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GENERAL INFORMATION 

 

 

The East San Gabriel Valley Regional Occupational 
Program / Technical Center / College Division 
(ESGVROPTC) provides post-secondary education 
that address the individual needs and potential of 
each student served.  All students are given the 
opportunity to participate responsibly in an 
educational process that will enable them to develop 
the complement of academic knowledge and life 
skills that are necessary for growth to their full 
potential. 

 
Students will receive a continuum of a well planned, 
coordinated and sequenced training experience that 
prepares them for successful participation in college, 
the community, home and work. 
 
The center serves students of all ages and provides 
a combination of instructional approaches which 
utilize traditional academic classroom, computer 
aided instruction, student projects and business based 
instruction.  The organization partners with over 300 
businesses and over 40 support service agencies to 
provide these unified educational experiences. 

The organization has a close relationship to the 
community it serves through its use of "one stop 
service".  Support Services offer counseling and 
assessing options to insure that the classes taken are 
appropriate for the needs and abilities of the 
students.  Eligible students are referred to on-site 
WIA offices.  Students can be referred to the 
Department of Rehabilitation, the Employment 
Development Department, L A Works and other 
State and local agencies for services.  The East San 
Gabriel Valley Technical Center has numerous 
community learning worksites at local businesses 
and agencies where students are provided with an 
opportunity to train in a real work environment using 
state-of-the-art equipment.  Business leaders 
participate on advisory committees to ensure 
curriculum meets current labor market demands 

thereby maximizing successful work preparation 
experiences. 

ACCREDITATION 
 

The East San Gabriel Valley Regional Occupational 
Program / Technical Center is accredited by the 
Accrediting Commission for Schools of the Western 
Association of Schools and Colleges and classified 
with the United States Department of Education and 
the CA State Department of Education as a post-
secondary institution of higher education. 
 
 

NOTICE OF NON-
DISCRIMINATION POLICY 

 
 
The East San Gabrie l Valley Technical Center 
admits students of any race, color, national and 
ethnic origin, or physical handicap to all the rights, 
privileges, programs and activities generally 
accorded or made available to students at the 
Center. The organization does not discriminate on 
the basis of race, color, sex, national and ethnic 
origin or physical handicap in the administration of its 
educational policies, admission policies, scholarship 
programs, and athletic and other school administered 
student programs. 
 
The Center does not discriminate on the basis of 
race, color, sex, national and ethnic origin or physical 
handicap in its administration of employee policies as 
relating to hiring, promotion, and application of 
benefits accorded to such employees. 
 
 

MISSION OF THE EAST SAN 
GABRIEL VALLEY TECHNICAL 
CENTER / COLLEGE DIVISION 

 
This institution provides educational opportunities 
that will empower students to become productive 
citizens in the business and technologically oriented 
society of today and tomorrow.  It offers a unique 
two-year Associate of Applied Science technical 
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degree which gives students opportunities for career 
preparation as well as for continued education. 

 
GOALS OF EAST SAN GABRIEL 
VALLEY TECHNICAL CENTER / 

COLLEGE DIVISION 
 

The technical degree programs offered by this 
educational facility provide instruction in both the 
theory and the practical applications and methods 
associated with the subject area.  Each program also 
provides instruction and laboratory practice that 
exposes students to as many aspects of the program 
as possible as well as the range of available career 
possibilities within the field.  In addition, students are 
offered a solid base of technical/ business 
knowledge and the communication skills that will 
provide the foundation upon which they will continue 
to grow, learn, and advance.  East San Gabriel 
Valley Technical Center offers a curriculum which 
enhances a student’s opportunities to pursue 
additional education at the baccalaureate level or 
beyond, provide a foundation for lifelong learning and 
adaptability to change and complement the business 
and technological programs 
 
CONTINUING EDUCATION OF STAFF 

 
There is a formalized in-service training program for 
both faculty and support personnel.  Ordinarily, three 
or more department workshops and in-service 
activities are held each year for all personnel in 
order to provide activities which will enhance on-the-
job effectiveness.  Each instructor is observed and 
monitored by his/her supervisor to insure high 
standards of academic quality. All faculty are 
involved in and responsible for helping to implement 
the mission, purpose and goals of the institution. 
 

LIBRARY RESOURCES 

The Center’s on-site resource library is located on 
the Del Norte Campus and is open during classroom 
hours and the student lunch break.  A staff member 
is on duty during these hours and all books and 
reference material are available to the students 

during that time.  In addition, a regional branch of the 
Los Angeles County Library is less than one mile 
away from the campus. 

PHYSICAL FACILITIES 

The physical facilities at the Del Norte campus 
consist of eight buildings.  In addition to classrooms 
there is also the East San Gabriel Valley Regional 
Occupational Program / Technical Center Main 
Office, Administration Office, Board Room, 
Business Office, Assessment Center, Xerox Room, 
Staff Lounge and storage areas.  The physical 
facilities at the Sunflower Campus consist of five 
buildings. 

 

 

ADMISSION STANDARDS 
 

 
For admission to the East San Gabriel Valley 
Regional Occupational Program / Technical Center / 
College Division applicants must interview with an 
admission's counselor, provide proof of graduation 
from high school or GED equivalent, and complete 
an application for admission. 

If a student does not have a high school diploma or a 
GED, successful completion of a US Office of Post-
Secondary Education approved test would be 
necessary to allow him or her to enroll in the degree 
or certificate programs. 

Documented previous training and work experience 
may be recognized.  The maximum credit the facility 
will accept in transfer from another institution for 
each level of degree program is 20 units of general 
education.  However, a student may petition by 
written appeal that additional units be considered 
acceptable for transfer. 

The Admission/ Registrar’s Office will evaluate all 
incoming transcripts and the incoming course 
requirements will be matched against those of the 
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class for which credit may be given on a class-by-
class basis.  If the course competencies are 
equivalent and a grade of “C” of higher was earned 
or the class was “Passed”, then up to 20 units of 
transfer credit used to satisfy general education 
requirements may be given for those classes that 
qualify.  Credit is also given through challenge 
examinations.  The maximum credit accepted for 
transfer is 50 percent of the credits required for 
completion of the program  

The Director of Admissions/ Registrar’s Office is 
the person responsible for transfer evaluation.  
Incoming transcripts and credit given for classes 
completed at other institutions will be recorded and 
kept in the student’s file and will be available for 
inspection and monitoring. 

 

SCHEDULE OF TUITION CHARGES 
PER SEMESTER FOR FULL TIME 

ATTENDANCE  -  (15 UNITS) 
 

 

Degree Program                                           

Tuition 

Business Education                                   $  440.00 

Marketing/Merchandising                             440.00 

Industrial Technology                                   440.00 

 
 
ITEMIZATION OF COSTS PER SEMESTER 
FOR EQUIPMENT, SUPPLIES AND 
SERVICES NOT INCLUDED IN TUITION 
CHARGES 

 
Business Education                                   $    65.00 

Marketing/ Merchandising                              40.00 

Industrial Technology                                    100.00 

 

TUITION AND BOOK POLICIES 
 

Tuition is paid each semester.  The registration fee is 
$30.00 per semester and is non-refundable.  At 
the start of each term, the instructors will make 
available textbooks, materials and supplies necessary 
for the courses. 
 
In the event of withdrawal, termination, early 
completion of classes, or leave of absence, tuition 
will be refunded for current semester of attendance 
as follows. 

Before the end of the first week  100% 

Before the end of the 4th week    75% 

Before the end of the 7th week    50% 

 
STUDENT CANCELLATION 

REQUIREMENTS 
 
A student may cancel a contract for training 
services by notifying the institution in writing of 
his/her intention to cancel no later than midnight of 
the date that is the fifth business day following the 
day of the student’s first class.  Any equipment 
provided to the student by the school must be 
returned within 10 days following its receipt of the 
cancellation notice.  Any payment for training 
services made by the student to the institution will be 
returned to the student within 10 days following its 
receipt of the cancellation notice, less any non-
refundable fees and the cost of any equipment not 
returned. 

STUDENT FINANCING 
 

The Technical Center encourages all students to pay 
their tuition in full at the beginning of each semester.  
When financial hardships exist, the institution will 
assist, when possible, the student in processing 
student charges not covered by government grants 
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or scholarships.   The Center does not provide 
student loans for incidental expenses. 
 
The financial aid programs available to students for 
July 2001 through June 2002 are: 

Federal Pell Grants to a maximum of  

$ 3,225.00 per year. 

 

Each application for financial aid is reviewed by the 
Financial Aid Director.  Applicants are notified 
promptly after this review.  The decision of the 
Financial Aid Director is considered final.  Students 
must meet satisfactory academic progress 
requirements to remain eligible for all federal and 
state financial assistance programs.  For a student to 
receive continuing financial aid for a second fiscal 
year, all of the units that have been earned must be 
reviewed by the Financial Aid Office. 

Students who apply for Federal Financial Aid must 
show an ability to benefit.  This can be done by 
providing a copy of their high school diploma or by 
taking one of a number of tests referred to by the 
Federal Financial Aid office. 
 
IF A STUDENT IS DROPPED FROM 
CLASSES, FINANCIAL AID IS IMMED-
IATELY STOPPED AND THE GRANT WILL 
BE ADJUSTED TO REFLECT ACTUAL 
ATTENDANCE AND FINANCIAL AID 
RECEIVED.  REPAYMENT TO THE 
FINANCIAL AID OFFICE OF THE GRANT 
FUNDS MAY BE REQUIRED. 
 
 

STUDENT SERVICES 

The following student services are offered: 

Vocational Assessment assists students in gaining 
an awareness of their interests, aptitudes, abilities 
and values through a series of tests and inventories.  
This self-knowledge is essential in the making of 
successful and satisfying career decisions.  In 
addition to vocational assessment, The Assessment 

Center provides vocational assessment, career 
exploration and career planning, and academic 
counseling.  Academic Counseling is also provided 
by the Director of Post-Secondary Education. 
 
Career Exploration and Career Planning 
Resources are available to provide students with 
information regarding the multitude of job 
opportunities available and the educational and entry 
skill levels needed for each. 

Adult Basic Skills Preparation and Academic 
Services are designed to meet the needs of adult 
individuals, including CalWorks participants, who 
desire tutoring to increase basic academic and 
career preparation skills.  Additional tutoring 
assistance is available through a tutoring laboratory 
located in the Academic Skills Preparation 
Laboratory. 

The East San Gabriel Valley Technical Center 
Teaching Careers  class trains individuals to work 
in careers in education and counseling and in 
occupations related to working with individuals with 
disabilities and/or students considered “at-risk”.  
Students who have learned skills in tutoring, 
mentoring and peer counseling are available to assist 
students with extensive individualized help in solving 
learning difficulties or to increase overall academic 
performance. 
 
The Job Coach Class trains and assists individuals 
with disabilities to obtain and maintain employment 
and is available to all students who have a high 
school diploma or equivalent and are 18 years of age 
or older. 
 
The Center provides services through the 
Workforce Investment Act and works with the 
Department of Rehabilitation, State Department of 
Employment, and a multitude of other State and local 
programs and agencies to provide services to eligible 
students. 
 
Job Placement Services are available for students 
who are either enrolled in or have completed an East 
San Gabriel Valley Technical Center or ROP course 
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of study. 
 
 
 
 

GRADUATION AND PROGRAM 
COMPLETION REQUIREMENTS 

 
 
 
The graduation requirements for each Associate of 
Applied Science Degree is a minimum of 60 units.  
The units satisfy semester contact-hour 
requirements. 

To receive an Associate Degree, certificate or 
diploma, students must fulfill the following 
requirements: 

?? Complete the courses as outlined in Schedule of 
Classes under which the students enrolled or as 
specifically approved by the Administration for 
the certificate, diploma, or degree; 

?? Complete unit and course requirements with a 
minimum 2.0 cumulative grade point average. 

?? Be in attendance the last full semester prior to 
completing all requirements for graduation.   

Exceptions to this rule must be approved by 
Administration in writing prior to the student's 
withdrawal. 

Further completion and graduation information may 
be obtained from the admission’s area of the 
Administration Office. 

 

CLASS SCHEDULES 

Classes are scheduled between 8:00 a.m. and 9:00 
p.m. - Monday through Friday as scheduled through 
the Administration Office. 
 

ATTENDANCE 

Policies and standards prepare graduates to meet the 
demands of future employers.  Attendance is 
considered in the evaluation of each student's 
performance when making recommendations to 
employers. 

 

Classroom attendance of at least 85 percent is 
required for continued enrollment.  When a student's 
attendance falls below 85 percent, continued 
enrollment is not permitted without an 
administrator’s approval.  Students are provided an 
opportunity to make up coursework missed due to 
absence.  Make-up tests must be approved by 
individual instructors.  Missed tests and work that is 
turned in late will be considered when computing a 
student's final course grade. 

Students are expected to be ready for class at the 
scheduled time.  When tardiness is excessive, the 
student will be counseled by the instructor.  The 
student will be dropped from the class if excessive 
tardiness continue since such behavior is disruptive 
and unfair to the other students. 
 

COURSEWORK AND UNITS 
 

The maximum study load is 15 units during a regular 
semester and 6 units during a summer session.  
Definition for attendance during a regular semester 
is as follows: 
 

Full time student = 12 or more units 
3/4 time student  =   9 through 11 units 
1/2 time student  =   6 through 8 units 
1/4 time student  =   3 through 5 units 

 
GRADING POLICIES 

 
One unit is usually defined as one lecture or class 
hour each week for one semester.  Therefore, a 3-
unit lecture class would meet 3 hours per week for 
one semester.  In addition, not less than 2 hours per 
week of preparation, research, or homework outside 
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of class is expected for each unit of credit.  In some 
courses such as those classes that have a laboratory 
portion, 2 to 3 hours in class each week is required 
for each unit.  Each grade has a certain number of 
points per unit associated with it: 
 
 

 A  4 points/ unit 
 B  3 points/unit 
 C  2 points/ unit 
 D  1 point/ unit 
 F  0 point/ unit 
 
 

The grade point average (GPA) is computed by 
dividing the total grade points earned by the total 
number of units attempted.  For example, if a student 
takes 3 classes and earns an A in a 3 unit class (3 
units x 4 grade points per unit = 12 grade points), a B 
in a 2 unit class (6 grade points) and a C in a 4 unit 
class ( 8 grade points), the GPA would be 26 grade 
points/ 9 units = 2.89.  
 
If a student attends for the entire semester but has 
not completed the assignments by the end of the 
semester, a grade of "I" (Incomplete) is awarded, 
and the instructor arranges a date for completion of 
the work.  If a student does not remove the "I" by 
the established date, the "I" is changed to an "F".  A 
student has a maximum of one semester to remove 
the “I” if no other date has been indicated. 
 
If a student withdraws from the class before the end 
of the 10th week, a grade of "W" (Withdrawal) is 
recorded.  A grade of "W" does not earn units or 
grade points; however, it is included in the units for 
measuring "quantitative progress".  If a student 
withdraws from class after the 10th week, a grade 
of “WF” (Withdrawal-Fail) or WP (Withdrawal-
Pass) will be recorded. 

 
 

REPEATING CLASSES 
 

If a grade of "F" is received, the class must be 
repeated.  If a grade of "D" is received, the class 
must be repeated if it is a prerequisite for an 

advanced class.  A "D" grade may be repeated to 
improve the GPA (Grade Point Average) at the 
student's option.  A class may be repeated only 
once.  Financial Aid is not available to cover the cost 
of repeating a class. 
 
 

GRADE POINT AVERAGE 

The cumulative GPA (Grade Point Average) 
indicates the overall achievement of the student for 
all subjects completed.  It is computed by dividing 
the sum of the grade points earned by the sum of 
graded units taken.  For courses that have been 
repeated, the better grade is used in computing the 
GPA. 

 

SATISFACTORY PROGRESS 

Students will be considered to have made 
satisfactory progress when they: 

?? ? aintain a 2.00 cumulative GPA, and 
?? Successfully complete the minimum number of 

units as described following/or 
? Have earned the cumulative number of units 

described as follows: 
 
A student's progress toward his or her educational 
objective will be evaluated at the end of each 
semester.  The minimum number of units a student 
must successfully complete at the end of each 
semester in order to complete a program of study 
within the maximum time frame is one-half the 
maximum required hours for program completion. 

All instructors will maintain grade books on which 
grade results of student work products such as tests 
and written projects will be kept. 

 

EQUAL OPPORTUNITY POLICY 

East San Gabriel Valley Regional Occupational 
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Program / Technical Center grants students of any 
race, color, national or ethnic origin all rights, 
privileges, programs, and activities made available to 
students at the center, nor does it discriminate on the 
basis of race, color, religion, age, marital status, 
veteran status, sexual orientation, gender, national or 
ethnic origin, physical or mental disability, mental 
condition or any other actions made unlawful by 
federal, state, or local laws, in administration of its 
educational policies, admission policies, scholarships 
and loan programs, and other school-administered 
programs 

 

DISABLED STUDENTS 
 

Campuses are fully accessible to the physically 
disabled. 
 

SMOKING 
 

The center is a smoke free facility.  Smoking is not 
permitted on any part of the Del Norte or Sunflower 
Campus sites. 
 
 
 

DRUG AND ALCOHOL ABUSE 
 
 

The use of illicit drugs and abuse of alcohol are 
dangerous to students and employees. There are 
local, state, and federal sanctions for unlawful 
possession, use, or distribution of illicit drugs and 
abuse of alcohol.  Such sanctions include fines and 
imprisonment. 
 
The school maintains a drug-free environment on all 
campuses and considers the dangers of drug and 
alcohol abuse a serious concern.  Policies regarding 
notification and disciplinary action may be found in 
the administration area of the facility. 
 
 
 

STUDENT GRIEVANCE 
PROCEDURE 

 
 

The student grievance procedure provides every 
student with a prompt and equitable means of 
seeking an appropriate resolution for any alleged 
violation to his or her rights.  The rights protected 
under these procedures include, but are not limited 
to, those guaranteed by the established rules and 
regulations of the East San Gabriel Valley Technical 
Center/ College Division, the Education Code of the 
State of California, Title IX of the Education 
Amendments of 1972, Section 504 of the 
Rehabilitation Act of 1973 and Title VII of the Civil 
Rights Act of 1964.  The procedures do not apply to 
the employment rights of students. Students have the 
right of protection against capricious, arbitrary, 
unreasonable, unlawful, false, malicious or 
professionally inappropriate evaluations or actions by 
an employee of the organization. 
 
SEXUAL HARASSMENT POLICIES 

 
 

It is the policy of the Center to provide a work and 
study environment that is free of sexual harassment.  
All students should be aware that the organization 
strongly disproves of any conduct that constitutes 
sexual harassment and will take disciplinary 
measures to ensure compliance.  All complaints will 
be investigated and appropriate action taken.  
Complaints should be reported to the Office of Post- 
Secondary Education.  All staff members are 
responsible for reporting any violation for immediate 
correction. 

 
 

SAFE WORKPLACE AND  
CAMPUS POLICIES 

 
The Center strives to provide a safe work and 
campus environment and encourages personal health 
for all students and employees.  If you are aware of 
or are the victim of a campus crime, please notify 
the Administration Office immediately. 
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All aspects of the facility are monitored by faculty 
and staff in order to ensure its compliance with state 
and/or federal regulations.  Any violations or 
deficiencies found will immediately be reported to 
the Supervisor of Facilities who will take the 
necessary steps to bring the facility back into 
compliance with all state or federal regulations and 
insure compliance is maintained. 
 
 
 

CAMPUS HOUSING 
 
 

The East San Gabriel Valley Regional Occupational 
Program does not provide dormitories or other 
facilities for room and board.  The campus is 
centrally located and public transportation is 
available from all areas of the San Gabriel Valley. 
 
 

 

DEGREE AND CERTIFICATE 
PROGRAMS OFFERED 

 

 
The Associate of Applied Science  degree 
programs offered by the East San Gabriel Regional 
Occupational Program  / Technical Center are: 

Administration of Justice 

Business Education/Marketing 

Health Science  

Industrial Technology 
The Associate of Applied Science degree program is 
a technical degree intended for those students who 
wish to earn such a degree and upon completion of 
their program of studies then plan to seek full time 
employment in such field or for students who wish to 
earn an Associate of Applied Science degree and 
upon completion of their program of studies then 

wish to transfer to an articulated four year college.  
The academic coursework will provide the 
foundation for lifelong learning.  In addition, the 
program of studies is designed to meet the 
competencies of the transfer admission coursework 
of the California State University system.   
 
 

 

FOUR YEAR COLLEGE 
ADMISSION AND TRANSFER 

OF COURSES 
 

 
TRANSFERABILITY OF 

COURSEWORK 
 
Normally, a four-year college evaluates work 
completed by the undergraduate transfer student in 
terms of its relationship to the course offerings and 
degree requirements of the four-year school, and 
grants credit for pertinent subjects that have been 
completed in a satisfactory manner. However, 
transfer students must realize that each institution 
sets its own requirements in the matter of specific 
courses and retains the final approval of courses 
accepted for transfer from this facility.  A student 
may, on most campuses, petition to challenge a 
course which he or she feels is equivalent to one 
which has previously been completed, but which was 
not allowed to transfer to the four-year college.  The 
four-year college will supply details on challenging 
course upon request.   
 
See chart on Page 40 for colleges that accept full 
articulation with East San Gabriel Valley Regional 
Occupational Program / Technical Center. 
 
 

TRANSFER REQUIREMENTS 
 
Students planning to transfer to a four-year college 
or university should understand that admission 
requirements, general education requirements and 
transferability of courses will vary from school to 
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school and from major to major.  Consequently, 
students planning to transfer should carefully read 
the requirements set forth in the catalogs and 
brochures of the institutions which interest them.  
These publications can be obtained directly from the 
colleges and universities.  A collection of these 
materials is available in the school’s Post-secondary 
Office and in most public libraries.  Counselors and 
administrators are available to assist students in 
these matters. 
 
Students should also be aware that admission to a 
four-year college or university may involve two, 
often different, admission steps: the first is admission 
into the college or university and the second is 
admission into the student’s choice of major.  It may 
happen that a student will have the necessary 
requirements for admission into the school of his 
choice but not be admitted to his  or her choice of 
major. 

 
 
 

TRANSFER REQUIREMENTS 
FOR THE CALIFORNIA STATE 

UNIVERSITY 
 
Students anticipating transferring to the California 
State University as juniors are required to have 56 
transferable units and have a 2.00 minimum GPA.  
Students must also have completed the academic 
courses required by said institution including the 
following four core classes:  College Algebra, 
Critical Thinking, English 101, and Speech.  A 
Lab Science should also be completed.  
Transfer classes conducted by Mt. San Antonio 
College and University of San Diego are offered at 
the Del Norte Campus.  See Pages 41-42 for 
description.  Bolded transfer classes require a grade 
of “C” or better. 
 

RECOMMENDED 
TRANSFERABLE COURSES TO 

THE CALIFORNIA STATE 
UNIVERSITIES AND COLLEGES 

 
The CSU symbol in parenthesis after a course title 
indicates that the course teaches the competencies 
of the comparable CSU course.  However, some 
may not satisfy the requirements of a particular 
major. 
 
Courses in technology are generally transferable into 
Industrial Arts, Vocational Education, Industrial 
Technology or Engineering Technology Programs at 
various California State University campuses.   Such 
courses are usually not transferable into Engineering 
Programs or into programs or majors related to 
engineering.  Courses in business, retail sales and 
marketing are generally transferable into the 
Business Education and Marketing Programs at 
various California State University campuses.  All 60 
units of the East San Gabriel Valley Regional 
Occupational Program / Technical Center technical 
degree have been accepted for transfer to DeVry 
Institute of Technology and ITT Technical Institute. 
 
 
 
 
 

 
LAW ENFORCEMENT 

ADMINISTRATION OF JUSTICE 
 

 
ADMINISTRATION OF JUSTICE 

 
This program is intended to prepare students for 
employment in the field of Law Enforcement and 
meets the needs of those individuals who wish to 
become peace officers.  A variety of career 
opportunities are available in the field of 
Administration of Justice.  Units earned in the 
following classes can be transferred to an 
appropriate university program. 
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3-UNIT CLASSES NECESSARY FOR THE 
ADMINISTRATION OF JUSTICE DEGREE 
PROGRAM ARE: 
 
SEMESTER ONE 
 
 *Introduction to Administration of Justice 
 *Science General Chemistry or Biology 
 *Concepts of Math A or College Algebra 
   Government 
   Computer Technology 
 
SEMESTER TWO 
 
 *Concepts of Criminal Law 
 *Traffic accident Investigation 

 *Narcotics Investigation 
   Public Service Dispatch 
   Elective Outside Field 
 
SEMESTER THREE 
 
 *Security 
 *Power to Arrest 
 *Community Relations 
   Ethics 
   Fundamentals of Oral Communication 
 
 
 
*Must be taken concurrently in the same semester 

SEMESTER FOUR 
 
 *Technical Writing or English IA or 
  Introduction to Literature 
 *Principles of Investigation 
 *Health Education 
   Field Work 
   Independent Directed Study or Business/ 
  Technology Research Project 
 
AJ 101  INTRODUCTION TO 
  ADMINISTRATION OF JUSTICE 

      (3)  (CSU) 
 
This is a comprehensive discourse on crime and its 
causes, including the history and philosophy of the 
Administration of Justice in America, the 
development of criminal justice identification of the 
various subsystems, role expectations, and their 
interrelationships, theories of crime, punishment, 
adjudication, and rehabilitation in the entire system. 
 
AJ 105  COMMUNITY 
RELATIONS 

 (3)  (CSU) 
 
This course covers the role of modern police in a 
metropolitan community.  It is intended for police 
science students and the general public, especially 
teachers, city employees, minister, and others who 
are interested in the relationship between community 
welfare and law enforcement.  Students majoring in 

Psychology, Sociology, Government, and Education 
can benefit from the subject matter presented. 
 
ADJU 3 CONCEPTS OF CRIMINAL  

LAW   (3)  (CSU) 
 
A study is made of the elements of crimes against 
persons, property, and the state as they are 
recognized in the Penal Code and General Laws of 
California, including parties in crime, culpability and 
incomplete offenses.  This is particularly presented 
from the point of view of an officer. 
 
ADJU 20 PRINCIPALS OF 

INVESTIGATION (3)  (CSU) 
 
This course covers the fundamentals of investigation 
including crime scene search and recording;  
 

*Must be taken concurrently in the same semester 
collection and preservation of physical evidence; 
modus operandi; scientific aids; sources of 
information; interviews and interrogation; follow up 
and case preparation. 
 
 

ADJU 38 NARCOTICS 
INVESTIGATION 

  (3)  (CSU) 
Investigation of narcotics and dangerous drugs, use 
and effects of drugs and narcotics, extent of 
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addiction causes, recognition and control, laws 
dealing with narcotics, and other dangerous drugs. 
 
 
ADJU 63 TRAFFIC ACCIDENT 

INVESTIGATION 
   (3)  (CSU) 
 
Accident cause, investigation, legal responsibility of 
investigating office, questioning drivers and 
witnesses, skid marks, diagrams, photography, and 
hit and run investigation. 
 
ADJU 66 PUBLIC SERVICE 

DISPATCHING  
 (3)  (CSU) 
 
Proper communication procedures; provides a 
reference “Standard” that communications and 
police personnel can follow using the principles of 
dispatch, interview and telephone. 
 

 
BUSINESS/ MARKETING - 

MERCHANDISING DEGREE 
PROGRAM CLASSES 

 
 

APPAREL MARKETING 
 
This program is intended to prepare students for 
employment in the field of Fashion and meets the 
needs of those individuals who wish to become 
wholesale and retail salespersons, department store 
buyers and store managers.  A variety of career 
opportunities are available in retailing, promotion, and 
self-employment.  Units earned in the following 
classes can be transferred to an appropriate 
university program. 
3-UNIT CLASSES NECESSARY FOR THE 
APPAREL MARKETING DEGREE 
PROGRAM: 
 
SEMESTER ONE 
 

*Apparel Marketing 
*Science/ General Chemistry 
*Concepts of Math-A (or College Algebra) 

  Government 
  Computer technology 
 

SEMESTER TWO 
 
*Fashion Industry 
*Fundamentals of Chemistry 
*Concepts of Math-B (or College Algebra) 
  Fashion Strategies 
  Elective Outside Field 

 
SEMESTER THREE 
 

*Visual Merchandising Display 
*Modeling Techniques 
*Critical Reading & Writing 
  Ethics 
  Fundamentals of Oral Communications 

 
 
SEMESTER FOUR 
 

*Technical Writing (or English 1-A) 
*Business Math 
*Independent Directed Study 
  Health Education 
  Field Work 

 
 
APPAREL MARKETING CORE CLASSES: 
 
APMK 15 APPAREL MARKETING 
  (3)  (CSU) 
This course focuses on careers in fashion 
coordination and sales and cosmetic merchandising. 
 
 
*Must be taken concurrently in the same semester Visual 
techniques, fashion show production, and current 
fashion trends are taught.  Students will develop 
skills in cash handling, percentages for mark-up and 
taxes, interest rates and the ordering process.  
Measuring, both in metric and American Standard 
and weights and measurements will be covered.  
Proper business English and managerial/ supervisory 
skills are covered. 
 
 
APMK 17 FASHION STRATEGIES 
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  (3)  (CSU) 
 
Will analyze the individuality in clothing selection, 
personal appearance and consumer buying.  The 
psychological and sociological significance of 
clothing is included in the analysis. 
 
 
APMK 20 FASHION INDUSTRY 
  (3)  (CSU) 
 
This class examines the scope of the fashion 
industry.  Will study background and technology 
including design, manufacturing, distribution, sales 
and promotion.  Special emphasis will be placed on 
the qualifications for and the responsibilities of jobs 
in fashion apparel, textiles, accessories, cosmetics 
and home furnishings. 
 
 
APMK 25 MODELING TECHNIQUES 
  (3)  (CSU) 
 
Acquaints the student with career opportunities and 
employment procedures within the field of runway 
fashion modeling.  Runway modeling techniques and 
professional make-up procedures are introduced.  
Criteria for the selection of models and model 
supervision will be discussed for those interested in 
working with models in the fashion industry. 
 
 
APMK 26 VISUAL MERCHANDISING 
  DISPLAY  (3)  (CSU) 
 
Analysis of visual merchandising is applied to interior 
and exterior displays and floor merchandising within 
the fashion industry.  Class covers psychology of 
store layout, current methods of visual 
merchandising and use of mannequins, pinning, and 
flying. 
 

BUSINESS 
 
This program is intended to prepare students for 
employment in the field of Business.  Career 
opportunities are available in banking, corporations, 
education, finance, government, and the numerous 
small business opportunities available in private 

industry.  Units earned in the following classes can 
be transferred to an appropriate university program. 
 
 
3-UNIT CLASSES NECESSARY FOR THE 
BUSINESS DEGREE PROGRAM: 
 
SEMESTER ONE 
 

*Typing/ Keyboarding 
*Science/ General Chemistry 
*Concepts of Math-A (or College Algebra) 
*Principles of Accounting - Financial 
  Government 
  Computer Technology 

 
SEMESTER TWO 
 

*Business Communication 
*Business English 
*Computer Operations/ Applications 
*Principles of Accounting - Management 
  Oral Communication for Business 
  Elective Outside Field 

 
SEMESTER THREE 
 

*General Office Skills 
*Critical Reading & Writing 
*Small Business Management 
  Ethics 
  Fundamentals of Oral Communication 
 

SEMESTER FOUR 
 

*Technical Writing (or English 1-A) 
*Business Math 
*Independent Directed Study 
  Health Education 
  Field Work 

 
 
 
 
*Must be taken concurrently in the same semester 
BUSINESS CORE CLASSES: 
 
 
BUSN 7 PRINCIPLES OF 

ACCOUNTING - FINANCIAL 
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(3) (CSU) 
 
Introduction to financial accounting required of all 
Business Administration and Accounting majors 
which provides the foundation for continued 
coursework in accounting.  Includes accounting 
concepts and techniques essential to the 
administration of a business enterprise, analyzing and 
recording financial transactions, accounting valuation 
and allocation practices and the preparation, analysis 
and interpretation of financial statements.  Gives the 
student the tools and methods needed for decision 
making. 
 
BUSN 8 PRINCIPLES OF 
  ACCOUNTING  - MANAGERIAL 

(3) (CSU) 
 

 
Introduction to managerial accounting required of all 
Business Administration and Accounting majors.  
Instructional topics include:  review of managerial 
accounting, job and process costing, cost-volume-
profit analysis, cost behavior analysis and use, cost 
allocation, the budgeting process, responsibility 
accounting in a decentralized operation, standard 
costing, pricing decisions, relevant costs for decision 
making, segment reporting, variable costing, capital 
budgeting decisions, inventory management and 
analysis and financial statement analysis.  Gives the 
student the tools and methods needed for decision 
making. 
 
BUSN 14 SMALL BUSINESS 
  MANAGEMENT  (3)  (CSU) 
 
This class is designed for persons who want to start 
their own business or for those who desire to obtain 
a better understanding of the interrelationship 
existing between financial topics and their overall 
effect on successful business operations.  Study 
areas include cash flow, financial reports, raising of 
capital and its uses, budgets, investments, accounting 
law and economics. 
 
 
BUSN 21 BUSINESS ENGLISH  
  (3)  (CSU) 
 
Thorough training in the skills and techniques of 

English as applied to business situations with an 
emphasis on effective letter, memo and report 
construction.  Correct punctuation and business 
vocabulary are covered are emphasized. 
 
 
BUSN 25 BUSINESS 

COMMUNICATIONS (3)  
(CSU) 

 
Within a business environment, students will have 
opportunities to write business letters, memos and 
reports.  Particular attention will be focused upon the 
resume, job applications, and the employment 
interview.  Some oral skills will be included. 
 
BUSN 26 ORAL COMMUNICATION 
  FOR BUSINESS  (3)  (CSU) 
 
This course is designed to aid the businessperson in 
being more effective in spoken communications.  
Speaking in situations such as conferences, 
telephone discussions, and before business groups 
will be stressed.  There will be emphasis upon issues 
and occasions in business where persuasive oral 
techniques can be used to resolve problems 
favorably for the speaker. 
 
BUSN 34 GENERAL OFFICE SKILLS 
  (3)  (CSU) 
 
This class builds and reinforces all the skills needed 
for current office practices.  Keyboarding, word-
processing, data entry, business English and math, 
telephone techniques, basic bookkeeping and 
professional human relations skills are included.  
Emphasis is placed on correct business format.  
Basic mathematics as it relates to bookkeeping, 
ordering, billing is covered. 
 
BUSN 39 TYPING/ KEYBOARDING 
  (3)  (CSU) 
 
Develops typing/ keyboarding speed and accuracy 
and emphasizes business letters, tabulations, 
technical papers and other related office documents. 
 
 
*Must be taken concurrently in the same semester 
Proficiency standard upon completion is 35 - 55 
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gross words a minute with a predetermined error 
limit. 
 
 

RETAIL MARKETING 
 
This curriculum provides training for those desiring 
to enter the field of Retail Merchandising and 
Management.  Upon completion of this program, 
students are prepared to gain employment in entry-
level retail management opportunities. Units earned 
in the following classes can be transferred to an 
appropriate university program. 
 
3-UNIT CLASSES NECESSARY FOR THE 
RETAIL MARKETING DEGREE 
PROGRAM: 
 
SEMESTER ONE 
 

*Principals of Marketing 
*Science/ General Chemistry 
*Concepts of Math-A (or College Algebra) 
  Government 
  Computer Technology 

 
SEMESTER TWO 
 

*Merchandising 
*Concepts of Math-B (or College Algebra) 
*Critical Reading & Writing 
  Professional Selling 
  Elective Outside Field 
 
 

SEMESTER THREE 
 

*International Marketing 
*Geography/ Physical Elements 
*Marketing Strategies 
  Ethics 
  Fundamentals of Oral Communications 

 
SEMESTER FOUR 

 
*Technical Writing (or English 1-A) 
*Business Math 
*Independent Directed Study 
  Health Education 

  Field Work 
RETAIL MARKETING CORE CLASSES: 
 
BUSN 41 PRINCIPLES OF 
MARKETING 
  (3)  (CSU) 
 
Includes organization and function of our system of 
distributing goods and services from the point of 
production to the consumer.  Preparation of a 
marketing plan using producer, distribution, 
promotional and pricing strategies is required of each 
student. 
 
BUSN 44 MERCHANDISING  (3)  (CSU) 
 
This class surveys the trends and practices in retail 
merchandising and includes inventory control, 
pricing, promotion, buying and developing a buying 
plan. 
 
BUSN 46 PROFESSIONAL SELLING 
  (3)  (CSU) 
 
This course includes principles of selling and the role 
of a salesperson in the marketing process.  
Characteristics and skills necessary for a successful 
salesperson, techniques for prospecting and/or 
qualifying buyers, interpreting buyer behavior and 
critical steps in the selling process are covered.  
Students develop and offer a sales presentation for a 
selected product, service or concept. 
 
BUSN 48 MARKETING STRATEGIES 
  (3)  (CSU) 
 
Students will designing marketing plans combining 
decision elements from the entire marketing mix 
including target market, competition, legislation, 
costs, and structures of product distribution and 
demand. 
 
BUSN 51 INTERNATIONAL 
  MARKETING  (3)  (CSU) 
 
Class includes a study of factors unique to foreign 
economics, cultural environments, political-legal 
problems, marketing intelligence procedures, 
international product policy, distribution and market 
channels, promotion, and pricing decisions. 
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*Must be taken concurrently in the same semester 
 
 
*Must be taken concurrently in the same semester 

 

TECHNOLOGY DEGREE 
PROGRAM CLASSES 

 

 
 

CAD/ MANUFACTURING 
 
The Computer Assisted Drafting/ Manufacturing 
Curriculum familiarizes qualified and talented 
students with the basic concepts and procedures of 
design.  Practical experiences in free-hand 
sketching, illustrative, mechanical and architectural 
drawing reinforce design theories.  The student will 
be given the opportunity to discover and develop 
personal aptitudes, interests, abilities, self-reliance, 
good judgment and resourcefulness through problem 
solving and self-expression.  The student who 
successfully completes the program will be prepared 
to enter the workforce in an entry-level position or 
continue studying at the university level. 
 
 
3-UNIT CLASSES NECESSARY FOR THE 
CAD/ MANUFACTURING DEGREE 
PROGRAM: 
 
 
SEMESTER ONE 
 

*Introduction to CAD 
*Science/ General Physics A 
*Concepts of Math-A (or College Algebra) 
  American Government 
  Computer Technology 

 
SEMESTER TWO 
 

*Mechanisms 
*Science/ General Physics-B 
*Concepts of Math-B (or College Algebra) 
  Intermedia te CAD 
  Elective Outside Field 

 
SEMESTER THREE 

 
*Introduction to CAM 
*Advanced CAD 
*Critical Reading & Writing 
  Ethics 
  Fundamentals of Oral Communications 

SEMESTER FOUR 
 

  Technical Writing (or English 1-A) 
  Business Math 
  Independent Directed Study 
  Health Education 
  Field Work 
 
 

CAD CORE CLASSES: 
 
DESN 16 INTRODUCTION TO CAD 
  (3)  (CSU) 
 
This class presents basic computer-assisted drafting 
and design concepts, CAD system orientation, 
computer input and output devices, and software.  
Students complete practical exercises in 2D CAD.  
This course is appropriate for students with or 
without extensive drafting backgrounds. 
 
DESN 18 MECHANISMS  (3)  (CSU) 
 
This class is a review of basic elements of 
mechanical drawing and a study of engineering 
materials, welding drawings, belts, chains, gears, 
couplings, clutches, brakes, speed reducers, bearings, 
lubricants, seals, cams, linkages and actuators. 
 
 
DESN 21 INTERMEDIATE CAD 
  (3)  (CSU) 
 
A review of basic 2D and 3D concepts, computer 
and software operation is covered.  Implementation 
of the use of CAD to complete both mechanical and 
architectural working drawings is included. 

 
CONSTRUCTION 

 
The Construction Technology Curriculum is designed 
to enable the student to understand the major areas 
and operation of the construction industry.  Emphasis 
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is not only on the development of relevant skills but 
also on the theory of basic construction technologies 
and materials, the interaction of various trades and 
operations, and the application of the appropriate 
building code. 
 
*Must be taken concurrently in the same semester 
3-UNIT CLASSES NECESSARY FOR THE 
CONSTRUCTION DEGREE PROGRAM: 
 
SEMESTER ONE 
 

*Introduction to Construction 
*Science/ General Physics A 
*Concepts of Math-A (or College Algebra) 
  American Government 
  Computer Technology 
 

SEMESTER TWO 
 

*Methods & Materials 
*Fundamentals of Oral Communications 
*Concepts of Math-B (or College Algebra) 
  Construction Estimating 
  Elective Outside Field 

 
SEMESTER THREE 
 

*Blueprint Reading 
*Introduction to CAD 
*Environmental Science 
  Ethics 
  Fundamentals of Oral Communications 
 

SEMESTER FOUR 
 

*Technical Writing (or English 1-A) 
*Business Math 
*Independent Directed Study 
  Health Education 
  Field Work 

 
 
CONSTRUCTION CORE CLASSES: 
 
 
CNST 10 INTRODUCTION TO 
  CONSTRUCTION  (3)  (CSU) 
 

Introduction to the various areas of the construction 
trades including carpentry, plumbing, remodeling 
techniques, electrician, dry-wall applicator, glazier, 
tile setting, paper hanging and painting.  Students will 
become familiar with calculating linear and board 
feet, square feet, cubic area and methods of 
measuring various materials. 
 
CNST 13 METHODS AND MATERIALS 
  (3)  (CSU) 
 
Properties of materials used in building and heavy 
construction will be covered.  Class includes 
methods, procedures, job planning, selection and 
application of tools used in construction projects. 
 
 
CNST 15 CONSTRUCTION 
  ESTIMATING  (3)  (CSU) 
 
Areas covered include methods of accurately 
predicting construction costs, “taking off” building 
material quantities, methods of presenting estimates 
and proposal and the application of Computer 
Assisted Estimating. 
 
CNST 19 BLUEPRINT READING 
  (3)  (CSU) 
 
This course provides instruction in the fundamentals 
of interpreting orthographic type drawings used 
typically throughout the aerospace industry with 
emphasis on visualization, view rotation and the 
meaning and usage of lines.  Included will be 
demonstration and practice in interpreting assembly, 
installation and fabrication (dimensioned and 
undimensioned) drawings. 
 

ELECTRONICS 
 
Electronics Technology college courses prepare the 
student for production and quality control in the 
electronics industry.  The courses cover the basic 
physics of electronics, DC and AC circuit theory, 
digital and analog circuits, communications, computer 
programming, microprocessors and peripherals.  
Lectures include mathematical analysis and design 
procedures for selected circuits.  Laboratory work, 
required in most courses, offers extensive exposure 
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to circuit construction, testing procedures and 
operation of professional electronics test equipment 
and systems.  Technical reports are required for 
laboratory components. 
 
 
 
 
*Must be taken concurrently in the same semester 
3-UNIT CLASSES NECESSARY FOR THE 
ELECTRONICS DEGREE PROGRAM: 
 
SEMESTER ONE 
 

*DC Electronics 
*Science/ General Physics A 
*Concepts of Math-A (or College Algebra) 
  American Government 
  Computer Technology 
 

SEMESTER TWO 
 

*AC Electronics 
*Science/ General Physics-B 
*Concepts of Math-B (or College Algebra) 
  Circuit Fabrication 
  Elective Outside Field 

 
SEMESTER THREE 
 

*Digital Circuits 
*Electronics & Computer Application 
*Critical Reading & Writing 
  Ethics 
  Fundamentals of Oral Communications 

 
SEMESTER FOUR 
 

*Technical Writing (or English 1-A) 
*Business Math 
*Independent Directed Study 
  Health Education 
  Field Work 
 
 

CORE ELECTRONICS CLASSES: 
 
 
ELET 10 DC ELECTRONICS  (3)  (CSU) 
 

This course covers Direct Current circuit theory.  It 
begins with atomic theory, fundamentals of series 
and parallel DC circuits, Ohm’s Law, schematic 
symbols, resistor color code, scientific notation, 
Kirchhoff’s voltage and current laws, techniques for 
solving series and parallel circuits:  Super-position, 
Theveruin and Norton theorems.  In the lab, the 
 
 
 
 course covers: safety procedures, soldering 
techniques, the use of basic test equipment such as 
power supplies, the oscilloscope, signal generators, 
meters (both analog and digital), basic 
troubleshooting techniques and lab report writing. 
 
 
ELET 13 AC ELECTRONICS  (3)  (CSU) 
 
 
This course covers AC circuit theory and will 
include the study the study of reactance and 
impedance, the use of indicators, capacitors and 
transformers.  The class will cover the frequency 
response of filters.  It includes voltage and current 
phase relationships, AC power, resonance of LC 
circuits and the pulse response of RL and RC 
circuits.  The laboratory course will cover the use of 
common signal sources and test equipment. 
 
 
ELET 24 CIRCUIT FABRICATION 
  (3)  (CSU) 
 
This elective course presents the basic concepts of 
manufacturing and fabrication processes used in the 
electronics industry.  Electrical mechanical design 
and documentation using computer assisted design 
(CAD), design for manufacturability (DFM), and 
printed circuit board (PCB) fabrication are covered. 
 
ELET 26 DIGITAL CIRCUITS  (3)  
(CSU) 
 
This class is an introduction to digital electronics and 
deals with both transistor and CMOS technology.  It 
begins with a presentation of the basic logic gates 
along with their truth tables, followed by binary math 
and Boolean Algebra.  The material covered will be 
combined with the presentation of combined logic.  
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Students are required to develop some simple 
circuits using truth tables and Boolean Algebra.  
Karnaugh mapping is presented.  Data selectors 
(multiplexers) will follow as a method of further 
simplifying combinational logic problems.  Other 
systems that are covered include encoders, 
decoders, and flip flops. 
 
 
 
 
*Must be taken concurrently in the same semester 
ELET 31 ELECTRONICS AND 
  COMPUTER APPLICATIONS 
  (3)  (CSU) 
 
Class emphasizes the fundamentals of computer 
architecture including major systems and subsystems 
of the IBM-PC and its compatibles.  Bus 
organization, bus cycle timing requirements for 
memory and I/O reading writing, I/O techniques, 
standard I/O, memory reading and writing, I/O 
techniques, standard I/O, memory mapped I/O, 
DMA, interfacing external circuitry to the PC bus, 
address decoding, data buffering, and D/A 
conversion are studied.  Survey of interfacing 
application areas:  robotics, industrial controls, 
electronic music and communications are covered. 

 
GRAPHICS 

 
The Graphic Communication Program is designed to 
teach the technological theory of printing along with 
its practical application.  Students who complete the 
requirements of the study areas will be able to face 
problems related to printing whether the problem 
requires technological theory, skill or human 
relations.  Graduates should be prepared to move 
into the industry as technical representatives, sales 
personnel, managers or pursue additional education 
in any number of technological and academic 
degrees available in the field. 
 
3-UNIT CLASSES NECESSARY FOR THE 
GRAPHICS DEGREE PROGRAM: 
 
SEMESTER ONE 

 

*Introduction to Graphics 
*Science/ General Chemistry 
*Concepts of Math-A (or College Algebra) 
  American Government 
  Computer Technology 

 
SEMESTER TWO 

 
*Graphics Design 
*Fundamentals of Oral Communications 
*Concepts of Math-B (or College Algebra) 
  Printing Estimating & Management 
  Elective Outside Field 

SEMESTER THREE 
 
*Graphics Design II & Graphics 

Communication 
*Flexographics & Portfolio Preparation 
*Environmental Science 
  Ethics 
  Fundamentals of Oral Communications 

 
SEMESTER FOUR 

 
*Technical Writing (or English 1-A) 
*Business Math 
*Independent Directed Study 
  Health Education 
  Field Work 

 
GRAPHICS COMMUNICATION CORE 
CLASSES: 
 
GRCM 10 INTRODUCTION TO 
  GRAPHICS  (3)  (CSU) 
 
Students are trained in fundamental graphic arts job 
skills which include copy preparation work, process 
camera operation, photo off-set duplication and 
screen printing.  The course also covers various 
copy preparation techniques, solid line and half-tone 
photography, basic offset press operation, and hand 
cut and photographic screen stencil preparation.  
Students will learn about sizes and weights as 
applied to amounts of supplies needed for specific 
jobs.  Students will become familiar with shutter 
specifications and chemicals used in camera 
operation and various other printing areas. 
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GRCM 14 GRAPHIC DESIGN I  (3)  
(CSU) 
 
During this course students will be introduced to the 
fundamental principles of design as they relate to 
printed products.  This course is structured in such a 
way that students will be introduced to both 
traditional and computer assisted design techniques.  
Topics for discussion will include the history, 
classifications and nomenclature of type; type 
selection, typeface and logo-type design; sketching 
 
 
 
*Must be taken concurrently in the same semester 
techniques for graphic design; structure and color in 
graphic design; creating corporate identity;  
producing thumbnail, rough, and comprehensive 
layouts, page design; package design; paper and 
printing process selection; compute software for 
design; and related safety.  Completion of this 
course requires the submission of an acceptable 
notebook/ portfolio 
 
GRCM 21 PRINTING ESTIMATING 
  AND MANAGEMENT 
  (3)  (CSU) 
 
Basic principles and methods for securing accurate 
costing information and calculating the cost of 
materials and labor required to produce a given job 
of printing is presented.  Also covered is the process 
for determining the selling price for complete jobs 
and the use of personal computers to assist in cost 
estimating.  Through the use of “live” jobs, students 
will be given an introduction to basic procedures 
related to printing, sales, job planning, scheduling, 
production management and human relations.  
Emphasis is placed on customer satisfaction and 
quality control. 
 
GRCM 24 GRAPHICS DESIGN II AND 
  GRAPHICS COMMUNICA- 
  TIONS  (3)  (CSU) 
 
This class is a continuation of Graphic Design I with 
added emphasis on developing sound conceptual 
thinking and problem solving skills.  Students will 
learn how to design in multiples through the creation 

of design systems.  Projects range from designing 
packaging systems, corporate identity programs, 
poster series, brochure series to advertising 
campaigns.  Students will create more complex 
designs through the application of advanced 
techniques such as photomontage, special effects 
filters, masks and clipping paths.  Emphasis will be 
placed on using advanced applications on the grid to 
develop more sophisticated graphic and typographic 
design solutions. 
 
The class also covers a survey of recent and 
projected technological advances in graphic 
communications equipment, techniques, materials, 
and supplies.  There will be discussion of quality 
control and troubleshooting for all phases of the 
graphic reproduction process using specialized 
images, tools/ instruments and techniques.  Students 
are introduced to statistical process control as it 
relates to the printing industry.  Class covers 
individual investigation of selected problems together 
with reading, comprehension and implementation of 
technical and scientific research concerning graphic 
communications. 
 
GRCM 31 FLEXOGRAPHICS & 
  PORTFOLIO PREPARATION 

(3) (CSU) 
 
 

This class is an introduction to basic flexographic 
press operation for one and two-color printing.  
Topics for discussion will include set-up; press run, 
and clean-up of a narrow web flexographic press; 
history of the subject area; flexographic plates, plate 
mounting, ink systems and nomenclature; types of 
cylinders; substrates; die cutting, stripping, slitting 
and laminating; record keeping for flexographic 
press operation; environmental concerns; and related 
safety. 
 
 

Students will work on developing and improving their 
portfolio.  Subjects will range from general 
presentation techniques to re-working projects for 
inclusion in their book to developing new projects 
and directions for their portfolios. 
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CHEMISTRY 
 

 
 
CHEM 10 SCIENCE/ GENERAL 
  CHEMISTRY  (3)  (CSU) 
 
This course is an elementary survey of chemical 
science and its relationship to other fundamental 
sciences.  The student is introduced to the language 
of chemistry, the chemical families, methods of 
chemistry, scientific reasoning and uses of chemistry 
in industry.  Class includes enrollment in Chem 10b 
required lab time (1 unit of credit for lab). 
 
 
 
CHEM 11 FUNDAMENTALS OF 
  CHEMISTRY  (3)  (CSU) 
 
This course stresses the application of the laws, 
theories and principals presented in General 
Chemistry to a variety of situations.  Students will 
make observations, obtain and analyze data to 
discover patters, draw conclusions and determine 
specific properties.  Class includes enrollment in 
Chem 11b required lab time (1 unit of credit for 
lab). 
 

 

CO-OPERATIVE EDUCATION 
 

 
CEDU 11 FIELD WORK EXPERIENCE 
  (3)  (CSU) 
 
Field Work Experience provides the student with 
off-campus educational work experience in a 
technical, business, or professional setting that is 
related to the student’s major field of study. 
 

 
COMPUTER CLASSES 

 

 
COMP 16 COMPUTER TECHNOLOGY 
  (3)  (CSU) 

 
This class is an introduction to computer operations, 
preventive maintenance and the windows operating 
system and environment.  Course includes hands-on 
instruction in word processing (Microsoft Word) and 
spreadsheets (Excel). 
 
 
COMP 17 COMPUTER OPERATIONS/ 
  APPLICATIONS  (3)  (CSU) 
 
This class continues to develop principles and 
experience in current business applications such as 
Microsoft Word, Excel, Access and Desktop 
Publication for Windows.  Students will compose 
business letters, reports, spreadsheets and statistical 
graphs and charts on the computer. 
 
 

 
ENGLISH 

 
 
ENGL 1-A ENGLISH  (3)  (CSU) 
 
Develops effective writing skills, investigates the 
principles and methods of composition as applied to 
the writing of essays and the research paper and 
emphasizes critical reading of academic material.  
Application of writing skills within specific careers is 
included.  
 
ENGL 1-B INTRODUCTION TO 

LITERATURE  (3)  (CSU) 
 
This course features critical, oral and written 
evaluation, analysis and interpretation of short and 
long fiction, poetry, drama, journal articles and other 
print media.  The majority of the literature read is 
modern and contemporary.  This course is intended 
to develop a foundation for career, cultural and 
intellectual growth. 
 
ENGL 18 CRITICAL THINKING & 
  WRITING  (3)  (CSU) 
 
This class is an introduction to literature and 
examines prose, poetry, and drama as separate 
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genres.  Class work will develop critical thinking, 
reading, and writing skills.  The course will increase 
the student’s capacity for logical analysis and 
argumentative writing.   Includes analysis of journal 
articles and other print media.  Application of critical 
reading and writing in the workplace is included. 
 
ENGL 21 TECHNICAL WRITING 
  (3)  (CSU) 
 
Principles and methods of expository writing are 
covered including research techniques, resources 
and references as a foundation for writing 
requirements in all academic and technical fields.  
Writing assignments include memos, technical 
reports and proposals.  
 
 
 
 
 
 

 
GEOGRAPHY 

 
 
GEOG 09 GEOGRAPHY/ PHYSICAL 
  ELEMENTS  (3)  (CSU) 
 
This course is an introductory study of the physical 
environment including landforms, water bodies, 
coastlines, soils and minerals, climate and map 
studies. Class includes enrollment in Chem 09b 
required lab time (1 unit of credit for lab). 
 

 
HEALTH EDUCATION 

 
 
HLTH 01 HEALTH EDUCATION 
  (3)  (CSU) 
 
This is a course designed to provide students with 
the basic knowledge needed for healthful living.  
Emphasis is placed on personal and community 
health, including the following: disease prevention 
and control; body systems and their possible 
disorders; public safety and accident prevention; the 

nature of alcohol and narcotics, and recent advances 
in medicine.  Available through Mt. San Antonio 
College at the Del Norte Campus as Biology 5. 
 
HLTH 05    COMMUNITY CARE – 
 DIRECT 

        SUPPORT PROFESSION  
        (2) (CSU) 
 

This competency-based course enhances the skills 
of those working in the position as a Direct Support 
Professional working in California Community Care 
Facilities.  Included in this course are units of 
instruction in the areas of: Overview of Develop-
mental Disabilities, Values, Diversity, Communi-
cation, Nutrition, Exercise, Safety, Medications, 
Signs and Symptoms, Positive Behavior Support, 
Teaching Strategies, Daily Living, Individuals Rights, 
Laws, Regulations, Leisure and Recreation. 
 
 
 
 
 
HLTH 10 COMMUNITY SERVICE 
  (3)  (CSU) 
 
This course is an introduction to nursing process 
concepts, documentation, and basic nursing skills.  
Basic physical assessment, comfort measures, 
medication administration, and performance of sterile 
and non-sterile procedures are included.  
 
 
HLTH 20 CLINICAL EXPERIENCE 
  (3)  (CSU) 
 
This course provides structured clinical activities 
with focus on care-giver role development.  Clinical 
experience consists of indirect patient care of adults 
in convalescent and rehabilitative care settings at 
training work sites.  
 
HLTH 30 PHARMACOLOGY 
  (3)  (CSU) 
 
This course providers an understanding of the most 
commonly used drugs in the treatment of patients; 
action both therapeutic and toxic; classification, use, 
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dose, contraindications, side effects, and 
administration; as well as the use of E.C.T. and 
effects of alcoholism and drug abuse.  
 
HLTH 40       BEHAVIORAL 
INTERVENTION 
  (3)  (CSU) 
 
Emphasis is on conducting functional analysis 
assessments and on programs for behavior 
problems. 
 
HLTH 50  BASIC ANATOMY AND 

PHYSIOLOGY 
  (3)  (CSU) 
 
This course is designed to familiarize the student 
with the gross anatomy and physiology of the human 
body.  Students will also learn human anatomical 
structures and functions. 
 
HLTH 60 HUMAN GROWTH &  

DEVELOPMENT 
  (3)  (CSU) 
 
This course is an integrated study of the function of 
and interaction between the skeletal, muscular, 
respiratory, circulatory, nervous, digestive, excretory 
(including electrolyte and acid-base balance), 
endocrine, and reproductive systems including 
human genetics and embryology.   
 
HLTH 90 MEDICAL TERMINOLOGY 
  (3)  (CSU) 
 
This course is an introduction to the use and meaning 
of the medical terminology used in various allied 
health fields.  The student will learn to identify root 
words and combining forms in medical terms.  This 
course relates other allied health fields and can apply 
to secretarial science majors.  
 
 

 
INTERDISCIPLINARY CLASSES 

 
 
INT 10  ART APPRECIATION  

(3) (CSU) 
 

This course provides a survey of the nature and role 
of the visual arts in society and in the workplace.   
Art theory, art practices and an overview of the 
history of art will be covered.  The media of art will 
also be explored.  This class is structured to provide 
a broad understanding of the subject area. 
 
 
INT 11  BUSINESS/ 
TECHNOLOGY 
  RESEARCH PROJECT 
  (3)  (CSU) 
 
The student will write a proposal to start a new 
business in his or her field of study and will include 
an analysis on how the business will be set up and 
operated and show detailed plans for obtaining 
financing to start and conduct the business for the 
first five years.  Student will also orally present the 
ideas and plans for the project.  English and writing 
elements will be used to write the proposal and 
complete analysis of the business operation while 
math elements will be used in planning to obtain 
financing to set up and operate the business and 
public speaking will be used for the oral report to the 
class. 
 
INT 12  ELEMENTS OF 
LEADERSHIP 
  (3)  (CSU) 
 
This course is a study of behavior, personality, self-
development and self-management.  The focus is to 
develop the student’s understanding of interpersonal 
and interpersonal effectiveness with emphasis on 
communications, motivation, leadership and other 
related areas.  Functions of management, techniques 
of decision making and problem solving and 
successfully working with others in groups or teams 
are covered.  
 
INT 14  INDEPENDENT 
DIRECTED 
  STUDY  (3)  (CSU) 
 
This class is the independent directed study of a 
special topic in a specific area of interest.  The 
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project is selected in conference with sponsor, 
progress meetings and reports are held weekly and a 
final report is submitted for credit. 
 

 

MATHEMATICS 
 

 
MATH 50 CONCEPTS OF MATH - A 
MATH 60 CONCEPTS OF MATH - B  

(3) (CSU) 
 
These classes are practical mathematics for students 
planning to enter either a technical or business field.  
They are limited to a treatment of computation, 
intuitive geometry, fundamentals of algebra, 
functional geometry and trigonometry. 
 
MATH 112 BUSINESS MATHEMATICS 
  (3)  (CSU) 
 
A review of mathematical operations pertaining to 
business and retail mathematics including accounting, 
depreciation, financial statement analysis, taxes, 
insurance, commercial discount, mark-up, and simple 
and compound interest is presented. 
 
MATH 113 BUSINESS ACCOUNTING 
  (3)  (CSU) 
 
This class will help the student learn and develop the 
basic accounting skills and knowledge required for 
the business accounting software applications. 
MATH 170 COLLEGE ALGEBRA 
    (3)  (CSU) 
 
Equations, relations, functions and graphs, 
transformations, inequalities and quadratic functions, 
systems of linear inequalities and equations, matrices 
and determinants, exponential and logarithmic 
functions, polynomials, conic sections, sequences and 
series, mathematical induction, combinatorial algebra 
and probability are covered.  Application of the 
above skills within various careers is included. 
 
 

 
PHILOSOPHY 

 

 
 
PHIL 10 ETHICS  (3)  (CSU) 
 
This class examines major, current ethical issues in 
the world today including medical and business 
ethics, biomedical issues, ethical issues related to 
interpersonal relationships, workplace ethics and 
issues of social justice.  The formation and purpose 
of ethical systems are studied along with absolutism 
vs. relativism, freedom vs. determinism; and basic 
assumptions and principles in setting up a moral 
system. 
 
 

 
PHYSICAL SCIENCE 

 
 
 
PHSC 1A SCIENCE/ GENERAL 
   PHYSICS-A  (3)  (CSU) 
PHSC 1B SCIENCE/ GENERAL 
  PHYSICS-B  (3)  (CSU) 
 
 
These classes are designed to provide the student 
with an understanding of various theories of 
mechanics, matter, and heat.  It is conceptually 
based with specific technical applications.  A 
research paper and presentation on a course related 
topic is required.  
 
 
 
 
PHSC 15 ENVIRONMENTAL SCIENCE 
  (3)  (CSU) 
 
A study of how world population is impacting the 
earth’s environment.  Topics include such problems 
as air and water pollution, habitat destruction, 
weather and climate changes and what steps can be 
taken to address these issues.  The causes and 
impact of natural disasters such as earthquakes, 
volcanoes, landslides, and hurricanes will be 
covered. Class includes enrollment in PHSC 15b 
required lab time (1 unit of credit for lab). 
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SOCIAL SCIENCE 
 

 
POLI 10 AMERICAN GOVERNMENT 
  (3)  (CSU) 
 
This class is an introduction to the political systems 
of both the United States and the State of California.  
The emphasis is on functions and interactions of the 
components of these political systems (e.g., 
constitutions, ideologies, voters, political parties, 
interest groups, elections, and the executive, 
legislative and judicial branches.)  This class is 
available through Mt. San Antonio College at the Del 
Norte Campus as PoliSci / (SUP)     
 

 
SPEECH - COMMUNICATION 

 

 
SPCM 10 FUNDAMENTALS OF ORAL 
  COMMUNICATION  
(SPEECH) 
  (3)  (CSU) 
 
This class is a study of the interpersonal 
communication processes, including verbal, 
nonverbal, and listening skills.  The focus is on 
effective oral participation in social encounters 
within the workplace, group discussions, and 
individual presentations with an emphasis on 
organizational and composition of speeches as well 
as interaction among individuals. 
 
 
 

CERTIFICATE PROGRAMS 

 
ADMINISTRATION OF JUSTICE 
 
LAW ENFORCEMENT PROCEDURES 
(900 TOTAL HOURS) 
 

Law Enforcement       (720 hours) 
 

Citizens Academy or 
    Explorer Academy       (180 hours) 
 

CONCEPTS OF CRIMINAL LAW 
(1400 TOTAL HOURS) 
 

Law Enforcement       (720 hours) 
 

Legal Office Professions      (720 hours) 
 
POLICE OFFICER PRE-TRAINING 
(1440 TOTAL HOURS) 
 

Law Enforcement       (720 hours) 
 

Aviation        (720 hours) 
 
AIRPORT SECURITY 
(1440 TOTAL HOURS) 
 
Law Enforcement       (720 hours) 
 

Aviation        (720 hours) 
 
BUSINESS EDUCATION 
 
BUSINESS - COMPUTER 
FACILITATOR OPERATOR 
(1420 TOTAL HOURS) 
 
Office Technology       (700 hours) 
 

Computer Operations       (720 hours) 
 
GENERAL BUSINESS EDUCATION 
(1420 TOTAL HOURS) 
 
 

Office Technology       (700 hours) 
 

Business Office Skills       (720 hours) 
 
LEGAL OFFICE SECRETARY 
(1420 TOTAL HOURS) 
 
Office Technology       (700 hours) 
Legal Office Professions      (720 hours) 
 
SMALL BUSINESS OFFICE MANAGEMENT 
AND OWNERSHIP 
(1605 TOTAL HOURS) 
 

General Office        (525 hours) 
 

Computer Operations       (720 hours) 
 
Small Business Management      (360 hours) 
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CHILD DEVELOPMENT 
 

CHILD DEVELOPMENT CARE/ 
GUIDANCE 
(1155 TOTAL HOURS) 
 

Child Care        (630 hours) 
 

Family Day Care       (525 hours) 
 
 
CHILD/FAMILY DAY CARE 
PROVIDER 
(990 TOTAL HOURS) 
 

Child Care        (630 hours) 
 

Small Business Management      (360 hours) 
 
 
EARLY CHILDHOOD CARE/GUIDANCE 
(1197 TOTAL HOURS) 
 

Child Care/ Guidance       (630 hours) 
 

Tutor/Mentor Training       (567 hours) 
 
 
CHILD GROWTH/DEVELOPMENT 
(1260 TOTAL HOURS) 
 
Infant Child Care       (630 hours) 
 

Pre-School Age Child Care 
     Development       (630 hours) 
?
?  Prerequisite:  Current TB test is required for all    
    Childcare Classes 
 
 
INDUSTRIAL TECHNOLOGY 
 
ELECTRONIC TECHNOLOGY 
(1375 TOTAL HOURS) 
 
Electronics        (680 hours) 
 

Power Technology       (695 hours) 
 
ARCHITECTURAL DRAFTING 
(1070 TOTAL HOURS) 
 
Computer Aided Drafting      (360 hours) 
 

Cabinetmaking        (350 hours) 

 

Construction        (360 hours) 
 
CAD/DRAFTING 
(1055 TOTAL HOURS) 
 
Computer Aided Drafting      (360 hours) 
 

Power Technology       (695 hours) 
 
TOURISM/TRANSPORTATION TECH 
(1440 TOTAL HOURS) 
 
Travel         (720 hours) 
 

Aviation        (720 hours) 
 
 
CONSTRUCTION/BUILDING TECH 
(1090 TOTAL HOURS) 
 
Graphics        (370 hours) 
 

Computer Aided Drafting      (360 hours) 
 

Construction        (360 hours) 
 
 
AVIATION/AIRPORT MANAGEMENT 
(1080 TOTAL HOURS) 
 

Aviation        (720 hours) 
 

Small Business Management      (360 hours) 
 
 
MARKETING/MERCHANDISING 
 
APPAREL/ ACCESSORIES MARKETING 
(905 TOTAL HOURS) 
 

Apparel/Marketing       (905 hours) 
 
 
MARKETING/MERCHANDISING 
(1050 TOTAL HOURS) 
 
General Merchandise       (525 hours) 
 

Retail Sales        (525 hours) 
 
MARKETING WITHIN TRADE/INDUSTRY 
(1245 TOTAL HOURS) 
 

Travel        720 hours) 
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Retail Sales       525 hours) 
 
FASHION MERCHANDISING 
(1050 TOTAL HOURS) 
 

Retail Sales        (525 hours) 
 

Fashion Careers        (525 
hours) 
 
MARKETING FOR ANIMAL CARE 
(1420 TOTAL HOURS) 
 
Retail Sales        (700 hours) 
 

Animal Occupations       (720 hours) 
 
MEDICAL 
 
MEDICAL OFFICE MANAGEMENT 
(1308 TOTAL HOURS) 
 

Office Technology         (700 hours) 
 

Medical Assisting       (608 hours) 
 
NURSING ASSISTANT 
(1050 TOTAL HOURS) 
 

Hospital/Community Health Services (525 hours) 
 

Nursing Assistant        (525 hours) 
 
?  Prerequisites for Nursing Assistant:  TB skin test/  
chest x-ray; health history/physical, signed criminal 
record statement, math and  English pre-test score 
of 80%.  Must possess valid CNA certification to 
enroll in Home Health Aid/ Acute Care 
 
HOME HEALTH AIDE 
(997 TOTAL HOURS) 
 

Home Health Aide       (  40 hours) 
 

Acute Care        (140 hours) 
 

Medical Terminology       (292 hours) 
 

General Office        (525 hours) 
 
 
SERVICE 
 
JOB SEEKING/ CHANGING SKILLS 
(1134 TOTAL HOURS) 

 
Tutor/ Mentor Training       (567 hours) 
 

Job Coach        (567 hours) 
TRANSITION ASSISTANCE 
(1092 TOTAL HOURS) 
 

Introduction to Technology      (525 hours) 
 

Job Coach        (567 hours) 
 
JOB PLACEMENT ASSISTANCE 
(1092 TOTAL HOURS) 
 

General Merchandise/ Business      (525 hours) 
 

Job Coach        (567 hours) 
 
 
COSMETOLOGY 
(1600 TOTAL HOURS) 
 
Cosmetology        (1600 hours) 
 
 

COURSE DESCRIPTIONS  
 

CERTIFICATE PROGRAMS 

 
ADMINISTRATION OF JUSTICE 
 
LAW ENFORCEMENT/SECURITY:   Students 
are prepared for basic training in the field of law 
enforcement as well as being trained for 
employment as security guards in on-site locations.  
The class is conducted as a law enforcement 
academy involving physical as well as classroom 
training.  Good reading and writing skills are 
recommended for optimum success. 
 
CITIZENS ACADEMY:   Citizens from the local 
community can learn about law enforcement in the 
West Covina area.  Topics covered include evidence 
gathering procedures, gang and narcotics problems, 
relevant community law issues, driving simulator, 
ride-a-longs and a general overview of a law 
enforcement agency. 
EXPLORER ACADEMY:   A sixteen-week 
academy taught on sixteen consecutive Saturdays 
that gives the student fundamental knowledge in law 
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enforcement topics such as criminal law, penal and 
vehicle codes, gang and narcotics problems, 
handcuffing techniques, accident investigation, traffic 
stops, radio communication, and canine training.  
First Aid and CPR training is also included. 
 
PREREQUISITE:   Students enrolling in an 
Administration of Justice of Class may not have any 
major arrest record. 
 
BUSINESS EDUCATION 
 
ACCOUNTING:   The class introduces the 
principles and processes involved in double-entry 
accounting systems including the use of journals, 
ledgers and worksheets, the preparation of income 
statements and balance sheets, banking, petty cash 
and payroll.  Students will use the computer in the 
preparation of ledgers, balance sheets, etc.  Basic 
math skills will be reinforced along with the use of 
percentage interest rates and finance charges. 
 
BUSINESS OFFICE SKILLS (COMMUNITY 
WORKSITE):   General Office training is provided 
for business and financial occupations by assigning 
students to a variety of offices:  legal, insurance, 
administrative and financial locations, banks, savings 
and loans, and credit unions. Successful completion 
of typing, business or computer course is 
recommended.  Appropriate business attire is 
required for community worksites.  Students will be 
provided with the hands-on opportunity to use 
computers when working in law, banking or savings 
and loan offices.  Students will learn how to read 
and design graphs and tables and will also study how  
production and interest rates effect the business 
community. 
 
COMPUTER OPERATIONS/ APPLICATIONS: 
Instruction in computer operations, preventative 
maintenance and such Windows Operating System 
business applications as Microsoft Word, Excel, 
Access and Desktop Publishing are covered. 
 
 

PREREQUISITE:   Students must have a working 
knowledge of the typewriter keyboard. 
COMPUTER OPERATIONS - ADVANCED:  
This class continues to develop principles and 
experience in current business applications such as 

Microsoft Word, Excel, Access and Desktop 
Publishing for Windows.  Students will compose 
business letters, reports, spreadsheets and statistical 
graphs and charts on the computer. 
 

PREREQUISITE:   One semester Computer 
Operations (Beginning) or teacher approval. 
 

GENERAL OFFICE SKILLS: This class builds and 
reinforces all the skills needed for current office 
practices.  Typing, word-processing, data entry, 
business English and math, telephone techniques, 
basic bookkeeping and professional human relations 
skills are included.  Emphasis is placed on correct 
business format.  Basic mathematics as it relates to 
bookkeeping, ordering, billing is covered. 
 

LEGAL OFFICE PROFESSIONS:   Students will 
be trained in the basic principles of legal office and 
courtroom procedures, including legal research and 
analysis; client in-take; legal forms and filing 
procedures; and proper court and law office 
demeanor.  This class offers community worksite 
experience to extend specialty legal office skills.  
Students will prepare letters, legal documents and 
research information reports on the computer.  They 
will learn how to track and compute client billable 
hours, estimate office costs and prepare an office 
budget. 
 

OFFICE TECHNOLOGY:   Students will learn the 
basic computer functions, procedures and work 
involved in an office.  Keyboarding functions, data 
entry and Microsoft Word and Excel for Windows 
training are included.  Students will learn how the 
computer can be employed in doing basic 
mathematical computations.  Emphasis is placed on 
using correct business terminology, spelling and 
grammar. 
 

SMALL BUSINESS MANAGEMENT:  This class 
is designed for persons who someday want to start 
their own business or for those who desire to obtain 
a better understanding of the interrelationship 
existing between financial topics and their overall 
effect on successful business operations.  Study 
areas include cash flow, financial reports, raising of 
capital and its uses, budgets, investments, accounting 
law and economics. 
CHILDCARE 
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CHILD CARE AND GUIDANCE/ INFANT 
CHILD CARE/ PRE-SCHOOL AGE CHILD 
CARE:  Students are trained as assistants in 
infant/toddler programs, preschool, elementary 
schools, and special education programs.  Child 
development/ psychology courses are recommended 
as a prerequisite, but are not required. 
 
FAMILY DAY CARE:   The course has been  
designed to address the needs of adults who are 
providing or plan to provide care services for 
children. Those attending will learn the State 
Department of Social Service rules and regulations 
for the family day care provider, financial 
management, and other obligations that must be 
satisfied. In addition, age appropriate activities 
related to child development will be included. 
 

PREREQUISITE:   A current TB test is required 
for all Childcare Classes. 
 
 
INDUSTRIAL TECHNOLOGY 
 
POWER TECHNOLOGY:   Students in this course 
will learn how technology is being used in a variety 
of career areas.  Students will be introduced to bio-
technology, computer aided drafting, computer 
repair, telecommunications, video production, satellite 
communications, small engine repair, as well as other 
evolving technologies. 
 
 
AVIATION OCCUPATIONS:   Entry level training 
for airport operations.  Areas of study include fixed 
base operations, FAA regulations, airport security, 
airport operations and management.  Competencies 
include communications, personal development, 
career planning and job seeking skills. 
 
 
CABINETMAKING:   Students in this course will 
learn the fundamentals of finished carpentry; design, 
construction, and restoration of furniture.  Instruction 
will include the proper use of woodworking tools and 
the selection of materials appropriate for projects to 
be constructed. 
 
 

CAD MANUFACTURING:   This course 
introduces students to the field of computerized 
drafting, design and manufacturing.  Students work 
with Cartesian coordinates, scaling and perspective 
as well as reinforcing knowledge of decimals, 
fractions and angles.  They also become familiar 
with various components and their specific symbols. 
 
COMMUNICATION TECHNOLOGY  
(Introduction of Flexographic Operations:   This 
course focuses on planning, preparation and 
production of printed pressure sensitive labels.  The 
course will cover the elements that determine the 
final results, including art preparation, plate making 
and mounting, inks, tooling, selection, finishing and 
quality control.  Major emphasis will be placed on 
safety and compliance with environmental 
regulations.  Students will report on new techniques 
in the use of ink, tooling, finishing and quality control 
and their reports will also reflect any impact that 
new processes in the printing industry may have on 
the environment.  Previous Graphic Arts/Printing or 
CAD classes preferred. 
 
 
CONSTRUCTION:   Introduction to the various 
areas of the construction trades including carpentry, 
plumbing, remodeling techniques, electrician, dry-
wall applicator, glazier, tile setting, paper-hanger and 
painter.  Students will become familiar with 
calculating linear and board feet, square feet, cubic 
area and methods of measuring various materials. 
 
 
ELECTRONICS:    This course covers the 
fundamentals of DC circuits.  Ohm’s Law, power 
sources, capacitance, Kirchhoff’s Laws and 
Norton’s and Thevein’s theorems are emphasized 
topics.  The use of algebraic equations will be 
covered in relationship to electronic equations and 
theorems.  Structure of the atom, periodic table of 
elements, etc. will be covered. 
 
 
GRAPHICS    (Introduction to Graphic Arts): 
Students are trained in fundamental graphic arts job 
skills that include copy preparation work, process 
camera operation, photo-off-set duplication and 
screen-printing.  The course also covers various 
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copy preparation techniques, solid line and half-tone 
photography, basic offset press operation, and hand 
cut and photographic screen stencil preparation.  
Students will learn about sizes and weights as 
applied to amounts of supplies needed for specific 
jobs.  Students will become familiar with shutter 
specifications and chemicals used in camera 
operation and various other printing areas. 
 
 
INTRODUCTION TO COMPUTER 
ANIMATION: 
This class presents basic computer-assisted drafting 
and design concepts, CAD system orientation, 
computer input and output devices, and software.  
Students complete practical exercises in 2D CAD.   
 
This course is appropriate for students without 
extensive drafting backgrounds. 
 
 
MACHINE TOOL/CAM:   Students will learn and 
use manual and computer-aided techniques in the 
manufacture of machined parts. 
 
 
PHOTOGRAPHY:   Students will develop skills and 
knowledge in composition and darkroom techniques, 
including technical and aesthetic concerns and 
interrelationships among all visual arts. 
 
MARKETING/ MERCHANDISING 
 
APPAREL MARKETING:   This course trains 
students for jobs in fashion coordination and sales 
and cosmetic merchandising.  Visual techniques, 
fashion show production, and current fashion trends 
are taught.  Students will develop skills in cash 
handling, percentages for mark-up and taxes, interest 
rates and the ordering process.  Measuring, both in 
metric and American Standard, will be covered.  
Proper business English and managerial/ supervisory 
skills are covered. 
 
 
FASHION CAREERS:   Students will apply 
previously acquired fashion and/or cosmetic sales 
and visual display skills to various media in fashion 
sales promotion.  Class offers community worksite 

experience to extend specialty fashion job skills.  
Classroom instruction introduces marketing and 
managerial skills.  Emphasis will be placed on using 
proper business English and terminology.  Basic 
math skills covered include percentages, mark-up, 
interest rates and the ordering process. 
 
PREREQUISITE:   Successful completion of the 
Apparel/Marketing course or teacher approval. 
 
 
FLORICULTURE/ MARKETING:   Training is 
provided in the basic principles of floral design which 
include balance, proportion, color and harmony.  
Students are taught retail preparation of cut flowers 
and how to create basic silk and dried flower 
arrangements.  Qualified students will train at 
community sites. Some projects may require a 
materials fee.  Effective communication skills 
including listening, speaking and writing skills will be 
covered.  Students will become familiar with 
growing cycles, planting techniques for flowers and 
the proper use of fertilizer and its effect on the 
environment. 
 
 
RETAIL MARKETING:   Students are trained for 
employment in retail sales occupations such as 
display clerk, sales clerk, warehouse person. 
Merchandising functions and marketing procedures 
are taught.  Appropriate retail dress code is required.  
Students will develop skills in cash handling, decimals 
and percentages.  Weights and measures are also 
emphasized in this class. 
 
TRAVEL SERVICE OCCUPATIONS:   Students 
are trained for entry level employment in the travel 
industry as airline reservation agents, wholesale or 
retail travel agents, bus tour agents, hotel reservation 
and desk clerks.  Travel is a two-semester course 
with second semester in community worksites.  
Effective communication skills including listening, 
speaking and writing skills will be emphasized.  
Weather, geography, and terrain will be covered. 
 
PET ATTENDANT/ANIMAL OCCUPATIONS 
(VETERINARY SCIENCE):   Care of animals 
(including grooming, care and nutrition in pet shops, 
horse stables, kennels and vet offices) is taught in 
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this course.  Students will also learn marketing and 
merchandising skills.  Some worksites deal with 
reptiles, rodents, rabbits, baby chicks, fish, and birds 
in addition to dogs and cats.  Effective 
communication skills, including listening, speaking 
and writing skills will be covered.  Animal husbandry 
is a main emphasis in this class. 
 
GENERAL MERCHANDISING/ BUSINESS:   
This class focuses on (1) the job keeping and job 
seeking skills important for successful completion of 
a vocational training program for work and (2) actual 
skills as they apply to the merchandising/ 
marketing/business industry. 
 
MEDICAL 
 
ACUTE CARE NURSING COMPONENTS:   
Classroom theory and clinical training in an acute 
care setting are offered.  
 
EMERGENCY MEDICAL TECHNICIAN (EMT):   
Students who are interested in becoming an 
ambulance driver, emergency  medical technician, or 
emergency room technician will have an introduction 
to health team responsibilities as they learn to 
respond to medical emergency calls, evaluate the 
nature of the emergency, and take appropriate 
prompt action to prevent additional injury.  This is a 
one-semester course.  Dress code enforced.  
Current TB test is required. 
 
HOSPITAL/COMMUNITY HEALTH 
SERVICES:   Students are taught skills for entry-
level employment in health and medical occupations.  
Most departments of the hospitals are used as 
training stations.  A current TB test is required. 
 
MEDICAL TERMINOLOGY:   This course covers 
basic medical terminology needed to study anatomy, 
systems and functions of the human body, diseases 
and medical procedures related to nursing. 
 
NURSING ASSISTANT:   This 3½ month course 
allows the student to obtain the necessary theory and 
skills to provide nursing care to patients in any health 
care setting.  Basic nursing principles and practices 
are combined with clinical practice in acute and long 
term facilities.  Some competencies are accredited 

to a Home Health Care Certificate.  Upon 
successful completion of the course, the student can 
take the CA Nurse Assistant Examination for 
Certification. 
 

PREREQUISITES:   TB skin test or chest x-ray; 
health history and physical; signed criminal records 
statement and a math and English pre-test score of 
80% or better.  Must be 18 at class completion. 
 
HOME HEALTH AIDE:   This course is designed 
to prepare students to provide health care services to 
patients who require long term rehabilitation. 
 
PREREQUISITES:  Must be approved Certified 
Nursing Assistant and be at least 18 years of age. 
 
DENTAL ASSISTANT:   Students will be trained in 
basic skills, including those procedures which will 
enable them to take the Registered Dental Assistant 
Test given by the California Board of Dental 
Examiners.  The skills learned will enable students to 
gain entry-level employment in a demand field.  
Uniform and nurse type shoes required. 
 
MEDICAL ASSISTING:   Students are trained in 
medical assistant skills which include writing 
business letters, medical reports, billing and 
collecting, insurance forms, X-rays, clinical lab tests, 
and taking and recording vital signs.  Uniform and 
nurse type shoes required. 
 
SERVICE 
 
JOB COACH:   Adult students are trained to assist 
individuals with disabilities to obtain and maintain 
employment. 
 
PREREQUISITES:   Students must have a high 
school diploma or equivalent and be 18 years of age 
or older. 
 
COSMETOLOGY:   A cosmetologist provides 
beauty services for customers.  Aptitudes essential 
to the cosmetologist are creativity, finger dexterity, 
eye-hand coordination and the ability to relate to 
people.  The 1600 hours of class instruction 
(required for State license) are designed to qualify 
the student for the California State Cosmetology 
Exam.  Students must wear a designated uniform. 


