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Calendar

1974-75 Academic Years
AUTUMN QUARTER, 1974
September 30-December 13

CPP Test*®
Placement Test™
AUGUSE 26 . ottt e e e REGISTRATION ***
September 20 .. .... ... .. . . .. ... Last day to pay fees without penalty
September 30 . . ... e CLASSES BEGIN
Octoberd4 ... ................ Last day for full refund less $10 of fees
Octoberd .. ... ... . e Last day to add a course
October 11 . ... ... .. i, Last day for 50% refund of fees
October 25 .. .. .. it i et Last day for 25% refund of fees
November1 . ................... Petitions to graduate Winter Quarter
due in Registration Office
November8 ........... . . .t Last day to remove incompletes
incurred during Summer Quarter
November 15 . ................... Last day to withdraw from classes
November 28,29 ................. Thanksgiving Holidays™* (no classes)
December 13 . . ... i e e e Graduation
December 13 . ... .. .. i e e QUARTER ENDS
WINTER QUARTER, 1975
January 2-March 14
CPP Test™*
Placement Test*
November 25,1974 . .. ... ... ... ..., REGISTRATION***
December 20,1974 ............... Last day to pay fees without penalty
January 2 .. ... e e e CLASSES BEGIN
January 8 . ... ... o o oL, Last day for full refund less $10 of fees
January 8 . ... e e Last day to add a course
January 15 . ... ... Last day for 50% refund of fees
January 29 . ... ... ... . o e Last day for 25% refund of fees
February 3 .. ................... Petitions to graduate Spring Quarter
due in Registration Office
February 12 .. ... .. ... .. . ... L.ast day to remove incompletes
incurred during Autumn Quarter
February 17 . ... ... ... .. . ... President's Day ™ * (no classes)
February 20 ............. ... ..... Last day to withdraw from classes
March 14 . . .. e e Graduation
March 14 . . . . e e e Quarter ends

*Contact Admissions Office for Dates—614/ 221-6743, Ext. 287
**No Classes
***Date Registration Begins



Calendar

SPRING QUARTER, 1975
March 31-June 13

CPP Test™

Placement Test*

February 24 . .. ... .. . . e e REGISTRATION™***

March21 ... ... ... . i, Last day to pay fees without penalty

March 31 . .. . e e CLASSES BEGIN

Aprild . ... Last day for full refund less $10 of fees

April 4 e e Last day to add a course

April 11 . . . . o e Last day for 50% refund of fees

April 25 . . ... e Last day for 25% refund of fees

May T ... e Petitions to graduate Summer Quarter

due in Registration Office

May O ... e Last day to remove incompletes

incurred during Winter Quarter

May 16 .. ... . ittt et i e e e Last day to withdraw from classes

May 26 .ot e e Memorial Day**(no classes)

June 13 L e e Graduation

June 13 L . e e e e e e Quarter ends
SUMMER QUARTER, 1975

“A” Term: June 30-August b .. .. . ..t e (First Term)

“B” Term: August 7-September 12 . . . .. .............. (Second Term)

“C" Term: June 30-September 12 . . .. ........ ... . ... (Full Term)

FIRST and FULL TERM

CPP Test”

Placement Test™

May 26 ... . e e e e e REGISTRATION***

June20 ... .. ... e e Last day to pay fees without penalty

(A’ and “C’" Terms)

June30 ... ... ... CLASSES BEGIN (A" and “C”’ Terms)

July 4 e Independence Day™* (no classes)

July 7 e Last day for full refund less $10

of fees (““A’" and ’C’" Terms)

JUIlY 7 e e e e e Last day to add a course

(A" and “'C" Terms)

July 14 .. Last day for 50% refund of fees

(A" and "‘/C" Terms)

*Contact Admissions Office for Dates — 614/ 221-6743, Ext. 287

**No Classes

***Date Registration Begins



July 24
July 24
July 25
July 28
August

August

1T ...

7 .....

SECOND and FULL TERM

Calendar

.. ... Lastday for 25% refund of fees

(A" Term only)

... Last day to withdraw from classes

(A" Term only)

. . Last day to pay fees without penalty

(“’B"” Term only)

. .... Lastday for 25% refund of fees

(““C" Term only)

Petitions to graduate Autumn Quarter

due in Registration Office
e "A" Termends

(”C" Term only)

(“B’ Term only)

(“B" Term only)
. «...QGraduation

August7 ................0.-v...... CLASSESBEGIN (“B"” Term)
August8 ......................... Lastday toremoveincomplete
incurred during Spring Quarter
August13 . ............. weue.n.... Lastday for full refund less $10
of fees ("B’ Term only)
August13 . ................cceuveu..... Lastday to add acourse
August18 . .......... s eeeers.. Lastday towithdraw from classes
August 20 ..... i et ee oo, Lastday for 50% refund of fees
August25 .. ..............ccuueuvevuu."... REGISTRATION***
September 1 .. ......... st teiietainens.. Labor Day**(no classes)
September 2 ....................... Lastday for 256% refund of fees
September2 ..................... Lastday to withdraw from classes
September 12 . ... .........
September 12 . ... ........ et e, YB"&"C Terms end
1974 ] 1975
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This college BULLETIN is designed to give the reader factual information
about Columbus Tech’s facilities and activities. It is also intended to be less
formal and more personal. By being both factual and informal, it is hoped that
you get a better description of what Columbus Tech is all about.

i s R [ -




To become a prepared person is the most important resource of Columbus
Tech.

- a
The personnel and student body maintains that there must exist the highest

quality of relationship and frierdship in order to provide an atmosphere where
each person can live and learn as he or she wishes.




Columbus Tech is a two-year technical college that is quite diversified. There
are people of different races, of different creed, of different ages, with different
backgrounds, preparing themselves for different career opportunities. But most
important, there is a place for you.




Facts
about

Columbus Tech



Facts
about
Columbus Tech

COLUMBUS TECH is a state-assisted, two-year technical college, reporting to
the Ohio Board of Regents. Its programs also are approved by the Ohio Depart-
ment of Health, Education, and Welfare, the Ohio Department of Education,
and many industries and businesses in Columbus and Central Ohio. Columbus
Tech’s programs also are approved for Veteran’s training and for vocational
rehabilitation.

Columbus Tech is fully accredited by the North Central Association of Col-
leges and Secondary Schools. The college is a member of the American Technical
Education Association and Ohio College Association and an Institutional Mem-
ber of The American Association of Junior Colleges.

A Board of Trustees directs the college’s operation. Two members are ap-
pointed by the Governor of Ohio and five members are appointed by the
Columbus Board of Education. Each technology is guided by an advisory com-
mittee consisting of engineers, technicians, or managers from related professional
areas.

Columbus Tech was founded to provide an understanding of the fundamental
principles of the sciences, engineering, business, health and public services; to
provide development of the techniques and skills necessary for the application of
those principles; to provide solutions to scientific, technological, and business
problems; to provide an appreciation of the American technical heritage and an
understanding of its relationship to the present so that the graduate may func-
tion effectively as a productive citizen.

Students come from different countries of the world, but the greatest concen-
tration of students is from Franklin County. They account for 80 percent of the
total enrollment and represent 33 schools in the county.

Most students come directly from high school; others are veterans or people
who have worked for several years and are now returning to school to prepare
for a better paying position. The students commute, and the college has no plans
for dormitories.

Columbus Tech was founded in the basement of Central High School in 1963.
Columbus Tech was established by the Columbus Board of Education in re-
sponse to the needs of industry in Central Ohio for adequately trained tech-
nicians. Two years later Columbus Tech had outgrown its first home.



Facts about Columbus Tech

The school moved to its present campus on Spring Street to meet the needs
of increased enrollment and an expanded selection of programs. The school took
over the old Aquinas school and converted it to meet the needs of Columbus
Tech.

In 1966 a Board of Trustees was appointed by State Legislation. A year later
the school gained academic status under higher education when it came under
the jurisdiction of the Ohio Board of Regents and became chartered as The
Columbus Technical Institute.

Ground was broken the following year for Columbus Tech’s first building
program. The plan called for three buildings at a cost of three million dollars.
Eight more technologies were added to the curriculum, and during the Spring
Quarter evening classes were offered.

The year 1969 saw the completion and dedication of the administration
building, the aviation building, and the laboratory building. Columbus Tech’s
new address became 550 East Spring Street.

Enroliment reached 2000 for the school year 1971—-72 as 30 techologies were
offered. For the school year 1972—73, student enrollment at Columbus Tech for
both credit and non-credit students surpassed the 2500 mark. Ground was
broken in January of 1972 for the Educational Resources Building, which was
occupied in June of 1973. In the summer of 1973, ground was broken for the
Heaith and Academic Building, which will be completed in the early part of
1975.

Realizing the need for an institute of its nature in the Central Ohio area,
Columbus Tech announced a ten-year building program. The campus, as it is
known now, will be a small part of the projected 35-acre campus with 22
buildings and an enrollment of 8000 to 10,000 students.

Ground will soon be broken for such buildings as a Campus Activities Center
with a main auditorium and common lecture halls. The campus eventually will
be bounded by 1-71 on the north and east, by Spring Street on the south, and by
Cleveland Avenue on the west. The distance can easily be covered in a six-minute
walk. The campus will be unique because it will have no front or back.

Columbus Tech is still in the beginning stages of development, and the future
of the two-year technical college is unlimited.




There is a great need for educational opportunities that prepare the individual
student for initial employment or provides further development within existent
employment, in many fields of professional support or related activities. Colum-
bus Tech has accepted the challenge of providing these opportunities and has
graduated many qualified technicians during the past 10 years.

Our highly qualified counseling, teaching and professional staff are dedicated
to maintaining high professional standards and to keeping our programs func-
tional and relevant.

We welcome you to Columbus Tech and sincerely desire to serve you in
helping you achieve your educational objectives.

Wa&aw

C.H. Schauer
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Admissions and
Registration
Procedures

Requirements for Admission

A prospective student to the Columbus Technical Institute should be a high
school graduate or demonstrate appropriate evidence of high school graduation
equivalency. In addition, certain high school courses are REQuired or RECom-
mended for applicants in each technology as listed on the charts below. Prospec-
tive students lacking required courses are encouraged to enroll in the Pre-Tech
Program. (See page 8 for details.)

REQUIRED AND RECOMMENDED HIGH SCHOOL COURSES

gy ot Begre, | Engis [Alobra | Powe Tl T fechania chamisy | physics | sinony
Animal Health REC REQ REC REC
Architecture REC REQ REC )
Aviation Administration REC
Aviation Maintenance REC REQ REC REC
Civil Engineering REC REQ REC REC REQ REC
Community Services REC
Dental Laboratory REC REQ REC REC REC
Electronic Engineering REC REQ REC REC REC
Fire Science REC REQ
Industrial REC REQ REQ REC
Law Enforcement REC REC
Mechanical Engineering REC REQ REQ REC
Medical Laboratory REC REQ REC REQ
Mental Health and Retardation| REC REC REC
Nursing REC REC REC REQ
Respiratory Therapy REC REC REC REC
Technology for the Degree English | Algebra| Plane |Algebra|Chemistry| Book- |Distributive | Typing | Short-
Associate in Applied Business 12 1 Geometry| 11 keeping | Education hand
Accounting REC REC REC
Business Data Processing REC REQ REC REC
Consumer Finance Mid-Management REC REC REC REC
Food Service Mid-Management REC REC REC
General Business Management
Graphic Communication Management| REC REC REC
Retail Mid-Management REC REC REC
Sales Marketing REC REC REC REC
Secretarial Science REC REC REC REC
Wholesale Mid-Management REC REC REC REC




Admissions and Registration Procedures

Test of General Educational Development

Applicants who are not high school graduates may demonstrate evidence of
high school equivalency by submitting a score report of the Test of General
Educational Development (GED). Information concerning the GED is available
from the State Department of Education, Division of Guidance and Testing, 751
Northwest Blvd., Columbus, Ohio 43212. Phone 614/ 469-4590.

Admissions Procedures

Each prospective student to the Institute is responsible for the following:

A. Application for Admission
Complete and return the formal application for admission. A non-refund-
able matriculation fee of $35 ($85 for foreign students) must accompany
the application. (Application form included in the back of this bulletin.)

B. High School Transcript
Fill in the High School Transcript Request form and submit it to the high
school counselor or the high school administrative office. The Request
form and the transcript should be returned to the Columbus Technical
Institute Admissions Office by the high school sometime before the end of
the first quarter of attendance. (High School Transcript Request form
included in the back of this bulletin.)

C. College Transcript
An official college transcript is requested of applicants who have attended
other colieges or universities and are requesting transfer credit.

D. Placement Tests
Communication Skills placement tests are prerequisites of all new students
not having college transfer credit for composition. Math tests are pre-
requisites for placement in math courses for Business Data Processing,
Nursing and all Engineering Technologies with the exception of Aviation
Administration. Information concerning these tests will be mailed upon
receipt of the application for admission.

E. Interviews
Pre-acceptance Interviews with Department Chairmen are recommended
for all applicants. Interviews are required of all applicants for Health Tech-
nologies. These technologies are Animal Health, Dental Laboratory,
Medical Laboratory, Mental Health and Menta!l Retardation, Nursing, and
Respiratory Therapy.

F. Health Statement
Each student applying for a Health Division Technology, with the excep-
tion of Dental Laboratory, must submit a statement of health from his
physician before attending classes. A health statement form will be mailed
after receipt of the application for admission.

Career Planning Program Test (CPP) (Optional)
The Career Planning Program Test (CPP) is at the student’s option. Testing

dates are scheduled for various times by the Admissions Office. A fee of $5.00 is
charged the student at the time of testing, and registration information can be
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obtained from the Admissions Office 614/ 221-6743 ext. 286. American College
Test (ACT) scores are accepted in lieu of the CPP; however, neither CPP nor
ACT scores are required for admission.

Proficiency Testing

Proficiency tests are available in many departments. If experience or special
course work qualifies a student in a particular course for which transfer credit (K
credit) cannot be given, application may be made to the Department Chairman
of the subject department to take a proficiency examination. Successful com-
pletion of the test will allow examination credit (X credit) to be given for the
course. A fee of $10 is charged for each proficiency test.

Admission by Transfer

Any student from any other institution of higher education may apply for
admission to the Columbus Technical Institute. The student must follow the
application procedures outlined above. In addition, he must submit an official
transcript from the previous school. Official evaluation for transfer credit is
made when the transfer student files a completed Request for Transfer Credit
form with the Admissions Office. Forms are available by contacting Student
Services, 221-6743, ext. 200.

Transient Student Admission

A student desiring to take course work at Columbus Technical Institute for
the sole purpose of transferring the credit to the school they are attending shall
make application as a transient student. The applicant shall be in good standing
at his parent institution. A Transient Student application must be requested
from the Registration Officer each quarter the student plans to be in attendance.
The completed form must be accompanied by a $10 application fee at the time
it is submitted. {See Fee Section for Transient Student Fees)

Re-Admission

A student whose course work at the Columbus Technical Institute has been
interrupted should write to the Registration Office at least two weeks prior to the
beginning of the quarter for which re-admission is desired. He should file trans-
cripts of any college work taken after separation from the Institute; and, if
applicable, a petition for re-admission.

Pre-Tech Program

A Pre-Tech program is designed for entering students who do not meet the
pre-tech requirements for their technologies. The program includes courses in
mathematics, physics, chemistry, English grammar, biological and physical
sciences, slide rule, reading, and drafting. To enroll in Pre-Tech courses, follow
the same admissions and registration procedures as outlined above.

Scheduling

Scheduling will be done at a time designated by the Registration Officer. A
few weeks prior to the start of each quarter students will be mailed scheduling
materials and instructions. Technology Chairmen will be available during sched-
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uling periods to assist students with scheduling problems. All changes in sched-
ules after registration will be processed by the Registration Office in Student
Services. Course additions or section changes after the first day of classes each
quarter will be permitted only with the instructor’s permission.

Change of Address

Changes of address must be reported to the Registration Officer at once. Each
student is responsible for complying with any official communication sent to
him at the last address reported to the Registration Officer. Forms for reporting
an address change are available in Student Services.

Financial Aid

Financial assistance is provided based primarily on documented financial
need, rather than scholarship considerations. A student may qualify for more
than one of the programs listed below. Therefore, applications should be made

for as many programs as possible.
Programs availabie at Columbus Technical Institute: (See Shaking The Money

Tree at Columbus Tech.)

National Direct Student Loan (NDSL)

The student must be a citizen or a permanent resident of the United States
and be enrolled in at least six (6) credit hours per quarter. |f the student is a
minor {(under 18 years of age), a parent or guardian must act as a co-signer for
the loan.

Supplemental Educational Opportunity Grant (SEOG)

The program is designed to assist a student whose family lacks the financial
means for the student to enter or remain at Columbus Tech without financial
assistance.

College Work-Study Program (CWSP)

CWSP is a program for a student of low or moderate means and is designed to
supplement the student’s resources. Wages begin at $2.00 per hour or the legal
minimum wage whichever is higher.

Nursing Student Loans (NSL)

These loans are available to full-time nursing students that have demonstrated
financial need. Uner certain conditions the loan can be canceled up to 85% after
graduation.

Nursing Student Scholarship (NSS)
Nursing Scholarships are granted to students with exceptional financial need
who would require this to attend a full or half-time nursing program.

Application
All applicants for any of the above programs must submit:

1. Parent’s Confidential Statement (PCS) or Student’s Financial Statement
(SFS) (available from high school counselors or the Financial Aid Office.)
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2. Columbus Technical Institute Application for Financial Assistance (en-
closed in the back of this bulletin.) If you meet the conditions stated on
the back of the Application for Financial Assistance, you are an /ndepend-
ent Student. An Independent Student must file a Student’s Financial
Statement. In addition, the Independent Student must have the Statement
of Financial Independence notarized prior to returning the Application to
Columbus Tech.

Ohio Instructional Grant

Application is made directly to the Ohio Board of Regents, 35 East Gay
Street, Columbus, Ohio 43215. Forms are available from high school counselors
and the Financial Aid Office. All students who apply for other forms of financial
assistance are expected to apply for the OIG.

Basic Educational Opportunity Grants (BEOG) (Basic Grants)

The Basic Grant is an entitlement grant funded by the Federal Government.
Information concerning this grant can be obtained from a high school counselor
or by contacting the Financial Aid Office.

Guaranteed Loan Program (GLP or FISL)

Through this program students may borrow from their own local bank or
credit union. Contact your bank, credit union or the Financial Aid Office for
further details.

Scholarships

Columbus Tech administers a number of scholarships provided by business
firms, professional groups and civic organizations. Information may be obtained
from the Financial Aid Officer. Firms and organizations currently providing
scholarships at Columbus Tech are listed below:

American Business Women
Columbus Technical Institute Faculty Wives Club
Data Processing Management Association
Dispatch Charities
Executive Secretaries Scholarship Fund
Food Service Executive Association
Independent Insurance Agents Association of Columbus
Mercator Club
National Secretaries Association
Neighborhood House
Northeastern Kiwanis
Ohio Central Credit Union
Suburban Sertoma
Women in Construction
Wallace Murray Education and Welfare Fund
Students are urged to investigate possible sources of funds in their home
communities. High school counselors often have information about scholarships
offered by local civic groups, businesses, industry and other local agencies.



Fees



Fees

Estimate of Quarterly Academic Expenses (Resident Students)
Credit Hours 1-4 b-9 10 or more

Instructional Fee $47.50 $95.00 $190.00

General Fee 6.75 13.50 27.00

Laboratory Fee (Varies) . 3.00 5.00 7.00

Books and Supplies (Varies) 10.00 20.00 40.00

$67.25 $133.50 $264.00

Other Fees

Matriculation $35.00 (Foreign Students $85.00) Non-Refundable

Non-Resident 10.00 (Institute District) Quarterly

Out-of-State 250.00 Quarterly

Student Insurance 27.00 Yearly (Optional)

Parking 15.00 Yearly (Optional)

Matriculation Fee

A $35 (Foreign Students $85) non-refundable matriculation fee is charged at
the time the application for admission is submitted for consideration. The
matriculation fee covers the initial registration costs and confirms the student’s
intent to enroll. Applications will be held for 18 months; after that time, if
registration has not been completed, they will be destroyed. If, at a later time,
the prospective student wishes to enroll, he must submit another application and
$35 matriculation fee.

Instructional Fee
The Instructional Fee shall be charged according to the number of credit
hours taken per quarter, shown in the chart above.

General Fee

A general fee of $27 shall be charged each quarter to cover expenses incurred
by the Institute in its admissions, registration, counseling, placement, graduation
exercises, health services, and student activities; the fee will be prorated for
part-time students as shown in chart above.
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Lab Fees
Lab fees, varying with each laboratory course, are charged to cover the cost
of consumable materials used by the student.

Resident, Non-Resident, and Out-of-State Status

The boundary of the Columbus Technical Institute District is identical to the
boundary of the Columbus Public School District. A Resident student is defined
as one whose legal residence has been within this area for the 12 month period
prior to enroliment. A Non-Resident student is defined as one whose legal resi-
dence is within the state of Ohio but not within the boundaries of the Columbus
Technical Institute District. A nominal fee of $10 per quarter, prorated for
part-time students, is added to the regular fees of this student. A Non-Resident
student may become a District Resident by meeting the following criteria:

1. Reside within the Columbus Technical Institute District for twelve
months.

2. Vote only with the district.

3. Be free of parental financial support.

4. Not be claimed by parents or legal guardian as a dependent for federal
income tax purposes for the past tax period.

The Out-of-State student shall be charged $250 per quarter in addition to his
regular fees. In determing whether or not an enrolled student is an Ohio resident,
the Institute shall make a determination of fact in accordance with these stan-
dards.

A dependent student shall be considered to be a resident of Ohio if his or her
parents or legal guardian have resided in Ohio for 12 consecutive months or
more immediately preceding enrollment, or if his or her parents reside in
Ohio at the time of enrollment and at least one of his parents is gainfully
employed on a full-time basis in Ohio.

A student shall be considered to be an Ohio resident regardless of the place of
residence of the parents or guardian at the time of enrollment if the student
resides in Ohio and has resided in the state for 12 consecutive months or
more immediately preceding enroliment and if the student presents satisfac- -
tory evidence that the parents or legal guardian have not contributed to his or
her support during the preceding 12 months and do not claim him or her as a
dependent for federal government income tax purposes.

A student shall be considered to be an Ohio resident regardless of the place of
residence of the parents or legal guardian at the time of enrollment if the
student is gainfully employed on a full-time basis and resides in Ohio, and is
pursuing a part-time program of instruction and if there is reason to believe
that the student did not enter Ohio primarily for the purpose of enrolling in
an Ohio institution of higher education.

The residency status of a married student shall be determined without regard
to the residency of the student’s spouse.
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A person in military service or the dependent of a person in military service
shall be considered to be a resident of Ohio during the period of time when
the person is on active duty status in Ghio and has established a residence in
Ohio.

A person who enters upon active duty status in the military service as a
resident of Ohio, and the dependent children of such a person, shall be
considered to be residents of Ohio if they provide proof of continued domi-
cile in Ohio and of continued eligibility to vote in Ohio.

A student classified as a residert of Ohio whose parents or legal guardian
move their residence to another state shall be considered to be a resident of
Ohio until completion of the degree program in which the student is cur-
rently enrolled.

A student who at the time of enrollment enters the State of Ohio from
another state for the primary purpose of enrolling in an Ohio institution of
higher education shall be considered to be an Qut-of-State student, and shall
continue to be so considered during the period of continuous enroliment as a
full-time student in an Ohio institution of higher education.

An alien student admitted to the United States on a student visa or other
temporary visa shall be considered to be an Out-of-State student. An alien
holding an immigrant visa may establish Ohio residency in the same manner
as a citizen of the United States.

A student classified as Out-of-State may appeal the classification to an
appropriate officer or administrative panel duly constituted by an institution
of higher education and may be reclassified as a resident of Ohio if:

the dependent student presents conclusive evidence that his or her parents
or legal guardian have established a residence in Ohio and at least one of
the parents is gainfully employed on a full-time basis in Ohio;

the student, in addition to demonstrating financial independence from
parents, presents clear and convincing evidence of exceptional circum-
stances justifying a change in classification because of having established a
separate residence in Ohio for 12 months or more preceding the request
for reclassification and because of having made a definite commitment to
enter into gainful empioyment in Ohio upon completion of a degree pro-
gram within the ensuing 12 months.

Fee Payment
At the time of scheduling, the student will be presented with a fee payment
instruction sheet indicating his total fees due. Complete directions for fee pay-

ment by mail or in person and all deadlines for fee payment will be included in
this instruction sheet.

Late Payment of Fees

Any student failing to pay fees before the established deadline shall be
charged an additional $10 late fee. Fees will not be accepted after the 10th class
day.
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Student Insurance

Columbus Tech offers low cost group accident and sickness insurance. All
full-time students are eligible for, and included in, the plan unless coverage has
been specifically waived. Insurance protection become effective on September
15, 1974, and continues to September 15, 1975. Coverage is world-wide, 24
hours a day — at home, at school, or while traveling, including all vacations such
as Christmas, Easter, and summer. The fee is $27.00 for the entire 12 month
period. If the student leaves Columbus Technical Institute for any reason other
than entrance into military service, his insurance remains in force for the entire
policy term. For married students, the cost is $26.00 to cover spouse; and
$38.50 to cover spouse and children. The plan covers hospital bills, nurses’,
physiciarﬁ’ and surgeons’ fees, laboratory costs, x-rays and medicines, up to
$1,000 for each accident. In addition, it provides protection for the expenses of
the more costly illnesses requiring hospital care, surgical treatment, or physi-
cians’ services. The plan is broad in scope with few limitations. Insurance cover-
age may only be purchased prior to the student’s first quarter of enrollment and
on each anniversary thereafter. It is available to new and re-activated students
prior to Autumn, Winter and Spring Quarters. For more details, request a Stu-
dent Insurance Program brochure from the Business Office.

Parking Fees

Students driving automobiles are required to register their vehicles and pay a
$15 parking fee. The auto registration fee is good for one academic year. There
are reduced rates for students registering their autos after the Autumn Quarter,
and temporary permits are available to special students. A $5.00 fee is charged
for motorcycles.
Proficiency Examination Fee

A $10 fee per course is charged for each proficiency examination given.

Transient Student Fees

The transient student shall be charged only a $10 fee at the time of applica-
tion. The regular instructional, general, lab, and residency fees shall be charged
for courses taken during the quarter. Cumulative records are not kept on file for
transient students.

Duplicate Fee Card

A fee of one dollar ($1.00) is charged for replacement of lost or mutilated fee
cards.

Transcripts
A charge of one dollar {$1.00) is made for each official copy of a student’s
transcript. Graduates receive one official copy of their transcript without charge.

Refunds

Application, proficiency testing, and registration fees are returned only when
a program is cancelled or closed and the student does not elect to enroll in
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another program. The instructional and general fees are refundable in accordance
with the following schedule:

First through fifth day of classes — full fees less $10
Sixth through tenth day of classes — 50 percent
Eleventh through twentieth day of classes — 25 percent
Twenty-first day to the end of the quarter — no refund

Laboratory and parking fees are refundable on a prorated basis. The amount
of refund will be determined by prorating the full fee on the same basis as
instructional and general fees.
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Grade Reports

Grades are reported at the end of each quarter on an updated transcript form,
The Registrar will hold the grades of any student who has not cleared all finan-
cial obligations to the I[nstitute.

Transcripts
Additional copies of the grade transcript will be provided for a one dollar
($1.00) fee per copy.

Grade System

At the close of the quarter and upon the completion of a course, the in-
structor reports a letter grade indicating the quality of a student’s work. Points
for each quarter hour of credit earned are assigned according to the following
system:

Quality Grade Points
Excellent A 4
Good B 3
Average C 2
Poor D 1
Failing E 0
Satisfactory S 0
Unsatisfactory U 0
Incomplete | 0
Transfer Credit K 0
Examination X 0
Audit R 0
Progress P 0
Non-Traditional N 0

INCOMPLETE — When circumstances beyond the control of a student or an
instructor prevent the completion of course requirements during a quarter, an |
(Incomplete) is recorded until the final grade is established. The Incomplete is
indicated only when the student has arranged with the instructor the specific
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procedures for fulfilling the requirements. The work must be completed within
six weeks after the beginning of the next quarter. Otherwise, a grade of E is
recorded.

Transfer Credit

To receive credit for a course taken at another institution, a student must
submit a petition requesting such credit to the Admissions Office. The petition
must be presented before the beginning of the quarter in which the course is
required. All petitions must be accompanied by a valid transcript showing a
minimum grade of C and an official description of the course or courses for
which transfer credit is desired.

Proficiency Examination

A student may, upon approval of a petition by the Department Chairman, be
permitted to take a proficiency examination for credit. Permission is given only
in exceptional cases when it is evident that previous experience or study war-
rants such privilege. A $10 fee shall be charged for each proficiency examination
given.

Auditing a Course

An auditor is one who registers for informational instruction only but with
the understanding that no credit may be earned or later claimed for the course
audited. The course may be taken at a later date for credit; however, proficiency
credit will not be given for a course that has been audited. The specific involve-
ment in class shall be determined by the instructor. Any student wishing to
enroll for a course on an audit basis shall be required to register for the course in
the normal manner and pay regular fees. The instructor will record a grade of R
on his grade sheet.

Withdrawal

From the first through the thirty-fifth class day of a quarter, a student may
withdraw from a class or the Institute by completing the official withdrawal
form in the Registration Office. (See the Fees section for the refund policy.)
Withdrawal after the thirty-fifth class day of the quarter is not permitted. (Check
the school calendar in the front of this bulletin for exact dates for each quarter.)
If a student ceases to attend a course or courses without following the above
procedure, a grade of “/E”’ is recorded for each of those courses.

Grade Point Average

The basis for determining scholastic standing is the Grade Point Average.
Obtain the Grade Point Average by first multiplying credit hours for each course
by points earned for each course according to the chart above (credits X points =
grade points) Then divide the total Grade Points by the total credits attempted
{total grade points + total credits = Grade Point Average.)
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EXAMPLE

Credit Grade

Hours Grade-Points Points
Comm Skills 3 X (B=3) = 9
Basic Physics 3 X (B=3) = 9
Psychology 3 X (C=2) = 6
Hemetology | 5 X (A=4) = 20
Medical Tech Il 2 X (B=3) = 6
Total Credits Attempted 16 50

Grade Point Average=50 ~ 16 = 3.125

Academic Standing

Each student’s record is reviewed at the close of each quarter. If a student’s
cumulative record shows a Grade-Point Deficiency, he is subject to being placed
on probation or dismissed from school. The grade point ratio is obtained by
dividing the total number of grade points earned by the total hours attempted.
The entire record, including each grade in each course attempted, is used to
determine academic status. The extent to which a student’s record is below a
Grade Point Average of 2.0 (C) determines whether he will be dismissed, placed
on probation or continued on probation. His deficiency is determined by multi-
plying the total number of credit hours attempted by two and subtracting from
this all points earned. For example, if a student has attempted 40 credit hours
and has earned 65 points, his deficiency is 15; 40 times 2.0 (the overall point-
hour ratio required for graduation) equals 80; 80 minus 65 points earned equals
a deficiency of 15 grade points.

Honors List
The Honors List of students earning a grade point average of 3.50 or above is

published quarterly by the Technigram. Students completing their programs
with a cumulative point average of 3.50 or higher graduate With Honors.

Academic Warning
WARNING is printed on a student’s transcript when his technical (TECH) or

non-technicial (NON-TECH) cumulative average drops below the minimum re-
quired for graduation.

Academic Probation

The academic standing of a first-year student is considered unsatisfactory and
he is placed on Academic Probation when his cumulative record shows a grade-
point deficiency from a C (2.0) average of more than 15 grade points. The
academic standing of a second-year student is considered unsatisfactory and he is
placed on academic probation when his cumulative record shows a grade-point
deficiency from a 2.0 average of more than 10 grade points.

" Academic Dismissal

A first-year student is dismissed from the Institute when his deficiency from a
2.0 average is greater than 25 grade-points. A second-year student is dismissed



Grading and Academic Program

from school when his deficiency from a 2.0 average is greater than 18 grade-
points. .
Petition to be Reinstated

A student dismissed because of low academic standing, may petition for
reinstatement. The petition (available through the Student Services Office) must
be submitted to the Registration Officer before the student begins his next
quarter of enroliment. Evaluation of the petition shall be made by a counselor
and the student’s technology chairman.

Warning Notices »

During the first quarter in school, a student doing unsatisfactory work in a
course receives a mid-quarter warning notice from the instructor, who discusses
the matter with the student. This procedure is followed only during the stu-
dent’s first quarter of full-time attendance.

Failed Courses

A student failing a course required by his technology for graduation must
repeat that course and receive a passing grade in order to satisfactorily meet
graduation requirements. the “'E” received shall be removed from point hour
computation and replaced with the passing grade. The ’E"’ grade, however, shall
be maintained as a part of the student’s permanent record.

Repeating Courses

A student may, with Department Chairman approval, repeat a course for
which he has received a passing grade. Only the repeated course grade received
will be used to compute the overall Grade Point Average. However, both grades
shall remain a part of the student’s permanent record.

Second-Year Status

A student shall be considered second-year after he has satisfactorily com-
pleted 48 credit hours of course work.

Change of Technology

Students transferring from one technology to another shall not be required to
carry the technical grade point average of the previous technical courses as a part
of the technical grade point average of the new program. However, the point
average of the previous program shall remain as part of the student’s permanent
record. Only those courses that are requirements of the student’s new tech-
nology will be considered when figuring the grade point average and graduation
requirements.

Graduation Requirements

To graduate, a student must have credit in all required courses, earning at
least a 2.25 grade point average in the technical courses in his program and a 2.0
in all other required courses. Upon graduation, the student is awarded the
Degree Associate in Applied Business or Associate in Applied Science. (See
General Information section for graduation petition procedures.}
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School Day

Full-time students spend approximately thirty hours per week in the class-
room and laboratory with each class period 50 minutes in length. Classes are
scheduled between the hours of 8:00 a.m. and 10:00 p.m. weekdays, and from
9:00 until noon on Saturdays.

Faculty Office Hours

Faculty of the Institute maintain posted office hours which permits them to
confer with students. It is the responsibility of each student to consult instruc-
tors when the need arises and to complete work missed while absent.

Student Citizenship

The general policy of the Columbus Technical Institute favors as few rules
and regulations as are necessary to be consistent with its educational purposes.
Students are expected to act as responsible adults at all times. This expectation
includes the honest performance of all work, regular class attendance, proper
respect for others, prompt payment of debts, observance of law, and respect for
property.

Class Attendance

Students are expected to attend all classes. If a student has excessive unex-
cused absences during the quarter, and has not officially withdrawn, he will
receive an “E” in that course. {See Grading and Academic Policies section for
withdrawal procedures.) Additional attendance policies may be defined by each
technology chairman, department head, or instructor.

Disciplinary Action

Any student violating Columbus Technical Institute policies may be placed
on disciplinary probation or dismissed. Disorderly, dishonest, and/or immoral
conduct are grounds for probation or immediate dismissal. In technologies that
include internship employment, good standing with the cooperating employer is
expected and is essential to continuation in the programs.
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Library

The Columbus Tech Educational Resources Center contains books and
periodicals supplementary to all courses offered at the Institute. The ERC is
open Monday through Thursday from 8:00 a.m. to 9:30 p.m. and on Friday
from 8:00 a.m. until 4:30 p.m. Saturday 10:00 a.m. until 2:00 p.m.

Bookstore

All books and supplies for classroom and laboratory use are available at the
“’Bookshelf”’, the Columbus Technical Institute bookstore, located on the
ground floor of Aquinas Hall.

Lounges and Snack Bar

Eating facilites located in the Administration Building student lounge provide
short-order grill and coin-operated food machine menus. Beverages are available
from machines in the Aquinas Hall student lounge.

Student Activities

Extracurricular activities for students are developed and organized by the
Student Activities Committee. A varied schedule of activities and programs are
sponsored each quarter throughout the year. These include theatre productions,
movie programs, speakers and seminars, student trips, May Day activities,
student parties, ticket sales for concerts and local events, exhibitions, special
programs, and holiday events. Clubs, groups, and organizations may be started as
interest warrants.

Intramural Sports Program

The Intramural Sports Program is an integral part of campus life. Intramurals
provide opportunities for individuals to enjoy participation in their favorite
sports against fair and equal competition. Both team and individual sports are
offered to meet the interests and needs of all students, faculty and staff in their
pursuit of leisure-time recreational opportunities. Intramural Sports include:

Air Hockey Golf
Archery Pool
Basketball Softball
Bowling Table Tennis
Chess Tennis
Football Volleyball
Foosball

All activities, dates, times, facilities and tournament brackets are announced at
the beginning of each quarter.

Technigram

The Technigram, the official newspaper for the college, is a monthly publica-
tion written by students and printed in the Graphic Communications Manage-
ment Technology. It presents items of interest including news articles, special
events, editorials, human interest stories, and policy and fee changes. Once infor-
mation has been printed in the Technigram, knowledge of its content becomes
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the responsibility of each student. Student participation on the Technigram staff
is encouraged.

Campus Quickies

A weekly student announcement sheet, ‘’Campus Quickies,” is distributed on
campus at the beginning of each week. It is a potpourri of current and coming
events, campus information, and group and organization announcements.

Evening Classes

Evening classes are available at the Institute. Courses offered are chosen from
the day program and carry the same credit toward the Associate Degree. En-
trance requirements, fees, and grading policies are the same for the day program.
In addition to degree courses, many non-credit courses are offered in the even-
ing. For information concerning evening courses call the Continuing Education
Division Office 614/ 221-6743, etc. 244.

Graduation Procedures

Each student should file his “’Petition to Graduate” during the quarter prior
to the one in which he plans to graduate with the Registration Officer in Student
Services. The Registration Officer will then evaluate all course work completed,
cumulative grade point hour averages and courses registered for during the cur-
rent quarter, to determine eligibility for graduation. The student will then be
notified of his eligibility pending final grades. Formal graduation ceremonies are
held each quarter in which there are enough graduates to warrant it. Caps and
gowns, furnished by the college, are standard attire for this ceremony. Informal
graduation ceremonies are held for all other quarters. All certified graduates are
expected to be present at the ceremony.

Admissions Office

The Admissions Office is open Monday through Friday, 8:00 a.m. to 4:30
p.m. except holidays. An appointment may be scheduled or admissions ques-
tions answered by calling 614/ 221-6743 ext. 286.

Counselors

The counselor endeavors to help students determine the educational and
vocational goals consistent with their aptitudes and interests. Assistance is avail-
able to students with personal, academic, or financial problems. Counselors are
available to students Monday through Friday, 8:00 a.m. to 4:30 p.m. except
holidays. An appointment to speak with a counselor may be made by calling
614/ 221-6743, etc. 200. Continuing Education counselors are available Monday
through Friday, 8:00 a.m. to 9:00 p.m. and on Friday from 8:00 a.m. until 6:00
p.m.

Veterans

Students with V.A. entitlement may be certified to receive Veteran’s benefits
by registering with Columbus Tech’s V.A. Coordinator in Student Services. The
following are benefits received for full-time {12 credit hours) attendance:

1) Single Veterans . ... ........ouiiinn .. $220 per month
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2) Married Veterans . . ... .. .. .. nnneeenn $261 per month
3) Married Veterans with onedependent . ........... $298 per month
4) and for each additional dependent . ............. $ 18 per month

Benefits for three-quarter time (9, 10 and 11 credit hours) are 75% of full-time,
and half-time benefits (6, 7 and 8 credit hours) are 50% of full-time. Students
enrolling on a less than half-time basis are reimbursed for tuition and fees only.
In order to avoid delays and receive benefits promptly upon enrollment, an
eligible student should advise the V.A. Coordinator of his wish to receive AD-
VANCE PAYMENT approximately three months before the quarter begins.
Other Veterans’ groups are similarly entitled to the benefits outlined above, such
as children of veterans, vocational rehabilitation veterans, servicemen, widows
and war orphans.

Social Security

Columbus Tech accepts students under the Social Security Program as well as
any other legitimate program covered by any state or federal government
agency.
Health Services

The Institute provides a clinic, and a full-time Registered Nurse is on campus

during the school day to advise students on health problems and to provide
emergency care if necessary.

Housing

Housing for Columbus Tech students can be arranged through the Apartment
Locator Service of Business Centers, Inc., Gallery of Homes. Apartment Locator
Service will aid students in finding apartments and rooms in most areas of
Columbus. The locator service is provided for Columbus Tech students without
charge. For apartment or room locator information, call 486-4321 or 486-9693.
The area code for Columbus is 614. The cost of housing will run between $50
and slightly over $100 per month for furnished rooms and apartments.
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Business Technologies

The course requirements for graduation and the required credit hours are includ-
ed in the following Business Technologies:

GENERAL BASIC TECHNICAL TOTAL

TECHNOLOGY STUDIES | STUDIES | STUDIES | CREDITS
ACCOUNTING 22 24 61 107
BUSINESS DATA
PROCESSING 22 23 61 106
BANKING/
FINANCE 22 31 55 108
MID-MANAGEMENT
FOOD SERVICE
MID-MANAGEMENT 22 22 5358 | 97102
GENERAL BUSINESS
MANAGEMENT 22 29 57 108
GRAPHIC
COMMUNICATION 22 26 58 106
MANAGEMENT
RETAIL
MID-MANAGEMENT 22 29 57 108
SALES MARKETING 22 32 52 106
SECRETARIAL
SCIENCL 22 22 58 102
WHOLESALE
MID-MANAGEMENT 22 29 57 108




Accounting Technology

A CCOUNTING is a subject demanding of its students both a high degree of
technical skill and the broadest possible knowledge of the fundamentals of busi-
ness in all of its phases. Economists, investors, business executives, labor leaders,
bankers and government officials all rely upon financial statements and other
reports prepared by accountants as fair and meaningful summaries of the multi-
tude of financial transactions which comprise day-to-day economic history. The
accountant and the theoretical principles he uses in his work within the areas of
commercial and industrial, public practice, and government, stand at the very
center of our financial and economic activities.

The true value of an accountant is measured in terms of his/her ability to
develop and present intelligible and convincing analyses of financial position and
results of operations that serve as a basis for business decision-making. The
ability is limited only by the breadth of his viewpoint, the depth of his under-
standing of business problems, and his skill in the techniques of accounting.

Opportunities for Graduates

Any individual concerned about his/her opportunities upon graduation to
find stimulating, secure, better-than-average salary positions in cost, finance,
data processing, taxes, or property management, would do well to consult the
employment section of his local newspapers. Approximately 60 percent of the
positions listed {private and governmental) are indigenous to accounting.

Experience with all phases of business fundamentals and technical skill in
general accounting, or any of its specialized areas, will allow the graduate to gain
opportunities for acceptance in top management positions and to become junior
accounts in established accounting firms, After careful review of this curriculum
by the Accountancy Board of Ohio, the Institute has been advised that on
completion of four years of public accounting experience, a graduate would
qualify for admission to the CPA examination in Ohio.

Disciplined study and self-motivation will enable the graduate to attain a
professional position within the community equivalent to that assumed by law-
yers and medical practitioners.
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Equipment Provided by the Institute:

Adding machines, rotary and printing calculators, electronic calculators, post-
ing and accounting machines, unit record and computer laboratories.

Equipment to be Provided by the Student:
Textbooks, columnar paper and small supplies.

Professional Advisory Committee

Robert F. Durbin .. ... ... ... ... ... .... Midwestern VW Corporation
Thomas H. Jacoby ............... Thomas H. Jacoby & Associates, Inc.
Felix P. Kollaritsch, Ph.D. . ... ... ... ......... The Ohio State University
Lewis H. Logenback ..................... Columbia Gas of Ohio, Inc.
Elzy McCollough, Ph.D. .. ... ... ... ........ The Ohio State University
Ed Reichart . ......... ... ... ... Battelle Memorial Institute
C.Kenneth Smith . .. ... ... ... .. . . e Ernst & Ernst
HerbWeyl . .. .. . .. i i e i Herb Weyl, C.P.A.

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department . .. .. .... ... ... ... ... .... 10
Behavioral Science Department . . . . ... .. .. ... ... ... ..., 9
General Education Division . . . . . . . .. .. . e e 3
FIRST YEAR
LAB HOURS
COURSE FEES CLASS LAB CREDITS

First Quarter

1141 Business Statistics . ... .. ... ....... 5 0 4
3802 EcOnOmics « v v v v v v v e e e 5 0 4
3701 Principles of Accounting | . ... ... $ 2.00 4 4 5
3711 Basic Business Machines* .. ... ... 7.00 1 2 1
Communication Skills Course®* . . ... ..... - - 3
17

Second Quarter
3821 Introduction to Business . ............. 4 0 3
3823 Business Law | .. ..... ... .. ... ... ... 4 0 3
3702 Principles of Accounting I ... ......... 4 4 5
3712 Accounting Machines* . . . ... .... $10.00 2 2 2
Communication Skill Course**. . ... ...... - - 3
Behavioral Science Elective** .. ... ... .. - - 3
19

*Technical Course ** As Approved by Advisor
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LAB HOURS
COURSE FEES CLASS LAB CREDITS
Third Quarter
3824 Business Law Il.................... 4 0 3
3703 Intermediate Accounting I* ... ......... 4 4 5
3713 Data Processing for Accountants* .. $12.00 2 2 3
3726 Office Management and Procedures® . 4.00 3 2 3
Communication Skills Course** . . .. ...... - - 3
17
SECOND YEAR
Fourth Quarter
3813 Management . . . ... ............... 3 0 2
3704 |Intermediate Accounting I1* ... ... $3.00 4 4 5
3714 Cost Accounting® B X 11 6 2 5
3724 Systems Analysis* ... ......... 2.00 3 2 3
Communication Skills Course {Speech) . . ... - - 2
Behavioral Science Elective **. . . . . ... ... 3
20
Fifth Quarter
3705 Money and Banking® . .............. 3 0 2
3745 Advanced Accounting . . ... .. ... ... .. 6 2 5
3723 Business Finance* .. ... ............ 3 2 3
3736 Taxation H*. .. ... ........... 3.00 ) 2 4
Behavioral Science Elective** . ... .. ... - - 3
17
Sixth Quarter
3716 Auditing® ... ... .. .. ... ... $3.00 4 3 4
3725 Financial Statement Analysis®™ . ... ..... 3 2 3
3736 Taxation I* .. .............. 5.00 3 2 3
3746 Accounting Practice* . ......... 6.00 4 2 4
General Education Elective** ., . ....... - - 3
17

*Technical Course **As Approved by Advisor

COURSE DESCRIPTIONS

3701—-PRINCIPLES OF ACCOUNTING |
An introductory course in accounting including: the meaning and purpose
of accounting: accounting statements: balance sheet, income statement,
and statement of retained earnings; the theory of debits and credits,
ledger accounts and the trial balance, journalizing and posting; statement
preparation; accounting records; adjusting and closing entries; accounting
for notes and interest; and accounting for prepaid, unearned, and accrued



Accounting Technology

items. Application of accounting principles to sole proprietorships and
partnerships.
4 hours lec. 4 hours lab. 5 credits. $2.00 lab fee.

3702—PRINCIPLES OF ACCOUNTING I

A continuation of course no. 3701 including discussion of: valuation and
cost allocation in accounting for a firm’s investment in productive re-
sources {inventories, plant and equipment and intangibles); accounting
problems peculiar to corporations, focusing on long-term liabilities and
stockholders” equity sections; and analysis of accounting data for plan-
ning and interpretation.

1t3701. 4 hours lec. 4 hours lab. 5 credits.

3703—INTERMEDIATE ACCOUNTING*

A continuation of accounting theory. An in-depth study of the account-
ing process and accounting records; the nature and content of accounting
statements: balance sheets, income statements, statements of retained
earnings; analysis of working capital; analysis and methods of valuation
and statement presentation of the following items: cash and temporary
investments, receivables, and inventories.

t3702. 4 hours lec. 4 hours lab. 5 credits.

3704—INTERMEDIATE ACCOUNTING 1I*
A continuation of course no. 3703 including analysis and methods of
valuation and statement presentation of the following items: current
liabilities—contractual and contingent itmes; investments in plant, and
equipment—their acquisition, use, retirement, depreciation and depletion,
and reevaluation; intangible assets, deferred charges and long-term
liabilities.
t3703. 4 hours lec. 4 hours lab. 5 credits. $3.00 lab fee.
3705—MONEY AND BANKING*
Analysis of our “’present day” monetary system to include discussion of
the roles played by the institutions of the money and banking system as
they affect money supply; and monetary theory to discover the effect of
money on economic growth and stability.
1t1802. 3 hours lec. 2 credits.

3711-BASIC BUSINESS MACHINES*
Instruction and practice in operation of office machines, including rotary
calculators, printing calculators, electronic calculators, 10-key and full
keyboard adding-listing machines. Familiarization with the operation of
office reproducing machines.
1 hours lec. 2 hours lab. 1 credit. $7.00 lab fee.

3712—ACCOUNTING MACHINES*
Systems Fundamentals: Areas of systems activity within an organization:
the systems department, its personnel and its operation, charting, systems
communications and instruction manuals. Machine indoctrinations:

*Technical Course 1 Prerequisites $ Lab Fee
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punch cards, card-punch machines, card collators and reproducing ma-
chines and an introduction to computer hardware.
2 hours lec. 2 hours lab. 2 credits. $10.00 lab fee.

3713—DATA PROCESSING FOR ACCOUNTANTS*
A survey of computer systems, hardware and software systems. Extensive
work is done on FORTRAN programming techniques and debugging
methods. The use and application of terminals and computer service
centers.
t3712. 2 hourslec. 2 hours lab. 3 credits. $12.00 lab fee.
3714—-COST ACCOUNTING*
A study of the field of job order cost accounting; the cost cycle; methods
of handling materials, labor costs, and manufacturing overhead expend-
itures (controllable and uncontrollable); process cost accounting; by-
products and joint products; fundamental cost-volume-profit relationships
(break-even analysis); flexible and standard costs.
t3703. 6 hours lec. 2 hours lab. b credits. $4.00 lab fee.
3716—AUDITING*
Independent and internal audits, professional ethics, legal liability, inter-
nal control, auditing standards and procedures. Evidential matter,
auditors approach and techniques, reports, statistical sampling, manage-
ment advisory services.
t3703. 4 hours lec. 3 hours lab. 4 credits. $3.00 lab fee.

3723—-BUSINESS FINANCE*
Forms of business organization; corporate securities; financing through
securities; sources and management of working capital; administration of
income; expansion and combination, reorganization, receivership, and
dissolution.
t3704. 3 hours lec. 2 hours lab. 3 credits.

3724—SYSTEMS ANALYSIS*
Developing, organizing, and using accounting data, analyzing and improv-
ing accounting systems, systems review, flow process charting, structural
flow charting, internal check, internal control, forms and paper flow
analysis.
t3713. 3 hours lec. 2 hours lab. 3 credits. $2.00 lab fee.

3725—FINANCIAL STATEMENT ANALYSIS*
Tools of analysis, percentages, comparisons—past performance, industry
standards. Basic ratios—equity, current, quick, working capital, return on
equity. Turnovers, inventories, receivables.
13723. 3 hours tec. 2 hours lab, 3 credits.

3726—OFFICE MANAGEMENT AND PROCEDURES*
Organization of the office, managerial considerations, office furniture and
equipment, office machines, working conditions, office layout, records

*Technical Course t Prerequisites $ Lab Fee
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and reports, personnel and training, office manuals, budgets and costs.
1t3712. 3 hours lec. 2 hours lab. 3 credits. $4.00 lab. fee.

3735—TAXATION I *
Payroll taxes, withholding and reports. Unemployment, industrial insur-
ance contributions, workmen’s relief funds. Franchise taxes. Personal
property taxes. Classified and intangible taxes. City income taxes. Sales
and use taxes. Real estate taxes. Vehicle and other taxes.
13704. 3 hours lec. 2 hours lab. 3 credits. $5.00 lab fee.

3736—TAXATION I1*
Individual income taxes: returns, income exemptions, deductions, gains
and losses, rates, adjustments. Problems of proprietorship, partnerships,
corporations—inventories, depreciation, accounting, installment and
deferred sales treatment. Filing requirements, payments, refunds, claims.
Tax planning techniques.
t3704. 5 hours lec. 2 hours lab. 4 credits. $3.00 lab fee.

3745—ADVANCED ACCOUNTING*
Problems peculiar to partnerships, receiverships, fiduciaries, installment
sales, consignments, insurance, estates and trusts; compound interest
applications; governmental accounting; branches, consolidations, mergers
and foreign exchange.
t3714. 6 hours lec. 2 hours lab. 5 credits.

3746—ACCOUNTING PRACTICE*
A detailed study of accounting systems as applied to specific industries.
Industries studied: retailing, construction, utilities, and government.
Material from all previous courses applied. Accounts from local firms
presented and problems discussed with the class.
t3704. 4 hours lec. 2 hours lab. 4 credits. $6.00 lab fee.

*Technical Course 1 Prerequisites § Lab Fee




Business Data
Processing Technology

T HERE ARE many forms of Data Processing that are common and necessary
to the daily conduct of business. Computers of various sizes are an aid to the
processing of data. At one time only the very large corporations used computers,
but now medium size and small companies are finding it necessary to use com-
puters to keep pace with their competition. And, of course, the many levels of
government are more effectively operated through the use of computer installa-
tions.

The computer is an information (data) processor. The systems analyst takes
ideas submitted by management and designs a workable project to be performed
by the computer. The analyst will probably work with a group of programmers
who will know the proper processes to be performed. The programmer then
takes the processes and places them in a logical order that will accomplish the
desired result. Since the computer is an extremely expensive piece of equipment,
the programmer must see to it that the device is used in the most productive and
efficient manner.

Opportunities for Graduates

Employers find that the Columbus Tech graduate has been trained in modern
data processing techniques and possesses a well rounded background in the com-
puter laboratory environment. These graduates are taught that programming is a
method of proceeding through a problem that can be solved through the use of a
variety of equipment — and that the solution of a problem is not limited to a
particular computer or to the equipment of a particular computer manufacturer.
Therefore, the graduate finds he can easily adapt to computers which differ from
those found in our laboratory. Through a constant updating of curriculum, the
student is provided with the fatest in data processing techniques. Therefore,
since the Columbus Tech Data Processing Graduate is flexible, up-to-date,
knowledgeable, and well trained, he normally will find employment as a pro-
grammer at the time he completes his education. After a few years of program-
ming experience he may well advance to systems analyst.

Equipment Provided by Columbus Tech

The computer laboratory houses an IBM 370/135 data processing system
with card reader, card punch, magnetic tape, magnetic disk, two printers, and
video-screen terminals.



Business Data Processing Technology

The operating system provides a DOS/VS environment with multipro-
gramming and telecommunications. An optical mark reader and a computer
terminal are available for student study. A unit record laboratory provides key-
punches, an IBM 85 collator and an IBM 82 sorter.

Professional Advisory Committee

Kenneth Arnold .. ........... Columbus and Southern Ohio Electric Co.
R. D. Balathauser ................. The State Department of Education
Charles A.Day . ....... i, R. G. Barry Corporation
T.G.Homung . ................... Bell Telephone Laboratories, Inc.
Stanley Jone . ... ...... ... ... .. .. Nationwide Insurance Companies
Paul Langdon .. .......... ... ... .. . ..... Battelle Memorial Institute
CarrollParry . ................. North American Rockwell Corporation
Roy Reeves . ........... The Ohio State University-Research Foundation
John Schumacher . ..................... Columbia Gas of Ohio, Inc.
LouWray ... .0 it it e e Battelle Memorial Institute
William E. L. Young ............... Defense Construction Supply Center

Of Special Interest

BDP students may want to take course 1155 Computer Application to Math-
ematics. This course could satisfy a General Education elective.

If a student has time available, the BDP Department suggests the student
consider taking 3331 Personal Typing early in the first year. The ability to use a
typewriter will be a great assistance in both course work and keypunching. This
is only a suggestion and not a department requirement.

COURSES REQUIRED FOR GRADUATION

GENERAL EDUCATION REQUIREMENTS CREDITS

Communication Skills Department ... .......c.iutrirerineereennnnnns 10

Behavioral Science Elective . ... ... ... ..ttt e i 9

General Education Elective . ... .. .. ... it e e 3
FIRST YEAR

COURSE LAB FEES CLASS HOURS LAB CREDITS

First Quarter — Fall

1101 Mathematics for BDP 1 ... .............
2729 Principles of Data Pracessing® . .... $12.50
3841 Accounting ..............eiinee...
1002 Beginning Composition . ...............

Behavioral Science Elective .............
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| covmo

_

W lwwHoT A

* Technical Course
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Second Quarter — Winter

1102 Mathematics for BDPIl . .............. 5 0 4
2731 Introduction to Programming I* . ... $25.00 5 5 5
2712 Systems Analysis I* .. ................ 2 0 2
2744 Cost Accounting™ . ... ... ... ... 2 0 1
1003 Essayand Research .................. 5 0 3
Behavioral Science Elective ............. - - 3
18
Third Quarter — Spring
1003 Mathematics for BDPIII . .............. 5 0 4
2732 Introduction to Programming I1* ... $25.00 5 5 5
2713 Systems Analysis 11* . ................ 2 0 2
2723 Source Document Machines® ............ 2 0 1
1024 Speech . ......... vt 3 0 2
Behavioral Science Elective ............. - - 3
17
SECOND YEAR
Fourth Quarter — Fall
1104 Mathematics for BOPIV* ... .......... 5 0 4
2715 COBOL Programming™ .......... $12.50 3 2 4
2724 DataSystems|* .................... 3 0 2
2734 Programming I* .............. 25.00 5 5 5
3823 BusinessLawl ..................... 4 0 3
18
Fifth Quarter — Winter
1105 Calculusfor BDP* ................... 5 0 4
2725 DataSystems ™ ... ............... 3 0 2
2735 Programming I1* .............. $12.50 b 5 5
2755 Computer Applications Laboratory .. 1250 2 4 3
1004 Technical Writing ................... 3 0 2
3813 Management ...........coniernennannn 3 0 2
18
Sixth Quarter — Spring
2716 Compiler Languages® . ......... $12.50 5 2 6
2757 Final Project® . ............. 12.50 5 2 5
3832 Personnel Management* . ............ 3 0 2
General Education Elective ........... 3
16

COURSE DESCRIPTIONS
2712—SYSTEMS ANALYSIS I* (W)
Preparation of program narrative, flow chart, record layout, and printer
spacing chart. The use and relationship of these tools in creating the
computer program.
2 hours lec. 2 credit.

* Technical Course
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2713-SYSTEMS ANALYSIS I1* (SP)
Preparation of a systems manual comprised of a narrative, flow chart, file
layouts, printer spacing charts, run procedures, controls, and keypunch
specifications.
t1712. 2 hours lec. 2 credit.

2715—COBOL PROGRAMMING* (A)
Extensive work on COBOL programming techniques and debugging
methods. Lab problem used in conjunction with lectures.
11732, 3hourslec. 2hours lab. 4 credits. $12.50 lab fee.

2716—-COMPILER LANGUAGES* (SP)
Theories and techniques of advanced COBOL programming, FORTRAN,
RPG, and PL/1 examined in lectures and lab programs.
t1715. 5hours lec. 2 hours. lab. 6 credits. $12.50 lab fee.

2723—-SOURCE DOCUMENT MACHINES* (SP)
Survey course on the uses and costs of data entry devices plus lectures on
telecommunications and data transmission. Specific machines used in lab
demonstrations in these areas.
2 hours lec. 1 credit.

2724—-DATA SYSTEMS 1* (A)
Advanced systems topics such as collection of information, feasibility
studies, cost analysis, systems controls, and management information
systems.
t1713. 3 hours lec. 2 credits.

2725—-DATA SYSTEMS I1* (W)
Students given a system to analyze and design. Result is presented in the
form of a systems manual and a user’s manual.
11724, 3 hours lec. 2 credits.

2729—PRINCIPLES OF DATA PROCESSING* (A)
Four basic steps of data processing, history and evaluation of computers.
Hollerith Code, design and function of a computer, binary and hexa-
decimal numbering systems, concepts of computer addressing, machine
language coding, source language coding. Laboratory exercises on unit
record and computer equipment.
5 hours lec. 5 hours lab. 5 credits. $12.50 lab fee.

2731—INTRODUCTION TO PROGRAMMING 1* (W)
Computer theories and Assembler Language Coding introduced and lab
exercises completed on the computer.
11729. 5hours lec. 5 hours lab. 5 credits. $25.00 lab fee.
2732—-INTRODUCTION TO PROGRAMMING H1* {SP)
Methods of data organization and file processing presented in lectures and

aided by lab programs. .
t1731. Shourslec. 5hours lab. 5 credits. $25.00 lab fee.

* Technical Course 1 Prerequisites $ Lab Fee
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2734—PROGRAMMING I* (A)
Utilities, sort/merge, magnetic tape, and index sequential access method
characteristics are presented. This information is reinforced by the use of
lab problems.
1t1732. 5 hours lec. 5hours lab. 5 credits. $25.00 lab fee.

2735—PROGRAMMING I1* (W)
Advanced programming topics such as libraries, physical 10CS, con-
ditional assembly language, direct access method, and multiprogramming
discussed. Labs are associated with each topic.
+1734. 5hours lec. 5 hours lab. 5 credits. $12.50 lab fee.

2744—-COST ACCOUNTING* (W)
The nature and purpose of cost accounting. Accounting for materials and
labor. Factory overhead expenses. The job cost system, process cost, and
standard cost accounting. Other costing problems.
11841. 2 hours lec. 1 credit.

2755—COMPUTER APPLICATIONS LABORATORY* (W)
A laboratory course supplementing 1735. Practice in programming tech-
niques and symbolic coding on a computer installed in the technical

institute.
1t1734. 2 hours lec. 4 hours lab. 3 credits. $12.50 lab fee.

2757 —FINAL PROJECT* (SP)
System design and program coding of a challenging project of the stu-
dent’s choice with approval of the Department.
5 hours lec. 2 hours lab. 5 credits. $12.50 lab fee.

2781—SURVEY OF BUSINESS DATA PROCESSING (A ,W,SP,SU)
Introduction to data processing terminology, equipment, and business
applications. NOTE: NOT FOR BDP MAJORS.
2 hours lec. 1 hour lab. 2 credits. $3.00 lab fee.

* Technical Course T Prerequisites $ Lab Fee




Banking/Finance
Mid-Management
Technology

THE BANKING/FINANCE Technology provides one of the most versatile
areas of business study. American corporate economics, and the American
standard of living require finance to be the nucleus of all business. Mass produc-
tion and distribution the world over, have raised increased demands for vast
consciousness in financing goods and services to individuals and companies.

The finance student is trained to perform mid-management functions:
supervising people, providing customer services and instituting managements
policies and procedures.

There is a continuing need for personnel with sufficient interest, ability,
and motivation to prepare for careers in consumer finance and related careers in
industry. An employee in this field must enjoy meeting people and be able to
deal with them in a professional manner. He must be a student of the economy
and of customer values.

Opportunities for Graduates

Graduates are prepared to enter into business to perform consumer finance
activities, and similar functions in most corporations. They are prepared for
evaluating and granting credit, financial counseling, making collections and
adjustments hiring and training new employees, and soliciting new business. By
virtue of its importance the finance student will be trained to perform roles in
purchasing, quality standards, time and study, accounting and production con-
trol. Graduates are qualified for management positions in financial organizations.

Professional Advisory Committee

Ray Allen . . . ... .. . . .. i e Public Finance Corporation
Roger Downing .. ............ The Ohio Consumer Loan Association
Ray McCafferty .. ............... City Loan and Savings Company
Darrell Saunders . . .. ... ... ... ... .. ... ... Ohio State Bank
George Schoonover . . ... .......... City Loan and Savings Company
Steve Simmons . .. ... ... ... ... e Capital Finance Corporation
SamSmith .. ... .......... . ..... The Modern Finance Company
Henry A.Stough . . .. .. ... ........... Capital Finance Corporation

Mack Wells . . .. ... ... .. ... ....... American Plan Corporation



Banking/Finance Mid-Management Technology

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS

Communication Skills Department . . . . . .. ... ... .. . . . ... .. ..., 10

Behavioral Sciences Department . . . ... ... ... .. .. .. ... ... 9

General Education Division . . . . . . .. ... . . e 3
FIRST YEAR

During the 1st, 2nd, and 3rd quarter, the student must complete the follow-
ing core coures. All of these courses are given each quarter of Autum, Winter, and
Spring.

CLASS HOURS LAB CREDITS
1002 Beginning Composition . ...............
1003 Essay and Research™*** .. . ............
1024 Speech .......... i,
1131 Business Mathematics .................
1522 Psychology .........cviviveninn.nn
1781 Survey of Data Processing ..............
3801 Marketing . ............ciiiii....
3802 Economics . ........ciieiiiinnneannn
3811 Personal Selling .....................
3813 Management .......................
3814 Non-Personal Selling .................
3821 Introduction to Business ...............
3841 Accounting ............... ...,
2801 (ntroduction to Consumer Credit* ........
2901 Introduction to Retailing® .............
3002 Wholesaling Principles* . ...............
3111 Technical Selling® . ..................

Behavioral Science Elective®*** ... ........
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SECOND YEAR

During the 4th, 5th, 6th, 7th, and 8th Quarter the student must complete the
following courses. The letter designations in parenthesis indicate the quarter in
which these courses will be taught. This does not prectude their being taught
during other quarters. Nor does it guarantee their being offered if enrollment is
not adequate. ‘A’ indicates the course will be offered Autumn Quarter. “W"’
indicates the course will be offered Winter Quarter. "’SP” indicates the course
will be offered Spring Quarter.

CLASS HOURS LAB CREDITS
1014 Business Communication (A,W,SP,SU) .....
3812 Government and Business ............ .
3823 Business Law | (AW,SP) . ..............
3832 Personnel Management* (AW,SP) ........
3835 Industrial Relations* (W,SP}) ............

W Hww
ocoocoo
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* Technical Course ** As Approved by Advisor *** Not required for Intership
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2803 Money and Banking* (A,SP) ............ 5 0
2807 Operation of @ Consumer Credit
Institution®* (SP) . ............. .. ...
2813 Credit Administration* (A) .............
2814 Personal Financial Management* (A) .......
2823 Corporation Finance* (SP) .............
2824 Consumer Finance Seminar* (SP) .........
Behavioral Science Elective®* . ..........
General Education Elective®** . ..........

Total Credits for Graduation

W
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During the second year, the student also elects one of the following sequences
of courses.

Option | CREDIT HOURS
2881 Consumer Finance Internship | (ASP,SU) ... ... ... ... ... ........ 6
2882 Consumer Finance Internship Il (A, W,SP,SU) .. ...... ... ... ...\, 6
2883 Consumer Finance Internship I (AW,SP,SU) .. ... .. ... ....... 6
2885 Special Problems in Consumer Finance | (ASP,SU) ... ............... 2
2886 Special Problems in Consumer Finance Il (AW,SPSU). ............... 2
2887 Special Problems in Consumer Finance It (W,SPSU) ................ 2

Option |1

CLASS HOURS LAB CREDITS
3151 Real Estate Principles and Practices | . ... (A) 3 0 3
3145 Real Estate Finance ............... (W) 3 0 3
3127 Insurance | ... .o vt i, (A) 6 0 6

Electives from American Institute of

Banking offerings or other courses ....... 19 0 12

COURSE DESCRIPTIONS

2801—INTRODUCTION TO CONSUMER CREDIT*
A study of the history of consumer credit and social institutions, social
aspects of consumer credit, institutions of consumer credit, customer
relations in consumer credit, and operational aspects of consumer credit.
4 hours lec. 3 credits.

2803—MONEY AND BANKING*
Control and operation of banking and monetary systems with emphasis

on supply and demand and governmental control.
11802, 1841. 5 hours lec. 3 credits.

2807—0OPERATION OF A CONSUMER CREDIT INSTITUTION*
Family credit counseling. The “informative’” contribution to sound
credit. Restrictive and regulatory obstacles to consumer credit. Regula-
tions of finance charges on consumer instaliment credit.
3 hours lec. 2 credits. -

* Technical Course ** As Approved by Advisor t Prerequisites $ Lab Fee
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2813—CREDIT ADMINISTRATION*
An analytical study of credit control, and management of collections.
Topics include: management and analysis of consumer and commercial
credit, business credit, government credit, and foreign credit.
11802, 1841, 1813. 5 hours lec. 3 credits.

2814—PERSONAL FINANCIAL MANAGEMENT*
Methods of counseling the financially over-extended client, and recog-
nizing danger signals in granting credit. Credit, borrowing, budgeting, rela-
tionships with financial institutions, savings, insurance, real estate and
taxation.
11802, 1841, 1813. 3 hours lec. 2 credits.

2823— CORPORATION FINANCE*
A study of business organization. Means of financing, financial manage-
ment of working capital, administration of income, expansion and
merger, reorganization, receivership, and dissolution.
11802, 1841. 5 hours lec. 3 credits.

2824—CONSUMER FINANCE SEMINAR*
Preparation of the student for taking his place in the profession. Seminars
covering the following topics: ethics, supervisory responsibilities, con-
tinuing education, human relations, and business promotions.
12882, 2886. 1 credit. 2 hours lec.

2881—INTERNSHIP |
Supervised on-the-job application of knowledge and skills acquired in the
classroom.
6 credits.

2882—-A CONTINUATION OF 2881
1t2881. 6 credits.

2883—A CONTINUATION OF 2882
12882. 6 credits.

2885—SPECIAL PROBLEMS IN CONSUMER FINANCE I*
The first of three courses taken concurrently with the work experience.
Selection of a particular problem or area of the job to be studied and
reported on.
2 credits.

2886—SPECIAL PROBLEMS IN CONSUMER FINANCE I1*
A continuation of 2885.
12885. 2 credits.

2887—SPECIAL PROBLEMS IN CONSUMER FINANCE I11*
A continuation of 2886.
12886. 2 credits.

*Technical Course T Prerequisites $ Lab Fee
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Food Service
Mid-Management

Technology

ALREADY one of the largest industries in the number of people employed,
food service is expanding as the demands of the population increase. The com-
petitive nature of this industry and the increased emphasis of our society on
leisure time; higher living standards; more people in schools, hospitals, and other
institutions; and an increase in luxury spending makes a comprehensive and
thorough training in the disciplines of modern food service operation necessary
for the manager.

The Food Service Mid-Management Technology program provides the guide-
lines, standards and techniques necessary for success in all phases of the food
service business today.

The graduate takes a place in supervision or management. He applies his skills
to directing, supervising and controlling personnel; increasing food sales; de-
creasing costs of preparation; promoting customer good will; improving the food
product; and to the solving of first level management problems. In addition, the
dietetic technician in the health care institution must possess a knowledge of
nutrition and modified diets.

Opportunities for Graduates

The technician is responsible for adherence to all legal regulations governing
the preparation and service of food. His work includes instruction and super-
vision of food service employees; maintaining high standards of sanitation,
housekeeping, and safety; supervision of the operation and care of equipment;
menu planning and food purchasing; direction of food production; record
keeping and cost control; and public relations.

The outlook for employment is excellent. Technicians are needed in hospi-
tals, nursing and retirements homes, child care centers, schools and universities,
industrial food services, and in the vast numbers of commercial restaurants. Jobs
available in commercial food services include those in hotels, motels, public and
private dining rooms, clubs, resorts, cafeterias, buffets, retail department stores,
drive-ins, catering halls, ocean-going vessels, and in airline and rail terminals
throughout the world. Both men and women graduates will find opportunity for
beginning employment as dining room supervisors, food production supervisors,
assistant restaurant managers or dietetic technicians. Advancement to higher



Food Service Mid-Management Technology

level supervisory positions comes with experience as responsibilities are increased
to cover supervision of large areas and more complex functions.
Equipment Provided by Columbus Tech:

Small-quantity food preparation laboratory, large-quantity food preparation
laboratory, and facilities of local food service organizations with which students
affiliate for cooperate experience,

Professional Advisory Committee

Ronald Aselton . . . . . . . . .. Burger King
Nolan Begien . .. ... ........... Food Service Executives Association
AldoPaoletti . . ... .. ... ........ Ohio State Restaurant Association
SoniaCole . .. ................ The State Department of Education
Annabelle Cruise . . . . . .. .. .. . .. ... Consultant
Ann Gernes . . . . . ... e e Riverside Methodist Hospital
Robert L.Henry ... ............. Ohio State Restaurant Association
Rachel Hubbard . . .. ... ... ... .. ... ... The Ohio State University
Jean Jones . ... ... ... o Columbus Health Department
Eloise Keefe . . . . . . . . . e e Grant Hospital
Robert Knapp . .. ... .. ... .. . ... .. .. The Gas Light
Larry Newberry . . . . . . . . e Spirit of ‘76

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department . .. .. .. .. ... .. iiuneenenn.. 10
Behavioral Science Department . . . . ... .. ... ... . . 9
General Education Division . . . . . . ... ... . ... ... ... 3

The student should complete the following courses to meet the requirements for
graduation.

Letter designation following each course title indicates the quarter(s) it is offered.

FIRST YEAR

HOURS
CLASS LAB CREDITS
First, Second, and Third Quarters

1002 Beginning Composition (A, W, SP} .. ... . ... 5
1003 Essay and Research (A,W,SP) ........... 5
1131 Business Mathematics (A, W, SP). . .. ... ... 5
3802 Ecanomics (A, W, SP) .. .............. 5
3
3

3813 Management (A, W, SP) . . ............
2201 Survey of Food Service Industry* (A) ... ...

coococoo
NP R wWwW

*Technical Course **As Approved by Advisor
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L.LAB HOURS
FEES CLASS LAB CREDITS

2202 Food Service Equipment* (W) .. .. $ 5.00 5 2 5
2211 Food Preparation 1* (A) ... ... 15.00 6 3 5
2212 Food Preparation H* (W) .. ... ... 25.00 3 6 5
2222 Sanitation and Safety* (A}  .......... 3 2 3
2223 Purchasing® (SP) ... ......... 5.00 3 2 3
2253 Nutrition (SP) . ... ... .. ... ... . ..., 5 2 5

Behavioral Science Elective** ... ....... - - 3

General Education Elective*™™ ... ....... - 3

50

A student without previous food service work experience may also elect:
2282 Introduction to Food Service Employment™®

W, SP) ... . .. 0 15 3

SECOND YEAR

Fourth, Fifth, Sixth Quarter
1014 Business Communication (A, W, SP) ... .. 3 0 2
1024 Speech (A, W, SP) . . ... ... . ....... 3 0 2
3841 Accounting (A, W, SP}) . ............ 5 0 4
2205 Records and Cost Control* (A} . ...... 3 4 3
2224 Management of Food Service Establishments*(A) 4 0 3
2225 or 2264 — Menu Planning* (W) .. ....... 4 0 3
2236 Food Service Systems Management* (W) . 3 4 5
2274 Food Service and Distribution*{A) . ... ... 3 2 3

Behavioral Science Elective**. . .. .. ... .. - - 6

Electives from Basic Science and Business
Management Department ... ...... - - 3
1Electives from any technical course offering** - _18o0r13
if Internship
is elected

52 or 47

!Food Service Technology electives recommended and the quarter they are
offered:

2203 Bar Management and Wine Technology*(A) $10.00 5 2 4
2214 Gourmet Cooking® (SP) .. .... $25.00 3 6 5
2226 Restaurant Public Relations*(W). . ... ... .. 3 0 2
2275 Diet Therapy*(A) ............ 5.00 5 2 4
2281 Internship* (Time Arranged) . .. ......... - 40 6
2285 Special Problems*(Time Arranged) ........ - - 3

Technical Courses offered in other technologies may also be selected ™ *

*Technical Course **As Approved by Advisor
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COURSE DESCRIPTIONS

2201-SURVEY OF FOOD SERVICE INDUSTRY* (A}
Introduction to management of restaurants and of institution food ser-
vices. An overview of the food industry with the following food services
studied: restaurant, vending, hospital, nursing home, school and college,
business and industrial. Field trips provide a general background of the
organization, operation, and management.
3 hours lec. 2 credits.

2202—-FOOD SERVICE EQUIPMENT* (W)
A study of the equipment vital to the successful operation of a restaurant
facility. Mechanical equipment: food preparation machines and cleaning
equipment. Counter, hot and cold food equipment, refrigeration equip-
ment.
5 hours lec. 2 hours lab. 5 credits. $5.00 lab fee.

2203—BAR MANAGEMENT AND WINE TECHNOLOGY* (A)
Classification, history, and control of wines and spirits. The Ohio laws
and regulations of alcohol control. The art of mixology.
3 hours lec. 4 hours lab. 4 credits. $10.00 lab fee.

2205—RECORDS AND COST CONTROL* (A)
Recordkeeping and controls needed in food service operations. Consider-
ation given to: preparation of budgets, determination of selling prices of
operations, ratio analysis of existing operation’s income statements and
balance sheets, scheduling employees and maintaining prescribed labor
and food cost percentages.
3 hours lec. 4 hours lab. 3 credits.

2211—FOOD PREPARATION I* (A)

A laboratory course in basic food preparation including: basic chemistry
and physics of foods, definitions and terminology of food preparation,
use of standardized recipies, detailed study of protein foods: egg, milk and
dairy products, meats, seafoods and poultry, and fats. Preparation of
small quantities of a variety of foods in order to master basic skills re-
quired for all types of food preparation.

6 hours lec. 3 hours lab. 5 credits. $15.00 lab fee.

2212—FOOD PREPARATION I1* (W)
A laboratory course in quantity food preparation. Detailed study of
fruits, vegetables, starches, baked goods and desserts; use of equipment
required for quantity food production; preparation and evaluation of
quality of standardized quantity recipies; estimation of raw material needs
and management of the fab.
12211. 3 hours lec. 6 hours lab. 5 credits. $25.00 lab fee.

*Technical Course t Prerequisites $ Lab Fee
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2214—GOURMET COOKING* (SP)
The principle and preparation of gourmet foods and classical cuisine.
International specialties.
3 hours lec. 6 hours lab. 5 credits. $25.00 lab fee.

2222—SANITATION AND SAFETY* (A)
Detailed study of the control of bacteria in the food service industry.
Good practices in housekeeping, sanitary food handling, and personal
cleanliness. Practical problems concerned with protection of health and
with prevention of food spoilage and contamination. Importance of safe-
ty and accident prevention.
3 hours lec. 2 hours lab. 3 credits.

2223—FOOD PURCHASING AND SPECIFICATIONS* (SP)
USDA codes, grading, regulations, and classifications of meats, produce,
and dry-goods. The development of uniform specifications of food and
supplies for individual operations. Discussion of the restaurant supply
industry. Guest speakers and field trips. Methods of receiving and storing
foodstuffs.
3 hours lec. 2 hours lab. 3 credits. $5.00 lab fee.

2224-MANAGEMENT OF FOOD SERVICE ESTABLISHMENTS* {A)
Supervisory techniques applied to restaurant management. Job descrip-
tions, job procedures, reports, schedules, oral and written directions.
Recruitment and interviewing techniques. Communication with employ-
ees, and employee training.

4 hours lec. 3 credits.

2225—-RESTAURANT MENU PLANNING* (W)
Historical background of menus. Principles of menu making. Sample
menus. Merchandising the menu. Food, labor, and overhead costs in
determining prices. Customer market in pricing.
4 hours lec. 3 credits.

2226—-RESTAURANT PUBLIC RELATIONS* (W)
Selection of an advertising media to convey a particular message to a
selected market. Preparation of advertisments (layout and copy). Market
analysis and consumer surveys. Customer relations.
3 hours lec. 2 credits.

2236—FOOD SERVICES SYSTEMS MANAGEMENT* (W)
Food service layout, planning and analysis. Space requirements. Layout
flow line charts. Receiving and storage facilities. Selection of materials for
floors, walls and ventilation systems. Time and motion studies. Consider-
ation given to convenience food production.
1t2202. 3 hours lec. 4 hours lab. b credits.

*Technical Course t Prerequisites $ Lab Fee
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2241—-HOTEL-MOTEL MANAGEMENT SURVEY (W)
Covers the history of the lodging industry and club management. Internal
operations, housekeeping and management skills are studied, thus en-
larging the individual’s employment capacity.
4 hours lec. 3 credits.

2252—BASIC NUTRITION (SP)
Sufficient nutrition information to enable the student to screen for
nutritional adequacy in a household situation. General needs, food money
budgeting, cultural food practices, and mealtime feeding behavior as well
as obvious signs of nutritional deficiency. Instruction in the feeding of the
infant and the young child.
3 hours lec. 3 credits.

2253—-NUTRITION (SP)
A study of normal nutrition and its role in promoting good health.
Includes composition and functions of foods, nutritional needs through-
out the life cycle, and contemporary concerns.
5 hours lec. 2 hours lab. 5 credits.

2264—MENU PLANNING* (W)
Principles and practices of menu planning related to schools and indus-
tries, hospitals and health care institutions. Consideration of costs, utiliza-
tion of employees, equipment, purchasing, inventory, and storage.
12275. 4 hours lec. 3 credits.

2274—FOOD SERVICE AND DISTRIBUTION* (A)
Determination of the type of service best suited for an operation. Legal
regulations and managerial decision making considered. New trends
discussed. Table service training and table top place settings.
3 hours lec. 2 hours lab. 3 credits.

2275—-DIET THERAPY* (A)
Ways in which variations in caloric content, consistency and nutrient
composition may be employed to meet individual dietary requirements.
Rationale for dietary modifications and related medical terminology.
Special diet meals prepared and tasted.
t2253. 5hourslec. 2 hours lab. 4 credits. $5.00 lab fee.

2281—FOOD SERVICE INTERNSHIP* (Quarter Arranged)
Participation in actual working situations requiring 40 hours per week on
varying shifts in affiliated restaurant, hotel, motel, hospital food service
for patients and personnel, public school, college, nursing home, retire-
ment center, industrial cafeteria or other food facility. Practical applica-
tion of principles learned in the classroom. Student performance rated

* Technical Course 1 Prerequisites $ Lab Fee
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jointly by the supervisor at the affiliated institution and by the Institute
coordinator. Student will register for 2285 concurrently.
40 hours per week. 6 credits.

2282—INTRODUCTION TO FOOD SERVICE EMPLOYMENT* (W, SP)

Open only to the second or third quarter student with no previous food
service work experience and upon the advice of his advisor. The student
will be employed in an approved food service facility fifteen hours per
week for the purpose of being exposed to the industry and to learn basic
skills. Periodic written reports will be submitted to the advisor. A pass or
fail grade will be given based upon evaluation by the advisor and the job
supervisor,

15 hours per week. 3 credits.

2285—SPECIAL PROBLEMS IN FOOD SERVICE ADMINISTRATION*
{Quarter Arranged)
A problem of special interest to the student, requiring library and/or
on-the-job study selected and reported by the student with advice from a
faculty member.
3 credits.




General Business
Management
Technology

MANY STUDENTS entering Columbus Tech recognize that their futures
will be devoted to a business career, but are not certain as to the area of
business. Business management careers in all business is dependent upon com-
petencies which are relevant to all of the business management technologies.
This core is taught in the first three quarters of the General Business Techno-
logy. As the student completes this core of courses, he is able to make more
meaningful career choices. At that time, then he is asked to decide which of five
directions he should take: (1) Banking/Finance Mid-Management, (2) Retail
Mid-Management, (3} Sales-Marketing, (4) Wholesale Mid-Management, (5}
General Business Management.

The student who elects to complete his Associate Degree program in the
specialized fields of consumer finance, retailing, sales-marketing, or wholesaling,
will be required to complete eight quarters of work. Those who elect to com-
plete their degree programs in the general business management area will be
required to complete six quarters of work. Those in the specialized programs will
spend two or three quarters of the last five in an internship. They will be
employed by a cooperating employer for the equivalent of a full-time job while
completing the internship. The employer will be involved with work directly
related to the specialized area of concentration. The intern is still considered a
student and is supervised, not only by his employer, but also by his Columbus
Tech faculty member. Through the internship, the student is able to see the
business first-hand and learn the business under formal guidance.

(1) BANKING/FINANCE MID-MANAGEMENT TECHNOLOGY. In this
technology area, the student is trained to supervise people, provide customer
service, and carry out policies and procedures. His duties in his work after
graduation may include financial counseling, evaluation and granting of credit,
effective collections, hiring and training of new employees and solicitation of
new business. The student will be trained for positions of branch representatives
and assistant managers. He will work with loan companies, banks, and other
financial institutions.

(2) RETAIL MID-MANAGEMENT TECHNOLOGY. Retailing is the last
link in the chain that reaches from the producer to the consumer. The middle
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manager provides an outlet for merchandise and customer services. The middle
manager in retailing identifies with both top management and non-supervisory
employees. He interprets one to the other. He recognizes developing problems,
changes in customer responses, and all other trends that affect profit. He under-
stands the merchandise, its procurement, storage, promotion, and sale. He may
be involved with buying, stock control, marketing, accounting, or personne!
management.

(3) SALES-MARKETING TECHNOLOGY. A well-trained person with a
working knowledge of marketing will have no problem in finding a career in
business or industry. Nothing happens in our economy until someone sells some-
thing. Sales-Marketing Technology is designed to give the graduate a background
in general education, general business, and the techniques of selling. The student
will be equipped to sell either a product or a service. With some additional study,
the graduate will be able to pass the state board of examinations in real estate
and insurance. The graduate will also be prepared to assume non-selling func-
tions in a marketing oriented company.

(4) WHOLESALE MID-MANAGEMENT TECHNOLOGY. Wholesaling is
concerned with the selling of products to anyone other than the ultimate con-
sumer. People occupying middle-management positions in wholesaling need a
broad business background which includes a knowledge of marketing, personnel
management, law and accounting. The wholesaler must be able to communicate
with and relate to all types of people. He will have to perform services for his
suppliers, customers, and society as a whole. While many of the graduates will be
employed as wholesale salesmen, others may be involved with inventory control,
purchasing, credit, or the many other activities performed in the industry.

(5) GENERAL BUSINESS MANAGEMENT. This technology is directed
at satisfying the needs of two types of people.

First, this technology serves the needs of those who are not able to make a
clean career choice. For them the approach is to make them generalists. The
generalist is one who is not specialized in a particular segment of business. His
opportunities will come in all fields of business. Although he may not have
depth of technical competence in a specialized field, he will have a greater degree
. of career flexibility. His knowledge of the business community will allow him to
fill middle-management positions in a wide variety of companies.

Second, this technology serves the needs of those for whom the special-
ized technologies are not appropriate. There are many people whose needs re-
quire specialized programs which can be individually arranged for them through
the correct combinations of courses from a variety of technical programs at
Columbus Tech. The General Business Management Technology, has the method
of achieving these goals through the great number of elective courses.
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COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS

Communication Skills Department . .. ... ... ... ... .. .. ... ... .. 10

Behavioral Science Department . . . .. .. .. .. .. ... ... .. ... ..... 9

General Education Division . . . . .. .. .. . .. e 3
FIRST YEAR

During these quarters the student must complete the following courses in order
for him to be able to graduate after completion of six quarters of work. All of
these courses are offered each quarter of Autumn, Winter and Spring.

COURSE CLASS HOURS LAB CREDITS
First, Second, Third Quarters

1002 Beginning Composition . ............... 5 0 3
1003 Essay and Research .. ................ 5 0 3
1024 Speech {$1.00) ..................... 3 0 2
1131 Business Mathematics ................. 5 0 4
1522 Psychalogy .. ... ... . . ... 3 0 3
1781 Survey of Business Data Processing ........ 2 1 2
3801 Marketing ......... ... ... . ..., 5 0 5
3802 Economics .. ..vviiii e 5 0 4
3811 Personal Selling ..................... 3 0 2
3813 Management . ...................... 3 ] 2
3814 Non-Personal Selling . ................ 3 0 2
3821 Introduction to Business ............... 4 ] 3
3841 Accounting ........... ... ..., 5 0 4
2801 Introduction to Consumer Credit* ........ 4 0 3
2901 Introduction to Retailing* ............. 5 0 3
3002 Wholesaling Principles* . ............... 5 0 3
3111 Technical Selling* . ... ............. 3 0 2
Behavioral Science Elective* ... ........ 3 ] 3

Total Credits Needed to Graduate 53

3331 Beginning Typing (A) Recommended Elective 3 2 2

SECOND YEAR

During these quarters the student must complete the following courses in order
to enable him to graduate after completion of six quarters of work. The letter
designations in parenthesis indicate the quarter in which these courses will be
taught. This does not preclude their being taught during other quarters. Nor does
it guarantee their being offered if enrollment is not adequate. “A’" indicates the
course will be offered Autumn Quarter. “W” indicates the course will be offered
Winter Quarter. *‘SP” indicates the course will be offered Spring Quarter.

Fourth, Fifth, Sixth Quarters

1014 Business Communication (A, W, SP). . . .
3803 Personal Finance* (A, SP) ........
3823 Business Law | (A, W, SP) . .......
3832 Personnel Management* (A, W, SP). . ..
3835 Industrial Relations®* (W, SP). . ... ...

W wWww
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*Technical Course **As Approved by Advisor
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HOURS

COURSE CLASS LAB CREDIT

2803 Money and Banking* (A, SP} . ..... 5 0 4
Courses elected from any technical course

offering®™ .. .............. - - “ 15
Behavioral Science Elective** . ... .. - — 3
General Education Elective®* .. .... - - 3
Non-classified Electives®™ . ....... - - 17
53
Total Credits Needed to Graduate 108

COURSE DESCRIPTIONS

3800—SMALL BUSINESS SYSTEMS
An overview of business management. How a business operates. Factors
of production. Financial considerations. Personal supervision. BQJ'Q-"L

3801—-MARKETING (W, W, SP)
A study of marketing fundamentals, consumption and consumer be-
havior, retailing and wholesaling structures. The functions performed in
marketing, marketing policies, and a critical appraisal of the field of
marketing.
5 hours lec. 5 credits.

3802—ECONOMICS (A, W, SP)
Concepts basic to an understanding of business economics. Scarcity,
specialization, competition, monetary and fiscal operations, employment,
international trade, comparative economic societies, stabilization of the
economy, economic growth, and economic distribution.
5 hours lec. 4 credits.

3803—PERSONAL FINANCE * (A, SP)
The organization and function of our modern economic society with
emphasis on personal investing, insurance programs, capital requirements
for business, and return on invested capital.
3 hours lec. 2 credits.

3810—SALESMANSHIP — CUSTOMER RELATIONS
Sales as they relate to service industries. Customer relations with cus-
tomer in the home and shop. Course for people in home service fields
working directly with selling as they service products.
5 hours lec. 3 credits.

3811—-PERSONAL SELLING (A, W, SP)
A study of selling, including preparation for selling, sales processes, and
an introduction to sales management.
3 hours lec. 2 credits.

* Technical Course ** As Approved by Advisor tPrerequisites $Lab Fee
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3812-GOVERNMENT AND BUSINESS (A, SP)
A study of various government legislation and regulations and how they
effect business, the consumer, and society as a whole.
3 hours lec. 2 credits.

3813—-MANAGEMENT (A, W, SP)
A study of the principles and practices of management.
3 hours lec. 2 credits.

3814—NON-PERSONAL SELLING (A, W, SP) _
Advertising and sales promotion as it applies to retail, industrial, and
other types of business establishments. Marketresearch as applied to
promotional activities.
3 hours lec. 2 credits.

3821—INTRODUCTION TO BUSINESS (A, W, SP)
A general introduction to business activities, the capitalistic system, and
business terminology. Personnel, finance, managerial controls, law, regu-
lated industries, and taxation.
4 hours lec. 3 credits.

3823—-BUSINESS LAW | (A, W, SP)
A survey of the legal framework of business, including contracts, agency,
sales, negotiable instruments, bankruptcy, partnerships, and corporation
law.
4 hours lec. 3 credits.

3824—BUSINESS LAW I1 (W, SP)
A continuation of Business Law |, covering government regulations, trust,
and insurance.
4 hours lec. 3 credits

3832—-PERSONNEL MANAGEMENT* (A, W, SP)
The philosophy, principles, and methods of personnel management:
organizational structure, areas of responsibility and authority, policy
making, procurement and placement, training, evaluation, wage and salary
administration, and benefit programs.
3 hours lec. 2 credits.

3835—-INDUSTRIAL RELATIONS* (SP)
A survey of industrial relations, including the history of the labor move-
ment, labor legislation, collective bargaining, daily contract administra-
tion, and grievance procedures.
5 hours lec. 2 credits.

3841-ACCOUNTING (A, W, SP)
Basic bookkeeping principles. Interpretation and use of accounting data
and financial reports for managerial decisions and administrative control.

*Technical Course t Prerequisites $ Lab Fee
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Methods of evaluating alternative courses of action, planning for the
future, and controlling current operations. Application of the data card
system concept.

5 hours lec. 4 credits.

3851—PRINCIPLES OF TRANSPORTATION
Introduction to modes of transportation as related to the economy and to
culture. Adaptability of various types of transportation. Possible growth
and development. Ecological implications.
4 hours lec. 3 credits.

3885—SPECIAL PROBLEMS IN BUSINESS I* (A, W, SP)
An individualized research problem in the area of business which is of
primary concern of the student. Research is to be approved by and under
the guidance of the student’s advisor.
2 credits.

3886—SPECIAL PROBLEMS IN BUSINESS I1* (A, W, SP)
An individualized research problem in the area of business which is of
primary concern of the student. Research is to be approved by and under
the guidance of student’s advisor.
t18856. 2 credits.

*Technical Course t Prerequisites $ Lab Fee

—




Graphic Communications
Management

Technology

COMMUNICATION is the transmission of ideas, concepts, and information
from one person to another. Graphic communication is the transference of such
information by word, picture, or symbol.

New materials, techniques, and processes are continually being developed,
making graphic communications an ever-expanding, challenging technology.
Demands for the end product of advertising, printing, publishing, and packaging
have made the graphic communication industry fifth ranked in total payroll and
employment opportunities.

Opportunities for Graduates

The number one problem in the industry is the shortage of qualified per--
sonnel in production, sales, and management. There are unlimited opportunities
for men and women who are able to combine a mastery of modern managerial
technique with a thorough understanding of graphic communications.

The graphic communications industry offers a vast array of specializations
from which to choose. A thorough comprehension of the basic skills of camera
operation, stripping, plate processing, and press techniques is necessary for
proper performance in any of these highly paid areas of production. When this
understanding is combined with business courses in estimating, personnel super-
vision, and plant management, and then coupled with experience, the back-
ground essential for consideration for promotion is provided, making graphic
communications a field of almost unlimited opportunities.

Graphic communications is a high wage industry that is not affected by
recession or layoffs and it is an industry that offers careers to young men and
women of all talents and interests.
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Equipment Provided by Columbus Tech:

A 19 x 25 inch offset press, 10 x 15-inch letterpress; folding, binding, and
cutting machines, a camera, an enlarger, and development equipment for offset
plate making; layout and paste-up facilities.

Professional Advisory Committee

LloydBrown . .................. American Education Publications
Steward Collins . . ... .......... The Columbus Bank Note Company
George Fox ... .. .. ... ..... . ..., The Warner P. Simpson Company
Richard Schick . .................. The Spahr and Glenn Company
W.L. Stickney . .. ... ... Printing Industry of Central Ohio
R.ReidVance .................. Printing Industry of Central Ohio
JohnWalker . . ... ... .. . ... ... . ... West-Camp Press, Inc.
James Wyatt . . ... ... ... Columbus Blank Book Company
COURSE REQUIREMENTS FOR GRADUATION
GENERAL STUDIES COURSES CREDITS
Communication Skills Department . . . .. .. ... ... .. 'ineenn. 10
Behavioral Sciences Department™* . ... ... ... ... ... ... ... 9
General Education Division™ . .. .. ... ... . ... .. . o o, 3
FIRST YEAR
LAB HOURS

FEES CLASS LAB CREDITS
First Quarter

1131 Business Mathematics . . ................ 5 0 4
1802 Economics . ... ..... .. ... 5 0 4
2401 Introduction to the Graphic Communications Industry* 3 0 3
2411 Printing Processes 1* . ........... $5.00 2 5 4
Communication Skills Course** . .. ......... - - 3
18
Second Quarter
1821 Introduction to Business ................ 5 0 3
1811 Personal Selling . . .. .................. 5 0 3
2417 Printing Processes 1™ . ., . ........ $10.00 2 5 4
2412 Copy Preparation™ . ............. 5.00 2 5 4
Communication Skills Course®* . . ........ - - 3
17
Third Quarter
1522 Psychology ............. ... ... . ... 3 0 3
1813 Management . . . .......... .. ..., 3 0 2
2403 Production Operations* .......... $10.00 2 5 4
2413 layout & Design®* .. .......... 5.00 2 ) 4
2423 Printing Papers™. .. .. ... .............. 3 0 2
Communication Skills Course** ... ....... - - 3
18

*Technical Course **As Approved by Advisor
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SECOND YEAR

LAB HOURS
FEES CLASS LAB CREDITS
Fourth Quarter

1841 Accounting. . ... ... ... ... ...
2404 Printing Production Management® . . . . . $10.00
2407 Estimating & Costing™. . . ......... 10.00
2435 Techniques of Production I* . ... .. .. 5.00

Communication Skills Course** .. .........

| NN W
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Fifth Quarter

1801 Marketing ... ....................

1823 Business Law | . ... ... ... ....... . . ...

2436 Techniques of Production 1I*. .. .. ... $15.00

2426 Printing Personnel Training & Supervision*

2445 Seminar on Production®* . ..............

2135 Fine Arts, Freehand Drawing I*** . . ... ....
Communication Skills Course** . ... .....

I N ww N
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Sixth Quarter

1514 Sociology. .. .. ... ... ...
1515 Human Behavior ... ................
1835 Industrial Relations. . . ................
2406 Production Planning* ............ $10.00
2416 Printing Management Education®* .........
2446 Seminar on Management* . . ... ..........

WWN WM W
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*Technical Course **As Approved by Advisor ***Recommended, but not a required course.

COURSE DESCRIPTIONS

2401-INTRODUCTION TO THE GRAPHIC COMMUNICATIONS INDUSTRY*
A comprehensive study of the development of the printing industry to
include present production processes, advertising agencies, art studios and
the various supply firms and specialty operations, and the makeup of the
graphic arts industry.
3 hours lec. 3 credits.

2403-PRODUCTION OPERATIONS*
A detailed study of the individual operation and processes required in the
production of printed material.
2 hours lec. 5 hours lab. 4 credits. $10.00 lab fee.

* Technical Course ** As Approved by Advisor 1 Prerequisites $ Lab Fee
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2404—-PRINTING PRODUCTION MANAGEMENT*
A comprehensive study of printing management, practices and pro-
cedures. An analysis of job components, from layout to bindery and
shipping department. Practical application of above by work in the
laboratory.
2 hours lec. 5 hours lab. 4 credits. $10.00 lab fee.

2406—PRODUCTION PLANNING*
An analysis of the principles of efficient production control systems. The
theory and practice of production and scheduling, material and service
purchasing, and material handling.
2 hours lec. 5 hours lab. 4 credits. $10.00 lab fee.

2407—ESTIMATING & COSTING*
Principles of estimating and pricing printing. Analysis of specifications,
determination of material and the use of production data for assigning
time to personnei and machines. Theory and practice of cost determina-
tion in the graphic arts industry.
2 hours lec. 5 hours lab. 4 credits. $10.00 lab fee.

2411—-PRINTING PROCESSES 1*
A basic study of the technique of the various operations and processes of
printing and duplication and their application and impact in the graphic
communication industry.
2 hours lec. 5 hours lab. 4 credits. $5.00 lab fee.

2412—-COPY PREPARATION*
An introduction to drawing board composition and the fitting of copy,
selection of type and paste-up of mechanicals for the camera.
2 hours lec. 5 hours lab. 4 credits. $5.00 lab fee.

2413—LAYOUT & DESIGN*
A study of the theory and practice of layout and design for production of
the printed message. The development of efficient procedures in the pre-
paration of roughs, layouts and comprehensives.
2 hours lec. 5 hours lab. 4 credits. $5.00 lab fee.

2416—PRINTING MANAGEMENT EDUCATION*
A practical study and application of the research and education facilities
as applied to Graphic Communications Management. A discussion of ser-
vices available from supporting organizations.
3 hours lec. 3 credits.

2417—-PRINTING PROCESSES I1*
A survey of the typographic process and techniques with an in-depth
study and practical application of type, makeup and composition.
2 hours lec. b hours lab. 4 credits. $10.00 lab fee.

*Technical Course t Prerequisites $ Lab Fee
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2423—-PRINTING PAPERS*
A study of the manufacture and selection of paper used in printing
operations: sizes, colors, characteristics, limitations and packaging of
printed papers. Field trips to a paper mill and a paper distributor.
3 hours lec. 2 credits.

2426—-PERSONNEL TRAINING & SUPERVISION*
Supervisory and training techniques as applied to printing management.
The use of job description, procedures, reports and schedules. Methods of
job instruction in teaching and training employees.
2 hours lec. 3 credits.

2435—TECHNIQUES OF PRODUCTION I*
A comprehensive study of the practices and procedures of the operation
of the camera, stripping and plate department of commercial printing
plants and trade houses.
2 hours lec. 5 hours lab. 4 credits. $5.00 lab fee.

2436—TECHNIQUES OF PRODUCTION 1I*
A study of the problems and techniques of the production of quality
press work and a look at “in plant” and custom bindery operations.
2 hours lec. 5 hours lab. 4 credits. $15.00 lab fee.

2445—-SEMINAR ON PRODUCTION*
Conference session with production personnel of commercial graphic arts
installations followed by discussion, critique and written reports.
3 hours lec. 1 credit.

2446—-SEMINAR ON MANAGEMENT*
Conferences with suppliers and manufacturers representatives for new
innovations of machinery and processes. Discussion with managers of
commercial plants for a study of estimating, sales, technical assistance and
related matters.
3 hours lec. 1 credit.

*Technical Course 1 Prerequisites $ Lab Fee
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Retail
Mid-Management
Technology

RETAILING is the last link in the chain that reaches from the producer or
manufacturer to the ultimate consumer. It is so closely related to the entire
business community that it readily provides an accurate index for judging the
health of the economy. The retailer provides an outlet for merchandise and
customer services. He is responsible for presenting new articles that may create a
new market, as well as being responsible for supplying customer needs.

Opportunities for Graduates

The retail middle manager is employed as an assistant to top managers. He
often experiences considerable rotation from one department to another as he
progresses upward, or he may become a specialist in one division of the business.
He is trained to observe and respond as a manager to the activities and problems
of the entire organization.

The middle manager in retailing identifies with company policies. He works
with top management and with non-supervisory employees. He interprets man-
agement directives to the worker. He recognizes developing problems, changes in
customer response, and all other trends that affect profit. He understands the
merchandise, its procurement and storage, its promotion and sales. He studies
and appraises the market, and seeks ways to improve the sales and profit per-
formance of his company.

The retailing industry is particularly attractive because of the variety of work
performed by middle managers. Buying, stock control, stock storage, promotion,
marketing, accounting, personnel management, and legal procedures for retailing
are among the many functions a retail mid-manager performs. After graduation
the student might become an executive trainee, head of stock, assistant depart-
ment manager, assistant buyer, department manager, and, in some cases, man-
ager for a small store. As the individual progresses he may become a buyer,
department manager, merchandise manager, manager of a large store, or district
manager. Whatever his position, he is constantly working with people inside and
outside of his company to insure constant development of both sales and profits.
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Professional Advisory Committee

Lee Abbitt . . ... ... ... ... .. .. .. ... The F. & R. Lazarus & Co.
DaleBowman . .................... Gold Circle Discount Stores
JohnGatterdam . ... ... .. ... ....... .. The F. & R. Lazarus & Co.
David Godfrey . . . . . . . .. . . . e Harts Stores, Inc.
Randy Lynch . . ... ... ... .. ... ... ..... Sears, Roebuck, & Co.
Robert Renzetti . ... ... ............... Renzetti’'s IGA Foodliner
RoyStage ............. Columbus Area Retail Merchants Association

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS

Commu nication Skills Department . . . .. ... ..... .. .. ... 10

Behavioral Science Department . .. ... ..... ... ... .. .. .¢'uunn. 9

General Education Division . . . . .. .. ... .. e 3
FIRST YEAR

The following core courses must be successfully completed before the student is
eligible for internship. These would normally be completed in 3 quarters. In addi-
tion to completing these courses, the student cannot be on academic probation.
All of these courses are offered Autumn, Winter, and Spring.

COURSE CLASS HOURS LAB CREDIT
First, Second, and Third Quarters

1002 Beginning Composition. . ...............
1003 Essay and Research™** . ... ............
1024 Speech ($1.00) .....................
1131 Business Mathematics .................
1522 Psychology .......... 0.,
1781 Survey of Business Data Processing ........
3801 Marketing .......... ... 0.
3802 EconOmics . ......cuiiveinnnnnanennn
3811 Personal Selling .....................
3813 Management .. ............c.ouiinann-
3814 Non-Personal Selling . ................
3821 Introduction to Business ...............
3841 Accounting ........c.c.iiiiiaan.n
2801 Introduction to Consumer Credit* ........
2901 Introduction to Retailing® .............
3002 Wholesaling Principles® ................
3111 Technical Selling* ...................
Behavioral Sciences Elective***

SO LETRERWWWATINWOIWOITO
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*Technical Course **As Approved by Advisor
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SECOND YEAR

During these quarters the student must complete the following courses in order
to enable him to graduate after completion of eight quarters of work. The letter
designations in parenthesis indicate the quarter in which these courses will be
taught. This does not preclude their being taught during other quarters. Nor does
it guarantee their being offered if enroliment is not adequate. A’ indicates the
course will be offered Autumn Quarter. W'’ indicates the course will be offered
Winter Quarter. ““SP’’ indicates the course will be offered Spring Quarter. “'SU*’
indicates the course will be offered Summer Quarter.

COURSE CLASS HOURS LAB CREDITS
Fourth thru Eighth Quarters
1014 Business Communications (A, W, SP} ... .. 3 0 2
3823 Business Law | (A, W, SP) . ......... 4 0 3
3832 Personnel Management® (A, W,SP) . ... .. 3 0 2
3835 Industrial Relations® (A, W, SP). .. ..... 3 0 2
2902 Sales Promotion® (W) ... .. ........ b 0 4
2904 Retail Store Operations and Control* (Su). . 7 ] 4
2913 Retail Buying t* (W) .. ............ 5 0 4
2914 Retail Buying 1* (Su). .. ........... 5 0 4
2981 Retail Internship 1* {Su, A) . ......... - - 6
2982 Retail Internship 11* (A, SP). ... ...... - - 6
2983 Retail Internship I1I* (Sp, A) .. ...... - - 6
2985 Special Problems in Retailing I* (Su, A)... - - 2
2986 Special Problems in Retailing 11* (A, SP). .. - - 2
2987 Special Problems in Retailing 111* (SP, A}.. — - 4-2
Behavioral Science Elective** ... .. ... - - 3
General Education Elective ........... - - 3
55

COURSE DESCRIPTIONS

2901—INTRODUCTION TO RETAILING* (A, W, SP)
Principles and methods of retail management, including organization,
policy making, location, operation, selling services, records inventory, ex-
penses control, insurance, and the coordination of a store.
5 hours lec. 3 credits.

2902—SALES PROMOTION* (W)
A study of the various sales promotion activities, including advertising,
retail display and the coordination of an effective sales promotion pro-

gram.
11801, 1814, 2901. 5 hours lec. 4 credits.

* Technical Course ** As Approved by Advisor 1 Prerequisites $Lab Fee
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2904—RETAIL STORE OPERATIONS AND CONTROL* (SU)

The operation and control of retail establishments: Receiving stock,
marking, warehousing, repair and alteration, packing, delivery, and
customer services. Maintenance. Accounts payable and receivable, credit
and collection. Inventory control, auditing, cash and payroll and statis-
tical analysis. The course uses case studies of all types of retail problems
including merchandising, personnel, sales promotion, operations and con-
trol.

11841, 2813. 7 hours tec. 4 credits.

2913—-RETAIL BUYING 1* (W)
A study of the nature, functions, and terminology of merchandising,

merchandise information and decisions required in buying.
12981-2985. 5 hours lec. 4 credits.

2914—-RETAIL BUYING I1* (SU)
Buyer’s methods of handling special merchandise and working with the
other divisions within a retail organization.
t2913. 5 hourslec. 4 credits.

2981—RETAIL INTERNSHIP I* (SU, A)
Supervised on-the-job application of knowledge and skills acquired in the
classroom.
See Internship Prerequisites. 6 credits.

2982—RETAIL INTERNSHIP l1* (A, SP)
A continuation of 2981.
1t2981. 6 credits.

2983—RETAIL INTERNSHIP I11* (SP, A)
A continuation of 2982.
12982, 6 credits.

2985—-SPECIAL PROBLEMS IN RETAILING I* (SU, A)
The first of three courses in which the student applies: his practical know-
ledge of retailing to specific areas on his job and submits reports to his
coordinator-supervisor.
See Internship Prerequisites. 2 credits.

2986—SPECIAL PROBLEMS IN RETAILING I1* (A, SP)
A continuation of 2985.
12985. 2 credits.

2987—-SPECIAL PROBLEMS IN RETAILING lHI* (SP, A)

A continuation of 2986.
1t2986. 2-4 credits.

*Technical Course t Prerequisites $ Lab Fee
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Sales Marketing
Technology

SALES MARKETING TECHNOLOGY is designed to give graduates a back-
ground in sociology, psychology, political science, and human behavior; and to
give them intensive training in salesmanship, communications, marketing, ac-
counting, and business.

Recognizing that there is no substitute for experience in the art of selling,
the student will spend two quarters in industry concentrating on the practical
problems of business. Selling requires a great amount of background in other
phases of business. Therefore, the student is exposed to advertising layout, store
layout, accounting systems, and other related subjects.

Opportunities for Graduates

A well-trained sales person, who has working knowledge of marketing, will
have no problem in finding a career in an industry in our economy. With some
additional study, the graduate will be able to pass the State Board Examinations
in real estate, and insurance. He will be equipped to sell either a product or a
service.

In addition to careers in real estate and insurance, graduates are equipped
to enter industry as utilities sales service men, security researchers and salesmen
for financial houses. Advertising, the mass media, needs men and women to plan
programs for, and tailoring them to, the product and image of the advertiser, Em-
ployment agencies, pharmaceutical houses, airlines, and travel agencies need
consultants and coordinators.

A salesman’s advancement is increased by his willingness to work and by
his abilities. In sales more than in any other business, each man’s record is
measureable by the amount of individual effort put forth.

A graduate who is interested in marketing but does not wish to be involved
in actual selling will find places as assistant office manager and as a research and
layout programmer.
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Professional Advisory Committee

Earl R.Bechtel . . ... ... ... .. ... ... . .. ... . ... WTVN Radio
R.D.Burkholder . . . . ... ... ............. Burkhoider/Flint, Inc.
HalCrone .. ................ Landmark Farm Bureau Cooperatives
GaleCulter . ... ... ......... Columbus Area Chamber of Commerce
William Favret . . . .. .. ... . ... .. .. .. The Favret Company
George Frink . . .. .. ... .. ... ...... Nationwide Insurance Company
Richard Herzog . . ... .. ... .. Snelling and Snelling Employment Agency
James Kelso . . . .. . . . ... . e Big Drum, Inc.
ThomasE.Mullin . . . .. ... .......... Ohio Bell Telephone Company
Ralph Negri . .. ............... The National Cash Register Company
Charles Nicklaus . ... ............ Warrent-Teed Pharmaceuticals, Inc.
Dwight Persons . . . ... ............. American Airlines Incorporated
COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS CREDITS
Communication Skills Department . . . ... ... ... ... 0t 10

Behavioral Science Department™* . . . . ... ... ... .. .. .. .. . . ..., 9

General Education Division®* . . . ... ... .. ... . . . . . . ... 3

FIRST YEAR

During the 1st, 2nd, and 3rd quarters, the student must complete the following
courses. All of these courses are given each quarter of Autumn, Winter, and

Spring.
COURSE CLASS HOURS LAB CREDITS
First, Second, and Third Quarters
1002 Beginning Composition ................ 5 0 3
1003 Essay and Research .................. 5 0 3
1024 Speech ... ... .. i, 3 0 2
1131 Business Mathematics ................. 5 0 4
1522 Psychology .........iiiiiiinnnn, 3 0 3
1781 Survey of Data Processing .............. 2 1 2
3801 Marketing . ........c0oiiiiiinnn.. 5 0 5
3802 Economics . ........ciiiitininaan. 5 0 4
3811 Personal Setting .................... 3 0 2
3813 Management ............connerurnnn 3 0 2
3814 Non-Personal Selling ................. 3 0 2
3821 Introduction to Business ............... 4 0 3
3841 Accounting .........iiii i, 5 0 4
2801 Introduction to Consumer Credit* ........ 4 0 3
2901 Introduction to Retailing® ............. 4 0 3
3002 Wholesaling Principles® ................ 4 0 3
3111 Technical Selling .................... 4 0 3
Behavioral Science Elective** ... ........ - - 3
3331 Beginning Typing (A) Recommended Elective 3 2 2
53

*Technical Course **As Approved by Advisor
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SECOND YEAR

During the second year, the student is required to take the following courses:
This does not preclude their being taught during other quarters nor does it
guarantee their being offered if enrollment is not adequate. After each course is
indicated the quarter in which the courses are given. “A" indicates Autumn
Quarter, “W'’" indicates Winter Quarter, “SP” indicates Spring Quarter, SU"’
indicates Summer Quarter.

COURSE CLASS HOURS LAB CREDITS
Fourth thru Eights Quarters

1014 Business Communications (AW,SP) .......
3803 Personal Finance* (A,SP) ..............
3812 Government and Business ..............
3823 Business Law I (AW,SP) ... ............
3824 Businesslawll .. ..... ... .. ... .. ....
3832 Personnel Management* (AW,SP) ........
3835 Industrial Relations* (W,SP) ............
2813 Credit Administration®*(A) .............
3108 Sales Case Studies® (W) ...............
3112 Technical Selling H* (SP) ..............
3115 Sale Promotion and Advertising® (SP) ......
3118 Effective Sales Meetings* (A) ............
3128 Buyer-Seller Relations*(A) .............

Behavioral Science Elective .............

| ©Ococowooooooo o
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During the second year, the student also elects one of the following sequences of
courses:

3125 Sales Specialties I* (S} .. .............. 6 0 6
3126 Salas Specialties H* (W) ............... 6 0 6
3129 Sales Specialties HI* {(SP) .............. 6 0 6
I
3127 dnsurance V¥ (A) ...l 6 i} 6
3131 Insurance l1* (W} ................... 6 0 6
3132 Insurance IN*(SP) . ................. 6 0 6
1t
3151 Real Estate Principles and Practices | (A). . . .. 3 0 3
3153 .Real Estate Law (A) ... ............... 3 0 3
3154 Real Estate Finance (W)................ 3 0 3
3155 Real Estate Appraisal (W)............... 3 0 3
3152 Real Estate Principles and Practices 11 (S). . . .. 3 0 3
3156 Real Estate Special Topies (S} .. .......... 3 0 3

* Technical Course
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COURSE DESCRIPTIONS

3108—SALES CASE STUDIES*
Teaches the student to make temporal decisions by a six-step method and
long term decisions by an alternative method. Actual industrial problems
are discussed.
t1813 or 1832. 3 hours lec. 2 hours lab. 3 credits.

3111-TECHNICAL SELLING 1*
Survey of various techniques employed by professional salesmen. Tech-
niques employed by “’big ticket’’ salesman, wholesale and industrial sales-
men, and those salesmen involved with intangibles.
4 hours lec. 2 credits.

3112—TECHNICAL SELLING #1*
This course emphasizes the approach and technique required in the sale of
an idea or service. Four area of intangible sales will be discussed: com-
puter, bookkeeping, and forms systems; security sales and estate planning;
magazine and yellow pages advertising; banking and financial services.
1t3111. 3 hours lec. 3 credits.

3115—SALES PROMOTION AND ADVERTISING*
A course designed to develop an understanding of the techniques of ad-
vertising. Relation to the buying and selling processes. The analysis of the
success or failure of such programs related to costs and results. The
development of sales brochures, displays, dealer meetings. Tt 2 develop-
ment of point sale material. The use of slides and photography.
11811, 1814. 5 hours lec. 4 credits.

3118—EFFECTIVE SALES MEETINGS*
Techniques of good instruction. The organization of sales meetings in-
cluding location, time, props and promotion. Each student to organize
product and service presentations, and develop the lesson plans and visual
aids necessary for the various presentations.
5 hours lec. 4 credits.

3125—-SALES SPECIALTY 1*
A course to acquaint the student with the total marketing, sales effort,
and product knowledge in his chosen field. This includes: selection of
personnel, leadership, use of records and reports, planning the sales effort,
structure of company, training programs, product knowledge and market-
ing research and ideas.
5 hours lec. 2 hours lab. 5 credits.

3126—-SALES SPECIALTY lI*
A continuation of 3125. The student will delve into the minute details of
product, production, service, sales aids and techniques in his chosen field.

i.e., transportation, etc.
1t3125. 5 hours lec. 2 hours lab. b credits.

* Technical Course 1 Prerequisites $ Lab Fee
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3127—INSURANCE 1*
The place of insurance in our society. Covers both personal and business
needs and functions. Course includes general principles of insurance.

5 hours lec. 2 hours lab. b credits.

3128—BUYER-SELLER RELATIONS*
To develop an understanding of the human relations involved in selling.
Establishment of rapport with the prospective customer. Reading his
"body language”. Understanding his philosophy and psychology and thus
be better able to fill his wants and needs. The development of desirable
sales traits and qualities.
1t3111. 5 hours lec. 2 hours lab. 4 credits.

3129—SALES SPECIALTY Il
A continuation of course 3126. Working with the prospective employee
(if placed) or with student’s choice of position. The student will be pre-
pared to fill a specific slot in the employer’s company or industry.
5 hours lec. 2 hours lab. 5 credits.

3131-INSURANCE I1I*
Course designed to help prepare student to pass the State Examination
for multiple line agent’s license.
t3127. 5 hours lec. 2 hours lab. 5 credits.

3132—-INSURANCE I11*
Course designed to help prepare student to pass the State Life Insurance
Agent’s examination. It will also include a brief summary of estate plan-
ning, and mutual fund investment principles and planning.
5 hours lec. 2 hours lab. 5 credits.

3141—-REAL ESTATE PRINCIPLES AND PRACTICES | AND 11

A study of the elementary physical, legal, locational and economical
characteristics of real estate and real estate markets. Also, the national,
regional and local economic influences on real estate values. The course
also covers property ownership rights, real estate brokerage and con-
struction of buildings, and the effects of marketing and production
systems in our economy.

5 hours lec. 2 hours lab. 5 credits.

3142—REAL ESTATE LAW AND FINANCE
The first half of this course includes the following topics: the law of
agency as applied to real estate brokers and salesmen, law of fixtures,
estate (including leases), conveyancing of real estate managers, license
laws of Ohio, zoning, cooperatives and condominiums. The second half of
the course includes a study of the nature and characteristics of mortgage

*Technical Course t Prerequisites $ Lab Fee
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loans, government, influences on real estate finance and the nature of the
mortgage market. Effects of monetary and fiscal policies on real estate
financing are considered.

5 hours fec. 2 hours lab. 5 credits.

3143—-REAL ESTATE APPRAISAL AND SPECIAL TOPICS

The first half of this course covers the methodology of appraising urban
real property and the theory underlying appraisal techniques. Three basic
techniques of appraising are studied: market comparison, penalized cost
of replacement, and income capitalization. Special topics relating to real
estate are covered in the second half including: Insurance, Sales, Appraisal
or other facit of the Real Estate Profession of special interest to the
student. This is largely a seminar type course in the final weeks.

5 hours lec. 2 hours lab. b5 credits.

3181—SALES INTERNSHIP I*
Supervised on-the-job application of knowledge and skills acquired in the
classroom.
13 credits.

3182—SALES INTERNSHIP 11*
A continuation of 3181.
13181. 13 credits.

3185—SPECIAL PROBLEMS IN SALES I*
The first two courses in which the student applies his practical inowledge
in sales to specific areas of his job and submits reports.
2 credits.

3186—SPECIAL PROBLEMS IN SALES I1*
Continuation of 3815.
2 credits.

*Technical Course t Prerequisites $ Lab Fee
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Secretarial Science
Technology

STUDENTS in the Secretarial Science Department may select from three
areas of secretarial specialization: Executive, Legal, and Medical. The first year
of the program all students receive the same basic preparation in secretarial,
business, and general education subjects. The second year the student takes
courses in her area of specialization, as well as participating in an internship in
her field. With a solid foundation in the executive, legal, or medical secretarial
field, the student is prepared for successful employment in the chosen technical
area.

Flexible Program Planning

Secretarial classes are offered both day and evening to fit the needs of both
full-time and part-time students. Our curriculum is designed to serve recent high
school graduates (both those who have had business courses and those who have
not), persons with previous university experience who desire good marketable
secretarial skills, employed persons who wish to upgrade their competencies, and
those who wish to re-enter the job market. Our program enables the person to
start at the level appropriate to her background and to plan her course to best fit
her time and degree objective.

During the second year, students may select either the half-time internship in
business or the on-campus simulated office-experience program. Internship
students are employed in approved secretarial positions in the afternoon and are
in classes in the morning. Students in the on-campus simulated-office program
perform secretarial and business responsibilities under realistic office conditions
and standards working for their own company.

Laboratory Facilities

The secretarial labs are set up to resemble actual office conditions as closely
as possible. The labs are equipped with office-size desks, IBM electric type-
writers, dictation and transcription machines, automatic magnetic card Selectric
typewriters, duplication and copying equipment, adding machines, electronic
calculators, and filing facilities. The labs are designed and furnished so the
students receive training on the same kind of up-to-date equipment and proce-
dures they will be using on the job.
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Professional Advisory Committee

Mr. William T. Fryer . ............... Industrial Nucleonics Corporation
Dr.J.MarshallHanna . .................... The Ohio State University
Mr.Don AL List . o ittt e it i i e Columbus Public Schools
Mrs. MaxineBorn .. .. .......... Crabbe, Brown, Jones, Potts & Schmidt
Mrs. Margaret J. Hauser . . ................. The Ohio State University
Mr.J. Raymond Prohaska .................. Power, Jones & Schneider
Dr. Ron Daugherty ........ Center for Vocational and Technical Education
Mrs. Kay Hamilton .. ................... State Department of Health
Mr. Richard V. Patchen . ................. Patchen, Murphy & Allison

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES COURSES CREDITS
Communication Skills Department . . . ... ............... .. .... 10
Behavioral Sciences Department™* . . . ... .. ...... ... ... ... ... 9
General Education Division®* .. . ... .. ... ... ... ... ... ... 3
FIRST YEAR
COURSE CLASS HOURS LAB CREDITS
First Quarter
1002 Beginning Composition ................ 5 0 3
3823 BusinessLaw!l ..................... 4 0 3
1622 Psychology . .......cvviinirnnnnnnnn 3 0 3
3821 Introduction to Business ............... 5 0 3
3331 Typing (Beginning)*! . ................ 2 3 2
3341 Shorthand (Beginning)*® .............. 3 2 3
3322 Personal Development** (Elective)......... (4) 0 (3)
17
Second Quarter
1003 Essayand Research .................. 5 0 3
1131 Business Mathematics ................. 5 0 4
1024 Speech ..........itriiernnnnns 3 0 2
3304 Business Machine Projects™ ............. 1 3 2
3332 Typing (Intermediate)*> . .............. 1 5 3
3342 Shorthand (Intermediate)*> .. .......... 3 3 4
18
Third Quarter
1515 HumanBehavior .................... 3 0 3
or
1525 Marriage and the Family ............... 3 0 3
3841 Accounting ............iiiineenann 3 4 4
3314 Records Management™ ................ 3 2 3
3333 Typing (Advanced)* ................. 1 5 3
3343 Shorthand (Advanced)* ............... 3 3 4
17

* Technical Course** This is an elective course. If a student does not take Beginning Typing,
it is recommended she take 3322 Personal Development in its place.
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Waiver of Curriculum Requirements

A student may receive a waiver for any technical course required, providing she
can meet the requirements of the class by examination or evaluation by the
department. Such waivers will receive no credit and the student will be required
to take additional courses to make up the credit requirement.

The following courses are recommended electives to fill in for waived courses:

3322—Personal Development™ 1824—Business Law ||
7025—Constitutional Law 1812—Government and Business
8514—Trends and Issues in 7805—0hio Criminal Code

the Health Field 7816—Case Preparation

1Students who have successfully completed one year of typing in high school
and have gained a strong foundation may select an elective in place of this
course.

2Students who have successfully completed one year of shorthand in high school
within the last two years and have gained a strong foundation may select an
elective in place of this course.

3y, . . L .

This course may be waived if they pass an examination and evaluation by the
Dept. This waiver will receive no credit and another course must be taken in its
place.

EXECUTIVE SECRETARIAL CURRICULUM

SECOND YEAR

The Executive Secretarial program prepares secretaries to assist employers in
the efficient operation of an office, relieving them of routine office duties. To
do so, the executive secretary must be able to compose written communications,
be a skilled typist and stenographer, be able to use a wide variety of office
machines, and be proficient in filing and record keeping. Executive secretaries
must also be able to organize, coordinate, and assign work projects and to check
the results for completeness and accuracy.

Executive secretarial technicians are professional people in their field, quali-
fied to become private secretaries or administrators of the secretarial force in
diverse areas of business and industry. Graduates may climb the career ladder in
the secretarial field or use the executive secretarial positions to move into other
professional responsibilities in business.

COURSE CLASS HOURS LAB CREDITS
Fourth Quarter

1014 Business Communications .............. 3 0 2
General Education Elective ............ . 3 0 3

3303 Machines for Processing Communications® . .. 2 4 3
3324 Secretarial Responsibilities® ............ 6 0 4
3344 Shorthand and Transcription® ........... 3 3 4
16

* Technical Course
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COURSE CLASS HOURS LAB CREDITS
Fifth Quarter
Behavioral Science Elective ............. 3 0 3
1781 Survey of Data Processing .............. 2 1 2
3813 Management ...............c0onvnn 3 0 2
3316 Special Problems in Typing* ............ 3 3 3
3305 Secretarial Internship |*, AND ........... 0 20 5
3335 [nternship Seminar [* .. .............. 2 0 g OR
or
3307 The Office® ...........cccvvennn... 2 8 2
plus 2 credit hours of electives 17
Sixth Quarter
3802 Economics ..........cchiiinniaann. 5 0 4
3315 Special Problems in Shorthandand ........
Transcription™ ... ... .. .. i 3 3 3
3326 Office Management & Supervision® ........ 4 0 3
3306 Secretarial Internship H*, AND .......... 0 20 5
3336 Internship Seminar Il ................. 2 0 2 OR
or
3308 The Secretarial Service®* ............... 1 4 3
plus 4 credit hours of electives............ - - 4
17

LEGAL SECRETARIAL CURRICULUM
SECOND YEAR

The legal secretary plays a vital role in the professional activities of a law
office. She must be skillful in dealing with clients, beyond reproach in handling
confidential information, have excellent typing and transcription skills, be accu-
rate and competent on office machines, knowledgeable and efficient in legal
office terminology and procedures, and have an understanding of and liking for
law and court processes.

The Columbus Bar Association endorses the Legal Secretarial program and is
cooperating with Columbus Tech by providing practicing attorneys to partici-
pate in the planning and teaching of the specialized courses. This curriculum
meets the criteria established by the National Association of Legal Secretaries.

The Legal Secretarial program prepares students for a responsible position
with an attorney in a law firm, in the legal departments of corporations, or with
agencies of the government or the court system.

Fourth Quarter

1014 Business Communications .............. 3 0 2
General Education Elective ............. 3 0 3

3303 Machines for Processing Communications* 2 4 3
3324 Secretarial Responsibilities® ............. 6 0 4
3344 Shorthand and Transcription® ........... 3 3 4
16

* Technical Course
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COURSE CLASS HOURS LAB CREDITS
Fifth Quarter

Behavioral Science Elective . ............
1781 Survey of DataProcessing ..............
3813 Management . .............c.iuennn.n
3317 Legal Typing, Forms and Procedures® . ......
3305 Secretarial Internship|*AND ............
3335 InternshipSeminar* . ................

or
3307 TheOffice® ....................... 2 8

plus 2 credit hours of electives
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Sixth Quarter

3802 Economics ...........ihiiiinaan

3318 Legal Terminology & Transcription* . ......

3327 Lega! Office Procedures™ ...............

3306 Secretarial InternshiplI*AND . ..........

3336 InternshipSeminar 11* . ...............
or

3308 The Secretarial Service* ................
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MEDICAL SECRETARIAL CURRICULUM
SECOND YEAR

The Medical Secretary is a key member of the health team who uses modern
office skills to carry the administrative business load in hospitals, physicians
offices and other medical settings. The increased demand on physicians and
hospitals for more and better medical care has also heightened the need for
qualified secretarial assistance.

The duties of the Medical Secretary are many and varied. She must have a
good understanding of medical terminology and procedures. Because of the
critical nature of her work dealing with the health of others, accuracy, dependa-
bility, and good human relations skills are of utmost importance. Duties may
include such responsibilities as taking dictation, transcribing medical correspon-
dence and reports, telephone and reception work, record keeping, billing, and
ordering supplies.

Graduates may work in a wide variety of medical settings. Medical Secretaries
may choose from among the diverse secretarial opportunities in hospitals,
physicians offices, medical clinics, nursing homes, pharmaceutical companies,
local and state health departments, research centers, medical insurance com-
panies, and dental offices. There is a great demand for the well-prepared medical
secretary.

* Technical Course
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COURSE
Fourth Quarter

1014
1344

3303 Machines for Processing Communications* ...
Medical Office Procedures® ............

3351

Business Communications .............

Introduction to Anatomy and Physiology

Fifth Quarter

1781
3813
3352
3305
3335

3307

Behavioral Science Course .............
Survey of Data Processing .............
Management ......................
Medical Terminology and Typing* .......
Secretarial Internship I* AND ..........
Internship Seminar 1* ... .............

or

The Office™ ..........iiiiinvnnnn

plus 2 credit hours of electives

Sixth Quarter

3802

3303—-MACHINES FOR PROCESSING COMMUNICATIONS* (A)

Economies .............. ... ...
Medical Vocabulary and Shorthand* ......
Medica! Machine Transcription* .........
Secretarial Internship I* AND ..........
Internship Seminar 11* . ... ...........

or

The Secretarial Service* ..............

CLASS HOURS LAB CREDIT
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With the changing technology in the modern business office, the secretary
is confronted with a diverse variety of machines for processing business
communications. This course is designed to develop secretarial pro-
ficiency in the use of these office machines. Machines included are:
machine transcription equipment (including dictation units), IBM Mag-
netic Card Selectric Typewriters, IBM Executive Typewriters, various
makes of electric typewriters, duplication equipment, and copying equip-

ment.

1+3333. 2 hours lec. 4 hours lab. 3 credits. $4.00 lab fee.

* Technical Course t Prerequisites $ Lab Fee
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3304—BUSINESS MACHINE PROJECTS (W)

This course is designed to develop secretarial proficiency in the use of
office machines in solving business problems. Machine included are:
10-key and full-keyboard adding-listing machines; and electronic, print-
ing, and rotary calculators. Emphasis will be on problem-solving activities
which stress correct machine operation including correct fingering tech-
niques and techniques for specific problem situations.

1 hour lec. 3 hours lab. 2 credits. $4.00 lab fee.

3305—SECRETARIAL INTERNSHIP I* (W)

A work experience providing application of all phases of the theory
taught in the secretarial science program: taking dictation and trans-
cribing, routine composition, duplicating processes, record and file
maintenance, telephone service, reception, reservation responsibilities,
itinerary maintenance, handling of expense accounts and bank accounts,
follow-up systems, research of special projects, taking minutes, screening
and routing mail, and procuring supplies. Four hours daily on the job.
Students must enroll concurrently in 3335 Internship Seminar |.

13324. 20 hours lab. 5 credits.

3306—SECRETARIAL INTERNSHIP I1* (SP)
Similar to 3305. Student participation in a work situation four hours
daily. Students must enroll concurrently in 3336 Internship Seminar 1.
13305. 2 hours lec. 20 hours lab. 8 credits.

3307—THE OFFICE* (W)
This course is designed to approximate office conditions, standards, and
secretarial functions. The student will perform business responsibilities in
a simulated office setting. Students learn to work as an office team, set
priorities, plan time, apply skills, and understand the office as an oper-
ating system.
13303. 2 hours lec. 8 hours lab. 5 credits. $3.00 lab fee.

3308—THE SECRETARIAL SERVICE* (SP)
This is a second on-campus work-experience program under simulated
office conditions. Course provides further development and refinement of
machine transcription and word processing skills.
13303. 1 hour lec. 4 hours lab. 3 credits. $3.00 lab fee.

3314—RECORDS MANAGEMENT* (SP)
This course is designed for secretaries needing a knowledge of efficient
handling of business records, filing methods and systems, and principles
for the selection of records equipment and supplies.
3 hours tec. 2 hours lab. 3 credits. $3.00 lab fee.

3315—SPECIAL PROBLEMS IN SHORTHAND AND TRANSCRIPTION* (SP})
This course provides an opportunity to overcome individual weakness in
shorthand theory and speed, in transcription from shorthand notes and

* Technical Course t Prerequisites $ Lab Fee



Secretarial Science Technology

dictating machines, and in language skills. It concentrates on building
speed through shortcuts and increased vocabulary. Opportunity to build
shorthand competency in area of prospective employment.
1t3344. 3 hours lec. 3 hours lab. 3 credits. $3.00 lab fee.

3316—SPECIAL PROBLEMS IN TYPING* (W)
This course prepares the student for the typing responsibilities of an
executive secretary through long, interrelated, undefined problems. Indi-
vidual drills to remedy specific weaknesses in typing are provided.
1t3333. 3 hours lec. 3 hours lab. 3 credits. $3.00 lab fee.

3317—-LEGAL TYPING, FORMS AND PROCEDURES* (W)
Combined emphasis upon developing an understanding of the functions
served by various legal documents and papers in the areas of real estate,
corporations, probate, wills and taxation and developing an ability to
produce both fill-in and completely typed papers in these areas. Work in
building legal terminology, including spelling and correct usage.
13333. 3 hours lec. 3 hours lab. 3 credits $3.00 lab fee.

3318—LEGAL TERMINOLOGY AND TRANSCRIPTION* {SP)
To integrate and continue to build students’ knowledge and under-
standing of legal terminology through the practical experience of taking
and transcribing dictation, transcribing machine dictation, and developing
shorthand rate. Practice in the preparation of legal briefs is also provided.
13344. 3 hours lec. 3 hours lab. 3 credits. $3.00 lab fee.

3322-PERSONAL DEVELOPMENT* (A)
Guidance into an individual program of self-improvement emphasizing the
physical, intellectual, emotional, and social dimensions of personality.
4 hours lec. 2 credits.

3324-SECRETARIAL RESPONSIBILITIES* (A)

A study of the daily responsibilities of a secretary. Discussion of office
skills other than machine operation: receptionist duty, telephone tech-
niques, handling telegrams and travel information, keeping office records,
purchasing supplies, organizing a desk, using reference materials, setting
work priorities, and getting along with people. Emphasis on developing
understanding through case studies.

13333, 3343. 6 hours lec. 4 credits.

3326—OFFICE MANAGEMENT AND SUPERVISION* (SP)
A presentation of the elements involved in the sound and efficient man-
agement and supervision of the office. A study of the management of
equipping, servicing, and staffing the office. Emphasis on controlling
office costs and on leadership and human relations. Case studies of prob-
lems of office supervision and management.
13813. 4 hours lec. 3 credits.

* Technical Course 1 Prerequisites $ Lab Fee
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3327—LEGAL OFFICE PROCEDURES* (SP)
This course provides instruction in procedures unique to law offices,
including law office design, office management, legal filing, timekeeping
and billing, and payroll. The special considerations, problems, and ethics
involved in dealing with clients are also discussed. A general background
of information about the American court system is provided.
13324. 4 hours lec. 3 credits.

3331-TYPING {BEGINNING)* (A)
Introduction to the touch typewriting system with emphasis on correct
techniques, mastery of the keyboard, simple business correspondence,
tabulation, and forms.
2 hours lec. 3 hours lab. 2 credits. $4.00 lab fee.

3332—TYPING (INTERMEDIATE)* (W)
Emphasis on the development of speed and accuracy and the mastery of
correct typing techniques used in producing business correspondence, tab-
ulations, manuscripts, reports, and business forms; and in preparing
materials for duplication. 1 year High School typing of C or better or
1t3331.
1 hour lec. 5 hours lab. 3 credits. $3.00 lab fee.

3333—TYPING (ADVANCED)* (SP)
Emphasis on developing the student’s ability to function as an expert
typist producing mailable copy. Application of typing ability to pro-
ducing technical reports, minutes, drafts and business correspondence.
13332. 1 hour lec. 5 hours lab. 3 credits. $3.00 lab fee.

3335—INTERNSHIP SEMINAR * (W)
This is the on-campus seminar for students enrolled in 3305 Secretarial
Internship |. The course content is related to what is happening on the
job to meet the needs of the participants.
2 hours lec. 2 credits.

3336—INTERNSHIP SEMINAR 11* (SP)
A continuation of 3335. This is the on-campus seminar for students
enrolled in 3306 Secretarial Internship Il. The course content is related to
what is happening on the job to meet the needs of the participants.
2 hours lec. 2 credits.

3341-SHORTHAND (BEGINNING)* (A)
A foundation course in shorthand theory with emphasis on phonetics,
word families, brief forms and phrases, and penmanship. Practice for
speed and accuracy.
3 hours lec. 2 hours lab. 3 credits. $3.00 lab fee.

* Technical Course 1t Prerequisites $ Lab Fee
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3342—-SHORTHAND (INTERMEDIATE)* (W)
A course designed to perfect basic shorthand theory, with emphasis on
phonetics, word families, brief forms and phrases, and penmanship.
Practice for speed and accuracy. 1 year High School Shorthand grade of
C or better or 13341,
3 hours lec. 3 hours lab. 4 credits. $3.00 lab fee.

3344-SHORTHAND AND TRANSCRIPTION*(A)
A continuation of Shorthand {Advanced) intended to build shorthand
speed and accuracy with major emphasis on typewritten transcription of
unfamiliar material in mailable form. Experience with office-style dicta-
tion.
1t3343. 3 hours lec. 3 hours lab. 4 credits. $3.00 lab fee.

3351-MEDICAL OFFICE PROCEDURES* (A)
This course provides an understanding of the medical secretarial environ-
ment and responsibilities. The student is involved in a wide variety of
realistic situations where she performs tasks and copes with problems in a
simulated medical office setting.
13333 b5class hours 4 credits $3.00 lab fee.

3352—-MEDICAL TERMINOLOGY AND TYPING* (W)

Presentation of terminology that a beginning medical transcriptionist is
most likely to encounter in physical examinations, medical correspond-
ence, and x-ray or pathology reports. This leads in to terminology related
to medical specialties. Medical documents are provided for transcription
practice. Practice in typing medical forms found in doctors’ offices and
hospital record forms. Stress on accuracy and efficient work habits.
13333 3 hours lec. 2 hours lab, 3 credits $3.00 lab fee.

3353—MEDICAL VOCABULARY AND SHORTHAND* {(SP)
Developes employable shorthand facility and transcription competency in
working with medical correspondence and professional records. Further
increases medical vocabulary and an understanding of medical secretarial
responsibilities.
13344 3 hours lec. 2 hours lab. 3 credits $3.00 lab fee.

3354—-MEDICAL MACHINE TRANSCRIPTION* (SP)
Machine transcription of medical correspondence, reports, and docu-
ments, and further refinement of medical terminology. Emphasis upon
efficient production and accurate copy.
13303, 3352 4 class hours 3 credits $3.00 lab fee.

* Technical Course t Prerequisites $ Lab Fee
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Wholesale
Mid-Management
Technology

THE WHOLESALE mid-management technology is concerned with the
selling of products to anyone other than the ultimate consumer. Wholesaling
includes independently owned, retail-owned and factory-owned wholesale estab-
lishments. The wholesale mid-management technician aids the general manager
of a wholesale establishment.

A Mid-management position may be defined as a job which requires decis-
ions affecting a part of the business. People occupying such a position needs a
broad business background much of which is gained through experience. In
addition, he needs a knowledge of the understanding of economics, business law,
business math, sociology, and psychology. He must be able to communicate and
should have a personality which will enable him to deal with people in all areas
of the business. The wholesaler of the future will have to perform services for his
suppliers, his customers, and society as well.

Opportunities for Graduates

The wholesale technician is employed in mid-management positions with
wholesale firms. He aids his employer in sales representation, sales consultation,
inventory control management, and purchasing. Beginning opportunities for a
graduate technician might include sales trainees, sales representatives, wholesale
salesmen, a merchandising consultant, and purchasing assistant.

Professional Advisory Committee

Hartan Bockbrader . ... .......... Southard Supply Association, 1nc.
James Gaupp . . ... e Williams and Company, Inc.
TJ.Hausmann ... ............... The Kauffman-Lattimer Company
Arthurboeb .. .. ... .. ... ....... ... The Loeb Electric Company
JohnMcMinn . .. .. ... . . . .. e Hughes-Peters, Inc.

Robert Woodward . .. ... ... The Palmer-Donavin Manufacturing Company



Wholesale Mid-Management Technology

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES COURSES CREDITS

Communication Skills Department .. ... .. ... ... .. ..., 10

Behavioral Sciences Department™® .. ... ... ... .. ... .. . ... . ... 9

General Education Division®®* . . . ... . ... ... 3
FIRST YEAR

The following core courses must be successfully completed before the student is
eligible for internship. The student should complete the courses in 3 quarters.
The student shouid not be on academic probation. All of these courses are
offered each quarter of Autumn, Winter, and Spring.

HOURS
COURSE CLASS LAB CREDITS
First, Second, Third Quarter
1002 Beginning Composition . . ................ 5 0 3
1003 Essay and Research®*** .. .. .............. 5 0 3
1024 Speech($1.00) . ...................... 3 0 2
1131 Business Mathematics . .. ................ 5 0 4
1522 Psychology . ............ ... ... 3 0 3
1781 Survey of Business Data Processing . .......... 2 1 2
3801 Marketing . . .. ...... .. .. .. ...t 5 0 5
3802 Ecomomics .. .........iiiineae.. 5 0 4
3811 PersonmalSelling ...................... 3 0 2
3813 Management . .............¢c.c0iuu.... 3 0 2
3914 Non-PersomalSeiling . . .. ................ 3 0 2
3821 IntroductiontoBusiness . ................ 4 0 3
3841 Accounting . .. .. ... e 5 0 4
2801 Introduction to Consumer Credit* .. ......... 4 0 3
2901 Iintroduction to Retailing® . ............... 5 0 3
3002 Wholesaling Principles® (A, W,SP) . .. ........ 5 0 3
3111 Technical Selling® . .. .................. 3 2 2
Behavioral Sciences Electives™** . .. .. ..... ... - - 3
53

SECOND YEAR

During these quarters the student must complete the following courses in order
to enable him to graduate after completion of eight quarters of work. The letter
designations in parenthesis indicate the quarter in which these courses will be
taught. This does not preclude their being taught during other quarters: Nor does
it guarantee thier being offered if enrollment is not adequate. A’ indicates the
course will be offered Autumn Quarter. “W” indicates the course will be offered
Winter Quarter, *’SP” indicates the course will be offered Spring Quarter.

4th Thru 8th Quarters

1014 Business Communication (A, W,SP} ... ....... 3 0 2
3823 Business Law 1 (A, W,SP} .. .............. 4 0 3
3832 Personnel Management* (A, W,SP) . . ......... 3 0 2
3835 Industrial Relations®* (W, SP) . .. .. .......... 3 0 2

* Technical Course ** As Approved by Advisor *** Not required for Intership
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HOURS
COURSE CLASS LAB CREDITS

3001 Wholesaling Specialities*($2.00) (A). . ... ... ... 1
3003 Wholesale Case Studies* (A) .. ............. 0
3004 Wholesale Operation and Control* (SP) , .. .. .. .. 3
3011 Wholesale Salesmanship* . ................ 3
3081 Wholesale Intership 1* . .. .. .............. -
3082 Wholesale Internship '/* . ... .............
3083 Whotesale Internship VI* . . . ... ........... - -
3085 Special Problems in Wholesaling 1* . .. ........ - -
3086 Special Problems in Wholesaling 1* . .. .. ...... - -
3087 Special Probiems in Whelesaling I11* . . . ... .... - -
Behavioral Science Elective*™. . ... ... ....... - -
General Education Elective*™ .. ...............
Non-Classified Electives** . ..................
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COURSE DESCRIPTIONS

3001-WHOLESALING SPECIALITIES* (A)
Technical information about the line of goods marketed by the student’s
employer. Individual study utilizing programmed teaching materials,
films, and reference books.
13002, 3081. 1 hour lec. 4 hours lab. 3 credits. $2.00 lab. fee.

3002—-WHOLESALING PRINCIPLES* (A, W, SP)
An analysis of the historical development of wholesaling. Trade vocabu-
lary. Technological changes and their impact upon traditional methods of
wholesaling. The economic, social and legal environment within which
wholesaling operates.
5 hours lec. 3 credits.

3003—-WHOLESALE CASE STUDIES* {A)
The application of scientific methods of case studies for the solution of
managerial problems, Decision making at the managerial level. Estab-

lishing, evaluation, and recommending plans of action.
11813. 3 hours lab. 2 credits.

3004—-WHOLESALE OPERATION AND CONTROL* (SP)
A study of the scientific management of a wholesale enterprise. Locating,
financing, and organizing a wholesale establishment. Inventory control,

warehousing, and sales management.
TSOQQ, 3083, 3087. 4 hours lec. 1 hour iab. 5 credits.

3011-WHOLESALE SALESMANSHIP* (SP)
This course is designed for the Wholesale Mid-Management student’s

*Technical Course t Prerequisites $ Lab Fee
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study of various wholesale sales positions and techniques used in outside
sales, inside sales and counter sales.
3 hours lec. 3 credits,

3081-WHOLESALING INTERNSHIP 1*
Supervised on-the-job application of knowledge and skills acquired in the
classroom.
6 credits.

3082—WHOLESALE INTERNSHIP I1*
A continuation of 3081.
t3081. 6 credits.
3083—WHOLESALE INTERNSHIP IH11*
A continuation of 3082,
t3082. 6 credits.

3085—SPECIAL PROBLEMS IN WHOLESALING I*
The first of three courses in which the student applies his practical know-
ledge of wholesaling to specific areas of his job and submits reports.
2 credits.

3086—SPECIAL PROBLEMS IN WHOLESALING I1*

A continuation of 3085.
1t3085. 2 credits.

3087—SPECIAL PROBLEMS IN WHOLESALING I11*
A continuation of 3086.
t3068. 2-4 credits.

*Technical Course T Prerequisites $ Lab Fee




Engineering Technologies

The course requirements for graduation and the required credit hours are
included in the following Engineering Technologies:

GENERAL BASIC TECHNICAL TOTAL

TECHNOLOGY STUDIES | STUDIES | STUDIES | CREDITS
ARCHITECTURE 22 24 63 109
AVIATION
ADMINISTRATION 22 25 63 110
AVIATION
MAINTENANCE 22 24 95 141
CIVIL |
ENGINEERING 22 26 62 110
ELECTRONIC
ENGINEERING 22 32 57 1 m
INDUSTRIAL 22 30 58 110
MECHANICAL
ENGINEERING 22 27 57 106




Architecture Technology

THE ARCHITECTURAL Technician assists the Architect with many of his
routine duties. At times he may serve as the link between the Architect and the
craftsman on a job. The architectural technician must be able to think, read, and
speak about the problems and ideas of the Architect, the designer, the engineer,
the fabricator, and the contractor and to translate these ideas into drawings clear
and concise enough for construction purposes.

The Architectural technician must have training in the language of the con-
struction industry, that is, drafting techniques and standards of how construc-
tion materials fit. He must be able to originate drawings using these standards
but also to read drawings made by others. He must be familiar with the prop-
erties of materials and the processes of putting these materials together and also
to be able to estimate the cost of the completed structure. He must know
manufacturer and association standards and understand specifications; he must
also know building codes and ordinances and be able to work with building
inspectors. The technician, by his draftsmanship, makes possible the proper
coordination of all the craftsmen involved in the actual construction of the
project.

Opportunities for Graduates

Architectural technicians are employed as draftsmen who assist Architects
and engineers in the preparation of working drawings, structural drawings,
mechanical and electrical drawings, measured drawings, as-build and general
purpose drawings. If he accepts a position as an estimator, he assists Architects,
engineers, contractors and sub-contractors with material quantity take-off,
budget estimates and cost analysis. They may assist contractors, sub-contractors
and fabricators with bills of materials, the preparation of shop drawings,
coordination of purchasing and scheduling of labor and delivery of materials, of
job site and construction supervision. |f the architectural technician becomes a
manufacturer’s representative, he provides Architects, engineers and contractors
with specific manufacturer’s product information and cost; as a building code
inspector, he examines plans and construction work to insure compliance with
building code regulations.
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The architectural technician may, after he has had sufficient experience, prog-
ress in the Architect's or engineer's office to job captain, chief draftsman or
architect’s superintendent on the job site, or in the contractor’s office to chief
estimator, chief coordinator or job superintendent.

Equipment Provided by Columbus Tech

A drafting table, stool and a lockable file drawer for the use of each student.
Pre-printed paper for the final submittal of the student’s projects. Lighting levels
in the drafting rooms that meet professional standards. An up-to-date product
literature library including Sweet’s Catalog Files.

Equipment to be Provided by the Students
Personal drafting equipment, textbooks and paper for rough drafts of project
solutions. (Note that equipment constitutes a long-term investment).

Professional Advisory Committee

Wayne E. Dipner . .. ... .. .. .. . ... ... The Ohio State University
James J. Foley ... . Kellam and Foley
Richard L. Tully .. .......... Tully, Ames, Elzey, and Thomas, Architects
Fred E.Wright .. .................. Wright-Filfillen-Keske, Architects

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENT** CREDIT
Communication Skills Department . ........ ... .. ...t iiinn... 10
Behavioral Science Department .. ......... ...t 9
General Education Division . .............c. ittt 3
FIRST YEAR

COURSE LAB FEES CLASS LAB HOURS CREDITS
First Quarter
1001 Communication Skills .. .............. 5 0 3
1111 Technical Mathematics ................ 5 0 4
5101 Architectural Graphics I* .. ......... $3.00 3 6 3
5111 Materials & Processes I* ... ......... 3.00 3 3 4
5121 Survey of Architecture® . . ... ........... 5 0 4

21 9 18
Second Quarter

Communication Skills . ............... 5 0 3

1112 Technical Mathematics ................ 5 0 4
5102 Architectural Graphics H* .. ........ $3.00 3 6 3
5112 Materials & Processes I1* .. ........ 3.00 3 3 4
5124 Structural Systems {Concrete)* ....... 3.00 2 4 3

18 13 17

* Technical Course ** As Approved by Advisor
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COURSE LAB FEES CLASS HOURS LAB CREDITS

Third Quarter

Communication Skills . ............... 3 0 2
1113 Technical Mathematics ................ 5 0 4
4644 Statics . ... ... .ottt 5 0 4
5103 Architectural Graphics I1I* .. .. ..... $3.00 4 8 5
5122 Structural Systems (Wood)* ........ 3.00 2 4 3
19 12 18
SECOND YEAR
Fourth Quarter
Communication Skills . ............... 3 0 2
1383 Physics (Hydraulics) . ................. 5 0 4
4645 Strength of Materials .. ............... b 0 4
5104 Architectural Graphics IV* .. ........ $3.00 4 8 4
5116 Mechanical Systems (Plumbing)* . ... .. 3.00 2 2 3
5123 Structural Systems (Steel)* ......... 3.00 2 4 3
1 14 20
Fifth Quarter
General Education Elective ............. 3 3
Behavioral Science . .................. 3 3
5105 Architectural GraphicsV*. ... ....... $3.00 4 8 4
5114 Mechanical Systems (Heating &
Ventilation)* .. ................. 3.00 2 4 4
5126 Specifications, Codes & Standards* ... 3.00 2 4 4
14 16 18
Sixth Quarter
Behavioral Science ................... 6 0 6
5106 Architectural Graphics VI* .. ........ $3.00 5 10 5
5115 Mechanical Systems (Electricity)* ... .. 3.00 2 4 5
5125 Estimating® ............ ... ...t 2 4 3
15 18 18

COURSE DESCRIPTIONS

5102—-ARCHITECTURAL GRAPHICS I* (A)
Fundamentals of lettering, line work, orthographic projections, isometric
and oblique drawings, and preliminary drawing technigues used in the
architect’s office. Field trips.
3 hours lec. 6 hours lab. 3 credits. $3.00 lab fee.

5102—ARCHITECTURAL GRAPHICS I1* (W)
Fundamentals of descriptive geometry with the objective of developing
problem solving techniques in three dimensions. This includes the inter-

* Technical Course
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sections of lines and surfaces, surfaces with surfaces, the development of
irregular shapes, the intersection of solids and shades and shadows.
3 hours lec. 6 hours lab. 3 credits. $3.00 lab fee.

5103—ARCHITECTURAL GRAPHICS I11* (SP)
Site development requirements including coordination with local govern-
ment authorities for right-of-way, utilities, zoning and codes checking,
development of topography and meets and bounds of property. Intro-
duction of construction surveying and the use of the level and transit on
the construction site. Field trips.
1t5102. 4 hours lec. 8 hours lab. 5 credits. $3.00 lab fee.

5104—ARCHITECTURAL GRAPHICS IV* (A)
Perspectives line presentation, working drawing layout technigues for
various plan types and sizes. Evaluations and reference techniques. Free-
hand perspective and presentation drawing techniques.
4 hours lec. 8 hours lab. 4 credits. $3.00 lab fee.

5105 ARCHITECTURAL GRAPHICS V* (W)
Selected details which involve several trades such as curtain wall construc-
tion, elevator construction, roof structure and craneway construction.
Multiple floor and wall finish details, coordination of details with working
drawings of projects. Working drawings organization and specification
notes. Field trips.
4 hours lec. 8 hours lab. 4 credits. $3.00 lab fee.

5106—~ARCHITECTURAL GRAPHICS VI* (SP)
Complete working drawing project with office procedures and require-
ments emphasized. Detailed coordination with consultants’ drawings and
manufacturers’ literature. Independent use of office product files and
technical information. Field trips.
5 hours lec. 10 hours lab. 5 credits. $3.00 lab fee.

5111—-MATERIALS AND PROCESSES OF CONSTRUCTION I1* (A)
The properties, standards, unit measurements and economics of materials
and their structural systems are studied. The materials and processes
considered are concrete, masonry, wood, steel and non-ferrous metals and
alloys. Field trips will be taken to local manufacturing plants and fabrica-
tion shops.
3 hours lec. 3 hours lab. 4 credits. $3.00 lab fee.

5112—-MATERIALS AND PROCESSES OF CONSTRUCTION I1* (W)
The properties, standards, unit measurements and economics of materials
and their use in buildings are studied. The materials and processes con-
sidered are plaster, acoustical finishes, waterproofing, roofing, flooring,
wall coverings, doors, windows, hardware, glass, paints and sealouts. Field

trip will be taken to construction sites as related to various materials.
3 hours lec. 3 hours lab. 4 credits. $3.00 lab fee.

* Technical Course 1 Prerequisites $ Lab Fee
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5114—MECHANICAL SYSTEMS (HEATING AND VENTILATING)* (W)
Fundamentals of comfort conditioning. Methods of heating, ventilating,
and air conditioning; coordination with the elements of the building. Job
construction techniques, detailing, schedules, trade association recom-
mendations, shop drawings. Conventional symbols and nomenclature.
Economic evaluations and research forecasts. Field trips.

2 hours lec. 4 hours lab. 4 credits. $3.00 lab fee.

5115—MECHANICAL SYSTEMS (ELECTRICAL EQUIPMENT)* (SP)
Fundamentals of lighting, electrical systems equipment for buildings.
Essentials of electrical code and association standards. Conventional
symbols, nomenclature and layouts. Coordination of electrical work with
the elements of the building, computer techniques fixture and equipment
schedules, electrical work economics, and research forecases. Field trips.
2 hours lec. 4 hours lab. 4 credits. $3.00 lab fee.

5116—MECHANICAL SYSTEMS (PLUMBING AND SANITATION)* (A)
Plumbing codes and standards, layout techniques, conventional symbols
and nomenciature, coordination with other elements of building,
schedule, details, shop drawings, economics, research forecases, and
computer techniques. Field trips.

2 hours lec. 2 hours lab. 3 credits. $3.00 lab fee.

5121-SURVEY OF ARCHITECTURE* (A)
A survey of architecture in America from 1600 to present. The men and
ideas that shaped construction. Emphasis on modern construction.
5 hours lec. 4 credits.

5122—-STRUCTURAL SYSTEMS | (WOOD)* (SP)
Wood construction techniques and detailing of conventional, post and
beam, panel, prefabrication, light and heavy truss, millwood and
laminated plywood systems. Shop drawing techniques and checking. Field
trips.
2 hours lec. 4 hours lab. 3 credits. $3.00 lab fee.

5123—-STRUCTURAL SYSTEMS Il (STEEL)* (A)
Drafting room use of steel construction handbook and steel detailing.
Structural plan layout, details, schedules, shop drawing techniques and
checking, coordination of steel elements with other parts of building.
Computer techniques in structural work, and economics of steel construc-
tion. Field trips.
2 hours lec. 4 hours fab. 3 credits. $3.00 lab fee.

5124—STRUCTURAL SYSTEMS Il (CONCRETE AND MASONRY)* (W)
Drafting room use of concrete reinforcing steel handbook and masonry
handbook. Fundamentals of construction details and detailing, shop
drawings, shop and job fabrication. Job layout and construction tech-

* Technical Course 1 Prerequisites $ Lab Fee
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niques. Coordination with other elements of the building, computer
techniques, and economics of concrete construction. Field trips.
2 hours lec. 4 hours lab. 3 credits. $3.00 lab fee.

2125—ESTIMATING* (SP)
Building cost estimating methods, detailed materials and labor takeoff
mathods, contractors’ overhead costs, wage withholding and payroll de-
duction. Insurance, tax, bond, and economics of construction costs. Cost
control in the architect’s office and on the job.
t5111 & 5112. 2 hours lec. 3 hours lab. 3 credits. $3.00 lab fee.

2126— SPECIFICATIONS, CONTRACTS, OFFICE PRECEDURES* (W)
Types and organization of offices, consultants, contract documents, con-
struction documents, construction supervision. Specification elements:
general and special conditions, organization of trade, sections, details of
specification requirements for government-agency and private work, com-
puterized specifications.
156111 & 5112. 3 hours lec. 3 credits. $3.00 lab fee.

* Technical Course 1 Prerequisites $ Lab Fee
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Technology

THE VAST aviation industry depends upon a host of ground-support
personnel to keep the aircraft flying profitably. Opportunities for employment
are available to the prepared individual. In some instances, acceptance into a
company training program and successful completion of the program are pre-
requisites to find employment. In other instances, candidates for employment
are required to complete on-the-job training before final employment. In both of
these cases, the applicant with appropriate preparatory training has the better
chance of securing employment. The Aviation Administration program provides
the necessary general aviation educational background and the employing com-
pany provides the specific training applicable to the company routines.

Opportunities for Graduates

This program prepares students for entry into aviation clerical services, avia-
tion customer services, airline stewardess and steward training, airport manager
operations, traffic management operations, and fixed base operations.

Professional Advisory Committee

Edward Haussermann . ..................Haussermann Aviation, Inc.
Richard Hickman ..................... TransWorld Airlines, Inc.
Sidney Small ................... ... .. .....American Airlines
PD.Strahm ..........................TransWorld Airlines, Inc.
Jay Tritt e Flight Instructor
Robert Varner . ...................... Lane Aviation Corporation
George YouNg . . ...ttt e e Federal Aviation Agency

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department ... ......... ..ot nnnnn. 10
Behavioral Science Department . .. ....... ... ..t 9

General Education Division . ........... ... vriirininrrennnnnn. 3
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FIRST YEAR
COURSE CLASS LAB HOURS CREDITS
First Quarter
5521 Aviation Fundamentals { (Basic}* ......... 5 3 6
5522 Aviation Fundamentals || (Meteorology)* 4 3 5
3851 Principles of Transportation ............ 4 0 3
Communication Skills Course™* .. ........ 0 0 3
17
Second Quarter
1131 Business Mathematics ................. 5 0 4
3821 Introduction to Business ............... 3 0 3
5523 Auviation Fundamentals 111 (Flight Planning)* . 5 3 6
5524 Aviation Fundamentals IV (Air Navigation)* . . 5 3 6
19
Third Quarter
5531 Air Transportation | (Development)* . ..... 5 0 4
5525 Aviation Physiology* ................. 4 0 4
3841 Accounting . ............i.iieian.. 3 4 4
Communication Skills Course** . . ........ 0 0 3
Behavioral Science Elective** ............. 0 0 3
18
SECOND YEAR
Fourth Quarter
5532 Air Transportation H (Airlines}* ......... 5 3 6
5533 Air Carrier Operations® . .............. 4 0 3
3823 Businessbaw ...................... 4 0 3
3804 Economics .........eecenevnennnnns 5 0 4
Behavioral Science Elective™™ .. .......... 0 0 3
19
Fifth Quarter
5534 General Aviation®* ................... 5 0 4
5626 Aviation Law® ..................... 3 0 3
5635 Air Cargo Management® . .............. 4 0 3
5536 Airport Management* . ............... 4 0 3
Communications Skills Course®** . ...... .. 0 0 2
Behavioral Science Course™™* .. .......... 0 0 3
18
Sixth Quarter
B529 Air Traffic* ....................... 3 0 2
5528 Aviation Public Relations®* ............. 3 0 3
5537 Aviation Financial Management* ......... 5 0 b
3832 Personnel Management . ............... 3 0 2
3813 Management .................cuu.n 3 0 2
Communication Skills Course®** ... ....... 0 0 2
Non-technical General Education Elective** .. 0 0 3
19

* Technical Course ** As Approved by Advisor
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COURSE DESCRIPTIONS

5521—AVIATION FUNDAMENTALS 1 {(BASICS)* (A)
Physical laws affecting aerodynamics, aircraft structure, control surfaces,
stability, power, aircraft instruments, identification of general aviation
and airline aircraft.
5 hours lec. 3 hours lab. 6 credits.

5522—AVIATION FUNDAMENTALS 1l (METEOROLOGY)* (A)
Air circulation patterns, fronts, turbulence. Weather charts, teletype
reports, U.S. Weather Bureau: organization and services.
4 hours lec. 3 hours lab. b credits.

5523—-AVIATION FUNDAMENTALS Il (FLIGHT PLANNING)* (W)
Development of flight planning through dead reckoning, use of flight
computer and plotter, navigation charts and symbols, station identifiers,
cruise control, weight and balance for aircraft loading.

12521 previously or concurrently. 5 hours lec. 3 hours lab. 6 credits.

5524—AVIATION FUNDAMENTALS IV (AIR NAVIGATION) (W)
Radio navigation systems and associated instruments. Time and fuel
estimates. VFR and IFR flight rules. Major air routes. Study of Airman’s
Information Manual. Contact navigation.
12523 previously or concurrently. 5 hours lec. 3 hours lab. 6 credits.

5525—-AVIATION PHYSIOLOGY* (SP)
Physical responses of the body to flight conditions — construction of the
inner ear, vertigo, pressure changes, aeroembolism, oxygen, alcohol and
tobacco. Study of NASA and FAA Aero-Medical Department reports.
4 hours lec. 4 credits.

5526—-AVIATION LAW* (W)
The Federal Aviation Administration jurisdiction — CAB — routes and
fares — aviation negligence litigation. The rule making process. Enforce-
ment — ICAOQ, structure, membership, powers, legal implications.
3 hours lec. 3 credits.

5527—AVIATION PHRASEOLOGY* (A)
Jargon, radio communications, aviation abbreviations. Use of microphone
and tape recorder. Conversation with aircraft on ground and in flight.
Conversation with pilots. Giving directions to crews and employees.
2 hours lec. 2 credits.

5528—AVIATION PUBLIC RELATIONS* (W)
A study of the aviation “‘image’’. Advertising, meeting the customer, sales-
manship. Participation in civic affairs. Responsibilities when making
public appearances. Meeting the press. Handling complaints and claims.
3 hours lec. 3 credits.

* Technical Course 1 Prerequisites 8 Lab Fee
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5529—AIR TRAFFIC* (SP)
Organization of air traffic compared to traffic departments in industries.
Passenger handling, ticketing, refunds, baggage regulations and handling,
travel plans, tours and routing. FAA air traffic control towers, centers,
radar facilities and services, flight service, controllers, and air traffic sepa-
ration.
3 hours lec. 2 credits.

5531—AIR TRANSPORTATION i* (SP)
A history of the development of aircraft from early types to the present.
The development of airports, the airways system and the growth of air-
lines. Development of federal acts and their effects on air transportation.
Introduction to passenger and cargo traffic.
5 hours lec. 4 credits.

5532—AIR TRANSPORTATION I1* {A)
Duties, responsibilities and requirements for employment in the airlines.
Structures of airlines. Coordination for an efficient, profitable operation.
Employed personnel: conditions of employment and progression. Govern-
ment controls. Handling of passengers, baggage and cargo. Major air
routes. First, second, and third level carriers.
1t2631. 5 hours lec. 3 hours iab. 6 credits.

5533—AIR CARRIER OPERATIONS* (A)
Organization of carrier operations: costs, revenues, equipment, services.
Capabilities of general aviation and airlines. Costs and profits.
12532 previously or concurrently. 4 hours lec. 3 credits.

2534—-GENERAL AVIATION* (W)
Flight schools, FAA regulations, supplies, charter activities, repair and
maintenance, line service, sales, leasing, aircraft financing, loans, interest
payments, dealerships, management problems and obligations.
5 hours lec. 4 credits.

5535—AIR CARGO MANAGEMENT* (W)
Efficient and economic handling of cargo, air mail, air express and air
freight. Related problems in marketing, research, advertising and utiliza-
tion. Survey of scheduled and non-scheduled, charter and contract opera-
tions. Flight equipment, storage, tie-downs, loading, insurance, tariffs,
FAR’s personnel.
4 hours lec. 3 credits.

5536—AIRPORT MANAGEMENT* (SP)
A study of a community in relation to an airport — its influence on
business — study of the wealth of a community, land values, geographical
characteristics, meteorological characteristics, political influences, and
airport construction and maintenance requirements.
4 hours lec. 3 credits.

* Technical Course T Prerequisites $ Lab Fee
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5537—AVIATION FINANCIAL MANAGEMENT* (SP)
Recording a breakdown of expenses and profits of an aviation operation.
Analysis of accounts, deficit operation, breakeven point and profits. Deci-
sion making techniques. Cost accounting.
b hours lec. 5 credits.

* Technical Course




Aviation Maintenance
Technology

THE LICENSED Airframe and Powerplant technician performs various duties
on the complete airplane. He may be employed by one of several aviation or
aerospace industries. For both the major airlines and the air taxi services, he may
work at a repair station, at an airlines terminal, or handle various flight-line
duties such as weight and balance control and pre-flight inspections. For the
aerospace industries he may support flight test programs, assist in technical
research and development, write technical reports and manuals, and assemble
and repair prototypes.

If the aviation technician holds a classification as a rated pilot, he may qualify
as a flight mechanic. In a fixed base operation in general aviation he may per-
form numerous inspections, make major and minor repairs and alterations to
aircraft and powerplants.

Opportunities for Graduates

This Program prepares students for entry into aviation clerical services, avia-
tion customer services, airline stewardess and steward training, airport manager
operations, traffic management operations, and fixed base operations.

Equipment Provided by Columbus Tech

An aviation technology laboratory with major equipment required for main-
tenance and repair of airframes and powerplants is provided. Teaching aids
include films, cutaways of aircraft parts and components, and operating
mockups of systems. Single and multi-engine aircraft are provided.

The student interested in the Aviation Administration Program may refer to
the course description section on page 101.

Professional Advisory Committee

PaulH.Burcher . ....................... Lockbourne Air Force Base
BobButche ................ Electronics Division, AiRadio Corporation
GeorgeClyde ........... ..., Clydesdale Aircraft Corporation
Norman Crabtree . ... ...... ..., Ohio Division of Aviation
Jack Eggspuehler ... ......... ... . ... ... .. The Ohio State University
Caly lrby . .. e Delta Airlines, Inc.

Foster Lane . .. ... ... i, Lane Aviation Corporation
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COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS**

Communication Skills Department . . . . . ... ... . ... ... .. .. ..
Behavioral Science Department . . . . .. ... 0. it
General Education Division . . ... ... ... . . ...

FIRST YEAR

COURSE LAB FEES
First Quarter
1381 Physics (Mechanies) . ..................
2501 Aviation Theory* . .............. $8.00
2502 Aircraft Construction & Design®* . .... 8.00
2504 Basic Aviation Maintenance™ ........ 8.00

Communications Skills Course .. .. ........
Second Quarter
1111 Technical Mathematics ! ...............
1382 Physics (Electricity) ..................
2553 Basic Aviation Technology* ........ $8.00
2505 Aircraft Structures | (Welding)* ...... 8.00
Third Quarter
1112 Technical Mathematies {l ..............
2557 Aircraft Electrical Systems*™ . ....... $8.00
2508 Aircraft Environmental Control

System® ... ... ., 8.00
Fourth Quarter
1113 Technical Mathematics Il . .............
2506 Aircraft Structures H* .. ... ... .... $8.00
2513 Powerplant Theory & Maintenance

(Turbine Engines)* . ............. 8.00

Behavioral Science Elective. . ...........

Fifth Quarter

2509 Aircraft Fluid Systems* . .......... $8.00
2511 Aircraft Rigging, Assembly
& Inspection®* ...... ... ... .. ... 8.00

Communications Skills Course. . . .........
Behavioral Science Elective . ...........

CREDITS
10

CLASS LAB HOURS CREDITS
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COURSE LAB FEES CLASS HOURS LAB CREDITS
Sixth Quarter
2512 Powerplant Theory & Maintenance

{(Reciprocating Engines)* .......... $8.00 7 12 10
2515 Carburetion and Fuel Controls™® ...... 8.00 4 6 5
Communications Skills Course . ......... 0 0 2
17
Seventh Quarter
1383 Physics (Heat, Light, Sound) ........... . 3 3 4
2514 Magnetos and Ignition Systems* ... ... $8.00 7 8 8
2516 Propellers® .................... 8.00 5 6 5
17
Eighth Quarter
2517 Powerplant & Powerplant Systems
Inspection®. . ........ .ot $8.00 6 8 8
Communication Skills Course . ......... 0 0 2
Behavioral Science Elective ............ 0 0 3
Behavioral Science Elective ............ 0 0 3
16

COURSE DESCRIPTIONS

2501—-AVIATION THEORY* (A, SP)
Basic science for the aviation maintenance technician, including aero-
dynamics of lifting and control surfaces, conditions for flight stability,
weight and balance effects, center of gravity limits, reports. Federal Air
Regulations.
4 hours lec. 3 hours lab. 4 credits. $8.00 iab fee.

2502—AIRCRAFT CONSTRUCTION AND DESIGN* (A,SP)
Blueprint reading and interpretation, fundamentals of drawing, drawing
sketches of hardware and materials used in construction of aircraft.
3 hours lec. 4 hours lab. 3 credits. $8.00 lab fee.

2504—BASIC AVIATION MAINTENANCE* (A,SP)
Fabricating and installing fluid lines and fittings. Selecting and performing
non-destructive testing methods. Aircraft cleaning and corrosion control.
4 hours lec. 6 hours lab. 5 credits. $8.00 fab fee.

2505—-AtRCRAFT STRUCTURES | (WELDING)* (W,SU)
Development of sufficient proficiency for the A and P maintenance
technician’s license. Practice in oxyacetylene welding and analyzing weld-
ing faults during routine inspection of airframe components.
12501, 2502, 2503, 2504. 2 hours lec. 3 hours lab. 3 credits. $8.00
lab fee.
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2506—AIRCRAFT STRUCTURES i (SU,SP)

ldentification of aircraft metals and plastics, properties of aircraft metals,
heat treatment of fabricated parts, layout from blueprints, bending and
bending allowances, protective finishes, identification, selection and use
of inspection, and repair of wood structures, maintenance and repair of
fabric and fiberglass.

12501,2502,2503,2504. 7 hours lec. 13 hours lab. 10 credits. $8.00 lab
fee.

2508—AIRCRAFT ENVIRONMENTAL CONTROL SYSTEMS* (SP,SU)
Inspection and repair and cabin atmosphere control systems; inspection
check, troubleshooting, service and repairing of ice and rain control
systems. Maintenance of aircraft fire control system.
t2501,2502,2503,2504. 3 hours lec. 3 hours lab. 3 credits. $8.00 lab
fee.

2509—AIRCRAFT FLUID SYSTEMS* (A,W,SP,SU)
Basic hydraulic and pneumatic principles. Basic hydraulic systems. Brake
systems. Hydraulic lines, fittings, fluids, pumps, and actuating devices.
Inspection, troubleshooting, reapir. Vacuum systems: maintenance,
inspection, and repair. Aircraft fuel systems.
1t2501,2502,2503,2504. 8 hours lec. 9 hours lab. 9 credits. $8.00 lab
fee.

2511-AIRCRAFT RIGGING, ASSEMBLY AND INSPECTION* (A W,SP,SU)
Airplane nomenclature. Disassembly and assembly sequence and pro-
cedure. Alignment procedures. Airplane overhaul. Fundamentals and
methods of rigging. Stability in flight, control surfaces. Control cables:
inspection, installation, splicing. Landing gear assembly: types, main-
tenance, repair, Fuel systems. Aircraft appliances and miscellaneous
equipment. Servicing and handling of aircraft. Heating, pressurization,
and other internal systems. Instrument installation and inspection. Weight
and balance review. Inspection of complete aircraft. FAA report forms.
Helicopter theory and maintenance. Aerodynamics of the helicopter.
tAviation Courses 2501 through 2509. 2 hours lec. 6 hours lab. 4
credits. $8.00 iab fee.

2512—POWERPLANT THEORY AND MAINTENANCE (RECIPROCATING
ENGINES)* (W,SU)
Principles, development, and design of internal combustion engines.
Engine maintenance, repair, and overhaul. Inspection and troubleshoot-
ing. ldentification of aircraft materials, parts, and components. Calibra-
tion of tools and testing equipment. Engine run-in, testing, and mainten-
ance. Hazards of aircraft engine operation. Lubrication systems.
12501,2502,2503,2504. 7 hours lec. 12 hours lab. 10 credits. $8.00 lab
fee.

* Technical Course t Prerequisites $ Lab Fee
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2513—POWERPLANT THEORY AND MAINTENANCE (TURBINE ENGINE)*
(SP,SU)
Principles, development, design and classification of turbine engines.
Engine inspection, maintenance, repair and overhaul. Installation and
removal of turbine engines.
1+2501,2502,2503,2504. 3 hours lec. 3 hours lab. 3 credits. $8.00 lab
fee.

2514—-MAGNETOS AND IGNITION SYSTEMS* (W,SP)

Basic electrical principles in ignition systems. Magneto theory, construc-
tion, operation, overhaul. Review of combustion principles. Types of
magnetos, distributor. Magneto timing: internal and external. Harness
construction, inspection, overhaul and testing. Booster systems. Low ten-
sion ignition systems. Battery ignition systems.

t2501,2502,2503,2504. 7 hours lec. 8 hours lab. 8 credits. $8.00 lab
fee.

2515—CARBURETION AND FUEL CONTROLS* (W,SP)

Float carburetors: theory, construction, operation, troubleshooting main-
tenance, and overhaul. Pressure injection carburetors: theory, construc-
tion, inspection, maintenance, and troubleshooting. Direct pressure
injection systems. Fuel systems and requirements: gravity and pressure
systems. Induction systems and supercharging.

+2501,2502,2503,2504. 4 hours lec. 6 hours lab. 5 credits. $8.00 lab
fee.

2516—PROPELLERS* (A,SP)

Aerodynamic principles of propellers. Propeller types, construction and
materials. Inspection, repair, and troubleshooting. installation, removal,
tracking and balancing. Controllable propellers. Constant speed governor
control: construction, operation, maintenance, adjustment, troubleshoot-
ing. Reversible propellers. Hazards of propeller operation.
12501,2502,2503,2504. 5 hours lec. 6 hours lab. 5 credits. $8.00 lab
fee.

2517-POWERPLANT AND POWERPLANT SYSTEMS INSPECTION*
(A,W,SP,SU)
Condensation and coordination of previously accumulated knowledge.
Inspection of powerplants and powerplant systems, use of inspection
equipment and aids. Procedures for returning aircraft to active service.
1t2501,2502,2503,2504,2512,1513,1514,1514,1515,1516. 6 hours lec.
8 hours lab. 8 credits. $8.00 lab fee.

2553—BASIC AVIATION THEORY* (SU,W)
Basic electricity for the aviation maintenance system including reading
and interpreting electrical circuit diagrams utilized in troubleshooting
aircraft electrical systems. Batteries and generators. Performing ground

* Technical Course 1 Prerequisites $ Lab Fee
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operation and servicing of aircraft. Understanding maintenance publica-
tions, forms and records.
5 hours lec. 8 hours lab. 7 credits. $8.00 lab fee.

2557—AIRCRAFT ELECTRICAL SYSTEMS* (SP,SU)

Review of fundamentals of electricity. Generator control systems. Direct
current motors. Electrical engine starting systems: types, inspection,
maintenance, overhaul, troubleshooting. Review of basic alternating cur-
rent principles. Alternating current motors. Alternating current instru-
ment systems. Reading electrical blueprints. Wiring practices, bonding,
shielding. Electrical systems. Electrical power units. Radio installations,
and inspection.

6 hours lec. 10 hours lab. 8 credits. $8.00 lab fee.

* Technical Course 1t Prerequisites $ Lab Fee
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CIVI L ENGINEERING Technology is concerned with the conception, com-
pletion, and operation of physical works such as water supply systems, drainage
and sewerage systems, highways, airports, dams, bridges, buildings, townsite deve!-
opments, as well as collection and interpretation of basic data for improvement of
existing facilities, and for creation of new projects. Its goal is achievement of
maximum benefit to society with minimum expenditure of physical resources,
labor and money.

A civil engineering technician’s qualifications derive from training in practical
application of mathematics, communication skills, graphics, force analysis,
dimensional and quality control, data recording methods and similar fields of
endeavor.

Opportunities for Graduates

Civil engineering work constantly demands an ever-increasing number of
qualified technicians. Construction projects are much larger than ever before,
occur with ever increasing frequency, and in many cases must be completed in
shorter periods of time. Present day buildings, highways, bridges, airports, sports
arenas, factories, water supply facilities, flood control equipment, drains, anti-
poliution construction, and similar projects have gigantic appetites for educated
and trained personnel.

Prospects for employment are seldom better in any endeavor than in civil
engineering work. Opportunities for trained civil engineering technicians extend
considerably beyond construction work. When qualified in civil engineering,
technicians can adapt easily to technical work in allied fields such as manufac-
turing, sales, plant engineering, economic studies, preliminary layout work,
cataloguing, etc.

Civil engineering technicians are subordinate only to the engineer, director,
and owner of a project. Among normal responsibilities of technicians are inspec-
tion, testing, investigation, surveying, drafting, record keeping, computation,
cost estimating, and frequently, supervision and coordination of all aspects of the
project to which he is assigned.

Civil engineering technicians are prepared for immediate employment in such
incidental fields as traffic control, construction of all kinds, mapping, measure-
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ments of materials for payment, water and sewage treatment plant operation,
and in general, in every activity where competency depends on knowledge of
basic civil engineering techniques.

Prospective students intending to be awarded associate degrees in Civil
Engineering Technology at Columbus Technical Institute must have graduated
from an accredited high school. They are expected to have earned at least
average grades in algebra, geometry and physics. Additional courses in these
subjects are offered at Coiumbus Technical Institute as part of the study pro-
gram in Civil Engineering Technology.

All civil engineering technicians do better when inspired by high degrees of
interest in activities which involve planning, comparison, numerical work and use
of mathematical relationships. Though civil engineering technology involves a
considerable amount of detail work, it also provides opportunities for making
prompt, worthwhile and important decisions.

Equipment Provided by Columbus Technical Institute

Equipment and facilities provided by Columbus Tech for the student’s use are
drawing tables, T-squares, tracing paper and cloth, ink, blueprint paper, special-
ized drawing instruments and equipment, blueprinting machine, surveying instru-
ments and equipment, portable stereoscopic equipment, calculating machines,
storage cabinets, computation paper, reference library, professionally prepared
contracts and drawings, materials and equipment catalogues, current technical
periodicals, etc.

Equipment Provided by the Student

Tools and equipment which students should provide include drafting instru-
ments, triangles, scales, pencils and pens, slide-rule or electronic calculator, text-
books, etc.

Professional Advisory Committee

Gunnar Eeman, Partner . . . . . . . . . .. Fling & Partners, Consulting Engineers
Harold L. Jett, Design Engineer . ... Evans, Mechwart, Hambleton and Tilton
Robert F. Koerner, Deputy ....... ... .County Engineer, Franklin County
Roger W. Loveless, Partner. .. .... ... ... Alden E. Stilson and Associates
Robert C. Parkinson, Assistant Service Director . . . ... .. City of Columbus
Theodore L. Wallace, City Engineer. ,.... ... ....... City of Columbus

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS* CREDITS
Communication Skills Department . . . ... ... ... ... ... irern.. 10
Behavioral Sciences Department . . . . . .. .. .. ... ... ..., 9
General Education Division . . . . .. .. .. ... .. .. e 3

** As Approved by Advisor
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FIRST YEAR
COURSE LAB FEES CLASS LAB HOURS CREDIT
First Quarter
1001 Communication Skills I*or ............. (5) (0) (3}
1002 Communication Skills Il . .............. 5 0 3
1111 Technical Mathematics | ............... 5 0 4
1381 Physics (Mechanics) .............. $1.00 3 3 4
5301 Engineering Graphies I** ... ....... 6.00 0 6 3
5311 Surveying I** ... ... ... .. ..., 4.00 2 6 4
15 15 18
Second Quarter
1002 Communication Skills I*or .. .......... (5) (0) (3)
1003 Communications Skills 111 .. ............ 5 0 3
1112 Technical Mathematics 1l . ............. 5 0 4
1382 Physics (Electricity & Magnetism) .. ... $1.00 3 3 4
5302 Engineering Graphics 11** ... ....... 6.00 0 9 4
5313 Materials & Testing** ................. 3 4 5
16 16 20
Third Quarter
1003 Communication Skills I1I*or ............ (5) (0) (3)
1024 Speech ..........cviiiernnnnn $1.00 3 0 2
1113 Technical Mathematics Il .............. 5 0 4
1383 Physics (Heat, Light, Sound) ........ 1.00 3 3 4
5304 Structural Drafting** ............. 2.00 0 6 3
5312 Surveying H1** ... .............. 4.00 2 6 4
13 15 17
SECOND YEAR
Fourth Quarter
1004 Technical Writing ................... 3 0 2
1505 General Economics . ............cn... 3 0 3
5305 Descriptive Geometry™** .. ............. 2 4 4
5314 Public Works Structures** ... .......... 3 0 3
5316 Elementary Hydraulics** .............. 3 0 3
5324 Structural Stress Analysis™* ............ 5 0 5
19 4 20
Fifth Quarter
4202 Electronic Data Processing ............. 2 2 2
5325 Townsite & Landscape Engineering . .. . $2.00 3 4 5
5336 Structural Systems*™. . ... ... ... . ..., 4 6 5
16XX Behavioral Sciences . ................. 6 0 6
15 12 18

*Alternate Course for credit as General Education Elective  **Technical Course
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COURSE CLASS HOURS LAB CREDIT
Sixth Quarter
5303 Advanced Study-Technical Elective** ... ... 0 3 3
5306 Construction Methods & Estimating®* .. ... 3 3 4
5315 Highway Construction™*™ . ............. 3 2 4
5326 Office Practice & Legal Procedure®* . ...... 3 0 3
1024 Speech,orother* . .................. (3) 0) (2)
XXXX General Education Elective ™. ............ 3 0 3
12 8 17

COURSE DESCRIPTIONS

5301—ENGINEERING GRAPHICS |
Use of basic drafting instruments, tools and equipment. Geometric con-
structions. Line work with emphasis on lettering, symbols and conven-
tions. Mapping and construction details. Graphical problem solutions.
Emphasis on precision.
Lab Fee $6.00. Lab Hours 6. Credit Hours 3.

5302—ENGINEERING GRAPHICS 11
Advanced drawing procedures and methods for contract drawings with

emphasis on ink work, formality and accuracy.
t5301. Lab Fee $6.00. Lab Hours 9. Credit Hours 4.

5303—-ADVANCED STUDY
Advanced study. Second year students who have achieved a grade of *‘B’’
or better in any civil engineering technical course may choose the subject
of that course for advanced study. A grade of C or better in course 5303
is required for graduation. To be eligible for enrollment in course 5353,
students must each have achieved a cumulative average technical grade
of 2.25 or better at the end of the fifth quarter.
Class Hours 3. Lab Hours 3. Credit Hours 3.

5304—STRUCTURAL DRAFTING
Standard methods used in preparation of informal and semi-formal draw-
ings. Detailing for steel, reinforced concrete and timber structures.
t5302. Lab Hours 6. Lab Fee $2.00. Credit Hours 3.

5305—DESCRIPTIVE AND PROJECTIVE GEOMETRY
Graphical representation and solution of three dimensional space prob-
lems on two dimensiona! surfaces.
1t5302. Class Hours 2. Lab Hours 4, Credit Hours 4.

5306—CONSTRUCTION METHODS AND ESTIMATING
Computation of basic quantities for labor and material costs. Utilization
of general and detail data for cost analysis. Preparation of bills of

* Technical Course ** As Approved by Advisor 1 Prerequisites $ Lab Fee
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material. Measurement of contract quantities for acceptance and pay-
ment.
1t5304. Class Hours 3. Lab Hours 3. Credit Hours 4.

5311-SURVEYING |
Full scale application of field methods. Collection of record data. Conver-
sion of field data for use in maps and plats. Preparation of plats and
incidental drawings. Emphasis on precision in use of tools and equipment.
Computations to determine precision of field work. Boundary descrip-
tion, resolution of conflicts, replacement of missing data.
Lab Fee $4.00. Class Hours 2. Lab Hours 6. Credit Hours 4.

5312-SURVEYING i1
Advanced surveying and mapping problems including introduction to
celestial observation, establishment of meridians, parallels of latitude,
section and subdivision lines; horizontal and vertical curvature; transition
curves; introduction to photogrammetry; legal considerations for bound-
ary descriptions.
t5311. Lab Fee $4.00. Class Hours 2. Lab Hours 6. Credit Hours 4.

5313—MATERIALS AND TESTING
Methods of manufacture and properties of commonly used construction
materials. Standard methods for conducting tests of physical properties;
direct observation of production processes and plant fabrication. Visits to
operating laboratories and construction projects.
t1111. Class Hours 3. Lab Hours 4. Credit Hours 5.

5314—-PUBLIC WORKS STRUCTURES
Standards for street improvement including pavements, bases, curbs, etc.;
principal elements and accessories for storm water drainage, sanitary
sewer systems, and water distribution systems.
156304,6316. Class Hours 3. Credit Hours 3.

5315-HIGHWAY CONSTRUCTION
Elements of route location. Construction materials, methods and pro-
cedures. Relation of design standards to topography and prospective traf-
fic. Earthwork measurement. Physical design standards. Financing.
t5312,6313. Class Hours 3. Lab Hours 2. Credit Hours 4.

5316—ELEMENTARY HYDRAULICS
Study of water at rest and in motion; criteria for measurement of pres-
sure, velocity, friction and capacity of open channels, pipe lines and
metering devices.
t1113. Class Hours 3. Credit Hours 3.

5324—-STRUCTURAL STRESS ANALYSIS
Statics, centroids, moments of inertia, shear, bending moment diagrams

and stress distribution in civil engineering structural elements.
11113,1381. Class Hours 3. Lab Hours 2. Credit Hours 5.

* Technical Course 1 Prerequisites $ Lab Fee
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5325—-TOWN SITE AND LANDSCAPE ENGINEERING
City and subdivision planning, calculations and preliminary cost consider-
ations. Public regulation and private interest.
t5302,56312. Lab Fee $2.00. Class Hrs. 3. Lab Hrs. 4. Credit Hrs. 5.

5326—OFFICE PRACTICE AND LEGAL PROCEDURES
Economics of engineering office procedures. Coordination techniques,
supervision, time schedules. Standard operating methods. Legal responsi-
bilities and contract documents.
1t1003,1004. Class Hours 3. Lab Hours 0. Credit Hours 3.

5336—STRUCTURAL SYSTEMS
Computation of forces, reactions, shears, moments and stresses in mem-
bers of structures. Comparisons of advantages and disadvantages of alter-
nate arrangements of materials for performance of specific tasks.
15304,5324. Class Hours 4. Lab Hours 6. Credit Hours 5.

t Prerequisites $ Lab Fee




Electronic Engineering
Technology

ELECTRONICS plays a big role in influencing today’'s way of life. {n the
areas of medical electronics, space exploration, communications and computers,
the science of electronics is progressing at an unparaileled pace. In addition to
these relatively new fields, electronics is hard at work in the more established
fields of industry. Manufacturing operations proceed at a speed, and with a
precision unheard of only a few years ago due to sophisticated electronic equip-
ment and controls. Capable electronic engineering technicians are needed to
assist in the design, test, manufacture, installation, and maintenance of these
complex systems.

At least one, and often several technicians assist each engineer in carrying
every project to completion. Serving in this capacity with his well balanced
theoretical and practical knowledge, the electronic technician sometimes acts as
a liason or buffer between the highly theoretical scientist and engineer and the
highly practical production man.

To acquire and maintain a position in electronics, the technician must have
broad but rigorous training in the fundamentals of electronics. Mathematics and
physics, in addition to detailed study of electronic circuits, devices and systems,
are all part of the electronic engineering technology curriculum.

Today’s electronic technician must also be able to communicate clearly
with engineers, scientists and workers around him. He must be able to read and
interpret complex instructions and drawings and since he will often be called
upon to give spoken presentations to his associates, he must have a command of
the English language, and an above average ability to speak.

A person willing to put forth the serious effort needed to acquire these
skills will find the rewards and the opportunities for advancement above average.

Equipment Provided by Columbus Tech:

High-quality precision instruments such as Tektronix oscilloscopes and
Hewlett Packard signal generators, frequency counters and power supplies make
up the general purpose equipment, In addition, special-purpose test equipment,
logic trainers, communications trainers, digital computers, analog computers and
a variety of other equipment are provided for student use.



Electronic Engineering Technology

Professional Advisory Committee

Richard Gibbs . ......................... Battelle Memorial Institute
Milton Lanford . ... ... . ... . i Bell Sound Systems,

Division of Thompson-Remo Woolridge Company
Paul Maxuzan . ... .. ... .. ettt iinennn National Coil Company
LA Rea .......... . ... .. ...... The Ohio Bell Telephone Company
Marion Smith . . ... ... . .. .. .. .. . .. The Ohio State University
W.Wilhyolt .. ... ... . . i i .. Bell Telephone Laboratories

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENT** CREDITS

Communication Skills Department . ............c¢cciiiiieennnnnn 10
Behavioral Science Department .. .. ... ... ittt 9
General Education Division . ... ....... ...ttt 3

COURSE LAB FEES CLASS LAB HOURS CREDIT
First Quarter

1111 Technical Mathematies | ...............
4201 Electronic Drafting* ............. $3.00
4211 DC Fundamentals ...................
4261 DC Laboratory® ................ 6.00

Behavioral Science Elective** . ...........
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Second Quarter

1112 Technical Mathematics Il . .............
4212 AC Fundamentals ...................
4262 AC Laboratory* ................ $6.00
1381 Physics (Mechanies) .............. 1.00
Behavioral Science Elective** . ..........
Communication Skills Course** ..........
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Third Quarter

1004 Technical Writing ...................
1113 Technical Mathematics Il ..............
4213 Electronic Devices* ..................
4263 Electronic Devices Laboratory® ... ... $6.00
1383 Physics (Heat, Sound, Light) ............

Behavioral Science Elective*® . ..........
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* Technical Course ** As Approved by Advisor
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COURSE LAB FEE CLASS HOURS LAB CREDITS
Fourth Quarter

1024 Speech . ........ ... ..., $1.00 3 0 2
1124 Calculus for Electronies 1* . ............ 3 0 3
4214 Electronic Devices Circuit Analysis* . ...... 5 0 4
4234 Modern Semiconductor Devices* ......... 5 0 4

4264 Electronic Devices Circuit

Laboratory™ ...... ... ... . ... .. 6.00 0 6 2
4274 WModern Semiconductor Devices
Laboratary™ .................. 6.00 0 6 2
17
Fifth Quarter
1125 Calculus for Electronics 11* . ............ 3 0 3
4215 Electronic Communication I* . .......... 5 ¢ 4
4225 Puise and Logic Circuits™ . ............. 5 0 4
4235 Computer Programming® .......... $1.00 1 2 1
4265 Electronic Communication | Lab. ... .. 6.00 0 6 2
4275 Pulse and Logic Circuits
Laboratory™ ................... 6.00 0 0 3
General Education Elective®™ . .......... 0 0 3
19
Sixth Quarter
1126 Calculus for Electronics HI1* .. .......... 3 0 3
4216 Digital Computers® . ................. 5 0 4
4226 Industrial Electronics® . ........... $3.00 4 2 4
4236 Electronic Communication I§* . ... ... 3.00 3 2 3
4246 Analog Computers® .. ............ 1.00 2 1 2
4266 Digital Computer Laboratory* ....... 6.00 0 6 2
18

COURSE DESCRIPTIONS

4200—COLOR TELEVISION SYSTEMS | (SU)
Fundamentals of color television systems. Maintenance, alignment, and
troubleshooting.
5 hours lec. 5 hours lab. 6 credits. $5.00 lab fee.

4201—ELECTRONIC DRAFTING* (A W)
An elementary course. Fundamentals of drawing and drafting. Use of
templates, including lettering and electronic templates. Electrical circuit
drawing, terms, symbols, and standards.
4 hours lab. 2 credits. $3.00 lab fee.

* Technical Course ** As Approved by Advisor t Prerequisites $Lab Fee
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4202—ELECTRONIC DATA PROCESSING {(A)
An introduction to computer programming with emphasis on the applica-
tion of computers to solving engineering type of problems. The student
will learn to program a small computer by writing programs. The course is
a one quarter course for those who do not plan to take additional courses
in computer programming.
2 hours lec. 2 hours lab. 2 credits.

4210—BASIC ELECTRONICS MATHEMATICS
A basic course in algebra designed to prepare the student to handle the
problems encountered in basic electricity. Applications oriented. {Not
open to students enrolled in Associate degree program).
5 hours. lec. 4 credits.

4211-DC FUNDAMENTALS (A,W)
An introduction to direct current fundamentals, electronics physics, cur-
rent and voltage. Work, power, series and parallel resistances. Network
theorems, magnetic circuits, electrical measurement devices, inductance
and capacitance.
5 hours lec. 4 credits.

4212—AC FUNDAMENTALS (W,SP)
Analysis of alternating-current fundamentals. Reactance, complex alge-
bra, and impedance. Networks and power. Transformers, coupled circuits
and polyphase systems.
11112, 1211, 1261. 5 hours lec. 4 credits.

4213—INTRODUCTORY ELECTRONIC DEVICES* (SP,SU)
Introduction to electronic devices. Vacuum tubes and transistors. Auxili-
ary components. Rectifiers, filter, and regulators. Basic amplifiers.
11212, 1261. 5 hours lec. 4 credits.

4214—ELECTRONIC DEVICES CIRCUIT ANALYSIS* (A)
Analysis of vacuum tube and transistor circuits. Small-signal and large-
signal methods. Amplifiers and coupling. Special amplifiers, feedback, and
oscillators.
11212, 1262, 1213. 5 hours lec. 4 credits.

4216—DIGITAL COMPUTERS* (SP)
Digital computer operations and applications. Boolean aigebra. Logic cir-
cuits and design. Computer systems.
tAll first year courses, 1214, 1215, 1234, and respective labs. 5 hours
lec. 4 credits.

4220—-BASIC ELECTRONIC MATHEMATICS (A)
A hasic course in algebra designed to prepare the student to handle the
problems encountered in basic electricity. Applications oriented. (Not
open to students in Associate degree program).
5 hours lec. 4 credits.

* Technical Course t Prerequisites $ Lab Fee
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4225—PULSE AND LOGIC CIRCUITS* (W)
Nonsinusoidal circuits. Pulse amplification and wave-shaping. Multivibra-
tors. Time-base and logic circuits. Transient analysis.
tAll first year courses, 1213, 1234. 5 hours lec. 4 credits.

4226—INDUSTRIAL ELECTRONICS* (SP)
Industrial devices and utilization concepts. Timbers, welders, photoelec-
tric devices and ultrasonics. Magnetic systems, rotary devices, and servo
and synchro systems.
11214, 1234. 4 hours lec. 2 hours lab. 4 credits. $3.00 lab fee.

4230—-BASIC ELECTRICITY (A)

This is a basic course which covers the fundamentals of DC and AC
electricity. Electrical physics, current, voltage, and power. Ohm'’s law, and
Kirchoff’s laws are thoroughly studied. Network theorems are introduced
then applied to series and parallel networks. Inductance and capacitance
completes the first half of the course. The second half of the course is
devoted to AC electricity. Alternating coupling circuits are the major
topics of study.

5 hours lec. 4 hours lab. 5 credits. $3.00 lab fee. (Not open to students
enrolled in Associate degree program.}

4234-MODERN SEMICONDUCTOR DEVICES* (A)
A study of field effect transistors, integrated circuits, operational ampli-
fiers, opto-electronics, and miscellaneous electronic devices.
11213. 3 hours lec. 4 credits.

4235-COMPUTER PROGRAMMING* (W)
An introduction to computer programming. Computer language. A Digiac
3080 computer available for student to use throughout the program.
1 hour lec. 2 hours lab. 1 credit $1.00 lab fee.

4236— COMMUNICATIONS ELECTRONICS 1i* (SP}
A continuation of Communications 1. Ultra-high frequency, transceiver,
microwave, principles and systems and antennas.
t1215. 3 hours lec. 2 hours lab. 3 credits. $3.00 lab fee.

4240— BASIC ELECTRICITY (A)

This is a basic course which covers the fundamentals of DC and AC
electricity. Electrical physics, current, voltage, and power. Ohm's law, and
Kirchoff’s laws are thoroughly studied. Network theorems are introduced
then applied to series and parallel networks. Inductance and capacitance
completes the first half of the course. The second half of the course is
devoted to AC electricity. Alternating coupling circuits are the major
topics of study.

5 hours lec. 5 hours lab. 5 credits. $3.00 lab fee. (Not open to students
enrolled in Associate degree program.)

* Technical Course 1 Prerequisites $ Lab Fee
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4246—~ANALOG COMPUTERS* (SP}
Fundamentals of analog computers covering circuits and equipment.
t1125. 2 hours lec. 1 hour lab, 2 credits $1.00 lab fee.

4250— ELECTRONIC DEVICES | (W)
Principles of operations of vacuum tubes and solid state devices fay the
foundations for a thorough study of amplifiers, coupling methods, feed-
back, biasing, stability, and oscillators.
5 hours lec. 5 hours lab. $4.00 lab fee. {Not open to students enrolied
in Associate degree program.}

4260—ELECTRONIC DEVICES | (W)
Principles of operations of vacuum tubes and solid state devices, lay the
foundations for a thorough study of amplifiers, coupling methods, feed-
back, biasing, stability, and oscillators.
5 hours lec. 5 hours lab. $4.00 lab fee. (Not open to students enrolled
in Associate degree program.)

4261—-DC LABORATORY (A,W)
Laboratory study of DC fundamentals, electrical measurement devices,
network theorems.
5 hours lab. 2 credits. $6.00 Jab fee.

4262--AC LABORATORY (W, SP}
Laboratory study of signal sources, oscilloscopes, reactance, AC net-
works, transformers and filter circuits.
11112, 1211, 1261. 6 hours lab. 2 credits. $6.00 lab fee.

4263—-INTRODUCTORY ELECTRONIC DEVICES LABORATORY* (SP, SU)
Laboratory study of thermionic emissions, vacuum tube characteristics
and amplifiers, and transistor characteristics and amplifiers.
t1212, 1262. 6 hours lab. 2 credits. $6.00 lab fee.

4264—ELECTRONIC DEVICES CIRCUIT ANALYSIS LABORATORY* (A)
Laboratory study of amplifiers, oscillators, special purpose devices, re-
sponse, and feedback.

6 hours lab. 2 credits. $6.00 lab fee.

4265— COMMUNICATIONS LABORATORY* (W)
Laboratory study of communication circuitry, AM, FM, commercial
systems.
6 hours lab. 2 credits. $6.00 lab fee.

4266—DIGITAL COMPUTER LABORATORY* (SP)
Laboratory study of complete systems utilizing logic trainers, memory
core trainers, the Digiac 3080 and SCM 7816 computers.
6 hours lab. 2 credits. $6.00 lab fee.

* Technical Course t Prerequisites & Lab Fee
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4270—ELECTRONIC COMMUNICATION SYSTEMS (SP)
Am systems, FM systems, single side band, multiplex, basic television
system, antenna and transmission lines.
5 hours lec. 5 hours lab. 5 credits. $5.00 lab fee.

4274—MODERN SEMICONDUCTOR DEVICES CIRCUIT LABORATORY (A)
Laboratory study of the FET, integrated circuit and other modern de-
vices.

6 hours lab. 2 credits. $6.00 lab fee.

4275—PULSE AND LOGIC LABORATORY™* (W)
Laboratory study of pulse, wave shaping circuits, logic circuits, and tran-
sients.
6 hours lab. 2 credits. $6.00 lab fee.

4280—COMMUNICATIONS ELECTRONICS 1* (W)
Communication circuits and systems. Power supply, transducers, trans-
mission. AM & FM transmitters and receivers. Television. Single side band
and multiplex.
t1214. 5 hours lec. 4 credits.

4290—COLOR TELEVISION SYSTEMS | {SU)
Fundamentals of color television systems. Maintenance, alignment, and
troubleshooting.
3 hours lec. 3 credits.

* Technical Course t Prerequisites $ Lab Fee




Industrial Technology

THE INDUSTRIAL Technician is concerned with the process of manufac-
turing from an industrial engineering and management viewpoint. He will be
involved in the design, planning, organization, and control of a variety of man-
ufacturing processes. His training will include the study of mechanical, electrical,
hydraulic, and related systems used in production. Additional emphasis is placed
upon the human relations and management aspects of manufacturing to meet
the ever-increasing need for management-oriented, technically-trained personnel
in today’s highly compiex industrial environment.

Opportunities for Graduates

Important Industrial Technology activities are present in such diverse fields as
manufacturing, construction, transportation, communication, mining,
petroleum, retailing, wholesaling, banking, and data processing. The content of
the Industrial Technology follows an educational format which will enable the
Industrial Technician to work in any of these career areas.

Industrial technicians may coordinate planning, scheduling, and control
activities in order to produce goods and services. He may specialize in the man-
agement of one of the organization’s sub-systems, or he may coordinate the
activities of human resources as a line manager or supervisor. The four general
areas of specialization are:

1. Operation Analysis

2. Production Control and Inventory Management

3. Line Management and Supervision

4. Industrial Methods and Process Control

Equipment provided by Columbus Tech:
The Industrial Technology utilizes the laboratories and equipment provided

for students in the Mechanical Engineering Technology for those courses dealing
with the technical aspects of the manufacturing process.

Professional Advisory Committee

Robert E. Georges .............ccuvienn.. The Ohio State University
Richard H.Wharton .. .................... The Ohio State University
Willard C.Clark ... ........ 0. Barnebey-Cheney Company



Industrial Technology

Ted R.Walker . ............. Columbus Heating and Ventilating Company
Frank L. Lewis .................... Buckeye Steel Castings Company

COURSE REQUIREMENTS FOR GRADUATION

COURSE REQUIREMENTS CREDITS
Communication Skilis Department . .. ..............c.ccvueeuenu... 10
Behavioral Science Department ... .......... ..t 9
General Education Division .. ... ..... ... .. ... .. ... ... 3
FIRST YEAR
COURSE LAB FEES CLASS LAB HOURS CREDITS
First Quarter
1002 Beginning Composition . ............... 5 0 3
1111 Technical Mathematics | ............... 5 0 4
1381 Physics (Mechanical) ............. $1.00 4 2 4
4601 Mechanical Draftingl ............. 6.00 0 6 2
4612 Manufacturing Processes | . ............. 5 0 5
19 8 18
Second Quarter
1003 Essay & Research . .................. 5 0 3
1112 Technica! Mathematics Il . ............. 5 0 4
1382 Physics (Electrical) .............. $1.00 4 2 4
4602 Mechanical Drafting Il . ........... 6.00 0 6 2
4301 Industrial Organization & Management ... .. 5 0 5
19 8 18
Third Quarter
1505 General Economics . ................. 3 0 3
1383 Physics (Heat, Light, Sound} ........ $1.00 4 2 4
4302 Industrial Supervision |
{Principles & Practices). . ............... 3 0 3
156XX Humanities Course . .. ................ 3 0 3
1024 Speech ............ciiiiiiinn.. 3 0 2
4613 Manufacturing Processes I . ........ 4.00 3 al 2
19 3 17
SECOND YEAR
Fourth Quarter
1004 Technical Writing . .................. 3 0 2
15XX Humanities Course . .. ................ 3 0 3
4303 Industrial Supervision Il (Labor Relations) ... 3 2 3
4651 TimeStudy ........... ... .. 4 1 4
4305 Purchasing, Stores & Inventory Control ..... 3 0 3
1401 Chemistry ............cvvun... $10.00 b 4 5
1 1 20

* Technical Course ** As Approved by Advisor
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COURSE LAB FEE CLASS HOURS LAB CREDITS
Fifth Quarter
4304 Industrial Supervision 11l

(Safety & Environment). . .............. 3 2 3
4634 FortranlV . ................... $5.00 1 2 2
4626 Hydraulics & Pneumatics . ......... 3.00 5 2 5
4647 Industrial Electricity ................. 3 2 4
1425 Industrial Chemistry
(Instrumentation) ................... 5 4 5
17 12 19
Sixth Quarter
4635 Numerical Control ............... $5.00 2 4 4
4653 Production, Scheduling & Contrel . ....... 3 1 3
4649 Quality Planning for Industry ........... 4 1 4
4646 Cost Estimation .................... 4 1 4
1575 Industrial Psychology ................. 3 0 3
16 7 18

COURSE DESCRIPTIONS

4301—-INDUSTRIAL ORGANIZATION AND MANAGEMENT
A review of industrial management principles, problems, and practices as
viewed from the policy-making level. An over-view of modern manage-
ment principles; organization structure; operational planning, organiza-
tion, and control; managerial functions; and related subjects.
5 hours lec. 5 hours credit.

4302—INDUSTRIAL SUPERVISION | — PRINCIPLES & PRACTICES
A functional analysis of the industrial supervisor’s job. Problems in deal-
ing with employees, machines, and processes. A review of supervisory
management principles, functions, and their application at the front-line
supervisory level.
3 hours lec. 3 hours credit.

4303—INDUSTRIAL SUPERVISION i1 — LABOR RELATIONS
Principles and practices of recruiting, selecting, developing, compensating,
and utilizing manpower resources at the front-line supervisory level. Col-
lective bargaining agreements and application at the working level in the
management process.
3 hours lec. 2 lab. 3 hours credit.

4304—INDUSTRIAL SUPERVISION [l — SAFETY AND ENVIRONMENT
The industrial supervisor’s role in safety management. Problems of the
front-line supervisor in handling safety and accident control. Review of

$Lab Fee
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0.S.H.A. activities and environmental protection movements as related to
the industrial environment.
3 hours lec. 2 hours lab. 3 hours credit.

4305—PURCHASING, STORES, AND INVENTORY CONTROL
The purchasing function. Inventory maintenance and control. Principles
and practices of material handling and management in the production
process. The supervisor’s responsibility for materials, supplies, and equip-
ment.
3 hours lec. 3 hours credit.

7




Mechanical Engineering
Technology

MECHANICAL Engineering Technology is concerned with the design and
performance of machines and machine elements, the manufacturing processes,
the design of manufacturing tools, and the operation of manufacturing plants.

The mechanical engineering technician aids the mechanical engineer, releasing
a considerable part of the engineer’s time for other professional work. Because
of the growing complexity of technology and the high level of expenditure for
research and development, the ability of the well-trained technician will be in
continuing demand.

Opportunities for Graduates

Mechanical Engineering Technicians may find industrial employment as as-
sociate engineers, research assistants, layout and detail draftsmen, machine de-
signers, tool designers, estimators, laboratory technicians, mechanical draftsmen,
production process technicians, field service engineers, or mechanical test tech-
nicians.

In addition to the ability to work from sketches, diagrams, blueprints, and
verbal information, the technician must have a capacity for problem solving and
skill in calculating, interpreting, and converting test data into report form. A
knowledge of mathematics, physics, and mechanical drawing in indispensable.

Equipment provided by Columbus Tech:

The Mechanical Engineering Technology lab consists of a numerically con-
trolled machine, metal bandsaw, welding equipment, precision grinding
machines, hardness testing machine, lathes, milling machines, and electric dis-
charge machine.
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Professional Advisory Committee

Ed Hasting .......... Janitrol Aero Division, Midland Ross Corporation
Cleve Kettrey .. ...... Fisher Body Division, General Motors Corporation
DonKibby . ....... .. ..., .. ... . ..... The Ohio State University
NJ. Kowalski . .. ... ... ... .. ... . ...... Timken Roller Bearing
Del Patton . .......... e e e e e e e e e e Columbus Auto Parts
AG. Ruben . ... ... . ... ... Cooper-Bessemer Company
Robert Schuler . .. ... .. .. ............ North American Rockwell
Charles Schoemaker . . ... .............. North American Rockwell

John Wolfe . Neway Division of Lear-Siegler Corporation, Muskegon, Michigan

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENT*"* CREDITS
Communication Skills Department . ... ... ... ...t urunnn-. 10
Behavioral Science Department . . . . ... .. ... . . .. ... 9
General Education Division . . . . ... ... ... ... ... 3
FIRST YEAR
COURSE CLASS LAB HOURS CREDITS
First Quarter
1111 Technical Mathematies | ............... 5 0 4
1381 Physics . .....iiiiiiiiii i, 4 2 4
1002 Beginning Compesition ................ 5 0 3
4601 Mechanical Drafting | ................. 0 6 2
4612 Manufacturing Processes | .............. 5 0 5
19 8 18
Second Quarter
1112 Technical Mathematics . ............. 5 0 4
1382 Physics ........ ...ttt 4 2 4
1003 Essay & Research ................... 5 0 3
4602 Mechanical Draftingll ................ 0 6 2
4611 Machine Tools ..................... 3 6 5
16 15 18
Third Quarter
1113 Technical Mathematics 11l .............. 5 0 4
1383 Physics . ....viiiiiniiii . 4 2 4
15XX Humanities Course ................... 3 0 3
1024 Speech ..........iii it 3 0 2
4613 Manufacturing Processes . .............. 3 1 2
4924 Principles of Metallurgy ............... 3 0 3
1 3 18

*Technical Course **As Approved by Advisor
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COURSE CLASS HOURS LAB CREDITS
Fourth Quarter
1004 Technical Writing . .................. 3 0 2
15XX Humanities Course .. ................. 3 0 3
4804 Basic Mechanism .................... 2 6 4
4616 DesignProblems .................... 0 10 4
4644 Statics .......... ... ..., 5 0 4
13 16 16
Fifth Quarter
10XX or
15XX Communications Skills/Humanities ........ 3 0 3
4645 Strength of Materials . ................ 5 0 4
4634 Fortran .......... ..t 1 2 2
4626 Hydraulics & Pneumatics . ............. 5 2 5
4603 Materials of Industry . ................ 5 0 4
' 19 4 18
Sixth Quarter
15XX Humanities Course , .. ................ 3 0 3
4635 Numerical Control ... ................ 2 4 4
4606 ToolDesign ............00ienvennnn. 0 10 4
4661 Plant Mechanical Systems .............. 3 0 3
4605 Machine Design ..................... 3 6 4
1" 20 18

COURSE DESCRIPTIONS

4600—INTRODUCTION TO DRAFTING* (SU)
Fundamentals of drafting: line work, lettering, orthographic projection,
and isometric drawing.
5 hours lab. 2 credits. $3.00 lab fee.

4601—-MECHANICAL DRAFTING I* (A)
A beginning course including principles of orthographic, isometric, and
oblique projection. Dimensioning, sectioning, and applied descriptive
goemetry. Emphasis on making complete detail and assembly drawings.
11600 or H.S. drafting. 6 hours lab. 2 credits. $6.00 lab fee.

4602—MECHANICAL DRAFTING i1* (W)
A continuation of Mechanical Drafting |, including advanced drafting
practices, industrial standards, and the drawing of machine elements.
1t1601. 6 hours lab. 2 credits. $6.00 lab fee.

4603—-MATERIALS OF INDUSTRY* (A)
A study of the mechanical and physical properties of the materials of
construction. Emphasis on the use of reference data and calculations for

* Technical Course 1 Prerequisites $ Lab Fee
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applying these materials to the best practical and economic advantage.
Standard testing procedures used to evaluate these materials, including
steel, cast iron, wood, brick, cementing materials concrete, rubber and
plastics.

t1112. 5 hours lec. 4 credits.

4604—BASIC MECHANISMS* (A)
A study of the basic mechanisms used in the construction of industrial
machinery, such as linkages, cams, and gear trains.
11113, 1602. 2 hours lec. 6 hours lab. $6.00 lab fee.

4605—MACHINE DESIGN* (W)
A study of the design of machine elements: beams, bearings, shafts, gears,
clutches, power screws, and fasteners. Emphasis on loading and stress
considerations in the design.
11113, 1602. 3 hours lec. 6 hours lab. $6.00 lab fee.

4606—TOOL DESIGN* (SP)
A study of the principles of design of production tooling, including jigs,
fixtures, and various types of dies.
11113, 1602. 10 hours lab. 4 credits. $6.00 lab fee.

4611—-MACHINE TOOLS* (A)
A study of the operation of the basic machine tools and the related
theory. Cutting tool materials, cutting tool geometry, machining time,
indexing, and helical milling.
3 hours lec. 6 hours lab. 5 credits. $11.00 lab fee.

4612—-MANUFACTURING PROCESSES 1* (W)
A course in the basic manufacturing processes used in production of
machine parts. Study of the extraction and refinement of metals, produc-
tion machining methods and production machine tools, precision dimen-
sional inspection methods, hotforging methods, cold-working methods,
metal stamping and foundry methods.
11111. 5 hours lec. 5 credits.

4613—MANUFACTURING PROCESSES 11* (SP)
Continuation of Manufacturing Processes |. Laboratory work in welding
and visits to manufacturing plants. Further study of cast metals. Welding
equipment and procedures, welds, and weld inspection. Injection molding
and powdered metals, plus Statistical Quality Control.
11112, 1612. 3 hours lec. 1 hour lab. 2 credits. $4.00 lab fee,

4616—DESIGN PROBLEMS* (SP)
An advanced project, Student uses his knowledge and initiative to analyze
a problem in machine design; gathers data, makes sketches, calculations,
and working drawings, and checks his work.
11113, 1602. 10 hours lab. 4 credits. $5.00 lab fee.

* Technical Course 1 Prerequisites $ Lab Fee
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4626—HYDRAULICS AND PNEUMATICS* (SP)
A course in the elementary theory of fluid flow and power transmission
in hydraulic machine. Emphasis on the design, the principles of operation,
and the use of hydraulic components in hydraulic and pneumatic circuits.
1t1113. 5 hours lec. 2 hours lab. 5 credits. $3.00 lab fee.

4634—FORTRAN IV* (A)
Elementary computer science concepts. The language rules of Fortran.
Writing programs. Testing on the IBM 370/135.
t1113. 1 hour lec. 2 hours lab. 2 credits. $5.00 lab fee.

4635—NUMERICAL CONTROL* (W)

A fundamental course, including principles of numerical control,
operation sheets, transfer of references, programming manuscript, tape
preparation, and basic numerical control systems. Programming of a
machine part requires a point-to-point application, and production of the
part on the numerical control machine tool. Programming and production
of a more complex machine part on the numerical control machine. An
introduction to the APT program. Numerical control aspects of tooling.
Computer programming. Study of advanced applications of numerically
controlled manufacturing equipment.

1t1634. 2 hours lec. 4 hours lab. 4 credits. $5.00 lab fee.

4644—-STATICS* (A)
A review of statics followed by a study of stresses caused by externally
applied loads. Center of gravity, moment of inertia, thin-walled cylinders
and spheres, riveted joints, welded joints, torsion, shear diagrams, and
bending-moment diagrams.
1t1113. 5 hours lec. 4 credits.

4645—-STRENGTH OF MATERIALS 1l (W)
A continuation of statics, including stresses in beams, deflections of
beams, statically indeterminate beams, columns, eccentrically applied
loads, combined stresses and stress concentration.
11644. 5 hours lec. 4 credits.

4646—PLANT MECHANICAL SYSTEMS

The course is designed to familiarize students prospectives in the facilities
design and plant maintenance areas.
3 hours lecture. 3 credits.

* Technical Course 1 Prerequisites $ Lab Fee
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Health Technologies

The course requirements for graduation and the required credit hours are
included in the following Health Technologies:

GENERAL BASIC | TECHNICAL | TOTAL
TECHNOLOGY STUDIES | STUDIES | STUDIES | CREDITS
ANIMAL HEALTH 22 25 56 103
DENTAL
LABORATORY 22 22 62 106
MEDICAL
LABORATORY 22 29 85 136
MENTAL HEALTH &
114
RETARDATION 22 27 65 !
NURSING 22 29 61 112
RESPIRATORY
THERAPY 22 27 62 111




AnimalHealth
Technology

THE ROLE OF the animal health technician is developing rapidly. The
animal health technician will assist the veterinarian in many areas of modern
veterinary practice. Examples of the duties an animal health technician may
perform in veterinary practice include obtaining and recording information
about cases, preparation of patients, instruments, equipment and medicaments,
collection of specimens and performance of certain laboratory procedures, appli-
cation of wound dressings, and assisting the veterinarian in diagnostic, medical,
and surgical procedures.

The animal health technician may also find employment opportunities
in bio-medical facilities. The technician’s knowledge of animal behavior, housing,
nutrition, and reproduction, lends itself to many areas of medical and bio-medi-
cal research, including work in pharmaceutical, medical, college and university
laboratories.

Employment of the animal health technician will offer a means for the
veterinarian to expand the scope and breadth of his practice by delegating those
duties and procedures which can be legally and ethically handled by the quali-
fied technician.

Professional Advisory Committee

Dr. Fredrick Deist, DV.M.. . . ... .......... Chittenden Veterinary Clinic
Dr. Donald Gisler, DV.M. .. .............. Countryside Veterinary Clinic
Dr. Louis W. Harrod, D.V.M. ... ... .. ......... Harrod Veterinary Clinic
Dr.D.O.Jones, DV.M. . ... ... ... ...... The Ohio State University
Dr. Arron M. Leash, DV.M. . ........... Case Western Reserve University
Dr. Steele Mattingly, DV.M. .. .. ... ........ ... University of Cincinnati
Dr. Phillip W. Murdick, DV.M. ... ........... The Ohio State University
Dr. Arthur Peters, D.V.M. . ... .............. Battelle Memorial Institute
Dr. Lawrence D. Rowe, DV.M. .. ... ...... Professional Veterinary Service
Dr.C.R.Smith, DV.M. ... ... ... .......... The Ohio State University
Dr. Alden E. Stilson, Jr, DV.M. .. ... ........ The Ohio State University

Dr. Bruce Wenger, D.V.M. .. .. . L. Beechwold Veterinary Clinic
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COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS
Communication Skills Department
Behavioral Sciences Department**
General Education Division™**

22 CREDITS
...................... 10

FIRST YEAR
COURSE LAB FEES CLASS LAB HOURS CREDITS
First Quarter
1002 Beginning Composition . ............... 5 1] 3
1181 Math for Health Technologies ........... ) 0 4
1311 Basic Inorganic Chemistry . ......... $8.00 5 4 5
1321 Physiclogy and Anatomy | .. ....... 6.00 3 4 4
8902 Animal Health Technology I* ....... 25.00 5 0 5
21
Second Quarter
1003 Essayand Research . ................. 5 0 3
1312 Introduction to Organic Chemistry ... .$8.00 5 4 5
1322 Physiology and Anatomy Il ......... 6.00 4 2 4
8907 Animal Health Technology 11* ....... 25.00 5 4 5
Behavioral Science Elective™* 3 0 3
20
Third Quarter
1024 Speech . ........ ... ... i.oin..n. $1.00 3 0 2
8916 Clinical Procedure | (Surgery)* .......... 3 0 3
8917 Clinical Procedure Il (Radiology)* ........ 3 0 3
8926 Clinical Laboratory i* ................ 2 6 4
8931 Clinical Application I* ............ 25.00 0 6 3
15
SECOND YEAR
Fourth Quarter
Section A
1004 Technical Writingor . ................. 3 0 2
1014 Business Communication . .............
1392 Medical Physicslor ............. $1.00 3 9 3
1393 Medical Physics Il . ............. 1.00
8918 Clinical Procedures 111 (Pharmacology)* 25.00 3 0 3
Behavioral Science Elective®* . .......... 3 0 3
General Education Elective** . .......... 3 0 3
14
Section B
8918 Clinical Procedures |1l (Pharmacoiogy)* $25.00 3 0 3
8986 Clinical Experience |* ........... 25.00 0 30 6
9

*Technical Course

**As approved by advisor
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COURSE LAB FEES

Fifth Quarter
Section A

8904 Animal Health and Disease™ ............
8986 Clinical Experience I* ........... $25.00

Section B

8904 Animal Health and Diseases™ ............
8919 Clinical Procedures 1V {Anesthesiology)® . ...
8327 Clinical Laboratory H* .. ..............
8928 Clinical Laboratory 11I* .. .............
8932 Clinical Application I1* ... ....... 25.00

Sixth Quarter
Section A

8919 Clinical Procedures IV (Anesthesiology )*

8927 Clinical Laboratory I1* .. ..............

8928 Clinical Laboratory II1* .. .............

8932 Clinical Application I* . ......... 25.00
Behavioral Science Elective** . ..........

Section B

8987 Clinical Experience 1I* .. ......... $25.00
8988 Research Report™ .. .................

Seventh Quarter
Section A

8987 Clinical Experience I1* . .......... $25.00
8988 Research Report* ...................

Section B

1004 Technical Writing or

1014 Business Communication ..............

1392 Medical Physics] OR ............ $1.00

1393 Medical Physics Il . ............. 1.00
Behavior Sciences Elective** ............
Behavior Sciences Elective** .. ..........
General Education Elective®* .. .........

CLASS LAB HOURS CREDITS
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*Technical Course **As approved by advisor



Animal Health Technology

8902—ANIMAL HEALTH TECHNOLOGY | (A)
Discussion of the career opportunities and duties of a technician. The
laws and ethics related to animal care and to animal health technicians.
Pertinent records kept in an animal facility and a veterinary hospital.
Other management information and basic accounting principles. An intro-
duction to animal species, including physiological data, gestation, breed-
ing information, important concepts of genetics, nutrition and research
usage.
5 hours lec. 5 credits. $25.00 lab fee.

8904—-ANIMAL HEALTH AND DISEASES (A)
This course deals with animal health, disease prevention and signs of
diseases in each of the species.
11322, 8907. 3 hours lec. 3 credits.

8907—-ANIMAL HEALTH TECHNOLOGY Il (W)
Study of animal caging systems including kennel management, physical
handling of the animals, proper restraint for certain procedures, environ-
mental temperature control, sanitation and sterilization, basic animal
science and the principles of gnotobiotics. In addition, a general study of
clinic operations from the front desk through all sections including the
clinical laboratory.
t8902.5 hours lec. 4 lab hours. 5 credits. $25.00 lab fee.

8916—CLINICAL PROCEDURES | (Surgery) (SP)
Discussion of surgery room preparation, animal preparation, animal after-
care, and assisting the veterinarian during surgery.
11315, 8907. 3 hours lec. 3 credits.

8917—CLINICAL PROCEDURES Il (Radiology) (SP)
Lectures, demonstrations and laboratory exercises covering the following
topics: terminology, care and maintenance of radiological equipment and
techniques of exposing and developing radiographs. Radiographic posi-
tioning, animal measurement, and instrument settings are studied.
11322, 8907. 3 hours lec. 3 credits.

8918—CLINICAL PROCEDURES Il (Pharmacology) (S)
The study of disinfectants, insecticides, anthelmintics, antibiotics and
other drugs commonly used in veterinary medicine. The administration
and calculation of the proper dosage is studied.
1t1322. 3 hours lec. 3 credits. $25.00 lab fee.

8919—CLINICAL PROCEDURES (Anesthesiology) (A,W)
The study of anesthetic agents and the use and maintenance of inhalation
anesthetic equipment. Ancillary monitoring equipment, including electro-
cardiograph are studied. Special surgical instruments are discussed.
18916 and 8986. 3 hours lec. 3 credits.

*Technical Course **As approved by Advisor tPrerequisite
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8926—CLINICAL LABORATORY 1 (SP)

Course designed to teach the use of equipment necessary to perform
complete blood counts. Students learn to use the hemocytometer, pipet,
centrifuge and spectrophotometer. Emphasis on the differential white
blood counts and reticulocyte counts and most other tests utilized in a
clinical hematology laboratory. In addition, students perform urinary
microscropics and learn to recognize normal and abnormal structures in
urinary sediment.

t8907. 2 hours lab. 6 hours lab. 4 credits.

8927—CLINICAL LABORATORY Il (AW)

Student performs tests on urine, including protein, glucose and ketones,
and other tests performed in routine urinalysis laboratory. Students learn
characteristics of and tests performed on transudates, exudates, and
cerebrospinal fluid. Students perform blood chemistries, including glu-
cose, BUN, creatinine, bilirubin and enzymes. Special emphasis on the
methods used in the clinical laboratory at the Ohio State University Col-
lege of Veterinary Medicine.

1t8986. 2 hours lec. 6 hours lab. 4 credits.

8928—CLINICAL LABORATORY Il (A W)

Course includes processes necessary to identify causative agents of bac-
terial infections. Student performs susceptibility testing to identify chem-
ical or antibiotic agents necessary for treatment. Basic bacteriologic pro-
cedures which include isolation of colonies on culture plate and Gram
stain are taught. Seriologic procedures, identification of leptospirosis and
brucellosis by antigen-antibody detections, are introduced.

t8986. 2 hours lec. 6 hours lab. 4 credits.

8931—-CLINICAL APPLICATION | (SP)
Practical application of procedures used in Veterinary clinics and hospi-
tals. Includes drug and fluid administration, radiographs, surgical and
anesthesiology procedures, collecting laboratory samples and any other
task performed in Veterinary facilities.
t8907. 6 hours lab. 3 credits. $25.00 lab fee.

8932—CLINICAL APPLICATION 11 (AW)
A continuation of course 8931.
18931 and 8986. 6 hours lab. 3 credits. $25.00 lab fee.

8986—CLINICAL EXPERIENCE | (S,A)
A rotation through various departments and areas of the Ohio State
University Veterinary Hospital. The student wili work closely with junior
and senior veterinary medical students under the supervision of College of
Veterinary Medicine faculty.
123 technical credits. 30 clinical hours. 6 credit hours. $25.00 lab fee.

*Technical Course **As approved by Advisor 1Prerequisite
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8987—CLINICAL EXPERIENCE I (W,SP)
A continuation of course 8986.
18986. 30 clinical hours. 6 credits. $25.00 lab fee.

8988—RESEARCH REPORT (W,SP)
Selected research projects for senior students which may include both
library research and laboratory investigation under supervision of the
faculty, in the student’s major field of interest. Presentation of a formal
research paper is required.
125 technical credits. 1 credit.

*Technical Course **As approved by Advisor tPrerequisite

e




Dental Laboratory
Technology

THE DENTAL laboratory technician is a highly skilled artisan who works in
cooperation with the professional dentist on specialized art form, with the
ultimate goal of maintaining and improving a patient’s dental health, function
and esthetics. The dental technician is an intrical part of the dental health team
and can, through his knowledge and developed skills find the dental laboratory
vocation a rewarding career suitable for both young and mature men and
women. The dental technician is a perfectionist in his technology, and his voca-
tion is involved with the fabrication of dental restorations, dentures or the use of
precious metal, in the replacement of missing natural teeth and lost bone struc-
ture.

The dental laboratory technician may work either in a dentist’s laboratory,
commercial laboratory, or for himself as owner of his own dental laboratory. It
is in the laboratory that precision dental appliances are constructed in ac-
cordance to the prescription of the dentist. The dental technician deals directly
with the dentist.

Opportunities for Graduates

The employment opportunities for the dental technician are many and varied.
Due to the short supply of qualified technicians, the employment outlook is
extremely bright. The graduate with extended experience can look forward to
possible employment as a specialist in the areas of complete dentures, crown and
bridge, partial dentures, ceramics, dental material research or dental laboratory
business for himself or perhaps become a dental sales representative. Salaries
widen as experience is gained.

Professional Advisory Committee

Douglas Andrews, CD.T. ... ........... Andrews Ceramic Laboratories
Bernard F. Bramlage, C.D.T. .. ... ........ Bramlage Dental Laboratory
Max Cornell, CD.T. .. ... ... .. ... ..... Columbia Dental Laboratory
Dominic Digiacomo .. ... .......... Ohio State University Laboratory

Linda Dorsey . .. . . . . . i e e Columbus, Ohio



Dental Laboratory Technology

Dr. Robert C. Hinkel, D.D.S. . ... ... ... ......... Practicing Dentist

R. Stanley Knotts, CD.T. . . . ... .. ........ Knotts Dental Laboratory
Ervin W. Norris, CD.T. . ... ... ... .. Caldwell-Norris Dental Laboratories
JohnPazar, CD.T. . .. ... ... ... ... ...... Pazar Dental Laboratory
Gerald Rosen, C.D.T. . . .. ... . . ... ... .... Rosen Dental Laboratory
William A. Ross, CD.T. ... .. ... .. .. ....... Ross Dental Laboratory
Eugene R. Sonnenberg, C.D.T. ... .. ... .. Sonnenberg Ceramic Laboratory
Dr. Henry Yaggi, D.D.S. . ... ... ... . ... ... . ... Practicing Dentist

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department . .. ... ... .. ................ 10
Behavioral Science Department . .. .. .. . ... .. .. e 9
General Education Division . . . . .. .. ... ... ... . . o 3
FIRST YEAR
COURSE CLASS HOURS LAB CREDITS
Ist Quarter
8101 Dental Laboratory Technology | ......... 2 6 4
1002 Beginning Composition ................ 5 0 3
1181 Mathematics for Health Technologies ...... 5 0 4
1344 Introduction to Human Anatomy & Physiology 3 0 3
Behavioral Science Elective ............. 3 o 3
18 6 17
2nd Quarter
8102 Dental Laboratory Technology Il ......... 3 6 5
8112 Dental Apatomy .................... 3 4 4
1003 Essay & Research ................... 5 0 3
1341 Physical Science | . .................. _4 2 4
15 12 16
3rd Quarter
8103 Dental Laboratory Technology {1l ........ 5 9 8
1024 Speech . ..........0iiiiiiinnnann 3 0 2
1342 Physical Science Il .. ................. 4 2 4
3821 |Introduction to Business ............... 3 0 3
15 1 17
4th Quarter
8104 Dental Laboratory Technology IV ........ 3 15 9
8114 Dental Laboratery Operations ........... 2 0 2
1014 Business Communication .............. 3 0 2
Behavioral Science Elective ............. 3 0 3
1 15 16

**As Approved by Advisor



Dental Laboratory Technology

COURSE
5th Quarter

8105 Dental Laboratory Technology V .........
General Business Elective . .............
General Education Elective . ............

6th Quarter

8106 Dental Laboratory Technology ..........
Behavioral Science Elective . ............
General Business elective . ..............

7th Quarter

8107 Dental Laboratory Technology VII* .......
*includes extramural assignments of 16 hours
per week in addition to class and
laboratory

CLASS HOURS LAB

COURSE DESCRIPTION

8101-DENTAL LABORATORY |

CREDITS

-
W w oo W

—_
o

12

A comprehensive study of gypsum products, impression materials, acrylic
resins, waxes, duplication materials and plastic annivac materials. Labora-
tory procedures will include evaluation and pouring preliminary and final
impressions, the use of acrylic resins both ploynerizing and self poly-
merizing in the construction of impression trays, temporary appliances
and denture bases. The construction of base plates, occlusial rims and
impression trays will require a working ability with omnivac plastic,
waxes and shellac tray materials. The evaluating, boxing and pouring of
individual fixed partial denture dies will familiarize the student with due
stones, dowell pins, and die lock procedures.

2 hours class. 6 hours lab. $20.00 lab fee. 4 credits.

8107—DENTAL LABORATORY TECHNOLOGY Vil
This quarter is designed to permit the student to advance working ability
in all phase of training given throughout the course. An introduction to
advanced techniques, materials and equipment not used in instruction will
be presented to the student. The student will be involved in an off

campus extramural experience during this quarter.
5 hours class. 15 hours lab. $30.00 lab fee. 12 credits.

8102—DENTAL LABORATORY TECHNOLOGY II
The areas of instruction completed in course 8101 will be extended to
include the use of the shade guide, selection of artifical teeth, pontic use
in replacing missing dentition and an introduction to complete dentition

$Lab Fee



Dental Laboratory Technology

replacement. The procedures of flasking, deflasking and processing acrylic
resin impression trays is to be covered. Acrylic resin repair, relines and
reproduction of denture base will be done. The study of ferrous and non-
ferrous metals, casting, soldering, heat treatment, finishing and polish
techniques are taught.

t8101. 3 hours class. 6 hours iab., $25.00 lab fee. b credits.

8114—DENTAL LABORATORY OPERATIONS
Laboratory operation covering personnel management, wages, accounting,
equipment and various laboratory arrangements are taught. Ethics,
OSHEA and areas of major concern to the future of the Dental Labora-
tory profession are covered.
2 hours class. 2 credits.

8112—DENTAL ANATOMY
An introduction to the anatomy of the oral cavity structures that effect
the function and comfort of dental prosthesis. Emphasis placed on the
anatomy of the individual teeth and surrounding tissues plus practical
tooth anatomy for function and its relation to occlusion.
3 hours class. 4 hours lab. $15.00 lab fee. 4 credits.

8103—DENTAL LABORATORY TECHNOLOGY I
An introduction to the use of stimulated gold metal and chrome metal,
removable partial denture design, waxing, investing, casting and finishing
of metals. The use of simulated gold metal relating to the fixed partial
dentures phase of training will be covered. The use of non-ridged connec-
tors and precision attachments is also covered.
5 class hours. 9 lab hours. $25.00 lab fee. 8 credits.

8104—DENTAL LABORATORY TECHNOLOGY IV

The tooth arrangement of complete denture units incorporating the pro-
cedures of balanced occlusal grinding and all procedures involved with
complete denture construction are covered. The selection of mold and
shade of artifical teeth relating to individual edentulous dental patient,
the immediate denture and surgical tray, the acrylic resin temporary
replacement, the corrective splint and an introduction to the orthodontic
appliance are to be covered.

3 class hours. 15 hours lab. $30.00 lab fee. 9 credits.

8105—DENTAL LABORATORY TECHNOLOGY V

Fixed partial denture will be covered. Laboratory functions will include
die construction, waxing of crowns, investing of waxed crowns, burn out
and casting using electric, gas and air torch and tri-caster as casting equip-
ment. Assembly of pontics and cast units, soldering, finishing of metal,
application of acrylic resin by packing and pryoplast techniques are areas
taught in this quarter.

3 hours class. 15 hours lab, $35.00 lab fee. 9 credits.

tPrerequisites $Lab Fee
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8106—DENTAL LABORATORY TECHNOLOGY VI

The fabrication of chrome removable partial dentures and construction of
porcelain jacket and porcelain to metal are to be taught in this quarter.
The procedures of evaluation of impression and cast, partial frame design,
duplication of blockout cast, waxing of designed frame, investment, burn-
out, casting and metal finishing related to chrome are taught. Porcelain
fabrication includes those steps from matrix to stain and final polish.
Metal construction related to porcelain and the application of porcelain
to metal is included.

3 hours class. 15 hours lab. $35.00 lab fee. 9 credits.

$Lab Fee




Medical Laboratory
Technology

M EDICAL LABORATORY technicians work closely with physicians. With
microscopic examinations and clinical tests, technicians greatly assist doctors in
accurate diagnosis and effective treatments for their patients.

Medical laboratory technology demands a high degree of technical skills in
performing many physiological and chemical tests. These skills include the use of
such instruments as the microscope, spectrophotometer, incubators, centrifuge,
and sterilization equipment. An understanding of the basis of these skills is
essential to a well trained and competent medical laboratory technician. Adher-
ance to the Code of Ethics as established by the American Society of Medical
Technologists is required of the student. This insures a high degree of integrity
and professionalism.

Opportunities for Graduates

Graduates face a rewarding career in a working situation where there could
be either extensive or little patient contact. Graduates will find employment
opportunities in hospitals, nursing homes, independent laboratories, clinics, and
research laboratories. The opportunities available more than compensate for the
hard work necessary to complete this program. The field of endeavor is so vast
that the technician, upon graduation and employment acceptance, may find a
tendency to specialize in one laboratory phase.

Professional Advisory Committee

Oliver Carpenter, MT-AMT . .. .. .. .... Columbus Westgate Laboratories
Norman Clark, Assistant Director . . ... ... ... Ohio Hospital Association
CharlesC.Croft,Sc.D. . . . ... ... ... ....... Bureau of Public Health
BruceDailey . ... .. ... . .. .. ... ... Grady Memorial Hospital
Mel Davis, M.D. . . . . . .. e St. Anthony Hospital
Phillip Golding, D.O. . . . .. ... . ... . . Doctor’s Hospital
Roberta Heinlen, MT (ASCP) . . . . .. ... ... ... .... Riverside Hospital
Brooks H. Hurd, M.D. . . . . .. ... ... . ... ... ... ... Grant Hospital
David Luckhaupt . . . . ... .. ... .. . .. ... .. Doctor’s Hospital

Colin R. Macpherson, M.D. . ... ... ... ... ....... University Hospital



Medical Laboratory Technology

Samuel Meites, Ph.D. . . .. .. ... ... .. ... ... Children’s Hospital
Edward Miller, M\D. . . . . ... ... .. . . . Riverside Hospital
Helen Patterson, MT(ASCP} . . . . .. .. ... ...... Davidson Laboratories
Robert Reichle . .. ... ... ... . ... .. .. ..... St. Anthony Hospital
William Rice, M.D. . ... ... . . . Mt. Carmel Hospital
Wayne Stires . .. ... ittt e Children’s Hospital
Ada Sutton, M.S,, MT (ASCP} . .. ............... Ohio State University
Jane Taylor, Ph.D. ... ... . . e Children’s Hospital
C. Michael Thorne, M.D. .. ........... Licking County Memorial Hospital

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CRED!ITS
Communication Skills Department . . . .. ... ... ... ... uune... 10
Behavioral Science Department . . . . ... ... ... ... ...t 9
General Education Division . . . . . . .. . .. .. e, 3
FIRST YEAR
LAB HOURS
COURSE FEES CLASS LAB CREDIT

First Quarter

1181 Mathematies Course™™ . . . .. ............ 5 0 4
1311 Basic Inorganic Chemistry. ... ... ... $8.00 5 4 5
1321 Physiology and Anatomy ... ....... 6.00 3 4 4
8001 Medical Technology 1*. . ... ............ 1 2 2
Communication Skills Course **. . . ... ..... - - 3
18
Second Quarter
1182 Mathematics Course™* . . . ... ... ........ 3 0 3
1312 Introduction to Organic Chemistry . .. $8.00 5 4 5
1322 Anatomy and Physiology . ...... 6.00 4 2 4
8023 Urimalysis®* . ................. 25.00 2 4 3
Communication Skills Course®™ . .. ... ..... - - 3
18
Third Quarter
1393 Medical Physics 1l .. ........... $ 1.00 4 2 4
1522 Psychology .. ... .. ... ... 3 0 3
8003 Hematology I* ............... 35.00 3 9 5
8002 Medical Technology II* .. ....... 15.00 1 2 2
8006 Histology & Cytology .............. 15.00 2 6 4
18
SECOND YEAR
Fourth Quarter
8004 Hematology I1* ... ............. $20.00 3 6 5
8005 Blood Banking*................ 20.00 5 9 6

*Technical Course **As Approved by Advisor
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LAB HOURS
COURSE FEES CLASS LAB CREDITS
8014 Immunoclogy and Serology* . ... .. .. 20.00 3 6 5
Behavioral Science Elective** ... ........ - - 3
19
Fifth Quarter
1024 Speech ... .. .. ... .. ... 3 0 2
8024 Clinical Chemistry (* .. .. ....... $2500 3 9 6
8026 Clinical Chemistry 11* . . ... ...... 25.00 2 9 5
General Education Elective** . ... ....... - - 3
16
Sixth Quarter
8015 Micrebiology | . .............. 20.00 3 9 6
8016 Microbiology Il .. ... .......... 15.00 2 9 6
Behavioral Science Elective . . .............. - 3 3
15

Seventh Quarter

8081 Medical Laboratory Internship I ........... 0 0 13
8085 Special Problems in Medical .............

Laboratory Technology No. 1% .. ............ 2 o
Communication Skills** .. ... ............. = -

—_
@ LN

Eighth Quarter

8082 Medical Laboratory Internship Il .. ....... 0 0 13
8086 Special Problem in Medical

Laboratory Technology I1* .. ............... 2 0 2
15

COURSE DESCRIPTIONS

8001-MEDICAL TECHNOLOGY 1 (A) (SP)

Orientation to the field of medical technology; defining the role of the
medical laboratory technician, overview of working conditions and places
of employment, medical terminology, reporting methods and charts.

1 hour lec. 2 hours lab. 2 credits.

8002—MEDICAL TECHNOLOGY 11 (SP} (A)

Study concerning the use and maintenance of laboratory equipment in-
cluding the microscope, spectrophotometer, centrifuges and analytical
balance. Stress is also made on the mathematical approach to solution
concentrations and dilutions.
18001 or permission of Department Chairman™** 1 hour lec. 2 hours
lab. 2 credits. $15.00 lab fee.

*Technical Course **As Approved by Advisor 1Prerequisites $Lab Fee
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8003—HEMATOLOGY | (SP) (A)

The origin and formation of blood cells are studied. This includes tech-
niques in counting of red blood cells, white blood cells, platelets, reti-
culocytes and eosinophiles. Differential morphology including staining
qualities and recognition of cells is stressed. Hemoglobinometry is re-
viewed. Methods of counting blood cells in other body fluid are demon-
strated and practiced.

18023, 1312, and 1322 or permission of Department Chairman®** 3
hours lec. 9 hours lab. 5 credits. $35.00 lab fee.

8004-HEMATOLOGY It (SU,W)

The coagulation mechanism and its factors are studied and practiced. This
includes procedures such as the prothrombin time, partial thromboplastin
time, thromboplastin generation test, bleeding time, coagulation time and
prothrombin consumption. Laboratory work will aiso include work on
anemias, leukemia, and hemoglobinopathies.

18003 and 1393 or permission of Department Chairman
6 hours lab. 5 credits. $20.00 lab fee.

8005—BLOOD BANKING (SU,W)

Procedures are stressed in ABO and Rh typing, antibody screening, and
crossmatching of patient and donor bloods. Studies and laboratory tech-
nigues also include discussion of most all blood group systems, pheno-
typing, identification of atypical antibodies, and the selection of proper
donor blood in cases of crossmatching incompatibilities. Sufficient time is
also spent studying transfusion reaction investigations, the use of blood
components in transfusion therapy, and the problems concerning fetal-
maternal blood incompatibilities.

18003 and 1393 or permission of Department Chairman
9 hours lab. 6 credits. $20.00 lab fee.

8006—HISTOLOGY AND CYTOLOGY* (W,S)
Procedures learned in the preparation of tissue for microscopic examin-
ation, include fixation, dehydration, embedding, cutting, mounting, and
staining. The use and care of equipment employed in the procedures is
discussed.
18023 and 1322 or permission of Department Chairman
6 hours lab. 4 credits. $15.00 lab fee.

8014—-IMMUNOLOGY AND SEROLOGY (SU, W)
Antigen-antibody reactions are studied. The techniques practiced include
flocculation, precipitation, complement fixation, agglutination and
titration procedures as they relate to various diseases.
18003 and 1393 or permission of Department Chairman®
6 hours lab. 5 credits. $20.00 lab fee.

*** 3 hours lec.

**¥* 5 hours lec.

*** 2 hours lec.

** 3 hours lec.

*Technical Course t Prerequisites $ Lab Fee
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8015—MICROBIOLOGY | (A,SP)

Includes the study of bacteriology, mycology and parasitology. Bac-
teriology includes the cultivation and identification of organisms through
the utilization of primary and secondary culture techniques, staining tech-
niques, anaerobic techniques, biochemical technigues, and microscopic
examination. Other methods studied include antibiotic sensitivity testing,
concentration of mycobacteria, blood cultures and the preparation of
culture media and stains.

+8005 or permission of Department Chairman™*
lab. 6 credits. $20.00 lab fee.

8016—MICROBIOLOGY II (A,SP)

This is a continuation of 8015 with emphasis on mycology and parasi-
tology. Parasitology includes staining and concentration or flotation tech-
niques, host parasite relationships, microscopic examination of the
various helmenths and protozoa. Mycology includes the study of various
types of fungi.

18005 or permission of Department Chairman®*
lab. 6 credits. $15.00 lab fee.

8023—URINALYSIS (W, SU)
The study of this course includes the complete laboratory procedures,
qualitative and quantitative, for routine urine examination. Various
chemical tests are taught and practiced. The theory and application of
kidney function are included.
t8001 or permission of Department Chairman®*
lab. 3 credits. $25.00 lab fee

8024—CLINICAL CHEMISTRY | (W,SU)
This course includes topics of general chemistry in relation to their
applications in the medical laboratory. The student studies colorimetry,
photometry, gasometry, enzymes, flame photometry, preparation of
solutions and reagents with emphasis on quality control and instru-
mentation.
18016 or permission of Department Chairman®*
lab. 6 credits. $25.00 iab fee.

8026—CLINICAL CHEMISTRY H {W,SU)
Continued study of the medical application of the topics presented in
8024. The study of diagnostic isotopology, steroid determinations and
flurormetry is introduced.
2 hours lec. 9 hours lab. 5 credits. $25.00 lab fee.

8081—MEDICAL LABORATORY INTERNSHIP I (A, W, SP, SU)
Two-quarter internship providing a practical application of the skills and
abilities learned during the previous six quarters. The students are as-
signed to an accredited hospital laboratory as a trainee. Students will

* 3 hours lec. 9 hours

*

2 hours lec. 9 hours

* 2 hours lec. 4 hours

*

3 hours lec. 9 hours

*Technical Course 1 Prerequisites $ Lab Fee
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apply their talent as members of the laboratory department. The student
will be involved for six weeks each in the Hematology and Urinalysis
Section and Chemistry Section of the laboratory; four weeks each in the
Bacteriology and Serology Section and the Blood Banking Section of the
laboratory; and will elect a two-week period in the Histology Section, the
Isotopology Section, or the Special Chemistry Section of the Laboratory.
13 credits. T All Medical laboratory Courses

8082—-MEDICAL LABORATORY INTERNSHIP II (A, W, SP, SU)
Continuation of 8081.
13 credits.

8085—-SPECIAL PROBLEMS IN MEDICAL LABORATORY
TECHNOLOGY | (A, W, SP, SU)
Duringsthe internship period, the student will keep a weekly log in-
dicating scope and degree of activity in the laboratory. A copy of this
work will be filed with the hospital and a copy filed with the Institute. A
problem of special interest to the student, requiring library and/or labor-
atory study will be selected by the student and the faculty coordinator.
This course includes open discussion of intern related problems, lectures
on laboratory management, demonstration of other employment oppor-
tunities, interviewing techniques, and cases studies.
tAIll medical laboratory courses. 2 hours lec. 2 credits.

8086—-SPECIAL PROBLEMS IN MEDICAL LABORATORY Il (A, W, SP, SU)
Continuation of 8085,
2 hours lab. 2 hours lec. 2 credits.

*Technical Course 1 Prerequisites $ Lab Fee




Mental Health
and Retardation
Technology

MENTAL HEALTH and Mental Retardation Technology prepares people to
work in agencies and organizations providing services to individuals, families, and
communities having needs in the areas of mental health and mental retardation.
The technician, as a member of the mental health team, is trained to be a
“‘generalist’” or middle level professional person who will work with clients in
conjunction with professional personnel such as psychiatrists, psychologists,
social workers, nurses, and therapists,

The curriculum at Columbus Tech includes both basic and behavioral science
course work and a series of courses and internship experiences related directly to
mental health and retardation. Techniques and skills emphasized include basic
interviewing and information gathering, counseling, crisis intervention, group
work, behavior modification, report writing, and interpersonal relations.

The personality of the technician is an important factor in the ability to be
effective in a helping relationship. A screening interview with the Mental Health
and Retardation staff is required.

Career Opportunities in the Field

Being a new career field, opportunities for mental health technicians are
continually being developed. Technicians may work in psychiatric hospitals,
institutions for mentally retarded, community mental health and social agencies,
geriatric facilities, certain correctional and rehabilitation centers, and in govern-
ment agencies,

Professional Advisory Committee

Anne Allen .. ... .. . e Allied Health Services, 0.S.U.
Dr.F.ArthurBenson .............. ... ....c...... Nisonger Center
Betty Cofield, R.N. .. ... ............... Columbus Technical Institute
Linda Eggleston, MMH.T. . .. ... ................ Orient State Institute
EdFinley ...... ... .. ... ... .. ... Ohio State Dept. of Mental Health
James Gebhart . ........... Southwest Community Mental Health Center
Dr. Norman Guitry . .............. Franklin County Mental Health Assn.
DonaldJones . .......... .. .. Harding Hospital
Eleanor Jones ... ... .. ... i e e Harding Hospital

CharlesParrish . ................. Bureau of Vocational Rehabilitation
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DonWilliams . ........... .. ... .. Columbus State Hospital
Dr.Marilyn Strayer . . ... ... i i i i e Columbus, Ohio

COURSE REQUIREMENTS FOR GRADUATION:

GENERAL STUDIES REQUIREMENTS** CREDITS
Communications Skills Department. . . ... ... ..t nnernsens 10
Behavioral Science Department . ... ... ...ttt 9
General Education DiviSiON « v v v v v ittt v is ettt tne e rne e 3
FIRST YEAR
COURSE CLASS HOURS LAB CREDITS

First Quarter

1344 Introduction to Human Anatomy

and Physiology ..... ................ 3 0 3
1515 Human Behavior .................... 3 0 3
1522 Psychalogy ........ccvvvvnvinnnnn.. 3 ] 3
8401 Intro to Mental Health and Mental Ret.* .... 4 0 4
Communication Skills Course** .. ........ - - 3
16
Second Quarter
1323 General Health Problems . .............. 5 0 4
1525 Marriage and Family Relations ........... 3 0 3
8482 MH&MR Clinic I* .. ................ 4 12 6
Comm Skills Course™* . .. ............. - -~ 3
16
Third Quarter
1523 Child Psychology .......... ... ..., 4 0 4
8413 Introto Casework ................... 5 0 4
8483 MH& MR Clinic I1* ... ............... 4 12 6
1541 Community Sociology ................ — — —_
18
Fourth Quarter
1024 Speech . ..... ...t 3 0 2
1524 Adult Psychology ................... 4 0 4
1542 Social Psychology | .................. 4 0 4
8484 MH&MRClinic 1II™ . ................ 4 12 6
' 16
Fifth Quarter
1004 TechWriting ......... v, 3 0 2
1543 Social Psychology Il .. ................ 4 0 3
8415 Tech. of Behavior Mod.* ............... 4 0 4
8485 MH& MR Clinic IV* . ................ 2 18 6
15

*Technical Course **As Approved by Advisor
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COURSE LLAB FEES CLASS LAB HOURS CREDITS

Sixth Quarter

8416 Therapeutic Methods I* .. ............. 4 0 4
8426 Social Problem/Comm. Res. ............ 5 0 4
8486 MH& MR ClinicV* .................. 2 18 6
14

Seventh Quarter
8417 Therapeutic Methods Il . .............. 4 0 4
8427 Seminaron MH& MR* . .............. 5 0 5
8487 MH&MRClinicVI .................. 2 18 6
Technical Elective®* . ................ - 4
19

COURSE DESCRIPTIONS

8401-INTRODUCTION TO MENTAL HEALTH & MENTAL RETARDATION
(A)
A survey of the field of human services and related helping professions
and agencies, employing, films, field trips, and guest lecturers, to enable
the student to understand the role of the direct service worker, the nature
of mental health technology and its relationship to the various agencies
and organizations which form the delivery system for mental health and
mental retardation services.
4 hour lec. 4 credits.

8413—INTRODUCTION TO CASEWORK (SP)
A study of the techniques of interviewing, taking histories, referrals,
inter-agency cooperation, etc. Emphasis is on assessment and intervention
in relation to casework in the mental health areas.
5 lec. hours. 4 credits.

8415—TECHNIQUES OF BEHAVIOR MODIFICATION* (A)
Introduction to operant and respondent conditioning with emphasis on
human behavior. The focus is on conditioning techniques used in modify-
ing behavior.
4 lec. hours. 4 credits.

8416—THERAPEUTIC METHODS I* (W)
A survey course of techniques used in treating patients and serving clients,
Includes forms of psychotherapy, activities, groups, etc., in use today. To
help the student understand the patients or clients and to be helpful to
the therapist.
4 lec. hours. 4 credits.

*Technical Course **As Approved by Advisor
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8417—THERAPEUTIC METHODS I11* (SP)
A continuation of Therapeutic Methods | with greater indepth study of
the various techniques used in treating patients and clients.
4 |ec. hours. 4 credits.

8426—-SOCIAL PROBLEMS/COMMUNITY RESOURCES* (W)

A study of the nature, extent, causal factors, and suggested solutions to
major modern problems. The general social processes underlying most
social problems are considered, as well as the more specific factors respon-
sible for the particular problems. Governmental, health and welfare organ-
izations will be reviewed, and related to general problems. Community
resources for specific problems will be identified and unmet needs con-
sidered.

b lec. hours. 4 credits.

8427--SEMINAR ON MENTAL HEALTH AND RETARDATION* (SP}
A study of modern methods, innovations, and procedures with indepth
study. Instructor introduces material not covered elsewhere in the cur-
riculum and strengthens other materials.
5 lec. hours. b credits.

8482—MENTAL HEALTH AND RETARDATION CLINIC | (W)

Students are assigned 12 hours per week in an agency and two two-hour
sessions in the classroom for discussion of field problems, case study, and
development of specific skills related to individual and group counseling
and treatment program planning. Each student must have a minimum of
one quarter each in a residential agency, retardation facility, and com-
munity mental health center. Additional placements for concentrated
experience are taken in fifth, sixth, and seventh quarters.

4 lec. and 12 clinical hours. 6 credits.

8483—MENTAL HEALTH AND RETARDATION CLINIC I1* (SP)
Students are assigned 12 hours per week in an agency and two two-hour
sessions in the classroom for group discussion of field problems. Assign-
ments are made in a psychiatric, retardation, rehabilitation, or com-
munity agency. Placement is made on the basis of student’s preference,
instructor’s recommendations, and availability of opportunities.
4 lec. and 12 clinical hours. 6 credits.

8484—MENTAL HEALTH AND RETARDATION CLINIC HI* (SU)
Students work in same agency as the preceding quarter, but develop
individual projects and responsibilities. Written reports by the student at
the end of each week are reviewed and discussed with the students on an
individual basis by the instructor.
4 lec. and 12 clinical hours. 6 credits.

*Technical Course
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8485-MENTAL HEALTH AND RETARDATION CLINIC 1V (A)
Students concentrate in an area of preference with instructor approval.
Students are fully engaged in the helping process; developing and refining
specific skills, knowledge of community resources, and working on
independent projects.
2 lec. and 18 clinical hours. 6 credits.

8486—MENTAL HEALTH AND RETARDATION CLINIC V (W)
Students concentrate in an area of preference with instructor approval.
Students are fully engaged in the helping process; developing and refining
specific skills, knowledge of community resources, and working on inde-
pendent projects.
2 lec. and 18 clinical hours. 6 credits.

8487—-MENTAL HEALTH AND RETARDATION CLINIC VI {(SP)
Students concentrate in an area of preference with instructor approval.
Students are fully engaged in the helping process; developing and refining
specific skills, knowledge of community resources, and working on inde-
pendent projects.
2 lec. and 18 clinical hours. 6 credits.




Nursing Technology

Philosophy

THIS PHILOSOPHY of nursing education reflects concern for the preserva-
tion and enhancement of the dignity, integrity and individuality of each human
being. Basic to this philosophy is an acceptance of and belief in the concept that
man functions in accordance with his capacities, abilities and opportunities.

As an integral part of the Columbus Technical Institute, Nursing Technology
accepts the philosophy, educational tasks and objectives of the Institute and
functions within the policies of the Institute.

We believe that education for nursing should take place with an institution
whose primary goal is education. In this setting, students will be provided with
opportunities to participate in the Institute special, cultural, and educational
activities conducive to the development of the potentials of the student as a
person and as an interested, contributing member of society. As members of the
total Institute student body, nursing students will be entitled to all the rights,
privileges and responsibilities inherent to membership in this group.

Nursing education at Columbus Technical Institute reflects the following
definition of nursing. Nursing in common with other health professions is based
on the belief that pursuit of the highest attainable standard of health is a basic
human right. Nursing is an interpersonal problem-solving process requiring assess-
ment, diagnosis, intervention and evaluation. The goal of nursing is to maximize
the individual’s potential for personal growth and fulfillment by eliciting his
responsible participation in meeting basic human needs for: physiological integ-
rity, safety, belonging, affection, creativity, understanding and skill necessary to
establish helping relationships with individual and their families in order to
identify, assist in solving and solve both individual and community heaith prob-
lems. The skillful use and degree of use of nursing process increases with the
educational preparation and cognitive level of the user. The nurse, functioning
within the health care delivery system as a member of a team of health workers,
combines his knowledge and talents with the particular capabilities of main-
tainence of health, prevention of disease, treatment of iliness and rehabilitation.

Education is a maturing force which offers the student an opportunity to
maximize his potentials for growth. Nursing theory is unique in its specificity of
application and nursing education is the process that enables the learner to
choose and combine appropriate theory components and use them in problem
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solving. Integration of this body of knowledge determines the safety and scope
of the individual’s practice.

The institution whose primary purpose is education is responsible for pro-
viding each student with the conditions which will facilitate that individual’s
growth. Education provides for learning encompassing the cognitive, affective,
and psycho-motor domains. Learning is a change in behavior that is acquired as
a result of practice and can be repeated (demonstrated) when the need is
aroused.

The teacher is the facilitator in the learning experience. He recognizes that
the learner must be ready both physically and psychologically to iearn. The
learner must also have the basic principles or background necessary to be ready
for the next learning experience.

The selection of learning experiences and teaching methods depends upon the
level of understanding and comprehension of the student. The facilitator
recognizes that individuals learn at different rates, have different learning styles,
and that there is a difference in levels of achievement between individuals and
groups of students. Allowance must be made for these rates and different
achievement levels within the learning experience.

Teaching methods and the selection of learning experiences can foster the self
development of the student so that he establishes a pattern characteristic of a
continuous learner and becomes self-directing and self-evaluating with his goal
setting commensurate to his growth potentials.

Nursing .

Nursing, in common with other health professions, is based on the belief that
the pursuit of the highest attainable standard of health is a basic human right.
Nurses try to meet this goal by helping individuals and their families obtain,
and/or regain an optimum level of health. With this objective continually in
mind, nurses function within the health care delivery system as integral members
of the health care team. Students of nursing learn to approach nursing through a
process of problem solving which includes an understanding and use of scientific
principles; the development of manual, observation, teaching, and management
skills, and development of the ability to work effectively with others.

Curriculum

Students completing the seven quarter ADN curriculum receive an Associate
Degree in Applied Science and are eligible to sit for the State Board examination
for Registered Nurse licensure. For those students interested in a one year
course, there isa four quarter Practical Nurse curriculum. Graduates of this pro-
gram receive certification and are eligible to sit for the State Board examination
for Practical Nurse Licensure. Both curricula are approved by the Ohio State
Board of Nursing Education and Nurse Registration.

Both ADN and PN curricula include laboratory experience in local health
agencies, during which students practice the concepts, techniques, and skills they
have acquired in the classroom and college laboratories. Columbus Tech is affili-
ated with some twenty local health agencies, giving students an opportunity to
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gain experience in a wide variety of health related areas. Nursing students take
required and elective courses in general education along with students from
other technologies on campus. Nursing courses are offered in the daytime,
Monday through Friday; however, some evening and weekend experiences may
be required. General education courses are offered both daytime and evening.
The first nursing course (8501) is a core course common to both ADN and PN
students. By the end of the second week, students are asked to state in which
program they wish to be enrolled. The next three nursing courses {8502, (child
and adolescent), 8503 (mothers and newborns), and 8504 (care of adults with
physical iliness) have common elements but the course objectives, clinical experi-
ence and examinations differ for the ADN and PN students. Students who wish
to transfer from one program to another must request such transfer within the
time limits set by the State Board of Nursing. Further information on this
subject may be obtained from the technology chairman.

Health

Mental and physical health are important. Students are required to have an
annual physical examination and must meet health requirements before being
allowed to have clinical experience.

Liability Insurance
All students must be covered by student nurse liability insurance while en-
rolled in nursing courses. This insurance may be purchased through the school.

Faculty
Instructors of the nursing course — in the classroom and in the clinical areas
are registered nurse faculty members of the Columbus Technical Institute.

Requirements for Admission

1. Evidence of a High school graduation or a GED certificate valid in Ohio.

2. Transcripts from other colleges, schools, or nursing programs.

3. Scores from American College Test (ACT) or *Career Planning Profile
(CPP—)* given at CTI).

4, Results of no cost, CTl pre-entrance exams in mathematics, reading, and
composition. (Based on results of these exams students may be admitted to
nursing courses or referred to developmental courses prior to beginning nurs-
ing courses.)

b. Completed physical examination report with an up to date record of immuni-
zation.

Applications for Nursing Technology are taken twice a year beginning April 1

and November 1.

Career Opportunities

Graduates of the Nursing Technology Programs are prepared, pending licen-
sure, to seek employment in beginning staff nurse positions. Varying with the
community in which employment is sought, opportunities for employment are
available throughout the health-care-delivery system in hospitals, nursing homes,



Nursing Technology

industry, clinics, rehabilitation centers, doctor’s offices and other community
health agencies.

Professional Advisory Committee

Frances Copeland, RN. . ................... Doctors Hospital North
David H. Greegor, M.D., ............... Diagnosis and Internal Medicine
Elizabeth Gurney, R.N.,, ............... State Department of Education,
Division of Vocational Education
SisterM.Janis .. ....... ... .. .. e St. Ann’s Hospital
Margaret Goode, R.N., .. ................ Riverside Methodist Hospital
Stella Piotrowski, R.N., . .. Board of Nursing Education and Nurse Registration
Joyce Reed ... . e e Mercy Hospital
Dr.GrayceSills .......... ... ... The Ohio State University
Charles Turner . .... .ttt ittt ittt ee St. Anthony Hospital
COURSE REQUIREMENTS FOR GRADUATION
GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department . . ... ..... ... ..t ierinnnis s 10
Behavioral Sciences Department .. .........c.c. ittt araan 9
General Education Division ... ... ... ... ...ttt 3
FIRST YEAR

COURSE LAB FEE CLASS HOURS LAB CREDITS
First Quarter
1351 Biological & Physical Science! ... ... $5.00 5 4 7
1522 Psychology .......... ..., 3 0 3
8501 Nursing | (Fundamentals)* ........ 6.00 4 8 1

17
Second Quarter
1352 Biological & Physical Science Il ... ... $5.00 5 4 7
1523 Psychology (Child and Adolescent} ........ 4 0 4
8502 Nursing I} (Child and Adolescent)* or 2.00%** 3 8 6 OR
8503 Nursing I1l (Mothers and Newborns)*  3.00*** 3 8 6

17
Third Quarter
1353 Biological & Physical Science 11 .. ... $5.00 5 4 7
1524 Psycholegy (Adult) .................. 4 0 4
8503 Nursing 1l (Mothers and Newborns)* or  3.00*** 3 8 6 OR
8502 Nursing II (Children and Adolescent)*  2.00*** 3 8 6

17
Fourth Quarter
8504 Nursing IV {Adults with Physical lllnesses)* $3.00 6 18 12
8514 Trends and Issues in the Health Field* ,..... 3 0 3

15

*Technical Course **As Approved by Advisor ***8502 - Some students may elect 8502
as their second nursing course; 8503 - Some students may elect 8503 as their second nursing
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SECOND YEAR

COURSE CLASS LAB HOURS CREDITS
Fifth Quarter

1514 Sociology . ........ ... ... 3 0 3
8505 Nursing V (Advanced)* .......... $2.00 6 9 9
1002 Beginning Composition ............... 5 0 3
1024 Speech .. ... ..t 3 0 2

17

Sixth Quarter

1003 Essay and Researeh ..................
8506 Nursing VI (Mental Health and Mental lliness) $2.00

3

6

Behavioral Science Elective** ............. - - 3
3

3

w
0o

Communication Skills Course  ........... - -
Behavioral Science Elective  ........... - -

15
Seventh Quarter
1004 Technical Writing .................... 3 0 2
8507 Nursing VIl {Associate Degree Nursing Role)* $9.00 6 18 12
14

COURSE DESCRIPTIONS

8501-NURSING | (FUNDAMENTALS)* (A,SP.)

An introduction to nursing and the problem solving process as used in
nursing. Theory and skills learned in the classroom and in the college
laboratory are practiced in the clinical setting. Emphasis is on student
responsibility and safety. A survey of normal nutrition is included. This is
a core course for students entering either the Practical Nursing or the
Associate Degree Nursing Curricula.

5 hours lec., 7 hours clinical lab independent study in college lab. 7 hours
credit. $6.00 lab fee.

8502—NURSING 1l (CHILD AND ADOLESCENT)* (Usually A,W,SP,SU)

Correlated with the child and adolescent psychology course. The nursing
needs of children and adolescents as related to their physical and psycho-
logical development. Emphasis on nursing problems commonly encoun-
tered in pediatric and adolescent nursing. Student participation in the
care of children of various ages and in the care of adolescents.

tGroup A*** 8501,1351,1522. Group B*** 8501,
8503,1351,1352,1522,1523. 3 hours lec. 8 hours lab. 6 credits. $3.00
tab fee.

8503—NURSING Il (MOTHERS AND NEWBORNS}* (Usually A,W,SP,SU}
Correlated with the section of the adult psychology course dealing with
the young adult and the developing family, with an exploration of fami-

*Technical Course **As Approved by Advisor ***8502 - Some students may elect 8502
as their second nursing course; 8503 - Some students may elect 8503 as their second nursing
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ly-centered nursing care during pregnancy, labor, delivery, and puerper-
ium, with focus on common nursing problems. Student participation in
the care of mothers and infants.

tGroup A*** 8501,8502,1351,1352,1522,1523. Group B*** 8501,
1351,15622. 3 hours lec. 8 hours lab. 6 credits. $3.00 lab fee.

8504—NURSING 1V (ADULT WITH PHYSICAL ILLNESSES)

Nursing problems encountered in the care of adults of all ages. Students
are given opportunity to carry out specific nursing measures in relatively
simple to moderately complex situations. Emphasis is placed upon
synthesizing basic knowledge and understanding from the biological and
behavioral sciences in the solution of common nursing problems. Each
student is given opportunity, under guidance, to assess nursing needs, to
plan for and give nursing care to a small group of patients.
t13561,1352,1353,1522,1523,1524,8501,8502, 8503,85614. 6 hours lec.
18 hours lab. 12 credits. $2.00 lab fee.

8505—NURSING V (ADVANCED)* (A,SP)
Advancement made to the more in depth knowledge and understandings
from the natural and behavioral sciences in the solution of nursing prob-
lems in more complex situations. Presentation of more nursing situations
which call for a greater input of previous learning and continuously de-
veloping ability to synthesize. Clinical laboratory involving the care of
adult patients with physical illnesses.
18501,8502,8503,8504,8514. 6 hours lec. 9 hours lab. 9 credits. $2.00
lab fee.

8506—-NURSING VI (MENTAL HEALTH AND MENTAL ILLNESS)*+ (W and
SuU).
A course dealing with nursing intervention for the promotion of mental
health and the prevention of mental illness in persons of all ages. Em-
phasis on the nursing care of patients whose primary diagnosis is one of
mental illness. Students participation in learning activities in hospital and
community settings.
18601,8502,8503,8504,8505,8514. 3 hours lec. 8 hours lab. 6 credits.
$2.00 lab fee.

8507—-NURSING VII (ASSOCIATE DEGREE NURSE)* (A,SP)

A problem-solving course built upon all preceding nursing and related
courses, to continue experiences in more complex nursing situations. Con-
sideration given to allowing the student to become involved in this prob-
lem solving experience in the context of the area of nursing (i.e. materni-
ty, pediatric, medical surgical) in which work is planned. Each student is
given a limited opportunity, under guidance, to carry out a patient assign-
ment of a nature approaching that of beginning nurse.
t8501,8502,8503,8504,8585,8506. 6 hours lec. 18 hours lab. 12
credits. $9.00 lab fee.

*Technical Course **As Approved by Advisor ***8502 - Some students may elect 8502
as their second nursing course; 8503 - Some students may elect 8503 as their second nursing




Nursing Technology

8514—TRENDS AND ISSUES IN THE HEALTH FIELD* {W,SU)
Attention to prevalent trends and issues in the health field, encourages a
responsible attitude on the part of the technician. Current journals
utilized.
18501 or permission of department chairman. 3 hours lec. 3 credits.

*Technical Course 1Prerequisites




Respiratory Therapy
Technology

RESPIRATORY THERAPY is an allied health specialty concerned with the
treatment, management, control, diagnostic evaluation, and care of patients with
deficiencies and abnormalties associated with the cardiopulmonary system. The
respiratory therapist must be expert in the therapeutic use of such aids to the
breathing process as medical gases, oxygen administration, humidification,
aerosols, positive pressure ventilation, chest physiotherapy, cardiopulmonary
resuscitation, and mechanical airways.

It is the responsibility of the respiratory therapist to follow specific instruc-
tions from the physician. To do this effectively, he must understand the physical
and psychological needs of the patient, the doctor’s goal in using respiratory
therapy, and where and how the specialist’s equipment and know-how fit into
the treatment picture. The complexity of this responsibility requires the services
of a highly trained, dedicated technologist.

Columbus Technical Institute has a program to help prepare students to meet
the requirements for qualified, competent respiratory therapists. Theory and
academic studies are presented in classroom and laboratory setting at Columbus
Tech. Students then gain clinical experience and practice theory by working in
various area hospitals under the supervision of qualified instructors.

Career Opportunities

Since Respiratory Therapy is a new and growing field, qualified therapists are
in great demand. Hospitals are the major employers with such positions as tech-
nical director, assistant director, shift supervisor, staff therapist, out patient
supervisor, and pulmonary function technician. Employment other than hospi-
tal would include instructor, salesperson, or research.

Professional Advisory Members

Dr. Daniel M. Daneshvari, M.D., ... ................. Medical Director,

Mt. Carmel Medical Center
Mr. John Griffin, C.R.LT. .. ... ... .. . . .. Mt. Carmel Hospital
Mr. Donald Hannan, AR.RT. ............... U, Grant Hospital
Mr. Mark Kemerer ... ........... ... .... Riverside Methodist Hospital
Mr. David Luckbaupt . . ..... ... .. .. ... . ... . ... Doctor’s Hospital

Dr. Robert Morgan, Ph.D. . ... ... ... .. ... ... ..... Doctor’s Hospital
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COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS

Communication Skills Department . ........... .. ittt ennennn 10

Behavioral Sciences Department . ... ...... .. ... ... ittt 9

General Education Division ... ... ... it 3
FIRST YEAR

COURSE LAB FEE €LASS HOURS LAB CREDITS

Ist Quarter

1002 Beginning Composition ................
1181 Mathematics for Health Technologies ......
1311 Basic Inorganic Chemistry ..............
1321 Physiology & Anatomy | . ..............
8601 Introduction to Respiratory Therapy .....

Second Quarter

1003 Essay & Research . ..................
1315 General Microbiology . ................
1322 Physiology & Anatomy Il . .............
1392 Medical Physics | ....................

Third Quarter

1024 Speech ............ ... .. ... ...,
8604 Cardiopulmonary Physiology ............
8602 Introduction to Respiratory Equipment . . ...
8603 Nursing Arts for Respiratory Therapy ......

Behavioral Science Elective .............

Fourth Quarter

8605 Pharmacology ......................
8611 Respiratory Procedures | .. .............
8681 Clinical Practice | . .................

SECOND YEAR

Fifth Quarter

8612 Respiratory Procedures Il ... ...........

8682 Clinical Practiee ll . ..................

8606 Clinical Specialities ..................
Behavioral Science Elective. . . ... .......
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Respiratory Therapy Technology

COURSE LAB FEE CLASS HOURS LAB CREDITS
Sixth Quarter
8613 Respiratory Procedures .. .............. 2 0 2
8683 Clinical Practice I'l ... ............... 0 24 8
General Studies Elective ............... 3 0 3
1804 Technical Writing .. ................. 3 0 2
8608 Pulmonary Functionand Blood ..........
Gas Analysis .. .................. 4 0 3
12 24 18
Seventh Quarter
8609 Administration and Organization ......... 2 0 2
8684 Clinical Practice IV .. ................ 0 24 8
Behavioral Science Elective ............ 3 g 3
5 24 13
Total Credits for Graduation 85 122 1M1

COURSE DESCRIPTIONS

8601—INTRODUCTION TO RESPIRATORY THERAPY (F)
An introduction to respiratory therapy including discussion of the role of
respiratory therapy in current medical practice, and duties, responsibili-
ties, and professional liabilities of the therapist. Field trips to the clinical
facilities will be included to cover respiratory therapy application to
pediatrics, geriatrics, medical and surgical respiratory ill patients.
1 credit 2 hrs. class.

8602—INTRODUCTION TO RESPIRATORY THERAPY EQUIPMENT (SP)
A study of the apparatus utilized in providing respiratory care, including
gas regulators, flowmeters, humidity and aerosol generators both reuse-
able and disposable. Also to include pre-filled humidifiers and nebulizers,
intermittant positive pressure breathing machines, ultrasonic nebulizers
and volumn ventilators.
3 credits. 2 hrs, class. 3 hrs. lab.

8603—NURSING ARTS FOR RESPIRATORY THERAPY (SP)
A study of the procedures and skills of nursing care as applied to patients
receiving respiratory therapy in a clinical setting. Including approach,
rapport, and explanation of treatment to respiratory ill patient. Related
experiences in clinical setting for application of these procedures and
skills.
11321,1322,8601,1522. 3 credits 2 hrs. class. 4 hrs, lab.

8604—CARDIOPULMONARY PHYSIOLOGY (SP)
A study of the physiology and pathology of the cardiovascular and pul-
monary system. Including hypoxia, airway obstruction, pulmonary

tPrerequisites



Respiratory Therapy Technology

distention, ventilation-perfusion imbalance, pulmonary restriction, and
respiration of alveolar gases.
1t1321,1322,1315,1311,8601. 3 credits. 3 hrs. class.

8605—PHARMACOLOGY (SU)
A study of the general principle of pharmacology, including drug types,
dispensing, dosage, effects including contraindications and regulations.
Drug groups relating to respiratory therapy will be emphasized to include
bronchodilators, wetting agents, mucolytics, proteolytics, antibiotics, and
aerosol solutions.
11321,1322,1311,8604. 3 credits. 3 hrs. class.

8606—CLINICAL SPECIALITIES (F)
A study of respiratory therapy applications in medical practice, including
pathology, internal medicine, neurology, surgery, pediatrics and obstet-
rics, emphasizing the role of the respiratory therapist as a member of the
specialized health care team.
t8612. 4 credits. b hrs. class.

8608—PULMONARY FUNCTION AND BLOOD GAS ANALYSIS (W)
A study of ventilatory and respiratory insufficiency problems that can be
diagnosed and evaluated by pulmonary function studies to include alveo-
lar-arterial oxygen gradients and carbon monoxide diffusion studies. The
evaluation of normal and abnormal acid-base balance through the study
of blood gas analysis.
t8612. 3 credits. 4 hrs. class.

8609—ORGANIZATION AND ADMINISTRATION (SP)
A study of procedures of record keeping, budgeting, cost finding, person-
nel management, and policies and organization of a respiratory therapy
department. Job descriptions and interviews will be discussed.
t8603. 2 credits. 2 hrs. class.

8611—RESPIRATORY PROCEDURES | (SU)
A discussion of oxygen and other theraputic gas administration to include
indications and contraindications of the various gases. Discussion of
aerosol, humidity and ultrasonic therapy, intermittant positive pressure
breathing, and chest physiotherapy.
t8605. 3 credits. 3 hrs. class.

8612—RESPIRATORY PROCEDURES I {F)
A study of the principles and practices of airway management, cardio-
pulmonary resuscitation, and emergency procedures. A discussion of
manual resuscitators, airways and other equipment needed in manage-
ment of patient airways.
t8611. 3 credits. 3 hrs. class.

1Prerequisites



Respiratory Therapy Technology

8613—RESPIRATORY PROCEDURES 111 (W)
A continuation of mechanical ventilation therapy covering pressure and
volume ventilation and their application along with the psychological
aspects of respiratory therapy on the patient.
18612. 2 credits. 2 hrs. class.

8681—CLINICAL PRACTICE | (SU)

Clinical Affiliation. Practical application of oxygen and other theraputic
gases on the respiratory ill patient by means of cannula, catheter, and
mask humidifiers by pre-filled, disposable or permanent humidifiers.
Clinical use of ultrasonic nebulizers, IPPB machines and chest physio-
therapy. Maintenance and sterilization of equipment relating to the pre-
vention of nosocomial infections.

Must be taken concurrently with 8611. 9 credits. 30 hrs. lab.

8682—CLINICAL PRACTICE Il (F)
Clinical Affiliation. Emphasis on airway management, cardiopulmonary
resuscitation and emergency procedures as it relates to the apneic patient.
Following through with management of these patients on mechanical
ventilation with blood gas analysis. Maintenance of equipment used in
these procedures.
Must be taken concurrently with 8612. 6 credits. 20 hrs. lab.

8683—CLINICAL PRACTICE 111 (W)
Clinical affiliation. A continuation of Clinical Practice Il including the
operation and maintenance of pulmonary function equipment and the
drawing and interpretation of arterial blood gases.
8 credits. 25 hrs. lab.

8684—CLINICAL PRACTICE IV (SP)
Clinical Affiliation. A continuation of Clinical Practice 11l specialized in
advance studies of mechanical ventilation, pulmonary functions, blood
gases, and adult or pediatric respiratory therapy.
t8603. 8 credits. 25 hrs. lab.

tPrerequisites



Public Service
Technologies

The course requirements for graduation and the required credits hours are

included in the following Public Service Technologies:

GENERAL BASIC TECHNICAL | TOTAL

TECHNOLOGY STUDIES STUDIES STUDIES CREDITS
FIRE SCIENCE 22 22 58 102
LAW ENFORCEMENT 22 22 64 108
SOCIAL SERVICES 22 27 55 104




Public Service Courses

7021-COMMUNITY AFFAIRS |I-LOCAL GOVERNMENT (A)
The role of local government in the community; its structure, organiza-
tion, and responsibility. Local government politics and the community.
Methods and principles of local budgeting. Urban, suburban, rural and
community structure.
3 hours lec. 3 credits.

7022—COMMUNITY AFFAIRS II-PUBLIC RELATIONS (W)
The psychology of refations between public service employees and the
general population. Policies and practices of community relations as they
apply to public service agencies. Current national and local community
problems.
3 hours lec. 3 credits.

7024—-SUPERVISION OF PUBLIC SERVICE PERSONNEL (W)
Supervision techniques applied to public service personnel. The study of
the need for job descriptions and job procedures, civil service require-
ments, report, oral and written directions, work evaluation, and confer-
ence leadership. Methods of instruction effective in teaching and motivat-
ing personnel.
3 hours lec. 3 credits.

7026—PUBLIC ADMINISTRATION (SP)
The contemporary local governmental agency, its functions, structure,
and operational techniques. Principles of organization, staffing, budget-
ing, controlling, coordinating, planning and in research. The development
and maintenance of liason between agencies.
4 hours lec. 3 credits.

7027—CRIMINOLOGY
A sociological approach to the crime problem. Some of the topics are:
crime and the population, the handling of the problem, the role of the
victim, explanation of crime, treatment methods.
3 hours lec. 3 credits.

7028—MUNICIPAL FINANCE (A)
An administrative view of municipal finance. A summary of budgeting,
cost accounting, salaries, taxes, monthly allocations, balance sheets,
operating expenses, purchasing and requisitioning are studied.
17024,7026. 3 hours lec. 3 credits.

7041—AID-IN-CRISES
A study of the procedures in everyday crisis situations such as: sudden,
unexpected, or unusual types of births and deaths; getting admitted to
hospitals; getting bonds for both arrests and financial responsibility;
hiring a lawyer; guardianships; getting facts about ail areas of Social
Security; the broad area of filling out job applications and civil service

t Prerequisites



Public Service Courses

forms; emergent health problems; and the trauma of accidents, rape,
robbers, etc.
3 hours lec. 3 credits.

7042—-BASIC FOOD FACTS
A course to acquaint the student with the basic food needs of persons of
all ages. A study of nutritional deficiencies that may arise through poor
eating habits, cultural and/or varying ethnic practices, and problems of
insufficient money or lack of food budgeting.
3 hours lec. 3 credits.

7043—-PERSONNEL TRAINING METHODS (W)
Methods of instruction, application of audio visual equipment, testing,
and evaluation, and preparation of materials are introduced. Special
emphasis is placed upon planning an organizational training program.
Methods of evaluation.
4 hours lec. 3 credits.

7044—-FAMILY SPENDING
A course aimed at the recognition and possible solution of problems
which arise in correlating available money income with meeting current
living needs. Studies include garnishments, interest rates, signature loans,
chattel loans, home mortgages, income tax precedures, long range plan-
ning, rotation buying and shopping techniques.
3 hours lec. 3 credits.

|
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Fire Science Technology

THE FIRE SCIENCE Technology is designed to provide professional train-
ing for technicians in municipal, county, state, federal, industrial and other fire
protection agencies. |t also offers practical instruction for inservice firefighters
wishing to advance in fire service careers. This technology provides the skills, and
knowledge required for successful careers in fire science technology.

The successful technician must have a good background in hydraulics,
physics, chemistry, mathematics, and be familiar with city and state laws and
codes applicable to fire science. He must understand building construction,
electrical systems, electrical and gas appliances, and plumbing and heating sys-
tems. He must be proficient in summarizing and reporting.

Opportunities for Graduates

Skilled fire fighters are needed to cope with sophisticated fire fighting tech-
niques and equipment. Newly developed combustible and toxic materials,
changes in building construction, complex codes and ordinances require intel-
ligent and knowledgeable fire fighters. A graduate in Fire Science Technology
will have a working knowledge of recent building techniques, the basics of fire
fighting, prevention, and property protection. Supervision and management prin-
ciples also are taught. The technician will be prepared to be a fire fighter in a fire
department, an insurance adjuster, a safety inspector in private industries or
salesman for an equipment manufacturer.

Professional Advisory Committee

Wilbur Bills . . . . . . . . ..o Delaware Fire Department
Robert Cosner . . . ... .. ... Columbus Fire Department
David Creviston . . . . . . . . i i i i vttt e Columbus Fire Department
Karl R.Davis . ... .. ... it Columbus Fire Department
HarmonDutko . ... ... ... ... .. .. ..... Columbus Fire Department
Ray Fadley . ... ... ... ... . ... ... .... Columbus Fire Department
Charles W. Hovermale . ... ............. Grandview Fire Department
Joseph E. Keefer . . ... ... ... ... .. ..... Columbus Fire Department
Henry H. Litteral . . . . ... .. ........ Upper Arlington Fire Department

David A. Lucht, P.E. . . ... ... ... ... ... ..... Ohio State Fire Marshall



Fire Science Technology

COURSE REQUIREMENTS FOR GRADUATION

GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department . .. ... ... ... ...t een. 10
Behavioral Sciences Department . . .. .. .. ... .. ...t 9
General Education Division . . . . .. .. .. .. .. e 3

CURRICULUM FOR PART-TIME EVENING CLASSES

HOURS
COURSE CLASS LAB CREDITS
First Quarter
1001 Language Development or ............. 5 0 3
1002 Beginning Composition ... ............ 5 0 3
1522 Psychology ... .................... 3 0 3
7901 Introduction to Fire Protection* .. ........ 3 0 3
9
Second Quarter
1002 Beginning Composition or. . . .. .. ........ 5 0 3
1003 Essay and Research . ................. 5 0 3
1514 Sociology ... ... .o 3 0 3
7935 Building Construction* . ............... 3 0 3
9
Third Quarter
General Education Elective®* or ......... 3 0 3
1003 Essay and Research . ................. 5 0 3
1171 Public Service Mathematics ............. b 0 4
7
Fourth Quarter
1004 Technical Writing .. ................. 3 0 2
1392 Basic Physics . ... ...t 3 2 3
7805 Fire Investigation Methods* . ............ 3 2 4
9
Fifth Quarter
1024 Speech. . . .. ... e 3 0 2
7909 Chemistry of Hazardous Materials 1* .. ..... 3 2 4
7021 Community Affairs | - Local Government . . . . . 3 0 3
9
Sixth Quarter
7904 Fire Hydraulics* ... .. ............... 3 2 4
7913 Chemistry of Hazardous Materials I11* .. ..... 3 2 4
8

*Technical Course **As Approved by Advisor



Fire Science Technology

HOURS
COURSE CLASS LAB CREDITS
Seventh Quarter
1515 Human Behavior ... ................. 3 0 3
7902 Fire Prevention Practices . .............. 3 0 3
7932 Industrial Fire Protection .. .. ........... 3 1] 3
9
Eighth Quarter
1505 General Economics . .. ... ............. 3 0 3
7022 Community Affairs 1l — Public Relations ... .. 3 0 3
7912 Fire Protection Systems® . . ............. 3 0 3
g
Ninth Quarter
7043 Personnel Training Methods . ............ 4 0 3
7914 Fire Fighting Command I* . ... .......... 4 [t} 4
7
Tenth Quarter
7024 Supervision of Public Service Personnel. ... ... 3 0 3
7931 History of Fire Protection® ............. 3 0 3
7933 Special Fire Fighting Problems® . .. ........ 3 0 3
9
Eleventh Quarter
7026 Public Administration . . .. ............. 4 0 3
7916 Legal Aspects of Fire Protection®* ......... 3 0 3
General Education Elective®™. ... ... ...... 5 0 3
9
Twelfth Quarter
7911 Fire Fighting Tactics™ . ... ............. 5 4 5
7934 Fire Insurance™ . . ... ... ... e 3 0 3
7936 Recent Developments in Fire Fighting* . ... ... 3 0 3
1

*These courses are electives and may be replaced with any other electives with no
change in either class hours or credit hours.
TECHNICAL ELECTIVES

7315 Fire Fighting Command 1 . .. .. ... ... ...
7916 Legal Aspects of Fire Protection. . .........
7924 Emergency Rescue Operations . ..........
7926 Fire Protection Seminar . ... ............
7931 History of Fire Pretection . ............
7932 Industrial Fire Protection ... ............
7933 Special Fire Fighting Problems ... ........
7934 Fire lnsurance . . .. ... ...t c it
7936 Recent Development of Fire Fighting . ......
A Technical or Basic Course from another Technology

W W W www
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Fire Science Technology

COURSE DESCRIPTIONS

7901—INTRODUCTION TO FIRE PROTECTION*
Survey of fire protection: the role, history, and development of the fire
service. Organization of the fire service. Other topics: fire equipment and
apparatus, communications, records, and reports, insurance rating sys-
tems, and the taw as it pertains to the fire service.
3 hours lec. 3 credits,

7902—-FIRE PREVENTION PRACTICES*
A study of buildings and other structures with emphasis on fire
protection procedures and practices. Fire ratings of materials. Inspection
practices, explosive flammable storage, and codes and fire ordinances.
3 hours lec. 3 credits.

7904—FIRE HYDRAULICS*
An introduction to hydraulic theory. Drafting of water, velocity, and
discharge, friction loss, engine and nozzle pressure, fire streams and pres-
sure losses in flowing hydrants. Practice in application of hydraulic prin-
ciples. Flow and pump testing as well as a study of water distribution
systems.
t1171, 1341. 3 hours lec. 2 hours lab. 4 credits.

7905—-FIRE INVESTIGATION METHODS*
A study of the principles of fire investigations including recognition, pre-
servation, collection, and presentation of arson evidence. Arson laws, in-
terrogation of witnesses, application of photography preparation of
reports, and adjustment of insured losses. Estimation of loss due to fire,
smoke, and water,
3 hours lec. 2 hours lab. 4 credits.

7909—CHEMISTRY OF HAZARDOUS MATERIALS I*
Concepts of Chemistry needed to understand hazardous materials.
3 hours lec. 2 hours lab. 4 credits.

7911—FIRE FIGHTING TACTICS*

Techniques and procedures of fire fighting with emphasis upon the role of
the individual fireman. Methods of extinguishing fires, life saving pro-
cedures, special fire fighting equipment, salvage, prevention of rekindling
and overhauling. Experienced fire fighters having graduated from a fire
department academy, may receive credit for this course upon recom-
mendation by the local fire department.

5 hours lec. 4 hours lab. 5 credits.

7912—-FIRE PROTECTION SYSTEMS *
The design and operation of fire protection systems, including water dis-
tribution, direction, alarm and watchman services and protection systems

*Technical Course t Prerequisites $ Lab Fee



Fire Science Technology

for special hazards. Carbon dioxide, dry chemical foam and water spray
systems studied in detail. Standpipes and sprinkler systems and methods
of re-establishment after use. Fire protection engineers serve as guest
lecturers.

3 hours lec. 3 credits.

7913—CHEMISTRY OF HAZARDOUS MATERIALS HI*
An analysis of chemical reaction as the causitive agent of fire. Topics
discussed: redox reactions, reaction rates, toxic compounds, and hazardous
combinations of chemicals. Hazards of radioactive materials, poisonous
gases and LP gases. Methods of transportation of hazardous materials,
DOT regulations and markings.
17909. 3 hourslec. 2 hourslab. 4 credits.

7914—FIRE FIGHTING COMMAND 1| *
Group operations and command strategy at the company officer level.
The training of the company to operate as a team. Methods implementing
plans developed at the chief level.
4 hours lec. 4 credits.

7915—FIRE FIGHTING COMMAND I1*
Group operations and command strategy as the chief officer level. Pre-
planning of firefighting operations, employment of personnel and equip-
ment. Specific tactical problems analyzed. Operation and tactics including
mutual and outside aid in fire fighting.
Elective. 17914, 3 hours lec. 3 credits.

7916—LEGAL ASPECTS OF FIRE PROTECTION*

Introduction to law, civil and criminal actions, and the judicial system.
Municipal liability for acts of the fire department and its members. Pen-
sions, salary and compensation, and termination. Duty owed by the pub-
lic to members of the fire department. The initiation, operation, liability,
and legal aspects of mutual aid, primary response contracts, and private
contracts.

Elective. 3 hourslec. 3credits.

7924-EMERGENCY RESCUE OPERATIONS*
Advanced first aid. Emergency rescue operations including the heavy res-
cue unit. Use of special tools and rigging. Study and practice of rescue
operations on water, highways, and industrial locations. Relationships of
the fire department and civil defense, auxiliary, and volunteer units.
Elective. 3 hours lec. 3 credits.

7926—-FIRE PROTECTION SEMINAR*
Discussions of particular problems related to the fire fighting services.
Students research and report on areas of special interest. Authorities in-
vited to present special interest programs.
Elective. 3 hours lec. 3 credits.

*Technical Course 1 Prerequisites $ Lab Fee



Fire Science Technology

7931—HISTORY OF FIRE PROTECTION*
Fire protection methods from early civilization through organization of
fire departments. Reference to notable fires of history, their cause,
course, damage, and result. An appreciation for the profession of fire
fighting.
Elective. 3 hours lec. 3 credits.

7932—INDUSTRIAL FIRE PROTECTION*
The organizations and operations of in-plant fire companies; purchase of
supplies and equipment, special fire fighting tactics, training of personnel,
and relations to the municipal fire department.
Elective. 3 hours lec. 3 credits.

7933—-SPECIAL FIRE FIGHTING PROBLEMS*
Methods of fighting aircraft and marine fires. Methods of fighting fires in
industrial processes involving hazardous or unknown materials.
Elective. 3 hours lec. 3 credits.

7934—FIRE INSURANCE*
The history and principle of fire insurance. The principles and practices of
inspection for the purpose of determining premium rates.
Elective. 3 hourslec. 3 credits.

7935—BUILDING CONSTRUCTION*
An introduction to the present practices of building construction. Local
and state building codes and laws as applied to fire protection. An insight
into the contents of concealed space, location of ventilation equipment,
plumbing and electrical cut-offs. Relationships between construction
materials and fire damage of a building.
3 hours lec. 3 credits.

7936—RECENT DEVELOPMENTS OF FIRE FIGHTING*
A study of recent equipment developments and methods for extinguish-
ing fires. Survey of new combustible materials and chemicals and methods
for their handling.
Elective. 3 hours lec. 3 credits.

*Technical Course t Prerequisites $ Lab Fee




Law Enforcement
Technology

AS AMERICAN society becomes more complex, increasing demands for
highly trained and educated personnel are made upon all areas of public service.
Law enforcement is no exception.

The Law Enforcement Technology is designed to provide a broad background
in education, and the special skills necessary for entry into a variety of careers in
local, state, and federal law enforcement agencies, private protection agencies,
and industrial plant security.

The Law Enforcement Technology provides an excellent background in
chemistry, physics, mathematics, and the humanities, with technical courses
covering administration, criminal evidence and procedures, investigation and
interviewing, law enforcement, and crime prevention. Electives are provided to
allow the student a degree of specialization according to his interests.

Opportunities for Graduates

The pressures of complex urban societies and problems of growing crime rates
have stimulated the creation of many law enforcement programs in colleges,
community colleges, and technical institutes across the nation. Law Enforce-
ment Technology is one such program which is designed to fulfili the need for
police professionalism. Law enforcement courses, coupled with the basic and
general courses train a student to be familiar with law and society, science, and
the humanities. The professional policemen has increased opportunities and
salary. Retirement pensions, sick leave systems, and other fringe benefits make
this career attractive. Graduates with the necessary experience, judgment and
mental capacities may advance to administrative positions. Other opportunities
exist in the fields of private investigation, plant and store security.



Law Enforcement Technology

Professional Advisory Committee

Lawrence Bigler . . ... .............. Columbus Police Department
LEDay ...... ... ... .. .. ... Westerville Police Department
SimonDinitz . ... .. ... ... . .. .. Ohio State University
RalphDrown ... .................. Columbus Police Department
ELR.Krumm .. .. o oo Bexley Police Department
James Rutter . ... .. ... ... ... ... Columbus Police Department
JessE.Moore ... ... ... ... ... .. Reynoldsburg Division of Police
COURSE REQUIREMENTS FOR GRADUATION
GENERAL STUDIES REQUIREMENTS** CREDITS
Communication Skills Department . . . .. .. ... ... ... .......... 10
Behavioral Sciences Department . . . . .. ... .. ... . ... . . ... 9
General Education Division . . . . .. . ... .. ... e 3

The courses in this technology are offered both during the day and the evening
schedules. The schedule below is that of the day. The same schedule will be
followed for evening classes

FIRST YEAR
HOURS
COURSE CLASS LAB CREDITS
First Quarter
7021 Community Affairs | - Local Government . . . .. 3 0 3
7801 Introduction to Law Enforcement*......... 4 0 3
7811 Criminal Evidence and Procedure |* ($1.00) . .. 5 4 5
Communication Skills Course** . ... ....... - - 3
Behavioral Science Elective**, . . .., ....... - - 3
17
Se