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A MESSAGE FROM THE PRESIDENT

Welcome to Los Angeles Trade-Technical College!

We are so glad you have selected our college as
part of your educational journey. This is a very
unique institution because it offers both award-
winning career-technical training integrated with a
lengthy list of general education classes. If you look
inside this catalog, you will find offerings unmatched
at most community colleges. Please take a look at
our “green” curriculum and training that can launch
you into the workforce in two years. We have an
extremely talented and committed faculty and staff
that are always willing to assist in your academic
development.

Not only are we offering new courses, but we are opening several new buildings on campus.
Our Child Development Center is a state-of-the-art facility designed to meet child care needs
as well as training in childhood development. Our South Campus is housing a new technology
building and a new student services building. Those two spaces will help us meet your needs in
new and more effective ways.

Make sure you take advantage of every resource on campus, the Writing Center, the computer
lab, the veteran’s office or ASO. We are here to make your educational pathway a truly
successful one.

Thanks for making Trade Tech, your community college!

Dr. Roland “Chip” Chapdelaine

CloteflfAfdline

President
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RESPONSIBILITY
TO BE INFORMED

It is the student’s responsibility

to read the information presented
in this catalog and to know and
observe all policies and
procedures related to his/her
program. Regulations will not be
waived nor exceptions granted
because a student pleads
ignorance of policies, procedures,
or deadlines.

2009-2010 ACADEMIC CALENDAR

FALL SEMESTER 2009

Fall sSemester DEGINS .......cvuiviriieciicce s August 31

Saturday Classes DEJIN ... September 5
LADOT DAY ... September 7
Last day to apply for graduation

for students completing in December, 2009.............ccccoevvrerenrrereinsreens October 9
Veterans Day (College CloSEa).......ccwwrrrrerrenririereereireeneineeseeseeseeseeseeneeneens November 11
Thanksgiving Holidays (College Closed)..........ccvrreneririneeneinsenens November 26 - 29
Final examination Period ...........ccerninnsesssseseseines December 13 -19
Fall SEMESIEr BNAS ........vvecececeeeecececeeee s December 19, 2009

WINTER INTERSESSION 2010

Winter INtersession DEGINS ... s January 5
Martin Luther King's birthday (College losed)..........covuvrrnirnrinirneinirneiniins January 18
Winter INtersession ENAS ..o February 6
SPRING SEMESTER 2010

SPriNg SEMESLEr DEGINS......vuvveeeeicereieieise et February 8
President's Day (College CloSed) ..o February 12 - 15
Saturday Classes DEGIN ... February 20
Last day to apply for graduation for students completing in June, 2010 ............. March 26
SPIING FECESS. ..ovvveriiiieiee i March 29 - April 5
Cesar Chavez birthday (College Closed)..........vvvrririrrrrnirrrnenirreseseeseesereeeeens March 31
Final examination Period ...........c.eeeeirrirrirnrrrrneresereeesssesessseessesesssesnens May 28 - June 4
Memorial Day (College ClOSEA) ........vvurueerereirereineererserneeseesesee s May 31
SPriNG SEMESIEr ENAS ..ot June 4
SUMMER SESSION 2010

SummMer INtErseSSION DEGINS ........vvveeririirereersiree et neees June 14
Independence Day (College ClOSEA).........oivvveriiiiiieiiie e e July 5
SUMMET INEErSESSION BNAS.......eoveecececicecereieeree e eeeen August 22
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ABOUT LOS ANGELES
TRADE TECHNICAL
COLLEGE (LATTC)

MISSION STATEMENT OF LOS ANGELES
TRADE TECHNICAL COLLEGE

Los Angeles Trade-Technical College is a comprehensive, public community
college offering learner centered associate degree and certificate programs
to students who reflect the global diversity of the Los Angeles region. The
college offers a unique education that fosters creativity, critical thinking, and
applied learning experiences. Our programs are rigorous, technologically
current, and designed to promote student success.

LATTC partners with all sectors of the community to ensure that our programs
are relevant, provide service-learning opportunities, and develop leadership
that strengthens urban communities. Our colleges, therefore, should be
accessible to all individuals who have the capacity and motivation to profit
from higher education. Curricula and services of our colleges should provide
means for fulfilling the promise of open access.

We recognize the necessity to adapt to the changing educational needs of the
Los Angeles Community Colleges’ communities and to the growing diversity
among students. The quality of the educational experience is to be judged
by its value to students and communities, not merely by quantitative appeal.
We further recognize that academic freedom is essential to excellence in
education.

COLLEGE ADVISORY COMMITTEES

The demands of industry determine the various phases of business,
technical and trade training carried on by the college. Placement and
successful progress of students are the measures of effectiveness of the
pre-employment training. Increased productivity, job satisfaction, and
advancement of the employed trainee attest to the effectiveness of the
program. For these reasons all training is developed and carried on with the
advice and assistance of the college advisory committees.

Membership in each of the groups is composed of community-wide
representatives from labor and management, and from federal, state and
local agencies who are concerned with the business, trade and technical
programs offered. These advisory committees meet on the invitation of the
college administration at least once a year and on additional occasions when
considered necessary. They give counsel and advice in regard to evaluating
training programs, approve plans to meet current training needs, review past
accomplishments, and forecast trends affecting training and employment.

Members of the various advisory committees are an important part of the
educational program of the college. The people who serve on the committees
are selected because of their leadership in the economic life of Los Angeles.
The advisors bring to the college expert advice and sound thinking on

business, trade and technical problems. Thus the work of the classroom
reflects the rapid changes in community and industry.

ACCREDITATION

Los Angeles Trade-Technical College, a California public, tax-supported
community college, is officially accredited by the Western Association of
Schools and Colleges and is fully approved by the Board of Governors of
the California State University and independent colleges and universities to
give full credit for appropriate courses completed. The Culinary Arts program
is also accredited by the American Culinary Federation and Educational
Institute. The Registered Nursing program is also accredited by the National
League of Nursing.

ACCURACY STATEMENT

The Los Angeles Community College District and Los Angeles Trade-
Technical College have made every effort to make this catalog accurate
and may, without notice, change general information, courses, or programs
offered. The reasons for change may include student enroliment, level of
funding, or other issues decided by the district or college. The district and
college also reserve the right to add, change, or cancel any rules, regulations,
policies and procedures as provided by law.
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GeNerAL INFormaTioN [ -

ABOUT THE LOS
ANGELES COMMUNITY
COLLEGE DISTRICT
(LACCD)

EDUCATIONAL PHILOSOPHY OF LACCD

The Los Angeles Community Colleges affirm the principle that individuals
should have opportunities to develop to their full potential. To that end, our
main responsibility is to students and to the provision of education, which
benefits students and enables them to contribute to society.

Our colleges, therefore, should be accessible to all individuals who have
the capacity and motivation to profit from higher education. Curricula and
services of our colleges should provide means for fulfilling the promise of
open access.

We recognize the necessity to adapt to the changing educational needs of the
Los Angeles Community Colleges’ communities and to the growing diversity
among students. The quality of the educational experience is to be judged
by its value to students and communities, not merely by quantitative appeal.
We further recognize that academic freedom is essential to excellence in
education.

FUNCTIONS OF THE LOS ANGELES
COMMUNITY COLLEGE DISTRICT

Consistent with the educational philosophy and mission of the Los Angeles
Community Colleges, Los Angeles Trade-Technical College offers the
following types of educational programs and services:

® Transfer. A college transfer program which enables the student who
completes two years of study to continue upper division (third year)
work at accredited four-year colleges and universities through careful
and continuous articulation with accredited collegiate institutions and
high schools

® Occupational. An occupational education program planned to offer the
student basic business, technical, and professional curricula to develop
skills which can lead to employment, job advancement, certification, or
the associate degree.

® General Education. A program of general education comprised of
associate degree programs and other planned experiences which
develop knowledge, skills, and attitudes necessary for the student to
be effective as a person, a family member, a worker, and a citizen,
thereby enhancing the quality of life for the individual and for the
society-at-large.

® Transitional Education. A program of remedial and basic skills
education for students needing preparation for community college level
courses and programs; and English as a Second Language instruction
for immigrants, foreign students and other students with limited English
proficiency.

® Counseling and Guidance. A counseling and guidance program
incorporating academic, career, and personal counseling and
assistance in matters of admissions, financial aid, job placement

and student activities; to assist the student in the establishment
of educational goals and in the selection and pursuit of a life work
compatible with his or her interests, aptitudes, and abilities.

® Continuing Education. A program of continuing education comprised
of graded and un-graded classes to provide opportunities for personal
and occupational competence that supplement formal full-time college
attendance.

® Joint Programs. Joint programs with business, industry, labor,
education, government and other institutions which are of mutual benefit
to sponsoring institutions, enhance the educational opportunities of
program participants, and advance the mission and functions of the
District.

MISSION STATEMENT OF THE LACCD

The mission of the Los Angeles Community Colleges is to provide
comprehensive lower-division general education, occupational education,
transfer education, transitional education, counseling and guidance,
community services, and continuing education programs which are
appropriate to the communities served and which meet the changing needs of
students for academic and occupational preparation, citizenship, and cultural
understanding. In pursuit of this mission, we endeavor to: promote equal
opportunity for participation; maintain appropriate standards for academic
achievement; provide an educational environment which meets the needs of
students with varied learning skills; provide support services which contribute
to instructional effectiveness and student success; affirm the importance of
multi-cultural, international, and inter-cultural collegiate experiences that
foster individual and group understanding; manage effectively educational
and financial resources.
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During WWII,
thousands of
“Rosie the Riveters”
enrolled at Trade-
Tech, lending their
skills to support the
war effort.

TRADE-TECH: A PROUD HISTORY

Los Angeles Trade-Technical College (LATTC)
has been proud to serve the greater Los Angeles
community for over eighty years.

Our history began shortly after the close of World War I, when members of the Los Angeles
Board of Education, the Chamber of Commerce, and business and labor leaders held a
series of conferences to talk about Los Angeles’ need for a centralized vocational training
program. Out of those meetings came the initial concept of what would become Trade-
Tech, modeled on a class in power sewing offered to downtown garment workers. By the Frank Wiggins, whose
end of 1924, training programs in “beauty culture”, printing, plumbing, and the building original vision helped
trades were offered at various locations around the city and briefly consolidated in a soon- create Trade-Tech
to-be outgrown building located at Eighth and Grand Avenues.

In the early Spring of 1925, the Los Angeles Board of Education created the Frank Wiggins Trade School, naming it after
a prominent Los Angeles Chamber of Commerce member who had been a driving force in promoting the development of
vocation training. The school relocated to a new building at 1646 South Olive Street in 1926, and through the ensuing years
gained a reputation for the success of its graduates in industrial careers as well as the dedication of its faculty and staff.

The advent of World War Il created an exponential demand for the college’s training programs in support of the war
effort. The college’s Aircraft and Welding Trades departments operated directly under the supervision of the federal War
Production Training Program, while the majority of other programs were quickly reformatted to provide short-term training
of six to ten weeks’ duration, often at war production plants located throughout the city.

The end of the war and the return to a civilian economy, together with the infusion of federal funds
for training veterans, led to an expanded demand for education and training at the college. In July
of 1948, in response to veteran’s retraining needs as well as Los Angeles’ post-war population
boom, the college was granted the authority to expand their curriculum and offer an Associate in
Arts degree in vocational disciplines as well as academic and Liberal Arts areas.

LATTC moved to its current location in 1957. In 1966, an existing educational institution with a
strong business program, Metropolitan College, was merged with Trade-Tech, resulting in an
even broader range of educational offerings. Finally, in 1969, LATTC joined the newly formed
Los Angeles Community College District (LACCD), making LATTC one of the nine colleges that
comprise the District.

Trade-Tech occupies a unique position among institutions of higher education. Throughout eight
decades, the college has remained true to its’ founding premise of vocational education, while
expanding to provide transfer programs, adapt to rapidly changing technologies and remain
responsive to the needs of the surrounding community. Students come from all over the Los
Angeles basin to participate in our unique mix of programs, some of which have been in existence
since the school’s inception. As of Fall 2006, the campus is undergoing massive renovation and
building programs under the auspices of Proposition A and AA bond funds, and we look forward
eagerly to the next eighty years of community service.
' WA 8
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E D U c AT l o N AL P ROG RAM S Los Angeles Trade-Technical College has approval from the District Board of

Trustees and the State Chancellor’s Office to offer the following occupational
programs and to grant the degrees and/or certificates as indicated.

]

2 2
Major 8 E Major 8 é
Code 2 § Code g §
0201.00 Architectural Technology o | o 0934.23 - Programmable Logic Controllers
0201.02 - Computer Aided Drafting 0934.21 - Voice Data Video and Fire Life Safety Technician
0299.00 - Digital Design 0952.22 « Motor Control
0299.01 - Historic Preservation 0934.01 Electronics Communication o | o
2206.11 « Community GIS Mapping 0934.17 + Advanced Electronics Assembly and Repair |
0299.00 - M.A.P.S/G.I.S [ 0934.25 -« Basic Electronics Assembly and Repair
0948.20 Automotive Collision Repair o[ o 0934.18 - Digital Circuits Technician
0948.00 Automotive And Related Technology o[ o 0934.31 -« Electronics Communications Technician
0948.00 * Engine Performance 0999.02 - Robotics
0948.01 « Transmission Repair 0934.27 + Semiconductor Devices Technician
0948.02 * Mechanical Repair 0934.35 - Telecommunication Field Technician
0948.04 - Brake Suspension and Steering Technology 0709.05 - IT Security Specialist - Level |
1306.32 Baking, Professional o | o 0708.11 - CIS/Linux Networking Certificate
Business 0934.81 - Fiber Optics Network Cabling Specialist
0502.00 « Accounting o | o 0999.01 - Soldering Surface Mount Technology
0502.01 « Accounting Clerk (] 1501.00 English [
0502.05 -« Accounting Clerk Assistant 1303.10 Fashion Design o | o
1499.01 - Bilingual Law Assistant 1303.33 -« Apparel Computer Technology
0509.51 « Customer Service Specialist 303.11 - Fashion Technology [
0506.31 * Governmental Supervision ° 303.10 Fashion Design-Adjunct [
0502.12 - Income Tax Preparation Specialist 303.20 Fashion Merchandising o | e
0506.01 « Management/Supervision o | o 1303.22 + Fashion Promotion
0509.50 + Marketing and Public Relations o | o 1303.21 - Retail Fashion Management
0502.04 - Payroll Specialist 0516.00 Labor Studies o | e
0506.03 -« Project Management Specialist 4901.00 Liberal Arts [
0511.00 - Real Estate o | o 0956.31 Machine Shop CNC o | e
0509.51 - Retail Merchandising (] 0956.32 Machine Shop CNC - Adjunct [
0509.52 - Sales and Marketing Specialist 0934.02 Microcomputer Technician I.T. Essentials o | o
0709.01 - Website Development & Maintenance Assistant/Small Bus 0708.18 -+ A + Microcomputer Technician
0506.02 + Small Business Entrepreneurship (] 0504.00 Mortgage Finance — Plan A [
0952.50 Cabinetmaking and Millwork o | o 0504.00 Mortgage Finance — Plan B o | o
0951.51  Construction Technologies o | o 0504.04 - Mortgage Loan Officer
0952.10_Carpentry o | o 0504.03 - Financial/Home Ownership Counselor
0952.11 Carpentry: Construction Technologies o | o 0504.01 - Bank Teller
0955.00 Chemical Technology e | o 0948.31 Motorcycle Repair Mechanics [
0954.01 -« Process Plant Technology Operation and Maintenance Engineering
0958.01 - Solid Waste Management Technology [ 0945.13 - Steam Plant o
1305.10 Child Development - Plan A [ 1203.00 Nursing, Registered [
1305.11 Child Development - Plan B ° 1302.20 Nursing, Vocational o | e
1305.15 ¢ Center Director 1230.35 - Certified Nurse Assistant (C.N.A.)
1305.16 ¢ Infant Care Teacher 1230.81 * Home Health Aide (HHA)
1305.12 < Preschool Teacher (] Physical Education
1305.14 < Preschool Teacher Assistant 0835.71 « Aquatics
1305.17 < School Age Programs Teacher/Daycare 0835.61 * Coaching
2102.01 Community Planning and Economic Development o | o 1305.52 < Elementary Movement Education/Playground
0506.01 -« Nonprofit Executive Management 0835.81 - Fitness for Special Population
2102.03 + Community Safety Specialist 0835.10 - Dance, Beginning
0511.03 - Urban Real Estate Development 0835.11 -+ Dance, Advanced
2102.01 - Neighborhood Emergency Preparedness Specialist 0952.30 Plumbing o | e
0511.01 - Apartment Management 0952.31 Plumbing: Construction Technologies o | e
Computer Applications and Office Technologies 0958.00 Process Technology o | e
0514.00 - Administrative Assistant o o 0945.11 Refrigeration and Air Conditioning Mechanics-AA o | e
0514.03 - General Office Assistant 0945.10 Refrigeration and Air Conditioning Mechanics-AS o | o
0514.02 - Information Processing Specialist o | o 0946.11 + Fundamentals of Refrigeration & Air Conditioning
1402.03 ¢ Legal Office Assistant 306.11 Restaurant Management o | e
0514.21 - Medical Office Assistant o | o 013.01 Sign Graphics o | e
0514.01 - Office Assistant-Clerical o | o 0999.01 Street Maintenance Technology o | e
0701.00 Computer Information Systems o | o 1303.32 Tailoring-Adjunct [
3007.00 Cosmetology o | o 1013.00 Visual Communications o | o
1306.30 Culinary Arts o | o 0958.00 Water Systems Technology (]
1306.30 -« Baking, Professional o | o 0958.02 « Supply Water Technology °
1306.31 -« Resturant & Food Services Management o | o 0958.03 - Wastewater Technology °
0947.00 Diesel and Related Technology o | o 0958.40 - Solid Waste Management Technology [
0952.24 Electrical Construction and Maintenance o | o 0956.51 Welding Gas and Electric o | o
0935.01 - Basic Electrician Trainee 0956.51 Welding Gas and Electric: Construction Technologies D
0935.01 - National Electrical Code 1002.21 - Metal Sculpture °
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ACADEMIC FREEDOM

The Faculty shall have the academic freedom to seek the truth and guarantee
freedom of learning to the students.

in a Substance Abuse Rehabilitation Program, and/or may be subject
to disciplinary action, up to and including dismissal or exclusion under
applicable District Policies. In addition, an employee convicted of any
workplace drug crime, must notify the college personnel office within five (5)
days of conviction.

EQUAL EMPLOYMENT OPPORTUNITY

The policy of the Los Angeles Community College District is to implement
affirmatively, equal opportunity to all qualified employees and applicants
for employment without regard to race, color, national origin, ancestry,
religion, creed, sex, age, handicap, marital status, medical condition
(cancer related), sexual orientation, or veteran status. Positive action will
be taken to ensure that this policy is followed in all personnel practices,
including recruitment, hiring, placement, upgrading, transfer, demotion,
treatment during employment, rate of pay or other forms of compensation,
selection for training, layoff, or termination. A vigorous Equal Employment
Opportunity Program will be maintained to ensure appropriate utilization
of certain protected groups in specific areas and levels within the district
workforce through the implementation of specific result oriented procedures
and activities (Board Rule 101301). Inquiries regarding Equal Employment
Opportunity at Los Angeles Trade-Technical College should be directed to
the College Equal Employment Opportunity Representative, Dr. Letia Royal-
Burnett, Compliance Office, (213) 763-7066.

CONOCIMIENTO LIMITADO DEL INGLES

Las clases para aprender oficios estan abiertas a todos los estudiantes, aln
para los que tienen dificultad con el idioma. Aunque la falta deconocimiento
del idioma inglés no es una barrera para matricularse enestas clases, se
recomienda a los alumnos que utilicen los servicios queel colegio ofrece
con este fin.

FAMILY EDUCATION RIGHTS AND PRIVACY
ACT

See Student Records and Directory Information.

FREEDOM OF SPEECH AREA AND
PROCEDURES

Board Rule 9902, Article IX, States, “The college president shall designate
an area or areas on the college campus as areas for free discussion and
expression by all persons. A Free Speech Area may only be located where
there is a normal flow of student traffic with unlimited accessibility. Necessary
campus rules governing the operation of such areas shall govern only the
time, place and manner in which said areas are to be used. All such rules
shall be applied equally and fairly to all persons desiring to use the Free
Speech Areas. No restrictions shall be placed on subject matter, topics or
viewpoints expressed in Free Speech Areas.

In compliance with the above Board Rule, the college president has
designated the K-Mall Quad as the Free Speech Area. All individuals or
organizations wanting to use the Free Speech Area, fill out an application
and approval from the Vice President of Student Services office, located in
A-129, prior to use of this area. The guidelines and rules for use of this area,
along with time, place, manner will be distributed to the interested party. This
procedure does not apply to activities sponsored by the college.

DRUG-FREE WORKPLACE POLICY

In accordance with SECTION 22 of the DRUG-FREE SCHOOLS
ANDCOMMUNITIES ACT OF 1989, Los Angeles Trade-Technical College
strives to maintain a drug and alcohol free campus for its students and
employees. The unlawful manufacturer, distribution, dispensation, use
or possession by students and college employees of illegal controlled
substances or alcohol in all buildings, property, facilities, service areas, or
on District business is prohibited (per Board Rules regarding Standards Of
Conduct, Section 9803.19).

The College shall maintain a drug and alcohol free awareness policy to
inform students and employees about the dangers and health risk of drug
and alcohol abuse in the workplace, on the campus and during college
sponsored activities. Students and employees will be informed of the
sanctions that will be imposed for policy violations and the availability of drug/
alcohol counseling, treatment and rehabilitation assistance. This information
will be distributed yearly to all students and employees.

All students and employees are required to comply with this policy as a
condition of their continued student status or employment. Any student or

GRADUATION RATES

In compliance with the Student-Right-to-Know and Campus Security Act of
1990, the graduation rate of full-time, certificate or degree seeking students
who entered in the Fall 1999 semester and graduated no later than academic
year 2001-2002 is 21.6%; the Transfer rate is 35.1%.

More information about More information about Student Right-to-Know Rates
can be found at the California Community Colleges “Students Right-to-Know
Rates Information Clearinghouse Website” located at http://srtk.cccco.edu.

LIMITED ENGLISH PROFICIENCY

Occupational education classes are open to all students. Although the lack of
proficiency in English is not a barrier to enrollment in occupational education
courses, it is recommended that students needing remedial English
assistance utilize the services of the college that are provided for persons
who are limited in English proficiency or have English as a second language
as a bridge for entry into the vocational program.
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NONDISCRIMINATION POLICY

All programs and activities of the Los Angeles Community College District
shall be operated in a manner which is free of discrimination onthe basis
of race, color, gender, national origin, ancestry, religion, creed, pregnancy,
marital status, medical condition (cancer related), gender orientation, age,
disability, or veteran status (Reference: Board Rule1202). Inquiries regarding
Equal Employment Opportunity issues should be directed to Dr. Letia
Royal-Burnett, Compliance Officer, at (213) 763-7066. Inquiries relating to
disabilities and special accommodations per the Americans with Disabilities
Act should be directed to Ms. Donna Lichtman, Director of Disabled Students
Programs and Services, (213) 763-3773, TDD (213)763-5375.

POLITICA SIN DISCRIMINACION

Los Angeles Community College District ofrece igualdad de oportunidades
en todos los programas y actividades educativas, libre de discriminacion
en cuanto se refiere a raza, color, lugar de origen, ascendencia, religion,
creencias, sexo, estado de gestacion, estado civil, estado de salud
(tratdndose de cancer), orientacion sexual, edad, incapacidad fisica o
estado como veterano. (Referencia: Board Rule 1202). Las indagaciones
0 quejas acerca de la Equal Employment Opportunity deberan ser dirijidas
a la Srta. Letia Royal-Burnett al teléfono (213) 763-7066. Las indagaciones
relacionadas con la incapacidad o arreglos especiales para incapacitados,
segln el Acta para Americanos Incapacitados, deberan ser dirijidas a la
Srta. Donna Lichtman, Directora de los Programas y Servicios a Estudiantes
Incapacitados, al teléfono (213) 763-3773 y para Medios de Telecomunicacion
para sordo-mudos o TDD al teléfono (213) 763-5375.

OPEN ENROLLMENT

Unless specifically exempted by law, every course for which State
apportionment is claimed is fully open to any person who has been admitted
to the College and who meets the appropriate academic prerequisites.

SEXUAL ASSAULT

In compliance with AB 1088, the Los Angeles Community College District is
committed to providing a safe environment for its students, faculty, and staff.
The Los Angeles Community College District Board of Trustees condemns
any act of sexual assault committed on any of its facilities. In the event of
sexual assault committed on the grounds or in facilities maintained and/
or used by the District, any victim of a sexual assault who is one of the
District’s students, faculty, staff, or visitors shall promptly receive appropriate
treatment and full and accurate information. Individuals who commit sexual
assault while on properties within the control of the District shall be subject
to appropriate criminal prosecution and/or District disciplinary procedures.
Confidentiality is fundamental to all aspects of cases dealing with sexual
assault. The names of sexual assault victims shall not be revealed by persons
responsible for implementing and enforcing the provisions of this Chapter,
except with the consent of the victim. District Office of Equal Employment
Opportunity/Diversity (213) 891-2315 or College Sheriff (213) 763-3600.

SEXUAL HARASSMENT

The policy of the Los Angeles Community College District is to provide an
educational, employment and business environment free from un welcome
sexual advances, requests for sexual favors, and other verbal or physical
conduct or communications constituting sexual harassment. Employees,

students or other persons acting on behalf of the District who engage in
sexual harassment as defined by the District’s policy or by state or federal
law shall be subject to discipline, up to and including discharge, expulsion or
termination of contract.

The specific rules and procedures for reporting charges of sexual harassment
and for pursuing available remedies are incorporated in the LACCD Board
Rules, Chapter 15.

The Los Angeles Community College District has a policy which provides
formal and informal procedures for resolving complaints. Copies of the
policy may be obtained from the Vice President of Academic Affairs, and
the Vice President of Student Services, or by calling the Office of the Vice
Chancellor of Educational Services at (213) 891-2279, or the Office of Equal
Employment Opportunity/Diversity at (213) 891-2315.

Any member of the college community, which includes students, faculty,
and staff, who believes, perceives, or actually experienced conduct that
may constitute sexual harassment, has the right to seek the help of the
College. Every employee has the responsibility to report such conduct when
it is directed towards students to the District Office of Equal Employment
Opportunity/Diversity (213) 891-2315.

Potential complainants are advised that administrative and civil law remedies,
including but not limited to injunctions, restraining orders or other orders may
be made available.

SMOKING/NON-SMOKING PROCEDURE

In an effort to preserve the rights of both smokers and non-smokers, the
college has designated both smoking and non-smoking areas. This policy
ensures that drifting smoke will not be sucked into classrooms, offices and
other non-smoking areas. Non-smoking areas of the College are designated
as any classroom, building or other enclosed facility, including hallways,
porches, decks, arcades, and sidewalk adjacent to the building which any
student is required to occupy or which is customarily occupied by non-
smoking students.

CAMPUS SECURITY ACT

Los Angeles Trade-Technical College, in compliance with the Federal Student
Right to Know and Campus Security Act of 1990, provides the campus crime
statistics for three calendar years. The College Security Report is posted at
the college Sheriff's office website which can be accessed through the web
address: http://www.lattc.edu/lattc/sheriff/sheriff_crime_stats.htm. A paper
copy of the report is also available upon request at the college Sheriff's
office.
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STANDARDS OF STUDENT
CONDUCT

A student enrolling in one of the Los Angeles Community Colleges may
rightfully expect that the faculty and administrators of the colleges will
maintain an environment in which there is freedom to learn. This requires
that there be appropriate conditions and opportunities in the classroom and
on the campus. As members of the college community, students should be
encouraged to develop the capacity for critical judgment and to engage in
the sustained and independent search for truth. All persons shall respect and
obey civil and criminal law, and shall be subject to legal penalties for violation
of laws of the city, county, state and nation.

All visitors making use of the facilities or grounds of any college of the District
will be asked to sign a statement that they have received the Standards of
Conduct and the rules relating to campus visitors adopted by the Board of
Trustees. A signature will not be a prerequisite to activities on campus. A
record will be kept of all persons who use the facilities or grounds of the
college.

Conduct in all of the Los Angeles Community Colleges must conform
to District and college rules and regulations. Violations of such rules and
regulations may result in disciplinary action depending on the individual’s
status as student, faculty, staff or visitor. Violations of conduct on campus
rules and regulations include but are not limited to the following:

Board Rule 9803.10

Willful Disobedience. Willful disobedience to directions of College officials
acting in the performance of their duties.

Board Rule 9803.11

Violation of College Rules and Regulations. Violation of College rules and
regulations, including those concerning student organizations, the use of
College facilities, or the time, place, and manner of public expression or
distribution of materials.

Board Rule 9803.12

Dishonesty. Dishonesty, such as cheating, or knowingly furnishing false
information to the colleges.

Board Rule 9803.13

Unauthorized Entry. Unauthorized entry to or use of the college facilities.

Board Rule 9803.14

College Documents. Forgery, alteration, or misuse of college documents,
records, or identification.

Board Rule 9803.15

Disruption of Classes. Obstruction or disruption of classes, administration,
disciplinary procedures, or authorized college activities.

Board Rule 9803.16

Theft of or Damage to Property. Theft of or damage to property belonging to
the college, a member of the college community, or a campus visitor.

Board Rule 9803.17

Interference With Peace of College. The malicious or willful disturbance of
the peace or quiet of any of the Los Angeles Community Colleges by loud or
unusual noise, or any threat, challenge to fight, fight, or violation of any rules
of conduct as set forth in this Article. Any person whose conduct violates this
section shall be considered to have interfered with the peaceful conduct of
the activities of the college where such acts are committed.

Board Rule 9803.18

Assault or Battery. Assault or battery, abuse or any threat of force or violence
directed toward any member of the college community or campus visitor
engaged in authorized activities.

Board Rule 9803.19

Alcohol and Drugs. Any possession of controlled substance which would
constitute a violation of Health and Safety Code section 11350 or Business
and Professions Code section 4230, any use of controlled substances the
possession of which are prohibited by the same, or any possession or use
of alcoholic beverages while on any property owned or used by the District
or colleges of the District. “Controlled substances,” as used in this section,
include but are not limited to the following drugs and narcotics:

¢ opiates, opium and opium derivatives

® mescaline

® hallucinogenic substances

® peyote

® marijuana

® stimulants and depressants

® cocaine

Board Rule 9803.20

Lethal Weapons. Possession, while on a college campus or at a college
sponsored function, of any object that might be used as a lethal weapon is
forbidden all persons except sworn peace officers, police officers, Sheriff,
and other governmental employees charged with policing responsibilities.

Board Rule 9803.21

Discriminatory Behavior. Behavior while on a college campus or at a college-
sponsored function, inconsistent with the District's non-discrimination policy,
which requires that all programs and activities of the Los Angeles Community
College District be operated in a manner which is free of discrimination on the
basis of race, color, national origin, ancestry, religion, creed, sex, pregnancy,
marital status, sexual orientation, age, handicap or veterans status.

Board Rule 9803.22

Unlawful Assembly. Any assemblage of two or more persons to 1) do an
unlawful act, or 2) do a lawful act in a violent, boisterous or tumultuous
manner.

Board Rule 9803.23

Conspiring to Perform lllegal Acts. Any agreement between two or more
persons to perform illegal acts.
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Board Rule 9803.24

Threatening Behavior. A direct or implied expression of intent to inflict
physical or mental/emotional harm and/or actions, such as stalking, which a
reasonable person would perceive as a threat to personal safety or property.
Threats may include verbal statement, written statements, telephone threats
or physical threats.

Board Rule 9803.25

Disorderly Conduct. Conduct which may be considered disorderly includes;
lewd or indecent attire or behavior that disrupts classes or college activities;
breath of the peace of the college; aiding, or inciting another person to breach
the peace of the college premises or functions.

Board Rule 9803.26

Theft or Abuse of Computer Resources. Theft or abuse of computer resources
including but not limited to:

a. Unauthorized entry into a file to use, read, or change the contents, or
for any other purpose.

b. Unauthorized transfer of a file.
c. Unauthorized use of another individual’s identification and password.

d. Use of computing facilities to interfere with the work of a student faculty
member or college official, or to alter college or district records.

e. Use of unlicensed software.
f. Unauthorized

g. Use of computing facilities to access, send or engage in messages
which are obscene, threatening, defamatory, present a clear and
present danger, violate a lawful regulation and/or substantially disrupt
the orderly operation of a collage campus.

h. Use of computing facilities to interfere with the regular operation of the
college or district computing system.

Board Rule 9803.27

Performance of an lllegal Act. Conduct while present on a college campus
or at a location operated and/or controlled by the District or at a District-
sponsored event, which is prohibited by local, State, or federal law.

Board Rule 9804

Interference with classes. Every person who, by physical force, willfully
obstructs, or attempts to obstruct, any student or teacher seeking to attend
or instruct classes at any of the campuses or facilities owned, controlled
or administered by the Board of Trustees of the Los Angeles Community
College District, is punishable by a fine not exceeding five hundred dollars
($500) or imprisonment in a county jail not exceeding one year, or both such
fine and imprisonment. As used in this section, “physical force” includes, but
is not limited to , use of one’s person, individually or in concert with other, to
impede access to or movement within or otherwise to obstruct the students
or teachers of the classes to which the premises are devoted.

Board Rule 9805

Interference with performance of duties of employees. Every person who
attempts to cause, or causes, any officer or employee of any of the Los
Angeles Community Colleges or any public officer or employee to do or
refrain from doing, any act in the performance of his/her duties, by means of
a threat to inflict any injury upon any person or property, is guilty of a public
offense.

Board Rule 9805.10

Assault or abuse of Instructor. Every parent, guardian, or other person who
assaults or abuses any instructor employed by the District in the presence or

hearing of a community college student or in the presence of other community
college personnel or students and at a place which is on District premises or
public sidewalks, streets, or other public ways adjacent to school premises,
or at some other place where the instructor is required to be in connection
with assigned college activities is guilty of a misdemeanor.

Board Rule 9806

Unsafe Conduct. Conduct which poses a threat of harm to the individual
and/or to others. This includes, but is not limited to, the following types of
conduct: Unsafe conduct in connection with a Heath Services Program (e.g.,
Nursing, Dental Hygiene, etc.); failure to follow safety direction of District
and/or college staff; willful disregard to safety rules as adopted by the District
and/or college; negligent behavior which creates an unsafe environment.

STUDENT DISCIPLINE PROCEDURES

Community college districts are required by law to adopt standards of student
conduct along with applicable penalties for violation (Education Code Section
66300). The Los Angeles Community College District has complied with this
requirement by adopting Board Rule 9803, Standards of Student Conduct
(See above).

The District has adopted Board Rule 9804, Student Discipline Procedures, to
provide uniform procedures to assure due process when a student is charged
with a violation of the Standards of Student Conduct. All proceedings held
in accordance with these procedures shall relate specifically to an alleged
violation of the established Standards of Student Conduct. These provisions
do not apply to grievance procedures, or residence determination and other
academic and legal requirements for admission and retention.

Disciplinary measures may be taken by the College independently of any
charges filed through civil or criminal authorities, or both.

Copies of the Student Discipline Procedures are available in the Vice
President of Student Services Office, Temporary Building, T-F.

COMPLIANCE OFFICER

Pursuant to the Student Grievance Procedure, the College compliance
officer has been appointed by the President to assist the student in obtaining
informal resolution of his or her grievance. If an informal resolution is not
obtained, then the compliance officer will arrange for the formation of a
Grievance Hearing Committee to hear the student's grievance and will
facilitate the hearing process pursuant to District Administrative Regulation
E-55. The Compliance Officer, Dr. Letia Royal-Burnett, may be contacted at
(213) 763-7066.

STUDENT GRIEVANCE PROCEDURES

The purpose of the Student Grievance Procedures is to provide a prompt and
equitable means for resolving student grievances, per Board Rules 91101-
91102.

The procedures enumerated in Administrative Regulation E-55 shall be
available to any student or applicant for admission, who believes a College
decision or action has adversely affected his or her status, rights, and/or
privileges as a student. The procedures shall include, but not be limited to,
alleged violations of Title IX of the Higher Education Amendments of 1972
(and applicable regulations), grievances relating to disabled students as
defined by Section 504 of the Rehabilitation Act of 1973, and grievances
relating to course grades to the extent permitted by Education Code Section
76224(a). Section 76224(a) provides:
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“When grades are given for any course of instruction taught in a community
college district, the grade given to each student shall be the grade determined
by the instructor of the course and the determination of the student’s grade by
the instructor, in the absence of mistake, fraud, bad faith, or incompetency,
shall be final.”

For additional information regarding the procedures for filing a student
grievance, or for copies of the adopted Student Grievance Procedures,
contact the college Compliance Officer.

STUDENT RECORDS AND DIRECTORY
INFORMATION

The Los Angeles Community College District, in compliance with Federal
and State law, has established policies and procedures governing student
records and the control of personally identifiable information. The Los Angeles
Community College District recognizes that student records are a confidential
matter between the individual student and the College. At the same time the
District has a responsibility to fulfill public information needs (i.e., information
about students participating in athletics, announcement of scholarships and
awards, etc.). To meet this responsibility the District may release Directory
Information unless the student states in writing that he or she does not want
it released. The responsibility for carrying out these provisions is charged
to the College Registrar, designated by the chief administrative officer on
each campus. The Registrar may be contacted via the Office of Admissions.
Copies of Federal and State laws and District policies and procedures are
maintained by the Registrar and are available for inspection and inquiry.

All student records maintained by the various offices and departments of
the College, other than those specifically exempted by law, are open to
inspection by the student concerned. The accuracy and appropriateness of
the records may be challenged in writing to the Registrar. A student has the
right to receive a copy of his or her record, at a cost not to exceed the cost of
reproduction. (Requests for transcripts should be made directly to the Office
of Admissions).

No student records, including Directory Information, will be released without
the written consent of the student concerned except as authorized by law.
A log of persons and organizations requesting or receiving student record
information is maintained by the Registrar. The log is open to inspection
only to the student and the community college official or his or her designee
responsible for the maintenance of student records.

Directory Information includes the student's name, city of residence,
participation in officially recognized activities and sports, weight and height
of members of athletic teams, dates of attendance, degrees and awards
received, and the most recent previous educational agency or institution
attended by the student. This information will not be released to anyone if the
student marks “NO” on question “permission to Release Student Information”
on the College Application or if the student marks “NO” on the College’s
Release of Directory Information form. This form is available in the Admission
Office.

In addition, under federal law, the military is entitled to receive the following
student information for recruitment purposes: student directory information
as defined above, student address, telephone number, date and place
of birth, and major field of study. This information will not be released to
the military if the student marks “NO” on question “permission to Release
Student Information” on the College Application or if the student marks “NO”
on the College’s Release of Directory Information form.

Allinquiries regarding student records, Directory Information, and policies for
records access, release, and challenge should be directed to the Registrar
via the Office of Admissions. Students have the right to file a complaint with
the United States Department of Education concerning alleged violations of
Federal and State laws governing student records.

STUDENT RIGHT TO KNOW

Los Angeles Trade-Technical College in compliance with the Federal Student
Right to Know and Campus Security Act of 1990 provides campus crime
statistics in the college schedule of classes and on the college website at
www.LATTC.edu.

ACCESS TO CAMPUS FACILITIES

Most campus buildings are open from 6:00 a.m. to 10:00 p.m. Monday
through Thursday. Persons may be asked to produce identification if there
is a question regarding their authorization to be in a certain area. Campus
buildings are normally locked from 5:30 p.m. Friday to 6:00 a.m. Monday.
The college Sheriff will open specific areas for Saturday classes and special
events.

POLICY FOR RESPONSIBLE COMPUTING
USE

The Los Angeles Community College District and Los Angeles Trade-
Technical College provide computing facilities (computers, networks,
software and computerized records) for use by students and college
personnel to facilitate education, research, academic development and
service to the public. Each individual user of these facilities is expected to
do so responsibly, to use computing resources ethically, to respect the rights
and privacy of others, and to use computing facilities so as not to violate
copyright or patent protections or license agreements.

College computing facilities are not to be used for commercial purposes or
non-College related activities without written authorization from the College.
The College reserves the right to limit, restrict, or extend computing privileges
and access to its information resources as it deems necessary to ensure the
rules and regulations of the District and College are followed.

Students receive computer lab user guidelines as part of their course
information. To obtain more specific information about College policies
and standards for computing use, or to obtain a copy of the full text of Los
Angeles Community College Administrative Regulation, E-76, Use of District
and College Computing Facilities, contact the Administrative Projects Office/
College Computing, A-108, (213) 763-7040.
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ATTENDANCE AND
ENROLLMENT

ATTENDANCE

Only students who have been admitted to the college and are in approved
active status may attend classes.

Students should attend every meeting of all classes for which they register.
To avoid being dropped from class, students should contact the instructor
when they are absent for emergency reasons.

Students who are pre-registered in a class and miss the first meeting may
lose their right to a place in the class, but the instructor may consider special
circumstances. Whenever students are absent more hours than the number
of hours the class meets per week, the instructor may drop them from
class. In addition, the instructor will consider whether there are mitigating
circumstances which may justify the absences. If the instructor determines
that such circumstances do not exist, the instructor may exclude a student
from the class.

Students are responsible for dropping a class that they stop attending. If the
class is not dropped, the student may receive an “F” in that class and be
responsible for enrollment fee. Any drops or exclusions that occur between
the end of the 4th week and the end of the 12th week will result in a “W” on
the student’s record which will be included in the determination of progress
probation. Drops are not permitted beyond the end of the 12th week. An
evaluative grade (“A”, “B”, “C”, “D”, “F”, “CR”, or “NC”) will be assigned to
students who are enrolled past the end of the 12th week even if they stop
attending class, except in cases of extenuating circumstances. After the last
day of the twelfth week (or 75% of the time the class is scheduled, whichever
is less) the student may withdraw from class upon petition demonstrating
extenuating circumstances and after consultation with the appropriate
faculty. For further details, refer to “W” section of “Grading Symbols and
Definitions.”

FINAL EXAMINATIONS

Final examinations are required in all courses; no student will be excused.

UNITS OF WORK/STUDY LOAD

Maximum and minimum unit requirements may apply, as follows:

Unit Maximum

® The maximum study load is 18 1/2 units during a regular semester, 12
units in two summer sessions, and 7 units during winter session. The
normal class load for students in the fall or spring semester is from
12 to 18 units a semester for full-time students. A college program of
15 units is equal to at least a 50-hour workweek for most students.

Students who desire to take 19 or more units must obtain approval
from the Registrar through petition.

® Those students who will be employed while attending college should
consider reducing their programs accordingly. It is suggested that
those students who are employed full-time should enroll in no more
than one or two classes or 9 units maximum.

Full-Time Definition

¢ Astudy program of 12 units or more (4 units or more in Summer and
Winter session) is considered a full time study program.

Minimum study loads for specific programs:

® Veterans and veterans’ dependents: 12 units
® Social Security benefits: 12 units
® Foreign Students (F-1 visa): 12 units

® Athletes: 12 academic units

The Veterans Administration uses the following
definition for eligibility:
¢ full-time benefits:
® 3/4-time benefits:

12 or more units
9 through 11 units

¢ 1/2-time benefits: 6 through 8 units
® less than 1/2 time: 3 through 5 units
(Reservist and

National Guard)

ACADEMIC STANDARDS

ACADEMIC PROBATION

Academic Standards - Probation

The following standards for academic and progress probation shall be
applied as required by regulations adopted by the Board of Governors of
the California Community Colleges. Probation shall be determined based on
all student course work dating from Fall, 1981; course work completed prior
to Fall of 1981 is excluded from probation calculations. A student shall be
placed on probation if any one of the following conditions prevail:

a. ACADEMIC PROBATION. The student has attempted a minimum of
12 semester units of work and has a cumulative grade-point average
less than a “C” (2.0).

b. PROGRESS PROBATION. The student has enrolled in a total of at
least 12 semester units and the percentage of all units in which a
student has enrolled and for which entries of “W” (Withdrawal), “I”
(Incomplete), and “NC” (No Credit) are recorded reaches or exceeds
fifty percent of all units attempted.

c. TRANSFER STUDENT. The student has met the conditions of a or b at
another college within the Los Angeles Community College District.
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Units Attempted

“Units Attempted,” for purposes of determining probation status only, means
all units of credit in the current community college of attendance for which
the student is enrolled.

Removal from Probation

Astudent shall be removed from probation upon meeting the criteria specified
in this section.

Academic Probation

A student on academic probation for a grade point deficiency shall be
removed from probation when the student’s cumulative grade-point average
is 2.0 or higher.

Progress Probation

A student on progress probation because of an excess of units for which
entries of No-Credit (NC), Incomplete (I), and/or Withdrawal (W) are
recorded shall be removed from probation when the percentage of units in
this category drops below fifty percent (50%).

Academic Standards - Dismissal

A student shall be subject to dismissal and subsequently be dismissed under
the conditions set forth within this section. Dismissal shall be determined
based on student course work dating from Fall, 1981; course work completed
prior to Fall of 1981 is excluded from dismissal calculations.

Academic Probation

A student who is on academic probation shall be subject to dismissal if the
student has earned a cumulative grade-point- average of less than 2.0 in
all units attempted in each of 3 consecutive semesters. A student who is
on academic probation and earns a semester grade-point-average of 2.0 or
better shall not be dismissed as long as this minimum semester grade-point-
average is maintained.

Progress Probation

A student who is on progress probation shall be subject to dismissal if the
cumulative percentage of units in which the student has been enrolled for
which entries of No-Credit (NC), Incomplete (1), and/or Withdrawal (W) are
recorded in at least 3 consecutive semesters reaches or exceeds fifty percent
(50%). A student who is on progress probation shall not be dismissed after
a semester in which the percentage of units in which the student has been
enrolled for which entries of “W,” “I,” and “NC” are recorded is less than fifty
percent (50%).

DISMISSAL

A student who is subject to dismissal, and who has not been continued
on probation through the appeal process, shall be notified by the College
President, or designee, of dismissal which will become effective the semester
following notification. Dismissal from any one college in the District shall
disqualify a student from admission to any other college in the District.

Appeal of Dismissal

A student who is subject to dismissal may appeal to the College Dismissal
Committee by submitting a Return From Disqualification Petition to the
College Admissions Officer (see a counselor to initiate petitions). Dismissal
may be postponed and the student continued on probation if the student
shows significant improvement in academic achievement but has not been
able to achieve to a level that would meet the requirements for removal from
probation.

Readmission After Dismissal

A student who has been dismissed may request reinstatement after 2
semesters have elapsed. The student shall submit a written petition requesting
Return From Disqualification in compliance with College procedures. The
College Dismissal Committee will meet in the first week of August and the
first week of December each year to review these petitions. See the current
College schedule for the date of the next meeting. Readmission may be
granted, denied, or postponed subject to fulfillment of conditions prescribed
by the college.

ACADEMIC RENEWAL

Students may submit a petition to the Office of Admissions and Records
to have their academic record reviewed for academic renewal action of
substandard academic performance (less than “C”) under the following
conditions:

1. Students must have achieved a grade-point-average of 2.5 in their last
15 semester units, or 2.0 in their last 30 semester units completed at
any accredited college or university. These units must be completed
after the coursework to be renewed; and

2. Atleast two calendar years must have elapsed from the time the course
work to be removed was completed. If the above conditions are met,
academic renewal shall be granted, consisting of:

3. Eliminating from consideration in the cumulative grade- point average
up to 18 semester units of course work, and

4. Annotating the student academic record indicating where courses
have been removed by academic renewal action. Academic renewal
actions are irreversible. Graduation honors and awards are based
on the student's cumulative grade-point average for all college work
attempted. This policy is adopted for use in the Los Angeles Community
College District only. Other institutions may differ and students planning
to transfer to another college should contact that institution regarding
its policy.

Academic Petition/Administrative Petition

Students should file an Academic Petiition form when they are requesting
assistance with: course repetition, course substitution, enrollment in more
than 18-1/2 units, catalog rights and other related concerns. The petiton
forms may be obtained in Counseling Office . Petitions must be signed by
the counselors before submittal to Admissions and Records Office, Building
R-100. Students shoud file an Administrative Petition form when they are
requesting assistance with Academic renewal, return from disqualification
(dismissal), and other related concerns. Administrative Petition forms are
available in the Office of Admissions and Records, R-102. and submitted
in the same office. When filing for return from disqualification, the petition
forms must be reviewed and signed by the counselors before submittal to
Admissions and Records Office. Specific petition forms are available for
requesting permission for: , grade changes, Credit By Examination , and
lining out successfully repeated course.
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CREDITS AND GRADES

CREDIT FOR ADVANCED PLACEMENT (AP)

The College offers credit for grades of 3 or better on a variety of College
Board Advanced Placement Exams. Students should file a General Petition
in the Admissions Office, R-102 and have an official copy of their test results
sent to the school.

COLLEGE LEVEL EXAMINATION PROGRAM
(CLEP)

The college grants credit for scores of 500 points (or 50%) or better on a
variety of CLEP examinations. Students should contact counseling (H-130D)
or Admissions (R-102) for additional information.

CREDIT FOR PREREQUISITES

Students may not concurrently enroll in and receive credit for an advanced
course and its prerequisite(s). Students may not enroll in and receive credit for
the prerequisite(s) to an advanced course if they have previously completed
the advanced course. Violation of this regulation will result in exclusion from
class and denial of course credit.

CREDIT BY EXAMINATION

Some courses in the college catalog are eligible for credit by examination.

1. Methods of obtaining credit by examination

a. Achievement of a score of 3 or higher on an Advanced
Placement Examination administered by the College Entrance
Examination Board.

b. Credit by satisfactory completion of an examination
administered by the college in lieu of completion of a course
listed in the college catalog.

¢. Achievement of a score that qualifies for credit on
an examination administered by other agencies approved by
the college.

2. Determination of Eligibility to take College

Administered Examinations

a. Must be currently registered in the college, in good standing,
and with a minimum grade point average of 2.0 in any work
attempted at the college.

b. Must have completed 12 or more units in the LACCD.

¢. May petition for credit by examination if they are

1) eligible to take such course for credit under existing
regulations.

2) have not completed a course or are not in the process of
taking a course which is more advanced than the course
for which credit is requested. This requirement may be
waived at the discretion of the appropriate administrator.

19

3. Maximum credit allowable for credit by examination
The maximum number of units allowable for
credit by examination for the Associate Degree shall
be fifteen (15) units. Credit by examination transferred from
other institutions is counted towards this maximum.

4, Limitations
Credits acquired by examination are not applicable
to meeting such unit load requirements as Selective Service
deferment, Veteran’s or Social Security benefits.

5. Recording of Credit
a. If a student passes the examination, the course shall be
posted on his/her cumulative record indicating “Credit” in the
“Grade” column.
b. The number of units of credit recorded for any course may not
exceed those listed in the college catalog.

6. Acceptance Towards Residence
Units for which credit is given pursuant to the provision of this
section shall not be counted in determining the 12 units of credit
in residence requirement.

7. Recording of Grade
Students who successfully pass an approved examination
shall have the record of such examination entered on their record
as “CRX" as provided by the District Grading Symbols and
Definitions Policy. The student’s records shall also be
annotated “Credit by Examination”.

Designated Courses - Credit By Exam

Automotive Collision Repair all courses

Astronomy 1

Baking, Professional 111, 112 '
Building Construction Techniques all courses

Cabinetmaking and Millwork all courses

Carpentry all courses

Chemical Technology 113, 123, 141

Computer Applications/Office Technologies 2

Computer Information Systems 700, 701 \
Cosmetology 121,122

Culinary Arts 11, 112

Drafting all courses

Electrical Construction and Maintenance all courses

Electronics Technology 151, 152, 153, 154, 155, 156,
157, 158

Environmental Science 1

Fashion Design 111, 112, 120, 122, 222, 223,

224,225, 226, 227, 228, 229,
236, 237, 238, 239, 240, 241

Fashion Merchandising 1,10
Geography 1
Geology 1
Health Occupations 17
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History 11,12
Machine Shop-CNC all courses
Mathematics all courses

50, 60, 61, 62, 63, 65, 66, 67,
68, 69, 185, 285, 385

Nursing, Registered

6. CONVERSION TO LETTER GRADE. A student who has received
credit for a course taken on a “credit/no-credit” basis may not convert
this credit to a letter grade.

7. COURSE REPETITION. A student who has received a grade of “No-
Credit’ (NC) may repeat the course by meeting the requirements set
forth by the District Course Repetition to Improve Substandard Grades

Nursing, Vocational 185, 285, 385, 615, 625, 626, Policy.
631, 632, 635
Office Machines 2 Designated Courses - Credit/No Credit
Piping Technology all courses Architectural Technology all courses
Plumbing all courses -

- - - — Architecture all courses
Refngergnon and Air Conditioning all courses Astronomy 1.2
Mechanics _

Sheet Metal Work all courses B|o|og'y 361720,2
Sign Graphics all Courses Chemfcal Technology all courses
Solid Waste Management Technology all courses Chemistry — all courses
Street Maintenance all courses ComputerApphcatlolns & Office Technology 64
Supply Water Technology all courses Cooperative Education all courses
— Developmental Communications 23,35
Tailoring all courses
- — Electronics Communications all courses
Visual Communications all courses -
Waste Water Technology 12,13, 14, 16,17, 18 Electronics Technology all courses
Welding Gas: Electric all courses Geology 1.6
Labor Studies all courses
Learning Skills all courses
CREDIT/NO-CREDIT OPTION Mathemalics o courses
The College President may designate courses in the College Catalog Microbiology el
wherein all students are evaluated on a “credit/ino- credit’ basis or wherein Microcomputer Technician all courses
each student may elect on registration or no later than the end of the first Physics all courses
30% of the term, whether the basis of evaluation is to be “credit/no-credit” or Solid Waste M " "
a letter grade. These courses will be noted in the College Catalog as being olid TWaste Managemen all courses
eligible for the Credit/No-Credit Option. Supply Water Technology all courses
Waste Water Technology all courses

1. USAGE FOR SINGLE PERFORMANCE STANDARD. The credit/no-
credit grading system shall be used in any course in which there is
a single satisfactory standard of performance for which unit credit is
assigned. A grade of Credit (CR) shall be assigned for meeting that
standard, and a grade of No-Credit (NC) shall be assigned for failure
to do so.

2. ACCEPTANCE OF CREDITS. All units earned on a “credit/no-credit’
basis in accredited California institutions of higher education or
equivalent out-of-state institutions shall be counted in satisfaction of
community college curriculum requirements.

3. RECORDING OF GRADE. A student who is approved to be evaluated
on the “credit/no-credit” basis shall receive both course credit and
unit credit upon satisfactory completion of the course. Satisfactory
completion for credit is equivalent to the grade of “C” or better. A
student who does not perform satisfactorily will be assigned a “No-
Credit” (NC) grade.

4. GRADE POINT CALCULATION. Units earned on a “credit/no-credit’
basis shall not be used to calculate grade-point averages. However,
units attempted for which “No-Credit” (NC) is recorded shall be
considered in probationary and dismissal procedures.

5. STANDARDS OF EVALUATION. The student who is enrolled in
a course on a “credit/no-credit” basis will be held responsible for all
assignments and examinations required in the course and must meet
the standards of evaluation which are identical for all students.

CREDIT FOR COURSES COMPLETED AT
NON-ACCREDITED INSTITUTIONS

Students transferring from non-accredited institutions may, after successful
completion of 30 units with a “C” or better grade-point average, apply for up
to 15 units of credit in courses which parallel the offerings of the College. The
following exceptions may be made to this regulation:

1. Credit for Graduates of Diploma Schools of Nursing
The following amount of credit is authorized for graduates
of Diploma Schools of Nursing who enter the Los Angeles
Community Colleges:

a. Thirty (30) semester units of credit will be given to graduates
of Diploma Schools of Nursing under the following
conditions:

i) The student presents a valid, current California
certificate as a licensed registered nurse to the
designated administrative officer;

ii) The student has completed at least 12 units of credit
at the College to which application is made.
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b. The work of graduates of Diploma Schools of Nursing
outside California will be recognized if the student has a
valid, current California license. Credit will be given
even though the license was obtained on the basis
of reciprocity with another state rather than by examination.

c. Candidates for the Associate of Arts or Associate of
Science Degree are exempt from Health Education as
a general education requirement. No other general
education requirements will be waived.

d. Additional courses in Nursing may be taken for credit
only upon approval of the Nursing Department.

e. The transcript is not to reflect the major field nor should
the diploma, where given, indicate Nursing as a major.

2. Credit for Military Service Training
Students who are currently serving in or have served in the
military service, should, after successful completion of at least
one course with the Los Angeles Community Colleges, request
an evaluation of credit earned through military service
training schools and/or military occupational specialties.

3. Credit for Law Enforcement Academy Training
Credit for basic recruit academy training instructional programs
in Administration of Justice or other criminal justice
occupations shall be granted as follows:

a. Credit will be given for training from institutions which
meet the standards of training of the California Peace
Officers Standards and Training Commission.

b. A single block of credit will be given and identified as
academy credit.

c. One (1) unit of credit may be granted for each 50 hours
of training, not to exceed ten (10) semester units or
their equivalent. Credits granted by an institution of
higher education for basic recruit academy training, under
the above provisions, shall not be identified as equivalent
to any required course in the major.

COURSE REPETITION

Course Repetition to Improve Sub-standard Grades

No specific course or categories of courses shall be exempt from course
repetition. This policy applies to courses taken at colleges within the Los
Angeles Community College District. Courses completed through the
provisions of Board Rule 6704 - Credit by examination may not be used to
remove a substandard grade.

First Course Repetition to Remove a Sub-standard Grade

Upon completion of a repeated course the highest grade earned will be
computed in the cumulated grade point average and the student’s academic
record so annotated. All grades awarded will show on student’s permanent
records to insure a true and complete academic history.

Second Course Repetition to Remove a Sub-standard
Grade

Upon completion of the second repetition, the grade used in computing the
student’s cumulative grade point average shall be the highest grade earned,
and the student's record so annotated. The two lower substandard grades
will not be used in the computation of the grade point average. All grades
awarded will show on student's permanent records to insure a true and
complete academic history.

Third Course Repetition to Remove a Sub-standard
Grade

A student may repeat the same course for a third time provided the student
has:

1. Received two substandard grades for the same district course

2. Filed a petition specifying the course(s) to be repeated and stating
the extenuating circumstances upon which the petition is based.
“Extenuating circumstances” are verified cases of accidents,
illness, or other circumstances beyond the control of the student.

3. The petition is approved by the local academic senate or a
committee acting on behalf of the academic senate, and by the
college president or designee.

Upon completing of the third repeat, the grade earned will not be used in
the computation of the grade point average. All grades awarded will show
on student's permanent records to insure a true and complete academic
history.

Course Repetition: Special Circumstances

Repetition of courses for which substandard work (less than “C”) has not
been recorded shall be permitted only upon advance petition of the student
and with written permission of the College President or designee based
on a finding that circumstances exist which justify such repetition. In such
repetition under special circumstances, the student’s permanent academic
record shall be annotated in such a manner that all work remains legible.
Grades awarded for repetition under special circumstances shall not be
counted in calculating a student’s grade-point average.

Campus Procedure

Student will be notified of an Administrative Exclusion from a class if the
student is enrolled in a class under above circumstances and has not filed a
petition in advance and received approval. In this case the student may file
a petition to repeat under special circumstances in Room R-102 following
receipt of a Drop notice.

Course Repetition and Activity Repetition

Certain courses in the Catalog may be repeated for additional unit credit.
These courses, marked “RPT” in the Course Section of the Catalog, allow the
student an expanded educational experience each time the student enrolls
in the course. Enrollment in these courses is limited in any similar activity to
a maximum of three repeats for a total of four (4) enroliments, regardless
of the repeatability of individual courses. The activity limitation also applies
to courses which are not repeatable in themselves but for which similar
activities exist. For example, there are several similar course titles in Art,
Music, Theater, and Physical Education which are considered to be the same
activity. A student may enroll four times in courses which are considered to be
the same activity, such as twice in Theater 279, Musical Theater (RPT 3), and
twice in Theater 280, Musical Theater Workshop (RPT 3). Any combination
may be used as long as 4 enroliments in one activity is not exceeded.

This activity enrollment limitation begins with the Fall 1983 term. Excess
enrollment will result in administrative exclusion. Consult a counselor for the
latest restricted activity enrollment list.

NOTE: Whenever the student’s record is reviewed for the purpose of
determining his or her unit credits, all of the student’s record is reviewed, not
just the course work since the beginning of Fall 1983.
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PETITIONS

Students should file a petition form when they are requesting assistance with:
academic renewal, course substitution, enroliment in more than 18-1/2 units,
return from disqualification (dismissal), and other related concerns. Specific
petition forms are available for course repetition to improve substandard
grades, grade change, and lining out successfully repeated courses. The
petition forms may be obtained in the Office of Admissions and Records,
room R-102, and filed in the same office. Students must consult a counselor,
advisor, mentor or Department Head when filing a petition.

GRADING SYMBOLS AND DEFINITIONS

Only the symbols in the grading scale given in this section shall be used to
grade all courses offered in fulfillment of the requirements for an associate
or baccalaureate degree, a certificate, diploma, or license. Grades shall be
averaged on the basis of the point equivalencies to determine a student’s
grade-point-average, using the following evaluative symbols:

Symbol Definition Grade Point
A Excellent 4
B Good 3
c Satisfactory 2
D Passing, less than satisfactory 1
F Failing 0
P Pass (at least equal to a “C”
grade or better - units awarded are
not counted in GPA)
CRX Credit by exam
NP No-Pass (equal to a “D” or “F”

grade — units are not counted in GPA)
(P and NP grades may be given only in
courses authorized by the District
Credit/No-Credit Option and Credit by
Examination Policies.)

Grade Point Average (GPA), cumulative and semester, may be calculated by
dividing the total Grade Points by the total units attempted. (The symbol for
Units Attempted is U-A, the symbol for grade points is G-P). The following
non-evaluative symbols may be entered on a student's record:

Symbol Definition

(1) Incomplete

Incomplete academic work for unforeseeable, emergency, and justifiable
reasons at the end of the term may result in an “I” symbol being entered in
the student’s record. The condition for removal of the “I” shall be stated by
the instructor in a written record. This record shall contain the conditions for
removal of the “I” and the grade assigned in lieu of its removal. This record
shall be given to the student, with a copy on file in the college Admissions
Office until the “I” is made up or the time limit has passed. A final grade shall
be assigned when the work stipulated has been completed and evaluated,
or when the time limit for completing the work has passed. The “I" symbol
shall not be used in calculating units attempted nor for grade points. THE “I”
MUST BE MADE UP NO LATER THAN ONE YEAR FOLLOWING THE END
OF THE TERM IN WHICH IT WAS ASSIGNED. The student may petition the
instructor for a time extension due to unusual circumstances. Note: Courses

in which the student has received an Incomplete (‘") may not be repeated
unless the “I” is removed and has been replaced by a grade of “D” or “F”. This
does not apply to courses which are repeatable for additional credit.

(IP) In Progress

The “IP” symbol shall be used only in those courses which extend beyond the
normal end of an academic term. “IP” indicates that work is “in progress,” but
that assignment of a substantive grade must await its completion. The “IP”
symbol shall remain on the student's permanent record in order to satisfy
enrollment documentation. The appropriate evaluative grade and unit credit
shall be assigned and appear on the student’s record for the term in which
the required work of the course is completed. The “IP” shall not be used
in calculating grade-point averages. If a student enrolled in an “open-entry,
open-exit” course is assigned “IP” at the end of an attendance period and
does not complete the course during the subsequent attendance period,
the appropriate faculty will assign an evaluative symbol (grade) as specified
above to be recorded on the student’s permanent record for the course.

(W) Withdrawal

Withdrawal from a class or classes shall be authorized through the last day
of the twelfth week of instruction or 75% of the time the class is scheduled
to meet, whichever is less. No notation (“W” or other) shall be made on the
record of a student who withdraws during the first four weeks, or 30% of the
time the class is scheduled, whichever is less. Withdrawal between the end of
the fourth week (or 30% of the time the class is scheduled to meet, whichever
is less) and the last day of the twelfth week of instruction (or 75% of the time
the class is scheduled to meet, whichever is less) shall be authorized after
informing the appropriate faculty. A student who remains in class beyond
the twelfth week or 75% of the time the class is scheduled shall be given
a grade other than a “W,” except in cases of extenuating circumstances.
After the last day of the twelfth week (or 75% of the time the class is
scheduled, whichever is less), the student may withdraw from class upon
petition demonstrating extenuating circumstances and after consultation with
the appropriate faculty. Students should obtain a petition in the Admissions
Office. Extenuating circumstances are verified cases of accidents, illness, or
other circumstances beyond the control of the student. Withdrawal after the
end of the twelfth week (or 75% of the time the class is scheduled, whichever
is less) which has been authorized in extenuating circumstances shall be
recorded as “W.” The “W” shall not be used in calculating units attempted
nor for the student’s grade-point-average. W’s” will be used as factors in
progress probation and dismissal.

GRADES AND GRADE CHANGES

The instructor of the course shall determine the grade to be awarded to each
student in accordance with the preceding Grading Symbols and Definitions
Policy. The determination of the student's grade by the instructor is final in
the absence of mistake, fraud, bad faith, or incompetency. The removal or
change of an incorrect grade from a student’s record shall only be done upon
authorization by the instructor of the course. Petitions for grade changes are
obtained and filed in the office of Admissions and Records, R-102. Grade
Change Petitions must be submitted within one year after the grade
was assigned. In the case of fraud, bad faith, or incompetency, the final
determination concerning removal or change of grade will be made by the
College President.
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GRADE REQUEST PROCEDURES

Students can receive information on their grades through the Student
Telephone Enroliment Process (STEP) or on the internet at www.laccd.
edu. See Telephone Grade Request Procedures in the class schedule for
instruction on how to receive grade information by telephone. If you need
a copy of your grades, you may use the computer located in the Lobby of
the Admissions Office for the printout. This printout is NOT a Transcript or a
Verification of Enroliment. If you need an Official Transcript or a Verification
of Enroliment, you may request them from the Admission Office.

TRANSCRIPTS

Upon written request of the student, a copy of the student’s academic record
shall be forwarded to the student or his or her designated addressee in
ten (10) working days or less by U.S. mail or other responsible forwarding
agency.

A student or former student shall be entitled to two free copies of the
transcript of his or her record or to two free verifications of the student's
records or combination of both. Additional copies shall be made available
to the student, or to an addressee designated by the student at a cost of
$3.00 each. Students may request same day processing to expedite their
requests for an additional fee of $7.00 per transcript. This option is subject
to the college’s ability to provide this service. Requests for transcripts or
verifications may be obtained in the Office of Admissions and Records, R-
102. Transcripts from another institution are not available for copying.

The student’s transcript may be withheld if 1) any library books or other
library materials are charged to the student and are unreturned, or 2) there
are any unpaid fees, charges or other obligations due to the College or
District. The transcript may be withheld until these obligations of the student
are discharged.

Incoming transcripts: academic official transcripts submitted to the college
will only be honored if they are addressed to the Los Angeles Trade-Technical
College, Admissions Office via U.S. mail.

PREREQUISITE POLICY

Many courses listed in the class schedule will indicate suggested prerequisite,
co-requisite/concurrent enrollment or recommended preparation/advisory
listed after the name of the course. These recommendations were made
after careful consideration by the faculty of that department. The Los Angeles
Community College District has adopted a policy based upon a model
developed by the State Chancellor’s Task Force in conjunction with the State
Academic Senate and Chief Instructional Officers and based upon Title V
Article 2.5 Section 55200 and Article 4 Section 55530 of the Matriculation
Regulations. In other words, your success is our primary goal. Your rights
entitle you to file a “Challenge Form” to challenge any prerequisite if you
believe one or more of the following:

1. I have the knowledge, ability or skill to succeed in the course despite
not meeting the prerequisite or co-requisite.

2. | will be subject to undue delay in attaining the goal of my educational
plan because of the enroliment limitation, or because the prerequisite
or co-requisite course has not been made reasonably available.

3. The prerequisite or co-requisite has not been established in accordance
with applicable college policies and procedures.

4. The prerequisite or co-requisite is in violation of Title 5, Section 55200-
55202 of the California Code of regulations.

5. The prerequisite or co-requisite, or enrollment limitation is either
unlawfully discriminatory or is being applied in an unlawfully
discriminatory manner.

6. The basis upon which the college established the enrollment limitation
does not exist. Note: You have the right to participate in all activities
related to matriculation components whether eligible for exemption or
not. The matriculation program is our plan to ensure your success. For
more information contact the Matriculation Department in Building “K’-
010, 763-5348 or the Assessment Center “C-107", 213-763-5339.

ACADEMIC HONORS

DEAN’S HONOR LIST

Each semester (Fall and Spring) - an Honor List is composed of students who
have satisfactorily completed 12 or more units in a given semester with a 3.5
grade point average OR have completed 6 to 11.5 units in a semester with a
3.5 grade point average and have completed a cumulative total of 12 or more
units with a 3.5 grade-point average in all work attempted. In recognition
of this scholastic accomplishment, each student is honored and awarded a
certificate. The certificate issued for the first and second semesters is titled
DEAN’'S HONOR LIST.

PRESIDENT’S HONOR AWARD

Students who have met the requirements for the Dean’s Honor List for three
consecutive semesters qualify for the President's Honor Award.

DISTINGUISHED GRADUATE AWARD

The Distinguished Graduate Award is one of the most significant and
praiseworthy honors available to students at Los Angeles Trade-Technical
College. Students are honored at the College Commencement exercises. In
order to be considered for the award, a candidate must:

¢ Apply for the Associate Degree.

® Achieve a cumulative grade-point-average of 3.70 or better in all
college work at the time of application, and be in good standing.

® Complete at least 50% of all units utilized for the award within the Los
Angeles Community College District.

¢ Achieve a grade-point-average of 3.70 and be in good standing in all
college work attempted at the end of the Fall semester if graduation
requirements will not be completed until the end of the Spring
semester.

After the final grade point evaluation, if the student achieved a 3.70 GPA, he
or she will be awarded the Distinguished Graduate Award.
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GRADUATION
REQUIREMENTS

ASSOCIATE DEGREE

The Board of Governors of the California Community Colleges has authorized
the Los Angeles Community College District Board of Trustees to confer
the degrees of Associate in Arts and Associate in Science. The program of
study leading to the Associate Degree requires sufficient depth in a field of
knowledge (the major) to contribute to lifetime interest and broad exposure to
other areas of learning (the general education requirements).

Philosophy of General Education

General Education symbolizes a successful attempt on the part of the
college to lead students through patterns of learning experiences designed
to develop certain capabilities and insights. Among these are the ability to
think and to communicate clearly and effectively, both orally and in writing, to
use mathematics, to understand the modes of inquiry of the major disciplines,
to be aware of other cultures and times, to achieve insights gained through
experience in thinking about ethical problems, and to develop the capacity
for, and sense of, self-understanding.

Associate Degree Requirements

The following Associate Degree requirements apply to students entering
for the first time after July 1, 1983. Continuing students with uninterrupted
attendance and demonstrating satisfactory graduation requirements listed
in the catalog in effect at the time of their initial enrollment (Catalog Rights).
A continuing student is one who has completed a minimum of one course
per semester, except that completion with a “W” will be accepted for one
semester only. Students who interrupt their attendance become subject to
any new requirements which are in effect at the time they re-enroll.

I.  Unit Requirement
60 to 64 units of degree applicable course credit in a selected
curriculum. One credit hour of community college work is
approximately three hours of recitation, study, or laboratory work
per week throughout a term of 16 weeks.

IIl. Scholarship Requirement
A*“C" (2.0) grade average or better in all college work attempted
in the curriculum upon which the degree is based.

lil. Competency Requirement.
Students must demonstrate competence in reading, in written
expression, and in mathematics. The following courses and
examinations are approved to meet the competency requirement
for the associate degree as defined in Board Rule 6201.12:
A. The competency requirement in reading and written expression
may be met by:
1. Completion of a course in College Reading and Composition
with a grade of “C” or better. Or

2. Completion of any one of the following courses (or its
equivalent at another college) with a grade of “C” or better:
English 101; Journalism 101
**Not offered at L.A. Trade-Tech

B. The competency requirement in Mathematics* may be met by:

1. Completion of one of the following courses (or its equivalent
at another college) with a grade of “C” or better:
Math 125 or any higher level mathematics with a prerequisite
of mathematics 115 or its equivalent (Math 125, 215, 216, 225,
227,230, 235, 236, 240, 245, 260, 265, 266, 267, 270, 275);
Statistics 1** Or

2. Achievement of a score of 15 or higher on the District
Mathematics Competency Examination.
*Board Rules 6201.14, 62201.12, & 6012.12
** Not offered at L.A. Trade-Tech

IV. Residence Requirement
Completion of at least 12 units of work in residence and
attendance at the college during the semester in which the
graduation requirements are completed. Exceptions may be
made under special circumstances.

V. Course Requirements
Majors requiring 18-35 units complete Graduation Plan A. Majors
requiring 36 or more units complete Graduation Plan B.
Effective for all students admitted for the Fall 2009 term or any term
thereafter, each course counted toward the major requirements must
be completed with a grade of “C” or better or a “P” if the course is
takenon a “Pass-No Pass” basis.

VI. Graduation Application
Students must complete an application with a Counselor and file it in
the Admissions office during the first 6 weeks of the semester in which
students expect to complete degree/certificate requirements.

Graduation Application for Degree/Certificate

All students must file an application for degree/certificate evaluation during
the first 6 weeks of the semester in which they expect to complete their
degree/certificate requirements with a Counselor. Students completing the
course work during the Summer Session must file an application during the
first 6 weeks of the preceding Spring Semester. Late applications are not
accepted. Applications for Degree/Certificate evaluation, for discontinued
instructional programs, will NOT be accepted beyond 3 years after the
program is removed from the College Catalog. Students should see a
counselor for evaluation of requirements for graduation.

Applications are available in the Admissions and Records Office, R-Building,
R- 102, Graduation Windows 9 and 10. Prior to the end of the semester
in which the application is filed, students will be notified by mail of their
degree/certificate evaluation. Students who do not complete requirements
must submit a new application during the first 6 weeks of the semester in
which they expect to meet requirements. Students successfully completing
all requirements will be NOTIFIED THROUGH THE U.S. MAIL when their
degree/ certificate is ready for pick-up, based on the following schedule:
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GRADUATION AND TRANSFER INFORMATION

® Students completing all requirements by January will have degree
certificate ready after June 15.

® Students completing all requirements by June will have degree/
certificate ready after August 15.

¢ Students completing all requirements by July (Summer Session) will
have degree/certificate ready after September 15.

STUDENTS MUST PRESENT THE NOTIFICATION CARD AND PICTURE
IDENTIFICATION WHEN PICKING-UP DEGREE/ CERTIFICATE.

Diplomas and/or Certificates will only be held for one year after the Diploma/
Certificate graduation date. Qualified graduates who do not pick-up their
Diplomal/Certificate within the above time frame must submit a request for
a duplicate Diploma/Certificate and will be assessed a fee for duplicate
preparation.

CERTIFICATE OF ACHIEVEMENT

The Certificate of Achievement shall be granted by Los Angeles Trade -
Technical College to any student who successfully completes a sequence
of courses established by the department and approved by the college in
certain designated programs. That sequence of courses shall include but
not be limited to the essential occupational courses required in the major.
All courses applied to a certificate program must be completed with a grade
of “C” or better.

Application for a Certificate of Achievement must be filed in the semester in
which the certificate is granted with a Counselor. Students completing the
course work during the summer session must file an application during the
first six weeks of the prior spring semester.
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2009-2010 GRADUATION PLAN “A” STUDENT PROGRAM ADVISEMENT WORKSHEET
for the Associate in Arts or Associate in Science Degree

Student’s Name:

(Please print) Last First Middle SSN (or student ID#)

Units Requirement: 60 to 64 units of course credit in a related curriculum.

Major Requirement: At least 18 semester units of study taken in a single discipline or related disciplines.

Scholarship Requirement: A “C” (2.0) grade average or better in all college work attempted in the curriculum upon which the degree is based.

General Education Requirements: Successful completion of at least 30 semester units of general education as indicated in the areas below.

Students who are interested in transferring to a four-year college or university should visit the University Transfer Center, H-130 or consult with a counselor regarding which

courses can transfer.
Equiv. Equiv.
Units Units in Units courses Units Units in Units courses
comp progress | needed other comp progress needed other
CC’s CC’s
A.NATURAL SCIENCES D. LANGUAGE & RATIONALITY
(3 units minimum) (12 units minimum)
Anthropology 101 1. English Composition/English
Astronomy 1,2, 5 Competency Requirement
Biology 3, 6, 7, 20, 36 Completion of one of the following courses
Chemistry 40, 51, 65, 70, 101, 102, 211, (or its equivalent at another college) with
212,221 a grade of “C” or better
Chemical Technology 111, 121 English 101
Electronics 2 2. Communication & Analytical Thinking
Environmental Science 1 Select two courses from the list below. To
Geography 1 meet the mathematics competenc,y,
Geology 1,6 complete at least one course listed in

Section a below (or its equivalent at

another college) must be completed with

agrade of “C"or better ~ OR
Achievement of a score of 15 or higher on

Microbiology 1, 20
Physical Science 1, 14
Physics 1,2, 3,4,6,7, 11, 12, 14t, 29f, 32t

Psychology 2 he District Mathemati

S SORIA S SERAVIORAL L_ Xeamh;ztgg; lathematics Competency
SCIENCES (9 units minimum) a. Math 125

1. American Institutions & U.S. History *;Statistics 1

History 11, 12, 13, 41, 42, 43, 44, 52, or
Political Science 1 or

Students can elect to take a competency
exam. The exam is available upon
request from the Social ~Science

**Computer Technology 60
**Electronics 10, 12, 14

*General Engineering Technology 121
**Engineering Technology 49, 50, 51

b. Computer Information Systems 701
D F-225, (213) 763-
’ gggnment, room 5, (213) 763 English 10
2. Social Sciences (Select one course from the Philosophy 6, 8

list below:) Speech 101, 103, 104, 151
Anthropology 102, 109, 121 3. Select an additional course from D1 or D2
Business 1,5 above
Child Development 1, 2, 3, 11, 42 E. HEALTH & PHYSICAL EDUCATION

(3 units minimum) Select one option

Economics 1, 2 1. Health 2 or 6 (meets both Physical

Siz(:graggy 827 Education & Health requirements)
1y 0. 2.1 unit of P.E. and choose one from Health 8,
Labor Studies 4

11,12, 21, 31, 32, 33, 35, 41, 42, 44, 45,
46, 47, 50, 51, or 52
TOTAL

Political Science 2, 7
Psychology 1, 11, 17, 32, 41, 69
Sociology 1, 2, 28
Speech Communication 121, 122, 122H Note: Nursing students are exempted from the Health requirement. Persons requiring exemption from
. One additional course from B1 or B2 above physical Education for medical purposes or extenuating circumstances must file a general petition in
. HUMANITIES (3 units min/'mura the Office of Admissions & Records, R-102.
American Sign Language 1, 2
Arabic 1
Architecture 1301, 1311
Art 101, 102, 103, 104, 201, 202, 300, 501, tThis course alone will not meet the unit requirement to fulfill the category.
502 *These courses are not offered at Trade-Tech but may have been taken at another college in the Los
Chinese 1, 2 Angeles Community College District
English 102, 203, 205, 205H, 206, 206H,
207, 208, 212, 212H, 213, 215, 215H,
218, 219, 220, 220H, 234, 240, 270
French 1,2, 3, 21
Humanities 1, 2, 54, 60, 61, 73
Japanese 1, 21, 22
Journalism 105
Music 101, 141, 142
Philosophy 1
Physical Education 750, 761, 762, 800
Spanish 1, 2, 3,4, 21, 22, 35, 36
Speech 130
Theater 100, 210, 507
Visual Communications 106, 108, 120,
1301
You must apply for graduation. Forms and instructions are available in the Admissions
and Records Office, R-Bldg, Room 102, Graduation windows 9 and 10.

oO|w

Students who take and pass competency examinations are awarded competency credit but no unit
credit.
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Counselor’s Signature Date
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2009-2010 GRADUATION PLAN “B” STUDENT PROGRAM ADVISEMENT WORKSHEET
for the Associate in Arts or Associate in Science Degree

Student’s Name:

(Please print) Last

First

Units Requirement: 60 to 64 units of course credit in a selected curriculum.
Major Requirement: At least 36 semester units of study taken in a single discipline or related disciplines.
Scholarship Requirement: A “C” (2.0) grade average or better in all college work attempted in the curriculum upon which the degree is based.
General Education Requirements: Successful completion of at least 18 semester units of general education as indicated in the areas below.

Students who are interested in transferring to a four-year college or university should visit the University Transfer Center, H-130, or consult with a counselor regarding which

courses can transfer.

Middle

SSN (or student ID#)

Units
comp

Units in
progress

Units
needed

Equiv.
courses
other
CC’s

Units
comp

Units in
progress

Units
needed

Equiv.
courses
other
CC’s

A. NATURAL SCIENCES
(3 units minimum)
Anthropology 101
Astronomy 1, 2, 5
Biology 3, 6, 7, 20, 36
Chemistry 40, 51, 65, 70, 101, 102, 211,
212,221
Chemical Technology 111, 121
Electronics 2
Environmental Science 1
Geography 1
Geology 1,6
Microbiology 1, 20
Physical Science 1, 14
Physics 1,2, 3,4,6,7, 11, 12, 141, 291, 32t
Psychology 2

D. LANGUAGE & RATIONALITY
(6 units minimum)

1. English Composition/English

Competency Requirement
Completion of one of the following courses
(or its equivalent at another college) with
a grade of “C” or better
English 101

w

. SOCIAL & BEHAVIORAL
SCIENCES (3 units minimum)

1. American Institutions & U.S. History

History 11, 12, 13, 41, 42, 43, 44, 52, or
Political Science 1 or

Students can elect to take a competency
exam. The exam is available upon
request from the Social Science Dept.,
room F-225, (213) 763-3938

2. Social Sciences

Select 3 units from the following courses
only if competency exam was taken and
passed

Anthropology 102, 109, 121

Business 1, 5

Child Development 1, 2, 3, 11, 42

Economics 1,2

Geography 2

History 86, 87

Labor Studies 4

Psychology 1, 11, 17, 32, 41, 69

Political Science 2, 7

Sociology 1, 2, 28

Speech Communications 121, 122, 122H

2. Communication & Analytical
Thinking
To meet the mathematics competency,
complete at least one course listed in
Section a below (or its equivalent at
another college) must be completed with
agrade of “C” or better ~ OR
Achievement of a score of 15 or higher on
the District Mathematics Competency
Examination
a. Math 125
**Statistics 1
**Computer Technology 60
*Electronics 10, 12, 14
**General Engineering Technology 121
**Engineering Technology 49, 50, 51
Select 3 units from the following courses only if
competency exam was taken and passed

b. Computer Information Systems 701
English 103
Philosophy 6, 8
Speech 101, 103, 104, 151

E. HEALTH & PHYSICAL EDUCATION
(3 units minimum) Select one option

1. Health 2 or 6 (meets both Physical
Education & Health requirements)

2.1 unit of P.E. and choose one from Health 8,
11,12, 21, 31, 32, 33, 35, 41, 42, 44, 45, 46,
47, 50, 51, or 52

TOTAL

o

HUMANITIES (3 units minimum)

American Sign Language 1, 2

Arabic 1

Architecture 1301, 131

Art 101, 102, 103, 104, 201, 202, 300, 501,
502

Chinese 1, 2

English 102, 203, 205, 205H, 206, 206H,
207, 208, 212, 212H, 213, 215, 218, 219,
220, 220H, 234, 240, 270

French 1,2, 3,21

Humanities 1, 2, 54, 60, 61, 73

Japanese 1, 21, 22

Journalism 105

Music 101, 141, 142

Philosophy 1

Physical Education 750, 761, 762, 800

Spanish 1,2, 3,4, 21,22, 35, 36

Speech 130

Theater 100, 210, 507

Visual Communications 106, 108, 120,
130t

You must apply for graduation. Forms and instructions are available in the Admissions

and Records Office, R-Bldg, Room 102, Graduation windows 9 and 10.

Note: Nursing students are exempted from the Health requirement. Persons requiring exemption from
physical Education for medical purposes or extenuating circumstances must file a general petition in

the Office of Admissions & Records, R-102.

Students who take and pass competency examinations are awarded competency credit but no unit

credit.

tThis course alone will not meet the unit requirement to fulfill the category.

**These courses are not offered at Trade-Tech but may have been taken at another college in the Los

Angeles Community College District

|
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Counselor’s Signature

Date
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2009-2010 CALIFORNIA STATE UNIVERSITY GENERAL EDUCATION CHECK SHEET

Student’s Name:
(Please print) Last First

Middle SSN (or student ID#)

Title 5 of the Administrative Code allows Los Angeles Trade-Technical College to specify a pattern of General Education courses which are acceptable to meet the General Education requirements at any of the
California State Universities and Colleges. UNITS IN AREA A AND B3 MUST BE COMPLETED WITH A “C” OR BETTER AND ARE REQUIRED FOR ADMISSION. Students must maintain an overall grade
point average of “C” or better in all courses. Certification of these units is not automatic and must be requested. Students must see a counselor to have records evaluated for certification. Each area, A
through E, may be certified individually when completed. Course may be used in only one area.

A student who does not meet certification requirement will be evaluated by the State University and may be required to complete additional the General Education courses.

Lower Division Major Requirements: In addition to the General Education pattern, students transferring to the CSU may complete Lower Division Major Requirements at LATTC. Visit the University Transfer

Center, H-130 or consult with a counselor for a list of these courses.
(Students must complete a minimum of 60 semester units of transferable credit unless they were eligible to be admitted as freshmen.)

Equiv. Equiv.
Units Units in Units courses Units Units in Units courses
CSU Certification Requirements comp | progress | needed other CSU Certification Requirements comp | progress | needed other
CC’s CC’s
A. COMMUNICATION & CRITICAL D. SOCIAL, POLITICAL AND ECONOMIC
THINKING (9 units minimum) INSTITUTIONS AND BEHAVIOR;
Select one course from each of A1, A2, & A3 HISTORICAL BACKGROUND (9 units
A1. Oral Communication: minimum)
Speech 101, 103, 151 Select one course from D6, one from D8, and
A2. Written Communication: a third course from another D1-D10
English 101, 101H category. )
A3. Critical Thinking: Note: Courses which may be used to
Enalish 102.103: Philosoph . satisfy American Institutions at CSU
Speceh 1%4' 0% Plosopny 6,8 are denoted by (f) and include Political
B. PHYSICAL UNIVERSE & TS LIFE cianco 1 ith 2 5 Hstory Class
FORMS (9 units minimum) ) (S's olry 112,13, 41,42, 43)
Select one course from each of B1, B2, and ’ SOC'.O Iogy 12
B3: At least one course must have a ociology 1, .
laboratory. Laboratory courses are D1. Anthropology:
marked with an asterisk (*) Amhmpo_b?y 102,109, 121
B1. Physical Science D2. Econom(cs,1 5
Ast 1 2% conomics 1,
S ronpmy R N " N Labor Studies 8
Chemistry 51%, 65%, 70%, 101%, 102*, 211*, D3, Ethnic Studies
212%,221* .
Geogranhy 1 Speech 122, 122H
Geo?og; 1y 6 D4. Gender Studies
Physical Science 1, 14* ﬁ?stror?ypg\zogy 109
Physics 1%, 2*, 3*, 4%, 6%, 7*, 11*, 12, 14* Psychology 32
B2. Life Science D5. Geography
Anthropology 101 Geography 2
Biology 3%, 6%, 7%, 20 D6. History:
Microbiology 17, 20* History 114, 12+, 13t, 41, 42}, 43+, 44,
B3. Mathematical/Quantitative: 52 86, 87
Mathematics 225, 227, 230, 235, 236, D7, Interdisciplinary:
240, 245, 260, 265, 266, 267, 270, 275 Child Development 1
C. ARTS, LITERATURE, PHILOSOPHY Speech 122, 122H
AND FOREIGN LANGUAGE (9 units D8. Political Science:
s /m't"";"l"")t tom C1 one Political Science 1%, 2, 7
elect at least one course from C1, one from )
’ D9. Psychology:
C2, and a third course from C1 or C2 Cmg E())et\)/%}I,opment 1
C1. Arts Psychology 1, 11, 32
Architecture 1301, 131F  f2unisonl E. LIFELONG UNDERSTANDING AND
Art 101, 102, 103, 104, 201, 202, 501 SELF-DEVELOPMENT
Music 101, 141, 142 (3 units minimum)
Physical Education 800 Select one course
Theater Arts 100, 507 Health 2, 6, 8, 11, 21, 52
C2. Humanities Psychology 41
American Sign Language 1, 2 TOTAL
English 102, 203, 205, 205H, 206, 206H,
207,208, 212, 212H, 213, 215, 215H, Certification of these units is not automatic and must be requested. First, see a
219,220, 220H, 234, 240, 270 counselor to have records evaluated for certification. Counselors forward completed
:'zgcr; ;22 3 certification form to Admissions Office Credit Clerks. Coursework from other
Humanities 1, 2, 60, 61, 73 colleges or universities must be on file (official transcript) in the Admission Office.
Japanese 1, 21
Philosophy 1 - [ 1 Fully [ ] Partially
Physical Education 750 Catalog Year Certified Certified
Spanish 1, 2, 3, 4, 21, 22, 35, 36
Speech 130
! !

Counselor’s Signature/Date Graduation Clerk’s Signature/Date

X
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2009-2010 UC/CSU - IGETC GENERAL EDUCATION CHECK SHEET

Student’s Name:

29

(Please print) Last

First

Middle

SSN (or student ID#)

The Intersegmental General Education Transfer Curriculum (IGETC) is a series of courses that community college students can use to satisfy lower division general education
requirements at any CSU or UC campus. The IGETC provides an option to the California State University General Education Requirements. Students in high unit majors are
encouraged to follow a particular UC campus’ breadth requirements instead of the IGETC. See a counselor for additional information. IMPORTANT: The IGETC must be certified prior
to transfer! If not certified, a student will be required to complete the four-year university’s own general education/breadth requirements and additional lower-division coursework may
be required. All courses must be completed with “C” grade or higher. (See your counselor for certification)

LEGEND:

C = Completed EC = Equivalent
IP = In Progress Course

or AP Exam R = Remaining

Units
comp

Units in
progress

Units
needed

Equiv.
courses
other
CC’s

LEGEND:

C = Completed EC = Equivalent
IP = In Progress Course

or AP Exam R = Remaining

Units
comp

Units in
progress

Units
needed

Equiv.
courses
other
CC’s

AREA 1 - ENGLISH COMMUNICATION

CSU - 3 courses required, one from each group
below, 9 semester units

UC - 2 courses required, one each from Group A
and B, 6 semester units

Group A: English Composition
(1 course, 3 semester units)
English 101, 101H

Group B: Critical Thinking - English
Composition (1 course, 3 units)

English 103

Group C: Oral Communication (CSU only)(1
course, 3 semester units)
Speech 101, 104, 151

AREA 2 - MATHEMATICAL CONCEPTS AND
QUANTITATIVE REASONING
(1 course, 3 semester units)

Math 225, 227, 235*, 236*, 245, 260, 265", 266",
267, 270, 275

AREA 4 - SOCIAL AND BEHAVIORAL
SCIENCES (at least 3 courses, 9 semester
units)

At least three from two disciplines or an
interdisciplinary sequence.

Anthropology 102, 109, 121

Child Development 1

Economics 1, 2

Geography 2

History 11%, 12*, 13*, 41*, 42", 43", 44, 52™, 86,
87

Labor Studies 8

Political Science 1**, 2, 7
Psychology 1, 11, 32
Sociology 1, 2

Speech 122, 122H

AREA 3 - ART AND HUMANITIES (at least 3
courses, 9 semester units)

At least one course from Arts, one from
Humanities, and a third course from Arts
or Humanities

Arts Courses:

Art 101, 102 103, 104

Music 101, 142

Physical Education 800

Theater 100, 507

Humanities Courses:

American Sign Language 2

Humanities 1, 2, 60

English 102, 203, 205, 205H, 206, 206H,
207,208, 212, 212H, 213, 215, 215H, 219,
220, 220H, 234, 240, 270

French 2,3

History 52**

Japanese 2

Philosophy 1

Spanish 2, 3, 4

Theater 100**, 507**

AREA 5 - PHYSICAL AND BIOLOGICAL
SCIENCES (at least 2 course, 7-9 semester
units)

One Physical Science course and one Biological
Science course; at least one must include a
laboratory (indicated by “L” in parentheses).

PHYSICAL SCIENCES
Astronomy 1%, 2%(L) or 5 (L)

Chemistry 51%(L), 65*(L), 70*(L),
101(L), 102(L), 211(L), 212(L), 221(L)
Geography 1
Geology 1
Physics 1%(L), 2%(L), 3*(L), 4*(L), 6*(L), 7*(L),
114(L), 12 14%(L)

BIOLOGICAL SCIENCES
Anthropology 101
Biology 3*(L), 6(L), 7(L), 20(L)
Microbiology 1*(L), 20*(L)

FOREIGN LANGUAGE
(UC requi t only)

*Indicates that transfer credit may be limited by either UC or CSU or both. Please consult with a

counselor for additional information.

**Course may be listed in more than one area, but shall not be certified in more than one area.

Proficiency equivalent to two years of high school
study in the same language.
American Sign Language 1, 2**
Arabic 1
Chinese 1,2
French 1, 2", 3**
Japanese 1, 2%, 22
Spanish 1, 2", 3**, 4** 21,22 , 35, 36
Completed at high school

| TOTAL

CSU GRADUATION REQUIREMENT IN
AMERICAN INSTITUTIONS
6 units, one course from (a) and one course from (b)

(a) Political Science 1

(b) History 11, 12,13

Note: Courses used to meet this requirement may not be used to satisfy requirements for IGETC

Certification of these units is not automatic and must be requested. First, see a counselor
to have records evaluated for certification. Coursework from other colleges or

universities must be on file (official transcript) in the Admission Office.

|

Counselor (Print Name)

Signature

Date

Graduation Clerk (Print Name)

Signature

Date

[
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PRE-PROFESSIONAL
EDUCATIONAL PATHWAYS

Students planning on pursuing a career in chiropractic, medicine or law
should see a counselor within the first semester of their studies at LATTC.
The academic preparation for each of these disciplines is specific and
frequently requires courses above and beyond the IGETC, CSU or private
colleges’ general education transfer requirements.

The course patterns listed below are suggested for students seeking transfer
to a four-year institution and eventual admission to professional school.
Completing these courses does not guarantee acceptance into any program.
Students should confirm course selection with an LATTC counselor and the
school to which they plan to transfer. Students seeking information about
programs at the University of California or California State University should
check www.assist.org for the most current program requirements. Students
seeking information about private colleges and universities should contact the
college or university directly or seek assistance from an LATTC counselor.

PRE-CHIROPRACTIC TRANSFER PATH

Chiropractors diagnose and treat spinal and other health disorders to help
their patients regain and maintain good health.

Students wishing to pursue a career as a chiropractor must complete a four-
year program resulting in a Doctor of Chiropractic (D.C) degree. There are
fifteen fully accredited Chiropractic programs in the United States; two are in
the Los Angeles Area. Both are private schools. Students should contact the
transfer school for specific requirements.

The following LATTC courses are suggested for Pre-Chiropractic students:
(These are NOT articulation agreements)

Cleveland Chiropractic College — Los Angeles

Students applying to Cleveland Chiropractic College should complete a
minimum of 60 semester units with a grade of “C” or better in the following
classes, plus a minimum cumulative GPA of 2.5:

1. Biology 20 OR Choose 2 from Biology 6, 7; Microbiology 1

2. Chemistry 101, 102, 211 and, 212

3. English 101 and 103 (preferred) or English 101 and Speech 101
4. Physics 1and 2 or 6 and 7

5. Psychology 1

6. 15 transferable units of Social Science/Humanities

7. Additional transferable units to total 60 units

Los Angeles College of Chiropractic — Whittier

Students applying to Los Angeles College of Chiropractic should complete a
minimum of 85 semester units with a grade of “C” or better in the following
classes, plus a minimum cumulative GPA of 2.75:

1. Biology 20 (strongly recommended) or Biology 6 and 7
2. Chemistry 101, 102, 211, 212
3. English 101 and 103

4. Physics 1and 2 or 6 and 7

5. 15 transferable units of Social Science/Humanites
6. Psychology 1

7. Additional transferable units to total 85.

PRE-LAW TRANSFER PATH

Law schools do not require or prefer any particular major. Law schools are
looking for well-rounded applicants who possess highly developed skills in
the following areas: written and oral communication, critical thinking, critical
reading, critical listening, research and analysis, problem solving, and task
organization and management.

The American Bar Association’s 1992 Report of the ABA Task Force on Law
Schools and the Profession recommends that students gain knowledge in the
following areas (corresponding LATTC courses are listed in parentheses):

1. A broad understanding of American history and the factors that have
influenced the development of our pluralistic society (History 11 & 12)

2. A fundamental understanding of political thought and theory (Political
Science 1)

3. A basic understanding of ethical theory and theories of justice
(Philosophy 1)

4. A grounding in economics, and understanding of the interaction
between economic theory and public policy (Economics 1 & 2)

5. Basic math skills and an ability to analyze financial data (Accounting
)
6. A basic understanding of human behavior and social interaction

(Psychology 1 & 14, Sociology 1 & 2, Speech Communication 121 &
151)

7. An understanding of diverse cultures within and beyond the United
States, of international institutions and issues, and of the increasing
interdependence of nations and communities within our world (History
41,42, 43, 44 & 52, Political Science 7, Speech Communication 122)

The LATTC course listed above address the knowledge skills recommended
by the ABA. However, not all the courses listed are required to transfer to
a four-year university or for law school admission. Students planning to
transfer to a four-year institution should complete the lower division major
requirements and the general education pattern for the appropriate transfer
institution.

PRE-MEDICAL PREPARATION

The purpose of a pre-medical course of study is two-fold:

1. To determine the compatibility between the student and science, since
medicine is the science of the human body

2. To provide the pre-medical student with a background on which to
launch future studies in the basic medical science
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ADMISSION FACTORS

There are several factors considered when you apply to medical school:

1. Your overall grade point average

2. Your science grade point average.

3. Your score on the Medical College Admission Test (MCAT)
4. Three letters of recommendation.

Before applying to medical school, a student should have completed his
or her Bachelor’s of Science or Arts at an accredited college or university.
Less than 10% of medical school admittees have not completed a bachelor’s
degree.

PRE-MEDICAL REQUIREMENTS

“PRE-MEDICAL” IS NOT A MAJOR. Pre-medical students should do the
following:

1. See a Counselor your first semester to select a major and work out a
program.

2. Take English courses early to gain writing skills.

3. Check prerequisites and complete them before attempting to enroll in
required courses.

The general pre-medical curriculum is as follows:
¢ Biology 6 and 7
¢ Chemistry 101, 102, 211, 212
¢ English 101 and 103
¢ Math 260
¢ Physics 1and 2 or 6 and 7

The following is a list of some popular medical schools and their recommended
premedical course of study. THESE ARE NOT ARTICULATION
AGREEMENTS. The courses listed are to serve a general guideline.
Requirements vary between schools. Students should contact medical
schools for exact course requirements.

University of California, Davis
a. One year of English
b. One year of Biological Sciences with lab
c. One year of General Chemistry with lab
d. One year of Organic Chemistry
e. One year of Physics
f. One semester of Integral Calculus

University of California, Irvine
a. One year General Chemistry
b. One year of Organic Chemistry
c. One year of Physics
d. One year and one-half years of Biology
e. One semester of college-level Calculus
f. One semester of Biochemistry

31

University of California, San Francisco

a. One year of Biological Sciences with lab (including Vertebrate
Zoology)

b. One year of General Chemistry with lab
c. One year of Organic Chemistry
d. One year of Physics with lab

University of California, Los Angeles
a. One year of college-level English Composition
. One year of Biological Sciences with lab
. One year of General Chemistry with lab

b
o
d. One year of Organic Chemistry with lab
e. One year of Physics with lab

f

. One year of college Mathematics to include Introductory Calculus and
Statistics

Highly recommended: Spanish, Humanities and Computer Skills

University of Southern California
a. One year of English
b. One year of Biological Sciences with lab
c. One year of General Chemistry with lab
d. One year of Organic Chemistry with lab
e. One year of Physics with lab
f. One semester of Biochemistry
g. One course in Molecular Biology
h. 30 Units of Social Sciences. Humanities, and English Composition

Highly recommended: College Math or Calculus; facility in the use of
computers

COOPERATIVE WORK
EXPERIENCE EDUCATION

PROGRAM OVERVIEW

Cooperative Work Experience Education (CWEE) combines on-the-job
experience with regular classroom instruction. It is designed to expand
students’ skills and knowledge, and to improve self-under-standing by
integrating classroom study with supervised work experience.

CWEE is based on the principle that well educated individuals develop
most effectively through the incorporation of related education and work
experience. By monitoring structured work experiences in business, industry,
government and human services settings, LATTC provides enrichment to
college studies which enhance the student’s total development.

In the Cooperative Work Experience Education program, individual students’
educational objectives are carefully planned and coordinated between
the College and employer to ensure a positive and realistic employment
experience.
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Cooperative Work Experience Education has the following objectives:

J

X

® To provide opportunity for the student to secure employment on a part-
time or full-time basis.

® To gain realistic work experience that is meaningfully related to the
student’s college study program.

® To provide the student the opportunity to acquire knowledge, skills, and
attitudes essential for successful employment.

A student enrolled in Cooperative Work Experience Education:

COOPERATIVE EDUCATION

m COURSE DESCRIPTIONS

The following courses provide Cooperative Work Experience Education
credit:

M

WORK EXPERIENCE IN MAJOR | (1) RPT3 (CSU)

921 WORK EXPERIENCE IN MAJOR | (2) RPT3 (CSU)
® Has the opportunity to learn or improve employment skills under actual 931  WORK EXPERIENCE IN MAJOR I (3) RPT3 (CSU)
working conditions. 941  WORK EXPERIENCE IN MAJOR | (4) RPT3 (CSU)

® Gains perspective on career goals through application of classroom
theory to “real life experience.”

® Builds self-identity and confidence as a worker through individual
attention given by instructor/coordinators and employers.

® Has opportunities to test personal abilities in work environments.

® Has a more realistic approach to the Job market.

® May refer to work experience education in future job applications.

® Benefits financially while learning, and can begin a career earlier.

STUDENT QUALIFICATIONS

To receive credit a student must complete a minimum of seven units
during the semester, including work experience.

OCCUPATIONAL WORK EXPERIENCE (ALTERNATE PLAN)

Hours by arrangement: 1-8 units
Prerequisite: Approval of Work Experience Coordinator

This is a program of on-the-job learning experiences full-time one
semester and work full-time the following semester. Work must
relate directly to the student’s educational goal. students must have
satisfactorily completed at least seven units of credit and not be
enrolled concurrently in more than one other course. The program may
be repeated three times for a maximum of 16 units.

CALIFORNIA STATE UNIVERSITY: APPROVED COOPERATIVE
EDUCATION SUBJECT AREAS

Los Angeles Community College District policy provides that a
maximum of eight (8) semester units in cooperative education courses
completed in the subject areas listed below may be applied toward the
California State University 56 unit admission requirement.

Prerequisite: Employment in a field related to the students’ major
as verified by the signature of the cooperative education advisor.
Supervised training is conducted in the form of on-the-line job training
in an employment area that will enhance the students’ educational
goals on campus.

Additional courses within the disciplines listed below provide
Cooperative Work Experience Education credit:

Business
Computer Application and Office Technology
Fashion Merchandising

OCCUPATIONAL WORK EXPERIENCE (PARALLEL PLAN) * Nursing
Hours by arrangement: 1-4 units ® Waste Water Management
Prerequisite: Approval of Work Experience Coordinator. * Automotive Technology
(]
This is a program of on-the-job learning experience for students R Carpentry )
employed in a job related to an occupationally oriented major. The Coc.)peratlve Education
program may be repeated three times for a maximum of 16 units. ® Culinary Arts

Child Development

Electrical Construction and Maintenance
Fashion Merchandising

Fashion Design

Labor Studies

Machine Tool Technology

Operating/ Maintenance Engineer
Plumbing Technology

Refrigeration and Air Conditioning Mechanic
Solid Waste Management Technology
Diesel Technology

Supply Water Systems Technology
Welding/Gas and Electric
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ADMISSION AND
REGISTRATION

Phone: (213) 763-5300
Location: R-Building
Hours: Monday - Thursday, 8:30 a.m. - 7:00 p.m

Friday, 8:30 a.m. - 3:00 p.m

The following procedure should be followed to enroll in Los Angeles Trade-
Technical College: Students must disclose any previous enrollment in
institutions of collegiate level. Failure to list any school, college, or university
which you previously attended, or any deliberate falsification of information,
is basis for dismissal from the college. Obtain an Application Packet and
Enroliment Appointment from the Information Center in R-100.

Submit the completed APPLICATION with picture ID. Effective July 24, 2006
the college will no longer use social security numbers to identify students. A
new student identification number will be assigned to all students because
of recently passed state laws. Once a new student |.D. number is assigned,
this number shall be used when students apply at another LACCD campus.
Non-U.S. Citizens should bring proof of their immigration status so that the
College may determine their residency for tuition purposes. You may also
submit your application on line by clicking to www.lattc.edu. If you are a
returning student or have attended one of the LACCD colleges, you may
submit your application on line. The ORIENTATION is designed to introduce
our many educational programs, services and explain how to complete the
enroliment process.

The ASSESSMENT will help students determine which level classes are
most appropriate for your skill level. This is NOT a pass or fail nor a graded
test. It will be used with other factors to help the counselor or faculty mentor
assist students with course selection. Please allow approximately 2 hours for
this portion of your enrollment. NOTE: If students have an Associate degree
or higher, completed a college level English or Math class, or have taken
an assessment within the last two years, they may be exempted from this
assessment. However, we want students to be aware of the many services
and programs available at Los Angeles Trade-Technical College.

After the Orientation and/or the Assessment, students may speak to a
counselor. Counselors will recommend appropriate courses based on
educational goals; students may then register for classes. See class schedule
for exact registration dates.

After registration students can now proceed to the Business Office, in the “K”
Building, window 126, to pay all fees. New I.D. Cards with the new student
|.D. number will be issued in R-100.

COLLEGE DEADLINE POLICY

The college strictly enforces the published deadlines for admissions
application, dropping, adding classes, fee refunds and graduation
applications.

RESIDENCY REQUIREMENTS

California Residence Requirement

To attend any of the Los Angeles Community Colleges as a resident of
California, a student is required to have been a California resident for more
than one year immediately preceding the Residence Determination Date.
The “Residence Determination Date” is that day immediately preceding the
opening day of instruction of the semester or summer session. Residence is
defined as a union of act and intent.

District Residence Requirement

At the time of application each student is required to file a Statement of
Residence to ascertain the college district jurisdiction in order to comply with
requirements of the law. The information given by each student is subject
to certification, and any falsification can result in immediate cancellation of
registration and exclusion from the College Residence Appeal.

A student may appeal the residence classification determined by the college.
The appeal must be made within 30 calendar days of receipt of notification
of the residence classification from the Admissions Office. The appeal must
be submitted in writing to the college Admissions Officer who will forward it to
the District Residency Appeal Officer.

Residence - More Than 60 Miles From Nearest College

Full time students under 21 years of age and honorably discharged veterans
under 25 years of age who live 60 miles from any college are eligible for a
maintenance allowance. See Registrar for additional information.

Non-Resident

A non-resident student is one who has not had residence in the State of
California for more than one year immediately preceding the Residence
Determination Date.

Residence is defined as a union of act and intent. Physical presence alone is
not sufficient to establish California residency nor is intent when not coupled
with continuous physical presence in the State. Certain non-U.S. citizens are
permitted to establish residency and certain others are not. Check with the
Admissions Office regarding your particular status.

A student classified as a non-resident will be required to pay nonresident
tuition fees as established by the District Board of Trustees. Failure to pay
fees on time will result in student being dropped from classes.

IMPORTANT INFORMATION

Effective January, 2002, all students regardless of their immigration status,
who meet all the requirements set under the new law AB540, can be
exempted from Non-Resident Tuition. Please see Admissions & Records
Office, R-102, for details.
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Residence Reclassification

Students who have been classified as non-residents must petition to be
reclassified as residents if they feel their status has changed. The Residence
Reclassification forms are available in the Admissions Office and must be
submitted prior to the semester in which reclassification as a resident is to
be effective.

ADMISSION ELIGIBILITY

You are eligible to attend LA Trade-Technical College if you meet any of the
following criteria:

1. You have graduated from high school or have successfully passed the
California High School Exit Examination.

2. You are over 18 years of age and are no longer attending high school and
are capable of profiting from the instruction offered.

3. You are under 18 years of age and not a high school student, with special
permission as a full-time student, or concurrently enrolled student.

CONCURRENT ENROLLMENT AT LA TRADE-
TECHNICAL COLLEGE

As a high school student you may enroll concurrently at L.A. Trade-Technical
College. In addition to the application for admission, you must submit
a separate concurrent enrollment form, approved by your high school
counselor and your parents. All K-12 students require special processing.
Call (213)-763-5560 for details. Concurrent students are given the last
priority for registration.

ENROLLMENT POLICIES

Adding Classes

Only students who have been admitted to the college and are in approved
active status may add classes. Enrolled students who wish to add a class
prior to the first day of classes should complete an “ADD/DROP Card” and
take the form to the Admissions Office prior to the first day of classes or use
the telephone STEP System or the internet system at www.lattc.edu After the
ADD/DROP Card is processed, the student will receive a Station 4 Completion
Form, indicating that the student’s schedule adjustment has been processed.
The student must take the Completion form to the Business Office. Official
confirmation of a student adding a class validated by a computer generated
REGISTRATION/FEE RECEIPT from the Business Office showing the class
changes and fees paid.

Late Add

After classes have started, a student may be permitted to add an OPEN
class (es), defined as a class section with five (5) or more open seats on
the daily basis. The Late Add period is defined as the first six (6) business
days (including Saturday) after a class begins. During this period, students
may receive an ADD PERMIT approved and signed by the instructor who
teaches the section. The ADD PERMIT is available from the departments,
the instructors.

The student must submit the signed ADD PERMIT to the Office of Admissions
and Records within the same day that the ADD PERMIT is issued, and return
the copy to the instructor the next class meeting date. After the Late Add
Period, only the instructor who teaches the section(s) has the right to issue
and sign an ADD PERMIT for regular term classes.

Auditing Classes
Students may be permitted to audit a class under the following conditions:

1. Complete an application and be authorized to register in the college.

2. Obtain permission of the instructor of the class at the beginning of the
semester.

3. Pay afee of $15 per unit. Fees may not be refunded. Students enrolled
in classes to receive credit for ten or more semester units shall not be
charged a fee to audit three or fewer semester units per semester.
Students who drop below ten units will be required to pay the 3 units
audit fee.

No student auditing a course shall be permitted to change his or her
enroliment in that course to receive credit for the course. Student taking
course for credit shall not be permitted to drop to audit the same course.
Priority in class enrollment shall be given to students desiring to take the
course for credit.

Enroliment in Same Course

Concurrent enrollment in more than one section of the same course during
a semester is not permitted with the exception of certain Physical Education
classes on a limited basis. Concurrent enrollment in courses which are
cross-referenced to each other is not permitted (i.e., courses designated
“same as” in the District Directory of Educational Programs and Courses).
Violation of this regulation will result in exclusion from class and denial of
course credit in both courses. Enrolling in classes scheduled or conducted
during overlapping times is not permitted. Students will be excluded from
both classes and denial of credits and subject to disciplinary action (See
Standards of Student Conduct).

Dropping Classes

Students wishing to drop one or more classes must do so through the
Admissions Office by filing an ADD/DROP form or DROP CARD or use the
telephone STEP system or the internet system (www.lattc.edu). It is the
student’s responsibility to DROP the class. If the class is not dropped, the
student may receive an “F” in that class and may be liable for any fees.
Classes dropped before the end of the 4th week or 30% of the class length
(whichever is less) will not appear on the student's record. Any drops
or exclusions that occur between the end of the 4th week and the end
of the 12th week will result in a “W” on the student's record which will be
included in the determination of progress probation. Drops are not permitted
beyond the end of the 12th week. A grade of “A”, “B”, “C", “D”, “F”, “CR”, “I"
or “NC” will be assigned to students who are enrolled past the end of the
12th week even if they stop attending class, except in cases of extenuating
circumstances. After the last day of the twelfth week (or 75% of the time the
class is scheduled, whichever is less) students may withdraw from class upon
petition demonstrating extenuating circumstances and after consultation with
the appropriate faculty.

Verification of Enroliment

Verification of the Student's Enrollment may be obtained upon written
request. Verification Request Forms are available in the Admissions Office.
District policy prohibits the acceptance of Verification Requests over the
phone. Please allow ten (10) working days for processing. The first two
verifications or transcripts (see Transcripts section on this page) EVER
requested are free. Each additional request is $3.00 per copy. Students may
request same day processing to expedite their request for an additional fee of
$7.00 per verification. Requests for Verification of Enroliment by Agencies or
Individuals other than the student must be accompanied by a signed release
permitting the College to release that student’s information. A valid photo ID
is required when picking up the verification.
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INTERNATIONAL STUDENTS ADMISSION

Phone: (213) 763-5345
Fax: (213) 763-5991
Location: Building R-100

Office Hours: Monday through Friday, please call for an
appointment
http:/lwww.lattc.edu/dept/TADR/IntStu/ishome.htm

intstud@lattc.edu

Website:
Email:

F-1 International Students Admission
Los Angeles Trade-Technical College (LATTC) welcomes applications
from international students. We also accept transfer applications for F-1
Visa students currently studying in the U.S. as well as Change of Status
applications for visitors who currently have other visas. Applications may be
obtained by contacting the office or on-line.

Application Deadlines:
¢ Fall Semester: July 1
® Spring Semester: December 1

F-1 students transferring from schools within the United States (US) have a
more flexible deadline. Call our office for more information.

The applicant must provide:
1. The supplemental International Students Application

2. Official TOEFL scores sent directly from Educational Testing Services
— this may be waived if you are from a country that uses English as its
primary language of instruction or if you are transferring from a school
within the United States. We also accept the International English
Language Test Skills (IELTS) report and the Step Eiken in lieu of the
TOEFL. Please contact us for all test cut scores.

3. Two recent passport sized photographs of applicant

4. Official transcripts and/or diplomas from secondary school or colleges
attended — Student must be a high school/secondary school graduate.
If these documents are not in English, an official translation must also
be submitted.

5. The LATTC Affidavit of Support with an attached official bank statement
or letter with a minimum of $16,000 USD in available funds dated within
the last 6 months

6. Non-refundable $35 application fee — check, cash, or money order (do
not send cash in the mail)

7. Copy of valid passport identification page

8. Transfer students must also submit the following documents: the
LATTC Transfer Approval Form, a copy of your current I-20, a copy of
your visa, and a copy of the front and back of your |-94

Please allow 2 — 4 days for application processing time once ALL documents
are received by the college. Eligible students will be issued an [-20A form
by LATTC. This document can be used by the student to obtain an F-1 Visa
from a US Embassy in histher home country. Students who are already in the
country may use this new I-20 to change their visa status or to complete their
transfer process from another educational institution.

International student fees are approximately $221 per unit, which is subject to
change by the California legislature. Health care in the United States can be
costly without proper insurance coverage. Starting the Fall 2007 semester,
LATTC International Students will be fully covered by Blue Cross. The cost

for a 8-month period of coverage is $420, which is subject to change. The
$420 will be included as part of your LATTC fees every Fall and Spring
Semester (no waivers). Please visit our office for a copy of your benefits.

Per U.S. Citizenship and Immigration Services (USCIS) regulations, all F-
1 International Students must maintain a full-time course load during the
Fall and Spring semesters — certain exceptions apply, please see your
Designated School Official (DSO) for more information. A full-time course
load is defined as a minimum of 12 units. Dropping below 12 units without
PRIOR written permission from the DSO places your student status at risk.
F-1 students are not required to attend the Winter and Summer Sessions but
may do so if they wish.

MATRICULATION
SERVICES

Phone: (213) 763-5348

Location: K-008

Hours: Monday - Thursday, 8:30 a.m. to 7:00 p.m.
Friday 8:30 a.m. to 1:00 p.m.

Matriculation is a process that brings Trade-Technical College and students
(who enroll in credit courses) into an agreement to assist students in
attaining their educational goal through the college’s programs, policies and
requirements. It involves a partnership between the student and the college
which begins when students apply for admission and ends after completing
your studies.

ASSESSMENT

LATTC offers a self-paced computerized assessment placement test.
LATTC also offers a timed paper and pencil assessment placement test
(Companion). Students receive an assessment summary that may be used
to select their courses and to plan their educational career goals. Course
recommendations are advisory and should be discussed with a counselor.

ORIENTATION

Online Orientation — provides students with a variety of programs and
services that LATTC has to offer. The online video orientation is available
online at either the college’s homepage or the Matriculation website. In-
Person Orientation — For those students who would like to speak directly
with college representatives and receive information regarding the programs
and services; LATTC offers an in-person orientation prior to each semester.

FOLLOW-UP (EARLY ALERT)

Early Alert provides mid-semester evaluation and feedback of a students’
academic progress according to their classroom instructors. Referrals to
support services are made when needed or requested and College Success
workshops are offered throughout the semester.

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 35

2009-2010 GENERAL CATALOG

35

]

[

7/20/2009 1:31:06 PM



36

J

\

ASSOCIATED STUDENT
ORGANIZATION (ASO) FEE

ASO programs are supported by a $7.00 membership fee, available at the
Business Office, for day and evening students. These fees are necessary to
utilize A.S.O. services. Any student, upon enrolling, is eligible to become a
paid member of the Associated Student Organization. Associated Student
Organization members are entitled to all rights and privileges, including
accident insurance, loan application, dances, athletic contests, and all
activities of the Associated Students. Also, all students must also pay one
dollar Student Representation Fee that supports student issues, policy and
procedures, and advocacy activities that benefit students.

ENROLLMENT FEE

The State Education Code requires Community Colleges to charge enrollment
fees* of each student enrolling in college. The fee prescribed by these
sections shall be twenty dollars ($20) per unit per semester with no maximum
amount per semester. For example, if you enroll for ten units, the fee will be
$200. If you enroll for fifteen units, the fee will be $300. See the Financial Aid
Office prior to payment for enroliment fee waiver assistance. Non-resident
students paying non-resident fees are required to pay the twenty dollar
($20) per unit enroliment fee. All students who pay fees are provided with
a Registration Fee Receipt at the time of payment. Duplicate receipts cost
$1.00. Los Angeles Trade-Technical College does not automatically drop
students from a class for nonpayment of enroliment fees.

ENROLLMENT FEE REFUND POLICY

For full term courses: a student may receive a full refund for classes dropped
(and refunds requested from the Business Office) through the end of the
second week of instruction. There will be no refunds for classes dropped after
that, unless a class is canceled or rescheduled by the college administration.
After the second week of classes, the student may drop a course and use the
fee previously paid that semester to add another class. Therefore, we advise
the student to drop and add at the same time.

For short term, Summer session, and Winter Intersession courses: The
student may receive a full refund for classes dropped (and refunds requested
inthe Business Office) through the end of a period of time equal to 10% of total
class time usually during the first week of classes. There will be no refunds
after that, unless a class is canceled or rescheduled by the administration.
Students are required to request refunds at the Business Office at the time
they drop their classes even if dropping by telephone. If college expenses
have been paid by federal financial aid funds, any refund due will revert to the
financial aid program rather than to the student. Expenses paid by financial
aid may be subject to a special pro-rata refund calculation.

Contact the Financial Aid Administrator or the College Financial Administrator for
specific information regarding refund calculations for financial aid recipients.

HEALTH SERVICES FEE

The Board of Trustees has required that each college collect a mandatory
eleven-dollar ($11) health services fee during the Fall and Spring semesters
and an eight-dollar ($8) fee during Summer session and Winter Intersession.
This fee must be paid at the time of registration. Los Angeles Community
College District Policy exempts the following students from paying the
student health fee: (a) students who depend exclusively on prayer for
healing in accordance with the teaching of a bonafide religious sect, (b)
students who are attending classes under an approved apprenticeship
training program, (c) non-credit education students, (d) students enrolled in
District colleges exclusively at sites where student health services are not
provided, (e) students who are enrolled District colleges exclusively through
Instructional Television or distance education classes, (f) student who are
enrolled in District colleges exclusively through contract education. Students
exempted under the provisions of (b), and (c) above are eligible to receive
the services of the college health program; all other exempted students are
not eligible to receive the services of the college health program. Students
who are exempted may obtain a Health Services Exemption Form from
the Admission Office (R-100). Completed forms must be returned to the
Admissions Office for approval. See the Financial Aid Office (A-130) for other
possible exemptions.

INSTRUCTIONAL MATERIALS

Students may be required to provide and/or pay for instructional and other
materials for credit or noncredit courses. Such materials shall be of continuing
value to a student outside of the classroom setting and shall not be solely
or exclusively available from the District. If class materials are provided, the
student may be assessed those costs for materials. Payment and verification
of material fees is to be completed at the college Bookstore or Business
Office K-126.

NON-RESIDENT TUITION FEE

The 2009-2010 tuition for non-resident students is $188 per unit plus the $20
per unit enroliment fee. Fees must be paid at the time of registration. The
2009-2010 tuition for foreign students is $188 per unit plus the $20 per unit
enroliment fee and the Board of Trustees adopted $10 per unit fee pursuant
to Education Code Section 76140. These fees are subject to change each
academic year. International students must first pay a non-refundable $35
application fee. The Board established a twenty-five dollar $25.00* per
semester processing fee for students classified as nonresidents who are
both citizens and residents of a foreign country. These fees are subject to
change each academic year.

*Subject to change by the California Legislature

Notes:

1. Fees paid by federal financial aid funds will be subject to a special refund
calculation.

2. Non-resident students are also required to pay the community college
enrollment fee.
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A non-resident student who formally drops or otherwise separates from part
or all of his/her enrollment may request a refund of previously paid non-
resident tuition in accordance with the schedule below. Such request must
be made in writing at the Business Office at the time the classes are dropped.
The date used for non-resident refund purposes is the date on which such
request is filed and time stamped, regardless of when separation may have
occurred. All non-resident refunds will be made by mail.

Non-resident refunds will be computed as follows:

CLASS TYPE DATE REQUEST FILED REFUND
Regular Length Through Full Tuition
(Fall and Spring second week
semesters) of instruction
After No Refund
second week
of instruction
Short Term Through Full Tuition
(Less than regular length, ~ 10% of
Summer Session, and class length
Winter Intersession)
After No Refund
10% of
class length

STUDENT REPRESENTATION FEE

The student representation fee is a mandatory $1.00 (one dollar) per
semester fee to provide support for students/ representatives who support
student viewpoints before various governmental offices and agencies.
Students may for religious, political, financial or other reasons, refuse to pay
the fee in writing on a form provided for this purpose.

PARKING FEE

A limited number of student Parking Permits are available for purchase at
the Business Office for $20.00 per permit per semester for Fall and Spring;
$10 per permit for the Winter and Summer. Parking in areas marked “parking
by permit only” is restricted to vehicles displaying a valid permit. Vehicles
parking on college property without a valid permit will be subject to citation.
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FINANCIAL AID

Phone: (213) 763-7082
Location: Trailer TN-100 and TP-100
Hours: Monday - Friday: 8:00 - 2:00 p.m.

Monday - Thursday: 4:30 - 7:30 p.m.

Financial Aid Assisted Lab

Location: K-Building Basement Room 004
Hours: Monday - Friday 10:00 — 2:00 p.m.

Monday - Thursday 4:30 - 6:00 p.m.
GOAL

The goal of the Financial Aid Program is to provide access to various types of
post-secondary education for those who otherwise would be unable to start
or continue their schooling and/or training.

FINANCIAL AID - WHAT IS IT?

Financial aid is funding provided by the federal and state governments, and
private sources in the form of grants, scholarships, loans and employment.
These funds are available to make it possible for students to continue their
education beyond high school even if they and/or their family cannot meet
the full costs of the post secondary school they choose to attend. The basis
for such programs is the belief that students and their families have the
primary responsibility to meet educational costs. Financial aid is meant to
supplement your existing income and/ or financial resources and should not
be depended upon as your sole mean of income to support all educational
and other non-educational expenses.

WHO CAN APPLY?

To be considered for financial aid, a student must meet the following minimum
requirements:

® Be a U.S. citizen or an eligible non-citizen. An eligible non-citizen is
a U.S. permanent resident as determined by the Immigration and
Naturalization Service verifying that their stay in the U.S. is for other
than a temporary purpose.

® Show financial need.

® Enroll as a regular student in an eligible program.

® Make satisfactory progress in a course of study leading to an AA or AS
degree, certificate, or transfer to a baccalaureate degree program.

® Must not be in default on a Federal Perkins Loan (formerly National
Direct Student Loan), Stafford Loan (formerly Guaranteed Student
Loan (GSL), Supplemental Loans for Students (SLS), or Direct Loan at
any school the student attended.

® Must not owe a refund on a Federal Pell Grant, Federal Supplemental
Educational Opportunity Grant (FSEOG) or Leveraging Educational
Assistance Partnership (LEAP) Grant.

® Register with the Selective Service if required to do so.

® Have a valid Social Security Number (SSN).

® Have a high school diploma or its equivalency, such as GED, or pass
an Ability to Benefit Test.

Students who are not high school graduates must provide documentation of
ability to benefit by passing a federally approved, independently administered
test or completed six degree applicable units approved by the Financial Aid
Office.

WHEN TO APPLY

® January 1 of each calendar year is the beginning of the application
period for Federal and State financial aid.

PRIORITY and DEADLINE DATES FOR 2009-2010:

® March 2, 2009 - CAL GRANT DEADLINE for both high school seniors
and community college students

® September 2, 2009- Second deadline for community college students
to apply for CAL GRANT B

® June 30, 2010 is the deadline for filing a Free Application for Federal
Student Aid (FAFSA) for 2008-2009.

® May 1, 2009 — is the Priority date for Fall & Spring

Students should continue filing their Free Application for Federal Student Aid
(FAFSA) even if they miss the PRIORITY DATE because PELL GRANTS,
ENROLLMENT FEE WAIVERS, JOBS and LOANS will continue to be
awarded to qualified applicants throughout the academic year if funds are
available.

FINANCIAL AID PROGRAMS

The Financial Assistance Programs available at Trade-Tech are:
® FEDERAL PELL GRANT
® FEDERAL SUPPLEMENTAL OPPORTUNITY GRANT (FSEOG)
® FEDERAL WORK STUDY (FWS)
® FEDERAL PERKINS LOAN
® FEDERAL DIRECT LOAN
® ACADEMIC COMPETITIVENESS GRANT (ACG)
® CALIFORNIA STATE GRANTS (CAL GRANTS)
¢ SCHOLARSHIPS
® BOARD OF GOVERNORS FEE WAIVER

Students can apply for one or more of these programs by filing a Free
Application for Federal Student Aid (FAFSA). Campus scholarships and the
Board of Governors Fee Waiver require separate applications.
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ENROLLMENT FEE ASSISTANCE

For immediate enroliment fee assistance, students who are unable to pay
the enroliment fee should complete the Board of Governors’ Enrollment
Fee Waiver application and submit it to the college Financial Aid Office for
processing prior to payment of their enroliment fees. Students who had a
fee waiver last year must submit a new application for the new year which
includes Summer 2009, Fall 2009, Winter Intersession 2010, and Spring
2010. Applications are available in the class schedule, the Information
Center, and the Financial Aid Office.

There are three ways to qualify:

*Method A (BOG A) - For families or students who receive TANF/
CALWORKS, General Relief (GR), Supplemental Security Income (SSI/
SSP).

Method B (BOG B) - For families or students whose family income and size
fall with the following limits:

BOARD OF GOVERNORS FEE WAIVER PROGRAM
(BOGFW-B)

2009-2010 INCOME STANDARDS

FAMILY SIZE 2008 INCOME
$15,600
$21,000
$26,400
$31,800
$37,200
$42,600
$48,000
$53,400

| N o] BN~

Each additional family member add $5,400

Special Classification Enrollment Fee Waivers:
You are also eligible for a BOG if:

® Adependent of a deceased or disabled veteran of the U.S. Military

® Arecipient of a Congressional Medal of Honor or a child of a recipient

® Adependent of a victim of the September 11, 2001 terrorist attack

¢ Adependent of a deceased law enforcement/ fire suppression person
killed in the line of duty.

*Proof of these benefits is required.

Method C (BOG C) - Students who do not meet the above criteria, but have
financial need as established by the College Financial Aid Office, may also
be eligible for an Enrollment Fee Waiver. To qualify, students must complete
a Free Application for Federal Student Aid (FAFSA) and provide proof of prior
year income. Processing of this type of fee waiver takes approximately five
working days.

Note: Effective Fall 2006, the health fees are no longer part of the fee
waiver. All BOG fee waiver recipients are required to pay the student
health fee. Financial Aid recipients can have health fee deducted from
their financial aid check.

There are no fee waivers for audited classes. Other financial aid may be
available to students who meet the qualification requirements. Students
with questions concerning financial aid eligibility should contact the College
Financial Aid Office, at TN-100 and TP-100.

SCHOLARSHIPS

Because of the nature of the College and the close cooperation with
business, industry and alumni, there is an on-going scholarship program
available to students of the College. In addition to the availability of college-
wide general scholarships, various Departmental scholarship opportunities
are offered to students majoring in those areas. Specific information on the
available campus scholarships is contained in the College’s Student Guide to
Loans and Scholarships. This brochure is available in Departmental Offices,
the College Information Center (located in the R building, Room 100) or the
Financial Aid Office. Located at Trailer TN-100 and TP-100.

SATISFACTORY ACADEMIC PROGRESS FOR
FINANCIAL AID

To be eligible for federal and state financial aid, students are required by
the U.S. Department of Education and the State of California to maintain
satisfactory progress toward completing their degrees or certificates. In
compliance with prescribed regulations, the Los Angeles Community College
District (LACCD) has established guidelines designed to promote timely
advancement toward specific degree and certificate objectives. Effective July
1, 2009, to satisfy academic progress requirements, financial aid students
must meet the following:

® Maintain a cumulative Grade Point Average (GPA) of 2.0.

® Have less than 90 units attempted at the beginning of the academic
year.

® Non-grades (W, INC, NCR) must be 33% or less of cumulative units
attempted.

Disqualification — Students will be disqualified and will not receive financial
aid if they have one or more of the following deficiencies at the end of the
spring semester:

¢ Total units attempted (excluding ESL and 30 units of Basic Skill/
Remedial classes) are equal to or greater than ninety (90);

¢ Associate or higher degree has been earned;
® Cumulative GPAis less than 2.0;
¢ Cumulative non-grades are more than 33%

Warning letter — Students will receive a warning letter at the end of the fall
semester if they have one or more of the following academic deficiencies:

® Cumulative GPAis less than 2.0;

¢ Cumulative non-grades are greater than 33%

¢ Number of units attempted reaches forty-five (45).
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Appeal - Students who are disqualified from receiving financial aid may
submit a written appeal to the financial aid office. The appeal must include
an education plan signed by a counselor and an explanation of why the
satisfactory academic progress requirements were not met. The appeal form
must be received by the Financial Aid Office on or before the last day of the
semester that the students are appealing for.

If you have any questions, call or visit your college Financial Aid Office. Staff
members are available to answer your questions and to help you complete
any of the forms. Keep in mind that it takes two months, sometimes longer,
between the time you apply for aid and the time your award is completely
processed. For additional information related to the programs offered and
the application process, contact the campus Financial Aid Office at (213)
763-7082 or stop by the office during our office hours to pick-up a copy of the
“Financial Aid Guide”

IMPORTANT NOTICE

Effective Fall 2000, students who drop below 6 units or who withdraw from
all classes before 60% of the term of enroliment has passed will be required
to pay back a percentage of the Federal financial aid grant funds they have
received. Contact the Financial Aid Office before withdrawing from all or part
of your classes! (213) 763-7082, Trailer TN-100 and TP-100.

For detailed explanations related to filing, awarding, and receipt of funds
please call the above telephone number and arrange an appointment with a
Financial Aid Technician located at Trailer TN-100 and TP-100.
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CAREER CENTER

Phone: (213) 763-7104

Location: C-107A

Hours: Monday - Friday, 8:30 a.m. to 4:00 p.m.

The Career Center's mission is to promote effective career planning for
students. Experienced staff will assist with career options and provide the
testing and interpretation of career assessments, career guidance, and
develop the student's awareness of the educational opportunities available.
The following career inventories are available: The Myers/Briggs Personality
Assessment, the COPS-COPESCAPS career inventory, the EUREKA Career
Information System, a library with Career Books, Videotapes and Pamphlets
are available to assist with career and job opportunities.

CHILD DEVELOPMENT CENTER

Phone: (213) 763-3690
Location: Corner of Olive and 21st Street
Hours: See below

The Campus Child Development Center is designed to provide a supportive
educational environment for children while parents attend classes, job
training, and/or are working. The center believes that a warm and nurturing
atmosphere is the best for both children and adults to learn and grow.
Therefore, our focus is to provide developmentally appropriate activities for
children and to provide opportunities for parents to enhance their parental
skills. The Center is staffed by teachers trained in the field of early childhood
education. Student assistants and college lab students work with the staff
to provide an environment that is developmentally appropriate for young
children. Activities are planned to meet the child’s emotional, social, physical
and intellectual needs. Programs are as follows:

Day Program:

Hours: Half Day Care - 6:30 a.m. to 12:00 p.m., Monday - Friday

Full Day Care - 6:30 a.m. to 4:00 p.m., Monday - Friday

Ages: Infants through Preschool Children, 12 months to 5 years
of age (before entrance to kindergarten)
Meals served:  Breakfast, Lunch and Snack

Evening Program:

Hours: 4:30 p.m. to 9:30 p.m., Monday - Thursday
Ages served:  School Age Children 5 to 12 years of age
Meals served: ~ Dinner and Snack

For an application contact the Center located on the corner of Olive and 21st
Street. Each application is to be completed and returned to the Child Development
Center with income verification in order to establish enrollment priority for your
child’s admission. Child care is free for income eligible parents.

PLEASE NOTE: The Child Development Center will soon move to a new
location at 21%* and Grand. Please see the LATTC website for updates.

COUNSELING SERVICES

Phone: (213) 763-7354

Location: H-130

Hours: Monday - Thursday: 8:00 a.m. to 6:30 p.m.

Friday: 8:00 a.m. to 3:00 p.m.

The Counseling Department provides quality services to assist students in
successfully completing course work leading toward their educational goal.
Counselors help students make informed decisions in selecting a career in
a vocational, academic, or transfer program. Students can consult with a
counselor to discuss any of the following:

ACADEMIC/VOCATIONAL PLANNING & ADVISEMENT, in which the
student is assisted in assessing, planning and implementing his or her
immediate and long-range academic goals. Counseling in Spanish is
available upon request.

¢ Student Educational Plan

¢ Orientations

® Early Alert Workshops

¢ Financial Aid Advisement

¢ Transcript Evaluation

® Graduation Requirements

® General Education Certification (UC/CSU)

® Transfer Requirements to Four-Year Colleges and Universities (see
“Transfer Center” for more information)

® Interpreting Assessment Results

¢ Personal Concerns

¢ Substance Abuse Counseling Referrals

DISABLED STUDENTS PROGRAMS AND
SERVICES (DSP&S)

Phone: (213) 763-3773

TDD: (213) 763-5375

Location: E-110

Hours: Monday - Thursday, 8:30 a.m. — 4:30 p.m.

Friday, 8:30 a.m. - 1:00 p.m.

The services provided by the DSP&S program are designed to minimize
the effect a disability may have on a student's academic, social and cultural
performance while attending Los Angeles Trade Technical College. A primary
goal of the statewide Disabled Students’ Program and Services is to assure
an equal educational opportunity for students with disabilities. DSP&S is an
integral part of the college and provides the following support services to
students with long-term and short- term disabilities:
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¢ Specialized counseling and advisement for students with disabilities.

® Priority Registration - Assistance provided in scheduling classes and
completing the registration process.

® Assessment for Learning Disability eligibility to meet California
Community College criteria.

® Parking - issued to students with medical documentation of a physical
disability or health impairment. A disabled placard is usually required.

® Special accommodations: Sign Language Interpreters, tutors, test
proctoring, readers, and note takers available upon request.

® Materials available in alternate media format upon request.

¢ Liaison with the college’s instructional staff.

® High Tech Computer Center lab that offers computer-assisted
instruction in a format accessible to students with disabilities. The
tables and computer keyboards can be adapted, and text may be
enlarged and /or read out loud. Voice activated systems are available
for students who may not be able to use a keyboard. The computers
may be used for coursework or skill-building activities. Internet access
is also available.

¢ Liaison with the State Department of Rehabilitation and other agencies
providing services for the disabled.

To request services please call 213-763-3773.

EXTENDED OPPORTUNITY PROGRAM AND
SERVICES (EOPS) COOPERATIVE AGENCIES
RESOURCES FOR EDUCATION (CARE)

Phone: (213) 763-7097/7117

Location: Trailer TR

Hours: Monday - Friday: 8:00 a.m. - 4:00 p.m.
Counseling:  Monday - Thursday: 8:30 a.m. - 7:00 p.m. &

Friday, 8:30 a.m. - 4:00 p.m.

Extended Opportunity Program and Services (EOPS) is designed to
supplement existing college programs and to provide assistance to aid
financially and educationally disadvantaged full-time students.

To be eligible, potential EOPS students need to apply for financial aid, have
a BOGG A or B (fee waiver), enroll in at least 12 units, have less than 70
college units total, not more than 6 consecutive semesters in the EOPS
program and be a California resident for 1 year and 1 day. The Extended
Opportunity Program and Services includes the following:

® Book Grant (amount varies)

® Counseling (academic, career, personal)

® Priority Registration

¢ Tutoring

® Film Series (Health and Cultural)

® Field Trips to Universities

¢ Personal Development 2: Volunteer Program

® Personal Development 2: Interpersonal Relationships
¢ Personal Development 4: Career Planning

® Additional special programs

The EOPS program is managed and operated by professional staff with
specialized skills in counseling and instruction. EOPS provides excellent
training and placement opportunities for students through their Volunteer
Program. In addition, EOPS provides personal development, cultural and
health awareness activities.

CARE s a special program for a unique group of EOPS students. Administered
through the EOPS office, the CARE program provides additional services
to students who are single parents, head-of-household, receive public
assistance (AFDC) and have at least one child age 14 or younger.

Services offered:

¢ Assistance with childcare expenses

® Counseling

® Educational and developmental workshops
® Access to community resources

® Meal tickets and Transportation assistance

GAIN/CALWORKS PROGRAM

Phone: (213) 763-7109

Location: Trailer TE

Hours: Monday - Friday, 8:00 a.m. to 4:00 p.m. and

posted evening hours.

GAIN/CalWORKs is a job training program that provides extensive services for
the participants receiving Temporary Aid for Needed Families(TANF). Educational
services include instructional programs in Adult Basic Education, GED
Preparation, Tutoring, English as a Second Language, Vocational ESL, AA/AS
Degree Program, Short-term Vocational Training and Personal Development.

The GAIN/CalWORKs staff provides extensive services for the participants
receiving Temporary Aid for Needed Families (TANF). Our highly trained staff
provide academic, career and personal counseling and case management.
Job development including careerllifeskills workshops, work study, work
experience, community service and post employment services are also
available. Childcare is provided through our campus Child Development
Center.

The collaborative services with the County Department of Public Services/
GAIN (DPSS) include: contracts, childcare, transportation, textbooks,
and supplies, progress reports, training and employment and outside
agency verifications. Collaborative partnerships with the campus Student
Employment Center, Employment Development Division (EDD) and County
DPSS/GAIN involve: Job Fairs, Job Assistance, Employment Skills and
Career Workshops. We work closely with One Stops, Work Source Centers,
Workforce Investment Boards and, other community based agencies
including our CalWORKSs Advisory Board.

The ultimate program goal is to provide quality training and services to all
eligible students in their transition from welfare-to-work.
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INFORMATION CENTER

Phone: (213) 763-5337

Location: R-100

Hours: Monday - Thursday, 8:30 a.m. - 7:00 p.m

Friday, 8:30 a.m. - 3:00 p.m

The College Information Center is the place to visit! The Center provides
information about the campus, various programs, and provides assistance
with all student related inquiries. The center conducts group campus tours
and issues student identification card. Bilingual assistance is available.

OMBUDSPERSON

Phone: (213) 763-7066

The College Ombudsperson, Dr. Letia Royal-Burnett, is available to assist
students to informally seek resolution to concerns and problems they
encounter. Call (213) 763-7066 for additional information.

PUENTE PROJECT

Phone: (213) 763-7157

Location: E-107

Hours: Tuesday, Thursday, 8:30 a.m. - 4:30 p.m.

The Puente Project is an academic preparation program whose mission is to
increase the number of educationally disadvantaged students who:
¢ Enroll in four-year colleges and universities
¢ Earn college degrees
® Return to the community as mentors and leaders for future
generations.

The Puente Project will prepare students to successfully transfer to four-year
colleges and universities and return as role models in the community.

Puente uses a combination of teaching, counseling and mentoring to achieve
its educational objectives. These three components combine to provide a
focused and engaging learning community that allows students to achieve
greater gain than would be possible using any single component alone-the
whole is greater than the sum of its parts. For more information about the
program, contact Ashraf Hosseini at (213)763-7157.

STUDENT EMPLOYMENT CENTER

Phone: (213) 763-7124
Location: C-107A
Hours: Monday - Thursday, 8:00 a.m.-1:00 p.m.

and 3:00 p.m.- 6:00 p.m.
Friday, 8:00 a.m. - 1:00 p.m.

The Student Employment Center assists students in finding full-time, part-time
or temporary jobs. It also provides information on Internships, working abroad
and summer employment, as well as employment information for alumni. The
Center maintains a file of current job bulletins from city, state, county and
federal government agencies, as well as school districts and private industry.
Individual employment advising is available by appointment, as well as
assistance with resumes and cover letters. Computers and printers are
available for students to use for job search and completing their resume and
cover letter.

STUDENT HEALTH CENTER
Phone: (213) 763-3764
Location: E-102

Hours: Fall and Spring
Monday-Wednesday: 10:00 a.m. — 6 p.m.,
Tuesday — Thursday: 8:00 a.m. — 4:00 p.m.
Friday: 8:00 a.m. - 12:00 p.m.

Hours: Winter and Summer
Monday: 10 a.m. - 6 p.m. ,
Tuesday —-Thursday: 8 a.m.-4 p.m.
Friday: Closed

The LATTC Student Health Center in partnership with Mosaic Health Services
provides many services for enrolled students. Your Health Fee provides the
majority of services free of charge.

]

¢ Non-emergency care, including health screenings, general physical
exams and limited treatment of illnesses

® Health and nutrition Information; health education literature

® Free immunizations

¢ Laboratory tests

® TB skin tests

® Mental health and substance abuse counseling

® Women's health services

[
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UNIVERSITY TRANSFER CENTER

Phone: (213) 763-7154
Location: H-134 (inside to the cafeteria)
Hours: Monday: 9:00 a.m. - 6:00 p.m.

Tuesday: 9:00 a.m. — 3:30 p.m.
Wednesday: 9:00 a.m. - 3:30 p.m.
Thursday: 9:00 a.m. - 6:00 p.m.
Friday: 9:00 a.m. - 1:00 p.m.

The University Transfer Center's primary purpose is to assist students
interested in transferring to a four-year college or university. The Center
serves as a valuable resource to students who have questions regarding
course preparation, admission requirements, college and university
searches, articulation agreements, financial aid, housing, and other transfer
issues. Representatives from the University of California, the California State
University, as well as private institutions such as USC, visit the Center to
provide up-to-date information to students via workshops or individual
appointments. Catalogs, brochures and applications are available for the
UC, CSU, and private institutions, including a wealth of on-line resources.
Visit our website: http://college.lattc.edu/transfer/

VETERANS SERVICES

OFFICE OF VETERANS AFFAIRS

Phone: (213) 763-5305
Location: R-102
Hours:  Monday - Thursday: 8:30 a.m. - 7:00 p.m.

Friday: 8:30 a.m. - 3:00 p.m.

Los Angeles Trade-Technical College courses are approved for the training of
eligible Veterans, Reservist, National Guard, and eligible dependents, under
Federal and State Assistance programs. In order to start training under any
of these programs, eligible students should visit the Office of Veterans Affairs
located in the Admissions Office.

The following regulations apply to all eligible students attending a Los
Angeles Community College and receiving benefits under Chapter 30 of the
United States Code.

CREDIT FOR PRIOR MILITARY SERVICE
TRAINING

Veterans and other eligible persons who are receiving benefits must provide
the College with documentation of all previous educational and training
experience, including Military Service Training Schools and/or Military
Occupational Specialties. This experience will be evaluated and appropriate
credit granted.

ATTENDANCE AND WITHDRAWAL

Students are required to attend all meetings of every class in which they are
registered. Students who are excessively absent may be dropped by the
instructor when the hours of absence equal the number of hours the class
meets per week, regardless of the reasons for the absences.

The last day of a student's attendance in class must be reported to the
Veterans Administration (VA) to avoid overpayments. It is the responsibility
of the student to immediately inform the Office of Veterans Affairs of any
reduction in unit load. It is the responsibility of the instructor to notify the
Admissions Office of the last day of attendance of students. The Veterans
Administration will then be notified in a timely manner of the students who
withdraw from class.

PROGRAM PLANNING FOR VETERANS

To be eligible for VA Education Benefits the student must select a major and
choose courses from those listed under the major in the catalog. The student
is advised to seek counseling from Counseling Services. The Veterans
Administration will not pay benefits for courses that do not fit in a student’s
selected major. If a student has prior training and education from another
institution, it is the student’s responsibility to have the transcripts forwarded
to the Admissions Office.

ACADEMIC REQUIREMENTS

All students are subject to the academic standards for probation and
dismissal as listed in this catalog. If a Veteran or other eligible person fails to
obtain a cumulative grade point average of 2.0 or better after 3 consecutive
semesters, the student’s educational benefits will be discontinued.

60 UNIT RULE AND UNIT WORKLOAD

Once the student has received units sufficient to equal or exceed the normal
program printed in the catalog, the Office of Veteran’s Affairs must certify the
additional units needed for the student to complete the Associate degree
in any major. The student is eligible for further training at the college only
by taking courses which are required for upper division status at a transfer
institution, or by changing the objective. These courses must be approved
by the Veterans Administration. The 60 Unit Rule requires that an eligible
student see a counselor before any more courses can be certified by the
Office of Veteran’s Affairs for payment of benefits.

The Veterans Administration uses the following definition for eligibility:
¢ full-time benefits: 12 or more units
® 3/4-time benefits: 9 through 11 units
® 1/2-time benefits: 6 through 8 units

® less than 1/2 time: 3 through 5 units
(Reservist and National Guard)
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HONORS PROGRAM

The Los Angeles Trade Technical College (LATTC) Honors Program is
designed to encourage the development of talent and ability in highly
motivated students as they begin their academic studies and prepare to
transfer to a four-year college or university. The program provides:

® Interaction with other highly motivated honors students
¢ ACertificate of Completion upon program completion
® Increased scholarship opportunities

¢ Enrichment seminars and activities

® Priority consideration when transferring

LEARNING SKILLS CENTER

Phone: (213) 763-3738
Location: C-106

The Learning Skills Center is here to provide academic instruction and
support services in a caring environment to help students become successful
in their classes and stay in school. The Learning Skills Center focuses on
responding to the individual needs of students and provides courses, tutoring,
computer access, and instructional resources to all students to help ensure
success in their academic, career, and personal goals. If there is a need
for classes or services that are not currently offered, the faculty and staff
will make every effort to design a learning program to address the demand.
A Los Angeles Trade-Technical College student ID card is required for all
Learning Skills Center services.

Learning Skills Computer Lab

The Learning Skills Computer Lab is available to all LATTC students taking
Learning Skills courses in basic reading, writing, math, spelling, vocabulary,
computer literacy, and GED preparation or using the lab for other instructional
purposes. Knowledgeable and friendly faculty, staff, and tutors are available
to assist students with their coursework and various types of instructional
software. The Learning Skills Lab hours are Monday through Thursday from
8:00 a.m. to 8:00 p.m., Friday 8:00 a.m. to 2:00 p.m. and Saturday 9:00 a.m.
to 1:00 p.m. in room C-102. Winter and summer hours may vary. For more
information, please call (213) 763-3738 or visit lattc.edu/dept/tlsc/lsesl.html.

Tutoring Center

Free tutoring services are available to all LATTC students. Tutoring is
conducted in one-on-one and small group formats. Tutors are scheduled at
a variety of convenient times throughout the week in the Tutoring Center.
For some of the traditionally difficult courses, Supplemental Instruction (SI) is
also offered. Slis an academic assistance program that offers peer-led study
groups that are facilitated by trained Sl leaders who have already completed
the course with a grade of A. The Tutoring Center hours are Monday through
Thursday from 8:00 a.m. to 6:00 p.m. and Friday 8:00 a.m. to 2:00 p.m. in
room C-102 (also known as the “Blueroom”). Winter and summer hours may
vary. For more information, please call (213) 763-3738 or visit lattc.edu/dept/
tlsc/tc.html.

Reading Center

The lab has reading, writing, spelling, vocabulary, and study skills materials
for use. All materials may be used in the laboratory during open hours. The
Reading Center hours are Monday through Thursday from 8:00 a.m. to 6:00
p.m. and Friday 8:00 a.m. to 2:00 p.m. in C-106. Winter and summer hours
may vary. For more information, please call (213) 763-3753 or visit lattc.
edu/dept/tisc/irl.html.

The Open Computer Lab

The Open Computer Lab (“Open Lab”) is available to all LATTC students
and faculty free of charge. Students must be enrolled at LATTC and have
a current student ID card. Students may use the Open Lab for general
computer use and Internet and online class access. For basic computer
literacy instruction or comprehensive technical assistance for online classes,
students may sign up for a class or for tutoring. The Open Lab hours are
Monday through Thursday from 8:00 a.m. to 8:00 p.m., Friday 8:00 a.m. to
2:00 p.m. and Saturday 9:00 a.m. to 1:00 p.m. in room C-109. Winter and
summer hours may vary. For more information, please call (213) 763-3738
or visit lattc.edu/dept/tisc/cl.html.

LIBRARY
Circulation Desk:  (213) 763-3950
Reference Desk:  (213) 763-3962

Location:
Hours:

LRC, First & Second Floors

Monday - Thursday, 8:00 a.m. - 7:00 p.m.,
Friday, 8:00 a.m. - 1:00 p.m.,

Closed Saturdays, Sundays and school
holidays.

Summer and winter intersession Library
hours may vary. For more information, please
call (213) 763-3950.

The Library department is located on the first and second floors of the
Learning Resources Center. The Library offers a diverse collection of
curriculum-centered, academic and vocational education materials.
Research resources include Library subscription databases, books, a
selection of Faculty Reserve course textbooks, print periodicals, and internet
access. The book collection, research databases and online periodicals are
accessible 24/7 via the online public access catalog and the Library research
databases remote access, password-protected website: http://library.lattc.
edu. The Library offers free, time-limited internet access to currently enrolled
LATTC students and individual study areas and small group rooms are
available. Students need a valid, current student identification card to qualify
for Library borrowing privileges. Loan periods are four weeks for circulating
books and two hours or one week for selected Library Reserve materials.

Faculty Librarians offer individualized research assistance at the second
floor Library Reference desk and educate students in developing research
skills to enable them to succeed in their course work and research interests.
Library Faculty also offer Library resources instruction in Library workshops,
Faculty-scheduled Library orientations, and one-unit Library Science 101
Library Research Methods classes. Library Reference (213) 763-3962.
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COMMUNITY PROGRAMS
AND ALTERNATIVE
EDUCATION

LATTC ON-LINE PROGRAM

For a current listing of LATTC On-Line Program courses go to http://
moodle.lattc.edu

What do you need to take an on-line class?
® Computer access where you can regularly connect to Internet, plus
¢ Sufficient computer skills to send/receive email and to navigate the
World Wide Web, and
® Avalid and currently-used email address in the Student Information
System (SIS) plus ability to log into the SIS.

How to register for on-line classes:

¢ If you are an existing LATTC student, just enroll in the online class as
you would any other class, or

® If you are a new LATTC student, enroll in the college first. Please go
to http://www.lacolleges.net/admissions/ to enroll online. Once you are
enrolled in the college, you can proceed to register for your online class.
You should print the confirmation of online enrollment page at the end
of the process. The online applications takes two days to process.

What to do after you register for an on-line class:

® Go to the LATTC Online Program Moodle home page at http://moodle.
lattc.edu

® Download the Online Student Guide and read it carefully. A new Guide
is created for each term, so get the correct Guide.

® Be sure to check if your class requires a campus edition of a textbook
to coordinate with your online class. If you purchase the textbook at
another campus, the key may not work for your LATTC class.

® Check the Help For New Online Student link to get information on
preparing your computer to take online classes. You'll need to be able
to enable pop-ups and cookies on your computer.

Students who will be using the Moodle course management system will be
able to log into one week prior to the start of the class. Login is identical to
that for the Student Information System. Login id = Student ID number and
password was originally set to mmdd of date of birth. If a student changes
the PIN for the SIS, then it changes the password for Moodle since they use
the same authorization process.

Students who will be using a course management system other than Moodle
for their online class will need to either attend the scheduled class orientation
or follow all directoins on the class home page to set up the software.

Are there any special meetings, either on campus or online? Do | have
to log in at a specific time?

Each teacher has the right to request either on-campus or online meetings if
they feel it is best to do so. Some of the reasons they may choose to require
these meetings is to ensure the student is who s/he claims to be and is the
person actually doing the work. This is a new Federal mandate. Or, teachers
may require an on-campus meeting to provide materials or an orientation to
help students get off to a great start.

Most online classes are done asynchoronously. This means a student logs
in at regular intervals of his/her choosing during the week. Some classes
do schedule chats where students gather online at the same time. Some
instructors have online office hours at set times for students to log on and
get help. Students should log into their class every couple of days and more
often for short term classes.

Class have already started. How do | get into an online class?

Send the instructor an email request to add the class. This email needs to
come from the same ID listed in the SIS. Include your name, student ID
number and the class name and section number in your email.

How do | contact my instructor?

The Online Student Guide has a list of instructor phone numbers and email
addresses. If you are not successfully contacting your instructor that way, call
the department office or the LATTC Online Program office.

What if | need additional information?

You can contact the Online Program Director, Linda Delzeit-McIntyre at 213-
763-3733, or email her at delzeil@lattc.edu. If you need to fax forms, the fax
number is (213) 406-1237.

INSTRUCTIONAL TELEVISION (ITV)

Each semester, the District-wide Instructional Television program presents,
via television, transferable undergraduate college credit courses. Instructional
Television courses are convenient, flexible and especially suitable for college
students needing to supplement their oncampus program or to add classes
for those times when campus attendance is not possible.

Students enroll by mail, telephone or the Internet, view telecourse lessons
at home or at a Learning Center at one of the Colleges, complete reading
and study assignments, attend seminars held approximately once a month
on weekends at a Los Angeles Community College near their home, and
complete a midterm and final exam. Interested students are invited to attend
the ITV class orientations held at the beginning of each semester or to visit
the Instructional Television program on the campus of Los Angeles Mission
College, 13356 Eldridge Avenue, Sylmar, CA 91342. Call 800-917-9277 or
(818) 833-3594 for information.

EARLY COLLEGE/CONCURRENT

ENROLLMENT
Phone: (213) 763-5560
Location: C-108

The Early College Program at Los Angeles Trade Tech College (LATTC)
provides students the opportunity to concurrently enroll in college courses
while still in high school. The purpose of the program is to provide advanced
scholastic and educational enrichment opportunities for eligible students.
Students who desire to participate in concurrent enroliment must be
recommended by their principal or counselor and have parental permission.
Early College students can take degree-applicable, noncredit, vocational
and transferable courses. Students are required to complete a Special K-
12 Admission Application for each semester. Special admissions criteria
apply for K-8 students. For additional information contact the Early College
Program at 213-763-5560 or by email at bridge@lattc.edu.

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 46

2009-2010 GENERAL CATALOG

7/20/2009 1:31:07 PM



47

21ST CENTURY GRANT
Phone: (213) 763-5509
Location: K-008

The 21st Century Program, funded by the No Child Left Behind act, offers
an enriching experience that is specifically designed to boost middle school
students’ performance in mathematics, English, reading and science. This
after-school program is designed to enhance students’ knowledge and
prepare them for future college or university coursework. Students are given
the opportunity to take college-level courses that may be credited towards
high school class requirements or an associate’s or bachelor’s degree. For
more information call (213) 763-5509 or visit the 21st Century office located
in the K-basement Monday-Thursday, 8:00 a.m. - 5 p.m. and Friday, 8 a.m.
-1pm.

FOSTER & KINSHIP CARE EDUCATION
PROGRAM

Director: Dr. Dione Washington
Phone: (213) 763-3665
Location: D-324

The Los Angeles Trade-Technical College Foster and Kinship Care Education
Program is highly dedicated to meeting the educational needs of foster/
kinship youth, foster parents, adoptive parents, relative care providers, non-
relative extended-family care providers and legal guardians.

Our primary goal is to produce the 4 E’s: Enlightened, Effective, Efficient, and
Encouraged care providers and foster youth.

We are currently offering motivating and resourceful events, seminars and
workshops. Available workshops include: Foster & Kinship Care Education
(FKCE); Independent Living Program - “Project YESS Program”; Working
With Special Needs Children (D-Rate Certification & Renewal); Working
With The Medically Fragile Child (F-Rate Renewal); and Partnering for
Permanence and Safety, Model Approaches to Partnerships in Parenting
(PS-MAPP/Foster Parent Certification).

|

[

LOS ANGELES TRADE-TECHNICAL COLLEGE 2009-2010 GENERAL CATALOG

Trade 09-10 Catalog 7-20-09.indd 47 7/20/2009 1:31:07 PM



48

J

X

STUDENT ACTIVITIES

(213) 763-7209
C-105

Phone:
Location:

The Student Activities Office provides opportunities for students and staff
for educational, social and community service activities in and outside
the classroom. Services such as Dean’s Honor Awards Ceremony, club
activities, discounts to social events, publicity through the student bulletin
and bulletin boards are offered. Other activities handled by this office include:
weekly A.S.O. student government board meetings, ethnic and multicultural
programs, club fairs, blood drives and scholarships, etc. Participation in civic
and legislature processes.

ASSOCIATED STUDENT ORGANIZATION
(ASO)

Membership

A.S.0. programs are supported by a $7.00 membership fee, available at the
Business Office for day and evening students. These fees are necessary to
utilize A.S.O. services. Any student, upon enrolling, is eligible to become a
paid member of the Associated Student Organization. Members are entitled
to all rights and privileges, including book loan applications, educational,
social and community services programs and all associated activities.

Organization

The governing body of the Associated Students, the Student Council, is
composed of the Executive Board which consists of the President, Vice
President, Parliamentarian, Treasurer, Historian and the a Recording
Secretary. The Senators serve as the representative liaisons for every
department on campus. The Commissioners are also voting board members
who serve in specialized positions. At Los Angeles Trade Technical College,
student government strives to reach all students and attempts to meet the
many diverse needs represented in our student body.

The purpose of student government is best expressed in the preamble to the
constitution: “We the students of Los Angeles Trade-Technical College, in order
to guide and encourage cultural, social, athletic, and scholastic activities, to
promote the welfare of the students, and to provide a representative student
government, do hereby establish this constitution, and assume the powers of
self-government delegated to us by the President of the College.”

All students are encouraged to become involved in the governance of their
affairs by becoming department reps and in running for an elected office.
Governance flow is from individual students to department representatives
to the student council and in reverse. Elections are held every spring for the
Executive Board positions. Officers are elected for a one year term.

Trade-Tech College is a member of the California Community College Student
Affairs Association (CCCSAA) and the California Student Association of
Community Colleges (CAL-SACC). The two organizations meet separately
each semester to discuss topics in Student Government and activities of
importance to the member schools. The groups were organized to help
promote better relations among the community colleges of the state and to
help solve problems relative to each. Trade-Tech regularly sends delegates
to these statewide and regional meetings.

Qualifications for ASO Officers (Administrative
Regulation E-22)

Los Angeles Community College District Administrative Regulation E-22
pertains to elected Associated Student Organization (ASO) officers, officers
appointed to elected positions and heads of ASO Standing Committees.
Administrative Regulation E-22 does not apply to clubs, club representatives,
ASO special committees and all-college committees”.

Regulation E-22 is as follows: “A student cannot be a candidate for ASO office
if he or she has served more than four semesters in a student government
elected and/or appointed office, or in any office or position where he or she
voted on the expenditure of ASO funds in any college. An officer may serve
a fith semester if he or she is eligible at the time of assuming office (e.g.,
has served three semesters and is a candidate for an office with a one-year
term). Ten weeks or more of student service in office or service anytime after
the tenth week, will be counted as a full semester. All students running for
office must be paid members in good standing in the Associated Students
Organization at the college where the election is being held.

A student officer or a candidate for office must be actively and continuously
enrolled, attending and successfully completing classes in a minimum of
6 units (Day Students), or six units taken solely in the evening and/or on
Saturday (Evening Students), with a cumulative and current GPA of 2.0 at
the College during the semester in which the student government office is
applied for or held. All units must be taken at the college where the office is
sought or held. Student officers reducing units below the required number
will be required to forfeit their student offices. Unit checks will be made to
assure that students maintain eligibility at least every five (5) weeks.

A candidate for student office must have a cumulative grade- point average of
2.0 or better for all college work completed within the past two years and the
number of “W” units must not exceed the number of units completed during
that two-year period. NOTE: Individual colleges, in their ASO constitutions
may set forth standards for office which are higher than those listed above.”

Student Trustee Election Procedure

The Los Angeles Community College District conducts an election annually
whereby each student in the District has an opportunity to be involved in the
process of selecting a student representative to the Los Angeles Community
College district Board of Trustees.
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The process contained in Regulation E-78 provides for a thorough evaluation
of the candidates’ qualifications and insures an equal opportunity for any
individual from any District college campus to seek the position of student
representative to the Los Angeles Community College District Board of
Trustees. In accordance with existing law, candidates for Student Trustee
must:

® Be residents of the District.

¢ Be currently enrolled at a District college.

® Be enrolled in at least 6 units.

® Plan to continue as a District resident and enrolled as a District student
through the one-year term of office.

® Have completed a minimum of 12 units.

For further information, contact the ASO.

CAMPUS CLUBS AND ORGANIZATIONS

Inter-Club Council

The Inter-Club Council is composed of the A.S.O. Vice- President, who
serves as chairman, and the Vice-Presidents of all campus clubs. It is the
purpose of the Inter-Club Council to serve as a coordinating and planning
body for club activities, for an improved program of student activities and, as
a liaison between the college clubs. LATTC has had a number of consistent
clubs, including:

¢ Black Student Union

® Cosmetology Club

¢ Computer Club

¢ Culinary Arts

¢ Gay Straight Alliance

®* RISE.

¢ Club Couture (fashion design)
® Muslim Student Association

¢ Parent's Club

¢ Science Club

¢ Students in Free Enterprise (SIFE)

STUDENTS ARE ENCOURAGED TO ORGANIZE NEW SPECIAL
INTEREST CLUBS ON CAMPUS. Before a group is recognized officially,
a constitution must be submitted and approved by the A.S.0. Advisor and
Executive Board. Every club is required to have a Faculty Advisor. An
approved Administrator can also serve as a clubs Advisor.

COLLEGE COLORS AND MASCOT

The college colors are purple and gold. The college mascot is the Beaver,
and Trade-Tech students are known as Beavers.

STUDENT INTERCOLLEGIATE ATHLETICS

Phone: (213) 763-3726
Location: J-200

Trade-Tech College is a member of the South Coast Conference of which
there are 10 colleges. The other colleges are: East Los Angeles College, Los
Angeles City College, El Camino College, Cerritos College, Long Beach City
College, Mt. SAC College, Pasadena City College, Los Angeles Southwest
College, and Compton College. In the Fall, sports offered are Men’s and
Women’s Cross Country Men's and Women's Water Polo, Men's and
Women’s Basketball. In the Spring, sports offered are Men’s and Women's
Track and Field and Men’s and Women'’s swimming.

To be eligible for intercollegiate athletic program participation, students must
be enrolled and attending 12 or more units. Between seasons of competition
in a sport, students must complete 24 units and maintain a 2.0 G.P.A.
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BUSINESS OFFICE

Phone: (213) 763-7225
Location: K-126
Hours: Monday thru Thursday: 8:30 a.m. to 7:00 p.m.

Friday: 8:30 a.m. to 3:00 p.m.

Student accounts are managed through the College Business Office. Student
fees including enrollment fees, nonresident tuition, health fees, parking,
Associated Student Organization, child care, transcripts and Community
Service fees are payable at the Business Office. Upon payment of fees,
the Business Office then issues student’s official confirmation of course
enroliment. In addition, the Business Office accepts, disburses and accounts
for some student financial aid, loan and scholarship checks, and issues all
student refunds. Metropolitan Transit Authority bus passes and tokens are
also available for sale at the Business Office.

BOOKSTORE

Phone: (213) 763-7210

Location: K-102

Hours: Monday thru Thursday: 7:15 a.m. to 6:15 p.m.

Friday: 7:15 a.m. to 3:00 p.m.

See Bookstore website: http://www.lattc.bkstr.com

Bookstore Return / Refund Policy
A.Textbooks

Textbooks must be returned within the first 15 school days of the
Fall and Spring semester, and within the first 5 days of Summer, and
Winter Sessions, and short-term courses. Textbooks purchased
after the 15th school day must be returned within 24 hours.

All textbooks being returned must be accompanied by an
ORIGINAL DATED CASH REGISTER SALES RECEIPT issued by
the bookstore. NO EXCEPTIONS!

Refunds and/or exchanges will not be allowed on textbooks
purchased during the last 4 (four) weeks of the semester. No
refunds will be allowed after the 1st week of the Summer Session.

Textbooks must be returned in the same condition as when purchased,
with final determination of condition made by the Bookstore Staff. New
textbooks must be in new condition (no writing or marks of any kind).
Textbooks failing to meet the policy will be considered Used and be
governed by the Used textbook policy. Catalogs, Class Schedules,
Paperbacks, Study Guides, Dictionaries, Clothing, Workbooks,
Computer Discs, and specially assembled kits are not refundable.

B. Supplies and Tools
Materials required by a specific class may be returned during the first
15 days of the Fall and Spring semesters and within the first 5 days of
the Summer Session. Items must be accompanied by a dated cash
register receipt and must be in NEW condition. After the 15x day all
returns must be made within 24 hours. NO REFUNDS will be given

for any clothing, athletic supporters, sweat socks, safety goggles, and
other “personal items” governed by California Health Laws.

C. Policy For Personal Checks
Acurrent LATTC Registration Receipt orA.S.O. card must be presented
when making purchases by personal check PLUS a valid California
Driver’s License or California Identification Card. Checks must be
imprinted with the student’s name and current address, and drawn on a
local bank. Checks will be accepted only for the amount of purchase.

D. Book Buy-Back Period
Book Buy-Back periods occur during the final exam week of each Fall
and Spring semester. Summer buyback dates are not predictable.
Buyback dates are posted with signs and on the receipt.

COLLEGE CROSSROADS CAFETERIA

Phone:
Location:

(213) 763-7331
H Building

The Trade-Tech Crossroads Cafeteria offers a wide variety of exceptional
menu choices for your dining pleasure. Students enrolled in the Culinary Arts
and Professional Baking programs prepare fresh food daily that is served
in the on-campus bakery, cafeteria, and Garden Room. Selections include
hot entrees, hot off the griddle breakfasts, grab and go sandwiches and
salads, as well as a variety of fresh baked goods. Join us in the Garden
Room on Wednesdays for our international buffet, an all you can eat themed
menu based on food from all over the world!! The College Cafeteria can also
provide on-site catering for your special events. Please contact 213-763-
7331 for more details.

SHERIFF’S DEPARTMENT
Phone: (213) 763-3600
Location: D-150

The college contracts with the Los Angeles County Sheriffs Department
for all of its law enforcement services. These officers undergo specialized
training through the Los Angeles County Sheriff's Academy designed to meet
the needs and problems of a contemporary college.

The college prides itself on its safety record maintained on campus. However,
effective law enforcement and protection require citizen cooperation and
assistance. To that end, please follow a few basic safety tips: if you must
remain in campus buildings after closing time, make an effort to do so in
the company of at least one other co-worker, or student. The campus is well
lighted but it is wise, again, to employ the “buddy system” when walking to
your car or traveling to other locations. Refrain from using shortcuts, staying
on the well-traveled thoroughfares.

Personal property, purses, briefcases, etc., should never be left unattended.
Take such items with you if you are leaving the office, classroom, or library
study area. Keep your auto locked, never leave the keys in the ignition, and
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avoid leaving property where it is visible on the seats. Give your car the
quick “once over with a critical eye” before entering, for possible break-in or
persons in the rear seat or floor area.

The rapid and successful detection of crime and apprehension of criminals
depends heavily on speedy reporting and dissemination of facts to the
College Sheriff's Department. For information, inquire at the “D” building,
Room 150 or call (213) 763-3600.

The lost and found is located in the College Sheriff's Department, Rm. D-150.

A valid California Driver’s License, California Identification Card or LATTC
Student Identification Card is required for claimed property.

STUDENT PARKING

See Also: Parking Fees and Permit Sales

GENERAL INFORMATION

Please note: At the time of this publication, every effort was made to indicate
available parking at the college. On-going construction, which began June
2006, will create a need to alter parking availability. Information on parking
changes will always be available through the College Sheriff’'s Office, D150,
(213) 763-3600, 24 hours per day, 7 days a week.

Parking permits must be displayed at all times when a vehicle is parked
on campus, including week-ends. Individuals who are unsure as to where
they may park, or where a permit is recognized as valid, are encouraged to
contact the College Sheriff or Main Gate parking attendant for clarification
prior to parking their vehicle in a College parking lot.

Lot identification signs showing which lots are for use by students, visitors,
and/or employees are posted at the entrance to College parking lots. Unless
specifically re-directed by College Sheriff personnel. Students may not park
in any space designated for specific use. Parking in a space designated for
specific use can result in a citation for failure to display a valid permit.

Vehicles displaying an invalid parking permit are subject to citation. Invalid
permits include, but are not limited to: permits that have been altered,
reported lost or stolen, or issued to an individual other than the permit holder
(in which case are subject to confiscation), and also permits in which the
authorization period has expired, or are not clearly and completely visible.
Individuals using or obtaining a permit illegally are subject to administrative
disciplinary action.

Student and visitor parking is allowed in designated lots as
follows:
® Student/Visitor Parking with Valid Permit Only: Roof Lot , Orthopedic
Hospital, and Olive St. Parking facility.
® Disabled Parking: Students/Visitors, Roof Lot and Olive St. Parking
facility or as directed by parking attendant. A valid LATTC parking
permit and a DMV placard must be displayed on any vehicle parked
in a designated handicapped stall. Students with a verified disability
should go to the Disabled Students Program and Services Office, E-
110, to arrange for an accommodation.
® Motorcycle and Moped Parking: No permit required; parking is,
however, restricted to the designated motorcycle/moped parking area
located on the east side of Building D only (enter from Grand Ave.).

® Bicycle Parking: No permit required; bike racks are located throughout
the campus.

® Guest Parking: Guests coming to the campus may obtain a guest permit
at the Main Gate (entrance to the Roof Lot) or from the College Sheriff
Office, D-150. Guest permits are issued on a limited day basis only.

Saturday/Sunday Parking Permit Adjustment

Unless directed otherwise by College Sheriff personnel due to a special
event or other College activity, lot designations are enforced on weekends as
printed on the parking permit.

PARKING RULES AND REGULATIONS

Parking rules and regulations are enforced 24 hours a day, including
Saturdays, Sundays, and holidays. A valid parking permit must be displayed
at all times the vehicle is parked on campus. The permits are made of
removable mylar and should be affixed to the inside rear window, (lower right
side, facing outward.) Failure to display a valid parking permit will result in
issuance of a citation.

Student parking permit regulations are enforced from the first day of classes
each semester through the last day of final examinations. Student vehicles
parked in places not authorized for student parking are subject to citation or
tow away at owner’s expense. Permits are not valid at parking meters.

All traffic and road signs must be obeyed. Speed limit on campus is eight
(8) miles per hour. All vehicles shall be parked clearly within the designated
lines. Vehicle parking regulations applicable to motorcycles and mopeds will
be enforced at all times.

Regulations governing handicapped parking, red curbs, no parking zones,
fire lanes, loading docks, special permit areas, and areas having time
limitations are enforced at all times. lllegally parked vehicles may be towed
away at owner’s expense.

® Trade-Tech recognizes other student parking permits in the Los
Angeles Community College District.

¢ Construction zones and special college events may cause access to
parking areas and roadways to change. Please follow directions on
signs carefully.

® No vehicle, motorcycle, or moped may be parked overnight on
campus.

ENFORCEMENT OF TRAFFIC AND PARKING
REGULATIONS

All persons driving a motor vehicle on campus are required to comply with the
traffic laws of the State of California and the rules and regulations pursuant to
Section 21113A of the California Vehicle Code. Violations of the regulations
set forth above will result in a citation being issued. The College reserves the
right to remove vehicles from parking lots as follows: abandoned vehicles;
vehicles parked in such a manner as to constitute a serious hazard; vehicles
which impede the operation of emergency equipment; vehicles which park
illegally on a recurring basis. The registered owner is responsible for any
removal costs which may occur.
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Liability

Los Angeles Trade-Technical College, the Board of Trustees, and the Los
Angeles Community College District shall not be responsible for damage
to any motor vehicle, theft of its contents, or injury to persons operating a
vehicle parked on or off the campus unless liable under Government Codes
including, but not limited to Government Code 810 to 9666.6 inclusive
(Reference: LACCD Board Rules 7401 and 7402) Direct inquiries to College
Sheriff, D-150, (213) 763-3600.

CITATIONS AND BAIL

Citations will be issued to all vehicles on college property in violation of
parking rules and regulations and must be paid within 21 days of the date
issued. Parking Citation Appeals: Individuals who believe a parking citation
was issued to them in error must appeal it inmediately by completing an
Administrative Review form (available at the College Sheriff Office, D-150, or
the LATTC Sheriff Department website under Parking Citations and Appeals).
Appeals must be mailed to: Los Angeles Trade Technical College, c/o Parking
Citation Service Center, P.O. Box 11923, Santa Ana, CA 92711. Failure to
immediately pay or appeal a citation may result in substantial penalties and a
Department of Motor Vehicle (DMV) hold on vehicle registration.

PARKING INFORMATION AND ASSISTANCE

Inquiries regarding the College’s parking program should be directed to the
offices listed below during normal business hours. College Sheriff personnel
are, however, on duty 24 hours a day, seven days a week to assist with
permit use and enforcement issues.

® Parking Rules, Regulations, Permit Use, and Enforcement: College
Sheriff, D-150 (213) 763-3600.

¢ Permit Sales, Refunds, and Exchanges: Business Office, K-126, (213)
763-7225.

¢ Policy: Administrative Projects, A-108, (213) 763-7040.

NOTE: The parking information shown above is subject to change without
notice.

PARKING FEES AND PERMIT SALES

Parking Fees

A limited number of student parking permits are available for purchase at
the Business Office for $20.00 per permit per semester. The purchase of
a parking permit does not guarantee a parking space; it is only a license
to park one vehicle in designated parking lots as posted at the entrance of
each parking lot. Parking permit sales begin at the time of registration for
the effective semester on a first-come, first serve basis while supplies last.
Student parking permits are purchased at the Business Office, K-126, as part
of the registration process. All enrollment fees must be paid in full before the
permit can be issued.

Refunds

Student parking fees are refundable each semester through the enrollment
refund period. (Please see the current semester’s schedule of classes for
the exact deadline date.) The parking permit must be returned at the time
the refund is requested.

Lost or Stolen Permits

There is no replacement for lost or stolen permits. A student may, however,
purchase another parking permit should one be available. Lost or stolen
permits should be reported to the College Sheriff, D-150, immediately.
Additional sales for replacement permits are made on or after the third
Thursday of each semester.

TRANSPORTATION

The college is located near the intersection of the Harbor and Santa Monica
freeways, and is directly across the street from the Metro Blue Line’s Grand
Avenue station. In addition to the light rail system, there are more than 40 bus
lines stopping at or within two blocks of the College. For more information,
please consult the College website at www.LATTC.edu.
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SIGN GRAPHICS

PROGRAM OVERVIEW

Sign makers design and produce signs to advertise and identify business,
industry, public services, entertainment, and other areas too numerous to
count. Students learn how to design and execute a wide variety of signs
including temporary signs like posters and paper banners plus permanent
signs on wood, metal, canvas, vehicles, walls and glass. Students learn the
fundamentals of lettering, design, composition, color while practicing hand
and eye coordination. Students also learn to both draw and brush a diverse
set of alphabets and a variety of both interior and exterior signs. In addition
students study how to design and execute signs on sign specific software
including patterns, vinyl lettering, vinyl application plus how to use plotters,
scanners, and clip art images.

Many sign makers are self-employed, work freelance or are employed in
a commercial sign shop. Employment opportunities are competitive and
only those with good hand skills and knowledge have the best chance for
employment. Specialty skill instruction like dimensional letters, sandblasted
signs, gold leaf and high-end layout and design are offered to advanced
students. These students participate in a business module for pricing and
eventual self-employment.

Upon completion of the program students will be proficient in basic hand
lettering, sign design and layout, the production of temporary signs, exterior
permanent signs, window signs and specialty signs, computer operation
including printing, cutting and applying vinyl lettering and general production
skills needed to complete a successful sign. Students will also understand
basic pricing and sales techniques, record keeping or small business
operation, and obtaining licenses.

Silkereen

Silkscreening is a printing method for multiple or large number jobs. The
student will learn how to make a screen, cut a variety of stencils, prepare the
screen and print an image. Proper ink usage and clean-up will be taught.
Students will print on a variety of substrates including multicolor prints on
T-shirts.

Mural class

Techniques for producing large format murals are taught using a variety of
methods including the grid method. Students will learn layout and design,
pattern making and transferring artwork to the wall. Surface preparation,
paints, tools and brushes will also be covered.

SIGN GRAPHICS

m Associate in Arts Degree

The Associate in Arts degree in Sign Graphics is awarded for completing
44-48 units of course work within the major with a “C” or better grade,
along with 18 units of general education courses meeting the “Grad Plan B”
requirements.

REQUIRED COURSES
FIRST SEMESTER UNITS
SGNGRPH 101 Introduction to Lettering 10
—and - Core Electives 2
SECOND SEMESTER UNITS
SGNGRPH 102 Exterior Display Signs 10
-and - Core Electives 2
THIRD SEMESTER UNITS
SGNGRPH 103 Window Signs 10
FOURTH SEMESTER UNITS
SGNGRPH 104  Advanced Computer and Design 10
TOTAL UNITS 44
CORE ELECTIVES
UNITS
VIS COM 110 Occupational Information 2
VIS COM 113 Color Theory 2
VIS COM 117 Scale Drawing Techniques 2
SGNGRPH 201  Fundamentals of Mural Painting 2
SGNGRPH 203 Silk Screen Processing | 2
SGNGRPH 204  Silk Screen Processing Il 2
SIGN GRAPHICS

m Certificate of Completion

A Certificate of Completion is awarded for successful completion of 44 units
of the required courses listed above with a grade of “C” or better in each
course. Upon completion of the program students will have the basic skills
to enter the job market.

SIGN GRAPHICS
m COURSE DESCRIPTIONS

101 INTRODUCTION TO LETTERING (10)
Lecture: 5 hours; Lab: 15 hours
Instruction covers identification of materials, tools, and brushes. Training is
offered in drawing and brush lettering of Gothic, Roman, Script, and Casual
letter styles. This course also includes training in techniques of layout, letter
spacing arrangement, color mixing in reference to the sale and production
of temporary signs. Students prepare showcards, paper signs, and other
temporary display saleable items.
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102 EXTERIOR DISPLAY SIGNS (10)
Prerequisites: Successful completion of Sign Graphics 101 with a grade
of “C” or better.
Lecture: 5 hours; Lab: 15 hours
This course covers the tools and materials used to produce outdoor signs..
In addition, students design, paint and letter signs inside and outside of the
classroom. Students will work on a variety of materials including canvas,
plywood, aluminum and plastic substrates. Also introduction to computer
generated lettering and application techniques for vinyl letters. Instruction
will emphasize sign layout and design. Students will produce a 4X8 plywood
sign and an exterior wall sign.

103  WINDOW SIGNS (10)
Prerequisite: Successful completion of Sigh Graphics 102 with a grade
of “C” or better.
Lecture: 5 hours; Lab: 15 hours
Instruction covers the use of specialized tools and materials used to produce
window signs. Training includes painting on exterior and reverse windows,
stippling techniques and applications of vinyl letters on glass, both exterior
and reverse. In addition students will paint a temporary splash window and
apply 23K gold leaf (water gilding). Intermediate computer design including
the use of plotters and application techniques.

104 ADVANCED COMPUTER AND DESIGN (10)
Prerequisites: Successful completion of Sign Graphics 103 with a grade
of “C” or better.
Lecture: 5 hours; Lab: 15 hours
Students will learn advanced design techniques, backgrounds and color
theory. Practical experience will be gained on advanced computer study,
applications and a variety of computer sign software. In addition information
will be given on small business practices including management and pricing.
Students will produce a sandblasted sign, a custom contour-cut sign and an
antique sign.

201 FUNDAMENTALS OF MURAL PAINTING (2)
Lecture: 6 hours
This course will teach basic mural painting techniques including; design,

layout, and execution. Students will be introduced to the proper tools and
paints for exterior, long term murals.

203 SILK SCREEN PROCESSING I (2)

Lab: 6 hours

This course will provide an introduction to the screen printing trade.
Students will learn how to make silk screens and will learn about copy
preparation, mesh selection, frames, stencil systems, printing techniques,
ink & substrate compatibility, reclamation of screens.. Students will print on
a variety of surfaces.

204 SILK SCREEN I (2)

Prerequisites: Successful completion of Sign Graphics 203 with a grade
of “C” or better.

Lab: 6 hours

Students will be introduced to the use of solvent based inks; including; color
mixing, application, and clean-up. This course also offers practice on a
variety of substrates and uses including four-color process printing.

VISUAL
COMMUNICATIONS

PROGRAM OVERVIEW

The Visual Communications program at LATTC is the starting point for
exciting careers in animation, art direction, digital imaging, graphic design,
illustration, multi-media, web design and other related fields. The fast paced
two-year program begins with fundamentals: color, design, drawing, prepress
and typography. Advanced levels create finished portfolios on a Macintosh
computer, utilizing industry standard digital software. Student portfolios
demonstrate creativity and discipline, displaying dynamic art sensibilities
and creating visual solutions for problems of marketing and publishing. The
Visual Communications program focuses on four core areas:

Graphic Design: Beginning levels will study the areas of layout and
design, typography, and advertising concepts. Advanced levels will develop
logos and corporate identity programs, design brochures with extended
text, and create original magazine advertising, which is directed to specific
audience demographics. Problem solving, brainstorming and computer
training will receive equal emphasis. Graduating portfolios incorporate a wide
variety of projects showcasing the student’s ability to conceptualize, design
and use typography as a communication tool.

Drawing: Beginning levels will study free hand observational drawing,
perspective and the principles of light and shade. Black and white mediums
will be explored in pencil, markers and ink. Advanced levels create
comprehensive layouts in color marker and pencil as preliminary development.
Finished designs and illustrations for advertising and on-line usage are then
created traditionally or digitally and serve as portfolio samples.

Art Production: Thorough study of the preparation of art, graphics,
photography, and typography for reproduction in print. Beginning levels
concentrate on understanding the mechanics of color separations and print
specifications. This knowledge is then applied as students create digital files
that utilize specific print requirements. Advanced levels prepare complex
graphic computer files for output at commercial printers.
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Computer Graphics: The creation of art and design on the computer
requires mechanical know-how and considerable familiarization with the
workings of several graphic software applications. The Viscom program
offers instruction in Adobe Creative Suites, Dreamweaver, Flash, Fireworks,
HTML and QuarkXPress. Graduating portfolios demonstrate familiarization
with each of these software applications and an ability to manipulate each for
specific uses and creative affects.

Today’'s commercial marketplace for artists has never been more available.
Flash motion graphics and web design have initiated new and creative
directions. Traditional artists and conventional designers continue as before
but have incorporated digital software within their accomplished collection
of talents. This blending of tradition and technology is the primary emphasis
within the Visual Communications program.

Upon successful completion of the program, students can pursue many
different creative careers. While it is advisable for students to continue higher
education, many graduates have entered the workplace upon completion
of the Viscom program alone realizing creative and financial success.
Graduating students will have acquired visual sensitivities with respect to
type, images and graphics; they will be trained in the visual software used
by industry, and will understand marketing as it applies to commercial art
and understand how to tailor their work appropriately to specific audiences.
Graduates must present their portfolio to a panel of industry professionals as
a condition of course completion. With this review, students are measured in
the scope and quality of their work, problem solving ability, presentation skills
and ability to interact as they explain their ideas and work.

VISUAL COMMUNICATIONS

m Associate in Arts Degree

Requirements for the Associate in Arts degree in Visual Communications
may be met by completing the required courses within the program that total
48 units, and by completing an additional 18 units of academic courses to
meet the graduation Plan B requirement.

REQUIRED COURSES

FIRST SEMESTER UNITS
VIS COM 100 Graphic Design | 2
VIS COM 103 Basic Computer Systems 2
VIS COM 105 Digital Prepress | 2
VIS COM 106 Drawing | 2
VIS COM 108 2D Design Fundamentals 2
VIS COM 118 Adobe lllustrator 2
SECOND SEMESTER UNITS
VIS COM 112 Digital Prepress Il 2
VIS COM 114 Digital Typesetting 2
VIS COM 115 Graphic Design Il 2
VIS COM 116 Advertising Concepts 2
VIS COM 119 Digital Page Layout 2
VIS COM 129 Digital Photo Manipulation 2

THIRD SEMESTER UNITS
VIS COM 120 Drawing Il 2
VIS COM 124 Computer lllustration | 2
VIS COM 126 Portfolio Development | 2
VIS COM 127 Digital Prepress Il 2
VIS COM 128 Designing Logos and Trademarks 2
VIS COM 135 Web Page Graphics on the Macintosh 2
FOURTH SEMESTER UNITS
VIS COM 130 Drawing Il 2
VIS COM 131 Computer lllustration Il 2
VIS COM 132 Portfolio Development II 2
VIS COM 133 Digital Portfolio Preparation 2
VIS COM 134 Graphic Design Business Practices 2
TOTAL UNITS 46
RECOMMENDED ELECTIVES
UNITS
VIS COM 204 Flash Motion Graphics 2
VIS COM 229 Photoshop Il 2
VIS COM 113 Color | 2
VIS COM 203 Digital Type Manipulation 2
VISUAL COMMUNICATIONS

m Certificate of Completion

A Certificate of Completion is awarded for successful completion of all 46
units of the required courses listed above with a grade of “C” or beter in
each course.

VISUAL COMMUNICATIONS
m COURSE DESCRIPTIONS

100 GRAPHIC DESIGN I (2) CSU
Lecture: 0.5 hour; Lab: 4.25 hours
An introduction to the profession of Graphic Design. Projects will stress

design basics, typography, the computer as a design tool, the basics of
visual problem solving, and art production and advertising.

103 BASIC COMPUTER SYSTEMS (2) CSU
Lecture: 0.5 hour; Lab: 4.25 hours
Introduction to using the Macintosh computer for graphic design.
Students will learn basic computer functionality, with an emphasis on an
understanding of the operations systems, configuration for use with graphic
applications, file management and working in a network environment.

105 DIGITAL PREPRESS | (2) CSU
Lecture: 0.5 hour; Lab: 4.25 hours

Beginning level course in the preparation of art for the reproduction process,
and its application to the industries of Advertising and Graphic Design.
Students will study the history of graphic design, typesetting, paste-up

to digital prepress (in black and white and two color reproduction) as an
emphasized focus within the course.
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106 DRAWING I (2) CSU
Lecture: 0.5 hour; Lab: 4.25 hours
Introduction to concepts of basic observational drawing, perspective and

the principles of light and shade. Black and white and color mediums will be
utilized.

108 2D DESIGN FUNDAMENTALS (2) CSU
Lecture: 2 hours
A course in the principles and elements of 2D design. Principles of unity,
variety, emphasis, balance and proportion guide every mark a designer
creates. Elements of line, shape, form, value, color, and texture provide for a
control that all visual artists seek as they manipulate their work.

112  DIGITAL PREPRESS Il (2) CSU

Recommended Preparation: VIS COM 105 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

Intermediate level course where students design and produce projects that
utilize the Macintosh computer. Line art projects in single color and two
colors are created in Adobe lllustrator. Technical processes for reproduction
will be covered with instruction in the use of QuarkXPress.

114 DIGITAL TYPESETTING (2) CSU
Lecture: 0.5 hour; Lab: 4.25 hours
Introduction of the principles of computer typesetting as a career. The
course will cover the standards and guidelines used to set type for ads,
brochures, and stationary. Proofreading and setting copy in multiple
computer programs will be stressed.

115 GRAPHIC DESIGN Ii (2) CSU

Recommended Preparation: VIS COM 100 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

Intermediate level course that will stress Graphic Design as a profession.
Problems will emphasize the development of creativity, typography

as communication, art production and the computer, and methods for
developing brochures, ads and web pages.

116  ADVERTISING CONCEPTS (2) CSU
Lecture: 0.5 hour; Lab: 4.25 hours

Introduction to the development of advertising concepts for magazines,
television, and the internet. Use research, brainstorming and standard
advertising methodology to plan, design and produce an advertising
campaign.

117  SCALE DRAWING TECHNIQUES (2) CSU
Lecture: 2 hours

This course covers the basic elements of measurement; the inch, foot,
and yard. The major aspects of converting the foot to the inch with a
proportionate scale will be covered, working from existing installations and
fixtures toward completed scale drawings of elevations and floor plans.

In addition, the students will learn to place objects in perspective, using a
perspective grid of mechanical projection.

118 ADOBE ILLUSTRATOR (2) CSU
Recommended Preparation: VIS COM 103 with a grade of “C” or better.
Lecture: 1 hour; Lab: 3 hours
Basic training in computer illustration using the Adobe software application

“lllustrator”. Toolbox familiarity and manipulation, menu items and general
skill application will constitute this beginning level course.
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DIGITAL PAGE LAYOUT (2) CSU

Recommended Preparation: VIS COM 103 with a grade of “C” or better.
Lecture: 2 hours

An introduction to the graphics software application QuarkXPress. This
course will teach students how to use QuarkXPress as a design tool to
enhance other applications such as Adobe lllustrator and Adobe Photoshop.
From the basic of the tool palette to more advanced concerns like setting
traps for final output, Digital Page Layout will examine all.

DRAWING Il (2) CSU

Recommended Preparation: VIS COM 106 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

An advanced drawing course in which indoor and outdoor observational
drawing concepts are linked with magazine and book publishing for the
creation of cover art and feature article page layouts.

COMPUTER ILLUSTRATION | (2) CSU

Recommended Preparation: VIS COM 116 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

An intermediate level course in digital picture making techniques. It
combines the Adobe software applications “lllustrator” and “PhotoShop” for
the creation of digital illustrations that include drawing, photo manipulations,
and typography stylizations for advertising and editorial purposes.

PORTFOLIO DEVELOPMENT | (2) CSU

Recommended Preparation: VIS COM 106 and 116 with a grade of “C”
or better.

Lecture: 0.5 hour; Lab: 4.25 hours

This is a course in the production of a finished portfolio; all course

projects will be reviewed for portfolio consideration. Some projects will
require reworking. Preparation of 10 completed works with preliminary
developmental books culminates in a simulated job interview with Advisory
Board members.

|

DIGITAL PREPRESS Il (2) CSU

Recommended Preparation: VIS COM 112 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

An advanced course in digital prepress. Students will utilize photographic
images, typography, and original artwork to create printing files for
advertising and graphic design. Advanced Macintosh based theories will be
covered to include Adobe lllustrator and Photoshop, and QuarkXPress.

DESIGNING LOGOS AND TRADEMARKS (2) CSU
Lecture: 2 hours

Introduction to the principles of trademark design and computer stationary
production. Research, marketing, color theory, and corporate identity
principles will be stressed. Logos, letterheads, business cards and
envelopes will be designed for a variety of clients.

DIGITAL PHOTO MANIPULATION (2) CSU

Lecture: 1 hour; Lab: 3 hours

An introductory course that concentrates on the software application Adobe
Photoshop. Students will be instructed on how to use this application to
create original art and graphics by manipulating scanned photography and
other imagery.

DRAWING Il (2) CSU

Recommended Preparation: VIS COM 120 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

An advanced drawing course in which quick observational drawings are
refined in black and white and color mediums. Renderings, or more highly
refined tonal work, will be performed in dry and wet mediums from indoor
and outdoor locations.
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COMPUTER ILLUSTRATION II (2) CSU

Recommended Preparation: VIS COM 124 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

An advanced course in digital picture-making techniques. It combines the
Adobe software applications “lllustrator” and “Photoshop” for the creation

of digital illustrations that include drawing, photo manipulations, and
typography stylizations for advertising and editorial purposes.

PORTFOLIO DEVELOPMENT Il (2) CSU

Recommended Preparation: VIS COM 120, 124, and 126 with a grade
of “C” or better.

Lecture: 0.5 hour; Lab: 4.25 hours

An advanced course in the production of a finished portfolio. Preparation of
10 completed works with preliminary developmental books culminates in a

simulated job interview with Advisory Board members.

DIGITAL PORTFOLIO PREPARATION (2) CSU
Recommended Preparation: VIS COM 127 with a grade of “C” or better.
Lecture: 0.5 hour; Lab: 4.25 hours

Preparation of the digital portfolio required for employment as a Graphic
Designer or as an Art Director. Theories of resume preparation, job interview
techniques and the development of the students’ personal stationary will

be stressed. The digital portfolio will show advanced Adobe lllustrator,
Photoshop and QuarkXPress files needed for review by prospective
employers.

GRAPHIC DESIGN BUSINESS PRACTICES (2) CSU
Lecture: 2 hours

Introduction to the financial aspects of running a Graphic Design business.
Lecture and projects will include billing procedures, business overhead
costs, taxes and retirement planning. Taxes, small business legal issues and
understanding business ethics are stressed.

WEB PAGE GRAPHICS ON THE MACINTOSH (2) CSU
Recommended Preparation: VIS COM 118 and 129 with a grade of “C”
or better.

Lecture: 1 hour; Lab: 3 hours

An introductory course in the use of the Maclntosh computer to construct
web page graphics for the internet. Macromedia Dreamweaver is utilized
and particular emphasis is placed on the construction process, design, art
and photographic images, typography, RGB Color, HTML and DHTML.

FLASH MOTION GRAPHICS (BEGINNING LEVEL) (2)

Recommended Preparation: VIS COM 135 with a grade of “C” or better.
Lecture: 1 hour; Lab: 3 hours

This course concentrates on the software application Macromedia Flash
MX. It teaches beginning Flash users principles and techniques for
designing web sites with motion graphics: how to layout pages, use color
and text effectively, work with multiple image types, build navigation, and
incorporate sound and video.

VISUAL COMMUNICATIONS - DIGITAL TYPE
MANIPULATION (2) CSU

Lecture, 1 hour; Lab: 3 hours

This course concentrates on the software application Adobe Photoshop,
and its specific application to typography, logos and trademarks. Instruction
includes techniques for creating unique surfaces, textures and patterns,

and applying these techniques to original logos, film titles, packaging and
graphics.

210

229

OPEN LAB (2)

Corequisite: Enrollment in any Visual Communications course or Sign
Graphics course.
Lab: 6 hours

This course is an open lab which allows Macintosh users to work in a non
teaching environment. Available software programs include Adobe In-
Design, lllustrator, Photoshop, Dreamweaver and Flash. Also available on
some computers is Microsoft Word. Scanners and printers are accessible
but require a per page fee for black and white or color printing.

PHOTOSHOP II (2) CSU

Recommended Preparation: VIS COM 129 with a grade of “C” or better.
Lecture: 1 hour; Lab: 3 hours

This course continues to explore and apply the tools and techniques of

the software application Adobe Photoshop as introduced in Photoshop .
Instruction includes creative uses of filters, channels, masking, history, and
layer effects as these techniques apply to illustration, as well as advanced
methods of color correction, retouching, and the preparation of files for both
print and digital media.
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AUTOMOTIVE COLLISION
REPAIR

PROGRAM OVERVIEW

Los Angeles is a leading collision capital center in the automotive design
world. Insurance companies are increasingly demanding Auto Collision
Technicians trained in damage cost estimations. The demand for fully trained
Automotive Repair Technicians is very high where skilled technicians are
readily employable and command excellent incomes These Technicians
use highly sophisticated devices, such as laser for straightening frames,
computer for mixing paint, and dust control contamination vacuum tools for
smoothing paint.

The Trade-Tech Automotive Collision Repair program is designed for
students who want to enter this growing field. Classes are a combination
of classroom instruction coupled with hands-on training. Students learn
welding procedures, diagnostic and repair procedures, body part alignment
processes, metal finishing/shrinking/filling techniques, auto body electrical
wiring systems, body section replacement and structural sectioning practices,
body damage estimating techniques, auto body construction methods, paint
color application skills, and body shop practices.

Upon successful completion of the program students will be proficient in a
variety of automotive collision techniques and will have the knowledge and
skills necessary to maintain, repair, and diagnose body and fender repair
procedures. They will be proficient at all aspects of preparation and painting,
including computerized mixing and matching, damage estimation, creating
computerized reports and digital imaging. Students who complete this degree
will be able to perform jobs as estimators, service managers equipped to
repair problems occurring in automotive collision systems.

Course requirements for the Associate in Science degree program leading to
DuPont Paint Systems Certification, may be fulfilled by completing 18 units of
general education courses, all core courses for the four semesters as listed
below, and nine units of core electives.

AUTOMOTIVE COLLISION REPAIR

m Associate in Science Degree

REQUIRED COURSES

FIRST SEMESTER UNITS
AUTOCOR 114 Basic Welding Theory and Practices 3
AUTOCOR 115 Auto Body Construction 3
AUTOCOR 116 Basic Collision Repair 3
CORE ELECTIVE 3

SECOND SEMESTER UNITS
AUTOCOR 124  Parts Replacement and Alignment 3
AUTOCOR 125  Metal Repair and Refinishing 3
AUTOCOR 126  Frame Straightening 3
CORE ELECTIVE 3
THIRD SEMESTER UNITS
AUTOCOR 134 Body Panel Replacement 3
AUTOCOR 135  Body Section Replacement 3
AUTOCOR 136 Unitize Body and Frame Alignment 3
CORE ELECTIVE 3
FOURTH SEMESTER UNITS
AUTOCOR 140 Advanced Collision Repair - Section A 3
AUTOCOR 144 Advanced Collision Repair - Section B 3
AUTOCOR 145  Advanced Collision Repair - Section C 3
TOTAL UNITS 36

CORE ELECTIVES
UNITS
AUTOCOR 148 Paint Preparation and Application 3
AUTOCOR 149 Estimating Body Damage 3
AUTOCOR 226  Auto Collision Repair | 3
AUTOCOR 227  Auto Collision Repair Il 3
TOTAL UNITS 48

AUTOMOTIVE COLLISION REPAIR

m Certificate of Completion

ACertificate of Completion is awarded for the completion of 36 units in the first
through fourth semester courses listed, above, along with the core electives.
This program includes DuPont Paint Systems Certificate of Completion for
Rule 1151.

AUTOMOTIVE COLLISION REPAIR
m COURSE DESCRIPTIONS

114 BASIC WELDING THEORY AND PRACTICES (3)
Lecture: 1 hour; Lab: 6 hours

Instruction is given in the theory and safety of MIG and plastic welding/
plastic adhesives. Students will understand welding procedures, protection
of sensitive components, weld selection. Students will identify weldable
materials and/or adhesives, and perform required repairs to industry
standards.
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AUTO BODY CONSTRUCTION (3)
Lecture: 1 hour; Lab: 6 hours

A study is made of auto body construction and body part nomenclature. The
student will disassemble and reassemble bolt-on parts on the automobile
body. Students will understand diagnostic and repair procedures for movable
and/or stationary glass and hardware. Students will inspect, adjust, repair

or replace all power accessories, window glass and hardware to industry
standards.

BASIC COLLISION REPAIR (3)

Lecture: 1 hour; Lab: 6 hours

Instruction is given in occupational information that includes body shop
safety, work habits, job orientation and local laws and ordinances. The
type of auto body tools and their uses are discussed and demonstrated.
Laboratory experiences are provided for using basic hand and power tools
in repairing minor sheet metal damage.

INTERMEDIATE COLLISION REPAIR - PARTS
REPLACEMENT AND ALIGNMENT (3)
Lecture: 1 hour; Lab: 6 hours

Lecture and demonstration of body parts alignment, devices and equipment
used in checking alignment. Students will understand techniques of outer
body panel repairs, replacements, and adjustments. Students will remove,
repair, and replace steel, aluminum, and plastic composition body panels,
doors, deck lids, hoods, adjust and align to manufacturers’ specifications.

INTERMEDIATE COLLISION REPAIR - METAL REPAIR
AND REFINISHING (3)

Lecture: 1 hour; Lab: 6 hours

Instruction is given in metal finishing, shrinking, and filled application.
Students will grind, sand, and restore contours with heat and plastic body

fillers/fiberglass fillers/SMC (Sheet molded compound) fillers/adhesives to
industry standards.

INTERMEDIATE COLLISION REPAIR - FRAME
STRAIGHTENING (3)

Lecture: 1 hour; Lab: 6 hours

Instruction is given in auto body electrical wiring systems. Lecture and
demonstrations on types and usage of auto body pull equipment and pulling
and anchor points on damaged vehicles are given. Laboratory projects
include proper pulling of damaged parts in conjunction with alignment and
body repair.

BODY PANEL REPLACEMENT (3)
Lecture: 1 hour; Lab: 6 hours

Instruction is given in welding procedures of panel replacements and the
application of heavy pull equipment for proper alignment. Students will
understand the techniques of outer body panel repairs, replacements, and
adjustments. Students will remove, repair, and replace steel/ aluminum/
SMC/Plastic body panels, doors, deck lids, and hoods, adjust and align to
manufacturers’ specifications.

BODY SECTION REPLACEMENT (3)

Lecture: 1 hour; Lab: 6 hours

Instruction is given in body section replacement and structural sectioning,
including removing and replacing mechanical parts, using manufacturers’
body repair manual and I-CAR recommendations. Measuring for cutting and
proper alignment of sections is stressed. Students will understand the proper
techniques of body/structural sectioning and anti-corrosion protection.

UNITIZED BODY AND FRAME ALIGNMENT (3)
Lecture: 1 hour; Lab: 6 hours

Students learn proper frame alignment and the methods of straightening
damaged frames and unitized body construction. Body shop practices are
also covered.
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ADVANCED COLLISION REPAIR - ESTIMATING (3)
Lecture: 1 hr, Lab 6 hrs

Body estimating, labor analysis, painting and parts estimating and use of
repair and estimate manuals are taught in this course.

ADVANCED COLLISION REPAIR - PRIMERS AND
PAINTS (3)
Lecture: 1 hr, Lab 6 hrs

This course offers a review of auto collision repair techniques and includes
lectures, demonstrations and guest speakers. Advanced instruction

is offered in inspection, paint repair and repaint to I-CAR and industry
standards.

ADVANCED COLLISION REPAIR - SPECIAL PROBLEMS
AND SOLUTIONS (3)
Lecture: 1 hr, Lab 6 hrs

This course offers a review of auto collision repair techniques, including
paint application problems and solutions.

PAINT PREPARATION AND APPLICATION (3)

Lecture: 1 hr, Lab 6 hrs

Students receive instruction in the types and properties of paint, solvent and
spot painting. Cause and effect relationships of paint and surface blemishes,
paint application problems and repairs, and repaints as required to I-CAR
and industry standards are introduced.

ESTIMATING BODY DAMAGE (3)
Lecture: 1 hr, Lab 6 hrs

Students are taught body repair and computerized estimating collision
service management systems. Damage reporting, structural and non-
structural damage analysis, sequencing of inspections and use of collision
estimating guides and damage reports are also addressed.

AUTOMOTIVE COLLISION REPAIR | (3)
Lecture: 1 hour; Lab 6 hrs

This course introduces students to MIG and plastic welding and adhesive
techniques as well as cost estimating, customer relations, damage reporting,
automotive mechanical and electrical operations and the impact of air bag
deployment.

AUTOMOTIVE COLLISION REPAIR 11 (3)
Lecture: 1 hour; Lab 6 hrs

This course offers advanced training in refinishing, color mixing and
matching of OEM (Original Equipment Manufacturer) color codes. Proper
paint gun operation and use of use of air pressure and spray patterns are
emphasized, as well as VOC (Volatile Organic Compounds) log calculation
systems. Students will learn to repair/repaint as required to I-CAR and
industry standards.
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AUTOMOTIVE AND
RELATED TECHNOLOGY

PROGRAM OVERVIEW

Los Angeles’ long-time infatuation with the motorcar has made it a leading
center in automotive design. Employment opportunities continue to thrive,
and the demand for trained automotive technicians in the filed continues to
increase. The Automotive and Related Technology program trains students
to work as professionals in this field, offering instruction in maintenance,
diagnosis and overhaul procedures of electrical and fuel injection systems.

AUTOMOTIVE AND RELATED TECHNOLOGY

m Associate in Science Degree

Course requirements for the Associate in Science degree may be met by
completing the required courses listed below, along with 18 units of general
education courses meeting the Plan B graduation requirement. Students
who complete this degree will be able to perform jobs as a diagnostician,
to troubleshoot and repair problems occurring in automotive ABS brake
systems, electrical/electronic systems, engine performance, drivability,
suspension and steering, automatic and manual transmissions, transaxles,
engine repair, heating and air conditioning.

Students should take the 10 basic courses during the 1st year.

AUTORTK 100, 112, 113a and b, 114a and b, 121,122, 123, and 135

FIRST/SECOND YEAR UNITS
AUTORTK 100 Heating and Air Conditioning Theory, Inspection,

and Repair 3
AUTORTK 112 Basic Shop Principles and Practices 3
AUTORTK 113A  Automatic Transmission Transaxle Theory,

Inspection, and Repair 3
AUTORTK 113B Manual Drive Train Axles Theory, Inspection and Repair 3
AUTORTK 114A  Suspension, Steering Theory, Inspection, and Repair 3
AUTORTK 114B  Brakes Systems Theory, Inspection, and Repair 3
AUTORTK 121 Basic Engine Theory, Inspection, and Repair 3
AUTORTK 122 Electrical/Electronic Systems, Theory, Inspection,

and Repairs 3
AUTORTK 123 Fuel Systems and Emissions 3
AUTORTK 135 ~ Computer Control and Fuel injection 3

TOTAL UNITS 30

NOTE: Students cannot successfully proceed to 3rd and 4th semester
courses without achieving at least a “C” grade in each of the 10 1st
year courses. If you have any questions, please speak directly with the
Department Chair.

THIRD SEMESTER UNITS
AUTORTK 130  Automotive Theory and Repair | - Section A 3
AUTORTK 131 Automotive Theory and Repair Il - Section B 3
AUTORTK 132 Automotive Theory and Repair IIl - Section C 3
TOTAL UNITS 9
FOURTH SEMESTER UNITS
AUTORTK 140 Automotive Theory and Repair Il - Section A 3
AUTORTK 141 Automotive Theory and Repair IV- Section B 3
AUTORTK 142 Automotive Theory and Repair V - Section C 3
UNITS 9
TOTAL UNITS 48
RECOMMENDED ELECTIVES
UNITS
AUTORTK 136 Automotive Emission Control Systems 3
AUTORTK 144 Cal State Board of Auto Repair (Clean Air Car Course) 3
TOTAL UNITS 54

AUTOMOTIVE AND RELATED TECHNOLOGY

m Certificate of Completion

ACertificate of Completion in Automotive and Related Technology is awarded
for the successful completion of 48 units in the first through fourth semester
courses listed above. Upon successful completion of the program, students
will have gained the skills necessary to maintain, repair, and diagnose
electrical, fuel injection systems, and overhaul procedures, as well as basic
shop practices needed to meet industry standards.

AUTOMOTIVE AND RELATED TECHNOLOGY
m COURSE DESCRIPTIONS

100 HEATING AND AIR CONDITIONING SYSTEMS THEORY,
INSPECTION AND REPAIR (3)
Lecture: 1 hours; Lab: 6 hours

This course offers instruction in heating and air conditioning systems.
Instruction covers the components function, testing of heater controls,
heater cores, air conditioning theory and testing and repairs of compressors,
clutch and controls. This class conforms to NATEF standards. Emphasis is
placed on the necessary comprehension for student to successfully pass the
ASE A/C examination. Minimum demonstration and application of the task
will complete the student's satisfactory performance.

112  BASIC SHOP PRINCIPLES AND PRACTICES (3)
Lecture: 1 hour; Lab: 6 hours
This course offers instruction in the principles involved in the use and care of
automotive hand tools and measuring instruments, theory, identification, and
application of automotive fasteners. Principles, application and practice for
the tools used in the automotive industry are covered.
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AUTOMATIC TRANSMISSION/TRANSAXLE THEORY,
INSPECTION AND REPAIR (3) CSU

Lecture: 1 hour; Lab: 6 hours

This course offers instruction in the construction, function and testing of the
automatic transmission and transaxle. Emphasis is placed on safety power
train, torque converter, hydraulic fundamentals and controls, fluid and seal,
planetary systems, and electronic shift controls as well as diagnosis.

MANUAL DRIVE TRAIN AND AXLES THEORY,
INSPECTION AND REPAIR (3) CSU
Lecture: 1 hour; Lab: 6 hours

This course offers instruction in the principles of manual transmission and
axles, including gears, gear reduction, ratios, gear combinations, bearing
and type of clutches. Laboratory instruction is offered in the repair and
servicing of clutches, standard transmission and differentials.

SUSPENSION AND STEERING THEORY, INSPECTION
AND REPAIR (3) CSU

Lecture: 1 hour; Lab: 6 hours

This course offers instructions in the principles involved in steering,
suspension, wheel alignment, wheel balancing, hydraulic and power brakes.
This course also covers related sciences such as physics and mathematics
applied to steering, suspension, principles. In conjunction, this course
covers instruction in disassembly, inspection, reassembly and adjustment of
suspension and steering systems.

BRAKE SYSTEM THEORY, INSPECTION AND REPAIR (3)
Ccsu
Lecture: 1 hour; Lab: 6 hours

This course offers instruction in the principles of the modern automobile
braking system, including the hydraulic system, drum brake systems, disc
brake system, power assist systems, and the antilock systems. This course
also covers related sciences such as physics and mathematics applied to
the braking system.

ENGINE THEORY, INSPECTION AND REPAIR (3) CSU
Lecture: 1 hour; Lab: 6 hours

This course offers instruction in the types, of operating principles and
performance characteristics of automotive engines. Applied mathematics
and related physics are emphasized throughout the course. Students will
disassemble and assemble a complete engine and apply related theory to
factory procedures.

ELECTRICAL/ELECTRONIC SYSTEMS THEORY,
INSPECTION AND REPAIR (3) CSU

Lecture: 1 hour; Lab: 6 hours

This course offers instruction in basic electrical components and systems.

Laboratory practices on testing, servicing and diagnosing of electrical
components and systems are performed by the students.

FUEL AND EMISSIONS SYSTEMS THEORY, INSPECTION
AND REPAIR (3) CSU

NOTE: Students are strongly advised to have successfully completed
Auto and Related Technology 121, 122 with a grade of “C” or better
prior to entering this class.

Lecture: 1 hour; Lab: 6 hours

This course offers instruction in engine performance, diagnosis and repair.
Emphasis is placed on ignition, fuel, and emission systems. Instruction is
given in related technologies of automotive fuels, carburetors, fuel injection,
computer controls, ignition, induction and scavenging systems. The proper
use of test equipment and automotive comprehension are stressed in this
course. Additionally, proper work ethics, rules and regulations (State and
Federal) are presented in the relation of importance to overall customer
relations and community responsibility.
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AUTOMOTIVE THEORY AND REPAIR | - SECTION A (3)
Ccsu
Lecture: 1 hour; Lab: 6 hours

This course offers advanced instruction in review of engines, engine theory
and diagnosis, engine diagnostic equipment. Actual diagnosis and repair
of engine components, clutches, flywheels and standard transmissions
clutches flywheel and standard transmissions.

AUTOMOTIVE THEORY AND REPAIR Il - SECTION B (3)
Ccsu
Lecture: 1 hour; Lab: 6 hours

Theory and practice is given on emission control and engine performance.
Introduction to the mechanic certification program is stressed.

AUTOMOTIVE THEORY AND REPAIR Iil - SECTION C (3)
Ccsu

Lecture: 1 hour; Lab: 6 hours

This course offers instruction in the review of chassis electrical wiring
batteries, cranking systems, charging systems, and electronic ignition.
Actual repair and diagnosis of automotive components are completed on
American and imported cars.

COMPUTER CONTROL AND FUEL INJECTION (3) CSU

NOTE: Students are strongly advised to have successfully completed
Auto and Related Technology 122, 123 with a grade of “C” or better
prior to entering this class.

Lecture: 1 hour; Lab: 6 hours

This course offers instruction in Automotive Computer Control and Fuel
Injection Systems. Emphasis is placed on computer control electronic and
fuel systems construction, function and testing.

AUTOMOTIVE EMISSION CONTROL SYSTEMS (3)
Lecture: 1 hours; Lab: 6 hours

This course is designed to upgrade the knowledge of students who are
currently employed in the automotive field. It will prepare students to take
the Alternative Test for the State of California Bureau of Automotive Repair:
These are the alternative to the ASE A6, A8, and L1 test. Materials and
content comply with B.A.R. requirements. This is not to be considered and
entry level class.

AUTOMOTIVE THEORY AND REPAIR IV (3) CSU
Lecture: 1 hour; Lab: 6 hours

Classroom lecture is offered in the areas of brakes, front suspension,
batteries and starting systems, with emphasis on diagnosis and repair
procedures. Shop practice is offered in most areas of automotive repairs:
engine, transmissions, tune up, brakes, suspension, steering, and
automotive accessories, and various other repairs using available vehicles.

AUTOMOTIVE THEORY AND REPAIR V (3) CSU
Lecture: 1 hour; Lab: 6 hours

Classroom lecture is offered in the areas of the use of electrical diagnostic
equipment, interpretation of wiring diagrams, engine computer controls and
charging systems. Shop practice is offered in most areas of automotive
accessories, and various other repairs using available vehicles.

AUTOMOTIVE THEORY AND REPAIR VI - SECTION C (3)
CcSu

Lecture:1 hour; Lab: 6 hours

Classroom lecture is offered in the areas of automatic transmissions, air
conditioning and fuel injection systems, with emphasis on diagnosis and
repair procedure. Shop practice is offered in most areas of automotive
repairs: engine, transmissions, tune up, brakes, suspension, steering,

and automotive accessories, and various other repairs using customers’
vehicles.
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144  CALIFORNIA STATE BUREAU OF AUTOMOTIVE REPAIR

CLEAN AIR CAR COURSE (3) RPT2
Lecture: 1 hour; Lab: 6 hours

The course is designed to upgrade knowledge of the students who are
currently employed in the automotive field. This course also prepares
students for employment and licensing in the California State Smog
Check Program and prepares them for the California State Smog License
Examination. Materials and content comply with Bureau requirements.

DIESEL AND RELATED
TECHNOLOGY

PROGRAM OVERVIEW

If you live in the United States, almost every single thing you eat, wear or use
was delivered by a diesel-powered vehicle. Our trucks, trains, busses are
almost all diesel fueled; freighters, ocean liners, and many other electrical
generators are also diesel powered. Trade-Tech trains the professionals
who keep this vast pool of machines productive. Graduates of the Diesel
Technology program are well paid and have a diverse choice of areas in
which to specialize. In recent years, the demand from local employers has
exceeded our supply of qualified graduates as the program continues to
grow.

Requirements for the Associate in Science, Diesel and Related Technology
may be met by completing the four semester courses below, and 18 units
of general education courses to meet the Plan “B” requirement listed in this
catalog under Graduation/Transfer Requirements. The listed recommended
electives also may be substituted for courses in the Diesel and Related
Technology with approval of the Department Chair.

Upon successful completion of the program, students will be proficient in all
aspects of diesel engine fundamentals, electrical components, fuel systems,
overhaul procedures, hydraulic brake system and the construction and
operation of diesel engines.

*Note: Students are required to provide basic hand tools, appropriate work
clothing and personal safety equipment.

DIESEL AND RELATED TECHNOLOGY

m Associate in Science Degree

REQUIRED COURSES

FIRST SEMESTER UNITS
DIESLTK 112 Diesel Engine Fundamentals 1"
SECOND SEMESTER UNITS
DIESLTK 122 Diesel Fuel Systems and Electrical Component Theory 11
WELDG/E 201A  Welding and Related Technical Information 1

(may be taken in either 1st or 2nd semester)

Admission to third semester courses is limited to those who have
received a grade of “C” or better in all first year Diesel courses.

THIRD SEMESTER UNITS
DIESLTK 142 Diesel Engine Overhaul Fundamentals 1"
FOURTH SEMESTER UNITS
DIESLTK 132 Heavy Duty Drive Train Fundamentals 1
TOTAL UNITS 45
RECOMMENDED ELECTIVES
UNITS
ENGLISH 28 Intermediate Reading and Composition 3
MSCNC 111 Principles and Operations of Machine Tools | 3
WELDG/E 201 Welding - Gas and Electric | 2

DIESEL AND RELATED TECHNOLOGY

m Certificate of Completion

A Certificate of Completion is awarded for the successful completion of 45
units in the four semester courses listed above. Upon completion, students
will be able to enter the job market as diesel technicians.

RECOMMENDED ELECTIVES

UNITS
ENGLISH 28 Intermediate Reading and Composition 3
MSCNC 111 Principles and Operations of Machine Tools | 3
WELDG/E 201 Welding - Gas and Electric | 2

DIESEL AND RELATED TECHNOLOGY

m Certificate of Completion — Adjunct

A Certificate of Completion in Diesel and Related Technology may be earned
by attending weekend and evening courses as listed below, along with
sufficient electives selected from the Automotive Repair Mechanics program
to meet the 23-unit requirement. Upon completion, students will be viable for
jobs as diesel technicians.

REQUIRED COURSES
UNITS
DIESLTK 148 Truck Air and Hydraulic Brake System Theory and Repair 3
DIESLTK 261 Construction and Operation of Diesel Engines 4
DIESLTK 262 Tune-up and Trouble Shooting 4
DIESLTK 263 Diesel Fuel System 4
DIESLTK 264 Heavy Duty Drive-train 4
DIESLTK 265 Heavy Duty Electrical and Electronic Systems 4
DIESLTK 266 Diesel Engine Overhaul 4
TOTAL UNITS 27

(Diesel 261, 262, 263, 264, 265 and 266, together, may be used to
satisfy requirements for first semester of the Associate in Science degree
curriculum.) An Associate Degree in Diesel and Related Technology may not
be earned in the evening program.
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DIESEL AND RELATED TECHNOLOGY
m COURSE DESCRIPTIONS

112 DIESEL ENGINE FUNDAMENTALS (11)
Lecture: 6 hours; Lab: 15 hours
The theory of operation of diesel engine components, shop safety, basic
employment information, fastening devices, mechanical procedures, use of

measuring instruments, and electrical system are subjects covered in this
course.

122 DIESEL FUEL SYSTEMS AND ELECTRICAL
COMPONENT THEORY (11)
Lecture: 6 hours; Lab: 15 hours
This course covers the principles of fuel injection systems. Emphasis is
placed on the proper disassembly, diagnosis, reassembly and testing and

calibrating of different type pumps and fuel injectors. Various models will be
examined.

132 HEAVY DUTY DRIVE TRAIN FUNDAMENTALS (11)

NOTE: Students are strongly advised to have successfully completed
Diesel and Related Technology 112, 122 with a grade of “C” or better
prior to entering this class

Lecture: 6 hours; Lab: 15 hours

This course provides the theory and skills necessary to troubleshoot, repair
and replace air brakes, specialized clutches, multi-speed transmissions, and
the differential of heavy duty trucks.

142  DIESEL ENGINE OVERHAUL FUNDAMENTALS (11)

NOTE: Students are strongly advised to have successfully completed
Diesel and Related Technology 112, 122 with a grade of “C” or better
prior to entering this class

Lecture: 6 hours; Lab: 15 hours

This course provides the theory to develop the skills necessary for the
selection of methods to be used in the repairing of the diesel engine and
the accessories. The proper procedures for disassembling, measuring and
rebuilding are covered. The complete engine is reviewed and the emphasis
is on gaining the skills necessary to make determinations as to the status of
the engine components and to return it to service after proper reassembly,
adjustments and testing.

148 TRUCK AIR AND HYDRAULIC BRAKE SYSTEM THEORY
AND REPAIR (3)
Lecture: 3 hours; Lab: 3 hours

The operating principles of hydraulic, pneumatic, combination and vacuum
brake systems are studied. The student is given shop experience in service
and repair in various types of truck brake systems.

261 CONSTRUCTION AND OPERATION OF DIESEL
ENGINES (4)
Lecture: 3 hours; Lab: 3 hours
The theory and operation of diesel engines, the construction of diesel
engines and the electrical systems are covered. The proper use of tools,

fastening devices, mechanical procedures and safety practices in the shop
are part of the course.

262 TUNE-UP AND TROUBLESHOOTING (4)
Lecture: 3 hours; Lab: 3 hours

A course of instruction designed to instruct the student in the theory and
procedures for tune up and troubleshooting of diesel engines. All engine
systems, including the air, fuel, lube and cooling systems will be examined
and the student will be provided with a hands on experience in working with
these systems.

263 DIESEL FUEL SYSTEMS (4)
Lecture: 3 hours; Lab: 3 hours

This course covers the fuel injection systems of diesel engines and the
components necessary for efficient operation of the diesel engine. A review
of the operation of the two and four cycle engine is a part of the course.

A variety of fuel injection systems will be covered. The second part of the
course covers the charging and cranking systems necessary for operation
of the engine.

264 HEAVY DUTY DRIVE TRAIN (4)
Lecture: 3 hours; Lab: 3 hours

This course covers the heavy duty clutch, transmission, drive line, steering
axle, drive axle theory and overhaul.

265 HEAVY DUTY ELECTRICAL/ELECTRONIC SYSTEMS (4)
Lecture: 3 hours; Lab: 3 hours

Provides an understanding of electrical/electronic terms, electrical circuit
concepts, starting and charging systems, failure diagnosis and repair
techniques. Classroom instruction and hands-on training on how to use
electrical wiring diagrams, digital multi-meters and specialized automotive
test equipment.

266 DIESEL ENGINE OVERHAUL (4)
Lecture: 3 hours; Lab: 3 hours

Heavy-duty diesel engine overhaul including disassembly, cleaning and
inspection, adjustments and reassembly. All engines are live and will be
started upon completion in class.

301 INTRODUCTION TO ALTERNATIVE FUELS & HYBRID
VEHICLE TECHNOLOGY (1)
Lecture: 18 hours

Course offers an introduction to various alternative fuels such as biodiesel,
CNGI/LNG, ethanol and fuel cell technology. Hybrid vehicle introduction is
also included.

MOTORCYCLE REPAIR
MECHANICS

PROGRAM OVERVIEW

The Los Angeles basin is the leader in off road motorcycle racing. The
Certificate of Completion in Motorcycle Repair is designed for both new
students as well as industry professionals who want to upgrade their skills
and show validation of technology training.

Courses leading to the Certificate are offered during evenings and on
weekends. The Certificate may be earned by completing the required
courses, below, along with sufficient core electives to meet the 25-unit
minimum requirement. Upon completion of the program, students will have
the skills necessary to maintain, repair, and diagnose electrical and fuel
induction systems, and will be proficient in tune-up overhaul procedures and
basic shop practices.

*Note: Students are required to furnish their own hand tools. Consult with
the instructor for more information.

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 64

2009-2010 GENERAL CATALOG

7/20/2009 1:31:09 PM



Automorive TechnoLocy [lE] -

MOTORCYCLE REPAIR MECHANICS MOTORCYCLE REPAIR MECHANICS
m Certificate of Completion - Adjunct m COURSE DESCRIPTIONS
REQUIRED COURSES 210 INTERNAL COMBUSTION ENGINE THEORY AND
UNITS REPAIR (4)

Lecture: 3 hours; Lab: 3 hours

MCYCMEK 210 Internal Combustion Engine Theory
MCYCMEK 212 Motorcycle Service and Tune-up Theory and Repair A study is made of engine types, construction operating principles and
performance. Shop practice is given on engine disassembly and inspection,

4
4

MCYCMEK 214 Multi-cylinder Electrical Principles and Repair 4 valve reconditioning, bearing replacement, piston and ring service and
4
9

MCYCMEK 216 Multi-cylinder Diagnosis and Overhal engine reassembly.
Core Electives

~STAUNTTS 5= | 212 MOTORCYCLE SERVICE AND TUNE-UP THEORY AND

REPAIR (4)
Lecture: 3 hours; Lab: 3 hours

CORE ELECTIVES UNITS Lecture and laboratory experiences are given on routine motorcycle service
and tune-up as well as trouble-shooting and repairing engine performance

AUTORTK 122 Electric Systems, Principles, and Repair 3 problems.

AUTORTK 135 Computer Control and Fuel Injection 3

AUTORTK 136 Automotive Emission Control Systems 3 214 MULTI-CYLINDER ELECTRICAL PRINCIPLES AND
REPAIR (4)

Satisfactory completion of the “Required Courses” plus one “Core Lecture: 3 hours; Lab: 3 hours

Elective” together with 30 units of general education courses to meet Instruction is offered in electrical theory, diagnosis, and repair as applied

the requirements of “Plan A”, will entitle the student to an Associate to the electrical systems of multi-cylinder motorcycles. Shop practices are

Degree given on testing procedures and test equipment, and repair.

216  MULTI-CYLINDER ENGINE DIAGNOSIS AND OVERHAUL
(4)
Lecture: 3 hours; Lab: 3 hours

Multi-cylinder engine principles, operation and overhaul methods are
stressed. Shop instruction on diagnosis, disassembly, repair, overhaul and
assembly of multi-cylinder engines is offered.
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BUSINESS

PROGRAM OVERVIEW

The Business program offers occupational training in a variety of business
skills and techniques required by supervisors and managers in both private
industry and public agencies. Management personnel are responsible for
planning, organizing, budgeting, purchasing, operations, maintenance,
directing the work of employees and directing the activities of an
organization. Instruction is provided in management theory and practical
application techniques required by entry-level positions, those seeking
career advancement, and the owner/operator(s) of a small business.

Major areas of emphasis in Business leading to an A.A. degree include
Accounting, Management/Supervision, Marketing and Public Relations,
Real Estate, and Retail Merchandising. A variety of Certificates are offered in
Accounting, Governmental Supervision, Management/ Supervision, Marketing
and Public Relations, Real Estate, and Small Business Entrepreneurship.
Many of the courses are applicable to a number of specific Business majors
and provide great latitude in course selection to allow students to customize
the program to meet their goals. In addition, students planning to transfer to
four-year institutions in Business and related fields may complete the lower
division requirements of many colleges and universities. Students should
confer with a counselor as soon as practicable in the program to determine
the specific requirements of the particular institution to which they plan to
transfer.

Courses required for a variety of Business Certificate designations and
short-term Skills Certificates are designed to prepare students for entry-level
positions in specialized occupational areas after 2 to 3 semesters and are
also applicable to the Associates in Arts degree.

BUSINESS

m Associate in Arts Degree Options

The Associate in Arts degree options in Business lead to acquired skills
necessary for entry-level positions and career advancement opportunities
in industry and the public sector, a solid foundation for transfer to four-year
institutions and the development and improvement of the basic skills required
by the small business owner.

Upon successful completion of the degree, students will have a sound
background in the analysis of basic business situations and the application
of business and management principles and techniques as related to private
business and public agencies.

The degree requirement may be met by completion of the 26 units of core
courses listed, and 16-21 units from the requirements within the selected
program major: (1) Accounting (2) Management/Supervision (3) Marketing/
Public Relations (4) Real Estate (5) Retail Merchandising.

CORE COURSES
UNITS

ACCTG 1 Introductory Accounting | 5
BUS 1 Introduction to Business 3
BUS 5 Business Law | 3
BUS 32 or 33 Business Communications or

Technical Report Writing 3
BUS 38 Business Computations 3
CAQT 820r100  Microcomputer Software Survey in the Office/Windows

Based Computer Applications 3
ECON 2 Principles of Economics Il (Macro) 3
SUPV 11 Oral Communications 3

TOTAL UNITS 26

Note: Completion of English 21 with a grade of “C” or better prior
to enrollment is recommended for success in the above Business
Administration classes. Some classes may only be offered during
the day or only in the evening or may only be offered once during
the academic year. Students should check with counseling in order
to schedule their time accordingly. Students should take CAOT 1
(keyboarding 1) if they do not demonstrate at least a minimal proficiency
in typing.

RECOMMENDED ELECTIVES

The following courses may be used as electives provided that the
course is NOT a requirement in the major:

UNITS
ACCTG 2 Introductory Accounting Il 5
BUS 18 Business Lab 1
BUS 22 E-Commerce Essentials 3
BUS 32 Business Communications 3
BUS 33 Technical Report Writing 3
BUS 40 Business Project Management 3
CAQT 85 Spreadsheet Analysis 3
CAOT 98 Introduction to Windows 3
CAOT 101 Hands-on Internet 1
ECON 1 Principles of Economics | (Micro) 3
MGMT 2 Organization and Management Theory 3
MGMT 33 Personnel Management 3
MARKET 1 Principles of Selling 3
MARKET 11 Fundamentals of Advertising 3
MARKET 21 Principles of Marketing 3
MARKET 25 Marketing Internship Lab 3
OFF MCH 2 Office Machines 1
PUBREL 1 Principles of Public Relations 3
PUBREL 2 Public Relation Techniques 3
PUBREL 3 Writing for Public Relations 3
REALES 1 Real Estate Principles 3
SUPV 1 Principles of Supervision 3
SUPV 3 Human Relations 3
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BUSINESS
m COURSE DESCRIPTIONS

1 INTRODUCTION TO BUSINESS (3) UC: CSU
Lecture: 3 hours

Special emphasis is placed on the meaning and purpose of business in our
society, the historical development of business, the general economic setting
for business today, and the following business areas: forms of business
organization, manufacturing, marketing, human relations, financing,
accounting, budgeting, reports, government-based relations, and the social
responsibilities of people in business.

5  BUSINESS LAW I (3) UC: CSU
Lecture: 3 hours

This is an introductory course in civil law. Emphasis is placed upon the study
of contracts, agency, negotiable instruments, personal property, sales, forms
of business organization, partnership, corporations, security transactions,
business torts, current ownership of land and goods and real property.
Attention is also given to logical reasoning and the application of rules of law
to everyday affairs in business. (Same as Law 1)

6  BUSINESS LAW Il (3) UC: CSU
Lecture: 3 hours

Bailment; principles of agency, including rights and liabilities of agent,
principal, and third parties; formation of partnerships, the powers and
liabilities of partners before and after dissolution of the partnership; the
formation and management of California corporations, the rights and
liabilities of stockholders, and dissolution of corporations; legal aspects
of negotiable instruments and securities, including stocks, bonds, notes,
commercial paper, and checks. (Same as Law 2)

12 CUSTOMER SERVICE PRINCIPLES (3)
Lecture: 3 hours

Instruction will focus on those skills the customer service student needs
to be well prepared for a work environment characterized by demanding
customers, changing economic conditions, constant change, and a new
level of competitiveness. This interpersonal skills approach places greater
emphasis on the application of knowledge through practice, followed

by feedback and reinforcement. The skills, strategies, and techniques
used in this class are directed toward identifying customer needs and the
satisfaction of those needs.

13 CUSTOMER SERVICE ISSUES (3)
Lecture: 3 hours

Course covers customer service issues such as decision-making, problem
solving, handling conflict, teamwork, managing change, attitude and self-
esteem in the customer service workplace.

14 ORAL COMMUNICATIONS FOR CUSTOMER SERVICE
PERSONNEL (3)
Lecture: 3 hours

Instruction will focus on the key issues of creating positive and productive
customer service communications, identifying customer needs and problems
and finding viable solutions.

18 BUSINESS COMPUTER LAB (1)
Recommended Preparation: Any Business course; Lab: 3 hours

Alab class which provides additional computer availability for students to
complete their class assignments.
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THE BUSINESS ELECTRONICS COMMERCE (3)
Lecture: 3 hours

This comprehensive course emphasizes emerging online technologies
and future trends with respect to e-commerce. In addition to the early
development of e-commerce, strategies for e-commerce success,
e-marketing, online payment methods, spamming, phishing, identity theft,
and other e-commerce components will be explored.

BUSINESS COMMUNICATIONS (3) CSU
Lecture: 2 hours; Lab: 2 hours

This is a course designed to achieve the following: effective written
communication in English for the transaction of business; development of
letter writing principles and techniques; enrichment of general vocabulary.
Practical experience is given in writing the basic types of letters used in
business: order, complaint, adjustment, sales collection, and application.
(Same as CAOT 32.)

TECHNICAL REPORT WRITING (3) CSU
Lecture: 3 hours

The written report as used in business, industry, and the technical profession
is studied. Practice is given in organizing and presenting factual material
with clarity, definiteness, and conciseness. The content of the course will be
adapted to the business and professional needs of the student. (Same as
English 129.)

LEGAL OFFICE PROCEDURES
Lecture: 2 hours

This course is designed to prepare students for employment as an entry-
level law office clerk. It emphasizes law office office procedures, preparation
and maintenance of case calendars, and the preparation and maintenance
of case files. Students will learn how to document phone calls, keep
accurate correspondence files, organize case files, and perform other
clerical duties relevant to a law office.

SPANISH LEGAL OFFICE TERMINOLOGY

Lecture: 2 hours

This course is designed to provide Spanish legal terminology for legal
professionals, paraprofessionals, and law office support staff whose offices
serve Spanish-speaking clients. Both civil and criminal legal terminology will
be covered in this course. This course is suitable for both fluent and non-
fluent speakers of Spanish.

BUSINESS COMPUTATIONS LAB (1)
Lab: 2 hours

Alab class which provides opportunity for students enrolled in Business
Computations to solve problems directly related to business applications.

BUSINESS COMPUTATIONS (3) CSU
Lecture: 3 hours

The principles of mathematics are reviewed and applied to typical
accounting, financial, and general business problems, including the
following: Bank services including checking account and credit card account
activity, payroll calculations, cash and trade discounts, merchandise mark-
up and inventory valuation, simple and compound interest, annuities, stock
and bond transactions, business and consumer loans, taxes and insurance,
depreciation, financial statements and ratios, and business statistics.

|

BUSINESS PROJECT MANAGEMENT (3) CSU
Lecture: 2 hours; Lab: 2 hours

Students will study all phases of project management and learn the tools for
bringing in projects on time and within budget. Specific topics will include
project life cycles, setting objectives, identifying activities and resources,
work breakdown structure, workflow, network analysis, contingency
planning, scheduling, budgeting, work-in-progress and reporting. Special
emphasis will be placed on MS Project.

[
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ACCOUNTING

PROGRAM OVERVIEW

The Accounting program offers occupational training to the student who
plans to work in general and corporate accounting. Instruction is provided
in financial and managerial accounting theory and in various practical
aspects of the accounting field. General accountants record transactions
involving receivables, payables, payroll, and property into a general ledger
and examine the financial records for compliance with accounting standards
and applicable laws. Corporate accountants record financial transactions,
analyze and evaluate financial records, apply tax law and finance techniques,
and may design and implement accounting/ bookkeeping systems and
procedures. Many of the courses offer practical accounting training to the
owner/operators of a small business. Courses required in the Associate
Degree program are basic to the study of more advanced accounting for the
student who wishes to continue formal education at a four-year institution.
Courses required for the Accounting Certificate, Accounting Clerk Certificate,
and short-term skills certificates are designed to prepare students for entry-
level positions in specialized occupational areas after 2 to 3 semesters of
study.

In 2008, there were 69,200 bookkeeping, accounting, and auditing positions
inindustry. Their average annual wages were $40,000. (Source: Occupational
Employment Statistics Program, U.S. Bureau of Labor Statistics)

Upon successful completion of the program, students will be proficient in
the application of basic financial and managerial accounting principles
and techniques. They will be adept at analyzing and recording economic
transactions using Generally Accepted Accounting Principles (GAAP) and
relevant computer applications. They will understand the application of
the accounting principles and techniques to service, merchandising, and
manufacturing businesses. Typical positions are bookkeeper, accounting
clerk, junior-accountant and tax preparer. The program will prepare students
for advancement to senior accountant or chief bookkeeper. This major may
also lead to many other careers in business and industry.

ACCOUNTING

m Associate in Arts Degree

Requirements for the Associate in Arts degree in Accounting may be met by
completing the 44 units of the required courses listed below and 18 units of
general education courses to meet the Plan B graduation requirement.

REQUIRED COURSES
FIRST SEMESTER UNITS
BUS 1t Introduction to Business 3
BUS32tor33  Business Communications/or Technical Report Writing 3
BUS 38t Business Computations 3
CAOT 821 or 100  Microcomputer Software Survey in the Office/Windows
Based Computer Applications 3
SUPV 111 Oral Communications 3
UNITS 15

SECOND SEMESTER UNITS
ACCTG 1t Introductory Accounting | 5
ACCTG 25% Computerized Accounting Methods and Procedures

(Spring only) 3
ECON 2t Principles of Economics Il (Macro) 3
OFF MCH 2t Office Machines 1

UNITS 12
THIRD SEMESTER UNITS
ACCTG 2% Introductory Accounting |1 5
BUS 5t Business Law | 3
CAOT 85% Spreadsheet Analysis 3

UNITS 1
FOURTH SEMESTER UNITS
ACCTG 11** Cost Accounting (offered Spring only) 3
ACCTG 157 or 185 Tax Accounting or Computerized

Payroll Accounting (Fall only) 3
ACCTG 3** Intermediate Accounting (offered Fall only) 3

UNITS 6 OR9

TOTAL UNITS 44 OR 47

Note: Students planning for a career in financial accounting may wish
to take Accounting 3 offered in the FALL semester.

T Degree CORE requirements

1 Accounting Major AA degree requirements

ACCOUNTING

m Certificate of Completion

A Certificate of Completion may be earned by completing the required
courses listed below. Many of the courses may apply toward the fulfillment of
the AA Degree in Accounting or Business Administration-Accounting.

Upon successful completion students will understand the application of basic
financial accounting principles and techniques to service and merchandising
businesses. They will be skilled at analyzing and recording business
transactions in a general ledger, preparing basic financial reports and
financial analysis. The courses are intended to provide the basic practical and
technical skills that are required by industry and government employers.

REQUIRED COURSES
FIRST SEMESTER UNITS
ACCTG 1 Introductory Accounting | 5
BUS 1 Introduction to Business 3
BUS 32 Business Communications 3
BUS 38 Business Computations 3
OFF MCH 2 Office Machines 1
UNITS 15
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SECOND SEMESTER UNITS
ACCTG 2 Introductory Accounting Il 5
ACCTG 25 Computerized Accounting Methods

and Procedures (Spring only) 3
BUS 5 Business Law | 3
CAOT 820r 100  Microcomputer Software Survey in the Office/Windows

Based Computer Applications 3

UNITS 14
THIRD SEMESTER UNITS
ACCTG 3 Intermediate Accounting (Offered Fall semester only) 3
ACCTG 11 Cost Accounting (Offered Spring only) 3
ACCTG 150r 18  Tax Accounting or Computerized Payroll Accounting

(Fall only) 3
CAOT 85 Spreadsheet Analysis 3
SUPV 11 Oral Communications 3

UNITS 15

TOTAL UNITS 44

ACCOUNTING

m Certificate of Completion - Accounting Clerk

A Certificate of Completion may be earned by completing the required
courses listed below with a grade of “C” or better.

REQUIRED COURSES
FIRST SEMESTER UNITS
ACCTG 1 Introductory Accounting | 5
BUS 1 Introduction to Business 3
BUS 38 Business Computations 3
CAOT 820r 100  Microcomputer Software Survey in the Office/Windows
Based Computer Applications 3
OFF MCH 2 Office Machines 1
UNITS 15
SECOND SEMESTER UNITS
ACCTG 18 Computerized Payroll Accounting 3
ACCTG 25 Computerized Accounting Methods and Procedures
(Spring only) 3
ECON 2 Principles of Economics Il (Macro) 3
CAOT 85 Spreadsheet Analysis 3
SUPV 11 Oral Communications 3
UNITS 15
TOTAL UNITS 30

69

ACCOUNTING
m COURSE DESCRIPTIONS

11

15

17

18

INTRODUCTORY ACCOUNTING | (5) UC:CSU

NOTE: Accounting 21 plus Accounting 22, (total, 6 units) are equivalent
to Accounting I, 5 units. Credit allowed only for Accounting | or the
combination of Accounting 21 and Accounting 22.

Recommended Preparation: Business 38 (Business Computations).
Lecture: 5 hours

Introduces the fundamental principles and concepts of accounting as a basis
for financial communication in business. This includes the procedures for
maintaining records in business transactions and the preparation of financial
statements for the sole proprietorship in a service and merchandising firm.
Procedures and techniques for internal control, deferrals and accruals,
inventory, plant assets, accounts receivable, accounts payable, and payroll
are included.

INTRODUCTORY ACCOUNTING II (5) UC:CSU
Lecture: 5 hours

Continues the introductory phase of accounting. Topics covered include:
Partnerships, Corporations, Income Tax, Bonds, Cash Flow, Financial
Statement Analysis, Managerial Accounting, Job Order and Process Cost
Systems, Cost Behavior and Analysis, Budgeting, Performance Evaluation,
Product Pricing, Capital Investment Analysis.

INTERMEDIATE ACCOUNTING (3) CSU
Lecture: 3 hours

This course includes theory, practice, and problems pertaining to
presentation of the financial statements - balance sheet and income
statement, the accounting process; valuation of working capital, plant
and equipment, intangibles, long-term liabilities, and stockholders’ equity
accounts; financial statement analysis; and funds-flow and cash-flow
reporting. Computerized output is offered along with manual projects.

COST ACCOUNTING (3) CSU
Lecture: 3 hours

Cost systems and cost elements are studied in this course. Cost accounting
for materials is covered by the study of purchases, inventories, pricing
methods, requisitions, and vouchers. Labor cost accounting includes the
subjects of payroll systems, records and analysis. Factory overhead is
analyzed from the viewpoint of variable and fixed costs, direct and service
costs and methods of application. Materials, labor and overhead costs are
also studied for their application to job order, process and standard costs
systems. Standard variances and cost factors are also presented in the cost
practice set.

TAX ACCOUNTING I (3) CSU
Lecture: 3 hours

This course presents the fundamentals of federal income taxation with
emphasis on the taxation of individuals. Computerized output is offered
along with manual preparation.

|

PAYROLL ACCOUNTING (2)

Lecture: 2 hours

Methods and procedures of compiling the payroll records, and preparation of
payroll tax returns required by State and Federal laws are covered. Included
are State and Federal unemployment and social security and workers’
compensation reports.

[

COMPUTERIZED PAYROLL ACCOUNTING (3)

Lecture: 2 hours; Lab: 2 hours

Concerned with procedures and practices involved in a manual or
automated payroll system. Includes familiarizing students with current
State and Federal laws affecting payroll, computation of payroll taxes, and
preparation of payroll tax returns.
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21 BOOKKEEPING AND ACCOUNTING I (3) UC:CSU
NOTE: Credit allowed only for Accounting | (5 units) or Accounting 21
and 22
(6 units) (UC limits credit for Accounting 21 and 22 to 5 units)
Recommended Preparation: Business 38 (Business Computations)
Lecture: 3 hours

This course includes fundamentals of double entry bookkeeping; preparation
of the trial balance; work sheets and simple financial statements; use of
controlling accounts; the control of cash and bank reconciliation statements.
Students may complete a mercantile firm practice set.

22 BOOKKEEPING AND ACCOUNTING |1 (3) UC:CSU
Lecture: 3 hours

This course includes fundamentals of double entry bookkeeping; preparation
of the trial balance, worksheets and simple financial statements; use of
controlling accounts; the control of cash and bank reconciliation statements.
Students may complete a mercantile firm practice set.

25 COMPUTERIZED ACCOUNTING METHODS AND
PROCEDURES (3)
Lecture: 3 hours

This course emphasizes the hands-on use of popular computer software
applications to accounting and business, with special reference to the
general ledger, billing, accounts receivable, accounts payable, payroll, and
inventory control.

55  ACCOUNTING COMPUTER LAB (1)
Lab: 2 hours

This is an accounting computer lab which provides the student with an
opportunity to apply the accounting concepts being studied in a concurrent
lecture/discussion Accounting class section.

PARALEGAL AND LAW
OFFICE

PROGRAM OVERVIEW

LATTC offers a range of courses designed for students who are interested in
paralegal studies or work in a legal environment.

The Paralegal and Law Office Program is designed to prepare students to
assist attorneys in both private and public sectors in all phases of legal work
and to equip the student with the knowledge necessary to enter the legal
service fields as an entry-level paralegal. It will also insure a quality paralegal
education at the community college level

PARALEGAL AND LAW OFFICE
m COURSE DESCRIPTIONS

3 CIVIL RIGHTS AND THE LAW (3)
Lecture: 3 hours

This course will analyze civil rights decisions in the context of their historical
period. It is designed to give the student an understanding of the relationship
of the role social movements have played in creating civil rights law.
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INTRODUCTION TO LEGAL ASSISTANT I (3)
Lecture: 3 hours

Introductory course providing an introduction to legal terminology, research
problems, law and ethics, and the role of the paralegal as a legal assistant.

INTRODUCTION TO LEGAL ASSISTANT II (3)
Lecture: 3 hours

Continuation of Paralegal | with the study of composition, location, and
jurisdiction of all courts including an introduction to legal drafting and writing
with continued study of document production and administration within the
judiciary and a detailed examination of civil and criminal litigation.

TORT LAW AND CLAIMS INVESTIGATION (3)
Lecture: 3 hours

Overview of the fundamentals of Tort Law including intentional torts,
negligence, and strict liability. Additionally, students will study personal injury
investigation, preparation of legal pleadings, preparation and analysis of
discovery materials, and how to prepare for trial.

WILLS, TRUSTS, AND PROBATE ADMINISTRATION (3)
Lecture: 3 hours

Study of the fundamental principles of the law of wills, trusts, and probate
including an examination of the organization and jurisdiction of the California
Probate Court and the administration of estates through that court.

LAW OFFICE MANAGEMENT
Lecture: 3 hours

Study of the basic objectives of the management of a law office including
examining the hardware and software used in a law office, office manuals,
and law office correspondence.

CIVIL AND CRIMINAL EVIDENCE
Lecture: 3 hours

Students will examine the rules of court including deposition and
interrogatory preparations and how each affects the admissibility of evidence
in a civil or criminal proceeding.

LEGAL WRITING (3)
Lecture: 3 hours
Advanced legal drafting and writing, including special research and projects.

MARRIAGE AND FAMILY LAW
Lecture: 3 hours

Course surveys practice and procedures relating to issues concerning family
law. An examination of parental prerogatives, marriage, separation, divorce,
custody and support, adoption and guardianship.

PROPERTY AND CREDITOR RIGHTS (3)
Lecture: 3 hours

Study of property including community property, tenancies, leases, deeds,
other property interests, a study of the system of recording and search of
public documents, and bankruptcy laws. The student will also explore the
ramifications of secured transactions.

PROBATE PROCEDURES
Lecture: 3 hours

A comprehensive study of methods for fact gathering, office procedures, and
required court work involved in the processing of probates for testate and
intestate decedents.
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MANAGEMENT/
SUPERVISION

PROGRAM OVERVIEW

The Management/Supervision program is designed to comprehensively cover
the major aspects of business, management, and supervision necessary
to advance and succeed in business and industry. Course work will cover
the basic business management skills with emphasis on human relations,
leadership, and written and oral communications specifically related to
managerial/supervisory positions. It is designed to meet the needs of those
who plan to (1) prepare for supervisory positions, (2) existing supervisors/
management personnel seeking advancement to more responsible positions,
and (3) individuals planning to own and operate their own business.

Administrative services managers perform a broad range of duties in virtually
every sector of the economy. They coordinate and direct support services to
organizations as diverse as insurance companies, computer manufacturers,
and government offices. (Source: U.S. Bureau of Labor Statistics)

This program prepares students to move into positions as supervisors, team-
leaders, or first-line managers by adding basic management/supervisory
skills to the occupational/technical skills they may already possess. Upon
successful completion of the program, students will be adept at problem
solving, decision-making, communicating, motivating people in groups and
teams, and understanding and applying management skills required for
entry-level positions in business and industry, or for their own businesses.
Typical positions are supervisor/manager in business, industry, government,
and nonprofit sectors, self-employed business owners/operators.

MANAGEMENT/SUPERVISION

m Associate in Arts Degree

Requirements for the Associate in Arts degree in Management/Supervision
may be met by completing the required 47 units of courses listed below,
and 18 units of general education courses to meet the Plan B graduation
requirement.

REQUIRED COURSES
FIRST SEMESTER UNITS
BUS 11 Introduction to Business 3
BUS 32t or 33 Business Communications/or Technical Report Writing 3
BUS 38t Business Computations 3
CAOT 821 or 100  Microcomputer Software Survey in the Office/Windows
Based Computer Applications 3
SUPV 111 Oral Communications 3
UNITS 15

SECOND SEMESTER UNITS
ACCTG 1t Introductory Accounting | 5
ECON 2t Principles of Economics Il (Macro) 3
SUPV 11 Principles of Supervision 3
MARKET 213 Principles of Marketing 3
UNITS 14

THIRD SEMESTER UNITS
BUS 5t Business Law | 3
MGMT 2t Organization and Management Theory 3
BUS 40t Business Project Management 3
SUPV 3t Human Relations 3
UNITS 12

FOURTH SEMESTER UNITS
MGMT 13 Small Business Entrepreneurship 3
MGMT 33 Personnel Management 3
UNITS 6

TOTAL UNITS 47

T Degree CORE requirements
1 Management/Supervision Major AA degree requirements

MANAGEMENT/SUPERVISION

m Certificate of Completion

The Management/Supervision certificate program is designed to cover the
major aspects of business, management and supervision necessary to
obtain entry-level positions and succeed in business and industry.

REQUIRED COURSES
FIRST SEMESTER UNITS
BUS 1 Introduction to Business 3
BUS 5 Business Law | 3
BUS 32 Business Communications 3
CAOT 820r 100  Microcomputer Software Survey in the Office/Windows
Based Computer Applications 3
MGMT 2 Organization and Management Theory 3
UNITS 15
SECOND SEMESTER UNITS
ACCTG 21 Bookkeeping and Accounting | 3
MGMT 33 Personnel Management 3
MARKET 21 Principles of Marketing 3
CAOT 85 Spreadsheet Analysis 3
SUPV 3 Human Relations 3
SUPV 11 Oral Communications 3
UNITS 18
TOTAL UNITS 33

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 71

2009-2010 GENERAL CATALOG

71

|

[

7/20/2009 1:31:09 PM



72

J

.

MANAGEMENT/SUPERVISION

m Certificate of Completion - Governmental
Supervision

A Certificate of Completion in Governmental Supervision is offered to
students who complete a total of 30 units of the required courses listed
below. The certificate is regarded by management agencies as evidence of
significant achievement.

In the federal government, industrial specialists in non-supervisory,
supervisory, and managerial positions averaged $73,990 a year in 2008.
(Source: U.S. Bureau of Labor Statistics).

Upon successful completion of the program the students will be proficient
in the application of basic business and management principles and
techniques in a governmental environment. They will be adept at analyzing
basic business situations as related to governmental agencies. This program
prepares students to advance to positions of responsibility in governmental
organizations and trains them in fundamental aspects of supervision and
management in city, state, and federal agencies.

REQUIRED COURSES
UNITS
SUPV 1 Elements of Supervision 3
SUPV 3 Human Relations 3
SUPV 6 Labor-Management Relations 3
—or—
LABOR ST 2 Collective Bargaining 3
—or—
LABOR ST 4 Issues in Labor Relations 3
SUPV 11 Oral Communications 3
BUS 33 Technical Report Writing 3
MGMT 2 Organization and Management Theory 3
MGMT 50 Local Government for the Manager 3
ECON 2 Principles of Economics Il (Macro) 3
MGMT 33 Personnel Management 3
BUS 40 Business Project Management 3
TOTAL UNITS 30

MANAGEMENT
m COURSE DESCRIPTIONS

2 ORGANIZATION AND MANAGEMENT THEORY (3) CSU
Lecture: 3 hours

As part of the study of industrial organization, this course covers such
topics as financing the enterprise, building the internal organization,

and plant layout. The study of industrial operations includes production
planning and control, inventory and material handling, quality control,

and methods analysis and work simplification. In addition, this course
includes a consideration of the principles of industrial relations and
personnel management, office management, and internal coordination and
environmental issues.

13~ SMALL BUSINESS ENTREPRENEURSHIP (3) CSU
Lecture: 3 hours
This course is designed to teach the student to understand the problems of
organizing and operating a small business and how to analyze one’s own
personal qualifications for small business management.

33 PERSONNEL MANAGEMENT (3) CSU
Lecture: 3 hours

This course is concerned with the development of the personnel function,
personnel tools and records, and the use of psychology in personnel
administration. Training and education of employees, incentives, special
problems of personnel administration and management, employee
representation, and social controls are included as topics of discussion.

50 LOCAL GOVERNMENT FOR THE MANAGER (3) CSU
Lecture: 3 hours
A course designed to develop an understanding of the principles and
functions of management in large governmental agencies, especially at the
municipal level. The course will emphasize management in the areas of
personnel, finance, controls, organization, and planning.

SUPERVISION
m COURSE DESCRIPTIONS

1 ELEMENTS OF SUPERVISION (3) CSU
Lecture: 3 hours
This is a basic introductory course covering in general terms the total
responsibilities of a supervisor in industry, such as organization, duties,
human relations, grievances training, rating, promotion, quality-quantity
control, management-employee relations, and related topics.

2 BASIC PSYCHOLOGY FOR SUPERVISORS (3) CSU
Lecture: 3 hours

Instruction will focus on “how to succeed” orientation in handling problems
and situations frequently encountered at work. The emphasis is on
psychological aspects, perceptions, learning processes, emotions, attitudes
and personalities. This approach is useful in development of the practical
insights and specific skills — yet is academically respectable.

3 HUMAN RELATIONS (DEVELOPING SUPERVISORY
LEADERSHIP) (3)
Lecture: 3 hours
Instruction will focus on those human relation skills the supervisory student
needs to be well rounded and thoroughly prepared for a work environment
characterized by economic volatility, constant change, and a new level of
competitiveness. This interpersonal skills approach places greater emphasis
on the application of knowledge through practice, followed by feedback and
reinforcement.

6 LABOR-MANAGEMENT RELATIONS (3)
Lecture: 3 hours
Instruction covers the history and development of the labor movement, the
Wagner Act, the Taft-Hartley Act, the Landrum-Giriffin Act, and other federal
labor laws including civil rights legislation, state and local labor laws relating
to the public sector, and related topics in the field of labor management
relations.
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1 ORAL COMMUNICATIONS FOR SUPERVISORS (3)
Lecture: 3 hours

A practical understanding of the communication process, listening, and
group dynamics is gained through the use of structured experiences and
role playing. Students also learn to develop and deliver effective oral
presentations through the application of speech principles and presentation
media.

12 WRITTEN COMMUNICATIONS FOR SUPERVISORS (3)
Lecture: 3 hours

This fundamental course is written communications for supervisors. A study
of the basic forms of supervisory writing that includes memos, e-mails,
research proposals, policies and procedure manuals. Additional topics may
include: writing and analyzing resumes, developing employee career plans,
and preparing worker performance appraisals.

14 DEVELOPING EMPLOYEES THROUGH TRAINING (3)
Lecture: 3 hours

The supervisor is given insight into responsibility for developing employees
through training. Included are such topics as orientation; on-the-job
techniques; job instruction principles; supervisory training; management
development; training needs; and evaluating training.

MARKETING AND PUBLIC
RELATIONS

PROGRAM OVERVIEW

This program is designed for students who wish to enter the fields of
marketing or public relations. It is designed to meet the needs of those who
wish to become store managers, department store buyers, or retail/wholesale
salespersons. Publicity, sales, and business writing are stressed.

The advertising and public relations industry employed 431,000 workers
in 2008. An additional 62,000 workers were self-employed. Management,
business and financial workers; professional and related workers; and sales
and related workers account for more than 6 out of 10 jobs in the industry.
(Source: U.S. Bureau of Labor Statistics)

Upon successful completion of the program, the student will have a
background in the principles and practices involved in the promotion and
distribution of products and services from producers through middleman to
the ultimate consumer. This program leads to entry-level positions in public
relations and marketing careers in business, industry, agency, government,
and nonprofit sectors of society. Typical positions are retail, wholesale,
industrial sales, buyer, merchandising supervisor, and self-employment.

MARKETING AND PUBLIC RELATIONS

m Associates in Arts Degree

Requirements for the Associate in Arts degree in Marketing/Public Relations
may be met by completing the required 18-units of courses below, the
required 26 unit core courses required for all business majors, and 18 units
of general education courses to meet the Plan B graduation requirement.

UNITS

MARKET 1 Principles of Selling 3
MARKET 11 Fundamentals of Advertising 3
MARKET 21 Principles of Marketing 3
PUB REL 1 Principles of Public Relations 3
PUB REL 2 Public Relations Techniques 3
PUB REL 3 Writing for Public Relations 3
TOTAL UNITS 18

The following is a suggested sequence of required courses to be

taken:
FIRST SEMESTER UNITS
BUS 11 Introduction to Business 3
BUS 321 or 33 Business Communications/or Technical Report Writing 3
BUS 38t Business Computations 3
CAOT 821 or 100  Microcomputer Software Survey in the Office/Windows
Based Computer Applications 3
SUPV 111 Oral Communications 3
UNITS 15
SECOND SEMESTER UNITS
ACCTG 11 Introductory Accounting | 5
ECON 2t Principles of Economics Il (Macro) 3
MARKET 1% Principles of Selling 3
PUB REL 1% Principles of Public Relations 3
UNITS 14
THIRD SEMESTER UNITS
BUS 5*t Business Law | 3
MARKET 211 Principles of Marketing 3
PUB REL 2% Public Relations Techniques 3
UNITS 9
FOURTH SEMESTER UNITS
MARKET 11% Fundamentals of Advertising 3
PUB REL 3% Writing for Public Relations 3
UNITS 6
TOTAL UNITS 44

1 Degree CORE requirements
T Marketing/Public Relations AA degree requirements
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MARKETING AND PUBLIC RELATIONS

m Certificate of Completion

The Certificate of Completion is awarded for successful completion of 33
units of the core courses below. All of the courses may be applied toward the
fulfillment of the Marketing/Public Relations Associate in Arts degree.

Upon successful completion of the Certificate program, students will have
a background in the principles and practices involved in the promotion and
distribution procedures for products and services.

REQUIRED COURSES
FIRST SEMESTER UNITS
ACCTG 21 Bookkeeping and Accounting 1 3
BUS 1 Introduction Business 3
BUS 5 Business Law 3
BUS 32 Business Communications 3
CAOT 820r 100  Microcomputer Software Survey in the
Office/Windows Based Computer Applications 3
SUPV 11 Oral Communications 3
UNITS 18
SECOND SEMESTER UNITS
MARKET 1 Principles of Selling 3
MARKET 11 Fundamentals of Advertising 3
MARKET 21 Principles of Marketing 3
PUB REL 1 Principles of Public Relations 3
PUB REL 2 Public Relations Techniques 3
UNITS 15
TOTAL UNITS 33
MARKETING

m COURSE DESCRIPTIONS

1 PRINCIPLES OF SELLING (3) CSU
Lecture: 3 hours

Study is made of the development of the fundamental principles of
wholesale and specialty selling, including such phases as developing the
sales plan, securing prospects, effective goods and service presentation,
product analysis, closing the sale, and service after the sale.

1 FUNDAMENTALS OF ADVERTISING (3) CSU
Lecture: 3 hours
This course covers the principles and practice of advertising, including copy,
layout, slogans, trademarks, mechanics, media, and the organization and
execution of advertising campaigns.

21 PRINCIPLES OF MARKETING (3) CSU
Lecture: 3 hours

This course is a managerial approach to marketing principles. It covers
marketing research, sales forecasting, sales cost analysis, domestic and
international markets, customer motivation, production analysis, consumer
and industrial markets, retailing and wholesaling, distribution channels,
sales promotion and advertising, personal selling, pricing policies, market
legislation and environment factors which impact marketing.

25 MARKETING INTERNSHIP LAB (3) RPT3
Lecture: 2 hours; Lab: 2 hours

Alab class which provides opportunity for students to implement a
marketing plan directly with actual business from industry.

PUBLIC RELATIONS
m COURSE DESCRIPTIONS

1 PRINCIPLES OF PUBLIC RELATIONS (3) CSU
Lecture: 3 hours
This course offers the student an understanding of the broad aspects of
relationships with the public as they apply to business, education, public
agencies, and other organizations. It includes methods of either promoting
favorable relations with various segments of the public or coping with
situations involving adverse public opinion.

2 PUBLIC RELATIONS TECHNIQUES (3) CSU
Lecture: 3 hours
This course is a comprehensive study of various public relations techniques
utilized in campaigns by businesses, educational institutions, public
agencies, and other organizations. Case histories are used to stimulate
student initiative in problem solving. The social impact of the various
communications media and their role in public relations also are stressed.

3 WRITING FOR PUBLIC RELATIONS (3) CSU
Lecture: 3 hours

The persuasive powers of the written and spoken word are explored and
utilized in creating viable communicative messages such as news releases,
feature stories, interviews, public service announcements, speeches and
institutional advertising.

|
RETAIL MERCHANDISING

PROGRAM OVERVIEW

Retail merchandising is one of the fastest growing employment sectors in the
Los Angeles region, and Trade-Tech has created a unique interdisciplinary
Associate in Arts degree to prepare students for career opportunities in this
field. While regional manufacturing operations are dwindling, retail activities
are growing by leaps and bounds. In fact, the state of California is projected
to have an 18% gain in retail sales workers by the year 2012 (source: EDD),
making retail sales a promising career option.

This program will prepare students for employment in the retail sales industry
by providing studies in a multitude of essential disciplines, including marketing,
management, supervision and business, as well as fashion merchandising.
Further, it will allows each student to select the ‘track’ that best suits his/her
educational goals; Sales, Store Operations, or Personnel.

Upon completion of this program, students will be prepared to gain
employment as a sales associate/retail clerk in retail operations with the
chance to advance into management. In addition, this program provides
a head start for those who aspire to a Bachelors Degree in Business
Administration at one of the numerous CSU campuses.
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RETAIL MERCHANDISING

m Associates in Arts Degree

Requirements for the Associate in Arts degree in Retail Merchandising may
be met by completing the required courses below and 18 units of general
education courses from graduation Plan B.

REQUIRED COURSES
FIRST SEMESTER UNITS
ENGLISH 28 or ENGLISH 101 (transfer) 3
FASHMER 10 Retail Merchandising 3
MARKET 1 Principles of Selling 3
BUS 1 Introduction to Business 3
—or—
INTBUS 1 International Trade 3
—or—
FASHMER 50 International Fashion Business 3
UNITS 12
SECOND SEMESTER UNITS
MARKET 21 Principles of Marketing 3
BUS 32 Business Communications 3
—or—
BUS 33 Technical Report Writing 3
CAOT 82 Microcomputer Software Survey in the Office 3
—or—
CAOT 100 Windows Applications 3
ACCTG 1 Introductory Accounting | 5
UNITS 14
THIRD SEMESTER UNITS
BUS 5 Business Law | 3
SUPV 11 Oral Communications 3
ECON 2 Principle of Economics Il 3
BUS 38 Business Computations 3
UNITS 12
FOURTH SEMESTER UNITS
Choose 9 units from one track 9
TOTAL UNITS 47
MANAGEMENT SALES TRACK
UNITS
MARKET 30 Contemporary Issues in Retailing 3
MGMT 13 Small Business Entrepreneurship 3
MARKET 11 Fundamentals of Advertising 3
INTLBUS 1 International Trade 3
FASHMER 35 Fashion Promotion 3
FASHMER 40 Modern Merchandising Math 3
SUPV 1 Elements of Supervision 3
SUPV 3 Human Relations 3

Note: Students may focus on International Business by selecting
MARKET 30, INTL BUS 1, 3, and 6.

STORE OPERATIONS TRACK

UNITS
CAOT 85 Spreadsheet Analysis 3

(Day section offered Fall semester only)

MGMT 2 Organization and Management Theory 3
MGMT 33 Personnel Management 3
SUPV 1 Elements of Supervision 3
SUPV 3 Human Relations 3
PERSONNEL TRACK

UNITS
MGMT 2 Organization and Management Theory 3
MGMT 33 Personnel Management 3
ACCTG 17/18 Payroll Accounting/Computerized Payroll Accounting 3
SUPV 1 Elements of Supervision 3
SUPV 3 Human Relations 3

SMALL BUSINESS
ENTREPRENEURSHIP

PROGRAM OVERVIEW

The Small Business Entrepreneurship Certificate of Completion is designed
to teach the student to understand the problems of organizing and operating
a small business and how to analyze one’s own personal qualifications
for small business management. Particular emphasis is placed on record
keeping for the small business, hiring appropriate personnel, and selling
techniques. This program is recommended for individuals who are planning
to work in a small business or who are thinking of starting and operating their
own business.

In 2004, there were approximately 24.7 million businesses in the United
States. Small firms represent 99.7% of all employer firms and employ half
of all private sector employees. (Source: Advocacy Small Business Statistics
and Research)

Upon successful completion of the program the students will be proficient in
the process and procedures needed to transform an initial entrepreneurial
idea into a viable business operation. They will be adept at in-depth
analysis of ways new business ventures are created, designed, developed,
and operated. They will understand and perform the basic planning and
management skills required to form and operate a small/entrepreneurial
business.
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SMALL BUSINESS ENTREPRENEURSHIP

m Certificate of Completion

A Certificate of Completion in Small Business Entrepreneurship may be
earned by completing the 32 units of required courses listed below with a
“C” or better grade.

|
FINANCE

FINANCE

REQUIRED COURSES m Course Description
FIRST SEMESTER UNITS
: : 8 PERSONAL FINANCE AND INVESTMENTS (3) CSU
BUS 38 BUaness Computations 3 Lecture: 3 hours
BUS5 Business Law | 3 This course is designed to provide students with an understanding of a
MGMT 13 Small Business Entrepreneurship 3 person’s financial affairs, including family budgeting, consumer credit, home
— - ownership, insurance, investment/savings, banking services, and major

MARKET 1 Principles of Selling 3 consumer purchases.
CAQT 82 Microcomputer Software Survey in the Office 3

UNITS 15
SECOND SEMESTER UNITS
SUPV 1 Elements of Supervision 3
o INTERNATIONAL
MGMT 33 Personnel Management B U s I N E ss
ACCTG 1 Principles of Accounting | 5
MARKET 21 Principles of Marketing 3
SUPV 11 Oral Communications 3
CAQT 85 Spreadsheet Analysis 3 INTERNATIONAL BUSIN ESS

UNITS 17 L

TOTAL UNITS 32 | m Course Description

|
ECONOMICS

ECONOMICS
m COURSE DESCRIPTIONS

1 PRINCIPLES OF ECONOMICS | (MICROECONOMICS) (3)
uc:.Ccsu
Lecture: 3 hours

This course is designed to give the student some understanding of the
economic forces and conditions which govern society. Among the topics
studied are the theory of prices, competition and monopoly, the theory
of distribution, and the organization of business. The price and market
approach is used to introduce subject matter.

2 PRINCIPLES OF ECONOMICS Il (MACROECONOMICS)
(3)uc:csu
Lecture: 3 hours

Using the National Income Approach, topics considered are: taxation,
income, employment, money and banking, business cycles, and economic
growth.

1 INTERNATIONAL TRADE (3) CSU
Lecture: 3 hours

Asstudy of the principles of international trade, including the basics of
operating an import and/or export business. Topics covered include:
marketing, terminology, documentation. financial procedures, credits,
collections, and communications.

|
OFFICE MACHINES

OFFICE MACHINES
m COURSE DESCRIPTION

2 ADDING AND CALCULATING MACHINES (1) CSU
Lab: 2 hours

This course emphasizes the touch method of skill development in the use
of electronic calculating machines. It also provides a review of basic math
functions with emphasis on practical business problems.

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 76

2009-2010 GENERAL CATALOG

7/20/2009 1:31:10 PM



COMPUTER
APPLICATIONS AND
OFFICE TECHNOLOGIES

PROGRAM OVERVIEW

The Computer Applications and Office Technologies degree and certificate
programs are designed to provide students with administrative and clerical
skills required for employment in a variety of areas, such as business and
industry, government agencies, schools, and hospitals. Office workers
use a variety of computer software applications, produce correspondence,
maintain databases, organize meetings, manage records and projects, and
schedule appointments. The program includes courses that are integral
to many different administrative fields, and most include specific technical
skills, relevant computer applications, and the necessary training in
communicating, problem solving, and decision-making required for a variety
of administrative and clerical entry-level positions as well as promotion and
career advancement opportunities. The course content is designed to meet
the varying needs of a wide spectrum of students, including those seeking:

¢ Associate in Arts degree (s)

¢ Certificate (s) that are specific to a discipline or area
¢ Entry into the job market

¢ Advanced training and/or retraining

¢ Lifelong learning

As reliance on technology continues to expand in offices, the role of the
office professional has greatly evolved. Office automation and organizational
restructuring have led secretaries and administrative assistants to assume
responsibilities once reserved for managerial and professional staff. (Source:
Occupational Outlook Handbook, 2006-2007).

Upon successful completion of the program, students will be prepared
for entry-level positions, promotion, and career advancement in a variety
of office occupations. They will be adept at analyzing business situations
and using critical thinking skills to apply technological solutions in an office
environment. The student will be proficient in the use of current software
application programs such as Microsoft Word, Excel, PowerPoint, and Access,
and Internet-related skills and techniques. Typical positions: Administrative
Assistant, Office Assistant, Medical Office Assistant, Information Processing,
and a variety of data entry/clerical occupations.

Instruction in this program focuses on four specialty areas:
(1) Administrative Assistant (2) Information Processing (3) Medical Office
Assistant (4) Office Assistant — Clerical.

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Associate in Arts Degree Options

The degree options in Computer Applications and Office Technologies can
be met by completing 26 units of the required core courses listed below,
17 units minimum in the major area and 18 units of the general education
requirements for the Graduation Plan B.

CORE COURSES
UNITS

CAOT 2* Computer Keyboarding Il

(must have completed CAQOT 1 or equivalent) 3
CAQT 30* Office Procedures 3
CAOT 31* Business English 3
BUS 32* Business Communications 3
CAOT 33 Records Management and Filing 2
CAOT 34 Business Vocabulary and Spelling

(Same as Business Terminology) 2
CAOT 82 Microcomputer Software Survey in the Office 3
CAOQT 84* Microsoft Word 3
CAQT 101 Hands-on Internet 1
BUS 38* Business Computations 3

TOTAL CORE UNITS 26

Note: Completion of English 21 with a grade of “C” or better prior to
enrollment is recommended for success in the classes listed above.

RECOMMENDED ELECTIVES

The following courses may be used as electives provided that the
course is NOT a requirement in the major or the core:

UNITS
CAOT 7* Machine Transcription 3
CAOT9 Typing Improvement 1
CAOT 47* Applied Office Practice 2
CAOT 85* Spreadsheet Analysis 3
CAQT 86* Microsoft Access 3
CAOT 88* Desktop Publishing 3
CAOT 98* Introduction to Windows 3
OFF MCH 2 Office Machines 1
BUS 1 Introduction to Business 3
BUS 5 Business Law 3
SUPV 1 Elements of Supervision 3
SUPV 11 Oral Communications 3
BUS 40 Business Project Management 3
CAOT 100 Windows Based Computer Applications 3

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Associate in Arts Degree - Administrative Assistant

The Administrative Assistant program prepares students for employment in
business, government, and educational offices using automated systems and
procedures. Emphasis is placed on the development of basic business office
procedure and language skills, and training in the use of relevant computer
application programs and office equipment.

Secretaries and Administrative Assistants held about 4.2 million jobs in 2008,
ranking among the largest occupations in the U.S. economy. (Source: U.S.
Bureau of Labor Statistics)
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Upon successful completion of the degree program, students are prepared to REQUIRED COURSES
assume intermediate office duties and decision-making office responsibilities.
The program prepares students for career advancement and retraining in FIRST SEMESTER UNITS
the use of lcurrent computer application programs. _The program prqyides CAOT 7 Computer Keyboarding I
the foundation for entry into office management positions. Typical positions: )
Administrative Assistant, Secretary, Senior Office Clerk. (Must have completed CAOT 1 or equivalent) 3
CAOT 33* Records Management and Filing 2
REQUIRED COURSES CAQT 34* Business Vocabulary and Spelling
(Same as Business Terminology) 2
The following suggested sequence of required courses can be taken in CAOT 82 Microcomputer Software Survey in the Office 3
any order provided prerequisites are met. CAOT Computer Applications and Office Technologies Elective 6
UNITS 16
FIRST SEMESTER UNITS
CAOT 2* Computer Keyboarding I SECOND SEMESTER UNITS
(Must have completed CAOT 1 or equivalent) 3 CAOT7 Machine Transcription 3
CAOT 33* Records Management and Filing 2 CAOT 30* Office Procedures 3
CAQT 34* Business Vocabulary and Spelling CAOT 31* Business English 3
(Same as Business Terminology) 2 BUS 32* Business Communications 3
CAOT 82* Microcomputer Software Survey in the Office 3 UNITS 12
UNITS 10 TOTAL UNITS 28
*Degree core requirements
SECOND SEMESTER UNITS
CAOT Computer Applications and Office Technologies Elective 3
CAOT 31* Business English 3
CAOT 84" Microsoft Word 3 | COMPUTER APPLICATIONS AND OFFICE
UNITS % | TECHNOLOGIES
THIRD SEMESTER UNITS . . . i
VR Y e——, 5 | m Associate in Arts Degree - Information Processing
BUS 38* Business Computations 3 SpeCiaIiSt
choT Computer Applications and Office Technologies Elective 3 | The Information Processing program prepares students for employment
UNITS 9 in business, government, and educational offices using computerized
systems and procedures. Emphasis is placed on training and competency
FOURTH SEMESTER UNITS in the use of relevant computer applications software programs including
CAOT7 Machine Transcription 3 word processing, spreadsheets, databases, presentation graphics, desktop
CAOT 30* Office Procedures 3 publishing, utilization of the Internet, and popular operating systems. The
CAOT 98" Introduction to Windows 3 deyglopment of basic l?usines_s, office procedure and _Ianguage skills, and
CAOT Computer Applications and Office Technologies Elective 3 training in the use of offics equipment are also emphasized.
UNITS 12 Job prospects will be most favorable for those with the best technical skills
TOTAL UNITS 40

*Degree core requirements

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Certificate of Completion - Administrative Assistant

Upon successful completion of the Certificate of Completion, students
are prepared to assume entry-level office duties and responsibilities. The
program prepares students for retraining in the use of current computer
application programs. Typical positions include entry-level secretary, office
clerk, and receptionist.

— in particular, expertise in appropriate computer software applications.
(Source: U.S. Bureau of Labor Statistics)

Upon successful completion of the degree program, students are prepared
to assume intermediate automated office duties and decision making office
responsibilities. The program prepares students for career advancement
and retraining in the use of current computer application programs. Selected
courses provide the background and skills to help students prepare to take
MOS certification exams. The program provides the foundation for entry into
office data management positions and the skills that promote success in the
workplace. Typical positions include data entry clerk and office clerk.
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REQUIRED COURSES

The following suggested sequence of required courses can be taken in
any order provided prerequisites are met:

FIRST SEMESTER UNITS
CAOT 2* Computer Keyboarding Il
(Must have completed CAQOT 1 or equivalent) 3
CAOT 34* Business Vocabulary and Spelling 2
(Same as Business Terminology)
CAOT 82* Microcomputer Software Survey in the Office 3
CAOT 101* Hands-on Internet 1
UNITS 9
SECOND SEMESTER UNITS
CAOQT 30* Office Procedures 3
CAOT 31* Business English 3
CAOT 84* Microsoft Word 3
BUS 38* Business Computations 3
UNITS 12
THIRD SEMESTER UNITS
CAOT7 Machine Transcription 3
BUS 32* Business Communications 3
CAOT 33* Record Management and Filing 2
CAOT 85 Spreadsheet Analysis 3
UNITS 1
FOURTH SEMESTER UNITS
CAOT 86 Database 3
CAOT 88 Desktop Publishing 3
CAOT 98 Introduction to Windows 3
CAOT Elective 3
UNITS 12
TOTAL UNITS 44

*Degree core requirements

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Certificate of Completion - Information Processing
Specialist

The Information Processing Certificate prepares students for employment in
business, government, and educational offices using computerized systems
and procedures.

Upon successful completion of the certificate program, students are
prepared to assume entry-level computerized/automated office duties and
responsibilities. The program prepares students for retraining in the use of
current computer application programs. The program provides the foundation
for entry into data-entry clerical positions. Typical positions: Data-Entry Clerk,
Office Clerk, Junior Clerk.

FIRST SEMESTER UNITS
BUS 38* Business Computations 3
CAOT 2* Computer Keyboarding Il

(Must have completed CAQOT 1 or equivalent) 3
CAOT 31* Business English 3
CAOT 82* Microcomputer Software Survey in the Office 3
CAOT 85 Spreadsheet Analysis 3
CAOT 101* Hands-on Internet 1

UNITS 16
SECOND SEMESTER UNITS
CAOQT 30* Office Procedures 3
BUS 32* Business Communications 3
CAOT 34* Business Vocabulary and Spelling

(Same as Business Terminology) 2
CAOT 84* Microsoft Word 3
CAOT 86 Database 3
CAOT 98 Introduction to Windows 3

UNITS 17

TOTAL UNITS 33

*Degree core requirements

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Associate in Arts Degree - Medical Office Assistant

The Medical Office Assistant program prepares students for employment in
a medical/dental front office, such as a doctor/dentist’s office, hospital, clinic,
and/or medical insurance company. Emphasis is placed on the development
of basic medical/dental business office procedure and language skills,
and training in the use of office equipment and competency in the use of
relevant computer application software programs including word processing,
spreadsheets, and utilization of the Internet.

Medical secretaries transcribe dictation, prepare correspondence, and
assist physicians or medical scientists with reports, speeches, articles, and
conference proceedings. (Source: U.S. Bureau of Labor Statistics)

Upon completion of the degree program, students are prepared to assume
intermediate medical/dental office duties and decision-making responsibilities.
The program may also prepare students for career advancement and
retraining in the use of current computer application programs, and provides
the skills that promote success in the workplace.

REQUIRED COURSES

The following suggested sequence of required courses can be taken in
any order provided prerequisites are met:

FIRST SEMESTER UNITS
CAOT 2* Computer Keyboarding Il

(Must have completed CAQOT 1 or equivalent) 3
CAOT 33* Records Management and Filing 2

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 79

2009-2010 GENERAL CATALOG

79

|

[

7/20/2009 1:31:10 PM



80

J

.

CAOT 34* Business Vocabulary and Spelling

(Same as Business Terminology) 2
CAOT 82* Microcomputer Software Survey in the Office

UNITS 10
SECOND SEMESTER UNITS
CAOT 30* Office Procedures 3
CAOT7 Machine Transcription 3
CAOT 31* Business English 3
CAOT 84* Microsoft Word 3

UNITS 12
THIRD SEMESTER UNITS
CAOT 20 Medical Assistant Office Procedures 5
CAQT 44 Medical Terminology 3
BUS 32* Business Communications 3
OFF MCH 2 Office Machines 1

UNITS 12
FOURTH SEMESTER UNITS
CAQT 46 Medical Transcription for Medical Secretaries 3
BUS 38* Business Computations 3

UNITS 6

TOTAL UNITS 40

*Degree core requirements

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Certificate of Completion - Medical Office Assistant

The Medical Office Assistant Certificate of Completion prepares students for
entry-level employment in a medical/dental front office, such as a doctor/
dentist’s office, hospital, clinic, and/or medical insurance company.

Upon completion of the certificate program, students are prepared to assume
entry-level medical/dental office duties and responsibilities. The program
may also prepare students for career advancement and retraining in the use
of current computer application programs. The program also provides the
basic skills that promote success in the workplace. Typical positions include
medical clerk, medical transcriber, medical office assistant, and assistant
medical office manager.

FIRST SEMESTER UNITS

CAOT 2* Computer Keyboarding Il 3
(Must have completed CAOT 1 or equivalent)

CAOT 44 Medical Terminology 3

CAOT 30* Office Procedures 3

CAOT 82 Microcomputer Software Survey 3

CAOT 33* Records Management and Filing 2
UNITS 14

SECOND SEMESTER UNITS
CAQT 84* Microsoft Word 3
CAQT 46 Medical Transcription for Medical Secretaries 3
BUS 32* Business Communications 3
OFF MCH 2 Office Machines 1

UNITS 10
THIRD SEMESTER UNITS
CAQOT 20 Medical Assistant Office Procedures 5

TOTAL UNITS 29

*Degree core requirements

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Associate in Arts Degree - Office Assistant-Clerical

The Office Assistant - Clerical Associate in Arts degree prepares students
for employment in business, government, and educational offices using
automated systems and procedures. Emphasis is placed on the development
of basic business office procedure and language skills, acquiring basic
accounting knowledge, and fraining in the use of relevant computer
application programs and office equipment.

General office clerks held about 3.3 million jobs in 2008. Most are employed
in relatively small businesses. Although they work in every sector of the
economy, about 46% worked in local government; healthcare and social
assistance; administrative and support services; finance and insurance; or
professional, scientific, and technical industries. (Source: U.S. Bureau of
Labor Statistics)

Upon successful completion of the degree program, students are prepared to
assume intermediate office duties and decision-making office responsibilities.
The program prepares students for career advancement and retraining in
the use of current computer application programs. The program provides
the foundation for entry into office management positions and the skills that
promote success in the workplace. Typical positions include assistant office
manager, secretary, and senior office clerk.

REQUIRED COURSES

The following suggested sequence of required courses can be taken in
any order provided prerequisites are met:

FIRST SEMESTER UNITS
CAOT 2* Computer Keyboarding I

(Must have completed CAQOT 1 or equivalent) 3
CAOT 33* Records Management and Filing 2
CAQT 34* Business Vocabulary and Spelling

(Same as Business Terminology) 2
CAQT 82 Microcomputer Software Survey in the Office

UNITS 10
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SECOND SEMESTER UNITS

CAOT 31* Business English 3
CAOT Computer Applications and Office Technologies Electives 3 CAOT 7 Machine Transcription 3
CAOT 31" Business English 3 BUS 32 Business Communications 3
BUS 38" Business Computations 3 UNITS 15-17
UNITS 9 TOTAL UNITS 31-33
THIRD SEMESTER UNITS *Degree core requirements
CAOT 84* Microsoft Word 3
BUS 32* Business Communications 3
ACCTG 21 or Bookkeeping and Accounting I/or 3
ACCTG 1 Introductory Accounting | 5 COMPUTER APPL'CAT'ONS AND OFFlCE
CAOT Computer Applications and Office Technologies Elective 3 TECHNOLOGIES
UNITS 12-14
FOURTH SEMESTER UNITS m COURSE DESCRIPTIONS
CAOT7 Machine Transcription 3
CAQT 30* Office Procedures 3 |1 COMPUTER KEYBOARDING I (3)
OFF MCH 2 Office Machines 1 Lecture: 2 hOUI‘S,' Lab: 3 hours
— - - - This is a beginning course designed to develop touch control of the
cAoT Computer Applications and Office Technologies Flective 4 keyboard and proper keyboarding techniques, using the microcomputer and
UNITS 11 printer, build basic speed and accuracy, and provide practice in applying
TOTAL UNITS 42-44 these basic skills to the formatting of letters, tables, reports, and business

*Degree core requirements

COMPUTER APPLICATIONS AND OFFICE
TECHNOLOGIES

m Certificate of Completion - Office Assistant-Clerical

The Office Assistant — Clerical program prepares students for employment
in business, government, and educational offices using automated systems
and procedures.

Upon successful completion of the certificate program, students are prepared
to assume entry-level office duties and responsibilities. The program prepares
students for retraining in the use of current computer application programs.
The program provides the foundation for entry into office clerical positions.
Typical positions include entry-level secretary, office clerk, office assistant,

and junior clerk.

FIRST SEMESTER UNITS
CAOT 2* Computer Keyboarding Il

(Must have completed CAQOT 1 or equivalent) 3
CAOT 33* Records Management and Filing 2
CAOT 34* Business Vocabulary and Spelling

(Same as Business Terminology) 2
CAOQT 84* Microsoft Word 3
CAOT 82 Microcomputer Software Survey in the Office 3
BUS 38* Business Computations 3

UNITS 16
SECOND SEMESTER UNITS
ACCTG 21 or Bookkeeping and Accounting I/ or 3
ACCTG 1 Introductory Accounting | 5
CAOQT 30* Office Procedures 3

forms using MS Word. The achievement of a speed of at least 30 words a
minute for 5 minutes with no more than 5 errors is expected.

2 COMPUTER KEYBOARDING Il (3) CSU
Lecture: 2 hours; Lab: 3 hours

This is an intermediate course designed to develop speed and accuracy and
a review of computer keyboarding techniques. It also includes training in

the production of letters, manuscripts, business forms, and legal documents
using MS Word. An achievement of a speed of at least 40 words a minute
for 5 minutes with no more than 5 errors is expected.

3 COMPUTER KEYBOARDING Il (3) CSU
Lecture: 2 hours; Lab: 3 hours

This is an advanced course designed to develop speed and accuracy in
computer keyboarding, to train in the handling of integrated office projects
which includes: legal and medical documents; reports; insurance, banking,
travel, government, energy and electronic forms; letters; and tables using
MS Word. The achievement of a typing speed of at least 50 words a minute
for 5 minutes with no more than 5 errors is expected.

4 COMPUTER KEYBOARDING IV (3) CSU
Lecture: 2 hours; Lab: 3 hours

This is an advanced course designed to develop high speed and accuracy,
practice in planning and keyboarding advanced problems such as purchase
orders, sales invoices, minutes, news releases, tables, form letters, travel
expense reports, bar and line graphs, letter composition, outlines, legal
documents, and business letters using MS Word. An achievement of a
speed of at least 60 words a minute for 5 minutes with no more than 5 errors
is expected.

7 MACHINE TRANSCRIPTION (3)
Lecture: 3 hours; Lab: 1 hour

This course provides an opportunity for students to develop skill in voice
transcriptions, related English skills, and general office routines.

9 COMPUTER KEYBOARDING IMPROVEMENT (1) RPT1
Lab: 3 hours
This course is designed to improve keyboarding skills for occupational and
personal use. Timed writings, correctional drills, and visual aids will be
used to develop speed and accuracy. Students will be required to appraise,
diagnose, and select remedial exercises to improve their keyboarding skills.
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SCRIPT SHORTHAND | (SPEEDWRITING) (3) CSU
Lecture: 3 hours

This is a beginning course in speedwriting. It is designed to broaden
students’ shorthand vocabulary, to build shorthand speed, to increase
their ability to transcribe accurately and quickly, and to expand students’
knowledge of business practices and terminology.

MEDICAL ASSISTANT OFFICE PROCEDURES (5)
Lecture: 5 hours

This course focuses on medical office procedures: proficiency in typing
medical correspondence, case histories, insurance forms, and reports.
Telephone techniques, medical records keeping, filing, and other office skills
are some of the topics covered in this course.

OFFICE PROCEDURES (3) CSU
Lecture: 2 hours; Lab: 2 hours

The student is instructed in the development of attitudes and personality
traits essential to successful office work. Training is received in office
organization, duties of office workers, office problems and their solutions,
receptionist and telephone techniques, processing written communication,
administrative responsibility, and professional growth.

BUSINESS ENGLISH (3)
Lecture: 3 hours

This course offers thorough training in the mechanics of English: spelling,
grammar, punctuation, sentence structure, and word usage. It develops
business vocabulary as well as the English skills necessary for business
situations.

OFFICE ADMINISTRATION (3) CSU

Lecture: 3 hours

This is a course designed to achieve the following: effective written
communication in English for the transaction of business; development of
letter writing principles and techniques; enrichment of general vocabulary.
Practical experience is given in writing the basic types of letters used in
business: order, complaint, adjustment, sales collection, and application.

RECORDS MANAGEMENT AND FILING (2)
Lecture: 1 hour; Lab: 2 hours
This course discusses the importance of records management in an

office. Indexing and filing rules are presented and applied to card and
correspondence filing, using alphabetic, numeric, and subject filing systems.

BUSINESS VOCABULARY AND SPELLING (2)
Lecture: 2 hours

This course emphasizes improvement in spelling proficiency through the
study of basic rules, as well as exercises in irregularly spelled words.
Vocabulary is built by study of roots, prefixes, suffixes, synonyms,
antonyms, homonyms, and words often confused.

MEDICAL TERMINOLOGY (3)
Lecture: 3 hours

The student develops a comprehensive medical vocabulary applicable to
all specialties of medicine through the learning of Greek and Latin prefixes,
word roots, etc. A basic understanding of anatomy and physiology is
provided. Training in the spelling, pronunciation and definition of medical
terms is given as well as training in the use of a medical dictionary.

MEDICAL TRANSCRIPTION (3)

Lecture: 2 hours; Lab: 2 hours

This course develops skill in correct transcription procedures and in
transcribing medical materials. Production typing of recorded material
stressing terminology from medical reports, diagnoses, case histories, is
included. Correct spelling of medical terms is stressed.
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APPLIED OFFICE PRACTICE (2) RPT3
Lab: 5 hours

This course reinforces office administration classroom knowledge by
enabling students to develop practical office skills by working in an office on
campus for five hours a week. Special attention is given to developing the
personal/business qualities desirable in the office.

COMPUTER AND OFFICE TECHNOLOGY LAB (1) RPT3
Lab: 2 hours

Lab class which provides opportunity for students enrolled in Office
Administration classes to use a variety of software.

KEYBOARDING ON MICROCOMPUTERS (1) RPT2
Lab: 2 hours

Develops fundamental keyboarding skills necessary to input information on

the computer terminal efficiently and accurately. This course is designed to

meet the needs of data processing students and other individuals interested
in developing computer keyboarding skills.

MICROCOMPUTER SOFTWARE SURVEY IN THE
OFFICE (3) CSU RPT2
Lecture: 1 hour; Lab: 4 hours

Introduction to office information systems and computer literacy by
incorporating group discussions, research, and hands-on experience in

a variety of windows applications. Software includes word processing,
spreadsheets, databases, communications, graphics, desktop publishing,
Operating Systems, scheduling, and the Iternet.

MICROCOMPUTER APPLICATIONS: WORD
PROCESSING (3) CSU RPT2

Lecture: 1 hour; Lab: 4 hours

This comprehensive course using Word 2007 develops skills in creating
professional documents with emphasis on planning and creating, editing,
formatting, desktop publishing, form letters and mailing labels, styles,
outlines, hyperlinks, e-mail, advanced table techniques, integration with
other programs and the World Wide Web, and customizing and automating
tasks.

MICROCOMPUTER OFFICE APPLICATIONS:
SPREADSHEET (3) CSU RPT2
Lecture: 1 hour; Lab: 4 hours

This comprehensive course using Excel 2007 develops skill in creating
professional and powerful worksheets with emphasis on what-if-analysis
and conditional functions; complex problem solving; auditing; scenario
management; data validation; using VBA; macros; importing external data
from text files — web pages — Access; creating static and dynamic web
pages; linking Excel with Word; accessing real-time data using web queries;
creating data tables and maps - pivot charts and tables; sharing and
merging workbook.

MICROCOMPUTER OFFICE APPLICATIONS: DATA
BASE (3) CSU RPT2

Lecture: 1 hours; Lab: 4 hours

This comprehensive course using Access 2007 develops skills in creating
and updating databases with emphasis on designing, creating, and/or

using tables, reports, custom forms with OLE fields, hyperlinks, sub-forms,
queries, validation rules, application systems using macros, wizards, and the
switchboard manager, data access pages, and integrating Excel worksheet
with Access tables.

MICROCOMPUTER OFFICE APPLICATIONS: DESKTOP
PUBLISHING (3)
Lecture: 1 hour; Lab: 4 hours

This course provides information and hands-on training in using state-of-the
art microcomputers, laser printers, and various desktop publishing software
packages. Students will learn to produce camera ready, typeset quality
reports, newsletters, business forms, and presentations.
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89 MICROCOMPUTER OFFICE APPLICATIONS:
BEGINNING AND ADVANCED DOS (3)
Lecture: 1 hour; Lab: 4 hours
This course provides introductory and intermediate hands-on experiences
to microcomputer operating systems using an IBM PC or compatible. The
major components of MS/PC DOS, its command structure, terminology,

interrelationships and dependencies of hardware, operating system, and
application software are covered.

90 SCRIPT SHORTHAND Il (SPEEDWRITING) (3)
Lecture: 3 hours

This is an intermediate course in speedwriting designed to follow principles
of speedwriting shorthand and to develop a minimum dictation speed of 80
w.p.m. on new material and to develop transcription skill.

98  MICROCOMPUTER OFFICE APPLICATIONS:
INTRODUCTION TO WINDOWS (3)

Prerequisites: Business English 31

Lecture: 1 hour; Lab: 4 hours

Designed to prepare students to operate a computer in the Windows
environment. This course covers elements of Windows including: Windows
operation, disk and file management, modification and customization of the
Windows environment, application of Windows accessories, WEB page
design, and the Internet.

100 WINDOWS BASED COMPUTER APPLICATIONS (3) CSU
Lecture: 1.5 hours; Lab: 4.5 hours
This course provides computer hardware concepts and end-user software
applications in a Windows environment including operating systems,
Windows, word processing, spreadsheets, data bases, graphics, OLE,
integration of applications, telecommunications with Internet, desk-top
publishing, and presentation software.

101 HANDS-ON INTERNET (1) CSU
Lab: 2 hours
This course focuses on hands-on introduction to the World Wide Web and
its components with emphasis on using traditional Internet services, news
groups, electronic mail, and search engines to browse the Internet.

103 ADVANCED WINDOWS BASED COMPUTER
APPLICATIONS (3) CSU
Recommended Preparation: CAOT 82
Lecture: 1 hour; Lab: 4 hours

This course explores advanced end-user software applications in a
Windows environment including advanced word processing, spreadsheets,
databases, presentation software, desktop publishing, graphics, OLE,
integration of applications, and telecommunications with the Internet.

114 ADOBE ACROBAT FOR THE OFFICE AND WEB (2)
Lecture: 1 hour; Lab: 2 hours

Adobe PDF (Portable Document File) is a workflow standard in most
industries. Students will learn how to use Adobe Acrobat to create,

review, and modify PDFs from Microsoft Office files, including Word and
PowerPoint, as well as from Web pages. Emphasis is on the use of PDFs on
the Web for various purposes, including creating multimedia presentations,
adding interactive features, creating electronic forms, and adding electronic
security to documents.

133 HOW TO SUCCEED IN AN ONLINE COURSE (1.5)

Lecture: 1 hour; Lab: 1 hour

This course is intended for students wishing to enroll for the first time in

an online class. It covers the basic navigation of the online environment
including how to post to forums, take quizzes, submit assignments, etc., as
well as the soft skills needed to be successful in an online environment.

134 HOW TO TEACH AN ONLINE COURSE (1.5)
Lecture: 1 hour; Lab: 1 hour

This is a class that prepares instructors to use online components in

both traditional classes and online classes and to use a common Course
Management System to facilitate their course. This class will give instructors
actual online class experience as students, expose them to pedagogy of
online classes, and help them prepare their own course material.

COMPUTER INFORMATION
SYSTEMS

PROGRAM OVERVIEW

The Computer Information Systems program is designed to prepare students
for careers in exciting Information Technology fields such as programming,
software engineering, database administration, computer networking,
multimedia, and web technologies. Microcomputer usage continues to grow at
an ever increasing pace as does the demand for workers with solid technical
skills and knowledge of programming, networking, and website development
and management. The primary goal of the program is to prepare students for
entry-level employment as well as providing marketable career advancement
knowledge and skills. Students with interest in transferring to an Information
Systems program at four-year institutions should consult with the Counseling
department for needed course work.

Computer programmers held about 460,000 jobs in 2008. Programmers are
employed in almost every industry, but the largest concentration is in computer
systems design and related services. Large numbers of programmers also
work for telecommunications companies, software publishers, financial
institutions, insurance carriers, educational institutions, and government
agencies. Prospects should be best for college graduates with knowledge
of, and experience working with, a variety of programming languages and
tools — including C++ and other object-oriented languages such as Java, as
well as newer, domain-specific languages that apply to computer networking,
database management, and Internet application development. (Source: U.S.
Bureau of Labor Statistics)

Upon successful completion of the program, students will be proficient in the
use of current software application programs. They will be adept at integrating
computer-based technology by applying both data and word processing
aspects of information systems. They will understand how computers and
software applications are utilized in today’s information systems that support
business decisions. Computer Information Systems personnel are involved
in a variety of administrative, clerical, and accounting functions required
to efficiently operate and maintain computerized business systems. This
program leads to entry-level positions that maintain databases, manage
projects, create presentations, and design, develop, and maintain websites.
Typical positions are website creator, data entry/records clerk, computerized
business systems supervisor, and self-employment.
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COMPUTER INFORMATION SYSTEMS

m Associate in Science Degree

Requirements for the Associate in Science degree in Computer Information
Systems may be met by completing the required 21 units of courses listed
below, with a grade of “C” or better. Students are also required to take
21 units of required CO INFO electives or related classes and 18 units of
general education courses to meet the Plan B graduation requirements.
Students planning to continue studies at a four-year institution should consult
a counselor concerning a transfer curriculum.

REQUIRED CORE COURSES
UNITS
CO INFO 700 Computer Concepts 3
CO INFO 701 Introduction to Computers and Their Uses 3
CO INFO 709 Object Oriented Programming 3
COINFO 733 Microcomputer Data Base Programming 3
COINFO 739 Programming in C ++ 3
COINFO 787 Network Essentials 3
BUS 1 Introduction to Business 3
TOTAL UNITS 21
CORE ELECTIVES
UNITS
CIS 11 Network Security Fundamentals 3
CIS 035 Multimedia Presentations for the Internet | 3
CIS 734 Operating Systems 3
CIS 750 Dreamweaver Concepts and Techniques 3
CIS 757 Web Site Design 3
CIS 762 Web Scripting 3
CIS 790 Programming in JAVA 3
TOTAL UNITS 21

Note: The following related courses are acceptable as electives:

+ Accounting |

* MicroTech 77, 78, 80, 160, 162, 164

CIS 12 Web Security 3
CIS 741 Programming Windows Applications in C++ 3
CIS 743 Object-Oriented Programming in C++ 3
CIS 770 Local Area Network Administration 3
CIS771 Local Area Network Technical Support 3

COMPUTER INFORMATION SYSTEMS

m Certificate of Completion

The Computer Information Systems Certificate of Completion is designed to
prepare students for entry-level careers in exciting Information Technology
fields such as entry-level programming, multimedia, and web technologies.
Microcomputer usage continues to grow at an ever increasing pace as
does the demand for workers with solid technical skills and knowledge of
programming, and website development and management. The primary goal
of the program is to prepare students for entry-level employment as well as
providing marketable career advancement knowledge and skills.

Upon successful completion of the Certificate, students will have a
background in the use of current software application programs. They will
understand how computers and software applications are utilized in today’s
information systems that support business decisions. This program leads
to entry-level positions that maintain databases, create presentations, and
design, develop, and maintain websites. Typical positions are website creator
and entry-level data entry/records clerk.

Requirements for the Computer Information Systems Certificate may be
met by completion of the 21 units of core courses plus 18 units of Co Info
electives or related courses listed under the Associate in Science degree
requirement.

COMPUTER INFORMATION SYSTEMS
m COURSE DESCRIPTIONS

1 NETWORK SECURITY FUNDAMENTALS (3)
Lecture: 3 hours
This course provides instruction and hands-on training in the following
computer information systems concepts: Basic security principles, methods
of establishing security baselines, and the most recent attack and defense
techniques and technologies. It will also help prepare for CompTIA's
examination and professional security certification.

12 WEB SECURITY (3) CSU
Lecture: 3 hours
This course is designed to educate users in the technologies, terms, and
processes related to Internet Security. Methods for testing security and
implementing proper defense measures are covered for both Linux and
Windows Operating Systems.

35  MULTIMEDIA PRESENTATIONS FOR THE INTERNET I (3)
Lecture: 1.5 hours; Lab: 3 hours
This course examines the power of using the Internet as a presentation tool
and includes Internet history, simple document conversion for the World
Wide Web, use of FrontPage, PowerPoint, and Producer. Students will
prepare presentations for the Internet by assembling ready-made digital
audio, video, and images.

36 ORACLE DEVELOPMENT (3)
Lecture: 2 hours; Lab: 2 hours
Examines the process of analysis, design, and implementation of computer
database systems as applied to business. Using Oracle Developer, project
work will be assigned in table design and data retrieval missing SQL forms
and report development.

100 COMPUTER WEB GRAPHICS APPLICATIONS (3) CSU
Lecture: 3 hours

This course develops skills necessary to digitally manipulate graphic images
and text in industry standard multimedia computer applications. Emphasis

is placed on creating graphics for web pages and applying design principles
to web projects.

700 COMPUTER CONCEPTS (3) CSU
Lecture: 2 hours; Lab: 2 hours

This course provides an overview of computer concepts. It emphasizes the
physical components of a computer system, an introduction to operating
systems with emphases on Windows and DOS, and an introduction to
programming concepts. It is intended for students who want to understand
the basic concepts of both computer hardware and software.
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701 INTRODUCTION TO COMPUTERS AND THEIR USES (3)
uc:Csu
Lecture: 2 hours; Lab: 2 hours

The student will be introduced to computer applications using Microsoft
Office--Word, Excel, Access, and PowerPoint are covered. Also, the
student will learn to integrate different applications, and understand the
fundamentals of the Windows operating system.

709  VISUAL BASIC PROGRAMMING (3) UC:CSU
Lecture: 2 hours; Lab: 2 hours
The course covers object oriented programming operations with the most
commonly used objects of the Visual Basic programming system. The work
of the class consists of projects that provide experience in the fundamental
Visual Basic procedures. It is intended for students who want a general
understanding of object oriented programming methods.

733  MICROCOMPUTER DATA BASE PROGRAMMING (3)
CSu
(Formerly Computer Science 48)
Recommended Preparation: CAOT 82 or CO INFO 707 or equivalent
with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours
The course covers fundamental operations with all of the basic objects
of a database system. The Access system in the Microsoft Office Suite is
used as a model. The work of the class consists of projects that provide
experience in all of the common database procedures. It is intended for
students who want a general understanding of database processing.

734  OPERATING SYSTEMS (3) CSU
Prerequisite: CO INFO 700 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

This course covers details of a Windows client operating system. Itis
designed to allow the student to work toward Microsoft Certification. It
will concentrate on installing and configuring a client system in a network
environment.

736 INTRODUCTION TO DATA STRUCTURES (3)
Lecture: 2 hours; Lab: 2 hours

This course develops an understanding of data structures. Topics include
use of pointers, lists, stacks, queues, linked-lists, trees, and binary trees.

Search and sort algorithms are included. This class describes use of data
structures, such as stacks, queues, trees, and linked-lists. It builds on the
basics covered in CIS 739.

739 PROGRAMMING IN C++ (3) UC:CSU
(Formerly Computer Science 75)
Lecture: 2 hours; Lab: 3 hours

This class provides an overview of computer programming in C++. It
emphasizes the syntax and grammar of the language, problem solving
methods, development of algorithms, the programming structures of
sequence, selection, and loops, use of functions, arrays and strings, and
how different data types work.

741 PROGRAMMING WINDOWS APPLICATIONS IN C++ (3)
UC:CSsu
Recommended Preparation: CO INFO 743 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

This is a continuation of Programming in C++. It uses the student's
knowledge of C and introduces object-oriented analysis and design to create
applications that interface with the Windows operating environment.

743  OBJECT-ORIENTED PROGRAMMING WITH C++ (3)
uC:CSsu

Recommended Preparation: CO INFO 739 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

This class provides an overview of computer programming in C++. It
emphasizes the syntax and grammar of the language, problem solving
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methods, development of algorithms, the programming structures of
sequence, selection, and loops, use of functions, arrays and strings, and
how different data types work.

DREAMWEAVER CONCEPTS AND TECHNIQUES (3)
Lecture: 2 hours; Lab: 2 hours

This course covers concepts and techniques of the Dreamweaver system. It
consists of projects that provide experience in the methods used to produce
and modify documents for the World Wide Web.

XHTML PROGRAMMING APPLICATIONS (3) CSU
Recommended Preparation: CO INFO 701 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

The course covers the fundamental operations of the eXtensible HyperText
Markup Language (XHTML) system. It consists of projects that provide
experience in the methods used to produce and modify documents for the
World Wide Web.

COMPUTER LITERACY (3) CSU
Lecture: 3 hours

This class is intended for non-Co Info majors. It will give the student an
understanding of computers: computer components, types of computers,
Internet, business and home applications, using the operating system,
computer security, ethics, and privacy.

JAVASCRIPT PROGRAMMING (3) CSU
Lecture: 2 hours; Lab: 2 hours

This course covers the fundamental operations of the JavaScript system.
It consists of projects that provide experience in the methods used to
incorporate programming operations and procedures in web page design
and maintenance.

LOCAL AREA NETWORK ADMINISTRATION (3) CSU
Recommended Preparation: CO INFO 787 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

This course will enable a student to administer a server-based network
using state-of-the-art operating systems. The student will learn to administer
the directory system, file and print resources, network infrastructure, monitor
and trouble-shoot the network server.

LOCAL AREA NETWORK TECHNICAL SUPPORT (3)
Ccsu

Recommended Preparation: CO INFO 770 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

Provides students with skills necessary to install, configure, customize, and
troubleshoot Microsoft Windows NT, Windows NT, and Novell NetWare

networks. It will help prepare for the Microsoft Certified Professional exams
70-073 and 70-067.

NETWORK ESSENTIALS (3) CSU

Recommended Preparation: CO INFO 700 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

The purpose of this course is to provide a baseline level of knowledge for
success in industry and preparation for networking certifications. Students
are exposed to new industry topics and get hands on experience networking
the lab and configuring the network. Local area and Wide area networks are
covered.

|

PROGRAMMING IN JAVA (3) UC:CSU
Recommended Preparation: CO INFO 739 with a grade of “C” or better.
Lecture: 2 hours; Lab: 2 hours

This course covers the fundamental operations of the Java programming
system. It consists of projects that provide experience in the methods used
to create applets that will run in Internet web pages.

[
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CHILD DEVELOPMENT

PROGRAM OVERVIEW

The Child Development Program offers several educational options. Potential
students are encouraged to read carefully and decide which of these options
best suits their goal before enrolling. Completion of each program leads to
a Certificate, transfer option and/or an Associate in Arts degree. All child
development classes are applicable to the State Child Development Permit.

The Child Development Program is designed to meet the needs of those
students wishing to prepare for employment or who are currently employed
in the field of Early Childhood Education. The curriculum prepares students
to teach in programs for young children including: private facilities, parent-
cooperative, Head Start, children’s centers and infant/toddler or school age
programs. Students with a background in Child Development are able to
pursue professional opportunities in both the educational and business
fields. With additional general education units and required experience the
student will be eligible for the Child Development Permit as defined under
Title 5. Meeting this requirement will enable the student to teach in federal
and state preschool programs. (All Child Development courses require a
minimum grade of a “C".)

CHILD DEVELOPMENT

m Associate in Arts Degree

The Child Development courses required for the Associate in Arts degree
provide training in infant and toddler care; working with school age children;
supervising and administering childcare programs, and working with special
needs children.

The need for qualified personnel to work with young children has risen over
100 % over the last 10 years. Early childhood centers are requiring teaching
staff to have AA and BA degrees in Child Development. Los Angles Universal
Preschool is creating 5000 preschool spaces and so this requires highly
qualified teaching staff with the college training in child development. [LAUP
Feb 2006]. Students who complete this degree program will be proficient in
methodology of working with young children through the extensive overview
of theories and application of child development, development of curriculum
and lesson planning techniques, ways to observe and record child behavior,
and classroom management techniques

Planning Ahead:

Mantoux Test: Some Child Development courses may require you to obtain
a Mantoux test for Tuberculosis. The college Health Center provides this
service. Please call ahead for days and times the Health Center provides
this service.

Criminal Clearance: In order to fulfill State licensing requirements for
employment in private and public programs you must receive a Criminal
Clearance to work with young children. Consult with faculty for additional
information.

CPR Class: Youremployer may require you to take a 15-hour Cardiopulmonary
Resuscitation class. This class covers training on basic first aid for infants
and children, CPR techniques as well as information on basic health and
sanitation procedures.

CHILD DEVELOPMENT

m Associate in Arts Degree — Plan A (Transfer)

Requirements for the Associate in Arts degree in Child Development may be
met by completing the required courses below with at least 21 units in Child
Development, 3 units in the core electives and 30 units of general education
courses to meet the Plan A graduation requirements.

REQUIRED COURSES
UNITS
CH Dev 1 Child Growth and Development 3
CH Dev 2* Early Childhood Principles and Practices 3
CH Dev 3* Creative Experiences for Children | 3
CHDEV 4* Creative Experiences for Children Il 3
CHDEV 10 Child Health 3
CHDEV 11 Home, School and Community 3
CHDEV 34* Observing and Recording Children’s Behavior 3
Core Electives (Choose one from the list below) 3
TOTAL UNITS 24
CORE ELECTIVES- CHOOSE ONE
UNITS
CHDEV 30* Infant and Toddler Studies | 3
CHDEV 31* Infant and Toddler Studies Il 3
CHDEV 38* Administration of Early Childhood Programs | 3
CHDEV 39* Administration of Early Childhood Programs || 3
CHDEV 42* The Child in a Diverse Society 3
CHDEV 46* School Age Programs 3
CH DEV 65* Adult Supervision/Early Childhood Mentoring 2
SOC 28 Sex Roles and Family Patterns 3

*These courses have a prerequisite
“*Transfer students must coordinate their plan with the requirements of
the college of transfer (see a counselor).

Graduation Requirements

Consult with a Counselor for general education requirements for an AA
degree.

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 86

2009-2010 GENERAL CATALOG

7/20/2009 1:31:11 PM



CHILD DEVELOPMENT

m Associate in Arts Degree — Plan B

Requirements for the Associate in Arts degree in Child Development may be
met by completing the required courses below with at least 37 units in Child
Development, 9 units in core electives and 18 units of general education
courses to meet the Plan B graduation requirement.

REQUIRED COURSES
UNITS
CHDEV 1 Child Growth and Development 3
CHDEV 2* Early Childhood Principles and Practices 3
CHDEV 3* Creative Experiences for Children | 3
CHDEV 4* Creative Experiences for Children Il 3
CHDEV 10 Child Health 3
CHDEV 11 Home, School and Community 3
CHDEV 22* Practicum in Child Development | 4
CHDEV 23* Practicum in Child Development Il 4
CHDEV 34* Observing and Recording Children’s Behavior 3
CHDEV 38* Administration of Early Childhood Programs | 3
CHDEV 42* The Child in a Diverse Society 3
CD Dev 65* Adult Supervision/Early Childhood Mentoring 2
Core Electives (Choose one from the list below) 9
TOTAL UNITS 46
CORE ELECTIVES
UNITS
CHDEV 30* Infant and Toddler Studies | 3
CHDEV 31* Infant and Toddler Studies Il 3
CD Dev 39* Administration of Early Childhood Programs | 3
CD Dev 46* School Age Programs 3
SOC 28 Sex Roles and Family Patterns 3

*These courses have a prerequisite
**Consult with a counselor for general education requirements for an
AA degree.

CHILD DEVELOPMENT

m Certificate of Completion - Preschool Teacher

With additional general education units and the requisite experience,
students will be eligible for the Child Development Matrix Permit as defined
under Title 5. Meeting this requirement will enable the student to teach in
federal and state preschool programs. All courses must be completed with a
grade of “C” or better.

REQUIRED COURSES

UNITS
CHDEV 1 Child Growth and Development 3
CHDEV 2* Early Childhood Principles and Practices 3
CHDEV 3* Creative Experiences for Children | 3
—or—
CHDEV 4* Creative Experiences for Children Il 3

87

CHDEV 10 Child Health 3
CHDEV 11 Home, School and Community 3
CHDEV 42* The Child in a Diverse Society 3
CHDEV 22* Practicum in Child Development | 4 f
CHDEV 23* Practicum in Child Development Il 4
PLUS ONE COURSE FROM THE FOLLOWING: UNITS
CHDEV 30* Infant and Toddler Studies | 3
CHDEV 31* Infant and Toddler Studies Il 3
CHDEV 38* Administration of Early Childhood Programs | 3
CH DEV 46* School Age Programs 3

TOTAL UNITS 32 \

*These courses have a prerequisite

CHILD DEVELOPMENT

m Certificate of Completion - Preschool Associate
Teacher

With completion of 15 units students will be eligible for the Child Development
Matrix Permit as defined under Title 5. Meeting this requirement will enable
the student to teach in federal and state preschool programs. All courses
must be completed with a grade of “C” or better.

REQUIRED COURSES
UNITS
CHDEV 1 Child Growth and Development 3
CHDEV 2* Early Childhood Principles and Practices 3
CHDEV 11 Home, School and Community 3
CHDEV 34* Observing and Recording Children’s Behavior 3
PLUS ONE COURSE FROM THE FOLLOWING:
CHDEV 3* Creative Experiences for Children | 3
CHDEV 4* Creative Experiences for Children Il 3
TOTAL UNITS 15

*These courses have a prerequisite

CHILD DEVELOPMENT
m COURSE DESCRIPTIONS

1 CHILD GROWTH AND DEVELOPMENT (3) UC:CSU
Lecture: 3 hours
This course studies children’s development from conception through
adolescent emphasizing the areas of physical, cognitive, and social/
emotional growth. The course is designed to help expand students’
understanding and lead to a more effective approach to adult-child
relationships.
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EARLY CHILDHOOD: PRINCIPLES AND PRACTICES (3) CSU
Prerequisite: CD 1 with a grade of “C” or better.

TB clearance required

Lecture: 3 hours

A study of the history and development of pre-school education and the
various philosophies and practices in effect today. A variety of programs

are examined in relation to the needs of the child, the environment and the
teacher. The role of the school in social, emotional, cognitive and physical
development is stressed. Observations in schools to be arranged.

CREATIVE EXPERIENCES FOR CHILDREN I (3) CSU

Prerequisite: CD 2 with a grade of “C” or better.

Lecture: 3 hours

A study of developmentally appropriate curriculum for young children.
Course emphasis on promoting a creative environment that fosters
children’s physical, cognitive, and socio-emotional development, and
provides basic principles of lesson planning. Creative activities in art & craft,
play & drama, puppetry, blocks, music & movement are introduced.

CREATIVE EXPERIENCES FOR YOUNG CHILDREN Il (3) CSU

Prerequisite: CD 2 with a grade of “C” or better.

Lecture: 3 hours

A study of developmentally appropriate curriculum for young children.
Course emphasis on promoting a creative environment that fosters
children’s physical, cognitive, and socio-emotional development and
provides basic principles of lesson planning. Creative activities in language,
math, science, social study, & cooking are introduced.

CHILD HEALTH, SAFETY AND NUTRITION (3) CSU
Advisory: Eng 21

Lecture: 3 hours

This course provides information on common childhood diseases, first aid,
environmental safety, nutrition and special health problems of children are
covered in this course. Students are required to participate in and pass the
American Red Cross Infant/Child CPR and First Aid Course.

HOME, SCHOOL AND COMMUNITY RELATIONS (3) CSU
Advisory: Eng 21

Lecture: 3 hours

Designed to bring about understanding, appreciation, and cooperation
between the school, the home, and the community. Methods of involving the
community and utilizing its resources in the school situation are discussed.
Factors relating to parent conferences, parent meetings, and parent
involvement are covered.

PRACTICUM IN CHILD DEVELOPMENT I (4) CSU

Prerequisite: Child Development 3 and 4 with grade of “C” or better.

TB clearance required and approval of coordinator of fieldwork.
Lecture: 2 hours; Lab: 6 hours

This course provides a supervised practicum experience in a school setting.
Practical applications of child development theories and teaching techniques
are emphasized.

PRACTICUM IN CHILD DEVELOPMENT II (4) CSU

Prerequisite: Child Development 22 with a grade of “C” or better.

TB clearance required and approval of coordinator of fieldwork.
Lecture: 2 hours; Lab: 6 hours

This course provides a supervised practicum experience in a school setting.
Practical applications of child development theories and teaching techniques
are emphasized. An in-depth discussion of curriculum strategies for
developmentally appropriate curriculum will be provided.

INFANT AND TODDLER STUDIES | (3) CSU

Prerequisite: CD 1 with a grade of “C” or better.

TB clearance required

Lecture: 3 hours

A survey of infant/toddler development and educational programs currently
available. Provides an overview of major theories, principles of care giving,
environment design and observation opportunities. Satisfies Title 22
requirements for Infant Child Care Teachers.
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INFANT AND TODDLER STUDIES II (3) CSU

Prerequisite: CD 30 with a grade of “C” or better.

TB clearance required

Lecture: 3 hours

This course focuses on group care for infants and toddlers, including
regulations, the role of the caregiver, the environment, positive relationships
and appropriate experiences. Home visits, assessments, intervention

and inclusion skills will be developed. Curriculum development and direct
observation in an infant/toddler program are requirements.

OBSERVING AND RECORDING CHILDREN’S BEHAVIOR
(3)csu

Prerequisite: CD 1 with a grade of “C” or better. TB Clearance required
Lecture: 3 hours

This course provides an in depth study of different observational methods
for observing, recording, and interpreting young children’s behavior. Diary,
anecdotal, and other forms of written and oral observation methods will be
used.

ADMINISTRATION AND SUPERVISION OF EARLY
CHILDHOOD PROGRAMS | (3) CSU

Prerequisite: CD 2, 10, & 11 with a grade of “C” or better.
Lecture: 3 hours

This course examines administrative principles and practices for early
childhood programs. Topics covered include: licensing regulations,
leadership skills, budget preparation and analysis, personnel management,
parent involvement programs and community resources. Professionalism
and quality standards are emphasized. The course partially fulfills licensing
requirement for the director.

ADMINISTRATION AND SUPERVISION OF EARLY
CHILDHOOD PROGRAMS Il (3) CSU

Prerequisite: CD 38 with a grade of “C” or better.
Lecture: 3 hours

This course provides training for the owner/operator of an early childhood
education program. Administrative principles and practices are studied.
Areas studies include organization, budgeting, personnel practices,
reporting and maintaining of records; interrelationships of community
resources, regulatory agencies and parents.

THE CHILD IN A DIVERSE SOCIETY (3) CSU

Co-requisite: CD 11 with a grade of “C” or better.
Lecture: 3 hours

This course provides students with a framework of philosophies and
principles of culturally relevant and anti-bias education to be used and
applied in early childhood settings. The misconceptions that affect childcare
and early childhood curriculum will be discussed and the development of
cross-cultural competence, culturally responsible caregiving and teaching,
and anti-bias curriculum will be emphasized.

PROGRAMS FOR CHILDREN WITH SPECIAL NEEDS |
(3)Ccsu

Prerequisite: CD 45 with a grade of “C” or better.

TB Clearance required.

This course is designed for students interested in specializing in or working
with special needs. Instruction focuses on accommodating and adapting the
physical environment, instructional strategies and curriculum to meet the
needs of differently able children and their families

PROGRAMS FOR CHILDREN WITH SPECIAL NEEDS II
(3)csu

Prerequisite: CD 1 with a grade of “C” or better.

This course is designed for students interested in working with children
with special needs from preschool to school age. It will include a study of
various programs for children with disabilities from a child development

perspectives. It comprises of definitions, characteristics, legislation and
educational implications.
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46  SCHOOL AGE PROGRAMS I (3) CSU 62 DEVELOPMENTAL PROFILES: PRE-BIRTH THROUGH
Prerequisite: CD 1 with a grade of “C” or better. AGE EIGHT (1)
Lecture: 3 hours

The student will be introduced to the care of school age children. This Prerequisite: None

course is designed for those currently working, or planning to work in Lecture: 1 hour
before and after school child care. Students will develop age-appropriate This course defines concise profiles of physical, emotional, social and (9)
curriculum, learn how to support the family and make use of community intellectual development from pre-birth through age eight. It also deals with 'E
resources. key concepts in current child development literature. =]
=)
m
47  SCHOOL AGE PROGRAMS I (3) CSU 63 CREATIVE CURRICULUM IN A FAMILY CHILD CARE S
Prerequisite: CD 46 with a grade of “C” or better. SETTING (1) o
Lecture: 3 hours . =
) ) Prerequisite: None =
Introduction to before and after school age programs. Topics covered are Lecture: 1 hour L
guidance of child behavior, the child in context of the family, community and ' =
administration of programs. Hiring and supervision of staff, working with This course is designed for family child care providers and persons entering
parents and marketing and advertising the school age program will be also the profession. Emphasis is on play and creative experience in the home
covered. setting for children. Course includes dramatic play, manipulative, music,

math, art, crafts, science, cooking, and language.

60  INTRODUCTION TO FAMILY CHILD CARE I (1)
o 65  ADULT SUPERVISION/EARLY CHILDHOOD MENTORING
Prerequisite: None

Lecture: 1 hour (2) csu

This course is designed for family childcare providers and persons entering Prerequisite: Child Development 23 or 39 with a grade of ‘C” or befter.

into the profession. Focus is placed on business and environmental Lelctur e2 hlour S o 3
considerations, age-appropriate activities for mixed age groups, This course is a study of the methods and principles of supervising teachers
communication with parents, and community resources. and student teachers in early childhood classrooms. Emphasis is on role of

experienced early childhood teachers who function as mentors to teachers
while addressing needs of children, parents, and other staff.
61 INTRODUCTION TO FAMILY CHILD CARE Il (1) o P
Prerequisite: None
Lecture: 1 hour

This course focuses on the business aspects of family child care programs.
This includes an overview of tax record keeping, marketing, legal and
insurance aspects specifically related to the family child care business.

5
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COMMUNITY PLANNING
AND ECONOMIC
DEVELOPMENT

PROGRAM OVERVIEW

The Community Planning program at LATTC is the only program offered at
an accredited community college in the United States. Our unique program
provides students the knowledge and training needed for successful
employment in the field of community and economic development. The
community and economic development industry focuses on revitalizing low
and moderate income communities. Rebuilding the economic, physical and
social infrastructure of urban communities represents a new, growing and
exciting career opportunity.

Students can learn basic planning terminology, development strategies, and
other technical skills needed to enter the industry, earning a Certificate of
Completion in two semesters. Students who want to further develop their
skills and advance their careers in the community planning and economic
development field while earning a college degree can do so by completing
the requirements for an Associate in Arts degree.

The Community Planning curriculum and courses are regularly reviewed
and refined to ensure that courses are relevant, industry appropriate and
cutting-edge. Industry experts and professionals develop, design and teach
our courses. Our industry partnerships provide critical resources for our
students, providing them with invaluable employment, volunteer, internship
and networking opportunities. Our courses are structured to be laboratories
that combine lecture, project driven learning and hands-on application of
knowledge to contemporary issues affecting communities. Community
planning courses are taught during the evening/weekends on campus,
online and in the community to provide students with the greatest range of
educational opportunities.

The Community Planning program is designed as the entry point for students
wanting to begin a rewarding career in the community and economic
development industry by working to build livable communities. Community
development specialists are needed to help local residents, government and
businesses solve complex neighborhood problems. Community developers
work in community-based organizations; banks, city, state and federal
governments; foundations; real estate development companies; social
service agencies; job training and placement organizations; investment
firms; and think tanks.

The community and economic development industry has three main goals.
First, to change the economy of a community for the better increasing the
income and wealth of residents and stimulating investments in the community,
while placing assets and economic opportunities in the hands of resident
leaders. A second goal is to improve the physical nature of the neighborhood,
from its housing to its shopping areas, transportation, public spaces, and
environment. The third is to strengthen the social bonds among residents
and strengthen the infrastructure in communities — organizing the community,

The community and economic development industry allows individuals to
improve the quality of life in communities while getting paid competitive
salaries. Many community developers begin with community organizing
and transition to housing and workforce development as a natural growth
of the industry. The skills and knowledge learned in the Community
Planning program allow students to be marketable in the non-profit and for-
profit corporations. Companies and organizations are interested in hiring
individuals that have solid skills and a good understanding of the problems
and conditions facing low and moderate income cities across the country.

COMMUNITY PLANNING AND ECONOMIC
DEVELOPMENT

m Associate in Arts Degree

The Associate in Arts degree in Community Planning and Economic
Development consists of three basic components as follows:

® Completion of 18 general education units from “Graduation Plan B”
¢ Completion of 30 units in COMPLAN from list of CORE COURSES

® Completion of 12 units in one of the 3 Community Planning CORE
ELECTIVE components

In addition, all COMPLAN major students must successfully complete
a minimum of 30 units from the list of core courses below:

CORE COURSES
UNITS
BUS 5 Business Law 3
BUS 33 Technical Report Writing 3
CAOQT 82 Introduction to Computers 3
COMPLAN 1 Introduction to Community Economic Development 3
COMPLAN 2 Introduction to Community Organizing 3
COMPLAN 3 Introduction to Affordable Housing 3
COMPLAN 6 Non-Profit Management 3
COMPLAN 11 Professional Development Skills and Issues 3
COMPLAN 12 Funding Basics for Non-profit Organizations 1
COMPLAN 22 Strategic Media and Communications for Organizing 1
COMPLAN 15 Introduction to the Community Economic Development
Industry 1
COMPLAN 185, or 285, or 385 Directed Study 1
COINFO 758 Computer Literacy 3
LABR ST 108 Economics for Workers 1
LABR ST 121/122 Labor Communications | or Il 1
JOURNALISM 101 Collecting and Writing News 3
TOTAL UNITS 30

Note: Some classes may only be offered once during the academic
year. Please check the COMPLAN office (Building “C” room 210) so
that you can schedule your time accordingly.
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Student must successfully complete 12 units of core elective courses
from one of the three COMPLAN specialized component areas.
Students interested in taking courses from multiple component areas
must speak to the Community Planning program director prior to taking
the course.

CORE ELECTIVES

ECONOMIC DEVELOPMENT COMPONENT
(12 units from this area)

UNITS
MGMT 2 Small Business Management 3
MARKET 21 Marketing 3
COMPLAN 9 Commercial Real Estate Development 3
COMPLAN 30 Market Research Tools for Economic Development 3
COMPLAN 50 Practical Multi-family/Apartment Management 3

COMPLAN 200 Strategic Planning and Management Training
for Economic Development Executives 3

COMMUNITY ORGANIZING/SOCIAL DEVELOPMENT COMPONENT
(12 units from this area)

UNITS
COMPLAN 4 School-Based Community Organizing/ Development 3
COMPLAN 7 Popular Education Techniques 3
COMPLAN 10 Comprehensive Community Violence Prevention Strategies 3
COMPLAN 32 Community Building Principles and Strategies 1
COMPLAN 33 Community Engagement Principles and Strategies 1
COMPLAN 35 Health Leadership and Community Development 3

PHYSICAL/BUILT ENVIRONMENT/REAL ESTATE DEVELOPMENT
COMPONENT
(12 units from this area)

UNITS
REALES 1 Real Estate Principles 3
REALES 7 Real Estate Finance 3
ECONENG 113 Construction Contract Law 3
ARCTECH 124  Building Codes 3
CRPNTRY 243 Building Estimating 3
CRPNTRY 245  Homeowner Maintenance and Repair 3

COMMUNITY PLANNING AND ECONOMIC
DEVELOPMENT

m Certificate of Completion

A Certificate of Completion in Community Planning and Economic
Development can be earned by the successful completion of a total of 21
units from the following community planning components. A total of 6 units
must be completed in each development component area and 3 units in
professional development area — economic, community organizing/social,
physical/built environment/real estate and professional development.

REQUIRED COURSES

ECONOMIC DEVELOPMENT COMPONENT
(Complete 6 units from component)

UNITS
COMPLAN 1 Introduction to Community Economic Development 3
COMPLAN 6 Non-Profit Management 3
COMPLAN 36 Introduction to Applied Community Development

Research 3

COMMUNITY ORGANIZING AND SOCIAL DEVELOPMENT
COMPONENT
(Complete 6 units from component)

UNITS

COMPLAN 2 Introduction to Community Organizing
COMPLAN 4 School-Based Community Organizing/Development
COMPLAN 6 Non-Profit Management

COMPLAN 10 Comprehensive Violence Prevention Strategies
COMPLAN 35 Health Leadership and Community Development
COMPLAN 32 Community Building Principles and Strategies

91

3
3
3
COMPLAN 7 Popular Education 3
3
3
1
1

COMPLAN 33 Community Engagement Principles and Strategies

PHYSICAL/BUILT ENVIRONMENT AND REAL ESTATE COMPONENT
(Complete 6 units from component)

|

UNITS
COMPLAN 3 Introduction to Affordable Housing Development 3
MORTFIN 52 Fair Housing and Fair Lending 3
COMPLAN 9 Commercial Real Estate Development 3
PROFESSIONAL DEVELOPMENT
(Complete 3 units from component)
UNITS
CAOT 82 Computer Applications and Office Technologies 3
COINFO 701 Computer Information Systems 3
COMPLAN 11 Professional Development Skills and 3
Issues and Community Development
COMPLAN 15 Introduction to the Community Economic 1
Development Industry
BUS 33 or JOURNALISM 101, ENGLISH 28, ENGLISH 101 or
another writing course approved by department. 3
BUS 5 Business Law 3
TOTAL UNITS 21
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COMMUNITY PLANNING AND ECONOMIC
DEVELOPMENT

m COURSE DESCRIPTIONS

J

1A

1B

g

1C

INTRODUCTION TO COMMUNITY ECONOMIC
DEVELOPMENT (3) CSU

Lecture: 3 hours

Introduction to the theory, history, and practice of community development
as an anti-poverty strategy. The course covers neighborhood development
strategies; land-use and real estate development; and business and labor
force development strategies to revitalize low-income neighborhoods. The
course is also offered as three modules that run concurrently with the full
course. Students who prefer to take only one or two modules must enroll
separately in each of the desired section(s) as follow.

NEIGHBORHOOD DEVELOPMENT STRATEGIES (1) CSU
Lecture: 1 hour

This module introduces students to six major community development
methods: real estate, business development, capital formation, import
substitution, labor force development, and comprehensive community
strategies.

LAND-USE AND REAL ESTATE DEVELOPMENT (1) CSU
Lecture: 1 hour

This module exposes students to zoning, land planning, and the
fundamentals of housing, commercial, and industrial development.

BUSINESS AND LABOR FORCE DEVELOPMENT (1)
CcSu

Lecture: 1 hour

This module compares traditional and contemporary approaches to

strengthening the business environment and to creating jobs for low income
populations.

INTRODUCTION TO COMMUNITY ORGANIZING (3) CSU
Lecture: 3 hours

This course focuses on community organizing -- effort by people working
together to improve their neighborhoods and cities. The course helps
prepare you to become professional organizers, community developers,
and effective citizen leaders. It explores the history, theory, and different
approaches to grassroots organizing. This course is offered as three
modules that run concurrently with the full course. Students who prefer to
take only one or two of these modules must enroll separately in each of the
desired sections as follows.

INTRODUCTION TO AFFORDABLE HOUSING
DEVELOPMENT (3) CSU

Lecture: 3 hours

Students will become familiar with affordable housing policies, dilemmas,
products, and strategies. Students will also develop a working knowledge
of the housing development process, including pre-development and land

acquisition phase, housing financing, design/constructions, and to property
management issues.

SCHOOL BASED COMMUNITY DEVELOPMENT
APPROACHES (3) CSU

Lecture: 3 hours

This course focuses on critical community development issues in school
reform in Los Angeles. The goal is to facilitate the student’s understanding of
the relationship between school outcomes and community self-sufficiency.
The course is organized to draw on the student's own experiences, cutting
edge policy research, and best practices in school reform organizing.

10
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MANAGING NON-PROFIT ORGANIZATIONS (3) CSU
Lecture: 3 hours

This course deals with the organizational opportunities and challenges
facing directors and managers of public and non-profit agencies and
organizations. Students will learn organizational development, financial
management and proposal writing, and diversity strategies in management
and outreach.

POPULAR EDUCATION AND ORGANIZING (3) CSU
Lecture: 3 hours

This course deals with citizen education through service-based
organizations and in community organizing. The topics covered in the
course are: an examination of current context for service and organizing
work in L.A.; a review of current teaching methods and materials used
in popular education projects, and development of participatory teaching
methods and client generated materials.

COMMERCIAL REAL ESTATE DEVELOPMENT (3) CSU
Lecture: 3 hours

The course teaches the fundamentals of inner city retail and commercial
development. Among the competencies learned are: commercial prototypes,

retail market analysis, site and financial feasibility, financing, tenant
improvements, operating and managing retail centers.

COMPREHENSIVE COMMUNITY VIOLENCE
PREVENTION STRATEGIES (3) CSU
Lecture: 3 hours

The course prepares students for work in the field of community violence
prevention. Students will learn to analyze root causes of youth and
community violence and will become familiar with a variety of community
development strategies to reverse those conditions. The course will also
cover strategies for building community collaborations to engage youth,
parents, community organizations, public sector agencies, schools, law
enforcement agencies, and businesses in a comprehensive effort to prevent
youth and community violence.

PROFESSIONAL DEVELOPMENT SKILLS AND ISSUES
IN COMMUNITY DEVELOPMENT (3) CSU
Lecture: 3 hours

Students will learn to identify and understand a variety of personal and
professional management strategies used by professionals in community
development corporations, community-organizing networks, community-
based organizations, and other non-profit sector organizations. Students
will work with faculty to assess their current skills and capacities and to
develop a personal and professional development plan to prepare for work
as community development professionals.

FUNDRAISING BASICS FOR NONPROFIT
ORGANIZATIONS (1) CSU

Lecture: 1 hour

This course provides students with a basic understanding of fund
development concepts applied to Non-profit organizations. Students

will become familiar with the language of fund raising, understand the
differences between public and private sector funding. In addition students
will learn how to put together proposal plans and learn about approaches
that can help organizations achieve their revenue goals.

INTRODUCTION TO THE COMMUNITY DEVELOPMENT
INDUSTRY AND CAREERS (1) CSU
Lecture: 1 hour

Students are introduced to the community and economic development
industry, baseline skills required, positions and a basic terminology for the
purpose of exploring both a professional and/or academic careers in the field.

LEADERSHIP DEVELOPMENT AND SKILL BUILDING (3)
Lecture: 3 hours

The course will teach students to define leadership and examine leadership
approaches in which all members of society play pivotal roles in improving
the quality of life in low-income communities. Students will demonstrate
multicultural appreciation and have the confidence to see themselves as
community change agents.
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18 CAREER AND EDUCATION EXPLORATION (3)
Lecture: 3 hours

The course will teach students to define leadership and examine leadership
approaches in which all members of society play pivotal roles in improving
the quality of life in low-income communities. Students will demonstrate
multicultural appreciation and have the confidence to see themselves as
community change agents.

22  STRATEGIC MEDIA AND COMMUNICATIONS FOR
ORGANIZING (1) CSU
Lecture: 1 hour
This course will help students to become familiar with the current theories
and methods used to devise a media campaign to advance a specific
agenda and/or redefine the parameters of an issue in the market place of
public opinion.

30 MARKET RESEARCH TOOLS FOR THE ECONOMIC
DEVELOPMENT (3)
3 hours

This course is specifically designed for professionals in community
economic development organizations who provide technical assistance to
small businesses. This hands-on course will provide professionals with the
tools needed to assess client needs and develop and implement effective
market research and marketing plans for small businesses.

32 COMMUNITY BUILDING PRINCIPLES AND STRATEGIES
(1) CSU
Lecture: 1 hour

This course provides students with a basic understanding of community
building principles, strategies and tools for community and economic
development. The course is taught in a training/workshop format

where students work in small groups to apply classroom lessons to

the development of community building processes, addressing key
neighborhood issues.

33  COMMUNITY ENGAGEMENT PRINCIPLES AND
STRATEGIES (1) CSU

Lecture: 1 hour

This course provides students with a basic understanding of community
engagement principles, strategies and tools for community and economic
development. Students will develop outreach strategies that include
planning, networking, canvassing and connecting with local residents.

35 HEALTH LEADERSHIP AND COMMUNITY
DEVELOPMENT (3) CSU
Lecture: 3 hours

This course provides students with a basic understanding of the health
disparities and conditions affecting low-income, inner-city communities and
the leadership skills and strategies required to improve them. Students

are exposed to different types of community development strategies that
incorporate policy development, community organizing and education to
change the quality of health services, and resources, directed to low-income
communities.

36 INTRODUCTION TO APPLIED COMMUNITY
DEVELOPMENT RESEARCH (3)
Lecture: 3 hours

This course provides students with a basic understanding of community-
based research principles, tools and strategies. The course is taught in

a training/workshop format where students will work in small groups to
apply classroom lessons to investigate local community issues, such as
transportation, environment and economic health. Topics covered include
participatory action research theory and methodology, history of Los
Angeles, mobility issues in urban settings, sources and impacts of pollution
and income and wealth inequality.

37
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LEADERSHIP DEVELOPMENT: EFFECTIVE
STRATEGIES FOR BUILDING THE CAPACITY OF
INDIVIDUALS (1) CSU

Lecture: 1 hour

This course is intended for those individuals that want to improve their
leadership skills as well as work to build the leadership skills of residents

in low-income communities. The course explores different philosophies
and approaches to leadership development, roles, responsibilities and
application. Students will also learn how to build a base of community
leaders using the recruitment, training and retention strategies developed in
the course.

DEVELOPING SOCIAL NETWORKS FOR COMMUNITY
BUILDING (1)
Lecture: 1 hour

The course examines the value of developing social networks in the process
of community building. The course examines strategies for collaboration,
collective problem solving, identification of neighborhood assets and
developing support mechanisms across sectors of development.

|

PREVENTION WORKS! A COST-BENEFIT ANALYSIS
TOOL TO IMPROVE COMMUNITIES (1) CSU
Lecture: 1 hour

This course is designed for professionals in community-based organizations.
Course will provide students with the tools necessary to frame the debate
around resource allocation and help answer a fundamental policy question:
what programs or services yield the greatest health benefits? Students

in this course will use the cost-benefit analysis tool to evaluate health and
personal lifestyle choices, crime prevention, education and job training, and
disaster preparedness.

[

NON-PROFIT PROGRAM DESIGN AND DEVELOPMENT (2)
Lecture: 2 hours

This course guides students to design a program and services that are
highly integrated with an organization’s mission, vision and values. Topics
included program goals, outcomes, strategies, and objectives. Students
will also learn about service delivery, work plan creation, timeline and the
similarities of program development with a business plan.

TIME MANAGEMENT SKILLS FOR COMMUNITY
DEVELOPMENT SPECIALISTS (1)

Lecture: 1 hour

This course teaches participants to set priorities as the first step in learning
how to manage time effectively. In addition, participants learn techniques
to create a more efficient workplace, including developing strategies for
skill improvement with respect to scheduling, analyzing, planning, avoiding
procrastination, and handling interruptions.

EVALUATING COMMUNITY BASED PROGRAMS (1)
Lecture: 1 hour

This course provides students with a basic understanding of the principles
and purpose of evaluation in community based organizations. This course is
taught in a lecture format that infuses real world examples with group work
where students will learn about evaluation methods, database management
and practical application.

PRACTICAL MULTI-FAMILY/APARTMENT
MANAGEMENT (3) CSU
Lecture: 3 hours

This course will provide students with an understanding of the necessary
legal and practical aspects of apartment management, primarily focusing on
building with 8+ units.

FAIR HOUSING AND FAIR LENDING (3) CSU
Lecture: 3 hours

This course covers the history of discrimination, along with federal and state
regulations as they pertain to correcting discriminatory lending practices.
Students will learn about regulatory agencies and their oversight of financial
institutions. (This course is identical to Mortgage Finance 52. Students
must complete a petition to officially substitute Mortgage Finance 52 with
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Community Planning 52 as part of their fulfillment of the requirements
for a Certificate of Completion and Associate in Arts degree in Mortgage
Finance.)

61 EMERGENCY PREPAREDNESS AND DISASTER
MANAGEMENT (3) CSU
Lecture: 3 hours

This course will prepare students to effectively create an emergency
preparedness plan in the wake of a natural disaster. Students will analyze
current disaster management plans and evaluate previous disaster
responses. Topics include, planning, preparing, recovering after a disaster,
locating existing resources for disaster relief and emergency preparedness,
and dealing with trauma after a disaster.

65 COMMUNITY-BASED HEALTH POLICY ADVOCACY (3)
Lecture: 3 hours

The course examines the history and results of grassroots health policy
campaign efforts that have successfully shifted public consciousness about
serious public health issues; how social movements develop and advance.
Students will gain understanding about the importance and limits of public
participation in policy development and implementation.

70  INTRODUCTION TO SMALL PROJECT REAL ESTATE (3)

Lecture: 3 hours

Students learn how to develop a small-scale residential or mixed-use project
(250 to 10,000 square feet). Topics include how to assemble a project
team; roles and responsibilities of the owner, architect, engineer, contractor,
attorney, and lender; the RFQ and RFP process; hard and soft development
costs; an overview of project phases, including planning, preconstruction,
and construction budgets; scheduling and the critical path; an overview of
municipal agency requirements, including filing permits and the certificate
of occupancy; and required insurances. Project based case study method

is used. The course will focus on site selection, project finance, design
management, construction issues and relevant community development
issues of a project.

7 GREEN BUILDING BASICS FOR DEVELOPERS (2) CSU
Lecture: 2 hours

Green Building Basics for Developers is a non-technical course introducing
community development practitioners, small contractors and individuals to
the laws, strategies, practices, pros and cons of developing environmentally
healthy buildings and projects. Students will learn the basics to plan,
develop and guide a sustainable project, and the appropriate delivery
system for green building. In order to remain competitive, developers and
small businesses must understand the laws, requirements and opportunities
related to the new green economy.

72 INTRODUCTION TO LOW INCOME HOUSING TAX
CREDIT FINANCE (3)
Lecture: 3 hours

This course covers all basic information and the latest developments in the
low income housing tax credit program: how the program operates; role

of state housing credit agencies; the amount of tax credits and how they
provide dollars for housing; raising investment equity through syndication;
developers and investors; structuring the ownership of a tax credit project;
non-profits, housing authorities, and government agencies as developers;
the types of tax credit.

200 STRATEGIC PLANNING AND MANAGEMENT TRAINING
FOR ECONOMIC DEVELOPMENT EXECUTIVES (3)
Lecture: 3 hours
This is a hands-on course for executives of community economic
development organizations who want to learn the fundamentals of strategic
business planning, practice their new tools and develop documents for their
own organizations. The content of this course is geared towards individuals

with 2-3 years of professional experience and whose organizations provide
assistance to small businesses.

201 FINANCIAL MANAGEMENT ASSISTANCE FOR SMALL
BUSINESSES: FOR ECONOMIC DEVELOPMENT
PROFESSIONALS (3)

Lecture: 3 hours

This course focuses on developing the knowledge and capacity of
individuals working in the community development and small business
assistance industry. The course will provide the tools and information
necessary to improve the opportunities for small business and community
development organizations the ability to be successful, sustainable, apply a
business framework with clear benchmarks and outcomes.

202 EFFECTIVE HUMAN RESOURCES MANAGEMENT FOR
SMALL BUSINESS ASSISTANCE PROVIDERS (3)
Lecture: 3 hours

This course offers executive directors of community economic development
organizations the opportunity to learn the fundamentals of strategic human
resources management for non-profit organizations. This is a hands-on
course in which students get the opportunity and guidance needed to
formulate strategies and create specific plans for their own organizations.
The content of this course is geared toward individuals with 2-3 years of
professional experience and whose organizations provide assistance to
small businesses and non-profit organizations.

203 MARKETING AND COMMUNICATIONS PLANNING FOR
BUSINESS DEVELOPMENT ORGANIZATIONS (3)
Lecture: 3 hours

This course offers executive directors at community economic development
organizations the opportunity to learn the fundamentals of strategic
marketing and communications for non-profit organizations. This is a hands
on course in which students get the opportunity and guidance needed to
formulate strategies and create specific plans for their own organizations.
The content of this course is geared toward individuals with 2-3 years of
professional experience and whose organizations provide assistance to
small businesses.

|
MORTGAGE FINANCE

PROGRAM OVERVIEW

The LATTC Mortgage Finance program is one of three programs nationwide
created for the purpose of developing a pipeline of well-trained and diverse
workers for the mortgage finance industry. As part of the Community &
Economic Development Department, the Mortgage Finance Program focuses
its education and training on the wealth and asset building of its students
(both as consumers and workers) and the inner city communities it serves.
In recent years, the program has been expanded to address consumer
education needs around financial and credit management, homeownership,
and general asset building. The Mortgage Finance program continues to
develop a robust and comprehensive offering of education and training that
serves consumers, students preparing to enter the mortgage industry and
current mortgage professionals.

Our unique program provides students the knowledge and training needed
for successful employment, career advancement, and professional
development in the residential mortgage and real estate industry. Our courses
are organized into three tracks: 1) consumer education; 2) core Mortgage
Finance courses; and 3) professional development/continuing education.
Our consumer education classes consist of credit (tuition) and non-credit
(free) courses to accommodate the different needs of students. Our courses
are scheduled to accommodate the working person, therefore, the majority of
our courses are taught in the evening, weekends, online, hybrid online, or as
one-day seminars. The Mortgage Finance curriculum is regularly reviewed
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and refined to ensure the courses are relevant, appropriate and cutting-
edge — providing our students with the necessary skills and knowledge to be
successful in the industry and remain at the top of their profession.

Industry leaders participate in the Mortgage Finance Industry Advisory Board
and help guide the development of new curriculum, teach courses, recruit
instructors and mentors, assist with internships and employment of our
students, provide industry training and network opportunities, and provide
resources for the program. Our industry partners include mortgage bankers,
mortgage brokers, non-profit housing counselors, federal regulators,
bankers, and realtors.

The Mortgage Finance program offers a wide variety of educational
credentials ranging from skills certificates to an Associate in Arts degree.
Students can take a one-day seminar on a specialized training subject or
our full curriculum for their A.A. degree. Students can earn a skills certificate
in one semester to get them started in the industry. Many students and
professionals return to take classes for specialized training or to earn their A.A.
degree to complement their professional skills and career. The curriculum is
flexible and diverse, with something for everyone. Courses focus on practical
skill building that will facilitate student success in the mortgage finance, real
estate, and financial services fields as well as in related occupations and
industries that demand similar skills of their workforce.

MORTGAGE FINANCE (PLAN A-TRANSFER)

m Associate in Arts Degree

The Plan A program is appropriate for those students that wish to earn a
bachelor’s degree and continue their education by transferring to a four-year
college or university. Most students who earn their Associate in Arts degree in
Mortgage Finance — Plan A major in business and finance while attending a
four-year college or university. Requirements for the Plan A program may be
met by completing a total of 60 units, consisting of 24 units of core courses, 6
units of approved electives, and 30 units of general education courses.

UNITS

Core Courses 24
Approved Electives 6
General Education Courses 30
TOTAL UNITS 60

REQUIRED MAJOR COURSES

Required major courses consist of 24 units of core courses and 6 units
of approved electives.

CORE COURSES

UNITS
MORTFIN 36 Intro to Financial and Credit Management 1
MORTFIN 50 Mortgage Finance Fundamentals 3
MORTFIN 52 Fair Housing and Fair Lending 3
MORTFIN 54 Diversity Awareness Customer Service 3
MORTFIN 56 Homeownership and Community Lending 3
MORTFIN 60 Technology Applications in Mortgage Finance 3
MORTFIN 64 Introduction to Loan Sales and Origination 3
MORTFIN 102 Train-the-Trainer in Financial and Homebuyer Education 2
COMPLAN 1 Intro to Community Economic Development 3

TOTAL UNITS

N
=

APPROVED ELECTIVES
UNITS
ACCTG 1 Introductory Accounting 1 5
ACCTG 2 Introductory Accounting 2 5
BUS 1 Introduction to Business 3
BUS 5 Business Law 1 3
COMPLAN 3 Intro to Affordable Housing Development 3
COMPLAN 6 Intro to Non-Profit Management 3
COMPLAN 9 Commercial Real Estate Development 3
ECON 1 Principles of Economics 1 3
ECON 2 Principles of Economics 2 3
MKTG 1 Principles of Selling 3
MORTFIN 23 Homebuyer Education — FastTrack 0.5
MORTFIN 25 Homeownership Education 1
MORTFIN 27 Post-Purchase & Asset Protection Education 0.5
MORTFIN 31 Intro to Mortgage Finance Careers and Industry 1
MORTFIN 32 Applied Computations in Mortgage Finance 2
MORTFIN 33 Mortgage Finance Calculator 1
MORTFIN 185, 285, 385 - Directed Studies 1-3

MORTFIN 202 Effective Residential Mortgage Sales Strategies for
Emerging Inner City Markets 5

MORTFIN 203 Understanding & Tapping Emerging 5
Inner City Markets

MORTFIN 204 Understanding & Using Residential 5
Subsidies for Emerging Inner City Markets

MORTFIN 205 Consumer Protection Issues in Mortgage Finance &
Homeownership 5

MORTFIN 206 Using the Right Partners in 5
Emerging Inner City Markets

MORTFIN 207 Understanding Real Estate & Loan 5
Documents Required to Close Transactions

REALEST 1 Real Estate Principles 3

REALEST 3 Real Estate Practices 3
TOTAL UNITS 6

MORTGAGE FINANCE (PLAN B)

m Associate in Arts Degree

Plan B is appropriate for those students that view their Mortgage Finance AA
degree as providing all the education and training they need to prepare them
for a successful career in Mortgage Finance. Requirements for the Associate
in Arts degree in Mortgage Finance - Plan B may be met by completing a
total of 60 units, consisting of 30 units of core courses, 12 units of approved
electives, and 18 units of general education courses.

UNITS

Core Courses 30
Approved Electives 12
General Education Courses 18
TOTAL UNITS 60

REQUIRED MAJOR COURSES
Students are required to complete the following 30 units of core courses
and 18 units of approved electives.
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CORE COURSES

unts | MORTGAGE FINANCE (PLAN B)
MORTFIN 36 Intro to Financial and Credit Management 1
MORTFIN 50 Mortgage Finance Fundamentals 3 m Certificate of Completion
MORTFIN 52 Fair Housing and Fair Lending 3 Upon earning a Certificate of Completion in Mortgage Finance, students will
MORTFIN54 Diversity Awareness Customer Service 3 | have a good understanding of the mortgage finance industry, knowledge
MORTFIN 56 Homeownership and Community Lending 3 of mortgage finance concepts and terminology and the skills to complete
MORTFIN 60 Technology Applications in Mortgage Finance 3 residential mortgage calculations needed for entry-level jobs in the mortgage
MORTFIN 64 Introduction to Loan Sales and Origination 3 finance and real estate industry. The curriculum for the Mortgage Finance
MORTFIN 102 Train-the-Trainer in Financial and Homebuyer Education 2 Cemﬁ?ate s .deSigned o providel stludentsl with a .SOIid foundatior? for

entry into the industry and for continuing their education and professional
COMPLAN 1 Intro to Community Economic Development 3 development.
REALEST 1 Real Estate Principles 3
REALEST 3 Real Estate Practices 3 REQUIRED COURSES
TOTAL UNITS 30 Students are required to complete the following 24 units of courses:

APPROVED ELECTIVES UNITS

UNITS MORTFIN 25 Homebuyer Education 1
ACCTG 1 Introductory Accounting 1 5 MORTFIN 31 Intro to Mortgage Finance Careers and Industry 1
ACCTG 2 Introductory Accounting 2 5 MORTFIN 32 Applied Computations in Mortgage Finance 2
ACCTG 21 Bookkeeping and Accounting 1 3 MORTFIN 33 Mortgage Finance Calculator 1
BUS 1 Introduction to Business 3 MORTFIN 36 Intro to Financial and Credit Management 1
BUS 5 Business Law 1 3 MORTFIN 50 Mortgage Finance Fundamentals 3
COMPLAN 3 Intro to Affordable Housing Development 3 MORTFIN 52 Fair Housing and Fair Lending 3
COMPLAN 6 Intro to Non-Profit Management 3 MORTFIN 54 Diversity Awareness Customer Service 3
COMPLAN 9 Commercial Real Estate Development 3 MORTFIN 56 Homeownership and Community Lending 3
MKTG 1 Principles of Selling 3 MORTFIN 60 Technology Applications in Mortgage Finance 3
MORTFIN 23 Homebuyer Education - FastTrack 0.5 COMPLAN 1 Intro to Community Economic Development 3
MORTFIN 25 Homeownership Education 1 TOTAL UNITS 24
MORTFIN 27 Post-Purchase & Asset Protection 05

Education

MORTFIN 31 Intro to the Mortgage Finance Industry and Careers 1
MORTFIN 32 Applied Computations in Mortgage Finance 2 M O RTGAG E F I NAN C E
MORTFIN 33 Mortgage Finance Calculator 1
MORTFIN 185, 285, 385 Directed Studies 1-3 m COURSE DESCRIPTIONS
MORTFIN 202 Effective Residential Mortgage 5

Sales Strategies for Emerging Inner City Markets

MORTFIN 203 Understanding & Tapping Emerging Inner City Markets .5

MORTFIN 204 Understanding & Using Residential 5
Subsidies for Emerging Inner City Markets

MORTFIN 205 Consumer Protection Issues in 5
Mortgage Finance & Homeownership

MORTFIN 206 Using the Right Partners in 5
Emerging Inner City Markets

MORTFIN 207 Understanding Real Estate & Loan 5
Documents Required to Close Transactions

REALEST 5 Legal Aspects of Real Estate 1 3

REALEST 7 Real Estate Finance 1 3

REALEST 9 Real Estate Appraisal 1 3

REALEST 11 Fundamentals of Escrow 3
TOTAL UNITS 12

20  PERSONAL MONEY MANAGEMENT & ASSET BUILDING
(1)

Lecture: 1 hour

This course is geared towards consumers that want to learn the basics

of money management, credit, banking, and asset building products,
programs, and strategies. This class provides students with the essential
tools to prepare, manage and grow their finances and credit that can help
them achieve many of their goals such as gain employment, purchase a car
and home, and build wealth.

23 HOMEBUYER EDUCATION - FAST TRACK (0.5)
Lecture: 0.5 hour

Students will learn the essential information about buying a home. This
course will address home ownership readiness, basic financial management
and credit issues, getting a mortgage loan, shopping for a home and
keeping one’s home. This course is geared towards students who are
mortgage-ready and on the fast track to home ownership.

25 HOMEBUYER EDUCATION (1)
Lecture: 1 hour

Students will learn the essential information about buying a home. This
course will address homeownership readiness, basic financial management
and credit issues, getting a mortgage loan, shopping for a home and
keeping one’s home. This course is geared towards those who are
mortgage-ready and on the fast track to home ownership.
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27  POST-PURCHASE & ASSET PROTECTION EDUCATION
(0.5)
Lecture: 0.5 hour
Students will learn the essential information about protecting and
maintaining one of their most important assets - their home. This course
will address basic home maintenance, assessing appropriate refinancing
options, protecting and leveraging your home equity, maintaining proper
insurance, and preventing foreclosure, identity theft and other consumer
scams.)

3 INTRODUCTION TO THE MORTGAGE FINANCE
INDUSTRY AND CAREERS (1)
Lecture: 1 hour

Students are introduced to the mortgage finance industry, career/job
positions, and basic terminology for purposes of academic and career
exploration.

32 APPLIED COMPUTATIONS IN MORTGAGE FINANCE (2)
Lecture: 2 hours
Students will learn basic calculations for mortgage finance, including how
to calculate income and monthly mortgage payments, taxes and insurance
expenses. Students will learn percentage and ratio calculations to determine
loan-to-value, debt service and qualifying calculations for mortgage lending
purposes.

33 MORTGAGE FINANCE CALCULATOR (1)
Lecture: 1 hour

This course provides students with specialized skills in the use of the
financial calculator (HP 12C) for mortgage lending. While learning specifics
of this calculator, students will learn asset, liability and housing calculations
as they pertain to current lending practices in the industry.

36 INTRODUCTION TO FINANCIAL AND CREDIT
MANAGEMENT (1)
Lecture: 1 hour
This course provides students with a basic foundation in financial and credit

management as it pertains to their personal finances as well as tools and
resources to assist their mortgage finance and real estate clients.

50 MORTGAGE FINANCE FUNDAMENTALS (3) CSU

Recommended Preparation: English 21 and Mortgage Finance 32 and
Mortgage Finance 33 or comparable professional experience.

Lecture: 3 hours

This course covers the basic principles, terminology and calculations
essential in originating, underwriting, processing and administering
residential mortgage loans. Topics covered include types of residential
mortgage loans, risk evaluation, appraisal, legal requirements and
secondary mortgage market.

52 FAIR HOUSING AND FAIR LENDING (3) CSU
Lecture: 3 hours

This course covers the history of discrimination and federal and state
regulations as they pertain to correcting discriminatory lending practices.
Students will learn about regulatory agencies and their oversight of financial
institutions.

54 DIVERSITY AWARENESS AND CUSTOMER SERVICE (3)
Ccsu
Lecture: 3 hours

This course highlights sensitivity to and understanding of a culturally
diverse customer base. Students will learn how cultural differences affect
perception, attitude and behavior of clients and how it relates to saving,
establishing credit, purchasing and financing real estate.

56
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HOMEOWNERSHIP AND COMMUNITY LENDING (3) CSU

Recommended Preparation: English 21 and Mortgage Finance 50 or
comparable professional experience.

Lecture: 3 hours

This course introduces students to programs and guidelines that encourage
and facilitate homeownership. This course includes homebuyer education,
budgeting, credit analysis, affordable housing and community lending
products and non-traditional underwriting and subsidies for low-to-moderate-
income borrowers.

TECHNOLOGY APPLICATIONS IN MORTGAGE FINANCE
(3)csu

Recommended Preparation: English 21, Math 105 and Mortgage
Finance 50. Students must be proficient in using computers, Windows
2000/XP and basic mortgage industry terminology and calculations
Lecture: 3 hours

This course is designed to build upon the student’s training and education

in mortgage finance fundamentals. This course will equip students with the
basic skills of loan origination, prequalification, processing, underwriting,
pricing, funding and closing of mortgages while using Calyx Point software.

|

INTRODUCTION TO LOAN SALES AND ORIGINATION (3)

Recommended Preparation: Completion of Mortgage Finance 50
Lecture: 3 hours

This course provides advanced Mortgage Finance students with
comprehensive training in the home loan sales and origination process.
Students will receive practical and applied training in working directly

with prospective and new clients interested in buying or refinancing a
home. Students will learn how to complete and process a home loan
application, pre-qualify clients, and match client's needs with appropriate
loan products and pricing. Students will refine their loan processing skills
and be introduced to underwriting guidelines and procedures. Students will
learn how to market their services to clients and other affiliated entities and
industry professionals.

[

HOUSING COUNSELING (3)
Lecture: 3 hours

This course provides advanced Mortgage Finance students practical and
applied training and experience in working directly with prospective and

new clients interested in buying or refinancing a home. Students will learn &
practice analyzing a client's credit history and FICO score, counseling clients
on how to improve their credit, and identifying appropriate loan products

and programs their clients may be eligible for. Students will practice using
cutting-edge industry software that helps manages clients, helps clients
improve their credit and identifies potential mortgage products.

TRAIN-THE-TRAINER IN FINANCIAL AND HOMEBUYER
EDUCATION (2)

Recommended Preparation: Completion of Mortgage Finance 36
Lecture: 2 hours

This course will provide students with hands-on training in conducting
introductory level financial, credit and homebuyer education workshops

with the public and/or their clients. Students will be exposed to and use
various training curricula and resources. They will develop and practice their
presentation and workshop development skills with real clients.

DIRECTED STUDY (1)

This course provides students with the opportunity for advanced study of
various mortgage finance topics. Students must have instructor approval
prior to enrollment and participation a directed study course.

EFFECTIVE RESIDENTIAL MORTGAGE SALES
STRATEGIES FOR EMERGING INNER CITY MARKETS
(0.5)

Lecture: 0.5 hour

This course will provide residential lending professionals with a basic
foundation in sales strategies needed to effectively penetrate the emerging
inner city markets.
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203 UNDERSTANDING & TAPPING EMERGING INNER CITY
MARKETS (0.5)
Lecture: 0.5 hour

This course will provide residential lending professionals with a basic
foundation in effective market analysis & marketing strategies for emerging
inner city markets.

204 UNDERSTANDING & USING RESIDENTIAL SUBSIDIES
FOR EMERGING INNER CITY MARKETS (0.5)
Lecture: 0.5 hour

This course will provide residential lending professionals with a basic
foundation in subsidy products and programs for first-time homebuyers
and/or low-to-moderate income borrowers and other special targeted
borrowers. Special emphasis will be on accessing and using subsidies with
conventional loan products.

205 CONSUMER PROTECTION ISSUES IN MORTGAGE
FINANCE & HOMEOWNERSHIP (0.5)
Lecture: 0.5 hour

This course will provide residential lending professionals with a basic
foundation in understanding special credit, borrowing, “high-touch” and
customer service needs of low-to-moderate inner city clients.

206 USING THE RIGHT PARTNERS IN EMERGING INNER
CITY MARKETS (0.5)
Lecture: 0.5 hour

This course will provide residential lending professionals with a basic
foundation in working effectively with third parties to close residential loan
transactions in the emerging inner city market.

207 UNDERSTANDING REAL ESTATE & LOAN DOCUMENTS
REQUIRED TO CLOSE TRANSACTIONS (0.5)
Lecture: 0.5 hour

This course will provide residential lending professionals with a basic
foundation in understanding real estate and loan documents that will
facilitate their successful closing of residential real estate transactions in
emerging inner city markets.

285 DIRECTED STUDY (2)

This course provides students with the opportunity for advanced study of
various mortgage finance topics. Students must have instructor approval
prior to enrollment and participation a directed study course.

385 DIRECTED STUDY (3)

This course provides students with the opportunity for advanced study of
various mortgage finance topics. Students must have instructor approval
prior to enrollment and participation a directed study course.

|
REAL ESTATE

PROGRAM OVERVIEW

The Real Estate program prepares students seeking careers as real estate
professionals and equips the general public who are prospective property
owners, present property owners, or real estate investors with important real
estate knowledge. The program explores many aspects of the real estate
profession allowing students to acquire entry-level marketable skills while
gaining much of the necessary course work to obtain a California state
license as a real estate sales agent and/or broker. The program also offers

advanced courses for real estate agents or for individuals in real estate
related fields and industries.

Note: Students should verify the broker's and salesperson’s licensing
requirements with the California Department of Real Estate.

Employment of real estate brokers and sales agents is expected to grow
about as fast as average for all occupations through the year 2014, because
of the increasing housing needs of a growing population, as well as the
perception that real estate is a good investment. (Source: U.S. Bureau of
Labor Statistics)

Upon successful completion of the program, students are prepared for a
variety of entry-level and advanced career opportunities in the real estate
profession. Completion of the degree program satisfies most of the formal
education requirements to obtain a California Real Estate Broker’s License.
In October of 2007 the 18-month conditional license will be eliminated and
potential licensees must take RE1 Principles, RE3 Practice and one other 3
unit course to qualify to sit for the Real Estate Salesperson’s examination.
Many other industries are directly or indirectly related to real estate and often
require a basic knowledge of the subject area for employment consideration.
Typical positions: Real Estate agent, broker, appraiser, property manager,
escrow officer, real estate office manager, land developer, urban planner,
construction, and investor/owner of income producing properties.

REAL ESTATE

m Associate in Arts Degree

Requirements for the Associate in Arts degree in Real Estate may be met
by completing the required 45-units of courses listed below, and 18 units of
general education courses to meet the Plan B graduation requirement.

REQUIRED COURSES
FIRST SEMESTER UNITS
REALES 1% Principles of Real Estate 3
BUS 5t Business Law | 3
BUS 1t Introduction to Business 3
CAQT 82t or 100  Microcomputer Software Survey in the Office/Windows
Based Computer Applications 3
BUS 32t Business Communications 3
UNITS 15
SECOND SEMESTER UNITS
BUS 38t Business Computations 3
REAL ES 9% Real Estate Appraisal | (Offered Spring only) 3
UNITS 6
THIRD SEMESTER UNITS
ACCTG 1t Principles of Accounting | 5
REALES 7% Real Estate Finance (Offered Fall only) 3
REALES 3t Real Estate Practice (Offered Fall only) 3
CAOT 101 Hands-on Internet 1
UNITS 12
FOURTH SEMESTER UNITS
REAL ES 14 Property Management 3
SUPV 11t Oral Communications 3
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REAL ES 5% Legal Aspects of Real Estate (Offered Spring only) 3
ECON 2* Principles of Economics Il 3
UNITS 12
TOTAL UNITS 45

Note: T Degree CORE requirements
T Real Estate Major AA degree requirements
A certificate is also available in Real Estate.

REAL ESTATE

m Certificate of Completion

Upon successful completion of the program, students will be prepared for
a variety of entry-level and advanced career opportunities in the real estate

profession.
REQUIRED COURSES
FIRST SEMESTER UNITS
REALES 1 Real Estate Principles 3
REALES 3 Real Estate Practice (Offered Fall only) 3
BUS 5 Business Law | 3
CAOT 820r 100  Microcomputer Software Survey in the
Office/Windows Based Computer Applications 3
REALES 7 Real Estate Finance (Offered Fall only) 3
UNITS 15
SECOND SEMESTER UNITS
REALES 9 Real Estate Appraisal | (Offered Spring only) 3
ACCTG 1 Principles of Accounting 5
MARKET 1 Principles of Selling 3
BUS 1 Introduction to Business 3
CAQT 101 Hands-on Internet 1
UNITS 15
TOTAL UNITS 30

REAL ESTATE
m COURSE DESCRIPTIONS

1 REAL ESTATE PRINCIPLES (3) CSU
Lecture: 3 hours

This course is a preparation for the examination given by the Department
of Real Estate for real estate brokers, agents, and salespersons. It includes
laws pertaining to estates in real estate and the real estate business,
property, contracts, titles, trust deeds, mortgages, liens, encumbrances,
assessments, taxes, zoning, community property, itle insurance, and
escrow procedures. Emphasis is placed on federal, state, and local
antidiscrimination laws and their impact on one’s real estate career.

10

14

99

REAL ESTATE PRACTICES (3) CSU
Lecture: 3 hours

This course deals with the challenges of establishing and conducting a
real estate business. Among the major topics considered are: establishing
the office, securing listings and prospects, showing properties and closing
sales, financing, property management, rentals and leases, appraising,
and the California Real Estate Law. Steering, redlining, and other illegal
discrimination actions are discussed. The responsibility of the real estate
agent as an employee and as an independent contractor is explored.

LEGAL ASPECTS OF REAL ESTATE | (3) CSU

Lecture: 3 hours

This is an introductory course in real estate law. Emphasis is placed upon
the study of contracts, agency, negotiable instruments, personal property,
sales, forms of business torts, current ownership of land and goods, and real
property. Attention is also given to logical reasoning and the application of
rules of law to everyday affairs in business.

|

REAL ESTATE FINANCE | (3) CSU
Lecture: 3 hours

This course is designed to study the forms and sources of financing
property, construction and permanent financing. Topics covered include the
procedures for FHA, Cal. Vet., and VA financing as well as conventional
loans; mortgage capital from savings and loan associations, commercial
banks, insurance companies, and other sources; junior mortgages;
appraising for mortgages; loan ratios; and leaseholds. The role of the
secondary mortgage market is also presented.

[

REAL ESTATE APPRAISAL | (3) CSU
Lecture: 3 hours

The principles and methods for the estimation of value and price of land and
improvements, factors affecting income and values of real estate, and trends
in real property values are covered in this course. The role of the appraiser
in determining the highest and best use for a particular site is presented.
The importance of appraisal to the lender, insurer, seller, and potential buyer
are discussed as are appraisal of partial real estate interests.

REAL ESTATE APPRAISAL Il (3) CSU

Recommended Preparation: Real Estate 9 with a grade of “C” or better.
Lecture: 3 hours

Advanced appraisal includes a review of the appraisal process, critical
analysis of appraising data, and preparation of appraisal reports. The
methods of appraising single-family residential income, and commercial
properties are studied, as is the determination of capitalization rates.

PROPERTY MANAGEMENT (3)
Lecture: 3 hours

The fiduciary duty owed to a client, the nature and types of property
management; organization for management, leases and contracts, rent
scheduling, managing of space and techniques of renting; tenant mix,
selection and supervision; relations with owners and budgets; purchasing
and accounts; accurate reports, ethics, and legal and professional
relationships are covered in this course. PUDs, CCandRs and common area
maintenance and management are reviewed.

LOS ANGELES TRADE-TECHNICAL COLLEGE

Trade 09-10 Catalog 7-20-09.indd 99

2009-2010 GENERAL CATALOG

7/20/2009 1:31:12 PM



100

J

.

APPRENTICESHIP
EDUCATION

Note: Available to Registered Apprentices only.

EDUCATIONAL PROGRAMS AND COURSES

® Cabinet & Store Fixture

® Electrical Cable Splicer

® Electrical Lineman

® Engineer: Operating/Maintenance

LATTC’s Apprenticeship Education program offers classes to students
who are registered to learn a trade under agreement with the State of
California Division of Apprenticeship Standards, and are required to attend
college classes during their registered apprenticeship program. The LATTC
Apprenticeship Education program is part of a state approved industrial
plan for training skilled workers. It is enabled nationally by the Federal
Apprenticeship Law (known as the Fitzgerald Act of 1937) and on the state
level by the Shelley-Maloney Labor Standards Act of 1939. The program
is authorized and supported by the California Apprenticeship Council under
the supervision of the joint Apprenticeship Committee (equal employer and
employee representation) for each trade under standards approved by the
State of California.

Apprentices training under the cooperative direction of the college and
Apprenticeship committees for their trade may petition to receive credit toward
the Associate in Arts degree or the Associate in Science degree for all courses
successfully completed. A Certificate of Completion will be awarded when
the proper application is made and the student has successfully completed
all the apprenticeship assigned in their discipline. Additional courses may be
substituted with the approval of the apprenticeship coordinator. Substitutions
will be limited to 50%.

There are two primary parts to the training of an apprentice: (1) on-the-job
training and instruction in the manipulative processes, and (2) in-school
training which involves instruction in technical subjects related to the on-
the-job training. On-the-job training is comprised of 40 hours per week of
supervised work experience and instruction wherein an apprentice rotates
through a series of sequential work experiences which are designed to
develop the all-around skills of the trade.

State apprenticeship law requires that state and local boards responsible
for vocational education administer related and supplemental instruction
for apprentices. College offerings provide the apprentice with a study of
technical subjects, subject to regular class attendance for the duration of
the apprenticeship training period. An example of topics studied, which
are generally applicable to a majority of trades, includes applied math and
science, blueprint reading and drawing, materials, equipment, processes,
and health and safety.

Los Angeles Trade Technical College plays no part in the apprenticeship
selection process. For further information about apprenticeship programs
operating in California and the possibility of becoming an registered
apprentice in any trade, contact the California State Division of Apprenticeship
Standards at 8th floor, Room 8000,320 West Fourth Street, Los Angeles,
California 90012. Their phone number is (213) 576-7750

For more information, contact the LATTC apprentice information center
located in room B-122. Phone: (213) 763-7151.

CABINETMAKING AND MILLWORK
APPRENTICES

m Certificate of Completion

Prerequisite: Students enrolling in these classes must have been accepted
into a California Registered Apprenticeship Program. Students completing
the 32 units may be awarded a certificate of Completion. Up to 20 Units
may also be applied to the non-apprentice Cabinet & Mill Work or Carpentry
degree programs. Student apprentices will be monitored and evaluated
during this program by the joint apprenticeship committee for their trade and
will gain the skills necessary to perform as a journeyman in their trade.

701  CABINET MILLWORK FOR APPRENTICES | (4) RPT1
Lecture: 3 hours; Lab: 3 hours

This course covers various layout procedures relative to the right triangle,
and geometrical functions of development, board foot measure calculation,
decimal breakdown of the English yard system, and development of various
math formulation procedures used in cabinet and millwork construction and
estimation.

702  CABINET MILLWORK FOR APPRENTICES I (4) RPT 1

Lecture: 3 hours; Lab: 3 hours
This course is a brief history of early development in the cabinet industry

through present day ramifications of construction and the study of useful
species of wood materials, glues, abrasives, plywood and modified woods.

703  CABINET MILLWORK FOR APPRENTICES III (4)

RPT 1
Lecture: 3 hours; Lab: 3 hours

This course offers instruction in trade terminology and description of various
views of working drawing specifications, with the study of terminology
description, purpose, and use of hand and power woodworking tools,
including alignment, set-up and operations of the power machines in
performance of standard milling practices, and safety.

704  CABINET MILLWORK FOR APPRENTICES IV (4)

RPT1

Lecture: 3 hours; Lab: 3 hours

This course covers the methods used to assemble mill products and the
many portable and shop tools used to prepare the wood and other products
for joining. Demonstrations on the use of the tools will be followed by shop
practice in using the various tools available and applying glues to laminates.
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705 CABINET MILLWORK FOR APPRENTICES V (4)
Lecture: 3 hours; Lab: 3 hours

This course covers the safety, theory, and set up of various operations of
the trim saw. Students will learn how to clamp, set up and make various cuts
with the trim saw and develop good safety practice in using the trim saw.

706 CABINET MILLWORK FOR APPRENTICES VI (4)
Lecture: 3 hours; Lab: 3 hours

This course offers instruction in stock billing material takeoff and reading of
blueprints and the use of architectural symbols.

707  CABINET MILLWORK FOR APPRENTICES Vi (4)
Lecture: 3 hours; Lab: 3 hours

This course covers scale and full size drawing and the drawings will be
produced by the student. Free standing and basic perimeter wall fixtures are
included. Stock billing is emphasized.

708 CABINET MILLWORK FOR APPRENTICES VIiI (4)
Lecture: 3 hours; Lab: 3 hours

The actual drawings provided by designers are used. Detailing of store
fixtures and restaurant layout and detailing. A brief introduction to computer
software used in design and layout is given.

ELECTRICAL CABLE SPLICER APPRENTICES

m Certificate of Completion

Prerequisites: Students enrolling in these classes must have been accepted
into a California Indentured Apprenticeship program. Student apprentices will
be monitored and evaluated during this program by the joint apprenticeship
committee for their trade and will gain the skills necessary to perform as a
journeyman in their trade. A Certificate of Completion may be awarded when
a student completes 18 units in this program.

701 CABLE SPLICER APPRENTICESHIP | (6) RPT1
Lecture: 5 hours; Lab: 3 hours

Instruction is offered in electrical systems, basic math, basic electricity,
accident prevention, hand tools, first aid, rigging, knots and splices and pole
climbing procedures.

701A CABLE SPLICER APPRENTICESHIP IA (3 1/3) RPT1
Lecture: 3 hours; Lab: 1 hour

This is the first module of instruction in electrical systems, basic math,
basic electricity, accident prevention, hand tools, first aid, rigging, knots and
splices and pole climbing procedures.

701B CABLE SPLICER APPRENTICESHIP IB (2 2/3) RPT1
Lecture: 2 hours; Lab: 2 hours

This course is a continuation of instruction in electrical systems, basic math,
basic electricity, accident prevention, hand tools, first aid, rigging, knots and
splices and pole climbing procedures.

702 CABLE SPLICER APPRENTICESHIP I (6) RPT1
Lecture: 5 hours; Lab: 3 hours

A study is made of the application of rigging principles to underground
problems. Installation of equipment, splicing theory, distribution circuits, oil
circuit breakers, transformer characteristics, and connections. State law
requirements, safety and street lighting electrical systems are included.
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702A CABLE SPLICER APPRENTICESHIP IIA (3 1/3) RPT1
Lecture: 3 hours; Lab: 1 hour

This is the first module of study in the application of rigging principles

to underground problems. Installation of equipment, splicing theory,
distribution circuits, oil circuit breakers, transformer characteristics, and
connections. State law requirements, safety and street lighting electrical
systems are included.

702B CABLE SPLICER APPRENTICESHIP IIB (2 2/3) RPT1
Lecture: 2 hours; Lab: 2 hours

This module continues study in the application of rigging principles to
underground problems. Installation of equipment, splicing theory, distribution
circuits, oil circuit breakers, transformer characteristics, and connections.
State law requirements, safety and street lighting electrical systems are
included.

703  CABLE SPLICER APPRENTICESHIP Iil (6) RPT 1
Lecture: 5 hours; Lab: 3 hours

Instruction is given in splicing medium voltage cable, tape splicing, cubical
termination, shield separation, baked splice. Installation of switches; oil,
gas, SF-6, State Law G.O. #128, Safety Orders, OSHA requirements,
construction standards, vault detail, print reading, Electrical Service
Requirements, and the use of hot sticks for switching. Safety and first aid
are taught.

703A CABLE SPLICER APPRENTICESHIP IlIA (3 1/3) RPT 1
Lecture: 3 hours; Lab: 1 hour

This is the first module of study in the instruction of splicing medium voltage
cable, tape splicing, cubical termination, shield separation, baked splice.
Installation of switches; oil, gas, SF-6, State Law G.O. #128, Safety Orders,
OSHA requirements, construction standards, vault detail, print reading,
Electrical Service Requirements, and the use of hot sticks for switching.
Safety and first aid are taught.

703B CABLE SPLICER APPRENTICESHIP lliB (2 2/3) RPT 1
Lecture: 2 hours; Lab: 2 hours

This continues study in the instruction of splicing medium voltage cable,
tape splicing, cubical termination, shield separation, baked splice.
Installation of switches; oil, gas, SF-6, State Law G.O. #128, Safety Orders,
OSHA requirements, construction standards, vault detail, print reading,
Electrical Service Requirements, and the use of hot sticks for switching.
Safety and first aid are taught.

ELECTRICAL LINEMAN APPRENTICES

m Certificate of Completion

Prerequisites: Students enrolling in these classes must have been accepted
into a California Indentured Apprenticeship Program. Student apprentices will
be monitored and evaluated during this program by the joint apprenticeship
committee for their trade and will gain the skills necessary to perform as a
journeyman in their trade. A certificate of completion may be awarded when
a student completes 18 units in this program.

701 ELECTRICAL LINEMAN APPRENTICESHIP I (6) RPT 1
Lecture: 5 hours; Lab: 3 hours

Instruction is given in the generation of electricity; hydro, steam, wind,

the elements of electricity, static, magnetism, electric circuit, transmission
lines and cables, sub-transmission lines and cables, distribution lines and
cables. Students receive training in pole climbing; safe practices, installation
of cross arms, insulator guys, hanging of transformer, stringing of lines,
pulling cables, pole top rescue and vault rescue. Safety and first aid are
emphasized.
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701A

701B

702

702A

702B

703

ELECTRICAL LINEMAN APPRENTICESHIP | A (3 1/3)
RPT 1
Lecture: 3 hours; Lab: 1 hour

This the is first module of instruction in the generation of electricity;

hydro, steam, wind, the elements of electricity, static, magnetism, electric
circuit, transmission lines and cables, sub-transmission lines and cables,
distribution lines and cables. Students receive training in pole climbing; safe
practices, installation of cross arms, insulator guys, hanging of transformer,
stringing of lines, pulling cables, pole top rescue and vault rescue. Safety
and first aid are emphasized.

ELECTRICAL LINEMAN APPRENTICESHIP I B (2 2/3)
RPT 1
Lecture: 2 hours; Lab: 2 hours

This course continues instruction in the generation of electricity; hydro,
steam, wind, the elements of electricity, static, magnetism, electric

circuit, transmission lines and cables, sub-transmission lines and cables,
distribution lines and cables. Students receive training in pole climbing; safe
practices, installation of cross arms, insulator guys, hanging of transformer,
stringing of lines, pulling cables, pole top rescue and vault rescue. Safety
and first aid are emphasized.

ELECTRICAL LINEMAN APPRENTICESHIP Il (6) RPT1
Lecture: 5 hours; Lab: 3 hours

Instruction is given in the review of electricity including; electrical math,
series and parallel circuits, motors, induced emf, mutual and self induction,
direct current, alternating current, transformers connections, transformer
fusing, capacitors, voltage regulators, definitions, core loses, polarity,
markings, oil insulation, cooling practices, loading and testing, and oil
circuit breakers. Street light practices, circuits, utilitarian systems, lamps,
sodium and mercury lights, glassware, refractors, control of streetlights,
map reading, forms, test, regulators and safety in maintenance are all
emphasized.

ELECTRICAL LINEMAN APPRENTICESHIP I A (3 1/3)
RPT1
Lecture: 3 hours; Lab: 1 hour

First module of instruction in the review of electricity including; electrical
math, series and parallel circuits, motors, induced emf, mutual and self
induction, direct current, alternating current, transformers connections,
transformer fusing, capacitors, voltage regulators, definitions, core loses,
polarity, markings, oil insulation, cooling practices, loading and testing, and
oil circuit breakers. Street light practices, circuits, utilitarian systems, lamps,
sodium and mercury lights, glassware, refractors, control of streetlights,
map reading, forms, test, regulators and safety in maintenance are all
emphasized.

ELECTRICAL LINEMAN APPRENTICESHIP I B (2 2/3)
RPT1
Lecture: 2 hours; Lab: 2 hours

Continuation of instruction in the review of electricity including; electrical
math, series and parallel circuits, motors, induced emf, mutual and self
induction, direct current, alternating current, transformers connections,
transformer fusing, capacitors, voltage regulators, definitions, core loses,
polarity, markings, oil insulation, cooling practices, loading and testing, and
oil circuit breakers. Street light practices, circuits, utilitarian systems, lamps,
sodium and mercury lights, glassware, refractors, control of streetlights,
map reading, forms, test, regulators and safety in maintenance are all
emphasized.

ELECTRICAL LINEMAN APPRENTICESHIP Ill (6) RPT 1
Lecture: 5 hours; Lab: 3 hours

Instruction is given in the stringent use of state law G.0.095, safety orders,
OSHA requirements, overhead construction standards, overhead jobs, joint
pole agreement of California, and electrical service requirements. Course
reviews conductor sizes, splices, stringing, dead-ending, guying, rigging,
transformer fusing, circulation current, trouble shooting, street lighting and
public relations, live-line maintenance using live-line tools, safety and first
aid.

703A ELECTRICAL LINEMAN APPRENTICESHIP llIA (3 1/3)
RPT 1
Lecture: 3 hours; Lab: 1 hou

First module of instruction in the stringent use of state law G.0.095, safety
orders, OSHA requirements, overhead construction standards, overhead
jobs, joint pole agreement of California, and electrical service requirements.
Course reviews conductor sizes, splices, stringing, dead-ending, guying,
rigging, transformer fusing, circulation current, trouble shooting, street
lighting and public relations, live-line maintenance using live-line tools,
safety and first aid.

703B ELECTRICAL LINEMAN APPRENTICESHIP Ili B (2 2/3)
RPT1

Lecture: 2 hours; Lab: 2 hours

Continuation of instruction in the stringent use of state law G.0.095, safety
orders, OSHA requirements, overhead construction standards, overhead
jobs, joint pole agreement of California, and electrical service requirements.
Course reviews conductor sizes, splices, stringing, dead-ending, guying,
rigging, transformer fusing, circulation current, trouble shooting, street
lighting and public relations, live-line maintenance using live-line tools,
safety and first aid.

709 ELECTRICAL CRAFT HELPER APPRENTICESHIP (4)
RPT 1
Lecture: 4 hours

This course is designed as entry level preparation for a student interested

in careers in the electrical power industry. This introductory course covers
the basic fundamentals of planning, installation and maintenance of high
and low voltage electrical systems. Basic functions of generation, both
hydro and steam are covered. The transmission and distribution of electrical
power will be reviewed. Fundamentals of electricity, identification, function,
and operation of components will be surveyed. Ohms law, safety, ropes,
knots, rigging, and tools required in the trade will be reviewed. Civil service
exam assistance will also be covered.

OPERATION MAINTENANCE ENGINEER
APPRENTICES

m Certificate of Completion

Prerequisites: Students enrolling in these classes must have been accepted
into a California Indentured Apprenticeship Program. A certificate of
completion may be awarded for completion of a combination of 36 units in
this program and the A/C Refrigeration Mechanic program.

Student apprentices will be monitored and evaluated during this program
by the joint apprenticeship committee for their trade and will gain the skills
necessary to perform as a journeyman in their trade.

701  INSTRUMENTATION | FOR APPRENTICES (4) RPT 1
Lecture: 3 hours; Lab: 3 hours

Students will learn instrumentation and control theory, application,
maintenance, troubleshooting, fundamentals of control, terms and definitions
specific to H.V.A.C. instrumentation. Emphasis on the principles of operation
of valves, dampers, motors, VAV systems arid other related controls which
when combined from the total control system.

702 INSTRUMENTATION Il FOR APPRENTICES (3) RPT 2
Lecture: 3 hours

This is a continuing course of Basic Instrumentation and Controls I, course
701. Adjustment problems, maintenance problems, proper selection of
instruments and the application of instruments in the field will be stressed
with the use of simple schematics and circuitry. Many examples using
pneumatics as a controlling means are used.
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703 COMPUTERS IN ENERGY MANAGEMENT FOR
APPRENTICES (3) RPT 2
Lecture: 3 hours
The computer’s place and the learning of computer language as used in
the industry and the application of this language are covered. The goal is to
prepare the maintenance engineer for the use of computers in our industry
by upgrading the computer literacy of the students.

704 ELECTRIC MOTOR CONTROL | FOR APPRENTICES (4)
RPT1
Lecture: 3 hours; Lab: 3 hours

This course provides instruction in basic motor control fundamentals,
including the basic function of controlling devices, review of basic motors,
selection of motors and definitions. The class will discuss definitions for
controller components and symbols, familiarization of N.E.M.A. standards
and review of one-line, wiring and schematic diagrams. The class will also
introduce the use of digital controllers for use in industry.

708  BUILDING MAINTENANCE FOR APPRENTICES (3)
RPT1

Lecture: 3 hours

This course covers the construction design, operation and maintenance

of sanitary drainage systems, pressure regulators steam traps, building
condensate return systems, chilled and condenser, water pumping systems,
centrifugal pumps, backflow preventers, building fire suppression systems,
pressure systems and pumping fixtures.

709 STEAM PLANT OPERATION | FOR APPRENTICES (6)
Lecture: 6 hours
The basic of safe boiler operations, what steam is and how it performs,
fire tube boiler design and construction, the combustion process including
fluidized bed boilers using various fuel, safety valves, water level devices,
feed water treatment, pumping principles, bottom and surface blow down
with heat recovery.

709A STEAM PLANT OPERATION IA FOR APPRENTICES (3)
Lecture: 3 hours
The is the first half of basic of safe boiler operations, what steam is and how
it performs, fire tube boiler design and construction, the combustion process
including fluidized bed boilers using various fuel, safety valves, water level
devices, feed water treatment, pumping principles, bottom and surface blow
down with heat recovery.

709B STEAM PLANT OPERATION IIB FOR APPRENTICES (3)
Lecture: 3 hours

The is the second half basic of safe boiler operations, what steam is and
how it performs, fire tube boiler design and construction, the combustion
process including fluidized bed boilers using various fuel, safety valves,
water level devices, feed water treatment, pumping principles, bottom and
surface blow down with heat recovery

710  STEAM PLANT OPERATION Il FOR APPRENTICES (6)
Lecture: 6 hours

Instruction is given in steam engines, valve operating mechanisms and
governors, and operating characteristics of steam engines. Course covers
steam turbines, pumps, and auxiliary power plant equipment, steam

plant efficiencies, boiler water treatment, troubleshooting, and power
transmission.

710A STEAM PLANT OPERATION IIA FOR APPRENTICES (3)
Lecture: 3 hours
This is the first half of Instruction given in steam engines, valve operating

mechanisms and governors, and operating characteristics of steam engines.

Course covers steam turbines, pumps, and auxiliary power plant equipment,
steam plant efficiencies, boiler water treatment, troubleshooting, and power
transmission.
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710B STEAM PLANT OPERATION IIB FOR APPRENTICES (3)

720

724

726

727

730

739

740

Lecture: 3 hours

This is the second half of Instruction given in steam engines, valve operating
mechanisms and governors, and operating characteristics of steam engines.
Course covers steam turbines, pumps, and auxiliary power plant equipment,
steam plant efficiencies, boiler water treatment, troubleshooting, and power

transmission.

HEATING AND VENTILATING PLANT OPERATION FOR
APPRENTICES (3)
Lecture: 3 hours

Training is given in the operation of systems to provide quality air to indoor
environments and abide by IAQ guidelines and pending regulations.
Organizing and operating preventative maintenance programs as they
relate to providing quality indoor environments and troubleshooting and
maintaining HAVC systems, testing and air balance will also be covered.

FUNDAMENTALS OF ELECTRICITY (4)
Lecture: 3 hours; Lab: 3 hours

Course is study of the basic principles of direct and alternating current,

an introduction to components, theory of operation of components, the
application and troubleshooting of components used in simple circuitry. A lab
has been created to allow practice in using these circuits.

BASIC ELECTRONICS FOR APPRENTICES (4) RPT1
Lecture: 3 hours; Lab: 3 hours

Instruction is given on programmable logic controller operation, controller
configuration, logic instructions and process applications, in various control
situations and industries. A real controller will be used to develop control
strategies that incorporate the most common control Instructions as well

as other more complex Controller Functions. After completing course,
student will be able to recognize, controller components, and perform basic
maintenance and troubleshooting. Student will also be able to develop,
write, enter, test, and document PLC programs.

|

INDUSTRIAL ELECTRONICS | FOR APPRENTICES (3)
Lecture: 3 hours

This is a lecture-study course where students team the various application
of electronics in environmental and manufacturing process control. The
course will cover the use of solid state devices and circuitry in the control
of industrial production and the maintenance of a healthy and comfortable
environment in buildings.

[

SAFETY AND ENERGY MANAGEMENT FOR
APPRENTICES (3) RPT2

Lecture: 3 hours

The fundamentals of energy conservation as applied to residential,
commercial, institutional and industrial buildings; the optimal operation of air
conditioning systems. The emphasis of this course is on the changes and

modifications an operating engineer may make to conserve energy, the fire
department requirements and disaster control methods.

LOCKSMITHING AND SECURITY SYSTEMS FOR
APPRENTICES (4)

Lecture: 3 hours

This course is designed to provide an opportunity to those students who
are working with security systems to become familiar with the use of the
systems used by locksmiths to make buildings secure. The various types

of locks and the tools necessary for adapting various lock systems will be
discussed.

TENANT RELATIONS AND REPORTS FOR
APPRENTICES (3)

Lecture: 3 hours

The techniques used in maintaining wholesome and mutually beneficial
relations with tenants and others is the primary purpose of this course. The
need to understand the needs of all persons associated with a building is

stressed. Instruction in the use of systems to maintain records and deliver
timely and accurate reports is provided.
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741 REFRIGERATION ELECTRICAL SYSTEMS (3)

Lecture: 3 hours

This course covers basic electricity, magnetic starters, contractors and
relays; pressure and temperature controls; milli-volt and low voltage
systems; modulating controls; time clocks and defrost system.

742 ELECTRICAL CODE I (3)
Lecture: 3 hours

Instruction in basic electrical codes and ordinances; general codes,
wiring methods and fittings, and circuits requirements specified in various
ordinances.

744 REFRIGERATION AND AIR CONDITIONING CONTROLS
FOR APPRENTICES (3)
Lecture: 3 hours

This course is a continuation of the basic methods of maintaining control of
environmental systems to provide a quality atmosphere through the use of
auxiliary equipment such as pressure and electrical controls. The student
will be introduced to advanced servicing procedures, troubleshooting
procedures and maintaining proper records on servicing air conditioning
systems. A review of government regulations on ozone depletion will also
be included.

752 ELECTRICAL CODE I (3)
Lecture: 3 hours

Codes requirements on equipment installation, motor installation, various
types of occupancies, and high voltage circuits.

761  REFRIGERATION FUNDAMENTALS FOR APPRENTICES |

(6)
Lecture: 6 hours

Applied thermodynamics, laws of mechanics, and laws of gases and change
of state in substance and heat transfer.

762 REFRIGERATION FUNDAMENTALS FOR APPRENTICES I

(6)
Lecture: 6 hours

Vapor cycle in refrigeration systems including the study of refrigerants and
their behavior in the system.

ARCHITECTURE AND
ENVIRONMENTAL DESIGN

Programs in Architecture Technology, GIS Community Planning, CADD/
Drafting, Digital Design, MAPPS/GIS, & Historic Preservation. All programs
at some level have been infused with “Sustainable” or “Green” Architecture
concepts.

PROGRAM OVERVIEW

People need places in which to live, work and play; to learn, worship, meet,
govern, shop, and eat. These places may be private or public; indoors
or outdoors; rooms, buildings, or complexes. Together, they make up
neighborhoods, towns, suburbs, and cities. The choices we make affect
the environment, and in return it affects the way we think, create, learn,
interact and communicate. Focus on sustainability compels us to create
environments that work with nature, foster physical needs and intellectual
growth. Sustainable Space design is an understanding of the world in a

unitary sense. The creation of space is vital part for the success of any of the
activities that take place in them. Professionals trained in the art and science
of building design transform these needs into concepts and then develop the
finished product that is quantifiable and qualifiable.

Los Angeles and the surrounding area are on the cutting edge of modern
architecture and construction, and Architecture Designers and Technicians
are in high demand. Many exciting careers are open in the field including
architecture technicians, construction management, drafting, estimating,
building inspection, civil, electrical, mechanical and structural engineering,
computer rendering, smart mapping, urban design and computer-aided
drawing. Architecture Designers and Technicians assist the architect in
defining, creating, and organizing buildings, urban spaces and cyber-spaces.
They participate in the development of three-dimensional models that parallel
finished buildings, as well as design studies, maintenance forecasting,
materials testing, facilities management, sales and marketing.

Los Angeles Trade-Technical College offers an Architectural Technology
Associate in Arts degree, an Architectural Technologies Associate in Science
(MAPPS/GIS) Degree, and their equivalent Certificates of Completion (core
major classes without general education classes). Skills Certificates in Digital
Design, Computer Aided Drafting, and Historic Preservation are also offered
for those wishing to enter the field or expand their current knowledge.

The equipment used in the classroom of Los Angeles Trade-Technical
College is the same as that found in a professional office with a Local
Area Network environment. The program emphasizes computer hardware
and software currently used in industry: Microstation, Revit, Revit MEP
Architecture, Architecture MEP, Sketch Up, Architectural Desktop, 3D
Studio and AutoCAD. The emphasis of the Architecture Technology program
follows the new Green Building Information Model and it concentrates on
the technology and methods of construction using sustainable methods of
construction and materials. On completion, each student in the program will
have developed a portfolio that serves to meet both industry employment
demands and university transferability requirements.

ARCHITECTURAL TECHNOLOGY

m Associate in Arts Degree

Requirements for the Associate in Arts degree in Architectural Technology
may be met by completing the 48 units of required courses along with 18
units of general education courses meeting Plan B graduation requirements.
Information on the Plan B requirements may be found in the catalog under
Graduation/Transfer requirements.

Upon successful completion of this program, students will have the skills
needed to enter the field as an Architectural Technician who is both a
problem solver and an integral part of the design process. Students will
master the skills necessary to work in the construction, drafting, estimating,
building inspection, civil, electrical, mechanical and structural engineering,
construction computer rendering, and computer-aided drawing arenas.
General education classes provide a well rounded education, imparting the
knowledge and skills needed to successfully participate in all aspects of
society.
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REQUIRED COURSES
FIRST SEMESTER UNITS
ARC 172 Architectural Drawing | 3
ARC 222 Beginning Architectural Graphics 3
ENV 101 Elements of Architecture 3
DRAFT 62 C.A.D.D. for Architects 3
UNITS 12
SECOND SEMESTER UNITS
ARC 173 Architectural Drawing I 3
ARC 261 Computer Aided Design for Architecture | 3
INT 200 Residential Planning 3
DRAFT 63 C.A.D.D. for Building Systems 3
UNITS 12
THIRD SEMESTER UNITS
ARC 130 History of Architecture | 2
ARC 151 Materials of Construction 3
ARC 201 Basic Architectural Drawing 3
ARC 271 Architectural Drawing IlI 3
Electives 1
UNITS 12
FOURTH SEMESTER UNITS
ARC 131 History of Architecture Il 2
ARC 152 Equipment of Buildings 3
ARC 202 Basic Architectural Design Il 3
ARC 272 Architectural Drawing IV 3
Electives 1
UNITS 12
TOTAL UNITS 48
ELECTIVES
UNITS
DRAFT 60 Introduction to C.A.D.D. 3
DRAFT 64 C.A.D.D. Laboratory 3
ARC 135 Historic Preservation 2
ARC 160 Computers for Designer 3
ARC 261 Computer-Aided Design for Architecture | 3
ARC 341 GIS-Metropolitan Access Planning | 3

ARCHITECTURAL TECHNOLOGY

m Certificate of Accomplishment

Program Requirements

A Certificate of Accomplishment is awarded for successful completion of 48
units of the required core courses for the Associate in Arts degree (above)
with a “C” or better grade in each course.

Upon successful completion of this program, students will have the skills
needed to enter the field as an Architectural Technician who is both a

problem solver and an integral part of the design process. Students will
master the skills necessary to work in the construction, drafting, estimating,
building inspection, civil, electrical, mechanical and structural engineering,
construction computer rendering, and computer-aided drawing arenas.

ARCHITECTURAL TECHNOLOGY

m Associate in Science Degree - M.A.P.S. / GIS*

*M.A.P.S. (Metropolitan Access Planning System)
*GIS (Geographic Information Systems)

The M.PA.S./G.I.S Program is designed to train students to work in the
information system side of architecture and urban planning. This career
option focuses on the issues of design and theory as these relate to large
systems such as transportation, infrastructure, and global communication.
The individual completing the M.A.P.S./GIS option will be prepared as both
viewer (preparing reports) and analyst (asking what if) of the complex data
structures that compose Geographic Information Systems. Students will
learn how to design and maintain complex data systems that are managed
in a spatial environment.

GIS is expected to be one of the fastest growing employment fields in the
21st century. Los Angeles and the surrounding areas are on the cutting
edge of modern architecture, construction, and many other industries the
employ graphical information. Individuals possessing the skills necessary
to operate such software are in great demand. Urban planning, the motion
picture industry, transportation and global communications are just some of
the areas that are utilizing M.A.P.S./GIS systems.

Requirements for the Associate in Science degree in MAPS/GIS may be met
by completing the required 52 to 53 units of course work, below, along with 18
units of general education courses meeting Plan B graduation requirements.
Information on the Plan B requirements may be found in the catalog under
Graduation/Transfer requirements.

Students successfully completing this program will have the skills needed
to enter the information system side of architecture and urban planning.
Graduates will be prepared to work on large systems such as transportation,
infrastructure, and global communications. They will have the skills to design,
and maintain large complex data systems that are managed in a spatial
environment. General education classes provide a well rounded education,
imparting the knowledge and skills needed to successfully participate in all
aspects of society.

REQUIRED COURSES
FIRST SEMESTER UNITS
ARC 222 Beginning Architectural Graphics 3
GEOG 1* Physical Geography 3
CO INFO 700 Computer Concepts 3
UNITS 9
SECOND SEMESTER UNITS
DRAFT 60 CADD Introduction 3
ARC 201 Beginning Architectural Design | 3
BIOLOGY 3 Introduction to Biology 4
ENGLISH 101*  College Reading and Composition 3
UNITS 13
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THIRD SEMESTER UNITS
DRAFT 62 CAD for Architects 3
CO INFO 709 Visual Basic Programming 3
ARC 341 GIS/Metropolitan Access Planning | 3
COMPLAN 1 Introduction to Community Planning
and Economic Development 3
MATH 240* Trigonometry 3
UNITS 15
FOURTH SEMESTER UNITS
ARC 261 Computer Aided Design for Architecture | 3
COINFO 733 Introduction to Data Base System Design 3
ARC 342 GIS/Metropolitan Access Planning Il 3
CO INFO 741 Visual C++ 3
MATH 225* Introductory Statistics
—or—
MATH 227* Statistics 34
UNITS 15-16
TOTAL UNITS 52-53

*These courses apply towards general education graduation
requirements.

ARCHITECTURAL TECHNOLOGY

m Certificate of Accomplishment - M.A.P.S./G.l.S

Requirements for the in MAPS/GIS Certificate of Completion may be met by
completing 52 to 53 units of the required course work, above, from the core
courses for the Associate in Science degree with grade of “C” or better.

ARCHITECTURE TECHNOLOGY
m COURSE DESCRIPTIONS

130

131

135

HISTORY OF ARCHITECTURE I (2) UC: CSU
Lecture: 2 hours (Formerly ARCH 2)

The development of architecture from prehistoric times to the beginning
of the Renaissance with emphasis on the influences which determined its
characteristics.

HISTORY OF ARCHITECTURE Il (2) UC: CSU
Lecture: 2 hours (Formerly ARCH 3)

The development of the built environment from the onset of the Renaissance
to the present.

HISTORIC PRESERVATION (3) CSU
Lecture: 3 hours

Introduction to the field of cultural resource management, providing an
overview to the conservation of and advocacy for historic buildings, sites,
districts and landscapes.

151

152

160

172

173

201

202

210

222

MATERIALS OF CONSTRUCTION (3) RPT1
Lecture: 3 hours (Formerly ARCH 21)

A study is made of the basic building materials, such as wood, steel,
concrete, and masonry, and their uses in the construction field. Non-
structural materials such as glass, roofing, plastics and paint are explored,
as well as the sixteen divisions of construction.

EQUIPMENT OF BUILDING (3) CSU
Lecture: 3 hours (Formerly ARCH 22)

A study of principles involved in the design and application of mechanical
equipment to buildings for plumbing, heating, air conditioning, electrical
power distribution, illumination, vertical transportation and acoustic systems.

COMPUTERS FOR DESIGNERS (3) CSU RPT2

Lecture: 1.5 hours; Lab: 4.5 hours

This is an introductory course aimed at 3D graphic use by, environmental
and industrial designers such as architecture, landscape architecture, urban
planners, product designers, virtual space designers, or any profession that
uses computers in three-dimensional design virtually or physically.

ARCHITECTURAL DRAWING I (3)

Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 5)

This course covers the preparation of construction documents for a one-
story, wood frame residence as well as the study of construction methods,
materials, and building ordinances. It concentrates on the development of
a floor plan layout and design. It includes graphic representation of a site,
foundation layout, floor and roof plans, schedules, cross-sections, details
and interior/exterior elevations.

ARCHITECTURAL DRAWING II (3)
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 6)

This course covers the preparation of construction documents for a two-
story, wood frame residence and the study of construction methods and
material. Special consideration is given to solving problems involving two
story construction additions to existing one-story structures. Other topics
include graphic representation on site design, building foundation, structural
components, elevations and cabinet drawings with floor plans; schedules,
cross-sections, details and interior/exterior design.

BASIC ARCHITECTURAL DESIGN I (3) UC:CSU
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 33)

Solution of architectural problems using two- and three-dimensional studies
of form and composition.

BASIC ARCHITECTURAL DESIGN I (3) UC:CSU
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 34)

This course explores creative architectural design through the planning of
buildings and public spaces with concern for function, orientation, structure
and materials.

CONSTRUCTION ESTIMATION (3) CSU
Lecture: 3 hours

A study is made of methods used in determining quantities and cost
estimates of labor and materials in Engineering and building construction
such as excavation, concrete and finish.

BEGINNING ARCHITECTURAL GRAPHICS (3) CSU
Lecture: 1 hour; Lab: 4 hours

This course covers graphic communication techniques, including
fundamentals of orthographic projection; paraline and perspective drawing;
descriptive geometry.
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261 COMPUTER AIDED DESIGN FOR ARCHITECTURE I (3)
CSu
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 25)

Abeginning Computer Aided Design course. Students learn the basic
concepts involved in preparing computer drawings that communicate design
ideas. Appropriate software is used such as Auto-Cad, 3D Studio and Micro
station.

271  ARCHITECTURAL DRAWING llI (3)
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 7)

This course covers the study of concrete block or brick buildings along
with wood frame construction, especially long span beam techniques. It
includes further study of construction drawings, section layouts, materials
and building ordinances as well as energy efficient methodologies,

site orientation, roof, electrical, plumbing and air-conditioning; and an
introduction to interior design colors, materials and furniture. Creative
graphics representation on site analysis, floor plans and interior/exterior
elevations also are covered.

272 ARCHITECTURAL DRAWING IV (3) RPT1
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 8)
The design and construction of commercial buildings are studied with
special emphasis on tilt-up concrete construction and wood frame long
span beam techniques. This course also focuses on construction materials,
structural details and building ordinances for commercial buildings. Students
develop interior design presentations using sample materials for finished
surfaces. Working drawings, creative architectural design and graphic
presentation methods are also stressed.

341 GIS - METROPOLITAN ACCESS PLANNING I (3) CSU
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 46)

CAD, GIS, Data Systems, and Internet accessibility in one course. GIS
technology and related digital technologies are used to explore intelligent
drawings, as well as drawings that have multiple types of information
associated with them. The collection of data will evaluate the environmental
conditions of the city.

342 METROPOLITAN ACCESS PLANNING SYSTEMS II
(MAPJGIS) (3) CSU
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 47)
CAD, GIS, Data Systems and Internet in one course. GIS technology and
related digital technologies are used to explore Intelligent drawings, as well
as, drawings that have multiple types of information associated with them.
Data collection will be used to evaluate environment of the city.

185 DIRECTED STUDY - ARCHITECTURAL (1) CSU
Conference, 1 hour per unit.
These courses are designed to allow the student to pursue directed study in
the architecture program on a contract basis under the close supervision of
an architectural drafting instructor. These courses require that the student
present a contract and that the instructor approves and evaluates the
contract.

285 DIRECTED STUDY - ARCHITECTURAL (2) CSU
Conference, 1 hour per unit.
These courses are designed to allow the student to pursue directed study in
the architecture program on a contract basis under the close supervision of
an architectural drafting instructor. These courses require that the student
present a contract and that the instructor approves and evaluates the
contract.

385 DIRECTED STUDY - ARCHITECTURAL (3) CSU
Conference, 1 hour per unit.
These courses are designed to allow the student to pursue directed study in
the architecture program on a contract basis under the close supervision of
an architectural drafting instructor. These courses require that the student
present a contract and that the instructor approves and evaluates the
contract.

107

ARCHITECTURAL INTERIORS
m COURSE DESCRIPTION

200

RESIDENTIAL PLANNING (3)
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 30)

A study is made using a “small house project” layout, livability, functionality,
size, orientation, cost, furnishing, equipment, ornamentation and future
inhabitants. The “small house project” is put in context through a brief history
of American shelters — their construction types and styles. At this point in

the occurs, the student is ready for developing, retrofitting, adding and
remodeling the “small house project” including basic construction details.
Residential construction problems are explored with an emphasis placed in
functional design.

ENVIRONMENTAL DESIGN
m COURSE DESCRIPTION

101

ELEMENTS OF ARCHITECTURE (3)
Lecture: 1 hour; Lab: 4 hours (Formerly ARCH 9)

Basic architectural elements, form and composition are studies mainly
through two-dimensional drawing media to organize space. Some
two-dimensional concepts are translated and transformed into a three-
dimensional conceptual model. Emphasis is placed in analytic techniques
and problem solving in the design process.

|

DRAFTING
m COURSE DESCRIPTIONS

60

62

63

[

CADD INTRODUCTION (3)
Lecture: 1 hour; Lab: 4 hours

This is a basic CADD foundation course for students in the AEC
(Architecture, Engineering and Construction) field, who will study the
relationship between manual drafting, digital drafting and architectural
drawing. With *hands-on” learning experience, students will develop mental
models to understand the basic principles of CADD: Interfaces, windows,
menu bars, tool bars, dialog boxes and basic commands. This course

will also cover CADD file management systems, standards for drawings,
savings settings and templates.

CADD FOR ARCHITECTS (3)
Lecture: 1 hour; Lab: 4 hours

This course combines AutoCAD drafting tools with building objects like
walls, windows, doors, etc. Using this new object-oriented approach,
building objects related intelligently with one another in a way that was not
possible before with the traditional CAD geometry-based approach.

CADD FOR BUILDING SYSTEMS (3)
Lecture: 1 hour; Lab: 4 hours

Basic introduction to computer aided design and drafting for the

mechanical, plumbing, and electrical drawing sheets that are used in a

set of construction drawings. The CAD technology used in this class is
Architectural Desktop/Building System software with object technology, team
coordination, interactive documentation and annotation tools. Building model
examples can be in two-dimensional or three-dimensional space.
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64

CADD LABORATORY (3) RPT4
Lecture: 1 hour; Lab: 4 hours

This course provides assistance to the student to resolve architectural

or building systems projects in an environment that uses computer aided
design/drafting and Internet Work Spaces technology. Students will be able
to complete assignments from other courses and expand his/her technology
detail knowledge.

BUILDING
CONSTRUCTION
TECHNIQUES

PROGRAM OVERVIEW

Most craft workers specialize in one kind of work, such as electrical, plumbing,
carpentry etc. However there are many skills and knowledge set which are
common to the construction and maintenance industries. Contractors for
example need to know basic law, contracts, and business practices. This
is the area where Building Construction Techniques classes are utilized to
give the necessary skills and knowledge sets that many different disciplines

require.

BUILDING CONSTRUCTION TECHNIQUES
m COURSE DESCRIPTIONS

002

003

004

PRE-EMPLOYMENT - APPLIED TRADES
CALCULATIONS AND MEASUREMENTS (3) NDA
Lecture: 3 hours

This is an entry level course in applied calculations and measurements
with special emphasis on application problems encountered in the utility,
manufacturing, and construction industries.

MATERIALS OF THE BUILDING INDUSTRY (2) NDA
Lab: 3 hours

This course covers the identification and proper use of construction
materials as well as their selection criteria for common items used in the
utility and construction industries. An introduction to various codes and
related publications will also included.

PRINCIPLES OF HAND AND POWER TOOLS (3) NDA
Lab: 9 hours

This course focuses in the care, use, and operation of basic hand, machine
and portable electric tools used in the utility, construction, and maintenance
industries. Basic skills are taught by class projects in the shop and field
experiences.

007

008

009

010

011

012

101

135

WEATHERIZATION - PRACTICAL ENERGY EFFICIENCY
TECHNIQUES (3)
Lecture: 3 hours

This course provides expertise advice on various techniques that can be
used to weatherize homes and other structures. The course is suitable for
application by a professional home or energy inspector. Homeowners would
also benefit from the knowledge and application of the simpler techniques.
Efficiency techniques related to: Energy basics, sealing, insulating, window
replacement/installation, environmental air, water, appliance energy
efficiency, and lighting are just some of the areas that will be covered.

WEATHERIZATION - ENERGY EFFICIENCY PRACTICES (1)
Lab: 3 hours

This course provides laboratory exercises to build skills necessary for the
effective application of energy techniques that can be used to weatherize
homes and other structures. Course is suitable for application by a
professional weatherization contractor training entry level workers or a
homeowner looking to improve their own home. Efficiency practices related
to: Energy basics, sealing, insulating, window replacement/installation,
environmental air, water, appliance energy efficiency, and lighting are just
some of the areas that will be covered.

ENERGY AUDITOR - RESIDENTIAL (3)
Lecture: 3 hours

A course focusing on residential energy requirements, loss and efficiency.
How energy is used and lost will be discussed, along with the testing
techniques and approaches to measure the amount of energy lost. Students
will learn the components of an energy audit report and complete necessary
forms.

ENERGY AND UTILITY INDUSTRY CAREERS (3)
Lecture: 3 hours

This course reviews high demand jobs in the energy and utility industry

and assists students in deciding on an appropriate career path. Hiring
process and interview skills will be explored and fitness for duty and other
physical and physiological characteristics will be discussed. AnAto Z guide
to private, State, Federal, and international career opportunities will be
presented.

CADD FOR SUSTAINABLE LANDSCAPE DESIGN (3)
Lecture: 3 hours

Computer Aided Design/Drafting (CADD) applications specific to landscape
professionals. Includes introduction to CADD skills, block functions, internet
applications, three-dimensional design, presentation drawings, building
systems, working drawings, and working drawing coordination.

ENERGY AUDITOR - RESIDENTIAL PRACTICES (1)
Lab: 3 hours

A course focusing on the practical application of residential energy
requirements, loss and efficiency. Testing techniques and measurement
the amount of energy lost. Students will perform actual energy audits of
simulated structures and complete necessary forms.

CONTRACT LICENSE LAW (3) CSU

Lecture: 3 hours

Contractor’s License Law is designed to prepare personnel in the
construction industry on the California Law requirements for attaining a
California State Contractor’s License. Topics covered are License Law,
Mechanic’s Lien Law, Employment Regulations, Worker’'s Compensation,
Safety in Employment and Business Management.

INTRODUCTION TO HISTORIC PRESERVATION (3)
Lecture: 3 hours

Introduction to the field of cultural resource management, providing an
overview to the conservation of and advocacy for historic buildings, sites,
districts and landscapes.
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CABINETMAKING &
MILLWORK

PROGRAM OVERVIEW

Despite the development of sophisticated plastics and other materials, the
demand for wood products continues unabated. Helping to meet this demand
are woodworkers. Woodworkers are found in industries that produce wood,
such as sawmills and plywood mills; in industries that use wood to produce
furniture, kitchen cabinets, musical instruments, and other fabricated wood
products; and in small shops that make architectural woodwork, furniture,
and many other specialty items.

Woodworkers assemble finished wood products. They operate machines
that cut, shape, assemble, and finish raw wood to make the doors, windows,
cabinets, trusses, plywood, flooring, paneling, molding, and trim that are
components of most homes. Others may fashion home accessories, such
as beds, sofas, tables, dressers, and chairs. In addition to these household
goods, woodworkers also make sporting goods, including baseball bats and
oars, as well as musical instruments, toys, caskets, tool handles, and many
additional wooden items.

Woodworkers have been greatly affected by the introduction of computer-
controlled machinery. Production woodworkers set up, operate, and tend
woodworking machines such as power saws, planers, sanders, lathes,
jointers, and routers and CNC woodworking centers that cut and shape
components from lumber, plywood, and other wood products. Computer
technology has raised worker productivity by allowing one operator to
simultaneously tend a greater number of machines. An operator can
program a CNC machine to perform a sequence of operations automatically,
resulting in greater precision and reliability. The integration of computers with
equipment has improved production speed and capability, simplified setup
and maintenance requirements, and increased the demand for workers with
computer skills.

To meet the training needs of persons interested in becoming a Woodworker,
Los Angeles Trade Technical College offers a Cabinetmaking and Millwork
Associate in Science degree and Cabinetmaking and Millwork Construction
Technologies Associates in Arts degree as well as their equivalent Certificates
of Completion.

The Associate in Science degree is designed for individuals seeking entry
level positions in the field. Students enrolling in this program should be able
to commit to full-time student status, which is approximately 24 hours per
week. This time commitment is necessary to allow for hands-on training with
the lab applications used during the course of instruction.

The Associate in Arts degree is an evenings-only course of study designed
for individuals currently in the field who want to improve or expand. Due
to limitations on available evening hours, the utilization of hands-on lab
application is assumed to be provided at the student's place of employment.

Woodworkers held about 306,000 jobs in the United States in 2006. Self-
employed woodworkers, mostly cabinetmakers and furniture finishers,
accounted for nearly 15% of these jobs. Employment among detailed
woodworking occupations was distributed as follows:

Cabinetmakers and bench carpenters 148,000
Woodworking machine setters, operators, and tenders, except sawing 92,000
Furniture finishers 34,000
Model makers, wood 3,200
Patternmakers, wood 2,500
All other woodworkers 26,000

Almost 3 out of 4 woodworkers were employed in manufacturing industries.
One-third of woodworkers were found in establishments fabricating
household and office furniture and fixtures, and 30% worked in wood product
manufacturing, producing a variety of raw, intermediate, and finished wood
stock. Wholesale and retail lumber dealers, furniture stores, re-upholstery and
furniture repair shops, and construction firms also employ woodworkers.

Employment of bench carpenters, cabinetmakers, model makers,
patternmakers, and other specialized woodworking occupations are
projected to show modest gains. In addition to the continuing need for
repair and renovation of residential and commercial properties, demand
for these workers will stem from increases in population, personal income,
and business expenditures. Therefore, opportunities should be available
for those who specialize in items such as moldings, cabinets, stairs, and
windows. Firms that focus on custom woodwork will be best able to compete
against imports without transferring jobs offshore, so opportunities should
be very good in specialized woodworking sectors, such as architectural
woodworking. Model makers and patternmakers who know how to create
and execute designs on a computer are projected to have the strongest
employment opportunities.

CABINETMAKING AND MILLWORK

m Associate in Science Degree

Requirements for the Cabinetmaking and Millwork Associate in Science
degree may be satisfied by completing a minimum of 48 units in the required
courses listed below and an additional 18 units in general education courses
(Plan B).

Uponsuccessful completion of this program the studentwill have the necessary
knowledge and skills for a career as a woodworker in the construction or
manufacturing arena. Skills learned include the construction, installation,
and repair of models, patterns, furniture, moldings, and the finishing of
items made from wood and other materials. Working from blueprints, layout,
measuring, marking, and arranging materials in accordance detailed designs,
cutting and shaping wood, plastic, or fiberglass using hand and power tools,
joining materials with nails, screws, staples, or adhesives are also learned
during this program.

FIRST SEMESTER UNITS
CRPNTRY 105  Calculations and Measurement for Woodworking
Students | 3
CBNTMKG 113 Application of Mill Cabinet Tooling 4
CBNTMKG 115 Orientation, Materials and Detailing 5
UNITS 12
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SECOND SEMESTER UNITS
CBNTMKG 126 Standards of Construction and Stock Billing 4
CBNTMKG 127 Hand and Machine Tools 5
CRPNTRY 130 Calculations and Measurement for Woodworking
Student Il 3
UNITS 12
THIRD SEMESTER UNITS
CBNTMKG 130  Cabinetry 3
CBNTMKG 138 Advanced Detailing 3
CBNTMKG 139 Hand and Power Tool Application 3
CBNTMKG 170 Introduction to CNC Woodworking Center 3
UNITS 12
FOURTH SEMESTER UNITS
CBNTMKG 141 Advanced Layout Procedures 4
CBNTMKG 142 Advanced Cabinet Detailing and Machine Work 4
CBNTMKG 143 Cabinet Installation and Laminated Plastic 4
UNITS 12
TOTAL UNITS 48
RECOMMENDED ELECTIVE COURSES
UNITS
CBNTMKG 150  Design and Construction Techniques | 4
CBNTMKG 151 Design and Construction Techniques I 4
CBNTMKG 201 Cabinet Construction | 4
CBNTMKG 202  Cabinet Construction Il 4
CBNTMKG 941 Cooperative Education 4

CABINETMAKING AND MILLWORK

m Certificate of Accomplishment

A Certificate of Accomplishment is awarded for successful completion of 48
units minimum in the required courses listed for the Associate in Science
degree above with a “C” or better grade in each course.

CABINETMAKING AND MILLWORK;
CONSTRUCTION TECHNOLOGIES

m Associate in Arts Degree

Requirements for the Cabinetmaking and Millwork Construction Technologies
Associate in Arts degree may be satisfied by completing a minimum of
48 units in the required courses listed below and an additional 18 units in
general education courses (Plan B).

Successful completion of this program the student will have the necessary
knowledge and skills for a career as a woodworker in the construction or
manufacturing arena. Skill learned include the construction, installation, and

repair of models, patterns, furniture, moldings, and the finishing of items made
from wood and other materials. Working from blueprints, layout, measuring,
marking, and arranging materials in accordance detailed designs, cutting
and shaping wood, plastic, or fiberglass using hand and power tools, joining
materials with nails, screws, staples, or adhesives are also learned during
this program.

REQUIRED COURSES
LEVEL | UNITS
CRPNTRY 105  Calculations and measurement for Woodworking

Students | 3
CBNTMKG 116 Application of Hand and Power Tools 3
CRPNTRY 243 Building Estimating | 3
Electives Select one (below) 3

UNITS 12
LEVEL Il UNITS
CRPNTRY 130 Calculations and measurement for Woodworking

Students Il 3
CRPNTRY 200  Furniture Design History and Construction 4
CRPNTRY 240  Building Construction Specialties 4
Electives Select one (below) 1

UNITS 12
LEVEL Ill UNITS
CBNTMKG 170 Introduction to CNC Woodworking Center 3
CRPNTRY 210 Woodworking Lab 2
CRPNTRY 251 Uniform Building Code | 3
Electives Select one (below) 4

UNITS 12
LEVEL IV UNITS
ECONENG 113 Construction Contract Law 3
CRPNTRY 241 Blueprint Reading 3
CRPNTRY 252 Uniform Building Code Il 3
Elective Select one (below) 3

TOTAL UNITS 48
ELECTIVES

UNITS

CBNTMKG 113 Applications of Mill and Cabinet Tooling 3
CBNTMKG 115 Orientation, Materials and Detailing 5
CBNTMKG 150  Design and Construction Techniques | 4
CBNTMKG 151 Design and Construction Techniques |l 4
CBNTMKG 200  Furniture Design History and Construction 4
CBNTMKG 201 Cabinet Construction | 4
CBNTMKG 202  Cabinet Construction Il 4
CBNTMKG 210 Woodworking Laboratory 2
CBNTMKG 941  Cooperative Education 4
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CABINET MAKING AND MILLWORK;
CONSTRUCTION TECHNOLOGIES

m Certificate of Accomplishment

Requirements for the Cabinetmaking and Millwork Construction Technologies
Certificate of Completion may be satisfied by completing a minimum of 48
units in the required courses listed for the Associate in Arts degree above
with a “C” or better grade in each course.

Upon successful completion of this program, students will have the knowledge
and skills necessary for a career as a woodworker in the construction or
manufacturing arena. Skills learned include the construction, installation,
and repair of models, patterns, furniture, moldings, and the finishing of items
made from wood and other materials in accordance detailed designs, cutting
and shaping wood, plastic or fiberglass using hand and power tools, joining
materials with nails, screws, staples, or adhesives, are also learned during
this program.

CABINETMAKING AND MILLWORK
m COURSE DESCRIPTIONS

113 APPLICATION OF MILL CABINET TOOLING (4)
Lecture: 1 hour; Lab: 9 hours

This course covers standard milling practices including alignment, set-
up and use of machinery and tooling. Topics such as shop practice with
hand and power tools are studied. Applications including ripping, jointing,
planning, shaping, boring, routing and sanding are also reviewed with
emphasis on safety.

115 ORIENTATION, MATERIALS AND DETAILING (5)
Lecture: 2 hours; Lab: 9 hours

This course reviews history of cabinet making, study of cabinet making
materials, trade terminology, drafting principles and hand sketching and
detailing practices.

116  APPLICATION OF HAND AND POWER TOOLS (3)
Lecture: 1 hour; Lab: 6 hours

This course studies shop practice with hand and power tools including
portable electric tools, alignment and use of machinery, applications such as
ripping, jointing, planning and sanding. Safety practices are also covered in
this course.

117 DRAFTING AND BLUEPRINT READING (3)
Lecture: 1 hour; Lab: 6 hours

This course covers basic drafting techniques, building plans and
specifications, trade terminology, hand sketching and detailing, as well as
applications in material take-off.

126 STANDARDS OF CONSTRUCTION AND STOCK BILLING (4)
Recommended Preparation: Cabinetmaking 113, 115 and Carpentry
105 with a grade of “C” or better.
Lecture: 1 hour; Lab: 9 hours
This course studies construction standards and materials such as fasteners,
hardware, glass, and finishing. General ordering procedures and stock
billing methods are also reviewed.

127

130

138

139

141

142

143

150
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HAND AND MACHINE TOOLS (5)

Recommended Preparation: Cabinetmaking 126, 113, 115 and
Carpentry 105 with a grade of “C” or better.

Lecture: 2 hours; Lab: 9 hours

Topics covered in this course include, trade terminology, hand sketching,
working drawings and specifications, use of hand and power woodworking
tools, set-up, alignment and operation of power machines, demonstration of
standard milling practices. Safety practices will also be reviewed.

CABINETRY (3)

Recommended Preparation: Cabinetmaking 126, 127 and Carpentry
130 with a grade of “C” or better.

Lecture: 1 hour; Lab: 6 hours

This course covers stock billing procedures, modular and standard
construction, wood finishes and finishing methods, installation methods
including squaring and clamping, face frames and counter dies and blind
nailing, as well as installation of residential and commercial cabinetry.

ADVANCED DETAILING (3)

Recommended Preparation: Cabinetmaking 126, 127 and Carpentry
130 with a grade of “C” or better.

Lecture: 1 hour; Lab: 6 hours

This course studies hand sketching and complete job requirements, full size
layout of cabinetry, designing and drafting procedures, and production of
scaled working drawings.

HAND AND POWER TOOL APPLICATION (3)
Recommended Preparation: Cabinetmaking 126, 127 and Carpentry
130 with a grade of “C” or better.

Lecture: 1 hour; Lab: 6 hours

This course focuses on set-up, alignment and operation of power machines.
With emphasis on safe procedures, topics covered include fundamental and
advanced machine operations, basic machinery care, cutting to a pattern
and the use of templates.

|

ADVANCED LAYOUT AND DETAILING PROCEDURES (4)
Recommended Preparation: Cabinetmaking 126, 127 and Carpentry
130 with a grade of “C” or better.

Lecture: 2.5 hours; Lab: 4.5 hours

This course studies counter die and template layout, hand sketching, layout
procedures, development of complete working drawings, and full scale
layout of mill-type cabinetry.

[

ADVANCED MACHINE WORK (4)

Recommended Preparation: Cabinetmaking 126, 127 and Carpentry
130 with a grade of “C” or better.
Lecture: 2.5 hours; Lab: 4.5 hours

Topics covered in this course include cabinet measuring methods and
cutting to a pattern or template on trim saws and shapers.

CABINET INSTALLATION AND LAMINATED PLASTIC (4)
Recommended Preparation: Cabinetmaking 126, 127 and Carpentry
130 with a grade of “C” or better.

Lecture: 2.5 hours; Lab: 4.5 hours

This course studies practical installation of various types of residential and
commercial cabinetry and fixtures. Cutting and application of most types of
laminated plastic are also studied in this course.

DESIGN AND CONSTRUCTION TECHNIQUES | (4)
Lecture: 2 hours; Lab: 6 hours

This course covers applied mathematics, introductory detailing, fundamental
cabinet design standards, basic machine operations and cabinet assembly
methods.
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151 DESIGN AND CONSTRUCTION TECHNIQUES I (4)

Lecture: 2 hours; Lab: 6 hours

This course focuses on advanced detailing, advanced cabinet design
standards, advanced machine operations and advanced cabinet assembly
methods.

170 INTRODUCTION TO CNC WOODWORKING MACHINING

CENTER (3)
Lecture: 1.5 hours; Lab: 4.5 hours

This course presents an introduction to the use of a CNC Woodworking
Machinery Station. Topics include safety, speeds, feeds, tooling, setups, and
programming, which will include related attachments and accessories for the
machining center.

200 FURNITURE DESIGN, HISTORY, AND CONSTRUCTION (4)

Lecture: 3 hours; Lab: 3 hours

This course provides an exploration of three-dimensional furniture design
through the media of wood, metal, glass, plastic and casting resins. Basic
drawing and planning skills, design skills, and advanced woodworking skills
are covered. Students will create their own interpretations of traditional and
contemporary furniture.

210 WOODWORKING LAB (2)
Lab: 6 hours

This course is a review of skills needed in woodworking. Substantial time is
devoted to the practical application of these skills. Students are allowed to
design and construct projects of their own determination.

|
CARPENTRY

PROGRAM OVERVIEW

Carpenters are involved in many different kinds of construction activity, from
the building of highways and bridges, to the installation of kitchen cabinets.
Carpenters construct, erect, install, and repair structures and fixtures made
from wood and other materials. Working from blueprints or instructions from
supervisors, carpenters first perform the layout—measuring, marking, and
arranging materials—in accordance with local building codes. They cut and
shape wood, plastic, fiberglass, or drywall using hand and power tools.
They join the materials with nails, screws, staples, or adhesives. In the final
step, carpenters check the accuracy of their work with levels, rules, plumb
bobs, framing squares, or electronic versions of these tools and make any
necessary adjustments.

Carpenters employed outside the construction industry perform a variety
of installation and maintenance work. They may replace panes of glass,
ceiling tiles, and doors, as well as repair desks, cabinets, and other furniture.
Depending on the employer, carpenters install partitions, doors, and windows;
change locks; and repair broken furniture. In manufacturing firms, carpenters
may assist in moving or installing machinery.

To meet the training needs of persons interested in becoming a Carpenter,
Los Angeles Trade Technical College offers a Carpentry Associate in Science
degree and a Carpentry Construction Technologies Associates in Arts degree
as well as their equivalent Certificates of Completion.

The Associate in Science degree is designed for individuals seeking entry
level positions in the field. Students enrolling in this program should be able
to commit to full-time student status, which is approximately 24 hours per
week. This time commitment is necessary to allow for hands-on training with
the laboratory applications used during the course of instruction.

The Associate in Arts degree is an evenings-only course of study designed
for individuals currently in the field who want to improve their skills or learn
new ones. Due to limitations on available evening hours, the utilization of
hands-on laboratory application is assumed to be provided at the students’
place of employment.

Carpenters are employed throughout the country in almost every community
and make up the largest building trades occupation. They held about 1.3
million jobs in 2004. About one-third worked in building construction and
about one-fith worked for special trade contractors. Most of the rest of
the wage and salary workers worked for manufacturing firms, government
agencies, retail establishments and a wide variety of other industries. About
one-third of all carpenters were self-employed.

Job opportunities for carpenters are expected to be excellent throughout the
2006-14 period. Employment of carpenters is expected to increase about as
fast as average for all occupations through 2014, and turnover also creates
a large number of openings each year. Contractors report having trouble
finding skilled carpenters to fill many of their openings and the need for
carpenters is expected to grow as construction activity increases in response
to demand for new housing, office and retail space, and for modernizing and
expanding schools and industrial plants. A strong home remodeling market is
also projected to create a large demand for carpenters.

In May 2006, median hourly earnings of carpenters were $19.78. The middle
50% earned between $15.91 and $25.62, while the highest 10% earned
more than $31.65 per hour.

CARPENTRY

m Associate in Science Degree

Requirements for the Carpentry Associate in Science degree may be satisfied
by completing a minimum of 48 units in the required courses listed below and
an additional 18 units in general education courses (Plan B).

Upon successful completion of this program the student will have the
necessary knowledge and skills for a career as a Carpenter in the Construction
or Maintenance arena. The construction, installation, and repair of structures
and fixtures made from wood and other materials. Working from blueprints,
layout, measuring, marking, and arranging materials in accordance with
local building codes, cutting and shaping wood, plastic, fiberglass, or drywall
using hand and power tools, joining materials with nails, screws, staples,
or adhesives are just some of the skills that will be mastered during this
program.

REQUIRED COURSES
FIRST SEMESTER UNITS
CRPNTRY 105  Calculations and Measurement for Woodworking
Students | 3
CRPNTRY 114 Hand and Power Tools Application 4
CRPNTRY 115 Basic Blueprint Reading 3
CRPNTRY 117 Construction Materials 2
UNITS 12
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SECOND SEMESTER UNITS
CRPNTRY 123 Basic House Construction 4
CRPNTRY 124 Blueprint Reading Il 3
CRPNTRY 129  Basic Residential Estimating 2
CRPNTRY 130  Calculations and Measurement for Woodworking
Students Il 3
UNITS 12
THIRD SEMESTER UNITS
CRPNTRY 132 Applied Blueprint Reading 3
CRPNTRY 133 Advanced Residential Estimating 3
CRPNTRY 134  Advanced Residential Construction 4
CRPNTRY 135  Concrete Construction 2
UNITS 12
FOURTH SEMESTER UNITS
CRPNTRY 144 Residential Exterior Finish 4
CRPNTRY 145  Residential Interior Finish 5
CBNTMKG 170 Introduction to the CNC Woodworking Center 3
UNITS 12
TOTAL UNITS 48
RECOMMENDED ELECTIVES
UNITS
CRPNTRY 111 Construction | 7
CRPNTRY 118 Materials 3
CRPNTRY 126 Construction Il 6
CRPNTRY 148 Computer Assisted Estimating | 3
CRPNTRY 149 Computer Assisted Estimating Il 3
CRPNTRY 243 Building Estimating | 3
CRPNTRY 247 Building Estimating II 3
CRPNTRY 941 Cooperative Education 4
CARPENTRY

m Certificate of Accomplishment

A Certificate of Accomplishment is awarded for successful completion of
48 units of the required courses listed for the Associate in Science degree,
above, with a “C” or better grade in each course.

Upon successful completion of this program the student will have the
necessary knowledge and skills for a career as a Carpenterin the Construction
or Maintenance arena. The construction, installation, and repair of structures
and fixtures made from wood and other materials. Working from blueprints,
layout, measuring, marking, and arranging materials in accordance with
local building codes, cutting and shaping wood, plastic, fiberglass, or drywall
using hand and power tools, joining materials with nails, screws, staples,
or adhesives are just some of the skills that will be mastered during this
program.

CARPENTRY: CONSTRUCTION
TECHNOLOGIES

m Associate in Arts Degree

Requirements for the Carpentry Construction Technologies Associate in Arts
degree may be satisfied by completing a minimum of 48 units in the required
courses listed below and an additional 18 units in general education courses
(Plan B).

Upon successful completion of this program the student will have the
necessary knowledge and skills for a career as a Carpenterin the Construction
or Maintenance arena. The construction, installation, and repair of structures
and fixtures made from wood and other materials. Working from blueprints,
layout, measuring, marking, and arranging materials in accordance with
local building codes, cutting and shaping wood, plastic, fiberglass, or drywall
using hand and power tools, joining materials with nails, screws, staples,
or adhesives are just some of the skills that will be mastered during this
program.

REQUIRED COURSES
LEVEL | UNITS
CRPNTRY 105  Calculations and Measurements for Woodworking
Students | 3
CRPNTRY 111 Construction | 3
CRPNTRY 126A  Construction IIA 3
Elective 3
UNITS 12
LEVEL Il UNITS
CRPNTRY 130  Calculations and Measurements for Woodworking
Students Il 3
CRPNTRY 148  Computer Assisted Estimating | 3
CRPNTRY 241 Blueprint Reading 3
CRPNTRY 243 Building Estimating | 3
UNITS 12
LEVEL Ill UNITS
ECONMT 100 (OSHA) Safety Standards 2
CRPNTRY 149 Computer Assisted Estimating Il 3
CRPNTRY 240  Building Construction Specialties 4
CRPNTRY 251 Uniform Building Code | 3
UNITS 12
LEVEL IV UNITS
CRPNTRY 247 Building Estimating II 3
CRPNTRY 252 Uniform Building Code Il 3
Electives Select one (below) 6
UNITS 12
TOTAL UNITS 48
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ELECTIVES

UNITS
CRPNTRY 114 Hand and Power Tool Application 4
CRPNTRY 115 Blueprint Reading 3
CRPNTRY 117 Construction Materials 2
ECONENG 113 Construction Contract Law 3
CBNTMKG 170 Introduction to CNC Woodworking Center 3
CBNTMKG 201 Cabinet Construction | 4
CBNTMKG 202  Cabinet Construction Il 4

CARPENTRY: CONSTRUCTION
TECHNOLOGIES

m Certificate of Accomplishment

A Certificate of Accomplishment is awarded for successful completion of 48
units minimum in the required courses listed for the Associate in Arts degree
above with a “C” or better grade in each course. Upon successful completion
of this program the student will have the necessary knowledge and skills
for a career as a Carpenter in the Construction or Maintenance arena. The
construction, installation, and repair of structures and fixtures made from
wood and other materials. Working from blueprints, layout, measuring,
marking, and arranging materials in accordance with local building codes,
cutting and shaping wood, plastic, fiberglass, or drywall using hand and
power tools, joining materials with nails, screws, staples, or adhesives are
just some of the skills that will be mastered during this program.

CARPENTRY
m COURSE DESCRIPTIONS

105

111

114

CALCULATIONS AND MEASUREMENT FOR
WOODWORKING STUDENTS I (3)
Lecture: 3 hours

This course reviews the fundamentals of arithmetic used in the construction
trade. Topics are selected upon the basis of their application to the
woodworking industry.

CONSTRUCTION I (7)

Lecture: 3 hours; Lab: 12 hours

This course covers use and operation of hand tools, machine tools and
portable electric tools commonly in use in construction. Fundamentals

of residential foundation and wall construction, use of rough and finish
hardware, glues and adhesives, federal, state and local building codes and
safety ordinances are studied in this course.

HAND AND POWER TOOLS APPLICATION (4)
Lecture: 1 hour; Lab: 9 hours

This course focuses in the care, use, and operation of basic hand, machine
and portable electric tools used in residential type carpentry construction,
Basic skills are taught by class projects in the shop.

115

117

118

123

124

126

129

130

132

BASIC BLUEPRINT READING (3)

Lecture: 1 hour; Lab: 6 hours

This course covers topics such as basic drafting techniques, residential
working plans and specifications, building layout measurements, general
notes and specifications, and methods of material take off for residential
buildings.

CONSTRUCTION MATERIALS (2)

Lecture: 1 hour; Lab: 3 hours

This course focuses on building materials such as concrete, steel and a
variety of woods used for exterior and interior carpentry finish. Insulation,
flashing, roof covering, interior and exterior wall covering, wood trim and
other finish materials in residential construction are studied. Rough and
finish hardware such as nails, screws, bolts, timber fasteners, gang nailing,
power fastening, powder actuated fasteners, joist hangers, clips and
installation methods are also reviewed.

MATERIALS (3)
Lecture 1 hour; Lab: 6 hours

This course explores materials such as wood, lumber, sheet materials,
fasteners, hardware, glass, laminates, hangers, and clips. Lumber grades
and sizes and methods of installation are also covered.

BASIC HOUSE CONSTRUCTION (4)
Lecture: 2 hours; Lab: 6 hours

Instruction includes building layout and the use of the transit; floor, wall and
the roof framing; application of existing building codes and wood stair layout
and framing. Construction of large scale models of typical one-story, two-
story and split level houses are explored.

BLUEPRINT READING II (3)
Lecture: 1 hour; Lab: 6 hours

This course trains principles and skills of drafting and blueprint reading
relating to building construction. Local building code requirements are also
explored.

CONSTRUCTION Ii (6)
Lecture: 3 hours; Lab: 9 hours

This course focuses on principles of estimating, quantity take-off, material
and labor costs, bidding procedures, remodeling and new residential and
commercial construction.

BASIC RESIDENTIAL ESTIMATING (2)

Lab: 6 hours

Calculating excavation and concrete volume, rapid estimating methods,
overhead and profit calculations, methods and procedures used to construct
and submit bids are covered in this course. Topics such as material take-off
methods from job blueprints for residential buildings, preparation of a brief
estimating booklet used to make estimates and assist in formulating bids are
also assessed.

CALCULATIONS AND MEASUREMENT FOR
WOODWORKING STUDENTS |1 (3)
Lecture: 3 hours.

This is an introductory course in woodworking calculations with emphasis
on algebra, geometry, and trigonometry, as they apply to the woodworking
trades.

APPLIED BLUEPRINT READING (3)

Lecture: 1 hour; Lab: 6 hours

This course focuses on working drawings and blueprints used in
construction with emphasis on the ability to visualize and interpret typical
drawings, standards, specifications, and symbols used in architectural
drawings.
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ADVANCED RESIDENTIAL ESTIMATING (3)
Lecture: 3 hours

This course studies building material quantity survey from residential plans
including foundation, underpinning, floors, walls, ceiling and roof as well as
other interior and exterior construction.

ADVANCED RESIDENTIAL CONSTRUCTION (4)
Lecture: 2.5 hour; Lab: 4.5 hours

This course emphasizes on advanced framing methods, preparation for
utility rough-ins, advanced finish carpentry.

CONCRETE CONSTRUCTION (2)
Lecture: 1 hour; Lab: 3 hours

This course covers practical concrete construction, form work, leveling
and squaring, reinforcement placing, concrete mixing, concrete finishes.
Emphasis is given on safety, code requirements and correct practices.

RESIDENTIAL EXTERIOR FINISH (4)
Lecture: 1 hour; Lab: 9 hours

Training is provided in principles and skills in residential exterior finish work.
Instruction includes siding, stucco, roof covering and window installation.

RESIDENTIAL INTERIOR FINISH (5)

Recommended Preparation: Carpentry 123, 124, 129, and 130 with a
grade of “C” or better.

Lecture: 2 hours; Lab: 9 hours

This course trains on principles and skills in residential interior finish work
with emphasis on dry wall, doors, trim and paneling.

COMPUTER ASSISTED ESTIMATING | (3)
Lecture: 1.5 hours; Lab: 4.5 hours

Instruction is given in the use of a personal computer to make 2D and 3D
design drawings, with an emphasis on conforming to the Uniform Building
Code and producing a materials list.

COMPUTER ASSISTED ESTIMATING Ii (3)

Lecture: 1.5 hours; Lab: 4.5 hours

Instruction is given in advanced computer assisted estimating techniques.
Students learn to make design projects with emphasis on material
applications, structural design, framing lumbers, concrete reinforcement,
producing a cost break down and bidding procedures.

BUILDING CONSTRUCTION SPECIALTIES (4)

Lecture: 2.5 hours; Lab: 4.5 hours

This course focuses on drafting and interpreting plans, construction methods
and techniques as they relate to building codes, building layout, foundation
construction, exterior and interior carpentry techniques as well as residential
framing.

BLUEPRINT READING AND ESTIMATING (3)

Lecture: 3 hours

This course is a study of building plans including plot, foundation and floor
plans, elevations, sections and details. Instruction given in construction
materials, quantity take-off, estimating, allowance for code requirements and
introduction to bidding procedures.

BUILDING ESTIMATING | (3)

Lecture: 3 hours

Topics such as general estimating methods and procedures, equipment
costs, material transportation and handling costs, quantity take-offs from
building plans, subcontracts, pricing the estimate and bidding procedures
are covered in this course.

247 BUILDING ESTIMATING II (3)

Lecture: 3 hours

This course covers estimating techniques, quantity surveying, take-off
sheets and summary sheets, use of specifications, estimating concrete
work, masonry, carpentry, plaster and wallboard, tile, terrazzo and marble,
painting and glazing, as well as hardware and subcontract work.

251  UNIFORM BUILDING CODE I (3) RPT1
Lecture: 3 hours

This is an introductory course to uniform building codes. Instruction is
given in parts such as administrative, definitions, requirements based on
occupancy, location in fire zones and types of construction, engineering
regulations and detailed regulations on excavations, veneer and roof
construction.

252  UNIFORM BUILDING CODE II (3) RPT1
Lecture: 3 hours

This course covers instruction on fire-resistive standards for fire protection,
use of public streets and projections over public property regulations, plaster
and wallboard, special subjects, legislative matters, photographic and X-ray
film, patio covers, fall-out shelters and excavation and grading.

ELECTRICAL
CONSTRUCTION AND
MAINTENANCE

PROGRAM OVERVIEW

We flick on the lights, turn on a television set, switch on the computer, hardly
ever giving a thought to the miracle of electricity. And yet, electricity is the
one thing that has made our lives utterly comfortable. It warms us, cools us,
helps us eat and entertain ourselves. And who are the people responsible
for this? Electricians.

Electricians install, test, repair and maintain electrical systems. Knowledge of
electricity, understanding blueprints and other technical documents, manual
dexterity, color vision, good sense of smell, physical stamina are all required
for this career. Electricians are the people who wire homes, offices, and
factories for electricity. They route and connect electrical wires, install light
fixtures and other electrical devices. They also install and maintain all the
electronic controls used for machines at both home and work.

To meet the training needs of persons interested in becoming an Electrician
LATTC offers an Electrical Construction and Maintenance Associate in
Science degree, and Electrical Construction and Maintenance Construction
Technologies Associates in Arts degree, as well as their equivalent
Certificates of Completion.

The Associate in Science degree is designed for individuals seeking entry
level positions in the field. Students enrolling in this program should be able
to commit to full-time student status, which is approximately 24 hours per
week. This time commitment necessary to allow for hands-on training in the
laboratory applications used during the course of instruction.

The Associate in Arts degree is an evenings-only course of study designed
for individuals currently in the field who want to improve or expand their
skills. Due to limitations on available evening hours, the utilization of hands-
on laboratory application is assumed to be provided at the student’s place
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of employment. Depending on availability, the Associate in Arts degree may
require slightly longer to complete. Check with the Department Chair for
more details prior to enrolling.

For students seeking a shorter-term educational experience, LATTC also
offers several specialized Skills Certificates: Electrician Trainee, Motor
Control, Programmable Logic Controllers, Voice Data Video (Low Voltage),
and National Electrical Code. These Certificates are valuable to current
employees as proof of continuing education and skills improvement to aid
in job advancement. In addition, classes that are incorporated as part of
the Skills Certificate can also be utilized for the degrees and certificates of
completion.

Employment of electricians is expected to increase as fast as average for all
occupations through the year 2014. As the population and economy grow,
more electricians will be needed to install and maintain electrical devices and
wiring in homes, factories, offices, and other structures. New technologies
also are expected to continue to stimulate the demand for these workers. For
example, buildings need to increasingly accommodate the use of computers
and telecommunications equipment. Also, the increasing prevalence in
factories of robots and other automated manufacturing systems will require
more complex wiring systems to be installed and maintained. Additional jobs
will be created as older structures are rehabilitated and retrofitted, which
usually requires that they are brought up to meet existing electrical codes.

In addition to jobs created by the increased demand for electrical work, many
openings are expected to occur over the next decade as a large number of
electricians are expected to retire.

Employment of construction electricians, like that of many other construction
workers, is cyclical in nature as construction activity declines employment
of construction electrician’s declines. Maintenance electrician’s jobs are
far steadier than that of construction electricians. Those working in the
maintenance side of the industry tend to be in the 40 hour a week plus
benefits types of employment and are not as affected by the changes in the
economy as those working on the construction side.

In May 2006, median hourly earnings of electricians were $23.33. The middle
50% percent earned between $18.43 and $29.90, while the highest 10%
earned more than $36.63 per hour.

ELECTRICAL CONSTRUCTION AND
MAINTENANCE

m Associate in Science Degree

Requirements for the Electrical Construction and Maintenance Associate in
Science degree may be satisfied by completing a minimum of 48 units in the
required courses listed below and an additional 18 units in general education
courses (Plan B).

Upon successful completion of this program the student will have the
necessary knowledge and skills for a career in Residential, Commercial, and
Industrial Construction and Maintenance of Electrical Systems. Electrical
theory, electrical controls, conduit installation, blueprints, low voltage
systems, maintenance practices, equipment installation are just some of the
skills that will be mastered during this program.

REQUIRED COURSES
SEMESTER | UNITS
ECONMT 115 Fundamentals of D.C. Electricity 3
ECONMT 116 Hand Tools and Wiring Practices 2
ECONMT 117 Elementary Circuit Practices 4
ECONMT 119 Applied Electrical Calculations and Measurements. 3
—or—
ECONMT 173 Electrical Mathematics | 3
UNITS 12
SEMESTER II UNITS
ECONMT 120 Industrial Control Systems 3
ECONMT 128 Industrial Control Systems and Practices 3
ECONMT 129 Fundamentals of Alternating Current 3
ECONMT 169 Alternating Current Practices 2
Elective 1
UNITS 12
SEMESTER Il UNITS
ECONMT 130 Principles of Industrial Electric Power 3
ECONMT 136 Industrial Power Applications 3
ECONMT 137 Industrial Electronic Control Systems. 3
ECONMT 138 Applications of Electrical and Electronic Devices 2
ECONMT 142 Basic Programmable Logic Controls (PLC) 1
UNITS 12
SEMESTER IV UNITS
ECONMT 140 Construction Wiring Principles and Practices 3
ECONMT 150 Introduction to the Electrical Codes 3
ECONMT 167 Electrical Construction Wiring Techniques 3
ECONMT 168 Installation of Electrical Wiring 2
ECONMT 193A  Conduit Bending Laboratory 1
UNITS 12
TOTAL UNITS 48
RECOMMENDED ELECTIVES
UNITS
ECONMT 6 Security and Alarm Technician Certificate 3
ECONMT 7 Home Theater and Commercial Audio and Video Installation
Theory and Practices 3
ECONMT 100 (OSHA) Safety Standards 2
ECONMT 101 Electrical Craft Helper 4
ECONMT 105 Fundamentals of Solar Energy 3
BLDGCTQ 101 Contractor’s License Law 3
ECONENG 113 Construction Contract Law 3
ECONMT 139 Electrical Maintenance Practice 2
ECONMT 143 Solid State Fundamentals of Automation 4
ECONMT 159 Programmable Logic Controls (PLC) 4
ECONMT 163 Electro Mechanical Principles and Practices 4
ECONMT 171 Electrical Codes and Ordinances | 3
ECONMT 172 Electrical Codes and Ordinances Il 3
ECONMT 173 Electrical Mathematics | 3
ECONMT 174 Electrical Mathematics Il 3
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ECONMT 177 Electric Motor Control | 3
ECONMT 178 Electric Motor Control Il 3
ECONMT 181 Basic Wiring Practices 3
ECONMT 182 Basic Wiring Diagrams and Circuit Practices 1
ECONMT 183 Residential and Practices 3
ECONMT 184 Motor Control Principles and Practices 3
ECONMT 186 Industrial Electrical Principles and Practices 3
ECONMT 187 Advanced Programmable Logics Controllers (PLC) 4
ECONMT 188 Offline (PLC) Programming 3
ECONMT 190 Electrical Code Calculations 3
ECONMT 191 Electrical Wiring Systems 2
ECONMT 192 Residential Wiring and Practices 2
ECONMT 193 Conduit Bending and Calculations 3
ECONMT 193A  Conduit Bending Laboratory 1
ECONMT 194 Documentation Control in Construction Projects 2
ECONMT 195 Grounding: Fundamentals, Applications and Practices 3
ECONMT 196 Infrastructure Wiring Practices (Fiber optic and Copper) 4
ECONMT 197 Low Voltage Wiring Practices 3
ECONMT 199 Journeyman Electrician Exam Preparation 3
ECONMT 200 Electrical Construction Inspection 3
ECONMT 205 Solar Energy Installation & Maintenance Principles

and Practices 3
ECONMT 210 Introduction to Instrumentation 3
ECONMT 941 Cooperative Education 4

ELECTRICAL CONSTRUCTION AND
MAINTENANCE

m Certificate of Accomplishment

A Certificate of Accomplishment is awarded for successful completion of 48
units minimum in the required courses listed for the Associate in Science
degree above with a “C” or better grade in each course.

ELECTRICAL CONSTRUCTION AND
MAINTENANCE: CONSTRUCTION
TECHNOLOGIES

m Associate in Arts Degree

Requirements for the Electrical Construction Technologies Associate in Arts
degree may be satisfied by completing the 48 units in the required courses
listed below and an additional 18 units in general education courses (Plan B).

Upon successful completion of this program the student will have the
necessary knowledge and skills for a career in Residential, Commercial, and
Industrial Construction and Maintenance of Electrical Systems. Electrical
theory, electrical controls, conduit installation, blueprints, low voltage
systems, maintenance practices, equipment installation, etc are just some of
the skill that will be mastered during this program.

REQUIRED COURSES
LEVEL | UNITS
ECONMT 115 Fundamentals of D.C. Electricity 3
ECONMT 116 Hand Tools and Wiring Practices 2
ECONMT 173 Electrical Mathematics | 3
ECONMT 181 Basic Wiring Practices 3
ECONMT 182 Basic Diagrams and Circuit Practices 1
LEVEL Il UNITS
ECONMT 120 Industrial Control Systems 3
ECONMT 129 Fundamentals of Alternating Current 3
ECONMT 177 Electric Motor Control | 3
ECONMT 183 Residential Electric Wiring 3
LEVEL Ill UNITS
ECONMT 128 Industrial Control Systems Practices 3
ECONMT 171 Electrical Codes and Ordinances | 3
ECONMT 184 Motor Control Principles and Practices 3
ECONMT 195 Grounding: Fundamentals, Applications & Practices 3
LEVEL IV UNITS
ECONMT 159 Programmable Logic Controls (PLC) 4
ECONMT 172 Electrical Code and Ordinances || 3
ECONMT 186 Industrial Electrical Principles and Practices 3
ECONMT 100 (OSHA) Safety Standards 2

TOTAL UNITS 48
RECOMMENDED ELECTIVES

UNITS

ECONMT 6 Security and Alarm Technician Certificate 3
ECONMT 7 Home Theater and Commercial Audio and Video

Installation Theory and Practices 3
ECONMT 101 Electrical Craft Helper 4
BLDGCTQ 101 Contractor’s License Law 3
ECONMT 105 Fundamentals of Solar Energy 3
ECONENG 113 Construction Contract Law 3
ECONMT 139 Electrical Maintenance Practice 2
ECONMT 143 Solid State Fundamentals of Automation 4
ECONMT 163 Electro Mechanical Principles and Practices 4
ECONMT 174 Electrical Mathematics I 3
ECONMT 178 Electric Motor Control Il 3
ECONMT 187 Advanced Programmable Logics Controllers (PLC) 4
ECONMT 188 Offline (PLC) Programming 3
ECONMT 190 Electrical Code Calculations 3
ECONMT 191 Electrical Wiring Systems 2
ECONMT 192 Residential Wiring and Practices 2
ECONMT 193 Conduit Bending and Calculations 3
ECONMT 193A  Conduit Bending Laboratory 1
ECONMT 194 Documentation Control in Construction Projects 2
ECONMT 195 Grounding: Fundamentals Applications and Practices 3
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ECONMT 196 Infrastructure Wiring Practices 4
(Fiber optic and Copper)
ECONMT 197 Low Voltage Wiring Practices 3
ECONMT 199 Journeyman Electrician Exam Preparation 3
ECONMT 200 Electrical Construction Inspection 3
ECONMT 205 Solar Energy Installation & Maintenance Principles
and Practices 3
ECONMT 210 Introduction to Instrumentation 3

ELECTRICAL CONSTRUCTION AND
MAINTENANCE: CONSTRUCTION
TECHNOLOGIES

m Certificate of Accomplishment

A Certificate of Accomplishment is awarded for successful completion of 48
units minimum in the required courses listed for the Associate in Arts degree
above with a “C” or better grade.

ELECTRICAL CONSTRUCTION AND
MAINTENANCE

m COURSE DESCRIPTIONS

100

RESISTIVE CIRCUIT ELECTRICAL FUNDAMENTALS (3)
NDA

Lecture: 3 hours

This course will cover the basic principles of atomic structure, resistors,
static electricity, and magnetism. Series and parallel resistive circuits will be
analyzed using Ohm’s law, power equations, and Kirchhoff's laws

SECURITY AND FIRE ALARM TECHNICIAN
CERTIFICATION (3)
Lecture: 1.5 hours; Lab: 4.5 hours

This course offers instruction in the instillation of fire and security alarms.
Upon successful completion of the course the student will be ready to test
for an installer certification by the National Alarm Association of America.

HOME THEATER AND COMMERCIAL AUDIO VIDEO
INSTALLATION THEORY AND PRACTICES (3)

Lecture: 1.5 hours; Lab 4.5 hours

This course offers instruction in the installation of home theater video and
audio systems as well as commercial and industrial applications for audio

and video technology. Upon successful completion of the course the student
will have the skills to enter this area of the electrical trade.

(OSHA) SAFETY STANDARDS: CONSTRUCTION AND
INDUSTRY (2)

Lecture: 2 hours

This course provides instruction on industry safety and health rules as it
applies to workers and employers within the construction industry. Topics
such as fall protection, lock out tag out procedures, PPE, excavations, etc.
are covered. Participants that meet the required hourly attendance and
successfully pass the final exam will be eligible to receive their OSHA (30 hr)
safety-training certificate.

101

105

110

115

116

117

119

120

128

ELECTRICAL CRAFT HELPER (4)

Lecture: 4 hours

This course is designed as entry level preparation for a student interested

in careers in the electrical power industry. It covers the basics of planning,
installation and maintenance of high and low voltage electrical systems, as
well as generation, both hydro and steam. Transmission and distribution

of electrical power will be reviewed, as well as a survey of Ohms law and
safety practices. Ropes, knots, rigging, and tools required in the trade will be
used, and Civil service exam preparation will be covered.

FUNDAMENTALS OF SOLAR ENERGY (3)
Lecture: 3 hours

This course is designed for students interested in a career in the solar
industry. The fundamental principles and functions of photo voltaic industry
will be introduced along with the planning, installation and maintenance

of all necessary components for a photo voltaic system. The transmission
and distribution of electric power will be reviewed and basic concepts of
electricity, identification, functions and operations of components will be
surveyed.

RENEWABLE ENERGY SYSTEMS (3)
Lecture: 3 hours

This course will cover energy basics, solar basics; active and passive solar,
solar-thermal, solar-electric, wind, water; hydropower, wave and tidal power,
bio-fuel and biomass resources, geothermal power, energy storage, and
hydrogen fuel cells. Both large and small scale, grid interactive and stand
alone systems will be discussed. Energy collection, site evaluation, design
analysis of various systems, material use, and methods of construction
(“green building”) will also be covered, along with overviews of California
and US energy policy and global energy use. This course is designed for
students interested in a career in the solar industry.

FUNDAMENTALS OF D.C. ELECTRICITY (3)
Lecture: 3 hours

The basic principles of resistive circuits, Ohm’s Law, Kirchhoff's Laws, and
circuit analysis are covered in this course.

HAND TOOLS AND WIRING PRACTICES (2)
Lab: 6 hours

This course offers study of proper use of tools, wiring methods,
identification, selection, splicing and termination of conductors. Trade
practices, introduction to codes and related publications are also covered.

ELEMENTARY CIRCUIT PRACTICES (4)
Lab: 12 hours

This course studies sign, signal, communication and elementary wiring
practices. Topics include operation of basic devices such as lights, buzzers
and relays.

APPLIED ELECTRICAL CALCULATIONS AND
MEASUREMENTS (3)
Lecture: 3 hours

This is an entry-level course in electrical calculations with special emphasis
on the application problems encountered in the construction industry.

INDUSTRIAL CONTROL SYSTEMS (3)

Recommended Preparation: ECONMT 117 or (181 and 182) with a
grade of “C” or better.

Lecture: 3 hours

This course is a study of motors, circuits and devices used for controlling
electric motors.

INDUSTRIAL CONTROL SYSTEMS PRACTICES (3)
Recommended Preparation: ECONMT 117 or (181 and 182) with a
grade of “C” or better.

Lab: 9 hours

The development and application of control circuitry through the use of
instructional wiring panels is studied in this course.
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128B

128C

129

130

136

137

138

INDUSTRIAL CONTROL SYSTEMS PRACTICES (1)
Recommended Preparation: ECONMT 117 or (181 and 182) with a
grade of “C” or better.

Lab: 9 hours

The development and application of control circuitry through the use of
instructional wiring panels module one.

INDUSTRIAL CONTROL SYSTEMS PRACTICES (1)
Recommended Preparation: ECONMT 117 or (181 and 182) with a
grade of “C” or better.

Lab: 9 hours

A continuation module in the development and application of control circuitry
through the use of instructional wiring panels.

INDUSTRIAL CONTROL SYSTEMS PRACTICES (1)
Recommended Preparation: ECONMT 117 or (181 and 182) with a
grade of “C” or better.

Lab: 9 hours

A continuation module in the development and application of control circuitry
through the use of instructional wiring panels.

FUNDAMENTALS OF ALTERNATING CURRENT (3)
Recommended Preparation: ECONMT 115 with a grade of “C” or better.
Lecture: 3 hours

This course focuses on the generation of electrical sine waves and response
of various circuits when A.C. is applied. Mathematical analyses of resistive
circuits are studied.

PRINCIPLES OF INDUSTRIAL ELECTRIC POWER (3)
Recommended Preparation: ECONMT 120 and 169 with a grade of “C”
or better.

Lecture: 3 hours

This course offers a study in operating principles and maintenance
procedures and code requirements for electrical power systems. Theory of
D.C. and A.C. generators and motors, load calculations, efficiencies and
power factor correction are also covered.

INDUSTRIAL POWER APPLICATIONS (3)

Recommended Preparation: ECONMT 120 and 169 with a grade of “C”
or better.

Lab: 9 hours

This course offers a practical study on shop experience in testing, servicing
and repairing industrial plant electrical equipment, connection and operation
of generators, as well as motors and their control systems.

INDUSTRIAL ELECTRONIC CONTROL SYSTEMS (3)
Recommended Preparation: ECONMT 120 and 169 with a grade of “C”
or better.

Lecture: 3 hours

In this course fundamental electronic and semiconductor theory as well as
applications of electronic devices to industrial control systems are studied.

APPLICATIONS OF ELECTRICAL AND ELECTRONIC
DEVICES (2)
Recommended Preparation: ECONMT 120 and 169 with a grade of “C”

or better.

Lab: 6 hours

This course studies identification and operational tests on various types of
electrical and electronic equipment, including transformers, electronic motor
speed control systems and other industrial control devices.

139

140

142

143

150

159

160

163

164

ELECTRICAL MAINTENANCE PRACTICE (2)
Recommended Preparation: ECONMT 120 and 169 with a grade of “C”
or better.

Lab: 6 hours

This course provides practical training in identification and operational

tests on electrical equipment including transformers, motor controllers and
starters, as well as A.C. motors and generators.

CONSTRUCTION WIRING PRINCIPLES AND PRACTICES
@)

Recommended Preparation: ECONMT 130 and 136 with a grade of “C”
or better.

Lecture: 3 hours

This course offers training in wiring for interior electrical systems including
layout and construction methods, and code requirements including both
sizing and installation standards as well as practices.

BASIC PROGRAMMABLE LOGIC CONTROLS (PLC) (1)
Lab: 3 hours
This course provided a practical study of digital control methods,

microprocessor control applications, programmable controllers, ladder logic
diagrams and industrial robotics.

SOLID STATE FUNDAMENTALS OF AUTOMATION (4)
Lecture: 2.5 hours; Lab: 4.5 hours

This course offers a study of solid state electronic components and circuits
used to control automated equipment. Discrete components such as Diodes,
transistors, unijunction transistors, diacs, silicon controlled rectifiers, triacs,
light emitting diodes, cad photo cells, photo transistors are covered.

INTRODUCTION TO THE ELECTRICAL CODES (3)
Recommended Preparation: ECONMT 130 and 136 with a grade of “C”
or better.

Lecture, 3 hours

This course is a study and interpretation of the basic electrical codes and
ordinances. Regulations covering wiring installations and principal circuit
requirements are covered in this course.

PROGRAMMABLE LOGIC CONTROLS (PLC) (4)
Lecture, 2.5 hours; Laboratory, 4.5 hours

This course is a survey of the various types of robots presently being
used in industry. Topics covered include principal types of robots, robotic
programming, and interfacing. Main physical components, practical uses
and applications are explored.

ANALYSIS OF ELECTRICAL MAINTENANCE (3)

Recommended Preparation: ECONMT 120 and 169 with a grade of “C”
or better.

Lecture, 3 hours

Instruction is given on Trouble shooting and preventative maintenance of
plant and production electrical systems and equipment. Topics included are
maintenance of electrical circuits, lighting installations, motor control, power
systems and industrial electronics.

ELECTRO-MECHANICAL PRINCIPLES AND PRACTICES (4)
Lecture, 2.5 hours; Laboratory, 4.5 hours
This course focuses on principles and practices of electro-mechanical

devices such as relays, controllers, and starters. Industrial application of
control devices, circuits and maintenance are covered in this course.

SUSTAINABLE LIGHTING PRINCIPLES AND PRACTICES (4)

Lecture, 3 hours

The design of sustainable residential and commercial lighting systems.
Including both indoor and outdoor applications. Utilizing drawings, lumen
calculations, traditional and energy efficient light sources, color, lamp type,
efficiency and maintenance requirements of lighting systems.
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ELECTRICAL CONSTRUCTION WIRING TECHNIQUES (3)
Recommended Preparation: ECONMT 130 and 136.
Laboratory, 9 hours

This course provided shop training in acceptable rough-in methods,
emphasizing material practices and compliance with the national electrical
code.

INSTALLATION OF ELECTRICAL WIRING (2)
Recommended Preparation: ECONMT 130 and 136.
Laboratory, 6 hours

This course provides practical training in calculation and layout of interior
electric wiring systems followed by practical installation including both
rough-in and finish work.

ALTERNATING CURRENT PRACTICES (2)
Recommended Preparation: ECONMT 115 with a grade of “C” or better.
Laboratory, 6 hours

Principles of alternating current, installation of devices in A.C. circuits,
response of circuits to A.C. excitation are covered in this course.

ELECTRICAL CODES AND ORDINANCES | (3) RPT1
Lecture, 3 hours
Basic electrical codes and ordinances are the focus of this course. General

codes, wiring methods and fittings, and circuit requirements specified in the
various ordinances are reviewed.

ELECTRICAL CODES AND ORDINANCES II (3) RPT1
Recommended Preparation: ECONMT 171 with a grade of “C” or better.
Lecture, 3 hours

Advanced electrical codes and ordinances are discussed in this course.
Code requirements on equipment installation, motor installation, various
types of occupancies, and high voltage circuits are covered.

ELECTRICAL MATHEMATICS I (3)

Lecture, 3 hours

This course studies the mathematics of varied problems encountered in
the electrical trades. The course reviews prime numbers, fractions, and
decimals, powers, signed numbers, algebraic and simultaneous equations
and applications involving electrical formulae.

ELECTRICAL MATHEMATICS I (3)

Recommended Preparation: ECONMT 119 or 173.

Lecture, 3 hours

Topics covered in this course are problems relating to A.C. power
applications, use of the scientific calculator, percentage ratio and
proportions, wire sizing, voltage drops, energy and efficiency calculations,
trigonometric functions, phasor diagrams, A.C. single and poly-phase
circuits, transformers, star and delta connections and mathematics for logic
controls.

ELECTRIC MOTOR CONTROL I (3)

Lecture, 3 hours

This course studies basic motor control fundamentals including the basic
functions of control. Magnetic principles of D.C. and A.C. motors, types of
motors, motor selection fundamentals are reviewed. Topics covered also
include definitions for controller components and symbols, familiarization
with N.E.M.A. standards and review of one-line, wiring and schematic
diagrams.

ELECTRIC MOTOR CONTROL Ii (3)

Recommended Preparation: ECONMT 177 with a grade of “C” or better.
Lecture, 3 hours

This course focuses on a brief review of material covered in Electric Motor
Control | and the selection and application of D.C. and A.C. controllers

with emphasis on the A.C. devices. Study areas include manual, magnetic,
across-the- line starters, as well as most forms of reduced voltage starters

181

182

183

184

186

187

188

190

191

including the auto transformer, primary resistor, star-delta, part-winding
and wound rotor type reduced voltage starters. Synchronous, multi-speed
starters and the many methods of decelerating and braking and static
components are discussed.

BASIC WIRING PRACTICES (3)
Lecture, 3 hours

Electrical diagrams including fundamental, ladder, schematic, cable, and
conduit are studied in this course. Topics of discussion include architectural
symbols and drawings, reading plans and specifications, as well as drawing
circuits and plans.

BASIC DIAGRAM AND CIRCUIT PRACTICES (1)
Laboratory, 3 hours

This course provides practical shop practice in the wiring of signal,
communication and control circuits. Connection of device mechanisms such
as lights, buzzers and relays are specifically reviewed.

RESIDENTIAL ELECTRIC WIRING (3)
Lecture, 3 hours

This course covers design and layout of residential electric wiring in
accordance with code requirements and recognized good practice.

MOTOR CONTROL PRINCIPLES AND PRACTICES (3)
Lecture, 1.5 hours; Laboratory, 4.5 hours

This course reviews testing, adjusting, servicing and connecting motors,
generators and associated controllers.

INDUSTRIAL ELECTRICAL PRINCIPLES AND
PRACTICES (3)
Lecture, 1.5 hours; Laboratory, 4.5 hours

Topics such as use of measuring instruments, connecting and testing
transformer banks, and connecting and testing industrial electronic control
devices are explored in this course.

ADVANCED PROGRAMMABLE CONTROLLERS (4)
Recommended Preparation: ECONMT 142 or 159 with a grade of “C”
or better.

Lecture, 2.5 hours; Laboratory, 4.5 hours

This course focuses on advanced programmable controller techniques
including ladder logic and Boolean algebra in a hands-on laboratory
environment.

OFFLINE PLC PROGRAMMING (3)
Recommended Preparation: ECONMT 142
Lecture, 1.5 hours; Laboratory, 4.5 hours

This course is a study of programmable controller laboratory for off line
programming in a computer environment.

ELECTRICAL CODE CALCULATIONS (3)
Recommended Preparation: ECONMT 115
Lecture, 3 hours

This course covers calculation of wire sizes, outlet boxes, conduit fill,
ampacities, voltage drop, motor circuit components, and service loads
based on National Electrical Code standards.

ELECTRICAL WIRING SYSTEMS (2)
Recommended Preparation: ECONMT 173 with a grade of “C” or better.
Lecture, 1 hour; Laboratory, 3 hours

Instruction is given in installation of wiring systems such as non-metallic
sheathed cable, armored cable, flexible metal conduit, electrical metallic
tubing, and PVC. Emphasis is given on National Electric Code standards.
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RESIDENTIAL WIRING AND PRACTICES (2)
Recommended Preparation: ECONMT 181 with a grade of “C” or better.
Lecture, 1 hour; Laboratory, 3 hours

Instruction is given in residential wiring methods including non-metallic
sheathed cable, armor cable and flexible metal conduit for outlet, appliances
and lighting.

CONDUIT BENDING AND CALCULATIONS (3)
Recommended Preparation: ECONMT 173 with a grade of “C” or better.
Lecture, 1.5 hours; Laboratory, 4.5 hours

This course studies calculations involved in bending, cutting, and threading
conduit operations. IMC, EMT, and rigid conduit will be sent with hand
benders and hydraulic benders.

CONDUIT BENDING LABORATORY (1)
Recommended Preparation: ECONMT 173 with a grade of “C” or better.
Laboratory, 3 hours

This course involves the bending, cutting, and threading of conduit. IMC,
EMT, and rigid conduit will be bent with hand, electric, and hydraulic
benders.

DOCUMENTATION CONTROL IN CONSTRUCTION
PROJECTS (2)
Lecture: 2 hours

This course presents an in-depth and hands on understanding of the
documentation that controls, maintains and implements a construction
project. Communication through proper paperwork enables the builder to
efficiently manage and control the project.

GROUNDING: FUNDAMENTALS, APPLICATIONS AND
PRACTICES (3)

Recommended Preparation: ECONMT 115 & 129 with a grade of “C”
or better.

Lecture: 3 hours

This course will cover the fundamentals of electrical system grounding
principles of reviewing definitions, theory, and equipment installations.
Application to accepted industry practices, compliance to the National
Electrical Code, review of lightning protection and electronic equipment
grounding will be covered.

INFRASTRUCTURE WIRING PRACTICES (4)
Lecture: 1 hour; Lab: 6 hours

This course offers instruction in the installation, termination, testing and
documentations of infrastructure wiring as used in the industry today,
including the following. Coaxial cable, category 3, 5, 5E (UTP) and fiber
optics.

LOW VOLTAGE ELECTRICAL PRACTICES (3)
Lecture: 1.5 hours; Lab: 4.5 hours

This course offers instruction in the installation, termination, testing and
documentation of low voltage systems, such as lighting, communication,
telephone, data, control systems, and similar low voltage applications.

JOURNEY ELECTRICIAN EXAM PREPARATION (3)
Lecture: 1.5 hours; Lab: 4.5 hours
This course will prepare the student for the State of California Electricians’

Certification Examination. The distance education version of the class uses
the Internet, World Wide Web and personal mail.

ELECTRICAL CONSTRUCTION INSPECTION (3)

Lecture: 3 hours

This class provides specific inspector training in inspecting electrical
construction with an intense study of the National Electrical Code (NEC).
This course will prepare the student to take the voluntary Electrical Inspector

voluntary certification exam given by the International Conference of
Building Official (ICBO).

205

210
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FUNDAMENTALS OF SOLAR ENERGY (2)
Lab: 6 hours

This course is designed for individuals that have the basic electrical and
mechanical skills of an energy technician or electrician and are looking to
expand into the renewable energy field. This is a hands on class to develop
the fundamental principles and practices for installation and maintenance
of solar, wind, and similar renewable energy systems. This course covers
basic planning, installation, and maintenance of the necessary components
for various renewable energy systems

FUNDAMENTALS OF PROCESS INSTRUMENTATION (3)
Lecture: 3 hours

This class provides a study of the measurement and control of temperature,
pressure, level, flow, humidity and other factors that can be analyzed and
controlled. It includes a study of instrumentation symbols, Process and
Instrumentation Diagrams, and the use of pneumatic and electric sensors,
transmitters, controllers, valves, actuators, positioners, Programmable Logic
Controllers, and computers to implement control strategy.

CONSTRUCTION ENGINEERING
m COURSE DESCRIPTIONS

113 CONSTRUCTION CONTRACT LAW (3)

|

Lecture: 3 hours

The principles of construction contracts and subcontracts; terms and
conditions of construction contracts and subcontracts; public works projects
in the state of California; management of the construction work; liens and
stop notices; and disputes, claims and arbitration.

ELECTRICAL LINEMAN

[

m COURSE DESCRIPTIONS

600

ELECTRICAL UTILITY LINE WORKER (15)
Lecture: 6 hours Laboratory: 27 hours

The goal of this course is to produce candidates for an Electrical Distribution
Mechanic (EDM) training program. Development of basic skills needed

to be successful trainees will be emphasized. These skills include:

overall safety considerations, power pole climbing skills, knowledge of the
basic tools and materials involved with the electrical line crafts, general
construction standards, basic rigging principles, and basic electrical theory
that is specific to this trade. A 175 hour power pole-climbing certificate of
completion is granted to students who successfully complete this course. A
component of this course includes preparation for Civil Service Examination.

Special Note: Students during the course of instruction will be required
to lift up to 60 Ibs with repetition and will be required to climb and perform
installation and maintenance operations at the top of 30 foot power poles.
Physical or psychological limitations should be taken into account when
enrolling in the class.
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MACHINE SHOP-CNC

PROGRAM OVERVIEW

Machinists use machine tools, such as lathes, milling machines, and
machining centers, to produce precision metal parts. They use their
knowledge of the working properties of metals and their skill with machine
tools to plan and carry out the operations needed to make machined products
that meet precise specifications. Many modern machine tools are computer
numerically controlled (CNC). CNC machines, following a computer program,
control the cutting tool speed, change dull tools, and perform all of the
necessary cuts to create a part. Frequently, machinists work with computer
control programmers to determine how the automated equipment will cut a
part. The programmer may determine the path of the cut, but the machinist
determines the type of cutting tool, the speed of the cutting tool, and the feed
rate. Because most machinists train in CNC programming, they write basic
programs and often set offsets (modify programs) in response to problems
encountered during test runs.

Because the technology of machining is changing rapidly, machinists must
learn to operate a wide range of machines. Along with operating machines
that use metal cutting tools to shape work pieces, machinists operate
machines that cut with lasers, water jets, or electrified wires. As engineers
create new types of machine tools and new materials to machine, machinists
must constantly learn new machining properties and techniques.

Los Angeles Trade Technical College offers an Associate in Science degree
in Machine Shop CNC (Core major plus general education classes) or a
Certificate of Completion (Core major classes only). In addition, we offer a
Certificate of Completion - Adjunct in Machine Shop CNC.

The Associate in Science degree, or equivalent Certificate of Completion, is
designed for individuals seeking entry level positions in the field. Students
enrolling in this program should be able to commit to full-time student
status, which is approximately 21 hours per week. This time commitment is
necessary to allow for hands-on training in the lab applications used during
the course of instruction.

The Certificate of Completion- Adjunct is an evenings-only course of study
designed for individuals currently in the field who want to improve their
skills or learn new ones. Due to limitations on available evening hours,
the utilization of hands-on lab application is assumed to be provided at the
students place of employment.

Machinists held about 370,000 jobs in the United States in 2006. Most
machinists work in small machining shops or in manufacturing industries, such
as machinery manufacturing and transportation equipment manufacturing
(motor vehicle parts and aerospace products and parts). Maintenance
machinists work in most industries that use production machinery.

Despite relatively slow growth, job opportunities for machinists should
continue to be good. Many young people with the necessary educational and
personal qualifications needed to obtain machining skills are not currently
entering production occupations, therefore, therefore, the number of workers
obtaining the skills and knowledge necessary to fill machinist jobs is expected
to be less than the number of job openings arising each year from the need to
replace experienced machinists who transfer to other occupations or retire,
and from job growth.

According to the State of California EDD, median hourly earnings of
machinists May 2006.

Aerospace product and parts manufacturing $21.78
Motor vehicle parts manufacturing $19.46
Metalworking machinery manufacturing $19.06
Machine shops; turned product; and screw, nut, and bolt manufacturing $18.87

MACHINE SHOP-CNC

m Associate in Science Degree

The Associate in Science degree in Machine Shop - CNC requirements
may be met by completing 48 units of required courses listed below plus 18
units of Plan “B” general education courses. Or it may be awarded for the
completion of a minimum of 62 units, including the 32 units listed under the
Certificate of Completion-Adjunct, and 30 units of Plan “A” general education
courses. Plan “A” and “B” are listed in the catalog under Graduation/Transfer
Requirements.

Upon successful completion of this program the student will have the
necessary knowledge and skills for a career in the Machining Industry.
Students will pro