPGII 4(4-0)
Prerequisite: CAS 161. This course reinforces concepts learned in CAS 161
and provides ability to design and implement systems in a team environment.
CAS 171 COBOLI 4(4-0}
Prerequisite: CAS 121 and CAS 151. Basic companents of the COBOL fanguage
applied to write efficient programs.

CA5 172 COBOL M 4{4.0)

Prerequisite: 2.0 GPAiIn CAS 171. includes disk file organization and processing.
Program business applications such as input editing, merging files, random
and sequential file updating, creating and using ISAM files.

CAS173 COBOLIH 4(4.0)
Prerequisite: CAS 172 and CAS 261. A project-oriented ciass in which the
student analyzes and programs a complete business system. Topics inciude
interactive programs, indexed files, file creating and updating, and report
generating.

CAS 181 Assambiy | 4(4-0)
Prerequisite: CAS 121.and CAS 151. Introduces machine language concepis
and the basic assembly language instructions for the IBM Systern /370.

CAS 182 Assembly i 4{4-0)

Prerequisite: CAS 181. Includes scanning records for data, extrackng variabie
{ength data from records, validation of data, extended addressability, muitipte
base registers, subprogram communication conventions, knked lists, and macro
writing.

CAS 187 Micro Assembier 4(4-0)
Prerequisite: CAS 152. Inter-refationship between BASIC and the 8088 micro
assemnbier. Includes interrupt routines and 1/0 routines.

CAS 189 Pascal 4(4-0)
Prerequisite: CAS 121 and CAS 151. Write structured programs in Pascal. Covers
queues, stacks, linked-lists, disk files, and real-f#me simutations.

CAS 190 C Programming Language 4{4.0)

Prerequisite: CAS 189. Students will use professional development tools,
including a debugger, to become familiar with the "C” programming language
by designing, implementing, and testing programming projects.

CAS 201 EDP Security and Controls 4(4-0)

Prerequisite: CAS 100. Study types of security and conkrols over computer
systems. Inciudes administrative, operational, and documentation controls,
invasion of privacy, and computer fraud.

CAS 225 Artificial Intelligance 4(4-0)

Prerequisite: CAS 121 and CAS 15]. {ntroduction to problems and techniques
of artificial intelligence. Includes problem-solving strategies, knowledge repre-
sentation, and approaches used by state-of-the-art probiem-solving systems.

CAS 231 Data Communications 4(4-0)

Prerequisite; CAS 121 and CAS 151, Inctudes general terminology, hardware
and software, basic steps in designing a teleprocessing system.

CAS 241 Operating Systems 4(4-0)

Prerequisite: CAS 181, What operating systems are, why they exist, how they
wark, how thay interface with the operators and programmers.

CAS 251 Data Base Concepts 4(4-0)

Prereguisite: CAS 172. Objectives of a data base organization and investigating
the extent to which these objectives are met by state-of-the-art data base
management software. Alsa, the CODASYL proposal and relational theory.

CAS 256 Data Structures 4{4-0}

Prerequisite: CAS 189, This course will give the student the study experience
of finding aiternative ways tc solve and implement program solutions to
problems. They will learn the deveiopment of an understanding of the use
of abstraction in problem solving through use of Pascai code, comparisans
of algorithmic and impiementation variations, and generatized algorithms for
traversing a data structure.

CAS 261 Systems Analysis and Design 4(4-0)

Prerequisite: CAS 171 or CAS 152 or- CAS 161. This course assumes a
background in general data processing concepts, CAS 100, and a programming
course utilizing extensive fite handling and structured programming techniques.
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A systerms analysis iife cycle is used to present detailed techniques of sysiems..
analysis and high level concepts of systems design. Verbal and written
communication skilis are needed by an analyst and will be stressed by a class
proiect and other ciass activities.

CAS 262 Systems Design and tmplementation 4{4.0)

Prerequisite: CAS 261. This course continues the design concepts presented
in CAS 261 by presenting design teckniques at a detailed level. The course
assumes a background of COBOL | {CAS 171} and CAS 261. Phase three
{detailed design and implementation) of a five phase systems iife cycle is
emphasized. Phases four and five (installation and review) are summarized.
Verbal and written communications will continue to be emphasized.

CAS 263 Business Systems Dasign 4(4-0)

Prerequisite: CAS 172 and CAS 262, This course relies on the concepts and
techniques learnad in CAS 161 and CAS 262 to complete a simuiated business
application project. Technigues of project management are emphasized and.
applied to a student project team. The project team will compiete the steps
in the systems development [ife cycie in completing the course project.
Continued emphasis will be placed on oral and written communications.

CAS 275 Microcomputer Project . 4{4-0)

Prerequisite: Program Area approval. Design, document, code, debug and
implement microcomputer software system project. Must have successfully
completed CAS 152 or CAS 221.

CAS 276 Microcomputer Project Extension | 44-0)

Prerequisite: Program Area approvai. Extension of CAS 275 when the micro-
computer project is more ambitious.

CAS 281 Operations Imternship 1 3(3-0)

Prerequisite: Program Area approval. The first of a two-term internship designed
exclusively for the Computer Operator Certificate of Achievement (cugticutum
installation. : ' .

CAS 282 Operations intarnship 11 3{3-0)

Prerequisite: Program Area approval, Additional experience through 100 more
hours of on-the-job experience at a different data processing site.

CAS 291 Programming Internship 5(5-0)

Prerequisite: Program Area approval. For students who have compteted ail -of-
the programming language requirements of the applications programmer
degree. Two hundred hours of on-the-job programming experience.

CAS 850 CDP-—Mock Exam .5{(.5-0)

Overview of five topics covered in CDP (Certified Data Processor) exam: software,
hardware, systerns, management, and quantitative methods. Pass/No Pass
grading system is used.

CAS 851 CDP—Software 5(.5-0}

Review session for CDP (Certified Data Processor} exam. Inciudes principles
of programming, meta programming systems, and programming languages.
Pass/No Pass grading system is used.

CAS 852 CDP--Hardware .5(.5-0)

Review session for CDP (Certified Data Processor) exam. inciudes evalution
of computers, computer components and functions, interna! processing, and
peripherals. Pass/No Pass grading system is used.

CAS 853 CDP-—Systems .5(.5-0)

Review session for CDP (Certified Data Processor) exam. inciudes project
respansibility, data processing systems analysis, data processing systems
design and implementation, and pianning and controis, Pass/Mo Pass grading
system is used. ’

CAS 854 CDP—Management .5(.5-0)

Review session for CDP (Certified Data Processor) exam, Includes principles
of management and principles of data processing management. Pass/No Pass
grading system is used.

CAS 855 CDP—Quantitative Methods .5(.5-0)

Review session for CDP (Certified Data Processor) exam. includes study of
the basic accounting process, cost accounting, computer auditing and controf,
mathematics and statistics. Pass/MNo Pass grading systerm is used. -
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CFP 201-INS 265

Certitied Financial Ptanner (CFP)
Accounting and Computer Academic Programs
Division of Business

CFP 201 3(3-0)

Prerequisite: Program Area approval. Designed to give an overview of the
financial pianning process and outline the six stages of the pracess: gathering
data, analyzing information, formulating a comprehensive plan, monitaring and
implementing the pian. As a further foundation for the financia! planning
process, includes a study of communications skills, the economic environment,
and time vaiue of money concepts, In addition, a basic preview of the subjects
covered in the subsequent parts of the program.

Intreduction to Financial Planning

CFP 202 Risk Management 3(3-0)

Prereguisite: Program Area approval. Covers the principles of risk management,
how to identify a client’s risk exposures, and how to select appropriate risk
management techniques for clients. Inciudes the various forms of insurance,
the characteristics of insurance programs and policies, and the public and
private sector insurance benefits.

CFP 203 3(3-0}

Prerequisite; Program Area approval. Acquaints the student with a wide variety
of investment vehicles, the environmental infiuences affecting investment
vehicles, and the fundamentals of investing, including financial markets,
sources of investrment risks, tax considerations, and securities regulation.”

Investments

CFP 204 Tax Planning and Management 3(3-0)

Prerequisite: Program Area approval. Provides the student with an understand-
ing of the fundamental methods of individuat income tax management. The
student will learn about the potentiat income tax implications resuliing from
the selection of a particuiar form of business, intrafamily transfer method,
and tax-advantage investment. Students wilt also be introduced to various types
of charitable contributions and the effect they have on a cllent’s income taxes,
tax planning alternatives, and tax traps.

CFP 205 Employes Benefits and Retirement Planning 3(3-0)

Prerequisite: Program Area approvai. Designed to familiarize students with
various person and employer-sponsored retirement pians, examines IRA's, tax-
sheltered arrangement (TSA's), and qualified retirement plans including group
life and medicat insurance, medica! reimbursement plans, and self-insured
health and welfare plans.

CFP 206 Estate Planning 3(3-0)

Prerequisite: Program Area approval. Acquaints siudents with the various
components of the estate planning process. it wili teach students about the
fundamentais of federal estate and federal gift taxation, various estate planning
techniques including exclusion and valuation technigues, deeds, forms of
ownership, charitable transfers, and postmortem planning technigues.

Insurance {INS}
Accounting and Computer Academic Programs

Division of Business

INS 265 Principles of Risk and Insurance 4{4-0)

This course presents the fundamental principies involved within the business
environment for handling risk, with emphasis on those indicating insurance
solutions. It covers property, casualty, life, accident and heaith insurance.

CRIMINAL JUSTICE AND LAW SYSTEMS

Pragrarn Director: jane P White
C. F. Pegg Center for Criminal Justice and Law
224 0id Centra! Buitding

In recognition of his substantial contribution in founding the Law Enforcement
program and establishing the Mid-Michigan Police Academy at Lansing Com-
munity College, the Center was named in B! for Charles F. Pegg, Chief of
Police, educator and {eader in professionalism of faw enforcement throughout
Michigan,

Criminal justice education can be defined as an interdisciplinary study of
the structure, functions, decision processes, and problems of various agencies
that encompass the legal system. Agencies inciude the police, courts, and
correctional organizations, security operations, or civil law system.

The Criminal Justice and Law Systems curricula are designed to prepare
men and women for entering a variety of occupations such as law enforcement,
corrections, juvenile work, parole and probation supervision, security oper-
ations, iegal assistance, management, and administration. The curricula are
designed to provide the student with a genera! background concerning criminaf
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justice or faw prior to entering the specialized and practical aspects of a
particuiar occupation.

Continuing education is offered for the practitioner in a variety of areas.
The Criminal Justice and Law Cenfer presents in-service training for depart-
ments and agencies on an on-going basis. Specialized content can be designed
far agencies.

Students desiring to enroll in courses offered by Criminal Justice and Law
Systems wili find the courses identified as folows:

Cl:  Criminal Justice
LAW: Law

Curricular guides for each curriculum offered by Criminal Justice and Law
Systems are available in the counseling offices and the Program Director's
office; however, these guides may be modified to accommodate an individual
siudent's background, goals, and abilities. The student is encouraged o discuss
unigue sitUations with an academic advisor in the Criminal Justice and Law
Center.

Corrections Administration

An Associate Degree is offered in the area of Corrections Administration.
A broad base of knowledge is afforded to corrections personnel as weil as
those anticipating entering this occupation. Many career paths are available
including those of parole and probation officer, institutional corrections officer,
hatf-way house supervisor/administrator, and various positions in juvenile
correctional institutions. This is one of the fastest growing occupational fields
in Michigan. {Curriculum Code 465}

Corrections Officer Certificate

The Caorrections Officers Training Act of 1982 mandates that 23 term credits
of specific courses must be obtained for entry into State and Local correctional
officer positions. The Yocational Correctional Officers Training Certificate is
issued by the Center for those who successfully achieve a 2.0 grade point
in each ciass. (Curricuium Code 464)

Criminal Justice

Two different options are available for the student: Associate Degree or the
Associate Degree for transfer to a four-year institution. These career degrees
allow the student to focus on criminal jusiice with poientiai employment in
a police agency. {(Curricuium Code 460 and 461)

Criminat Justice—MNatural Resources Officer Option

An Associate Degree for those students seeking empioyment in the Michigan
Department of Natural Resources. Option to transfer to a four-year institution.
(Curricuium Code 463)

Legal Assistant

An Associate Degree curriculum designed for those who choose a parap-
rofessional career assisting attorneys ranging from office managementi to
preparing case materials. The majority of the graduates will seek employment
with law firms. Opportunities also exist in banks, real estate offices, welfare
offices, credit and collection agencies, insurance companies, title insurance
companies, abstract offices, and government agencies. The program provides
background in legat processes and procedures. Ample elective choices to attain
individua! goais are available. This curriculum has American Bar Association
accreditation. (Curricuium Code 442)

Legal Assistant Post-Baccalaureate Certificate

A certificate for students who have aiready earned a Bachelor's Degree from
an accredited fous-year college or university. This aliows the student to choase
a shorter curriculum cansisting of just faw classes which can be compieted
in a minimum of nine months, This curriculum has American Bar Association
accreditation. {(Curricuium Code 443)

Mid-Michigan Police Academy

An Associate Degree curriculurn which ailows a student to apply to the Police
Academy at Lansing Community Coliege towards the end of this twa-year
program. Michigan Law Enforcement Officers Training Councif mandates that
a pre-service applicant must be eligible for a two-year Associate’s degree upon
completion of the Academy. A Spring and Fali Police Academy, |4 weeks iong
and in excess of 40 hours per week, occurs each year. Physical and general
education pre-testing as well as other selection criteria are utilized for selection
as mandated by law in Michigan. Staff is comprised of training officers from
Lansing and East Lansing Police Departments, Michigan State University
Department of Public Safety, and the ingham and Eaton County Sheriff's
Department. (Curricutum Code 460)

Security Adrministration

An Assonciate Degree designed to provide graduates entry into many different
occupations or {o transfer to a four-year institution. Employment opportunities
include business firms, bank/financial industry, wholesales/retall industry,
hospital/medical facilities, institutional faciities and manufacturing compan-

www.lcc.edu



L ALANSING
b COMMUNITY
tCOLLEGE

76

Division of Business

C€J 101.CJ 215

ies. The concepts of theft prevention and security maintenance by trained
security personne! fo their employer is emphasized. The private security
industry has developed into a muiti-bifiion doilar a year business and has grown
in employment by 15 percent each year over the last decade. (Curricuium
Code 4693

COURSE DESCRIPTIONS

Criminal Justice (CJ}
Criminal Justice and Law Systems
Division of Business

{Note~—former course codes are in parentheses after the descriptions)

CJ 101 4(4-0}

Study of the process of criminal justice with emphasis on historical, consti-
tutional and organizational systems. {LE 101}

Introduction to Criminal Justice

CJ 102 Crime: Causes and Conditions 3{3-0)
Analysis of causes and control of crime, sociologicat and psychological theories;
measurement of crime; perspectives on punishment. (LE 102}

CJ 103 Criminal Law 4(4.0}

Prerequisite: CJ 101. Study of criminat law, classification of crimes, the elements
of crime and defenses against criminality. Also the application of concepts
to specific offenses and how to research the law. {LE 103)

4(4-0)

Prerequisite: CJ 103. Fundamentais of crime scene investigation and coflection
and preservation of physical evidence. (LE 104)

CJ 104 Basic Elements of Criminal Investigation

CJ 105 Criminal Offense Investigation:

Techniques and Procedures 4(4-0)

Prerequisite: CJ 104, Advanced criminal investigation dealing with specific
crimes, inciuding preparing cases for prosecution and courtroom testimony.
(LE 105)

CJ 106 Juvenile Prablems: Control and Prevention 4(4-0)

Legal basis for the criminal justice practitioner in dealing with the iuvenile
offender and juvenile victim as defined by Michigan law. {LE 106}

CJ 107 Juvenile Problems: Control and Prevention Part H 4{4.0)

Prerequisite: Cl1 106. Legal and procedurat methods of the iuvenile justice
systems and agencies; specific behaviorat patterns of juveniies identified,
{LE 107}

CJ 113 Women and Men in Criminal Justice 3(3-0)

Prerequisite: CJ 101 or CJ 130. Explores the issue of men and women working
together in the criminal justice work force; survey of seif-awareness, career
awareness, decision making processes. {LE 113)

Ci130 4{4.0)

Introduction and analysis of agencies and processes within the correctional
system, An examination of correctional officer behavior and correctionat
legislation, the courts, rehabilitation, and correctional institutions and their
operation and administration. includes averview of history, sentencing, pro-
bation and paroie and community corrections. This course is part of fhe
Correctional Officer Vocational Certificate. (COR 111)

introduction to Corrections

CJ 131 Legal Issues in Corrections 4(4-0)

Prerequisite: CJ 130. Study of current constitutional, Federal and State law
as it pertains to penal institutions, inmates and correctional employees. Wiil
acguaint the student with basic correctional law and inmate rights. The course
will provide students with insight into policy considerations behind State and
Federal iaw, legal process and court decisions. This course is part of the
Correctional Officer Vocational Certificate. (COR 113)

3(3-0)

Prerequisite: C4 101 or CJ 130. Legal aspects of the juvenile court process,
detention case supervision and juvenile institutions after care will be examined.
Both public and private agencies will be discussed in the treatment of the
juvenile offender. (COR 133)

€J 133 Juveniles in Corrections

CJ 134 Probation and Parole 3(3-0}
An introductory level course in probation and parole with strong emphasis
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on counseling and interviewing skills, the proper use of supervision techniques
and the writing of reports such as pre-sentence reporis, initial interview reports,
quarterly follow-up reports, probation and parole viotation reports, etc. The
history and theory of probation and paroie.

CJ 135 Correction Officer 3(3-0)

Designed o explain the role of a correctional officer. Covers the actuat duties
and respensibilities of an officer. it wili heip develop the essential skills in

the correctional coniext to establish the hase for a career in corrections. True -

depiction of the job of a correctional officer will be presented. This course
is part of the Correctionai Officer Vocational Certificate. o

CJ 150 4(4-0)

An overview of the rapidiy growing field of private security. Topics covered
inciude development, philosophy, responsibility and functions. in addition, a
perspective of the present state of private security, principies, legal authority
and effect on society in general is presented. (SEC 111)

introduction to Security

CJ 151 Legal Aspects of Private Security 4{4.0)

Presents the legai rights available {o security officers, corporations, partnerships

and individually owned businesses for the protection of asseis from ioss. Topics

covered include powers of arrest, search and seizure, interrogation and interview

??d other laws applicabie fo private security officers and administrators, (SEC
3

Cl 152 Loss Prevention 4(4-0)

Prerequisite: CJ 150. Addresses the “whip” of security as wel! as the problerns
of foss. The course adopis the concept of conceding loss conirol prevention
is the primary effort needed. The course work wili present a new perspective .
in lopking at a persistent problem, loss of assets, {SEC 115) .

44.0)

Prerequisite: CJ 101. Principles of crganization including setting palicy and
procedure, planning, budgeting and goal setting for criminal justice agencies,
(LE 201} :

CJ 201 Criminal Justice Organization and Administration

3(3-0)

Managerial functions including roies and responsibilities of supervisory em-
ployees in criménal justice agencies and implementing policy and procedures.
(LE 202)

CJ 202 Criminal Justice Management and Supervision

CJ 203 Criminal Procedure 4(4.0)

Prerequisite: CJ 101, Pre-trial procedures with emphasis on U.S. and Michigan
Constitutions. Inciudes faw of arrest, search and seizure, interrogation and
confessions and rules of evidence. (LE 203)

CJ 204 Highway Traffic Adminisiration 40}

Prerequisite: CJ 101. Study of Michigan Vehicle Code; effective traffic contro}
procedures; elements of “selective” enforcement, parking and intersection
control; procedures and palicies far vehicle accident investigation; review of
fatalities, causes, prevention and scope of accident investigation. {LE 204}

CJ 206 3(3-0)

Techniques and procedures uiilized in successfully inierviewing or interrogat-
ing; behavioral guidelines; constitutional and court decisions regulating ap-
propriate guidelines. (LE 206)

Interviewing and Interrogation

CJ 208 Organized Criminal Activity 3(3-0)

Development and histary of organized crime throughout the worid. Shows
evolution of crime as an ecanamic entiy in legitimate, as welt as illegitimate,
sources of the business wortd. (LE 208}

CJ 209 Patrol Procedures 3(3-0)

Study of basic patrof operation vital to police and security as a primary function;
purposes, methods, types and means as well as deployment metheods. (LE
209)

CJ 210 Substance Abuse in the Workplace 3(3-0)

An in-depth discussion of the substance abuse probiem in the workplace. This
course is designed fo inform the students of the different drugs, their abuse
and their effects. Also covered are topics of drug involvement and how it relates
to labor relations, management/employee retations, investigative techniques
and arbitration.

CJ 215 The Crimina} Mind 3H3-0)

An introduction to the working of the criminal mind. Basic concepts of mentai
functioning wili be addressed with emphasis on behavioral motivation in
criminat conduct.
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CJ 216-LAW 105

CJ 216 Psychology of Sex Offenders 3({3-0)

This course is designed to give students a better understanding refating to
the motivation of the sex offender's hehavior and the meaning of the sexual
offender by personality and/or behavioral characteristics and to understand
the importance of teamn efforts regarding crime scene preservation and integrity
as well as profiling of the scene.

CJ 217 Psychaology of Homicide 3(3-0)

An introduction to the student to the psychodynamics of homicide, establish
a basis for understanding the crime scene through the use of behavicral analysis,

CJ 235 Basic Firearms 4(4-0)

Prerequisite: Program Area approval and sophomore status. Provides basic
marksmanship, safety rules and regulations, range procedures, nomenclature
and function of the various types of weapons. (LE 235}

CJ 236 Basic Combat Firearms 4(4-0}

Prerequisite: Program Area approval and CJ 235. Intermediate instruction as
a transition from buli's eye to fietd and combat shooting. {LE 236)

CJ 242 Unarmed Defense 4{4.0)

Correct and effective methods of disarming and applying technigues to subdue
subjects; search techniques and legal aspects of physicai control. {LF 242)

€J 243 Unarmed Defense I 4(4-0)

Prerequisite: Program Area approval or CJ 242, This course is designed to
pravide the student who aiready has a working knowledge of the basic concepts
of police defensive tactics, with advanced training involving handcuffing,
pressure points and transition techniques.

CJ 245 Report Writing/Criminal Justice 2(2-0)

Prerequisite: CJ 101 or CJ 130 0r CJ 150. Methods of precise writing techniques;
proper documentation of work effort; application of skills in writing exercises.

CJ 248 Physical Fitness for Criminal Justice 3(3-0)

This course is designed to assist the students in developing and enhancing
their level of heaith and physicat fitness in order that they may successfully
complete certification and re-certification physical fitness criteria established
in law enforcermnment and corrections. The course includes aerobic, strength
buitding and siretching exercises along with nutrition information.

CJ 250 Carrectional Institutions 4{4-0)

Examines the historical development of carrectional institutions in the United
Sfates, organizational structure, purpose; programs, custody and security
aspects and prisoner due pracess rights as well as the future projections of
carrectionat institutions. This course is part of the Correctional Officer Vocationat
Certificate. (COR 210}

CJ 251 Correctional Clients 4{4-0}

Emphasis of this course is placed on the needs and identities and development
of the recipient of correctional services. The purpose of the course is to assist
the student in gaining insights into the development of sensitivity to the behavior
and motivaticns of corrections clients. Specific problems of prisoners and
intervention siralegies are reviewed. This course is part of the Correctiona!
Oftficer Vocational Certificate. (COR 212)

CJ 252 Community Based Corrections 4(4-0)

Designed to famiiarize the student with the various agencies in the community
that are utilized in a corrections’ program which keep the offender in the
community and help to maintain the community ties. {COR 225)

CJ 255 Human Relations in Criminai Justice 4{4-0}

Prerequisite: CJ 101 or C 130. This course will emphasize the meaning and
functions of culture and discrimination. Minorities in Michigan, affirmative
action and how attitudes are formed wil be reviewed. Ethics, values and
professional responsiveness will be discussed. This course is part of the
Carrectionat Officer Vocational Certificate. {COR 227}

CJ 258 Aikido in Corrections 3(3-0)

A hands-on correctional defensive tactics course that is designed to assist
the students in developing skiils and techniques necessary for subduing and
controiling subjects in a correctionat environment.

Cl260 Firearms/Corrections 3(3.0)

Prerequisite: Program Area approval and Corrections major. This course is
designed to assist the students in developing proficiency in the use of rifles
and shotguns in order that they rmay function effectively {with these weapons)
in both Corrections Academy and the correctional work environment.
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"LAW 105 Law and Social Issues

€l 270 Computers in Private Security 4{4-0)

Prerequisite: CJ 152. A practical skills deveiopment course building on the
cancepts presenied in CJ 152. Course work will concentrate on loss control
security surveys, development, implementation and application in the field
through visitation to on-site locations.

CJ 271 Computer Fraud 4(4.0)

Prerequisite: Program Area approval. Legal, technical and investigative concepts
to aid the investigator to identify and pursue case development and prosecution
regarding computer crimes. {SEC 220)

CJ 281 Directed Independent Study 1{1-0)
Prerequisite: Program Area approval. 10 hours of course work is assigned per
credit, {LE 231)

CJ 282 Directed Independent Study 2(2-0)
Prerequisite: Program Area approval. 10 hours of course work is assigned per
credit. {LE 232)

CJ 283 Directed Independent Study 3(3-0)
Prerequisite: Prograrm Area approval. 10 houss of course work is assigned per
credit. (LE 233} .

CJ 284 Directed Independent Study 44-0)
Prerequisite: Program Area approval, 10 hours of course work is assigned per
credit. (LE 234)

3(0-3)

Prerequisite: Program Area approval and sophomore status. Twelve eight-hour
shifts are scheduled with an approved potice depariment. Required reports,
{LE 247}

CJ 285 Law Enforcement Internship

8(0-8)

Prerequisite: Program Area approval and sophomore status. Working in con-
junction with a public or private human service agency, the student is assigned
for 20 hours per week. Required reports. (LE 249)

CJ 286 Criminal Justice Agency Internship

CJ 287 DNR Officer Internship 15¢0-15)

Prerequisite: Program Area approval and sophomore status, Working in con-
function with State of Michigan, Department of Natural Resources, the student
is assigned the entire term to a supervising senior conservation officer, {LE
248)

4(0-4)

Prerequisite: Program Area approval. Working with a corrections facility, the
student is responsible for fifteen eight-hour shifts along with report writing
requirements. (COR 231)

CJ 288 Corrections internship

15(0-15)

Prerequisite; Program Area approval. Working with a corrections facility, the
student is responsible for ap eight week, forty hours per week, assignment,
The student is aiso required to submit writien reports. (COR 230)

CJ 289 Corrections Internship

Law {LAW)
Criminal Justice and Law Systemns
Division of Business

LAW 100 Legal Rights 3(3-0)

An analysis of landiord-tenant law, debtor-creditor laws, contract relationships,
consumer credit, consumer rights, and other legal regulations affecting private
citizens.

2(2-0)

A survey course designed to inform the public of its rights and responsibilities
in refatton to others. Provides an overview of court decisions on contemporary
social issues and discussions regarding the foundations for these decisions.
Insight on the judicial systern and the problems of insuring justice in an ever
changing sccial system. Topics covered include abortion and family planning,
drugs and alcohotism, conscientious objectors, discrimination, consumers’ and
debtors’ rights.
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LAW 115 4{4-0)

Prerequisite: Program Area approval. An introduction to the role of the fegal
assistant in the legal system. Includes a survey of paralegal empioyment and
regutation, an infroduction to the study of law and legal analysis, the skiils
of a legal assistant and application o the litigation process, and realities of
law practice. Students must attend a Legai Assistant arientation session prior
to starting this course, and must achieve a grade of 2.0 or higher in order
to enroll in further legal assistant courses,

Introduction to Legal Assistant

LAW 120 Legal Research ! 4(4-0)

Prerequisite: GPA of 2.0 in LAW 215. includes research procedures and
methods, including problem analysis. It provides in-depth treatment of Federal/
or Michigan research publications: practice manuals, encyclopedias, digests,
reporters, statutes, periodicals, citators, treatises, court rules, administrative
publications, and others. Research assignments are given using the above-
mentioned publications together with constructing citations using the Michigan
Uniform Systems of Citations.

LAW 121 Legal Writing 4(4.0)

Prerequisite: GPA of 2.0 in LAW 115, WRI 122, Lecture, class discussion, and
writing assignmenis are used in this course covering identification of issues,
statement of facts, and arguments of law as they apply io writing briefs,
pleadings, opintons, client letters, and drafting instruments.

LAW 130 2(2-0}

Survey course designed to provide an understanding of Michigan's overall
judiciat system.

Introduction to the Michigan Judicial System

NOTE: LAW courses 210, 211, 212, 221, 222, 223, 224, and 225 are designed
to view the technicai probliems of the respective lega! areas from the standpoint
of the iegal assistant,

LAW 210 Litigation | {formerly Pre-Trial Procedures) H4-0)

Prereguisite: GPA of 2.0 in LAW 115, LAW 215. Covers an in-depth study of
pre-triai considerations necessary for litigation, including jurisdiction, venue,
statutes of fimitation, parties, service of process, third-party practice, pleadings,
discovery, and pre-trials. Practical apolication is used through drafting of
comptaints, answers, motions for accelerated judgment, motions for summary
judgment, interrogatories, request for admissions, pre-trial statements, and
others. Emphasis is made on the role of the legal assistant in preparing a
case for trial. It -also includes witness preparation, discovery, and exhibit
preparatian.

LAW 211 Litigation Il (formerly Trial and Appelate Procedures) 4(4-0)

Prerequisite: LAW 210. Anin-depth study of irial considerations and procedures,
including investigation, client and witness interviews, client preparation; evi-
dence, including hearsay, materiality and relevancy, competency of evidence,
best evidence, parole evidence, etc.; right of trial by jury, selection of jury,
chalienges to array, voir dire examination, opening statements, presentation
of evidence, arguments to jury, instructions to jury, requests to charge,
dismissals, verdicts, post-trial pracedures, appeals to Court of Appeals and
Supreme Court. An emphasis on the roie of the legal assistant in preparing
for trial and appeais is made.

LAW 212 Litigation Specialties A(4-0%

Prerequisite: GPA of 2.0 in LAW 115, LAW 215, An overview of speciaity areas
of taw, inciuding drafiing of pleadings and related tegal instruments. It includes
criminal iaw, bankruptcy, probate, personal injury, Michigan's no-fault auto-
mobile insurance laws, Worker's Disahility Compensation, applicabie statutes,
case law, and court ruies.

LAW 215 Business Law | 44.0)

Covers fundamental principles of our law for business and nan-business
students, to develop understanding of our legal system {federal, state and local},
its purpases and importance in society. Cpurse content includes study of the
nature and saurces of law, courts and court procedure, torts, crimes, contracts,
no-fault auto insurance, fandiord-tenant relations, personat property and bail-
ments. Taught in traditiona! classroom style or via Computer Managed Learning
{CML) on self pace study.

LAW 216 Business Law il 440}

Prerequisite: LAW 215. The nature of law of sales, commercial paper, security
devices, debtor-creditor rights, and insurance. Portions of the Uniform Cam-
mercial Code are explored in-depth. The UCC iopics of sales, bulk sales,
commercial paper, banking and secured transactions are inciuded. Taught
in traditional classroom style or vie Computer Managed Learning {CML) on
seif pace study.
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LAW 217 Business Law il 4{4-0)

Prerequisite: LAW 215 and LAW 216. Commences with agency law, the basic
building biock of complex husiness organizations. The legal aspects of sole
proprietorships, parinerships and corporations are examined. Government
regutation of business, real property, wills, trusts and estates are also covered.
Taught in traditional classroom style or via Computer Managed Leaming (CML)
on self pace study.

LAW 221 Real Estate Transactions 4({4-0)

Prerequisite: GPA of 2.0 in LAW 115, LAW 215. An in-depth treatment of real
property and common types of real estate iransactions and conveyances.
included are prorations, closing statements, closings, examination of titie
insurance, absiracts and title opinions, legal descriptions, title searches,
recording systems, landlord/tenant problems, summary proceedings, and
drafting legal documents,

LAW 222 Probate 4(4-0}

Prerequisite: GPA of 2.0 in LAW 115, LAW 215, Reviews practical problems
in probating estaies, including all pracedures involved in the commencement
of probate through closing of the estate. It includes independent probate,
supervised adminisiration, and small estaies.

LAW 223 Domestic Relations 4{4-0)

Prerequisite: LAW 115 and LAW 215. Covers the topics of divorce, separate
maintenance, annuiments, and paternity proceedings. included also are cus-
tody, support, alimony, property, visitation, injunctions, modifications, enforce-
ment, judgments, mediation, tax, and role of the Friend of the Court; applicable
statutes, case law, and Court ruies, Siresses the role of the legal assistant
in domestic relations matters.

LAW 224 Administrative Law 4(4-0)

Prerequisite: GPA of 2.0 in LAW 115, LAW 215. A study of government agencies
and their relationships with orivate activities and citizens affected thereby.
Covers rutemaking, adjudication, licensing, and informat action.

LAW 225 Lega! Research and Writing Il 4(4-0)

Prerequisite: LAW 120 and LAW 121. Reviews principtes of legal research and
writing; analysis of facts, problems, and legal issues; citations; extensive
research assignments in Federal and Michigan publications; drafting legal
memoranda, opinion letters, and Appellate Brief. Some classes will be neid
at off-campus libraries.

LAW 226 Lega! Interviewing and Investigation 2(2.0)

Prerequisite; LAW 115, Interviewing and investigation methods inciuding
information gathering, analysis and report preparation. Emphasis will be given
to the role of the legal assistant in the intarviewing and investigation process;
numeraus class exercises utilizing methods and information will be given.

LAW 227 Bankrupicy and Collections 2(2-0)

Prerequisites: LAW 115 and LAW 215. An in-depth study of Federal bankruptcy
law and procedure; including the different bankrupicy chapters, exemptions
{State and Federat), dischargeable debts, preferences, the role of the trustee
and preparation of petitions and schedules in bankruptcy. The course will aiso
cover debt cotlection law and procedure. Fmphasis will be given io the role
of the legal assistant in coilection information; client interviews and document
preparation,

LAW 266 1{1-0)

Prerequisite: Program Area approval. This special course is available only with
program area approval for special projects in law which are not available through
regular courses. Requires 20 to 30 hours of independent study, Writing required.

Independent Study/Law

LAW 267 independent Study/Law 2(2-0)

Prerequisite: Program Area approval. This special course is available only with
program area approval for special projects in law which are not available through
regular courses. Requires 40 to 50 hours of independent study. Writing required.
LAW 268

independent Study/Law 3(3-0)

Prarequisite: Program Area approval. This special course is avaiabie only with
program area approval for special projects in taw which are not available through
regular courses. Requires 60 or more hours of independent study. Writing
required. )

LAW 280 Legal Assistant internship (3.0}

Prerequisite: Program Area approval and successful completion of specified
courses. Actual on-the-job exposure tothe legal assistant career through working
in a law office or other legal setting. Work inciudes actual paralegal tasks.
Requires at least 110 nhours working at the placement, weekly reporis and
periodic meetings. Performance is evaluated by supervisor.
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HMF 101-HMF 143

HOSPITALITY SYSTEMS

Program Director: Lawrence R. Mackey
102 Qid Ceniral Building

The pubtlic hospitality industry ranks first among the service industries in
its number of employment opportunities. Opportunities for quatified persons
are available worldwide. Specially rained supervisory personnel for positions
in hotels, motels, 2nd food service establishments are in demand and employers
inthe industry are showing a preference for coliege-trained personnel. Business
authorities are predicting an accelerated growth in the hospitality industry in
the latter 1980s and the 1990s.

The programs offered within Hospitality Systems are designed to prepare
the student for a career in hotel-motel management, food service management,
tourism and travel agency operations, and culinary arts. The student receives
a balanced program of academic studies and laboratory experience while being
trained for one of these careers. :

Hospitality students have access to hotels, motels, food service operations,
retirement homes, hospitals, clubs, and airline feeding companies where they
will receive training in the following career-related positions:

Food production manager
Assistant steward

Dining room supervisor
Assistant manager-institutional
Food service hostess

Director of school lunch programs
Bartender

Chef

Ctub manager

Cruise iline sales representative
Tour company representative
Airline ticket agent

Hotel-motel manager
Assistant manager trainee
Frant office manager
Catering manager
Assistant auditor

Sales representative
Reservation manager
Entertainment director
Food service management
Assistant manager/trainee
Travel agent

Asrline reservationist

Hospitality Systems offers a two-year {90 credits) Associate Degree with a
choice of three curricula in hotel-motel and food service management. 1t also
offers an Associate Degree (90 credits} in a registered chef apprenticeship
pragram sponsored by the U.S. Department of Labor and the American Culinary
Federation. Certified Hotel Administrator (CHA) courses are also available,
sponsored by the American Hotet-Motel Association. in addition, the Hospitality
Systems area offers an Associate Degree (90 credits} in travel and tourism.

Hospitality Systems offers ane-year (45 credits) Certificate of Achieve-
ment with a choice of two curricula in hotel-motel and food service man-
agement,

Students desiring to enroll in courses offered by Hospitalty Systems wilt
find the courses identified as follows:

HMF:  Hotel-Motet and Food Service
TA: Tourism and Trave! Agency Operations

Guides for each curricutlum offered by Hospitality Systems are available in
the counseling offices and the office of the program director; however, these
guides may be modified to accommodate an individual student's background,
goals, and abilities. Students are advised to discuss unique ar unusual sifuations
with an academic advisor within the Hospitality Systems area.

Hotel-Motet and Food Service Management

These curricula are designed o prepare students for mid-management level
positions as supervisory personnel in hotels, motels, restaurants, and other
hospitality institutions. {Cusriculum Codes 455 through 459}

Tourism and Travel Agency Operations

This Asscciate Degree curriculum is designed to prepare students for careers
in the airline, travei and tourism industry. Abundant employment opportunities
are available within the travet industry, both domestic and overseas, serving
both pleasure and business purposes. Training includes an integration of ail
types of human travel, functions of iravel agents, types of transportation
accommadations, and familiarization with materials used in the travel industry.
Destinations, weather, climate, physical characteristics, and major tourist
attractions, as well as compiting of charters and tours with the appropriate
and successful technologies are discussed. (Curriculum Code 484}

Community Service

Whatever the need, Hospitality Systems is prepared to offer special classes,
seminars, and in-service training programs designed to prepare the student
for employment, for upgrading, or to update empioyed persons. These speciat
classes may be held at the College or off-campus according 1o the needs
of the client. Instructors and coordinators of special classes include College
staff, business peopte, and employers with expert qualifications and experience.
Speciat curricuta include: airling, tourism, travel, hostess and waitress training,
a {earn-to-cook program, innkeeping law, the internship program, preparation
of party foods, executive housekeeping, ice carving and baking.
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COURSE DESCRIPFTIONS

Hotel-Motel and Food Service (HMF)
Hospitality Systems
Division of Business
HMF 101 Introduction o Hespitality

and Food Service Operations 4(4-0)

introduction to the hotel-motel-food service indusiry explaining the individuat
roles of the various departments in food service and lodging operations.

HMF 102 Communications 4(4-0)
This certification course is concerned with the study of communication
principles, especially as they relate to the hospitality industry.

4(4-0)

The purpose of the course is to help the student develop supervisary skills
needed to irain employees; devise economical and efficient work methods;
impraove day to day performance for subordinates through sound coaching
techniques, and assist in setting realistic job performance standards.

HMF 103 Training and Coaching Techniques

HMF 104 Dining Room Service 3(3-0)

Increase guest satisfaction and repeat business. Offers in-depth detait for
managing every area of food service operaticns, i.e. dining room, coffee shop,
cafeteria, club, and banguet facilities.

HMF 131 Food Production | 5(5-0)

The obiective of this course is toenable the student {o achijeve a comprehensive
educational foundation in food production management. This course will
provide the student with academic theory through ctass discussions and
lectures in addition to practica! laboratory experiences emphasizing food
preparation, equipment operation, and managerial procedures,

HMF 132 Food Production i 5(5-0).

Prerequisite: HMF 131. Students entering this course should have acquired
a fundamental working knowiedge of terminology and procedure basic to al
areas of the food service industry. This course is designed to strengthen the
student's knowtedge in food service management. Emphasis will be piaced
on the needs of the poiential managerial personnel as wel! as established
hospitality industry employees in formulating the structure for sound business
management in the haspitality field. Both faboratory and lecture materiais are
oriented toward management of guantity food service operations and special
events,

HMF 133 Food Production Hi 5(5.0)

Prerequisite: HMF 132. Food production as appiied to quantity food service
operations, A study of standards with emphasis on managerial methods and
concepts. This course will include basic as well as technical terminology aiong
with an in-depth look at food production work methods and food presentation.
This is a laboraiory experience.

HMF 134 Nutrition 3(3-0)

This course is a study of basic nutrition, RDA's, energy balance, weight cantrol,
diets and dietary guidelines, food processing, naturat and organic foods, fad
and fast foods.

HMF 135 Quantity Food Purchasing 5(5-0)

This course is the study of standards in quality and quantity of food, beverages,
china, glass, silver, linen, furnishings, and suppiies. Also it will cover the writing
of specifications and establishing procurement policies. The menu planning
and design phase of the course includes the selection of menu items.

HMF 137 Food Service Catering 4{4-0)

This course is designed to acquaint the student with sociai catering. The student
will learn how to begin a catering business. Emphasis is on how to buy, prepare
menus, costing and pricing principles, equipment requirements and equipment
maintenance, on/off premise functions, sanitation practices and contractuat
agreements. A field project will be required.

HMF 142 Meat Cutting | 5(5-0)

The student will {earn the retail cuts of beef and pork and will prepare, process,
cut and merchandise each of the cuts for service, The student will iearn the
basic equipment needed in meat cuiting.

HMF 143 Meat Cutting H 5(5-0)

identifying and cutting wholesate and insiitutional cuts of pork, beef, lamb,
poultry, and fish; preparation and merchandising techniques; cutting tests;
yietd and loss percentages; differences between retail and wholesaie cuis. A
laboratory class.
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HMF 144 Meat Cutting 1li 5(5-0)

The student will cut wholesale cuts of meat identifying them to the class.
The student will direct the process of the wholesale cut assigned to them
and process and prepare it for freezing, learning the best methods and siorage
time of each and what is the best cut and grade of beef for home, retail,
and restaurant use. The student will learn the preparation of various iypes
of sausage, as well as clean, fillet, and prepare fresh fish for cooking and
starage. A laboratory class.

HMF 170 Menu Design and Layout 3(3-0)

This course includes the basics in menu planning, anatysis and pricing. Menu
fayout and design fundamentals are covered; and the integration of the menu
into the operational aspects of purchasing, production and service is explored.
Project required.

HMF 190 4.0}

Prerequisite: Each student must compiete 400 hours of work experience in
the hospitality industry before the Associate Degree will be awarded. Offered
to students who have successfully completed basic courses. Allows for the
student to be piaced in an approved training facility, to earn credits for
satisfactory work performance and earn wages for hours worked.

Internship and Seminar

HMF 191 Independent Study-HMF 1{1-0})
HMF 192 independent Study-HMF 2{2.0)
HMF 193 independent Study-HMF 3(3-0)
HWMF 184 independent Study-HMF 4(4-0)

Prerequisite: Program Area approval. Explore a topic or probiem of interest
through readings, research, etc.; at ieast ten hours work per credit.

HMF 195 Culinary Art Practicum 1{1-0}
HMF 196 Culinary &rt Practicum 1¢1.0}
HMF 197 Cuilinary Art Practicum 1¢1-0}
HMF 198 Culinary Art Practicum 2(2-0)
HMF 195 Culinary Art Practicum 2(2-0)

Prerequisite: Curricuium 457 required. On-the-job apprenticeship training
under the supervision of a gualified chef. Practicumm conducted by a staff
member of Lansing Cormmunity College; supervised by an appotnted member
of the Capitol Professionai Chefs’ Assaciation of Greater Lansing.

HMF 200 Food Service Externship B(B-0)

Prerequisite: Second year students and Program Area approval. This program
is designed to offer the student an out of the classrcom and on the iob work
experience. The food program coordinator will assist you in seeking a place
of employment. The empioyer agrees to hire and train you on the job. The
empioyer will aiso agree to cross-train you in several positions. You will be
expected to write three papers during the work experience, sharing what you
have learned. Field experience,

HMF 201 Hotel-Restaurant Merchandising 4(4-0}

Sates promotion and methods used ic obtain public recognition. Presents a
practical understanding of the operating statement and precisely where, how
and why the sales effort fits into the total earning and profit picture of a hospitality
operation. Emphasis is on producing business at a profit. | teaches how to
measure and gauge accurately the precise worth of every type of business
in advance.

HMF 203 Hotei-Restaurant Law 4(4-0)

Creates an awareness of the responsibilities and rights which the law imposes
upon and grants to the innkeeper; recognition of potentiat legal problems, to
minimize {ega! action against the property.

4(4-0)

A course covering the role of management in the hospitatity industry; specific
emphasis on the supervisor's role as a leader, recruiter, frainer, and a personnel
manager.

HMF 204 Human Relations/Supervisory Development

HMF 205 Hotel-Restaurant Management 4(4-0)

Subjects and problerms of hospitality management; general concepts, person-
nel, guests, and technica! problems of operations. For management in the
hospitality industry or second year HMF students.
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HMF 206 Front Office Procedures 4(4-0)

Organization, cantrol, and operation of the front office in the reservation and
sale of rooms, and service. Keeping of accurate accounts, presenting bills
and receipts of payment.

HMF 207 Financia! Control and Management [ Ha-0%

A systemnatic, integrated study of hotel-moted, and food institutionat activities.
Principles, problems, and practices related to financial management will be
presented in a balanced manner with regard to their relative importance in
the hospitality industry, Such topics as the nature of financial statements,
front office procedures, and the interpretation of accounts and statemenis
unique to the hospitatity industry will be inciuded in the course of study.

HMF 208 Financial Controf and Management 1I 4{4-0)

Prerequisite: HMF 207. Expands the student's accounting knowiedge and
develops mare comprehensive knowledge and skill in accounting practices
and procedures for the restaurant and hote! manager. A project is required
for a final grade.

4(4-0)

An overview of the franchising of businesses and the forces affecting it. Attention
given to the nature, scope, and history, along with the advantages and
disadvantages to both the franchiser and franchisee. Other fopics covered
include starting and deveioping a franchise, recruiting, franchisee finances,
training, iocation and the relations between franchisee and franchisor.

HMF 211 Business Franchising

HMF 212 Liab#Hity and Less Prevention 3(3-0)

This course includes organization for a security program, protection of the
physicai facilities, guest protection, emergencies, and internal and deparimen- -
tal security measures. :

44.0)

Although some course material is geared toward types of energy sources and
technicat terms, it is presented as a rmanagement oriented ciass.

HMF 213 Energy Management and Control

4(4-0)

Praovides an overview of the fundamentals of housekeeping management. This
course describes the management functions, tools, and practices required in
today's lodging and insttutional housekeeping departments.

HMF 214 Supervisory Housekeeping

HMF 215 Hotei-Restauvrant Marketing 4(4-G)

As the hospitatity industry expands, competition becomes keener; and today’s
guesis come to expect a greater value and specific services. The hospitality
industry is, therefore, becoming more speciatized and sophisticated, Strategic
market planning plays a crucial rote as 2 means of surpassing the competition
and of meeting today’s guests needs.

44-0)

To provide essential technical information in efectranics, air conditioning,
plumbing, heating, eleciricity, acoustics, and to establish preventative main-
tenance routine and o make necessary decisions.

HMF 216 Maintenance and Engineering

HMF 223 Club Management and Service 4(4-0)

Thi:_a course is an application of decision-making technigues utlizing concepts
of finance, marketing, labor relations, management, and law in management
of pubiic and private clubs,

H4-0)

Convention management is an integral part of today's hospitality industry, This
course provides insight into convention marketing, salesmanship, detail, exe-
cution, communication, and management. A comprehensive study of methods
and techniques for betier service.

HMF 229 Convention Management and Services

HMF 230 Math for Food Service Managers H4-0}

A course designed fo reinforce the students’ understanding and use of the
fundamentais of mathematics, specifically oriented to food service manage-
ment. The course will cover subjects such as addition, subtraction, muiipli-
cation, division, fractions, percents, recipe and measurement equivalents, and
the basics of mathematics in food service operations.

HMF 231 Resort Management (4.0}

This course offers various approaches ta the aperation of resort properties.
Beginning with historical development, details are presented in planning,
development, financial investment management, and marketing that deat with
the unique nature of the resort business. This course also examines the future
and the impact of the condominium concept, fime sharing, technotogical
changes and the increased cost of energy and fransportation.
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HMF 232-HMF 298

HMF 232 Food and Labor Cost Control 3(3-0)

This course covers the essential principles and procedures to control food,
beverage, and lahor costs. Sales, income and resources within the food service
industry are also analyzed,

HMF 233 Food Service Sanitation (30

This course is certified by the State of Michigan and NIF! in food sanitation
procedures. The class is designed to enlighten the food service manager in
such areas as: cleaniiness, construction of equipment and facilities, safe food
handiing procedures and several other aspects concerning kitchen santitation.

HMF 251 Wine Appreciation 2(2-0)

The student will be famifiarized with the five basic types of wine: red, white,
rose, sparkling, and fortified. The student will be exposed to a shost history
of wine and how wines are made; a mastery of the presentation and serving
of wines; and judging for appearance, bouquet, and taste. The class will learn
how to choose and store wines for restaurant or refail use, and gain a knowledge
of wine and food and how they are refated.

HMF 252 Wines of America 2(2.0)

A survey of the wine grawing areas of the United States with emphasis an
the varietal selections of California, New York, Michigan and Ohio. A study
of wine making, comparative tastings and field {rips are used to acquaint the
student with the wine industry in America.

HMF 253 Wines of France 2(2.0%

Prerequisite: HMF 251 or HMF 252, An in-depth survey ofthe major winegrowing
regions of France. Particutar emphasis will be given to the geographical and
viticulturat tradition which produce the distinctive wines that have given France
its world famous reputation for fine table and sparkling wines.

HMF 254 Mixclogy 5(5-0)

This course provides the student with a mastery of over 150 mixed beverages.
It teaches the combination of the arts of efficient mixoiogy and hospitality
with control that distinguishes the "Mixologist” from the ordinary bartender.
Mixology emphasizes speed incorporating accuracy.

HMF 260 Gourmet Basic Cookery 3(3.0)

This course is designed o teach the beginning cook correct techniques in
pre-planning, preparation, service and cleanup involved in a meal. The student
will become famitiar with shopping lists, menus, recipes, costing, cooking
measuring units, and basic nutritional information. Student preparation.

HMF 261 3(3-0)

This course covers hasic cookery technigues within regional areas of lialy.
Loca! tatent and community ltalian experts cantribute to the culinary bill of
fare. Student preparation. {Formerly HMF 291)

j2alian Cookery

HMF 262 Gourmet Foreign Cookery 3(3-0)

This course covers basic cookery using foreign foods from around the world,
prepared and tasted by the student. Wine and cheese samplings are alsc a
part of this course. Student preparation.

HMF 263 Gourmet American Cookery 3(3-0)

This course is designed for the working person and explores four great cuisines:
Regional American, French, ltalian and German. The course will include
planning, preparing, costing, serving and eating of ten pourmet meais. This
will also inciude garnishes, soups, sauces, entrees, vegetables, and desserts.
The proper use of cutlery, kitchen aids, pots and pans will be explored. Special
attention wili be provided for budgeted low-cost preparation of restaurant
gourmet entrees. Student preparation.

HMF 264 Gourmet Barbecue Cookery

This Spring and Summer oriented caurse explores innovative technigues of
preparing food putside. Meat, vegetables, hors d'oeuvres, satads, and desserts
are prepared throughout the term. Student preparation.

HMF 266 Chinese Cookery 3(3-0)

Chinese cooking is noted for its diversity of taste, texture, and aroma. Chinese
dishes will be prepared, for example: sweet and sour pork, chicken almondine
and egg ralls; which will accentuate these characteristics through the use of
techniques such as sauteeing and "red” cooking. Student preparation.

HMF 267 Advanced Chinese Cookery 3(3.0)

Prerequisite: HMF 266. Student preparation of some of the more efegant Chinese
dishes and use of the tradltmnal Chinese spices and ingredients. Student
preparation.

3(3-0} -
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HMF 268 Vagetarian Cookery 3(3-0)

Course designed io teach basic skills in the preparation of nuiritious meais
using ingredients other than meat. The course wil deal with the preparation
of main meals with attention given the related area; nutritious snacks, sweets,
frostings, sprouting beans and seeds, and quick mixes. This course will cover
basic cocking skills needed to plan, prepare and evaluate meatiess meals.
The course will include discussions and food preparation. Student preparation,

HMF 269 Mexican Cookery 3(3-0)

Introduction to basic and exotic Mexican and Spanish Cookery, including proper
pranunciation of Mexican dishes and corresponding symbals. Student prep-
aration. ’

HMF 270 Microwave Cookery 3(3-0}

A presentation in production of various types of food geared toward introducing
the student to the microwave oven and is capabilities. Student preparation.

HMF 271 Adwvanced Microwave Cookery 3(3-0)

Prerequisite: HMF 270 or equivalent. Enables the student to expand basic
microwave cookery, using recipes from microwave cookbooks, and adapting
the student's own recipes to microwave use. The technical and theoretic
principles of microwave cookery witl be presented. Student preparation.

HMF 272 Canning and Preserving 3(3.0)

This course inciudes the basics in water bath methods and steam keitle canning,
smoking meats, dehydrating fruits and vegeiables and jefly making. Student
preparation.

HMF 273  Cajun Cookery 3(3-0)

Identification of various regional influences and cuisine which form the cajun
style including Creote cajun and Louisiana cookery. Identification of indigenous
ingredientis, seasonings, and basic coaking techniques used in cajun cookery.
Discussions in class will cover historical as well as contemporary perspectives
on these original American cuisines. {Formeriy HMF 292}

HMF 274 Lean Gourmet Cookery 3(3-0)

Basic cookery using less fat and salt, fresh herbs, spices and chicken broth
instead of cream. The focus of this class is on the food we eat The student
will learn the compasition of food and why some foods make better choices
for our diets than other foods. {Formeriy HMF 290}

HMF 275 Bakery Products 3H3-0)

An approach to familiarize the student with bakery products. This course is
taught by a professional baker who will demonstrate various types of baked
goods and products from the kifchen. Student preparataon

330

A class from which the apprentice or a homemaker can improve his/her pastry
making and decoration skifls. While sarme use of savory pastry preparation
will be covered, emphasis will be on French pastries or similar smali baked
producis and cake decorating from basic to trellis work and flower piping.
Student preparation.

HMF 276 Advanced Pastry and Decorating Techniques

HMF 280 Food Speciatities I: Garde Manger 8(8-0)

A basic course in the decaration and presentation of cold foods. This course
will introduce the student to cold food specialization, vegetable carving, hors
d'geuvres, canapes, the use of spices, sauces, dressings, and complete buffet
set up. Garde Manger is the showcase for the artistic presentation of foods.
Student preparation.

HMF 281 Food Specialities H: Soups, Sauces,

Fruits and Vegetable Cockery 6(6-0}

The purpose of this course is te help the student develop the necessary skills
in the preparation of soups from scratch as well as utilization of convenience
food items such as food bases and commerciat mixes. The student wilt ‘gain
a working knowledge of soups and sauces through hands on preparation of
these items. Student preparation.

HMF 283 2(2.0)

This course is designed o expose fhe student to the tools, techniques and
skilis required to carve a block of ice. The student will be carving fram a
black of ice before the conclusion of the course. This is a hands-on couifse
far the chef apprentice and/or for one desiring fo develop new skitls.

ice Scuipting

HMF 298 A.C.F.E.I. Certification Preparation 2(2-0)

As the apprentice comes ctose to graduation, he/she is required fo plan, cost,
prepare, supervise and serve a graduation dinner. The term prior o actual
preparation and service of the meal, the student will need to meet with the
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coordinator for research and procedure instruction. The coordinator wili provide
data from the American Culinary Federation Educational Institute {(A.C.F.E.L}
in regards to this certification dinner. This course is the pre-planning stage
priar ta enralting in HMF 299.

HMF 299 A.C.FE. Certification Procedure 2{2-0)

The apprentice will meet with the coordinator fo finalize the date, location
and time for the certification dinner, The apprentice will need io provide the
coordinator with the final plan. Dinner wili be served to approximately 25 guests.
Under apprentices will be assigned to assist in preparation, serving and cleanup.
An evaluation will be conducted during and after the dinner preparation by
the coordinator and three Certified Executive Chiefs (CEC) from the local
chapter.

Tourism and Travel Agency Operations (TA)
Hospitality Systems
Division of Business

TA 100 4(4.0)

An introduction to career opporfunities in the travel industry, the travei product,
the selling of travel, the agencies policies and procedures and how travel
businesses function.

ntroduction to Travel Agency Operations

TA 110 Travel Agent Ticketing/Domestic 4(4-0)

Prerequisite: TA 100 recormmended. The fundamentals of air scheduling, reading
and correctly using damestic air tariffs and calcuiating the correct fares for
air iEneraries. Learning correct procedures for issuing accountable and non-
accountable tickets.

TA 115 4(4.0)

Prerequisite: TA 110. An averview of international airline ficketing, routing and
scheduling, Correctly issuing an accountable airline ticket.

international Ticketing

TA 120 WNorth American Travel | 4(4-0)

A study of the history and development of the United States, Canada, and
Mexico, followed by specific location and identification projects. These would
include countries, states, provinces, capitais, principal cities, rivers, fakes,
naticna! parks and monuments, etc. Next the major poinis of tourist interest
will be discussed along with climate, ethnic influences, distances and time
Zones.

TA 125 Foreign Country Travel Il 4(4-0)

A study of history and development of the Caribbean, Central America, and
South America with specific location and identification projects. Major points
of tourist interest will he discussed along with climate, distance and time zones.
Passports, visas and other entry requirements will be covered.

TA 130 Foreign Country Travel I 4(4-0)

A study of history and development of the Middle East and Europe with specific
location and identification projects. Major points of tourist interest will be
discussed along with climate, distances and the time zones. Passports, visas
and other entry requirements wiil be covered.

TA 131 Foreign Country Travel IV 4(4-0)

A study of history and development of Africa, Asia and the Pacific with specific
location and identification projects. Major points of tourist interest will be
discussed along with climate, distance and time zones. Passports, visas and
other entry requirements will be covered.

TA 135 4(4-0)

An introduction to airtines and airline operations centering on the many varied
tasks performed by airline personne! at the airport. Topics to be discussed
include ticket counter operation, the gate area, aviation weather, how airplanes
fly, flight planning, aircraft weight and balance, aircraft servicing, and cargo
handting and loading. An airport visit will be included to observe the actuat
servicing of a flight.

Introduction to Airline Operations

TA 137 Tour Escorting and Wholesaling 4(3-0)

An introduction to tour escorting and wholesaling, the policies and procedures
normaily required by most tour companies. Gther topics ta be discussed inciude
the psychology of tour travelers, their needs and desires.

TA 140 4(4.0)

Introduction to career oporfunities in ground transportation. Discusses des-
tinations, weather, climate, physicat characteristics, maior tourist atiractions,
and marketing technigues. Learn how f{o compile charters and fours for
motorcoach and raifroad companies.

Introduction to Ground Transportation
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TA 145 4(4-0)

An analysis of cruise sales and operations including how to sell a cruise, costs,
selecting the right cruise, ports of call, ship profiles, ship listings, reference
maierials and cruise destinations of popular passenger and freighter ships.

iniroduction to Cruise Sales and Operations

TA 146 Seminar at Sea 2{2-0)

A seminar designed to develop a basic undersianding of cruise lines and their
ships. Gain firsthand knowledge of a cruise line ship, pier and dock facilities.
Siudents wiil be abie {o dialogue with cruise ship staff members and observe
daity cruise activities,

TA 150 Tourism for the Travel Industry 4(4.0})

An introduction to the principles of fourism, practices and philosophies. This
course offers a practical and realistic education in the business of travel and
tourism.

3(3-0)

This course is designed to aid the student in gaining and keeping employment.
it will help to adapt an individualized professional appearance for both the
office and travel. Positive personal presentation wili be emphasized through
topics such as personal coloring, figure types, personality, and wardrobes.
Interviewing procedures along with preparing resumes and cover letters wili
help prepare the student for the job search.

TA 160 Achieving Professional Excelience

4(4-0)

This course wili describe and explain the procedures involved in opening a
new travel agency or acquiring an existing agency. This course atso will explain
travel agency operations from a management prespective.

TA 170 Opening and Operating a Travel Agency

TA 180 Career as a Flight Attendant 4(4-0)

To provide information and practical knowledge for a career as a flight attendant
through lectures and discussions in the classreom and on an ajrcraft. This
course is designed to provide an overview of a career as a flight attendant
and provide practical experlence of activities of a flight attendant on board
an aircraft.

TA 180 H4-0)

Prerequisite: Second year Airline, Tourism and Travet Agency students. Avaitable
to students who have completed or are approaching 200 hours of work
experience in tourism or trave! agency operations. A term project is required.

Internship and Seminar

TA 200 Profitable Travel Marketing and Counseling 4(4-0)

Prerequisite: Second year Airline, Tourism and Travel Agency students. An
introduction o methods and techniques used in the modern travel agency
covering the marketing environment, identifying consumer needs, examining
the product, price and promation.

TA 210 Group Travel Operations 4(4-0)

An averview of group tour business, where to find groups, how to organize
group fravel, and how fo expand or start a group travel business. inciudes
how to assemble the group tour package.

TA 220 4(4-0)

Discusses political, social, and ecanamic refationships between countries and
haw it affects the travel and tourism industry, Defining and discussing cuitural
differences and introducing the foreign monetary system,

nternationat Relations

TA 230 Travel and Tourism Law 4¢4.0}

Creates an awareness of the responsibilities and rights which the law impases
upon and grants to the travel agent, and itlustrates the consequences caused
by failure in those responsibilities.

TA 240 Computerized Reservation Training 4(4-0)

Prerequisite: TA 100. An introduction ta and hands-on experience with the
Sabre computer system, a multi-access alrline reservation system. Developing
a basic passenger name record, madifying, pricing, finding aér fares and rules.

TA 250 Advanced Computerized Ticketing 4(4-0)

Prerequisite; TA 110 and TA 240. This is the second term of a two-term course
covering ticketing, fare computation {internationat and domestic) and max-
imum utilization of the Sabre compuier with hotel, car rental, and train travel
descriptions and baokings.

TA 251 Computer Workshop 1(1-0)

The introducticn te and use of the Sabre computer reservation system. This
course will give the previously trained Mars Plus student a chance io adapi
what they have learned on a different reservation sysiem to Sabre. This hands-
an opportunity will atlow the student {o realize differences and similarities
between computer reservation systems.
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TA 260-TA 260

A4{4-0}

A course designed to explain and describe basic travel agency accounting
concepts. Approximatety ane-half the course will be given to how financial
statements are cormnpiled and interpreted. The other half of the course will
discuss how accounting systems should be constructed for the travel business,

MANAGEMENT SYSTEMS

Program Directar: William P. Holda
Office Unit B

The purpose/mission of the Management Systems area is supportive of and
consistent with the Division and strategic goals of Lansing Community Coliege.
Management Systems is broad and diversified in its course offerings. Courses
leading to certificates and/or Associate degrees are offered in the following
areas: Advanced Management, Bank Management, Credit Union Management,
Economics, Management, Marketing, Personnel/Labor Relations, Property
Valuation and Assessment Adrninistration, Real Estate, Sales, and Transpar-
tation and Traffic Management,

Thecourses are designed to impart knowledge and develop skills and abilities
that will prove practical, useful, and marketable, The Management Systems
area continually strives to maintain refevance and a high level of quality
throughout the course offerings. #s instructors are experienced in the topic
area{s) they teach. With their strong vocational backgrounds, they are able
to blend theory and practice in a unique, meaningfut way.

Advisory commitiees have heen established for each of the programs offered.
These commitiees, composed of successtul practitioners in the various cur-
riculum areas, assist in reviewing course offerings and keeping in touch with
the business community and emerging trends in business and society.

Students desiring to enroll in courses offered by Management Systems will
find the courses identified as follows:

TA 260 Travel Agency Accounting

AlRB:  American Institute of Banking
BUS: Business
CUM; Credit Union Management

EC: Economics

LR Labor Relations
MGT, Management
MKT, Marketing

RE: Real Estate

SL Savings and Loan

Curricutar guides for certificates and associate degrees are available in the
Counseling offices or the Program Director's office area. Faculty advisors are
availabie tn assist in planning,

Certificate in Advanced Management

The completion of this curricuium results in the issuance of a Certificate
in Advanced Management. it is designed especially for those who have at
ieast an Associale Degree and/or extensive employment background. The
courses in this curricuium are exceilent for those who are seeking a program
with up-to-date manapement courses of hiph tevel quality and content Man-
agement advisors are avaitable to tailor an individual program according to
relevant background and future goals of the student. The Certificate in Advanced
Management can lead fo a Bachelor's Degree in Business Adminisiration
through Northwood institute and other four year colleges, Most course work
for this Bachelor's degree is taken at Lansing Community College. {Curriculum
Code 472}

Cosmetology Management

An Associate Degree curriculum is offered to students who have completed
cosmetology certification requirements. Transfer credits info the program are
available to those who are certified. Students must complete all core require-
ments. {Curricuium Code 4703

Field Sales and Marketing Associate Degree

This curricuturm offers educational training to develop behavioral and setling
skills necessary for students entering the field of sales. The program provides
students with the fundamentais of sales needed to deal with the consumers’
buying habits. The curriculum is divided into a general program for those
students who are undecided on an area of concentration and a specialized
pragrarn for those students whno have already identified a particular area of
interest. The CoHege offers a number of courses which may be faken singly
or as part of a planned curriculum. Courses offered in this area provide
education and training to improve the skills, business knowledge and judgment
of those preparing for, or now engaged in, the field of sales. The object of
this two-year curriculum is to train individuals to participate efficiently in
business saies activities, {Curricuium Cade 479)

Field Sales and Marketing Certificate

Courses in this condensed ane-year curriculum in sales are designed io
meet the needs of students and local business. The curriculum is of special
valug fo those already employed who desire upgrading or promotion. A
Certificate of Achievement is granted upon successfu! completion of the
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curriculum, and the credits earned are transferable toward the requirements
of the two-year Associate Degree curriculum in sales, {Curriculum Code 478)

Financial Institution

Certificate and/or Associate Degree curricula are offered in bank manage-
ment, credit union management, and savings and loan management in
cooperatation with financial institutions in the Greater Lansing area.

Certificate and Associate Degree curricula in banking management are under
the sponsorship of the Caoliege in affiliation with the American Instifute of
Banking {AlB). AlB members also may earn various diplomas through National
AlB. The local chapter of the AIB elects members ta serve on the advisory
committee for the program to assure coniinued relevancy for each course.
{Curriculum Codes 492 and 493)

A certificate is offered in Savings and Loan Management in affiliation with
the institute of Financiai Education. Students receive dual credit, both through
Lansing Community College and the Institute of Financial Education. (Cur-
ricufum Code 494}

A certificate and an Association Degree is offered in Credit Union Manage-
ment, The specific credit union courses utilize material developed by the Credit
Union Nationat Association (CUNA). {Curriculum Codes 497 and 498)

Labor Relations

Effective labor relations has become an essential ingredient in successiul
management activity. The impact of coilective bargaining has created a demand
for skilled persons to negotiate and administer contractual agreements.

Complex legislation has created additional dernands upon administrators
who must be capahbie of achieving and maintaining a heaithy balance between
the pressures of unionized employees and management decisions and proce-
dures that will ensure the future of their organization and protect the public
welfare. As @ resuit of such demands the need for highly trained men and
women in fabor relations continues.

Acertificate in Labor Relations will be awarded to all students who successfully
complete the following Labor Relations courses: LR 200; LR 201; LR 202; and
LR 203 or BUS 226. :

Management Associate Degree

This Associate Degree curriculum provides training for management in
various fields as determined by the needs of students and the community.
Classic management duties of planning, directing, organizing and controtling
are presented to meet needs in specific situations. Each course stresses the
premise that every manager is a professional worker in 2 field with a history,
a heritage and a future.

Lansing Community Coilege facilities and personnet are available for organ-
izing, conducting and coordinating management programs to meet needs of
interested businesses on an individual or group basis. (Curticulum Code 470)

Management Certificate

This, a one-year (45 credit) clrricuium in management, is designed primarily
for students desiring positions at the first or supervisory level of management.
Businesses are encouraged to make use of these management courses in
the impiementation of their employee upgrading or promotion programs.
Counseling with a staff member in the Management Systems area is recom-
mended to a student when choosing electives toward his or her desired goals.
A Certificate of Achievment is granted o those students successfully completing
the curricuium. {Curricutum Code 471y

Marketing Associate Degree

This curriculum offers organized training in retail distribution, wholesaling,
rarket research, management and other activities related to the marketing
of goods and services. The courses offered in this area provide education
and training to improve the skills, business knowledge, and iudgment of those
preparing for, or now engaged in, the growing areas of distribution marketing.
The primary objective is {o train individuals to participate efficiently in business
activities. {Curriculum Code 479)

Marketing Certificate

This is a condensed one-year {45 credit) curriculum in marketing for qualified
students. The courses are designed to meet the needs of both students and
emptoyers. The curriculum has special value to those aiready employed who
desire upgrading or promotion. A Certificate of Achievermant in Marketing is
granied ta those students who successfuily complete this curricutum.

Electives may be chosen from the courses listed on the curricular guide.
Faculty advisors in Management Systems will recornmend electives to students
in accordance with the students’ needs and goals. (Curriculum Code 476)

Pre-Business Administration

The Pre-Business Administration curriculum is designed for students pre-
paring for transfer to a four-year institution to compiete work in professional
areas such as accounting, finance, management, marketing, business edu-
cation, and other related business professions. Each college or university has
its own curricular guide for students to follow to allow a smooth, efficient transfer.
{Curriculum Caode 480}
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Property Valuation and Assessment Administration

This curriculum is spensored in cooperation with the Michigan Association
of Equalization Directors and the staff of the Michigan State Tax Commission.
Designed for the student who is relatively new to the field of property appraisal,
the technical and procedural material presented during the courses is ptanned
to serve as an effective base for intensive on-the-job training. The program
encompasses legal as well as procedural aspects of property appraisal for
governmental jurisdictions. Successful compietion of the program results in
either the issuance of a Certificate of Achievernent or an Asscciate Degree
in Property Valuation Assessment Administration, depending upon the cur-
ricuium completed. {Curriculum Codes 490 and 491}

The curriculum is designed to provide preparation for emplayment, either
in an Assessor's Office or an Egqualization Department, and to help toward
improving the competence of thuse already in the field. Curricular objectives
are:

1. To increase the knowledge and ability of the student reiative to property
appraisal procedures.

2. To provide for a more cooperative working relationship between apprais-
ers/assessors in adjacent areas,

3. To acquaint the student with the various sources of information available
{0 appraisal personnel,

4. To provide an effective and organized iraining vehicle for professional
advancement of personnel in property valuation and assessment admin-
istration,

5. To serve as a basis for certification of personne! in the appraisal field,

6. To promote standardization of procedures, forms, reports, eic.

Real Estate

The real estate curricula can provide the background for persons of alt ages
to engage in the many activities within the real estate industry.

Through a series of courses leading {o a Certificate or Associate Degree,
it is possible to specialize in a2 number of vocations invalving real estate that
need experienced and knowiedgeable personnel. (Curriculum Codes 473 and
474)

Some of the specialities dealing with real estate include selling residential,
commercial and industrial properties; appraising all types of property; real
estate investment counseling; property management; urban planning; industrial
planning; a housing specialist, morigage specialist; or serving as a closing
officer in a real estate brokerage office.

Since the real estate community is involved with these curricula, the student
can benefit from close association with those already in the field who are
knowledgeable and willing to give their fime in sharing their knowledge. Real
estate is & very competitive business, and only those with the willingness to
learn, the ability to work long and varied hours, and a strong desire for success,
can expect the rewards the field can offer,

Transportation and Traffic Management

A one-year certificate curricuium in Transportation and Traffic Management
is offered in cooperation with the Transportation Club of Lansing. (Curriculum
Code 495}

This certificate curriculum deals with the theoretical, histarical, and academic
aspects of Traffic Management; analyzes practical prablems and specific cases,
and provides excellent technical training. This course, in three terms, imparts
information which might take years to obtain in the normal course of work
in an individual traffic department or carrier's general office. This program
is also transferable to other programs leading to degrees in the Management
Systems area. Additional management and general education courses ailow
a student to earn an Associate Degree in this area, (Curricuium Code 496)

COURSE DESCRIPTIONS

American institute of Banking (AIB}
flanagement Systems
Division of Business

AIB 101 Principies of Banking 3(3-0)

This course is an introductory course to the field of commercial banking,
designed not only for newcomers to the fiela, but for students presently
employed in banking who desire to broaden their knowiedge and/or increase
their apportunities for advancement.

AIB 102 Effective English 3(3-0)
Covers fundamental principles for using the English fanguage and points out
the ways in which communication may be improved,

3{3.0)

This course reflects two basic philosophical assumptions: An understanding
of core communication principles is essential for communication effectiveness,
and an application of these principles to the major common contexts is crucial
for personai and professional successes.

AIB 103 Orai Communications for Bankers
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AIB 104 Written Communications for Bankers 3(3.0)

This course is designed to be a skili bullding course. As such, the primary
purpose of the course is to assist participants in developing techniques of
writing which will help thern communicate more quickly, accurately, and
forcibiy. A major theme of the course is that a writer who wants o impact
an audience must be flexible and adjust his communication styles according
to (1} his purpose of communicating, (2) the needs of the receiver, and (3)
the appropriate level of fanguage for that receiver.

AIB 120 Economics for Bankers 3(3-0)

This course provides bankers with an introduction to the fundamental principles
of economics. Special emphasis is placed on topics of importance to bankers.
The text covers the basics of economic theory and examples of the application
of economics io banking.

AiB 170 Preparing for Supervision 1{1-0}

This seminar is designed to heip the employee {student) prepare for the
transition to supervisor, and/or to help those who wish o evaluate their own
capabiiities and desires to move toward a supervisory role.

AIB 203 Trust Service 3(3-0)

Services rendered by institutions engaged in trust business. Primarily for the
personnel of trust departments of commercial banks and trust companies.

AiB 204 Credit Administration 3(3-0)

Discussion of factors influencing and determining {oan policy, methods of credit
investigation and analysis, credit techniques, specific credit problems, and
regular as weil as unusual types of loans.

AIB 205 Reai Estate Financing 3(3-0)

Cavers mortgage markets, financing residential and special purpose property,
administrative tasks, analysis of mortgage credit, policies related to coliection,
administration of a bank’s mortgage porifolio, and analysis of real estate
investment yields.

AlIB 206 Money and Banking 3(3-0)

Prerequisite: AIB 101. Practical aspects of money and banking, basic monetary
theory, economic stabilization, types of spending, the role of gold, limitations
of central bank conirol, government fiscal peolicy, baiance of payments, and
foreign exchange, showing their re percussions on the banking industry affecting
yield curves and the structuring of portfolios,

AIB 207 Consumer Lending 3(3.0)

Technigues of installment lending, establishing credit, obtaining and checking
information, servicing the loan and coliecting, inventory financing, special loan
programs, business development, advertising, and public relations,

AlB 208 Commerciat Lending 3(3-0)

Prerequisite; ACC 210 or Program Area approval. Commerciai loan processing,
procedures and servicing, small business joans, real estate joans, dealership
loans and reiated areas that qualify for commercial loan status.

AIB 209 Bank Cards 3(3-0)
Overview of the bank card industry, its roie in the economy, and basic
operational policies and procedures.

3{3-0)

Prerequisite: ACC 210 or equivalent. Characteristics of financial statements
and financial statement analysis; some accounting necessary for profitable
study of financial staterment anaiysis.

AIB 212 Analysis of Financial Statements

AIB 214 Law and Banking: Principles 3(3-0)

Legal principies and a general review of legal problems pertaining to business
and banking. includes coniracts, consideration, statuie of frauds, commercial
paper, bank deposits, bank coliections, sales, tities, agencies, and exiracts
from the Unifarm Commercial Cade.

AIB 215 Law and Banking Applications 3{3.0)

Prerequisite: AIB 214 recormmended. Legat aspects of negotiable instruments
used in bank deposit and coilection operations, and the payment mechanism;
tegal implications of normal activities and transactions in banking operations;
impact of the law and applicabie bank regulations.

AIB 221 Retail Banking 3(3.0)

This course is designed to present an overview of the retail branch function
and the manager's role in its operation. An introduction o the processes and
techniques that witl be maost effective in managing a retail bank is provided,
with emphasis an basic management skills, increasing sales, and the financial
perfarmance of a retail bank.
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AlB 230-BUS 284

AIB 230 Marketing for Bankers 3(3-0)

Concepts and philosophies of marketing; marketing information, research, and
iargets; marketing mix {product strategy, distribution strategy, advertising and
sales promotion, personal selling, and pricing strategy), and the methods of
market planning. .

AlB 241 Bank Investmentis and Funds Management 3(3-0)

The purpose of this course is to pravide students with the knowledge and
skilis they need to implement their bank’s investment and funds management
strategies to earn an acceptable return without undue risk. This course includes:
investment and funds management concepts, investment mathematics, yield
curves and interest rates, risk and profitability, funding instruments, investment
instruments, financial markets, liability management, investment portfolio
management, asset/iiability management.

Business (BUS)
Managament Systems
Division of Business

BUS 118 A{4-0)

Principies, problems and practices related to our economic framework. Inciudes
organization, production, marketing, personnei administration, finance, and
economics.

Introduction to Business

BUS 123 3(3-0)

An introductory course designed %o provide an overview of the principles
invalved in managing non-profit associations and organizations. It wili enable
the student to understand the inter-refationships between associations, busi-
ness, government and society.

intreduction to Association Management

BUS 191 Independent Study-Management 1(1-0)
BUS 192 Independent Study-Management 2(2-0)
BUS 193 Independent Study-Management 3(3-0)
BUS 194 Independent Study-Management 44.0)

Prerequisite: Program Area approvai. Special research projects and individual
readings to apply pasi or present aspects of personal and professional
experience to academic area of interest. Minimum of ten hours work per credit
recjuired,

BUS 201 4(4.0)

Prerequisite: BUS 118 or eguivalent. Overview of internationai business:
organizational, social, cultural, and economic variables that create change in
the internationa! market place. Includes exchange rates, resource aliocation,
import quotas and export controls, baiance of payments, and free trade versus
protectionism.

International Business

BUS 213 Telier Training 4{4-0)

Complete activities of the bank ieller- Covering identifications, check cashing,
money handiing, the teller machine, coin dispenser and use of the adgding
machine. The course will be divided into two major parts. The first part will
be lectures covering identifications, check cashing, and money handiing. The
second part will cover the actuat activities of a ielier using the teiler machine,
coin dispenser, money and the adding machine.

BUS 214 Advanced Teller Training 3(3-0)

Prerequisite: BUS 213 experience. Reviews check cashing technigues, endorse-
ments, collection of checks through the Federal Reserve System, ideniifications,
money handling, tetler differences, counterfeiting, bank services, effective
communications, and customer relations.

BUS 223 Management and Supervisory Development 3(3-0)

Management principles for first-line supervisors, managerial functions of
planning, organizing, staffing, directing, and controlting, working through
policies and procedures, decision making, and the responsibitities of super-
visors for overall work performance and employee development and evaluation.

3(3-0)

Principles, problems, and practices of modern business, governrment, and other
organizations involved in the handiing of employees from recruiting through
post-retirement.

BUS 224 Human Resources Management

BUS 225 Principles of Managament 3(3-0)

Management principtes for middle and upper level managers: management
refationships, communications, morale, maotivation, history of management,
theoretical framework, practical applications, qualifications of executives,
husiness ethics, and managerial functions.
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BUS 226 Employment Law for lanagers 3(3-0)

This course is designed to provide an iniraduction and overview to the principies
and application of laws affecting the workplace, not inciuding traditional labor
relations law, Areas of jaw covered include: discrimination, wage-hour, un-
employment benefits, personnei records, and common law issues relating to
discharge and other matters.

BUS 227 Organizational Leadership 4(4-0)

Prerequisite: BUS 224 or BUS 225 or BUS 228. This course is designed-to
introduce students to an overview of the various thearies, research and practices
of ieadership while establishing a foundation for understanding and appreciation
of the numerous issues which impact the {eaders’ style.

BUS 228 Organizational Behavior 4{4.3)

Application of psychological principles and methods of selection, placement,
training, supervision, evaluation and motivation of workers' and managers’
efficiency. Also, accident prevention, problems of human relations, and psy-
chological ilinesses in business and industry.

BUS 229 Pubfic Relations 3(3-0)

Technigues for those in managerial positions, principtes of creating and
maintaining good public refations, including employee/employer relations,
customer/employee refations, and the total public relations effort.

3(3-0)

Oral techniques of public speaking, examining the business speaker, the
audience and the text from a business viewpoint. Also studying some issues
and potential problems pertaining to {istening, persuasion, interpersonal and
nonverbat communication.

BUS 236 Oral Communications for Business

BUS 250 Personal Finance 3(3-0)

Specific topics covered include; choosing your job, budgeting, smart shopping,
avoiding swindles, buying a car, renting or buying your home, selling your
home, credit and borrowing, investing, insurance, retirement and estate plan-
ning, income taxes, etc. There is a great dea of material covered in a relatively
short period of me. This class is not for individual financiat advice. The student
would need to analyze his/her own situation and come to a decision based
on fundamental knowiedge acquired in the course, from experience, other
readings and experts in the various fields.

BUS 251 Stock Market Essentials 3(3-0)

Study of securities market to give framewark with which to set investment
goats and achieve desired resuits. introduced to some of the mare prevalent
theories, concepis and skilis to aid in developing strategies and making sound
investment decisions related to the stock market.

BUS 254 Introduction to Investments 3(3-0)

This course covers the fundamental principles of investing and its rale in our
economy. Emphasis will be upon developing terminology, types of investments
and personail financial planning such as, but not limited to, mutual funds,
real estate, CD's, money market funds, imited partnerships, insurance, iRA's,
stock and tax sheiters. This is an overview course.

BUS 260-262 Transportation and Traffic Management sach 3{(3-0)

One-year, three-term program resuiting in a Certificate issued by the College.
Theoretical, historical, and academic aspects of traffic management are
presented with analysis of practical problems and specific cases.

3{3-0)

introduction to property tax, public relations, property descripticn, tax mapping
and aerial photograph interpretation.

BUS 280 Property Valuation and Assessment Administration |

3(3-0}

Property tax law, cost, market, and income approach to value; and fand
£conomics.

BUS 281 Property Valuation and Assessment Administration Ii

3(3-0}

Prerequisite: BUS 281 or Pragram Area approval. Residential and agricultural
appraisals and soil survey.

BUS 282 Property Valuation and Assessment Administration i

BUS 283 Property Vajuation and Assessment Administration iV 3(3-0)

Prerequisite: BUS 282 or Program Area approval. Appraisal of commercial
and industrial properties.
3(3-0)

Prerequisite: BUS 283 or Program Area approval. Local government financing,
preparation of tax roli, eminent domain, assessment, equatization and afo-
cation.

BUS 284 Preperty Valuation and Assessment Administration V
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3(3-0)

Prerequisite: BUS 284 or Program Area approval. Valuation and auditing of
personal property, ciassification and equalization of appeal procedures, al-
location, truth in assessment, taxation, and Headlee rotiback computatiops,

BUS 285 Property Valuation and Assessment Administration VI

BUS 286 Appiied Appraisat Concepts 2(2-0)

Prerequisite: BUS 282 or BUS 283 or Program Area approval. Field inspection
and appraisal of resideniial, commercial and industrial properties. Stressing
potential appraisai problems utilizing the cost approach to vaiue.

BUS 290-293 Management internship each 3(3-0}

Prerequisite: Coordinator approvai. Weekly, on-campus, independent seminars
with the cocrdinator and the student intern. Actuai fob training and experience
by working with owners, proprietors, and managers in organizing and/or
aperating a business,

BUS 295 S5Small Business Management 3(3-0)

Small business operations, including business and managerial functions,
principles of management, enviranment of srall business, financiaé, marketing,
and production management of the “going concern”, and legai and govern-
mental relationships. Development of a small business plan is required.

Credit Union Management (CUM)
Management Systems
Division of Business

CUM 110 Credit Union Operations 33-0)

A coliege level course providing the student with an overview of basic credit
union operating procedures. This course is directed toward individuat managers
of smaller credit unions, staff members of credit unions, and volunteer eiected
afficials who wish to increase their knowledge of credit union operations.

CUM 200 Credit and Cellections 3(3-0}

This course covers the basic fundamentais of the credit/collection industry.
Emphasis on learning the basics of the credit decision and the coliection of
past due loans. The course is for credit union personnel who want an
understanding of credit union credit and coilections including the relevant
laws and regulations,

Economics {EC)
Managemeni Systemns
Divisien of Business

EC 101 Applied Economics 3(3-0)

This course is an introductory survey of business economics. The course work
focuses attention on the major economic problems and issues within the
American economy. it provides an overview and some tools of economic analysis
to aid in logical interpretation. Major subject areas inciuded relate io an overall
look at the econamic system; government policy; prices and their application;
money, income; and national income accounts of the United States.

4(4-0)

This course is designed to develop objective consideration of economic issues
and provide information and understanding of how resources are allocated
by prices. Topics for study inciude price theory; consurmer demand; cost and
market structure, the role of government in the market; factor pricing, and
income distribution.

EC 201 Principles of Economics—Micro

4(a.0)

Prerequisite: Program Area approval or EC 201. This course deals with the
theory of national income, empioyment, prices, and with government fiscal
and monetary policies designed to infiuence aggregate economic activity. ki
also includes the relationship of the domestic economy to international
economic activity.

EC 202 Principles of Economics — Macro

EC 203 Economic/Business History 4(4-0}

This course provides a survey of American economic and business history,
change, and growth since the civil war. Topics include an averview of business
organization, £he rote of government, technological change, American industrial
development, labor unions, and capitalization patterns.

EC 218 Money and Banking 4(4.0)

Prerequisite: EC 202. This course cavers the nature of money and the role
of the Federa! Reserve, the commercial banks, and other financial institutions
in determining the money supply. Also, the course includes information about
the money market, capital markets, determination of interest rates and the
refationship between monetary poticy and econamic activity.
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EC 221 International Economics 4(4-0)

Prerequisite: EC 202 or permission of instructor. This course examines the
interrelationship between the .S, economy and the rest of the world. it covers
from both a historical and a theoretical perspective the balance of payments,
exchange rate systems, the effects of internationai economics on domestic,
monetary and fiscal policy, the gains from trade, the impact of restrictions
on trade fike tariffs and quotas, and the development of international trade
organizations,

EC 224 Intermediate Micro-Economic Theory 4(4-0}

Prerequisite: EC 201, This course covers the theory of consumer behavior,
the production and cost relationships of individual firms, the actions of those
firms in diferent market structures, the theory of resource firms, and general
equilibrium theory, The discussion of each of these areas will begin with a
review of the principies of economics as covered in EC 201

EC 266 1(1-0)

Prerequisite: Program Area approval. This course inciudes 20 to 30 hours of
study in special economics projecis.

Independent Study/Economics

EC 267 2(2-0)

Prerequisite: Program Arsea approval. Two credits requiring 40 tc 50 hours
of study in special economics proiecis.

Independent Study/Economics

EC 268 I3-0)

Prerequisite: Program Area approval. Three credits requiring 60 to 70 hours
of study in specia! economics projects.

Independent $iudy/Economics

Labor Relations {LR)
Management Systems
Division of Business

LR 200 4(4-0)

Survey historicat and legal frameworks of fabor movermnent. Major labor laws,
causes and purposes of the labor movernent and union structure and behavior,
Labor-management approaches to solving employment disputes.

Introduction to Labor Retations

LR 201 Labor Relations/Colective Bargaining 4(4.0)

Prerequisite: Program Area approva| or LR 200. Study of the collective bargaining
process, the administrafion of a Collective bargaining agreement, and wage-
benefit issues of empioyment,

LR 202 Labor Relations/Grievances and Arbitration 4(4-0}

Prerequisite: Program Area appraval or LR 200, Grievance procedure, including
empioyee discharge and discipline, is examined in-depth, with a review of
pertinent iegislation, A "how f0" course, Basic knowledee and skill necessary
for grievance handiing. Fundamentals of contract language.

LR 203 Labor Law 4(4-0)
Prerequisite: Program Area approval or LR 200. in-depth study of majcr laws,
U.5. Supreme Court cases, and Nationai Labor Reifations Board decisions.
Functional picture of the National Labor Relations Board.

LR 205 Employee Compensation Administration 4(470)

The course views compensation from the perspective of the employer and
is intended to give the student an understanding of the characteristics, structure

and objectives of a madern wage and salary program. The course will explain o

the development of a typical wage and saiary program fram its inception to -
the final product. Discussed total compensation, wages and benefits.
LR 208 Labor Relations in Government 4(4-0) ._ i

Structure and practice of labor relations in the public sector. Recommended
for government employees.

Management (MGT)
Management Systems
Division of Business

MGT 300 4{4-0%
An analysis of the basic managertal functions, theories, and techniques in

Introduction to Management

the areas of planning, social-environmental influences, organizational structure, -

authority and delegation, canffict, change, and leadership,
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MGT 301-MKT 200

MGT 301 Strategic Management and Policy 4(4.0)

Prerequisite: MGT 300 or BUS 225, The course pulls together iearning from
the areas of management and marketing to consider an overall organizational
perspective. The strategic formulation and implementatian for the organization
as a whole. The process involves the pursuit of organizationai mission while
managing the refationship of the organization to its environment. Case method
is used.

MGT 304 Organizational Development 4(4-0)

A pragmatic approach fo understanding and effectively dealing with the
muftitude of pecpie and performance problems faced within an arganization,
Examines the skills needed to determine the real problem and select an
appropriate plan of action.

MGT 305 4(4-0

Survey purchasing activities related ‘o the manufacturing and service indus-
tries. Inciudes purchasing organization, principles and practices, and relation-
ship of purchasing department with other departments.

Introduction to Purchasing Management

MGT 323 CAM Internship 4(4-0)

Prerequisite: Program Area approval, Advanced internship project representing
60 hours of work, may be selected as part of Certficate in Advanced
Management. Project must be outside and beyond the student's regular area
of work responsibility and have employer and CAM Coordinator appraval,

MGT 324 CAM independent Study 4(4.0y

Prerequisite: Program Area approval. A detaited guality report in the student's
area of interest which represents 60 hours of research and writing, applicable
toward Certificate in Advanced Management and approved by the CAM
Coordinatar.

MGT 329 Advanced Business Communication Skills 4(4-0%

Designed to heip students develop verba! communication skilis used when
making oral presentations, conducting meetings and interviewing employees.
Business repart writing skilis are developed and practiced.

MGT 332 Manageria! Ethics 4{4-0)

Designed to sensitize participants to the impact of ethics on decision making,
both personal and crganizational. Participants will examine the bases for the
behavior of managers, their awn behavior, various means of coniroliing
organizationa! behavior, and the bases for ethical standards.

MGT 335 Manageria! Statistics 4(4-0)

Prereguisite: MTH 012 or equivafent. Application of statistical tools and
iechniques ta improve decision making process and reduce managerial
decision difficulty from less than perfect data. inciudes sampiing, description
of sample data, methods of averaging, standard deviation, probability theory,
esttmation and hypothesis testing.

MGT 337 Human Resource Management Skills 4{4.0}

Prerequisite: BUS 224 or equivalent. Skif areas involved in the management
of our human resources are developed. Setting objectives with employees,
conducting performance appraisals, working with empioyee problems are
practiced. Students plan techniques for managing teams and for leading and
motivating employees.

MGT 338 Current Topics in Management 4{4.0)

Study of specific fopics and issues in today's society which affect managerial
decisians, Rea! life experiences ar from current publications. Each student
will explore one issue in-depth with the class. Explore the internal and external
constraints on actions. Externat factors considered will be legal, sacial, ed-
ucational, and potitical. Internal factors considered will be the shareholders,
the empioyees, and the customer.

MGT 339 Management Styles and Corporation Strategies
(Japan and the United States) H4-0)

Numerous current materials retating to the management styles and corporation
strategies in Japan will acquaint the student with management as practiced
in Japan. The Japanese management practices are presented as an aiternative
managerial style for the United States to explore how Japanese techniques
can produce greater productivity, higher empioyee morate and a successful
quality of work fife. (This course is offered oniy as part of the Japan Adventure
Program.)

MGT 345 Leadership: Attitudes and Motivation 4(4-0)

Total personal involvement in group interaction projects. "Whole person”
approach to seif-discovery, growth, and seli-reatization. Find new dimensions
M assessing personal feadership aptitudes.
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MGT 346 Managerial Finance 4{4-0)

Prerequisite: ACC 101 or ACC 210. This course is designed to provide the
necessary and practical skills to deal with fnanciat matters and communicate .
with those people who specialize in finance.

MGT 349 Time and Stress Management 4{4.0)

Explores relationship between time and stress management. Stress isthe casual .
factor for many of our physical and psychological problems. Suggests methods
for harnessing its energy positively. Techniques and sirategies for wise utitization
of time and energy. Emphasis on creating action plan and initiating corrective
actions.

Marketing {MKT)
Management Systems
Division of Business

4{4-0)

Marketing and managing your professional image can assist every level of
business in fearning how t¢ effectively market and manage their image and
their business affairs. This course is @ complete guide for everything people
and their companies need to know to da the right thing at the right fime in
every business situation.

MKT 112 Markating and Managing Your Professional Image

MKT 120 Sales 3(3-0)

Fundamentals and role in the marketing mix. Develap basic skills in behavioral
sciences and skills needed to enter the field. Customer buying habits, sales
process, praduct demonstration techniques, and analysis of human relations
aspects,

MKT 121 Advanced Sales 3(3-0}

Prerequisite: MKT 120 or Coordinator approval. An analysis of the sales
interview. Video taping sessions where each facet of the sale is examined and
analyzed individually.

MKT 122 Figid Sales 3(3-0)

Prereguisite: Program Area approval. Practical field sales experience in con-
sumer and industrial sales, Advanced technigues of sefling and refining seliing
skiils.

MKT 123 Computer Field Sales 3(3.0)

Prerequisite: Program Area approval. Practical camputer field sales experience
in consumer and industrial sales. Advanced techniques of seifing and refining
selling skills.

MKT 130 Retailing 3(3-0}

Gain understanding of activities used by retailers in seliing goods to uitimate
consumers. Develop awareness of problems facing retailers and develop
feasible soiutions. Examine career opportunities.

MKT 131 Fashion Merchandising 3(3-0)

Functions, potficies; what, when, where, how much, how to, and from whom
e buy. Introduction to fashion history, textile construction, design, color, fgure
types, and fashion trends. Career opportunities.

MKT 135 Telemarketing 3(3-0)

This course is designed to make pecple more productive over the telephone.
The course teaches skilis to help one make better use of time to increase
productivity and’ sales by mastering the art of teiephone selling. The course
will also show practical methods and alternatives that work to increase efficiency
as weli as how to put information power to work to increase closing percentages.

MKT 140 3(3.0)

Methods and techniques used in madern advertising. Information an the entire
advertising function. Preparation of an advertising campaign will be required
to facilitate hands-on understanding of the component parts which include
marketing review, marketing plan, creative strategy and media selection.

introduction to Advertising

MKT 200 4(4-0}

Designed to define marketing, deveiop an understanding of the marketing
concept and functions, and generafly investigate the field of marketing. Wilt
cover the marketing environment, identifying consumer needs, examining
product, price, promation, and distribution strategies within our society. Pro-
vides a basic marketing understanding with practical applications,

introduction to Marketing
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MKT 202 WManagerial Marketing 4(4-0)

Prerequisite: MKT 200. Study of the total enterprise regarding problems,
analyticat tools, and approaches o decisions. Examines allocation of funds
to various means of market cultivation, development of promotional strategy,
price palicy, and management of field selling effort.

MKT 204 Marketing Research 4(4-0)

Prerequisite: MKT 200. Types of data, sampling, data collection, analysis,
interpretation, and applications of marketing research. A practical managerial
approach--NQT a statistical or mathematical orientation.

MET 214 WMerchandise Management 4(4-0)

Prerequisite: MKT 130 or MKT 131. Understand the purchasing process. Build
a retail vocabutary. Understand the process of achieving a batanced and well
pianned inventary. Controf the flow of inventory. Control the profit of retait
business.

MKT 220 Sales Management 3{3.0y

Prerequisite: MKT 120 or eguivalent. Explores strategies deafing with managing
salespeople. Training, recruiting, mativation, evaluation, planning and organ-
izing are alt stressed. The case method of learning is utilized, along with rote

playing. .

MKT 221 Consumer Behavior 3(3-0)
Basic perspectives involved in consumer motivation and behavior. Relevant
variables that help shape consumer action. Concepts that integrate the study
of consumer behavior with the practice of marketing.

MKT 225 Written Communications for Business A4(4-0)

How %o write clearly, accurately, and quickly. Grganize writing for the busy
reader's needs. Letters, reports, memos, and procedures—technical ar nan-
technical.

MKT 230-233 each 3(3-0)

Prerequisite: Coordinator approvat. Advanced marketing students design, im-
plement, and draw conclusions about an area of interest for application in
the marketing field. A minimurn of {0 hours work per credi is required.

independent Study-Marketing

MKT 235-238 Marketing Internship each 3(3-0)
Prerequisite; Coordinator approval. An approved iraining station, earn credits

“for satisfactory work performance related to marketing.

Roal Estate (RE)
Management Systems
Division of Business

RE 250 Rea! Estate Math Seminar .5¢.5-0)

This seminar wiil provide practical applications of the most common uses
of math in the reat estate industry. It is designed to provide additional practice
for students currentty enrailed in RE 274, but is open o any interested students.

RE 251 HP-12/C Seminar 5(.5-0)

Prerequisite; Need HP-12/C caiculator. This seminar will acquaint the user
of the Hewieit Packard HP-12/C calcufator with basic functions, financial
calcuations, and retated real estate calculations. ¥ is designed to provide
additional practice with the HP-12/C for students currently enrolied in RE 273,
but is open o any interested students.

RE 271 introduction to Real Estate 3{3-0)

Cverview of the real estate business. Emphasis on points of faw and real estate
principles usefut to the beginning salesperson and/or potential buyer, seller,
or investor.

RE 273 Real Estate Investment and Taxation 3(3.0%
Prerequisite: RE 271, RE 274 or Program Area approval. Emphasis on investrment
analysis, financing, depreciation, capital gains, exchanging and federal {ax
irmplications of real estate acquisitions, ownership and disposat.

RE 274 Reat Estate License Exarnination 4.0}

- Intense study in the fundamentals of real estate, Preparation for the State

of Michigan iicense examination. (Administered by ETS-~Educational Testing
Service.) This class meets statutory reguirements including four hours in fair
housing.

RE 275 Real Estate Finance 3(3-.0)
Significance and nature of morigage fending, mortgage money markets,
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sources, types of mortgages, instruments, quatifying, the land contract and
its use, administration of a mortgage loan and a loan portfolio, and methods
of foreciosure.

RE 277 Property Management 3(3-0)

Covers management and the market, marketing residential and commercial
rental space, creating an organized management pian, tenant and fandiord
laws, rent collection, leases, tenant screening, fair housing requirements,
tenant-owner relations, accounting for investrnent properties, real estate as
an investment, managing apartments, office space, retail stores and special
purpose buildings.

RE 279 Buying and Selling a Home 3(3-0)

For potentia purchasers or sellers of residential property. Mechanics of buying
and sejling a home. Covers steps necessary to transfer title, including the
“closing”

RE 280 Real Estate Listing and Sales Strategies 3(3-0)

Prerequisite; Completion of RE 274, or having earned a real estate license.
This course is designed for the real estaie salesperson. In a classroom setting
through the assistance of lectures, tapes, handouts, and role ptaying, the student
will develop skilis needed for the purpose of selling and listing real estate,
Through projects and workshop time in class, the student wili develop per-
sonatized tools o assist him/her in successfully selling and listing real estate.

RE 282 Real Estate Broker Preparation A{4-0)

Prerequisite; RE 274 or eguivalent. Prepares prospective brokers for the
Educatianat Testing Service (ETS) State Broker's license exam. Includes review
of brokerage law, closing statement preparation, law of agency, rules and
regulations, fair housing, civil rights, financing, and appraisal.

RE 290 Real Estate Construction Fundamentais 3(3-0)

This is a course in basic real estate construction for real estate saiespersons,
brokers, and those interested in learning more about single-family residential
construction. Topics include: construction basics, from excavation to finished
stages; various architecturat styles; mechanicat systems, their operation and
interrelationships; reading a house ptan; common problems of houses; site
selection; and building materiais.

RE 291 Residential Appraisal 4(4-0)

Principles, methods, and technigues of residentiat real estate appraising with
application.

RE 292 income Properiy Appraisal 4(4-0)

Prerequisite; RE 291, Advanced course for real estate brokers and/or sales
associates interested in appraisal of income-praducing property. Includes the
rationale of the income approach, relationship of income to value, net income
capitalization, mortgage-equity technique, and the residual and direct market
capitalization processes.

RE 293 Reai Estate Law 4(4-0)

Prerequisite: RE 271 or RE 274 or Program Area approval. Topics covered
inciude: introduction to real estate law, land and #s elements, land titles and
interests in land, abstracts and titie insurance, deeds, easements, liens,
mortgages, land contracts and foreclosures, landiord-tenant relations; private
land use controls including restrictions; condominiums and tax policies per-
taining to real estate.

Savings and Loan (SL)
Management Systems
Division of Business

SL 103 Teller Operations 3(3-0)
Importance of the telter in creating and maintatning good customer relations.
Specific operational procedures necessary for successful performance.

SL 127 Personai Investments 3(3-0)

Examines the relationship between risk and return, importance of timing
investment purchases and sales, and various investment alternatives. Covers
security markets, commen stock, bonds, function of investment campanies,
and types of speculative investments.

SL 160 2(2-0)

Survey the role of savings asscciations in business, Historical devetopment,
present-day organization, cempetition, and future direction.

Introduction to the Savings Association Business
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SL 161-MGT 368

3(3-0)

This course is designed to give savings institution employees a thorough
knowledge of the legal nature of the deposit contract, the forms of account
ownerships and the variety of services offered by savings institutions in a
dereguiated market.

SL 161 Deposit Accounts and Services

SL 166 Communication Skilis for Businaess 3(3-0)

Practice skills of effective two-way communication and analyze strengths and
weaknesses to achieve better communication with co-workers and customers,

5L 170 Effective Business Writing 3(3-0)

You will learn specific skills needed to write effectively in your job as a financial
services professional. Refining your writing skills will save you time, improve
your refationship with customers, and contribute fo your professional success.

SL 208 Savings Accounts 3(3.0)

Nature and types of savings account ownership and problems unigue to savings
accoupnts.

SL 209 Savings Account Administration 3(3-0)

Extends the general presentation and emphasizes the administration and
insurance of savings accounts.

51 210 Consumer Lending 3(3.0)

introduces nature of consumer credit, compares credit providers, examines
types of loans and loan features, reviews law and regulations, analyzes loan
mathematics, and examines how consumer credit operations are organized.
in-depth analysis of the activities performed in credit evaluation, operations,
and collections.

SL 211 Mortgage Lending 3(3-0)

Residential mortgage lending operations of savings associations, Emphasis on
conventional lending procedures. In-depth analysis of mortgage ioan programs
and the secondary mortgage market inciuded,

330

A course for all financial service professionals who meet with customers that
presents theories from Socioiogy, Psychoiogy, Economics and other disciplines
along with practical, job-related technigues and guidelines. In this course,
students investigate all aspects of customer contact in a problem-sciving
manner, The course covers all of the major elements that interact in financial
counseling—customers and their needs, the financial services that can satisfy
those needs, and the counselor's relationship o both the financial institution
and the customer. This approach allows studerits to learn the knowledge, skiils
and attitudes that are required to meei special challenges-of financial
counseling.

$L220 Techniques for Customer Counseling

SL 226 Human Relations 3(3-0)

Purpose of course is {0 introduce studenis to behavioral concepts and tech-
nigues that are directly applicable to work environment. This course is practice-
oriented. Students wilf be acfively invoived in class as they apply concepts
and technigues to their own situations with goal of improving personal
refationships at work.

SL 230 Branch Management 3(3-0)

This course is designed for working adults who are branch managers in a
financial institution or hope to hecome branch managers.

Management (MGT}
Management Systems
Division of Business

Total instruction in Management Effectiveness {TIME Series) has courses
designed for those who wish to increase their managerial and marketing skills,
but who are unable to attend classes on a regular basis. Each TIME course
is self-paced to allow maximum fexibility in scheduiing, enabiing participanis
to study at their own convenience. (See MGT 350 through MGT 399 as described
beiow.)

MGT 350 The PC in Plain English 1(1-0)

This course is compuier-interactive to help the learner cut through the iargon
of computers to understand how the perscnai computer works and how it
can help the learner work faster, more effectively and smarter. The course
is for learners with no knowledge of computers,

2(2-0)

A basic orientation o the structure of a Management information System (M|5),
includes information on developing pians from routine information flows, data
collection, report generation and evaiuating the effectiveness of systems.

MGT 352 Management Information Systems

MGT 353 Personat Selling Skiils 2(2.0)

An introduction to the basic sales process, Topics include: how fo set up sales
calls; the basic fundamentals of personal seliing; the customer buying habits
and the support sysiems available to the salesperson. At the completion of
this course, the student should be aware of how to make a saie. Uses audio-
casseties.

2{2-0)

Designed to help manégers with the purchasing activities within the company.
Topics include: goal setting, planning, human relations, the psychology of
management and negotiations.

MGT 355 Purchasing Management

MGT 356 Managing Risk in Changing Times B5{.5-0)

Fecuses on personal risks managers face in today's business envirenment.
Covers choosing risks, determining appropriate risk and preparing for risk
taking. A computer-interactive course,

MGT 357 Setting and Achieving Personal Goals 1(1-0)

Designed 1o help students achieve goals. Topics include: defining personal
goals, identifying strengths and weaknesses, overcoming cbstacles, solving
problems and matching personal goais with company goais. Uses audio-
cassettes,

1(1-.0)

The topics covered are; shifting from habitual reaction to action; increasing
ability to get the job done; reducing fears and anxieties; maneuvering through

MGT 358 Assertiveness for Career and Personal Success

the system; giving feedback; enhancing selfimage; saying “no™ and avoiding
defensive behavior in social situations. Uses audio-cassettes.
MGT 360 Communications That Work 2(2—0)

This course will help the busy manager iearn to use more effectively the tools
he/she has to get a message across. Includes areas of practical appiication
such as effective writing of letiers, memos and reports, running meetings,
and interviewing and kstening. A video course.

MGT 361 A Manager's Guide to Human Behavior 2(2-0)

An overview of the complex area of human behavior as it abp!ies to the
management of productive organizations. Major areas of emphasis inciude

psychological concepts, interpersonat reia%‘tunsh'tps, and group behavior.
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MGT 363 Basic Business Psychology 1{1-0)

Covers how o use psychology to neip select the right person for the iob,
overcome decision-making probiems, motivate high and low achievers, evaluate
work performance, open up fines of communication, reduce conflict, and use
the organization climate to infiuence people in a positive way. Uses audio-
cassettes. . -

2(2.0)

Designed o help managers at al! levels to develop, enhance, and update their
skilis. Major areas of emphasis inciude: planning, operating, controlling,
personne} functions, decision making, job design, job analysis, and quatity
contral within the department.

MGT 364 Supervisory Management

MGT 365 Participative Management Skilis 5(.5-0}

Answers the question “How can [ get my employees invoived and utiilze their
participation?" Suggests managerial actions to develop successful employee
participation. A computer-interactive course.

MGT 366 How to Manage People at Work 2(2.00

The purpase of this course is to identify the major areas of needs that a manager
shoutd work to satisfy and identify the basic reasons why individual needs
change and why these needs differ from one group or workers to ancther,
Topics such as human retation, format and informal organizations, the American
workforce, being a leader, motivating behavior, communications, disciplining
workers and coping with problerm employees are explored,

MGT 367 Customer interaction Skills 5(.5-0}

Designed to make keeping customers satisfied an easier task. Alternate goal
is to improve your ability to communicate with custormers. A computer-
interactive course.

2{2.0}

This course is designed for managers who want to give their company’s business
ptan real meaning and reaf power. You will fearn how to develop realistic action
programs and responsibility plans for allocating scarce resources, installing
workable monitoring and controf systerns and creating supportive policies and
procedures.

MGT 368 How to Impiement a Business Plan
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MGT 369 Productivity Teams: Beyond Quality Circles 2(2.0)

This course on team-buitding in organizations goes beyond quality circles to
build skills in team training, interaction and facilitation, emphasizing the
“problem-soiving team” process. This process helps managers deveiop team
teadership skills to increase productivity and enhance motivation. Inciuded
are training and leadership skills for team managers and a checklist for
assessing any work unit's readiness for the problem-solving approach.

MGT 370 How to Deliver Winning Presentations T 2(2.0%

This course will provide the student with a basic awareness of the steps
necessary for making an effective cral presentation. It is designed for anyone
who wants to reduce the fear of public speaking by learning how to deliver
presentations.

MGT 372 Getting Results Through MBO 2(2.0%

An introduction to the basic concepts of MBO. The system of MBO is explained
and evaluated. Topics included are: installing MBO, establishing objectives
and measuring performance.

MGT 373 How To Manage by Objectives 2{2.0)

Covers the fundamentats, principles, and procedures of managing by objectives,
its benefits, and its various applications. Serves as a practical operating guide
for those who wish to introduce and develop the concept as a management
system in their organization; and gives additional insight and alternative
techniques to individuais already practicing managing by objeckves.

MGT 374 Parsonne! Management 2({2.0)

The purpose of this course is to identify and correct common misconceptions
about what personnel work invoives, Topics such as human resource planning,
staffing, appraisals, iraining, development, benefits, wage and salary admin-
istration, {abor relations, and safety policies are explored.

MGT 375 Zere-Base Planning and Budgeting 1(1-0)

Designed to help managers and top executives lead an eniire company toward
a resulis-based systemn. Topics covered ase key terms, planning, decision
packages, ranking, impiementation, administration, problems, and solutions.

MGT 377 Fundamentals of Finance and Accounting

for Nonfinancial Managers 2(2.0)

Designed io provide the manager with an understanding of finance. I is a
practical way for a manager to become more effective and valuabie.

MGT 378 Project Management 2(2.0)

An overview of the basic ideas behind Project Management, Topics include
the ideat flow of power within an organization, the why and when of pianning,
the need for project conirol documentation, the benefits of in-contract service,
the step-by-step approach to decision making, the steps for budgeting, nature
and scope of systems engineering on a project, and the main tasks to be
performed by the procurement, coniracts and the production sections.

MGT 379 The Write Words .5(.5-0}

This course aims at helping students recognize the areas in their word choice
and usage that need improvement so that they can develop a more concise,
straightforward wiiting style. Although the lesson focuses on business letters,
you can apply the strategies and suggestions to any form of written business
communication. A computer-interactive course.

MGT 380 Getting it Write 5(.5-0)

This course takes a look at how to approach the task of writing by presenting
the foflowing: {1) make clear the intent of the document; (2} take into account
the knowledge and attitudes of the intended reader; (3} get the ideas down
on paper quickly, (4) organize the ideas; and (5) polish the writing so that
it clearly and completely communicates the intent to the reader. A computer-
interactive course.

MGT 38! How Successful Women Manage 2(2-0)

- An overview of the various functions and processes invalved in management,

'5;\ LANSING
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Wit discuss possible explanations for women's slow rate of progress in attaining
manageriat positions. H is entightening and an absoiute "must” for any woman
whao is considering entering or is now a part of the managerial area. This course
has computerized chapter quizzes for your interaction. The fipal test is also
on the computer.

MGT 382 Dealing With Difficult Behavior 1¢1-0)

This course teaches the student specific communication, motivational, and
conflict resolution approaches that seasoned managers have proven effective
time and time again. in addition, this program wi#l show how to void difficuit
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behaviors by instituting positive work strategies, structures, and values before
problems develop. Uses audio-cassettes.

MGT 383 Training for Productivity 1{1-0)

Examines what is needed to motivate all employees to work more effectively,
efficiently and productively. Participants wiil learn the technigues, strategies,
and skills necessary to identify problems that training can solve; create a climate
that encourages and supports the self-directed worker; and structures atraining
or development program. : .

MGT 384 How To Write A Marketing Plan 2(2-0)

This course is designed for smaif business owners, markefing managers,
product managers and others responsible for the creation of a marketing plan.
The course teaches you how fo fuse ali the vitat elernents to create a marketing
plan that is right for your product line, department or company.

MGT 385 Using Microcomputers in Marketing 2(2.0)

This course is a practical, hands-on course that helps make the job of choosing
and using the software you need, easy and efficient. It is designed for marketing
managers who want to use microcomputers to solve tough marketing problems.
The course doesn't use interactive computer activity.

MGT 385 Getting Results With Time Management 2(2-0)

Focuses on finding time-wasting activiies and how to maximize time use.
Emphasis is on situational analysis, identifying problem areas and ways io
cotrrect. Audio tapes, and an exercise workbook accompany the text.

1{1-0)

This interactive video course covers time management, decision-making,
deiegating, scheduling, and managing interruptions.

MGT 388 Time Management for Managers

MGT 389 How to Write a Business Pian Using Lotus 2(2-0)

This unique course combines a comprehensive self-study course, and easy-
to-foliow manual and an instructional data disk. It takes you through the entire
planning process, from analyzing a company's marketing, organizational and
financial positions, to setting achievabie goais and objectives for the future.

MGT 390 Building Memory Skills 1(1-0)

This course uses audictapes and a textbook to help appiy the skills that increase
ability to obtain and utilize information. The result of using improved listening
and memory skills will heip reafize {eadership potential.

MGT 392 How To Develop Dynamic Leadership 2(2.0)

This course focuses on three styles of leadership. inciudes self-analysis fo
determine one’s personal style of leadership, style comparison and the con-
sequences of each feadership posture, suggestions for change of style and
the process for maving toward dynamic leadership,

MGT 393 How To Manage Siress 5(.5-0)

This course is computer-interactive and will help you learn how to handle daity
stress. In the five diskettes learners will become aware of positive and negative
stress and how to use refaxation techniques, positive attitudes and lifestyles
to refieve stress.

MGT 394 Managing Labor Relations 2(2-0j

Designed to provide an understanding of labor/management refationships.
Emphasizes labor refations today, negatiations, bargaining power, and advance
ptanning. This course wili caver every aspect of dealing with 2 union.

MGT 395 Negotiating Your Way to Success 1(1-0)

Covers how to approach every bargaining situation confidently, how to sway
the opponent with timing and association techniques; how to make concessions

without losing; how to communicate position clearly and precisely; and how
to identify the opponent’s real but often hidden needs. This course is a technical - -

approach hightighting on industrial labor refations.

MGT 397 How to Improve Writing Skifls
Provides all the toois needed to put ideas across effectively in any business

situation. Topics inciude writing memos and proposals, non-verbal commu-

nication and making presentations.

MGT 398 Using Mathematics As A Business Tool 2(2-0)
A computer-assisted instruction course designed to increase familiarity with -

formulas and caiculations most frequentiy used in business. Participants will :__

learn to apply various ratios to test a company’s strength, use statisticat tools 7%
to read resulis more accurately, forecast more refiably, and assess the viabifity 7~
of a project through breakeven anaiysis. o
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MGT 399 The Executive Guide to Commercial Law 2(2-0)

Explains negotiating steps necessary o produce a legally enforceable contract.
Covers oral prornises made to employees or outside contractors, the conditions
under which a contract can be iegally voided, and fability under empioyment
contracts.

OFFICE SYSTEMS

Program Director: Dr. Mildred L. Williarmns
Office Unit B

The goa! of Office Systems is to anticipate the needs of business and industry
by providing quality education in training or updating skills of office profes-
sionals including administrative assistants, secrefaries, word processors,
receptionisis, data entry specialists, and court and conference reporters. To
achieve this goal, Office Systems is continuaily researching and implement-
ing new ideas to provide up-to-date, innovative learning methods {o offer tradi-
tional classroom instruction, hands-on training on state-of-the-art equipment,
telecourses, computer-aided instruction (CAl), self-paced learning, and semi-
nars. The rapid advances in office automation have changed the nature of
many office positions; therefore, ali programs in Office Systems have been
designed to provide individuals with the expanded knowledge and technological
skills which are being demanded in today's business world at entry or advanced
levels. Long range plans for the 1990s are being made to provide its students
with skilis assuring thern of employability in the present as welt as in the future.

To keep pace with trends in the business world, the Office Systems has
recruited the aid of advisory committees who are totally involved in each of
its programs. Office Systems is extremely sensitive and listens to the advice
of its advisory committee members wha, because of their experience and rofe
in the business world, greatly contribute to the exceilence of the curricula
offered by Office Systerms.

To perfect the quality of training, Office Systems offers an internship program
designed to give its students practical apptications to classroom training,
Participants in the internship program receive on-the-job experience in focat
businesses, government, or industry while earning coliege credit. In addition,
overseas internships are being developed to broaden the scope of experience
of students in Office Systemns.

Office Systems offers several Associate Degree curricuia designed for in-
dividuals desiring comprehensive training in preparation for employment in
the professional office field. An Associate Degree requires the successful
completion of a minimum of 90 credits.

Certificate of achievement curricula requiring the successful completion of
a minimum of 45 credits are designed for persons desiring basic skills for
rapid entry into the labor market.

Students desiring to ensoll in courses offered hy the Office Systerns program
area will find the courses identified as follows:

BUS: Business

CCR: Court and Conference Reporting
DE: Data Entry

IWP:  Information/Word Processing

General curricutar guides for each curriculum offered by Office Systems
are availabie in the Counseling offices and the Program Area office in Office
Unit B. The student is encouraged to discuss his or her particutar educational
background and requirements with an advisor fram Office Systems.

Administrative Assistant

This Associate Degree curricutum offers opportunities to those persons who
want responsible office positions in other than the secretarial areas. Successfui
graduates of this program are equipped to handle effectively the functions
of most offices. The curriculum provides for adequate skills to succeed in
entry-level positions and incorporates the business understanding and man-
agement fraining necessary for advancement to supervisory positions. Formerly
Office Management Program. (Curricuium Code 425)

Automated Oifice Specialist

This Certificate curriculum is designed for the individuat who may have had
previous secretarial or office clerical education and experience who desires
to update training and skills for the new automated office environment. Special
emphasis is given o computer usage for word processing and other applications
that will provide information far the decision-making process within an ad-
ministrative office position, Writing skills are also developed to aliow for
improved communications. {Curricuium Code 417)

Gourt and Conferance Reporting

The Court and Conference Reporting curricutum is an Associate Degree
curriculum presented in eight terms, including the summer term. in addition
10 preparing students to meet State certification reguirements, this program
prepares students for positions as court reporters, conference reporters,
hearings reporters, legisiative reporiers, and general free-fance reporters, The
program provides instruction in machine shorthand, computer-aided-
transcription, technical, legal and medical dictation and vocabulary, as well
as in core skills, The curriculum begins each fall and spring term. (Curricuium
Code 415)
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Data Entry Speciafist

The Certificate curricuium is designed ta provide business, industry, and
government with improved information flow. Students will be trained on
electronic equipment utilized in autornated office systems and will learn
automated office procedures and basic business skills. Students will be
prepared for multi-vocationat skills leading them to positions such as typist,
record clerk, data eniry operator, etc. {Curricuium Code 421)

Executive Secretary

The two-year Executive Secretarial curriculum will prapare the student for
placement in the many interesting and chalienging positions in business, from
senior stenographer to executive secrefary. The curriculum provides the skills
necessary for entrance-level jobs and sufficient background in related areas
to enahle the serious graduate to advance rapidly. Varied teaching techniques
are used. (Curricuium Code 435)

Information/Word Processing Associate Degree

This curriculum provides students with intensive training in skills needed
for the automated office as well as skills basic to any office. The graduate
of this two-year curriculum wil have instruction in machine transcription, the
use of the microcomputer for word processing, spreadsheets, graphics, data-
base management and communications. in addition, an office simutation
program is designed o enable students to move rapidly an their career path.
In addition, sufficient background in related areas of business are provided
so that the graduate may meet the needs of modern business and accept
the opportunities provided in this exciting field. {Curriculum Code 418)

Information/Word Processing Certificate

This one-year certificate curriculum is designed for those individuals who
want to develop entry-leve! skills in typewriting, machine transcription, and
word processing applications on the microcomputer, as well as receive training
in cther skilis basic to any office. {Curriculum Code 419)

international Administrative Assistant

This Associate Degree curriculum is designed o prepare office professionals
to assist in transacting international business. Students in the international
Administrative Assistant curriculum will become familiar with different cultures
and their ways of doing business and will be encouraged to learn other
ianguages. Skiils acquired in this program prepare students for administrative
entry-level positions and incorporate the business understanding and man-
agement training necessary for advancement to supervisary positions. {Cur-
ricuium Code 426}

Legal Secretary

An Associate Degree curricuium which provides the student with the skills
and knowledge necessary to manage the office of an atiorney, It develops
an understanding of the specialized legal vocabulary and the production of
legal docurnents, in addition to providing secretarial skilis. (Curriculum Code
440}

Medical Secretary

This Associate Oegree curricuium provides basic secretarial skills and the
technical knowledge and understanding necessary for competence and self-
confidence in this specialized field. Graduates of this program may find
empioyment in hospitals, medical offices, clinics, or other health related
institutions, (Curricuiurm Code 445)

Medical Transcriptionist

This one-year Certificate curriculum concentrates on the knowledge of
medical terminology and machine transcription skills in preparing for entry
tevel transcription positions found in medical offices, hospitals, clinics, and
other heaith related institutions. (Curricutum Code 423)

Office Support

The one-year generai clerical curriculum is designed for those students who
want to develop or increase the basic skills necessary for entrance johs in
the modern office, Further courses may be taken leading 10 an Associate Degree.
{Curricuium Cade 420)

Records and Information Management

Students compieting this Associate Degree curricutum will be prepared for
a position in a records department or center as a records employee of manager,
Students will learn manua! and electronic methods of filing, storage, and
retrieval. Some courses will use the microcomputer applications. The field
of records management is growing rapidly and increasing in importance due
to the rapid explosion of information. (Curriculum Code 427}

Stenographer, Gregg Shorthand

This Certificate curricuium provides instruction in skills and abilities for entry
level positions requiring shorthand, Students compieting this program witl be
qualified for a variety of office positions as well. Students may elect to continue
their studies for an Associate Degree in the secretarial program. {Curriculum
Cade 4303

www.lcc.edu



L ALANSING
b COMMUNITY
tCOLLEGE

BUS 100-BUS 210

92

Division of Business

Stenographer, Speedwriting

This one-year Speedwriting Stenographer curricuium includes instruction
and practice in basic office skills as wetl as an alphabetic method of taking
dictation. A certificate is awarded for satisfactory completion of the courses.
{Curriculum Code 431)

Business {BUS)
Office Systems
Division of Business

BUS 100 College Typewriting 1 4{4.0}

This course is designed to teach the typewriter keyboarding process in addition
to developing speed and accuracy on straight-copy materials. Personal and
business correspondence, and other skills will be taught. A basic skil! level
of 34-41 wpm is developed.

BUS 161 College Typewriting li 4(4-0)

Prerequisite: BUS 100 or previous typing. This course is designed to improve
the speed and accuracy of typing straight-copy materials tagether with learning
tabulation, manuscripts, footnotes, husiness tetters, and special communica-
tion forms. Performance levels range from 40 to 51 wpm.

BUS 102 Coliege Typewriting Il 4(4-0)

Prerequisite: BUS 101. This course emphasizes individual skilbuilding exer-

cises as weil as refining skitls in ianguage arts, editing, proofreading, formatting,
composing, priority setting, and working under pressure with interruptions,
Students wil compiete office simulations using the eiectronic typewriter.

BUS 104 College Gregg Shorthand | 4(4.0)

This course teaches principles of Grege shorthand and basic business vo-
cabuiary and is offered for students who have had no previous Gregg shorthand
experience. A minimum performance level of 60 wpm far one minute at 95
percent accuracy is required before advancing to Sharthand i,

BUS 105 College Gregg Shorthand 3 4(4.0)

Preraquisite: BUS 104 or previous shorthand. This course continues the
application of principles learned in Shorthand 1 in addition to developing speed
and accuracy in taking dictation and completing transcription. Students with
Gregg shorthand experience gained at other schools or coileges should resume
their skill buitding in this course. A minimum performance tevel of 70 wpm
for two minuies at 96 percent accuracy is required before advancing fo
Shorthand #i.

BUS 106 College Gregg Shorthand i 4{4.0}

Prerequisite: BUS 105. This course emphasizes skilis developed in Shorthand
i and i in addition io developing greater ability in taking and transcribing
dictation at a performance level of B0 wpm for three minutes at 97 percent
accuracy level.

BUS 107 Business Calculating Machines 1 or 2 credits

Prerequisite: BUS 117 or previous math. This course teaches basic mathe-
matical operations on the 10-key adding machine, printing calculator, and/
or the elecironic display and electronic printing calculator. The amount of
credit allowed is dependent upon the number of machines the student learns
to operate.

BUS 114 Coilege Speedwriting i 4(4-0}

Students wil learn an alphabetic shorthand. The minimum performance leve!
for dictation and transcription is 60 wpm for two minutes at 95 percent accuracy
before the student is eligibie for Speedwriting 1.

BUS 115 Coliege Speedwriting 4¢4.0)

Prerequisite: BUS 114. This course is designed to build speed and accuracy.
The minimum performance level for a 2.0 is 70 wpm for three minuies at
96 percent accuracy. Compietion of this course wit give students a marketable
office skill. )

BUS 117 Coliege Business Mathematics 4(4.0)

Prerequisite: MTH 009 or piacement. This course can be taken as a classroom
lecture or as a laboratory course in the business math lab. Both methods
of teaching develop skill and accuracy in basic mathematical computations
as found in accounting, finance, management, and marketing.

BUS 119 Practical Office Procedures 3{3-0)

Prerequisite: BUS 101, Cierical office procedures and responsibiiities and the
study and evaluation of effective personality traits are areas of emphasis.
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BUS 121 Coliege Typewriting Skiflbuilding 3(3-0)

Prerequisiste: Previous typing. This course is designed to develop speed and
accuracy at the typewriter, The diagnastic approach is used to individualize
the development of speed and accuracy for each student. Once praoblem areas
are identified, specific drills are implemented to carrect weaknesses.

BUS 150 Professionalism in the Office 3(3-0)

A professional and personal development course designed to help individuais
prepare themselves to become successful through the development of qualities
and techniques.

BUS 153 College Gregg Shorthand Refresher 2(2-0)

Prerequisite: Knowledge of Gregg shorthand. This course is designed to refine
and increase existing skills in Gregg Shorthand with emphasis upon producing
accurate transcripts. Previous knowledge of shorthand is necessary.

BUS 160 College Refresher Typing 3(3-0)

Prerequisite: Previous typing, This course is designed to develop greater skill
and a2ccuracy in typing for students who have keyboard familiarity. Basic typing
techniques are reviewed. Activities: Typing personal and business correspon-
dence, centering materials, typing tables, and typing from rough draft copy.

BUS 199 Medicai Vocabuiary 3(3-0)

This course provides instruction in speling, definition, structure and concepts
of medical terms from various fietds of medicine. On-campus students receive
instruction and drifl in medical vocabulary in the classroom as well as using
laboratory materials. Off-campus students receive the same course through
classroom instruction only.

BUS 203 Administrative Office Procedures 3(3-0%

Prerequisite: Sophomore status or secretarial experience. The iopics of the
course include typing; reprographics; composition; handling incoming and
outgoing mail; postal and shipping services; telephone and telegraph services;
records managernent; planning meetings and conferences; coilecting, process-
ing, and presenting business data; handling financiai statements, payroll and
{egal responsibilities; and office automation.

BUS 204 Business Communications 4{4-0)

Prerequisite: Typewriting ability and WRI 119. This course emphasizes the
organization of ciear, concise, easy-to-understand documents by application
of basic business theory in communication. On-campus sections will use the
microcomputer or electronic typewriter to prepare and edit documents in
addition to classroom instruction. Off-campus sections will receive classroom
instruction only.

BUS 206 Legal Vocabulary 3{(3-0)

This course utilizes basic legal terminology of general and specialized areas
of law. it defines legal terms and their uses in legal contexts,

BUS 207 Medical Terminology and Transcription 4{2.4)

Prerequisite: BUS 199, WRi 119, and typing speed of 50 wpm. This course
is designed to develop skill in defining, writing and transcribing medical words,
phrases, and reports with the use of a franscriber and the efectronic typewriter
or the microcomputer.

BUS 208 Business Thecry for Professionai Secretaries

2 secticns, 4 credits each {Fall and Winter Terms} 4(4-0%

This course is designed to prepare the student for the International Certified
Professional Secretary examination or to improve his or her knowledge and
skills in four areas of the exam: Office Administration and Technology,
Communication Applications, Behaviora! Science in Business, and Economics
and Managerent.

BUS 209 Legat Transcription 3(1-4)

Prerequisite: BUS 102 and BUS 206. This course is designed to teach the
principles of legal transcription. Students will tearn o transtcribe accuraiely,
neatly, and quickly cassetie dictation consisting of letters, memoranda, and
legal papers. in addition, they will devetop familiarity with the knowledge of
general iegat terminotogy and procedures for production of legal documents,

3(3.0}

This course provides instruction in the administrative functions of an office:
coordination and supervision of persannet; writing and editing reports; making
speeches; aftending meetings; and handling correspondence. Emphasis is
given to the development of the leadership role for office personnel.

BUS 210 Administrative Development for Clfice Personnel
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BUS 215 Records and Information Management | 44-0)

This course includes managing the creation, protection, storage, and disposition
of business records; alphabetic indexing; the foundation of other storage
methods; selection of proper equipment; and procedures for the operation
and controi of filing methods and systems.

BUS 216 Records and Information Management it 3{3-0)

Prerequisite: BUS 215 and previous typing. This course is a concentrated study
of planning, organizing and controlfing records and information management
systems and emphasizes the role of records management in integrated
information systerns. The student will use the microcomputer to compiete some
exercises,

BUS 217 Micro-Records 2(2.0)

This course is designed to familiarize the student with every aspect of
micrographics as i pertains to records management and information contrat.
Concentration will be on term definitions, microforms and how they are used;
actual article application; equipment used and operation of indexing tech-
niques; and deveiopment of business, educational, and professional applica-
tions.

BUS 218 Records and Information Management
Database Office Applicaticns 3(3-3)

This course provides practical, hands-on experience using a database man-
agerment system with IBM microcomputers. Activities will aliow the student
to create, maintain, search and retrieve records, and create reports. The current
software, Q & A, also provides experience using artificiat inteiligence.

BUS 220 Office Systems Management 3(3-0)

This course emphasizes the principies of office management, the role of the
office as a service center as well as part of a system, structure, and design;
workflow; procedures; job analysis; and issues refating to personnel selection,
salary administration, preductivity, and budget.

BUS 221 Human Resource Management
in the Auternated Office 4{4-0y

This course explores the psychologica!l, sociological,-and technological factors
affecting the quatity of personnel interaction in the work environment, spe-
cifically the automated office.

BUS 222 Advanced Medical Terminology and Transcription 3(2.2)

Prerequisite; BUS 207. This course is designed to dévelop skilf in defining,
writing, and transcribing words and phrases commonly used in medical
language. Actua! medical reports from hospitais are utilized for transcription.

BUS 230 Office Seminar 5(5-0)
BUS 231 Office Seminar 1(1-0)
BUS 232 Office Seminar 2(2-0)

Classroom instruction is given on special topics of current interest. The length
of the seminar determines the amount of "P-2" credits sarned. Contact Office
Systems at 483-1587 for specific seminar topics.

BUS 233 Professional Secretary Seminar .5(.5-0}
BUS 234 Professional Secretary Seminar 1{1-0)
BUS 235 Professional Secretary Seminar 2(2.0)

Seminars in the Professionai Secretary series are designed to prepare empioyed
secrefaries and students who are nearing the end of their course of study
for the Certified Professional Secretary and the Professional Legal Secretary
examinations. The topics for each seminar will vary. Contact Office Systems
at 433-1587 for specific seminar topics. .

BUS 240 Office Internship (Falt Term) 3{0-6)
BUS 241 Office Internship (Winter Term)} 3(0-6}
BUS 242 Office Internship (Spring Term) 3¢0-6)
BUS 243 Office Internship {(Summer Torm) 3(0-6)

Approval for an office internship is based on the successful completion of
basic business courses. Placement is made in an appraved iraining station
to earn credits for satisfactory work performance and earn wages for work
performed. Qccupational interests of the student are considered afong with
his or her background or having compieted related classes in determining
employment arrangemeants. ’
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BUS 275 international Business Communication 4{4.0)

The need to communicate effectively across national barriers is becoming
more acute as the United States competes increasingly in the international
business arena, This course is designed for managers and office support
personnel to heip familiarize thern with the dynamics of communication in
business interactions on an Internationaf ieve!, The content of the course deals
with various business cuitures, language barriers, and protocol.

BUS 276 Critical Issues in Office Automation 3¢3-0}

Office autornation is the revolutionary use of the office in processing information
efficiently in order for management and workers io use this information
effectively in buitding a more competitive business and a desirable working
place. This course will exarnine the range of issues which affects office
autornatian, These issues cover technological, organizational, giobal, and social
questions. .

Court and Conferance Reporting (CCR)
Office Systems
Division of Business

First Year CCR—Day Sequence Courses

CCR 101 Machine Shorthand { 6(8-0;
This course invoives basic touch shorthand computer-compatible, conflict-free
theory taught on a stenograph machine. The emphasis is on noteta king
accuracy.

CCR 102 Machine Shorthand 6(8-0)
Prerequisite: CCR 101. This course provides additional computer-compatible,
confiict-free touch sharthand theory, The emphasis is on natetaking accuracy.
CCR 103 Machine Shorthand il 6(B-0)
Prerequisite: CCR 102. This course includes speed building with sharthand
skills up to 120 wpm on jury charge and literary. Work begins on Q & A,

CCR 104 Machine Shorthand I¥ 6(8-0)
Prerequisite: CCR 103. This course involves advanced speed building up to
140 wpm on literary and jury charge. Q & A practice witl continue.

Second Year CCR Classes

CCR 201 C.A.T. Xscribe 2{1.2}
Prerequisite: CCR 211. This course is designed to give students bands-on
experience with computer-aided transcription for the court reporter with
emphasis on editing on the computer.

CCR211 Q&AL 4(4-0)
Prerequisite: CCR 104. This course includes twa-voice testimony dictation and
machine shorthand speed building up to 140-160 wpm.

CCR212 Q&AH 44-03
Prereguisite: CCR 211. This course includes two-voice testimony dictation and
machine shorthand speed building up to 160-180 wpm.

CCR213 Q& A 4(4-0}
Prerequisite: CCR 212, This course includes two-voice testirmony dictation and
machine sharthand speed buiiding up to 180-200 wpm. # aiso introduces
four-voice testimony.

CCR214 Q&AW 4{4.0)

*Prerequisite: CCR 213. This course inciudes two-voice testimony dictation and

machine shorthand speed building, as well as four-voice testimony dictation
with speeds up to 210-230 wpm.

CCR 221 Jury Chargel 2(2-0)

Prerequisite: CCR 104. This caurse inciudes jury charge dictation and machine
shorthand speed building up to 130-140 wpm.

CCR 222 Jury Charge §i 2(2-0)

Prerequisite: CCR 221, This course includes jury charge dictation and machine
shorthand speed building up to 150-160 wpm.

CCR 223 Jury Charge }I 2{2-0)

Prerequisite: CCR 222. This course inctudes jury charge dictation and machine
shorthand speed building up to 170-180 wpm.
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CCR 224 Jury Charge IY 2(2-0)

Prerequisite: CCR 223, This course includes jury charge dictation and machine
shorthand speed building up to 190-200 wpm. Legal opinion and argument
dictation is also included.

CCR 231 Lieraryl 4(4-0)

Prerequisite: CCR 104. This course includes literary dictation and machine
shorthand speed buiiding up to 110-130 wpm.

CCR 232 Literary 1l 4(4-0}

Prerequisite: CCR 231. This course includes literary dictation, and machine
shorthand speed building up to 130-150 wpm.

CCR 233 Literary HI 4(4.0)

Prerequisite: CCR 232. This course includes literary dictation and machine
shorthand speed building up to 150-170 wpm.

CCR 234 Literary IV 4(4.0)

Prerequisite: CCR 233. This course includes fiterary dictation and machine
shorthand speed building up to 170-190 wpm.

CCR 240 Court internship 4(1.8)

Prerequisite: Q & A speed of 200 wpm and Literary speed of 150 wpm. A
student placed in this internship will spend 10-12 hours per week with an
experienced shorthand reporter writing and transcribing notes into proper form
concerning courirgom trials, conferences, hearings, or depositions.

CCR 250 introduction to Medical and Technical Testimony 4{4.0}

Prerequisite: Program Area approvat or CCR 104 and BUS 199. Reinforces
knowtedge of medical vocabutary through classroom drills, writing and tran-
scribing two-vaice testimony, which may be encountered by court, deposition,
or hearings reporters. Dictation speeds are 110-130 wpm.

CCR 251 Medical/Technical Testimony i 2(2-0)

Prerequisite: CCR 250. This course includes medical and technical dictation
and machine shorthand speed building. Dictation speeds are 130-150 wpm.

CCR 252 Medical/Technical Testirmony 1 2(2-0)

Prerequisite: CCR 251, This course includes medical and technical dictation
and machine shorthand speed building up to 150-170 wpm.

CCR 253 Medical/Technical Testimony kil 2(2.0)

Prerequisite: CCR 252. This course includes medical and technical dictation
and machine shorthand speed building. A performance fevel of 180 wpm must
be reached.

Data Entry {DE)
Office Systems
Division of Business

DE 101 Fundamentals of Data Entry 40-8)

Prerequisite: Typing 35-40 WPM, reading test. The basic concepts of data entry
operations are learned on the IBM Personal Computer. Data entry, editing,
and document handling skilis are also developed in this course,

DE 102 Key To Disketie 40-8)

Prerequisite: DE 101. This course is directed toward the refinement of the
skills attained in DE 101. The student wiil enter data onto a dishkette, tearn
complex job tayouts, and the use of program and data diskettes an the {BM
3742 Key Diskette. At the compietion of the course, the student should have
acquired the skills needed for employment.

DE 103 Advanced Data Entry—Visual Display Terminal 4(0-8)

Prerequisite: DE 102. Studenis will fearn new types of formatting, more comptex
exercises, documentation handiing on the microcomputer; and expand their
knowledge of common formats of input and output devices for data entry.

Informaticn/Word Processing (IWP)
Office Systems
Division of Business

WP 101 !ntroduction to Office Automation 44-0)

This is a survey course of the principles, terminclogy, equipment, equipment
selection criteria, and implementation procedures used in information/word
processing technology as well as investigating career paths. A cancept course—
no “hands-on” experience is provided.
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jWP 102 Proofreading 2(2-0)

The course is designed to teach proofreading and editing skihils essential to
the production of accurate and coherent business comrunications.

WP 103 Koyboarding on the Computer 2¢2.0)
This course will teach the basic keyboarding skills for the microcomputer

operator. Emphasis is upon speed and accuracy. This course is designed for
students having no previous typing experience.

IWF 105 Machine Transcription 4(4-0)

Prerequisite: BUS 101 and WRE 119. This course is designed for the production
of mailable communications by using transcribers, recorded cassettes, and
microcorputers, Development of proficiency in speiting, punctuation, gram-
maz, and business vocabulary is emphasized.

IWP 130 Word Processing Seminar 5¢{.5-0)
WP 131 Word Processing Seminar 1(1-0)
IWP 132 Word Processing Seminar 202.0%
IWP 133 Word Precessing Serinar 3(3-0}

Prerequisiie: Typing ability. These seminars are designed to-acquire or expand
skills and abilities in the word processing fieid. One-half credit semninars caver
specific functions on various software packages. One and two-credit seminars
cover basic and advanced training for various software packages.

These word processing seminars are coniinually being developed and
updated to offer the community the opportunity for an introduction to or an
intensive refresher for a specific skill area. For more information, contact Office
Systems at 483-1587.

WP 150 Business Writing Review 3(3-0)

This telecoutse is designed to develop crisp, concise, and accurate writing
skills for business communications. Course includes review of grammar,
punctuation, and spelling, as weli as practice in preparing letters and reports
which are interesting, persuasive, and clear.

WP 205 4(4-0)

This course will include identifying methods of developing a realistic, practical
approach tc anticipating and solving managerial problems. It also includes
planning and organizing systerps for implementing and maintaining word
processing operations pius defining, reviewing, and examining the manager/
supervisor's rofe.

Information/Word Processing Management

IWP 213 Fundamentals of DOS for Information/

Word Processing —Microcomputer 1{1-0)

This course s designed to introduce the student to the {BM Personai Computer
and compatibles. Terminology asscciated with personal computer hardware
and software will be discussed. The major emphasis will be ptaced on the
student learning how ta use the IBM Persanal Computer Disk Operating Systern.

iWP 214 Fundamentals of Word Processing on the

1BM Microcomputer —WordPerect 4(4-6)

Prerequisite: BUS 101 or equivaient. This course is designed to develop a
basic word processing skill on the IBM Personal Computer using IBM Word-
Perfect software for the rapid production, revision, and retrieval of routipe
husiness documents, i.e., letiers, envelopes, memorandums, tabies, reports,
short manuscripts, and repetitive documents.

i{WP 215 Fundamentals of Word Processing on the

1BM Microcompuier—DisplayWrite 4 4{4.6}

Prerequisite: BUS 101 or equivalent. This course is designed fo develop basic
skills on the IBM Microcomputer using Displaywrite 4 software for the rapid
praoduction, revision, and retrieval of routine business documents, i.e., letters,
envelopes, memoranda, tables, reports, short manuscripts, and repetitive
correspondence,

{WP 216 Business Graphics and Spreadsheet

on the Microcomputer 444-4)

Prerequisite; IWP 214 or IWP 215 This course combines in-depth training
in business graphics and spreadsheets. The course is divided into two parts
with a combination of learning applications at the end of the course.

IWP 218 Office Automation Applications |—WordPerfect 4{4-6)

Prereguisite: IWP 214. This course is designed tc expand on word processing
skilis previously developed in IWP 214,
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IWP 220-IWP 221

IWP 220 Ofifice Automation Applications 1— DisplayWrite 4 44-6)

Prerequisite: IWP 215, This course is designed to expand word processing
skills previously develeped in IWP 215, Fundamentals of Information/Word
Processing on the 1BM Microcomputer. Introduction to additional applications
such as spreadsheets, graphics, calendaring, and communication wili be given.

IWP 221 Office Automation Applications 1| 4{4-6)

Prerequisite: IWP 219 or IWP 220. This course is a simulation of skills previcusly
developed in machine transcription; word processing, spreadsheets, graphics,
calendaring, and communicaticns. Infroduction to additional applications such
as database management and merging software packages wili be taught.
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Business and Industry institute

THE BUSINESS AND INDUSTRY INSTITUTE

Executive Director: Or. Charles H. Bettinson
Second Fioor, North House

The purpose of the Business and Industry Institute is to serve as the college
division with primary responsiblity for outreach and contact between Lansing
Community College and business, industry, government and labor organizations
in the Coltege’s service area. The Bll meets its responsibility by coordinating
the College's comprehensive program of account executive contacts, by carrying
out targeted outreach activities and by developing partnerships between
business and industry and the College.

The Business and Industry Institute, in cooperation with the Coilege's other
divisions, serves as a broker for specialized and customized education and
training services from across the Coilege. The Institute works with the other
divisions to insure that the customized training services provided by each
division of the College are flexible and timely in meeting the needs of business,
industry, labor and government.

To further strengthen the College’s customized traiping programs and
services, the Institute is responsible for the development and operation of
a computerized business and industry information system. This college-wide

system is used by all coflege divisions o monitor and record the College's-

activities in business and industry outreach, customized training and fee-for-
service programs.

The BIl further supports the Commitments and Goais of the Coliege by
providing direction and coordination to the Coliege’s programs in international
education. International academic work/study programs in Japan, an extensive
network of sister college affiliations across the world, and intensive fanguage
and culture programs in Asian Languages provide international educational
opportunities for Lansing Community College facuity and students. The Busi-
ness and Industry Institute, in recognition of the competitive international
marketplace and world interdependence, provides additional programs and
services focusing on international {rade, culture and language {o meet the
education and training needs of business and industry.

Divisional Objectives
The program and service objectives of the Division are:

To serve as the College's primary outreach and contact organization to
business, industry, government, labor and non-profit organizations through the
coardination of a program of account executive contacts within the community.

To function as a broker between ihe College and the community for
customized education and training programs and services.

To build and maintain ciose working partnerships between Lansing Com-
munity College and business, industry, government, fabor and non-profi
organizations.

To promote the growth and development of business and industry and the
overali economic development of the community through business develop-
ment and counseling services and through community access o customized
training and education services for husiness development.

To coordinate the development and delivery of a group of speciatly designed
shori-term courses and seminars, through the Management Development
Center, which address the management development training needs of private
and public sector employees.

To deveiop and maintain a computerized information system which records
and monitors the Coliege’s outreach and customized training activities with
business and industry.

To promote the recognition of a cormnpetitive worid marketplace and world
interdependence by providing pregrams and services which assist students
as they deveiop skills in Astan culture and language.

To assist business and industry in the identification and assessment of
oppertunities for the development of international business and trade.

To develop and maintain on-going relationships with foreign based companies
and affiliated sister colleges to provide international academic program op-
partunites io students and faculiy.

Ta serve as a resource across the College as each division develops a program
of activities to internationalize its curricula.

ORGAN{ZATION OF RESOURCES

The Business and Industry Institute is uniguely organized to serve as the
outreach and brokering organization for the customized training programs and
services of Lansing Community Coliege. Staff from the Business and industry
Institute work closely with other coliege divisions and departments to insure
that Bl staff are up-to-date regarding the new courses and programs offered
by the College. Through this close working relationship, College staff are also
immediately made aware of the specialized and evoiving education and training
needs of Mid-Michigan employers. By facilitating the activities of specialized
interdivisional outreach teams, made up of faculty and staff from across the
College, the Business and Industry institute has access to the cotlege resources
most able to meet the needs of business, industry, labor and government.
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Customized Training Support Councit

The brokering and outreach functions of the Bil are supporied by the
Customized Training Support Council. This Council is comprised of represen-
tatives from across the College, and provides a systematic method of insuring
that College resources are used most effectively and efficiently to meet the
education and training needs of business, industry, fabor and government,

Through the Customized Training Support Council, divisional representatives
will share information and develop strategies to defiver education and training
which directly meets the long and short-term needs of the community. The
Council will function as an information sharing and planning body and not
as an academic forum or as an arbitrative body.

The objectives of the Customized Training Support Council are as follows:

1) Maintain open communication among coilege divisions to maximize efforts
in ouireach and service to business, industry, government and labor.

2) Develop an information retrieval data base (Qutreach and Contact Infor
mation System}.

3) Serve as a ctearinghouse for outreach and service information.

4) Design protatype format for such things as company contracts, pricing,
billing, etc.

Representatives involved in business, industry and government outreach and
customized training in each of the divisions will be assigned to the Council.
The individuals will be appointed by the respective Vice President/Dean/
Executive Director from each division. Each of the Coilege's divisions will
pariicipate; -

Arts and Sciences Division

Business Division

Business and Industry Institute

College Services

Student Personnel Services Division
Technology and Applied Sciences Division
Telecommunication and the Arts Division

Direction and leadership for the Council will be provided on an on-going
basis by a pianning/oversight group composed of Vice President, Coliege
Services Division; Executive Director, Business and Industry Institute; Dean,
Business Division; and Dean, Technology and Applied Sciences Division.

Account Executive Services

The Business and Industry institute maintains close working relationships
with Mid-Michigan based emplayers by directing the activities of a group of
tansing Community College account executives. These members of the BI{
staff make direct contacts at targeted organizations in the College's service
area. By providing this direct link, account executives can efficiently broker
the programs and services of each of the Coliege’s divisions. This unique
outreach concept provides business and industry with Coilege contacts who
have years of practicat experience. These account executives, working with
represeniatives from other Coliege divisions, wili assess training needs and
identify customized training solutions which can enhance productiviiy.

The Business and Indusiry Institute utilizes the customized &raining and
instructional deveiopment resources of the Management Development Center
and the Smail Business Development Center,

INTERNATIONAL PROGRAMS

Director: Dr. Tai Sung Kim
First Floor, Rogers-Carrier House

International Programs at Lansing Community College provides a broad array
of opportunities which assist the College as it progresses toward accomplishing
its strategic goal of internationalizing its curriculum. The Internationat Programs
Office deveiops and coordinates the College’s overseas study programs, coor-
dinates activities between the Coliege and #s sister colleges overseas, and
coordinates activities of schalars visiting LCC from other countries. In addition,
international Pregrams devetops and offers specialtraining programs for foreign
students and facuity and provides curriculum development and instruction
in Asian ianguages.

Program Areas:

Applied Languages - Asian
Overseas Programs

Asian Resource Center
Special Projects

Applied Languages - Asian
Program Director: Dr. Tai Sung Kim
The maijor activities of Applied Languages involve the development and

delivery of instruction in Asian languages. Specialized instructional programs
have been developed in the Japanese language for Lansing Community College
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students in the Japan Adventure and Japan Horizon programs. An intensive
Japanese language and culture program, the Japan Culiure and Language
Academy, has been developed. This program utilizes selective admissions and
an emphasis on reading, writing, listening and speaking the language.

COURSE DESCRIPTIONS
Japanese (JPN)
Apptied Languages

JPN 101 Elementary Japanese ! 5(5-0)

Designed to provide students with basic knowledge of the Japanese language
for practical communication. Develops skill in speaking, reading, writing, and
listening. Also provides information concerning the everyday life and culture
af Japan. Practical vocabulary and topics of conversation are emphasized.
Cassette tapes accompany the textbook to aid comprehension.

JPN 102 Elementary Japanese i 5(5-0%

Continuation of JPN 101. Designed to provide students with basic knowledge
of the Japanese [anguage for practical communication. Deveiops skiil in
speaking, reading, writing, and fistening. Also provides information concerning
the everyday life and culture of Japan. 60 Chinese characters, Kanji, are
introduced. Students {earn additional, more advanced grammatical siructures
and expressions, Practical vocabulary and topics of conversation are empha-
sized. Cassette tapes accompany the textbook to aid comprehension.

5-0)

Continuation of JPN 102. Designed to provide students with basic knowledge
of the Japanese language for practical communication. Develops skill in
speaking, reading, writing, and listening. Also provides information about culture
and everyday life in Japan. Previously acquired knowiedge and skiils are refined,
and ability to communicate in Japanese is increased. 90 addiiional Chinese
characters, Kanji, are introduced. Casseite tapes accompanying the textbook
aid listening comprehension.

JPN 103 Elementary Japanese il

JPN 111 Japanese Culture & Language Academy | 7(6-2)

Three-term seguence course in contemporary Japanese. Designed to provide
students with a solid foundation in the essentials of the Japanese language
for practical communication. Develops skills in fistening compyehension,
speaking, reading and writing, as well as providing information about the
everyday life and the culture of Japan, Emphasizes pronunciation, practical
vocabulary and essential grammar for expressing oneself in Japanese and
for understanding native speakers of Japanese. Students alsc fearn the Hiragana
and Katakana syllabaries.

JPN 112 lapanese Culture & Language Academy !l 7(6-2)

Second of the three-term sequence course in contemporary Japanese. De-
signed to pravide students with a solid foundation in the essentials of the
Japanese fanguage for practical communication, Develops skills in fistening
comprehension, speaking, reading and writing, as wel! as providing information
on the everyday life and culture of Japan. Emphasizes pronunciation, practicat
vocabuiary, and essential grarmmar for expressing oneself in Japanese and
for understanding spoken Japanese. Students also review the Hiragana and
Katakana sytlabaries and learn approximately 80 Kanii (Chinese characiers).

JPN 113 Jlapanese Culture & Language Academy H| 7{6-2)

A continuation of JPN 112, Third of the three-term sequence course in
contemporary Japanese. Designed to provide students with a solid foundation
in the essentiais of the Japanese language for practical communication,
Develops skiils in listening comprehension, speaking, reading and writing, as
well as providing information on the everyday life and culture of Japan,
Emphasizes pronunciation, practicai vocabulary, and essential grammar for
expressing oneself in Japanese and for understanding spoken Japanese.
Students also review the Hiragana and Katakana sytiabaries and iearn approx-
imately 100 Kanji {Chinese characters).

JPN 185 44-3)

Designed for people with little or no knowledge of the Japanese language who
wish to acquire conversationat skils. Students wil! learn correct pronunciation,
basic sentence structures, and practical vocabutary for everyday use and
travelling. Selected features of Japanese cuiture wil be introduced throughout
the course via audio-visual presentations and informal fectures.

Intensive Conversational Japanese |

JPN 186 4(4-0)

Centinuation of Intensive Conversational Japanese §. Designed for persons who
have sorme pricr knowledge of Japanese and wish to improve their conversationat
skills. Students iearn practica vocabulary and essential grammar to converse
in Japanese. Selected features of Japanese culture will be introduced through-
out the course via audio-visual presentations and informat lectures.

intensive Conversational Japanese K
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JPN 187 4(4.0)

Continuation of Intensive Conversational Japanese {i. Designed for persons
who have some prior knowledge of Japanese and wish to improve their
conversational skiils. Studenis earn practical vocabulary and essential gram-
mar 1o converse in Japanese. Selected features of Japanese cuiture will be
introduced via audio-visual presentations and informal jectures.

Intensive Conversational Japanese Hi

JPN 201 5(5-0)

Part one of a two-term sequence in contermporary Japanese. Designed fo give
students advanced training and practice in the four language skills—speaking,
listening, reading, and writing. Inciudes a thorough review of basic Japanese
grammar and vocabulary, the introduction of intermediate grammar, intensive
vocabulary building, paragraph writing, and small group discussions. Students
tearn to read and write 120 additional Kanji {Chinese characters). Prerequisite;
JPN 103 or equivalent. 5 credits.

intermediate Japanese |

JPN 202 5(5-0)

Part two of a two-term sequence in contemporary japanese. Designed to give
students advanced fraining and practice in speaking, iistening comprehension,
reading and writing. includes intermediate level grammar, intensive vocahulary
building, composition, group discussion and student presentations orn con-
temporary issues related to Japan and Japanese. Students learn 120 additional
Kanji (Chinese characiers). Prerequisite: JPN 201 or equivatent.

intermediate Japanese Il

Overseas Programs

The main purpose of the College's overseas programs is to develop and
coordinate overseas academic work/study programs and sister coliege rela-
tionships. Through these work/siudy programs, Lansing Community College
students are provided with opportunities to work, travel and study overseas.

Japan Adventure

in cooperation with the Biwakc Kisen Steamship Company, the Cailege has
developed the Japan Adventure, a unique four-term academic wark/study
program in Japan. The students selected for the Japan Adventure program
begin their study in Lansing and continue for a nine-month period at the
Coilege’s educational center, “Michigan House,” in Otsu, Shiga Prefecture,
Japan. Their studies focus on the Japanese language and culiure, history,
society and business practices. Participanis earn one year of academic credit.
While in Otsu they work in hospitality services aboard the “Michigan,” a cruise
ship owned by Biwako Kisen Stearnship Company.

The selection process for the Japan Adventure program is campetitive and
begins each year in the summer with compietion in QOctober. The Japan
Adventure group begins its year of study in January, For further information
contact the International Programs Office.

Japan Horizon

The Japan Horizon program is a nine-month program of intensive study
in the Japanese culture and language. Participants in the Japan Horizan
program study Japanese language and cuiture for ane term in Lansing before
beginning a six-month period of intensive immersion fanguage study in Japan.
While in Japan the students live in the College's Japan Horizon Education
Center in Sakaide, Japan. The students also work in a restaurant complex
operated by Keihan Fisherman's Wharf Corporation, at-the foot of Japan’s
"Golden Gate" Bridge.

The Japan Haorizon program setects two groups of students for study in Japan
each year. The selection process is competitive and occurs during the spring
and fait of the year. For further information contact the International Programs
office.

Asian Resource Center

The Asian Resource Center is operated by the international Programs QOffice
in order to provide instructional and reference matetiais on Asian language
and cuiture to faculty and staff from K-12 schoot districts and community
colleges throughout the state. A catalog of resource materials is circuiated
to school districts and colleges invalved in internationatizing their courses and
curricula, and materiais are circulated to school districts on a loan basis.

Special Projects

The active involvernent of the Coltege in internationat programs has created
numerous special international projects on a contracted basis between the
College and interested outside organizations. These projects are developed
on a fee-for-services basis and provide further opportunities for LCC faculty
and staff to beceme involved in international learning activities.
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For exampie, the international Programs Office has coordinated special
training programs for Faculty Feilows from polytechnical colleges in the People's
Repubiic of China and has deveioped special summer English-as-a-Secand
Language (ESL; and culture programs for LCC sister-college students from
Japan and Korea. Overseas study tours for business and industry leaders have
been arranged, and state-wide conferences on international education have
been organized for participants from colieges and universities across the state,

BUSINESS DEVELOPMENT SERVICES

Director: Michae! Pontz

Business Development Services coordinates a program of account executive
contacts between Lansing Community College and business, industry, labor
and government agencies in the Mid-Michigan area. Ccllege account executives,
working with Business Development Services, regularly contact community-
based empioyers in both the private and public sector to provide access to
Lansing Community Coliege results-oriented #raining programs. Through its
roie as a broker of Lansing Community College customnized training programs
and services, the full scope of the Coliege’s education and training resources
are available to the community through Business Development Services staff.

tn addition fo its role as a broker of services from across the College, the
education and training services and programs of the Management Development
Center and the Small Business Development Center are available for program
development and deiivery. Specialized training activities include: customized
management iraining, small business development services, management
seminars, community/business feadership development and foreign trade-
related training.

Program Areas:

Management Development Center
The Smalt Business Development Center
Cutreach Services for Business, Industry and Government

MANAGEMENT DEVELOPMENT CENTER

Program Director: Majorie Zibbel

The Management Deveiopment Center supports private and public sector
employers in their quest for productivity by presenting professional training
programs responsive o their needs. Training programs consist of speciaily
designed seminars covering a wide range of topics including the following:

Management
Supervisory Skilis
Personnel Administration
Marketing and Sales
Train the Trainer
Leadership Deveiopment

Management Development Seminars {MDC)
Management Development Center
Business and industry Institute

Open-to-the-Public Management Seminars are designed for those who want
to improve their supervisory and management skills, who are interested in
becoming more effective as trainers, or who wish o learn how to better manage
their own careers. Scheduling information wilt appear in the term schedule
baook.

MDC 902 Teaching Through Demonstration 2{2-}

This seminar will introduce participants to a variety of learning barriers they
may encounter and wilf present them with a strategy for teaching skills in
a one-on-one training situation. Participants are given opportunity to apply
the strategy in simutated teaching encounters.

MDC 903  Train-the-Trainer 330

The new trainer or seasoned trainer can use this serminar to re-think training
methods and technigues and to deveiop new ones. The emphasis is on the
“how-to's” of training with ample opportunity to practice training-related skills,

MDC 904 2(2.0)

This seminar intraoduces trainars to media availabie tc make instruction more
effective. Transparencies, charts, slides, videotapes, and audiotapes and other
media will be discussed. Participants will analyze their own instructional
programs and identify the appropriate media to use.

Instructional Media for Trainers
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MDC 905 Using Media 2(2.0)

This seminar heips frainers use media more efficiently. Participants will be
able {0 set up, operate, trouble-shoaot, and disassemble basic audio-visual
equipment used in training programs.

MDC 911 Telemarketing 1{1-0)

This seminar is designed (o make people mare productive over the phene.
The seminar teaches telephone seliing skiils to help one make better use of
time and {o increase sales.

MDC 912 Customer Reiations 1(1-0)

Creating good customer relations and improving the image of the organization.
Increase motivation through a positive attitude, effective communication with'
different types of customer personalities, handiing complainis, and strategies
for meeting needs to satisfy customers.

MDC 913 Marketing Within the Organization .5(.5.0)

Managers often need io get information, gain cooperation, or exchange re-
sources with others in their organization. This seminar will discuss the strategies
o accomplish these iniernal marketing activities.

MDC 923 On-The-Job Negotiating 1(1-0)

This seminar wili give partcipants a basic understanding of negotiation in
their daily lives. Participants wili assess their own negotiation skills and learn
what to consider when planning for negatiation. Specific techniques will be
presented, and participanss wiil have an oppertunity to determine which ones
match their personatity types.

MDC 924  Seif-Motivation 1{1-0}

This seminar wilt help participants become mare seif-aware and develop habits
which will aid them in hecoming more self confident and therefore more highly
motivated toward persanal achievement,

MDC 926 Managing Discipline 1(1-0)

This seminar wili cover the process of discipiine from the approach that it
can be managed positively if certain conditions are present in the relationships
that exist between managers and empioyees.

MDC 927 Modern Manager Skills 1(1-0)

To be effective, today's manager has to understand and impiement sound
management practices. This seminar will help managers develop a motivated,
productive workforce.

MDC 928 Effective Presentations 2(2.0)

Whether i's one-on-cne or in front of a group, creating a successful image
Is critical in getting ideas across. This seminar will increase participant’s
professional impact by learning how to express what they aiready know.

MDC 929 Leading Effective Meatings 1(1-0)

Effective meetings are vital to the productivity and merale in an organization,
and largely depend on the muitipie skills of a leader. The purpose of this
seminar is to help participants develop the pianning, coordination and man-
agement skills necessary for leading effective meetings.

11.0)

This seminar will train participants to conduct empioyment interviews and
to interpret the results fairly, accurately, efficiently and econcmically. The
principles and techniques applied in selection are applicable to coaching, career
development, performance appraisal and disciplinary interviews,

MDC 932 Employee Selection interviewing

MDC 933 Effective Delegation 1(1.0)

Participants will learn how to use expectations, clear instructions and feedback
10 increase the effectiveness of delegation as a supervisory skill for increasing
productivity.

MDC 943 Problem Solving/Decision Making 1(1-0}

Designed for business people who use the steps in probiem soiving in order
to improve their decision making capability. Oppartunity is provided to practice
the skifls used in problem soiving and decisicn making.

MDC 944 Coilaborative Problem Solving 1(1-0)

Participants witl learn a system for acting quickly, decisively and carefully in
solving probiems on-the-joh. It will deal with specific recurring and frustrating
situations which limit productivity.
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MDC 958 Developing High Performance Teams 1(1-0)

This seminar will review the following concepts: how groups develop, mem-
bership roles, managing a work group, and group problem-solving methods.
it wili also focus upon how trust, cooperation, communication and shared goal
setting can make groups more effective,

MDC 959 Developing Instructional Materials 1(1-0}

Prerequisite: Prcgram Area approval. This seminar wili teach participants how
to design, develop, and evaluate instructionai programs. Hands-on experience
with task analysis, developing test items, giving feedback and creating outlines
is included.

MDC 960 Guiding the Training Process 1(1-0}
Prerequisite: Program Area approval, Participants learn necessary skilis for
facilitating a training program. Those skills include asking and answering
questions, administering and debriefing exercises, constructive feedback, smailt
group discussion, demonstration and prormpting trainees.

MDC 961 Advanced Developing Iﬁstructional Materials 1(1-0)

Prerequisite: Program Area approval. This seminar will simulate the activities
instructional developers go through in order to test their materials. Prototype
testing and revision principles wiil be covered.

MDC 964 Employee PeHormance Appraisal 1{1-0}

Although feedback systems are important, many companies report dissatis-
faction with their performance appraisal systems. This seminar will examine
the design of a performance appraisal system which is based on a sound
management theory.

MDC 965 Telephone Techniques 1(1-0)

By combining effective telephone techniques with an awareness af necessary
communication skills, the telephone user will enhance the professional image
of his/her company.

MDC 972 Job Descriptions and Performance Standards 1(1-0}

This seminar will review and discuss procedures for obtaining job information.
i is designed fo allow participants to actually design their own iob descripiions,
Participants will aiso learn the importance of a iob description in developing
performance standards.

MDC 973 Assessing Leadership Potential 1(1-0)

Self-perception influences behavior. This seminar will give partir.'ipants an
opportunity to gain personat data about themseives which will provide insight
into their leadership strengths and weaknesses, and their management style.

1(1-0)

Participants will learn what they can do about employees who perform their
jobs unacceptably and who are “probiems” to supervisors,

MDC 974 Managing Problern Employees

1(1-0}

Supervisors must understand the internal motivators of their empioyees in
order to provide the environment and the work which enhances motivation.
Participants will learn the key steps in improving employee motivation, pro-
ductivity and morate.

MDC 975 Supervising for Motivation

MDC 977 Communications for Results 1(1-0j

It takes a lot of communication skill to reach an understanding between an
employee and a manager as to what needs to be done. Participants will learn
about many technigues which can assist in communicating effectively.

MDC 578 Time Management in Business 1{1-Q)

Time management problems originate from many scurces. Participants will
fearn to plan fong- and shori-term goals for their work, personal and famity
life. They will also devetop scheduling and prioritizing skills.

MDC 982 Managing Your Career 1{1.0)

This seminar is designed o acquaint participants with personal career planning
techniques. The program stresses becoming successful in one's current position
first and then building long-term career goals.

MDC 984 How to Get Things Done 1(1-0)

This seminar is designed for first-ievel supervisors, office managers and
administrative assistanis. It will sharpen communication skilts and tlme man-
agement capabiiities as well as encourage an Action Plan.
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MDC 285 Coaching Work Performance 1(1-0)

Te properly utilize coaching principles, an understanding of how people learn
best must be considered. Participants will learn the skills of active listening,
self esteemn, communications, and developing Action Improvement Plans.

MDC 986 Moving Up in Management 1{1-0)

This semipar heips participants, prior to, or new in the role of the supervisor,
to analyze their desires and skills. By knowing what skills they possess or
what ones they need fo develop, the participant can examine the resources
and plan the necessary steps to achieve their goals.

MDC 988 Stress Management 1(1-0)

The diversity and complexity of the modern work world subjects everyone to
increasing amounts of siress. Parficipants will learn the skilis required to prevent
or alleviate the effects of job tension, stress, and burn-out.

MDC 989 Employee Relstions for the Manager 1{1-0}

Designed o provide an overview of supervisory practices that enhance relations
with union and non-unionized empioyees. Focus is on interactions of supervisors
with employees and on the supervisory skilis needed to mainfain effective
work perfarmance.

MOC 994 Writtan Communication Skills for the Manager 1{1-0}

This serminar wiil offer participants the opportunity fo iook at and practice
their writing skilis in regard to clarity, speed and image. it will also offer practice
in critiquing and editing another person’s writing.

3(3-0)

Since managing involves getting work done through other pecple, it requires
a great deal of skill in working with people. This seminar siresses essentiat
managernent behaviors and practical skiils, which the supervisor uses daily.

MDC 996 Skilis Training for Supervisors

ME:C 997 3(3-0)

This seminar explores factors affecting interpersonat refationships on the job,
and the process used to get and give information, including the role of self-
disciosure,

interpersonal Skills for Managers

Small Business Management (SBM)
Management Development Center
Business and Industry Institute

SBM 250 Starting a Business 1(1-0)

A seminar to familiarize participants with resources that can help them start
a business. It will also increase awareness of majar concepts and fundamental
principies deating with types of businesses, types of business ownership, capital
sources, a business pian, credit, marketing and site location.

1(1.0)

A seminar to familiarize participants with the fundamentat principies and major
concepts of financial management; including anaiyzing and appiying the
Information from balance sheets, income staternents and cash fiow statements
in order to determine key ratios and break-even.

SBM 252 Financial Management for Sma# Business

SBM 254 Systems for Record Keeping 1(1-0)

A seminar to introduce and increase participants’ working knowiedge of the
accounting process and the maintenance of accounting records; including
iedgers, income statements, and preparation for income tax time.

SBM 256 Legal Considerations for Smajl Business 1{1-0}

A seminar to familiarize participants with the iegal considerations of business
farmatian, consumer protection, employee relations, competition and benefit
packages.

SBM 258 Evaluating and Buying a Business 5(5.0)

A seminar to familiarize participanis with the statistics needed, legalities
involved, and the evaluation of the sellers’ books in order to determine the
business’ worth.

5BM 250 Developing 2 Marketing Plan 1(1-0)

A seminar to familiarize parkicipants with the marketing concept in order to
develop a marketing plan which identifies the target customer, determines
a marketing mix {promotion, product, price, and place}, and examines un-
coniroilable environmental variables.

SBM 262 Promotion Overview 1(1-0}

A seminar o familiarize participants with the why, where, when, and how to
advertise,
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SBM 264 Customer Relations for Smait Business 1(1-0)

A seminar to familiarize participants with successful strategies for satisfying
the needs of customers which inciude; increased motivation through a positive
mental atitude, effective communication with different types of customer
personalities, and sensitive handking of customer complaints.

SEM 270 Computers in SmaH Business 1(1-0)

A semihar to famniliarize participants with the fundamentals of selecting and
using a computer in the small business environment.

SBM 272 Employment Practices for Small Business 1(1-0)

A seminar o familiarize participants with aspects of employment procedures
including interviewing, evaluating, and the {aw.

SBM 276 Writing a Business Plan 1{1.0)

A seminar to familiarize participants with the concept of business planning;
including a review of the planning process and how o develop and maintain
a business plan with the emphasis on the use of small computers to assist
the process.

S8M 278 Franchising 1(1.0)

This seminar will acquaint participants with the considerations and background
information needed to buy-a franchise. Participants wiil also increase their
awareness cof what franchising entails.

58M 280 Business Planning 5(.5-0)

This seminar wilt teach participants how to use their business plan as an
on-going management tooi fo reduce risk and enhance changes for success.
includes the use of small computers to assist in the process.

SMALL BUSINESS DEVELOPMENT CENTER

Program Direcior: Deleski Smith
1298 Old Central Building

The purpose of the Small Business Development Center is o promote new
business development by providing consuiting, customized #raining and in-
formation services to those interested in starting or improving the management
and operation of a small business. The Lansing Community College Small
Business Deveiopment Center was established in cooperation with local
business, government and community agencies, and is suppcrted by funding
from federal and state grants and by Lansing Community Cotlege.

The objectives of the Small Business Development Center are;

To contribute to the economic growth and devetopment of the Mid-Michigan
area by assisting the smalt business community.
To function as a centralized resource to assist small business management.
. To provide information concerning available services and education programs
relating to small business operations,
To provide seminars to familiarize participants with principles retating o
smali business development and management.

Where appropriate, clients will be referred to agencies and organizations
which can provide specialized assistance for starting and/cr improving the
operation of a small business in Michigan.
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Automotive Technoiogy

Aviation Technology

Construction and Engineering Technology
Health Careers Technology

Industriat Operations Technology
Manufacturing Technology
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Division of Technology and Applied Sciences

DIVISION OF TECHNOLOGY
AND APPLIED SCIENCES

Dean: Wiitiam Dary
220-1 Gannon Vocational Technical Building

The programs offered by the Division of Technoiogy and Appiied Sciences
are developed to serve a diversity of needs across the community. In addition
to the career training needs of individuals, the programs are designed to meet
the particutar needs of labor, industry, business and government, and of other
groups wishing to participate in seminars, courses, or other educationai
activities, With the exception of a few continuing education courses offered
by the Department of Health Careers, al! courses offered by the Division can
be apptied to a certificate or degree curriculum. However, students who wish
to take individual courses may do so without being required to enroll in either
a certificate or degree curriculum,

The Division of Technology and Appiied Sciences inciudes a listing of all
courses offered by the Division. However, from time tc time, courses are added
to satisfy changing student needs, For this reason, anyone desiring a course
not listed in the catalog should contact a Department Director or the Dean
for further information.

Divisional Purposes
The purposes of the Division of Technology and Applied Sciences are:

1. To meet specific individual needs through singie courses, combinations
of sefected courses, one-year certificate curricuia, and associate degree
career cufricuia.

2. To provide an opportunity for students to prepare for one of today's
increasingly cornplex jobs, to becorme qualified for a more advanced
position, or to perform better in their present job.

3. To provide an opportunity for industries, governmental agencies, hospitals,
or other organizations wishing specific courses to help their employees
perfarnt better in their assigned tasks or ta become qualified for advance-
ment.

4. To provide an apportunity for apprentic