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1982-83 ACADEMIC CALENDAR
FALL SEMESTER 1982

August 16, Monday 	  FACULTY REPORT FOR DUTY
August 17-19, Tues-Thurs 	  REGISTRATION
August 20, Friday 	  Holiday, Admission Day
August 23, Monday 	  REGISTRATION (DAY)
August 25, Wednesday 	  FIRST DAY OF INSTRUCTION
September 1-3, Wed-Fri 	  CHANCE IN REGISTRATION PERIOD

LATE REGISTRATION PERIOD
September 3, Friday 	  LAST DAY FOR CREDIT BY

EXAMINATION
September 6, Monday 	  Holiday, Labor Day
September 15, Wednesday . . 	  LAST DAY OF ERASE PERIOD

(Last day to withdraw without grade
penalty)

October 1, Friday 	  LAST DAY TO APPLY FOR FALL
GRADUATION

October 11, Monday 	  Holiday, Discoverers' Day
October 20, Wednesday 	  LAST DAY TO REMOVE INCOMPLETE

GRADES FOR SPRING 1982
October 27, Wednesday 	  LAST DAY FOR ALL WITHDRAWALS
November 2, Tuesday 	  Holiday, General Election
November 11, Thursday 	  Holiday, Veterans' Day
November 25-26, Thurs-Fri. . 	  Thanksgiving Recess
December 15, Wednesday 	  LAST DAY OF INSTRUCTION
December 16-21, Thurs-Tues . 	  FINAL EXAMINATION PERIOD
December 22, Wednesday 	  GRADES DUE

END OF FALL SEMESTER
SPRING SEMESTER 1983

January 5-11, Wed-Tues 	  REGISTRATION
January 13, Thursday 	  FIRST DAY OF INSTRUCTION
January 20-24, Thurs-Mon . . . 	  CHANGE IN REGISTRATION PERIOD

LATE REGISTRATION PERIOD
January 24, Monday 	  LAST DAY FOR CREDIT BY

EXAMINATION
February 1, Tuesday 	  LAST DAY TO APPLY FOR SPRING

GRADUATION
February 3, Thursday 	  LAST DAY OF ERASE PERIOD

(Last day to withdraw without grade
penalty)

February 21, Monday 	  Holiday, Presidents' Day
March 10, Thursday 	  LAST DAY TO REMOVE INCOMPLETE

GRADES FOR FALL 1982
March 17, Thursday 	  LAST DAY FOR ALL WITHDRAWALS
March 21-25, Monday-Friday. 	  SPRING RECESS
March 25, Friday 	  Holiday, Kuhio Day
April 1, Friday 	  Holiday, Good Friday
May 6, Friday 	  LAST DAY OF INSTRUCTION
May 9-12, Monday-Thursday . 	  FINAL EXAMINATION PERIOD
May 13, Friday 	  GRADES DUE

END OF SPRING SEMESTER
May 14, Saturday 	  COMMENCEMENT
May 15 Sunday 	  FACULTY I AST DAY

This catalog is an attempt to summarize applicable policies of the University of
Hawaii concerning various aspects of student admissions, enrollment, and
registration. Students should check with the applicable department, school, or
college concerning any other policies which could affect their specific enroll-
ment registration, schedule of courses, or special fees.

On the cover is the symbol chosen to mark the Dia-
mond Jubilee of the University of Hawaii. The nine
small diamonds represent the nine campuses of the
University. They come together to form the principal
diamond figure, suggestive also of a mortarboard,
traditional symbol of higher education.
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THE COLLEGE AND ITS POLICIES

Introduction

Kapiolani Community College is a comprehen-
sive, open-door, community-based college offer-
ing both liberal arts curricula and vocational
programs in business, nursing, and food service,
as well as the only allied health and legal assis-
tant programs in the State. The college currently
offers the Associate in Arts degree, Associate in
Science degrees and Certificates of Achieve-
ment in twenty-two career fields, and a variety
of shorter term credit and non-credit training
programs.

Student enrollment in Fall, 1980, was approxi-
mately 5,000 students, with this figure expected
to remain fairly stable over the decade. Students
attend classes at their choice of two campus
locations—the Pensacola Campus located on a
small five-acre site on the corner of Pensacola
Street and Kapiolani Boulevard and the Dia-
mond Head Campus, located on a spacious 52-
acre site lying between Diamond Head Road and
Kilauea Avenue.

Kapiolani Community College is one of seven
community colleges in the University of Hawaii
system, a multicampus system of higher educa-
tion serving the State of Hawaii. Also included in
the system are the University of Hawaii at
Manoa, University of Hawaii at Hilo, and West
Oahu College. These institutions all are gov-
erned by the Board of Regents, whose chief offi-
cer is the President of the University of Hawaii.

Six of the seven community colleges are under
the overall supervision of a Chancellor of Com-
munity Colleges. The seventh, Hawaii Communi-
ty College, is part of the University of Hawaii,
Hilo. Each community college has its own Pro-
vost and administrative officers.

History

Kapiolani Community College had its begin-
ning in 1946 as a technical, post-secondary
school administered first under the Territorial
Department of Public Instruction and later
under the State Department of Education. Hotel
and restaurant (1946), practical nursing (1947),
and business education (1956) were the original
programs offered. Dental assisting was added in
1959.

In 1965 the technical school was transferred
to the University of Hawaii system and estab-
lished as Kapiolani Community College. The en-
abling act passed by the 1964 State Legislature
directed the college "... to provide two-year
college transfer and general education pro-
grams, semi-professional, technical, vocational,
and continuing education programs and such
other programs as are appropriate to such insti-
tutions."

Since this transfer in 1965, the college has fur-
ther expanded its occupational program offer-
ings and added a liberal arts program in which
students may undertake course work leading to
transfer to a four-year baccalaureate degree pro-
gram.

Educational Philosophy

Kapiolani Community College seeks to assist
each individual in the lifelong process of per-
sonal growth through education. The college
recognizes that individuals enter college with
differing needs and abilities. To meet these vary-
ing needs, the college offers innovative pro-
grams employing a variety of instructional strat-
egies designed to enable each student to learn to
the maximum of his or her capacity.

The college also is responsive to the needs of
its community, working with and for the commu-
nity. The college maintains close ties with busi-
ness, government, and social institutions and uti-
lizes the resources of the community and its
representatives in curriculum development and
implementation.

Location-Facilities

Pensacola Campus
The Pensacola Campus, bounded by Pensa-

cola Street and Kapiolani Boulevard, is strategi-
cally located in a community of educational,

recreational, cultural and business institutions
and is conveniently served by several bus lines.
Its combination of permanent buildings and
temporary portable facilities are arranged on a
small five-acre site. Permanent buildings include
a two-story business education structure, a food
service education facility with a dining room
and coffee shop, and a health occupations edu-
cation classroom building. A number of small
temporary buildings serve as business and coun-
seling offices, classrooms, and student govern-
ment offices. Only limited parking is available
on campus.

Diamond Head Campus
The Diamond Head Campus is located on the

grounds of the former Fort Ruger Military Reser-
vation. Its borders are Kilauea Avenue, Maka
puu Avenue, 18th Avenue, and Diamond Head
Road; and it is easily accessible by public or pri-
vate transportation. With approximately 52
acres of land, the campus is one of the most
scenic places on Oahu.

Currently, the campus operates in renovated
existing facilities while a Campus Master Plan,
with new facilities to accommodate the students
and community, is being developed. Initially,
liberal arts courses and some allied health pro-
grams are being offered at the campus. Eventu-
ally, all programs at the Pensacola Street Cam-
pus are planned for transfer to the Diamond
Head Campus.

Educational Media Center
The Educational Media Center assists faculty

and students in developing and using various
types of media for instruction and learning.
Facilities and equipment are available for graph-
ics, photography, audio and videotape reproduc-
tions, and other media techniques.

Library
The main college library is in the Business

Education Building on the Pensacola Street
Campus. The services of the library and the
materials in its collections are available to facul-
ty, students, and off-campus borrowers who
work with or are associated with the college. The
library hours are posted on the library doors.

The library has a varied collection of books,
periodicals, phonograph records, and other
learning materials, most arranged in open stacks.
Interlibrary loans from the University of Hawaii
libraries are available, and students and faculty
have borrowing privileges at other libraries in
the UH system.

Carrels and listening booths for 94 students
are located in the library. Rules and regulations
governing the circulation of library materials are
available in the library. Reserve books in which
instructors have made specific reading assign-
ments are taken off the open shelves and must
be requested at the circulation desk. Reserve
books may be borrowed for a limited time—
usually overnight or over the weekend only.

The library on the Diamond Head Campus is
located on the second floor of Bldg. 933. There is
carrel seating for 26 students and a selection of
reference, reserve and regular collection books
and periodicals.

Bookstore
The bookstore, located on the first floor of the

Business Education Building, carries all text-
books and essential school supplies used by the
college. The bookstore provides counter service
only and is open from 8 a.m. to 3:30 p.m., Mon-
day through Friday.

Accreditation

Kapiolani Community College is accredited
by the Western Association of Schools and Col-
leges (WASC). This accreditation was reaffirmed
on January, 1980, following a year-long process
of institutional self-study and an on-site visita-
tion by a WASC evaluation team.

Special accreditation has been granted by the
Hawaii State Board of Nursing, the Department
of Regulatory Agencies, Professional and Voca-
tional Licensing Division; the Commission on

Dental Accreditation of the American Dental As-
sociation; the Joint Review Committee on Edu-
cation in Radiologic Technology; the Council on
Medical Education of the American Medical As-
sociation in collaboration with the American As-
sociation of Medical Assistants; the American
Occupational Therapy Association, Inc.; the
Joint Review Committee for Respiratory Therapy
Education; and accreditation for the Legal Assis-
tant Program by the American Bar Association.

Advisory Committees

Kapiolani Community College has invited a
number of community leaders in business, indus-
try, and the professions to advise the staff in the
development of curricula in accordance with re-
quirements in their fields. Consultations with
these leaders relate to course contents, selection
of training equipment, the nature and extent of
employment needs, and evaluation of the effec-
tiveness of the program. New advisory commit-
tees are formed as new needs and programs are
identified. Current advisory committee members
are listed in the back of this catalog.

Family Educational Rights
and Privacy Act

Kapiolani Community College subscribes to
and adheres to the Family Educational Rights
and Privacy Act of 1974. The College has devel-
oped policies and procedures for the implemen-
tation of the Act.

Kapiolani Community College maintains the
following types of comprehensive records about
individual students: applications for admission
and permanent record cards (transcripts)—
Off ice of Admissions and Records; financial
records— Business Office. Other non-compre-
hensive records are also maintained in the
various offices and units of the college where
the student has requested and/or received cer-
tain services or participated in certain programs.
Each record has a designated custodian. Persons
desiring additional information about the col-
lege policies and procedures should call or write
the Dean of Students.

Pursuant to Section 99.6 of the rules and regu-
lations governing the Family Educational Rights
and Privacy Act of 1974 (hereinafter the Act), stu-
dents in attendance at the campuses of the Uni-
versity of Hawaii are hereby notified of the fol-
lowing:

1. It is the administrative policy of Kapiolani
Community College to subscribe to the re-
quirements of Section 438 of the General
Education Provision Act, Title IV, of Public
Law 90-247, as amended, and to the rules
and regulations governing the Act, which
protect the privacy rights of students.

2. The rights of students under the Act include
the following, subject to conditions and lim-
itations specified in the Act:
(a) The right to inspect and review educa-

tional records.
(b) The right to request to amend education

records.
(c) The right of protection from disclosure

by Kapiolani Community College of per-
sonally identifiable information con-
tained in education records without per-
mission of the student involved.

(d) The right to waive certain rights under
the Act.

(e) The right to file complaints concerning
alleged failure by Kapiolani Community
College to comply with the Act.

3. Students are advised that institutional pol-
icy and procedures required under the Act
have been published as Business Manual In-
struction 1614, Policies and Procedures
Relating to the Family Educational Rights
and Privacy Act of 1974 for Students En-
rolled in Post-Secondary Programs of the
University of Hawaii. Copies of BMI 1614
may be obtained from the Office of the
Dean for Student Services, Kapiolani Com-
munity College.

4. Directory Information
Students are advised that certain personally
identifiable information is considered by
the College to be Directory Information
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and, in response to public inquiry, may be
disclosed without prior consent of the stu-
dent unless the student otherwise so in-
forms the College not to disclose such infor-
mation.
(a) Name of student.
(b) Local address and zip code maintained

in the campus locator printout.
(c) Local telephone number maintained in

the campus locator printout.
(d) Major field of study.
(e) Fact of participation in officially recog-

nized activities and sports.
(f) Weight and height of members of ath-

letic teams.
(g) Dates of attendance.
(h) Degrees and awards received.
(i) Educational level (i.e., freshman, sopho-

more, etc.)

A student has the right to request that any
or all of the above items not be designated
Directory Information with respect to that
student. Should a student wish to exercise
this right, he or she must in person and in
writing, not earlier than the first day of in-
struction nor later than fourteen calendar
days from the first day of instruction for the
academic term or semester, or the fourth
day of a summer session, inform the Admis-
sions and Records Office which of the
above items are not to be disclosed without
the prior consent of that student.

5. A parent or spouse of a student is advised
that information contained in educational
records, except as may be determined to be
Directory Information, will not be disclosed
to him/her without the prior written consent
of the son, daughter, or spouse.

6. Any student wishing to have a copy of
his/her educational records under this Act

will be assessed a fee of $1.00 on each occa-
sion a copy of such record is requested.

Notice to Handicapped Persons

In accordance with federal rules and regula-
tions governing Section 504 of the Rehabilitation
Act of 1973, the Kapiolani Community College
provides notice to the public that no qualified
handicapped person shall, on the basis of handi-
cap, be subjected to discrimination nor shall any
handicapped person be excluded from participa-
tion nor denied the benefit of any service, pro-
gram, or activity offered by the college.

Copies of University of Hawaii policies on
nondiscrimination and affirmative action are
available at the college. Further information
about the existence and location of Kapiolani's
programs, services, activities, and facilities
which are accessible and usable by handicapped
persons can also be obtained. Support services
for the disabled students on campus are offered
through the Help Center located in Room 858-B
of the Food Services Building. For further infor-
mation please call or visit:

Allene Chun, Counselor
Special Student Services
Kapiolani Community College
620 Pensacola Street
Honolulu, Hawaii 96814
Phone: 531-4654, Ext. 139

University Policy on
Non-Discrimination and

Affirmative Action

It is the policy of the University of Hawaii to
provide equity of opportunity in higher educa-
tion, both in its educational mission and as an

employer. Community Colleges are committed
to comply with all state and federal statutes,
rules and regulations which prohibit discrimina-
tion in its policies and practices and which re-
quire affirmative action, including but not lim-
ited to Title VI and Title VII of the Civil Rights
Act of 1974, Section 503 and Section 504 of the
Rehabilitation Act of 1973, Section 402 of the
Vietnam Era Veteran Readjustment Act of 1974,
as amended, Title IX of the 1972 Education
Amendments, the Equal Pay Act of 1963, Execu-
tive Order 11246, as amended, and the Age Dis-
crimination Act of 1975. Persons with limited
English language skills will not be denied admis-
sion to the Community Colleges. Community
Colleges strive to promote full realization of
equal opportunity through positive, continuing
programs.

Offices designated to coordinate the Communi-
ty Colleges' nondiscrimination and affirmative
action programs are:

Rg Logiakis Friedley (Education and Civil
Rights matters)

Peggy S. Hong (Employment matters)
Office of the Chancellor for Community

Colleges
2327 Dole Street
Honolulu, Hawaii 96822
Phone: 948-7471

Ralph Ohara (Education and Civil Rights
matters)

Mona Lee (Employment matters)
Kapiolani Community College
620 Pensacola Street
Honolulu, Hawaii 96814
Phone: 531-4654

In a college-wide effort to put its educational
philosophy and goals to work for students,
Kapiolani Community College is currently devel-
oping and expanding a variety of instructional
and student support services all focused on
"career education"—the preparation of stu-
dents for the world of work. These new or ex-
panded career-related programs fall into the fol-
lowing four major categories:

• Career and Personal Development Services
• Cooperative Education
• Competency-Based Education
• Developmental Education

Career and Personal
Development Services

Highlighting the college's focus on career edu-
cation has been the establishment of the Career
and Personal Development Center located in
Building 867-1 on the Pensacola campus. The
Center and its staff are set up to provide the fol-
lowing career-oriented services to students:
career counseling, job placement, vocational
testing, educational planning and cooperative
education. These coordinated activities are
designed to assist students in all phases of career
awareness, career exploration and career prepa-
ration.

A comprehensive Career Information Library
including relevant career publications, films,
slides and catalogs, is available at the Center for
use by students and faculty. Career Kokua, a
computerized Career Information System con-
taining current data on local occupations, wages
and schools is available for student and faculty
use.

In addition, each semester the Career and Per-
sonal Development Center staff offers study
skills, student activities, career decision making,
and job placement. These mini-workshops are
announced to students through the Campus Bul-
letin, Kapio, and The Career Explorer, a news-
letter distributed by the Career Center.

Cooperative Education
Cooperative Education is an educational pro-

cess by which the student's academic study is
formally integrated with periods of planned and

evaluated work experience related to the stu-
dent's educational objective. The student re-
ceives academic credit and may or may not
receive financial remuneration from his/her em-
ployer.

General objectives of Cooperation Education
are:

1) To provide the student with planned and
evaluated work experiences which will en-
hance the integration of theory learned in
the classroom with the pragmatic require-
ments of the work situation.

2) To provide the student with planned and
evaluated work experiences which include
learning how to work, selecting appropriate
career goals, learning to work with others,
and the broadening and deepening of the
student's humanistic learnings.

The College assists in the placement of stu-
dents in job training stations to receive related
work experience.

The educational values and personal benefits
that students experience in Cooperative Educa-
tion are great, including: orientation to the world
of work, preparation for career goals, develop-
ment of helpful employment contacts and refer-
ences, and the opportunity to earn money to
defray college expenses.

Cooperative Education opportunities are
available for students in the following curricu-
lum areas: Accounting, Clerical, Data Process-
ing, Secretarial Science, Sales and Marketing,
Hotel Operations, Food Service, Legal Assistant,
and Liberal Arts. (Refer to the Description of
Courses section of this catalog for specific
course information.) For additional program in-
formation, see the appropriate department
chairperson.

Competency-Based Education

Competency-Based Education is a learning
strategy that emphasizes the outcomes of learn-
ing, rather than the experience of learning or the
time spent in learning. In Competency-Based
Education, the course and program objectives
are stated in terms of the actual abilities that a
student should have acquired by the time he or
she completes the course or program. Such an
approach to education enhances the students'
understanding of the relevancy of what he or she

is learning in class to his or her chosen career ob-
jectives.

This major curriculum development activity
which attempts to clarify the outcomes of in-
structional programs and courses provides the
means for (1) improving communication with
students, with the general public including em-
ployers and among the college's faculty and
staff and (2) improving the internal and external
assessment of programs to determine the effec-
tiveness of the college's training.

In addition, the established program and
course competencies serve as the reference for
the development of alternative modes of
learning.

Programmatic competencies are shown in the
section on curricula; course competencies are
shown in the course descriptions.

Developmental Education

Many students enter Kapiolani Community
College with inadequate skills to successfully
pursue their major programs of study, whether
these be liberal arts, allied health, or business
education. To better assist students in develop-
ment of the necessary reading, writing, mathe-
matics, and study skills, an integrated and co-
ordinated system of developmental education
services has been initiated by the college.

The three-fold purpose of this Developmental
Education Services is:

1. To provide students the opportunity to de-
velop reading, writing, mathematics, and
study skills to enable them to succeed in
college.

2. To assist students in developing a positive
self-concept.

3. To help students select and prepare for en-
try into an appropriate educational or occu-
pational major.

Components of the college's Developmental
Education System include: Basic Studies, Devel-
opmental Studies, and Tutorial Services. Stu-
dents are recommended for these services based
upon their reading and math placement test
scores, and an evaluation by a counselor or advi-
sor at the time of orientation and registration.

FOCUS ON CAREER EDUCATION
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ADMISSION INFORMATION
dency regulations follow. For additional infor-
mation or interpretation, contact the Office of
Admissions and Records.

Eligibility

A high school graduate or any person 18 years
of age or older who can profit from the instruc-
tion offered is eligible for admission to the col-
lege.

There are, however, special requirements for
the following applicants:

1. Those applying for allied health & nursing
programs. (Refer to section entitled "Spe-
cial Requirements for Allied Health/Nursing
Programs.")

2. Those applying for the legal assistant pro-
gram. (Refer to section entitled "Special Re-
quirements for Legal Assistant Program.")

3. Foreign students. (Refer to section entitled
"Admission Requirements for Foreign Stu-
dents.")

Application Deadlines

A completed application form and all other
requested forms and/or documents must be sub-
mitted to the Office of Admissions & Records by
July 15 for the fall semester, December 1 for the
spring semester, or May 1 for the summer ses-
sion. Individuals are advised to file their applica-
tions as early as possible. Applications will not
be accepted when a program's enrollment quota
has been reached. Programs that have earlier
closing deadlines are the legal assistant and all
allied health & nursing programs. (Refer to sec-
tions on special requirements for those pro-
grams.)

General Admissions
Requirements

The U.H. Common Admission Application
form and pertinent instructions are available at
the Office of Admissions and Records or in the
counseling offices of any high school in Hawaii.

1. File an application for admission with the
Office of Admissions and Records.

2. File the residency information form includ-
ed in the application.

3. Submit other information, forms, docu-
ments as requested by the college.

Acceptance

After the required items have been submitted,
an applicant is notified by mail of the admis-
sions decision. The applicant is responsible to
see that all of the previous requirements have
been met, as the college does not send remind-
ers. Nonresidents will be admitted on a space
available basis.

All documents, transcripts and forms submit-
ted become the property of the College.

Residency Regulations

Generally, adult (age 19 and over) and minor
(under 19) students are deemed residents of the
State of Hawaii for tuition purposes if the adult
students or in the case of minor students, their
parents or legal guardians, have resided in and
demonstrated the necessary intent to make
Hawaii their legal permanent residence at least
12 consecutive months prior for the first day of
instruction.

Students who do not qualify as bona fide resi-
dents of the State of Hawaii, according to the
University of Hawaii regulations in effect at the
time they register, must pay nonresident tuition.
An official determination of residency status will
be made at the time of application. Applicants
may be required to provide documentation to
verify residency status. Once classified as a non-
resident, a student continues to be so classified
during his/her term at the college until he/she
can present satisfactory evidence to the Coor-
dinator of Admissions that proves otherwise.

Some of the more pertinent University resi-

THE CRITERIA FOR ESTABLISHING HAWAII
RESIDENCY ARE:

A. Registering to vote in the State of Hawaii
B.Voting in Hawaii
C. Filing Hawaii Resident State Income Tax

Return
D.Obtaining a Hawaii Motor Vehicle License
E.The presence of immediate family in

Hawaii
F. Other such criteria

No single act is sufficient to establish resi-
dence in the State of Hawaii. Having registered
to vote in the State of Hawaii and filing Hawaii
Resident Income Tax Returns are probably the
two most important considerations for establish-
ing intent. Other legal factors involved in mak-
ing a residency determination include:

A. Residency in Hawaii and residency in anoth-
er place cannot be held simultaneously.

B.Presence in Hawaii primarily to attend an
institution of higher learning does not cre-
ate resident status.

C.The residency of unmarried students who
are minors follows that of the parents or of
the legal guardian. Marriage emancipates a
minor.

D.The residency of a married person may fol-
low that of his or her spouse.

E. Resident status, once acquired, will be lost
by future voluntary action of the resident
inconsistent with such status. However,
Hawaii residence will not be lost solely
because of absence from the state while a
member of the United States Armed Forces,
while engaged in navigation, or while a stu-
dent at any institution of learning.

Statutory exemptions may be granted to non-
residents under the following circumstances:

A. Persons who are legal residents of a state or
foreign country which permits Hawaii resi-
dents to pay the same tuition at its public
institutions of higher learning as are paid by
its own residents.

B.United States military personnel and their
authorized dependents during the period
such personnel are stationed in Hawaii on
active duty.

C. Persons who are legal residents of a district,
commonwealth, territory, or insular juris-
diction, state, or nation which provides no
public institution of higher learning.

D.Employees of the University of Hawaii and
their spouses and legal dependents.

Appeal Process
Residency decisions may be appealed by con-

tacting the Coordinator of Admissions for infor-
mation on how to initiate an appeal before stu-
dents register for classes. Appeals are heard by
the Committee on Resident Status only after the
resident tuition is paid.

Misrepresentation
A student or prospective student who inten-

tionally or willfully misrepresents any fact on
any form or document intended for use in deter-
mination of resident status for tuition purposes
will be subject to the regular disciplinary mea-
sures of the University of Hawaii.

Tuberculosis Clearance
Requirement

State of Hawaii Public Health Regulations re-
quire persons over compulsory school atten-
dance age enrolling in any one of Hawaii's
community colleges to submit a certificate indi-
cating that they are free of active tuberculosis.

This requirement covers part-time and full-time
students as well as students enrolling in evening
courses. The examination for tuberculosis must
have been performed within three months prior
to school enrollment. It is recommended that ap-
plicants under the age of 20 should have a tuber-
culin skin test; applicants 20-39 may have a skin
test or chest x-ray. Applicants over 40 should
have a chest x-ray. Anyone with a positive skin
test must have a chest x-ray showing freedom
from active tuberculosis. The certificate should
be submitted to the college's Office of Admis-
sions and Records as part of the college's admis-
sions requirements. A free tuberculosis exam-
ination can be obtained at the Lanakila Health
Center, 1722 Lanakila Avenue in Honolulu.

Special Requirements and
Procedures for Allied

Health/Nursing

The Nurses' Aide Training program is offered
two times (two eight-week sessions) each semes-
ter. Applications for this program are processed
according to the regular college deadlines for
each semester. Applicants are selected on a first
qualified, first selected basis by placement
scores and attendance at an orientation session.

New students are admitted to the allied health
and practical nursing programs at the beginning
of the Fall Semester only, with admission to the
Occupational Therapy Assistant Program, and
the Respiratory Therapy Program occurring only
in alternate years. Next enrollment for these pro-
grams will be in Fall 1983. Further information
regarding admission for specific programs may
be obtained from the Office of Admissions and
Records.

Only a limited number of students can be ac-
commodated in each program. Students will be
selected on a best-qualified basis after comple-
tion of all requirements.

Application period: December 1 to April 30.
During this period testing, orientation, and sub-
mission of required certification (high school
transcript, college transcripts, and graduation
certificates) must be accomplished. Applicants
should make every effort to apply early in the
application period and to meet the testing and
orientation and dates assigned.

Acceptance Review: May 1 to May 15. All ap-
plicants who have been found to be minimally
qualified (by testing) for acceptance will be re-
viewed for acceptance into their desired pro-
gram. Criteria for selection will be based upon:

1. Current level of reading and mathematics
skills as assessed by KCC placement tests.

2. High school C.P.A. levels. The applicants
must request their high schools and col-
leges previously attended to forward direct-
ly to KCC official transcripts of course work
completed.

3. Prior completion of college english, mathe-
matics, and science courses required of pro-
gram (within last 5 years).

4. Prior related medical experience (within last
5 years).

Applicants desiring to have prior medical
experience evaluated for possible inclu-
sion in the selection process must submit
a verification of experience from em-
ployer.

Acceptance Period: May 16 to June 30. After
all required items have been submitted, an appli-
cant is notified by mail of his or her acceptance
or non-acceptance. Hawaii residents have priori-
ty into all programs; therefore, non-residents are
not likely to be admitted.

Students accepted into an allied health or
nursing program are sent a physical examination
form along with the acceptance letter. Satisfac-
tory completion of the health form is required
prior to advising and registration for the pro-
gram.

All documents and transcripts submitted
become the property of the college.
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Tuition and Fees
Tuition and Fee Schedule (Per Semester)

Resident
Tuition
Student

Activity Fee
Total

Nonresident
Tuition
Student

Activity Fee
Total

12 wits
1-11 units	 & above
$3.50 unit	 $40.00

Optional 
	

$ 5.00*
$3.50-$38.50
	

$45.00

12 units
1-11 units	 & above
$38.00 unit 	 $450.00

Optional 	 $ 5.00*
$38.00-418.00 $455.00

*Full-time students (those carrying 12 or more
credits) pay Student Activity Fee. Part-time stu-
dents may pay this fee if they wish to participate
in student activities.

Special Requirements and
Procedures for Legal

Assistant Program

Those persons interested in applying to the
Legal Assistant Program should contact either
the Office of Admissions and Records or the
Legal Assistant Office for information.

To be considered for admission to the pro-
gram, the applicant must complete the follow-
ing requirements:

1. File an application for admission —The Uni-
versity of Hawaii Common Application
Form and a Supplemental Application Form
for Consideration for Admission to the
Legal Assistant Program for Fall, 1983, must
be completed and returned by April 15,
1983, to the Office of Admissions and Rec-
ords, Kapiolani Community College, 620
Pensacola Street, Honolulu, Hawaii, 96814.
Degree candidates are admitted only for
the fall semester of each academic year.

2. File the residency information form includ-
ed in the application.

3. Submit high school and college transcripts
—The applicant should request his or her
school and college to forward directly to
the Office of Admissions and Records,
Kapiolani Community College, 620 Pensa-
cola Street, Honolulu, HI 96814, a copy of
official transcripts of high school and any
college course work attempted. TRANS-
CRIPTS ISSUED TO THE APPLICANTS
CANNOT BE ACCEPTED.

4. Register to take the Legal Assistant Program
Aptitude Test by selecting one of the test
dates indicated in the application brochure
that is available from the Office of Admis-
sions and Records.

Since the admissions process involves an Apti-
tude Test and a Supplemental Application Form,
it is recommended that the applicant begin the
admissions process at least by March 15, 1983 in
order to complete all the requirements by the
deadline date of April 15, 1983.

In late May, applicants will be notified by
mail of their acceptance.

The applicant is responsible to see that all of
the above requirements have been met, as the
college does not send reminders.

All documents and transcripts submitted
become the property of the college.

Admission Requirements for
Foreign Students

Kapiolani Community College is authorized
under federal law to enroll non-immigrant alien
students. However, since priority for admissions
is given to Hawaii residents, only a limited num-
ber of foreign students can be accepted. Compli-
ance is necessary with all regulations of the Im-
migration and Naturalization Service pertaining
to the individual's status, as well as with all regu-
lations of Kapiolani Community College.

General Admissions Requirements, as well as
the following special requirements, must be met
by nonimmigrant applicants:

1. Submit a Supplementary Information Form
(admissions) for Foreign Applicants.

2. Submit high school and college transcripts.
Evidence of academic achievement equiva-
lent to an American high school education
is necessary. The foreign applicant must re-
quest his or her high school and college to
forward directly to Kapiolani Community
College a complete and certified English
translation of his or her secondary school
record. TRANSCRIPTS THAT ARE ISSUED
TO THE APPLICANT WILL NOT BE AC-
CEPTED.

3. Submit an Affidavit of Financial Support
from a U.S. sponsor guaranteeing that no fi-
nancial assistance will be needed and no
employment will be required. Living ex-
penses: housing, food, etc., are approxi-
mately $5,300 per year.

4. Take a health examination and a chest x-ray
within the six-month period just prior to ap-
plication. The health form must be certified
by a medical official and a United States of-
ficial. (Evidence of good health by a doctor
and a United States official is at the stu-
dent's expense.) HEALTH INSURANCE IS
ALSO MANDATORY.

5. Have official test results on the Test of
English as a Foreign Language (TOEFL) sent
directly to Kapiolani Community College.
Applications and/or requests for scores on
this test can be made by writing to Educa-
tional Testing Service, Box 592, Princeton,
New Jersey, or by contacting the American
consulate in your country. HAND-CARRIED
TEST RESULTS WILL NOT BE ACCEPTED
BY THE OFFICE OF ADMISSIONS AND
RECORDS.

All of the above must be received by the Of-
fice of Admissions and Records by the following
dates:

Fall Semester—July 1
Spring Semester— December 1

Applicants will be notified by mail of their ac-
ceptance or non-acceptance.

The applicant is responsible to see that all of
the previous requirements have been met, as the
college does not send reminders.

All documents and transcripts submitted
become the property of the college.

Early Admissions Program

High school seniors may enroll at Kapiolani
Community College and earn college credits
while in high school. Enrollment is limited on a
space available basis to one or two courses for
which prerequisites have been met. Recommen-
dation to enroll at the College from the high
school counselor or principal is required in order
to be an early admission student. Also, the appli-
cation form must be completed and filed at the
Office of Admissions and Records for each se-
mester of enrollment.

Senior Citizen Tuition
Exemption Program

Senior citizens may attend any institution of
the University of Hawaii system on a tuition-
exempt basis if they meet these conditions:

1. Sixty years of age or older at time of regis-
tration for the course.

2. Resident of the State of Hawaii as pre-
scribed by the University's definition of resi-
dency.

3. Meet the prerequisites for admission and
for enrollment in a course.

4. Space is available in the course.

Senior citizens may also take the course as an
auditor.

Admissions requirements are the same as for
other applicants.

The Senior Citizen Tuition Exemption program
does not apply during the Summer Session.

Tuition Payments
For registration to be official, all fees must be

paid in full at the time of registration. University
of Hawaii policy forbids deferred payment of
tuition.
Special Fees
Late Registration Fee

A $2.00 fee for late registration is charged
when a student registers after the announced
days of registration.

Course-Change Fee
For students substituting, adding and/or delet-

ing course(s)/credit(s): A fee of $1.00 shall be
paid each time a student completes a Change of
Registration form. This fee does not apply when
a student withdraws from all of his/her courses
(complete withdrawal from college).

Books and Supplies
The cost of books and supplies usually ranges

from $70.00 to $100.00 per semester for a full-
time student. Where uniforms are required in
certain programs, it is the responsibility of the
student to provide them.

Graduation Fee
A $5.00 fee is payable at the time of submit-

ting an application for graduation. The fee is not
refundable but is applicable to the next applica-
tion if graduation is denied.

Rental of Cap and Gown 	 $5.00

Transcript Fee
No fee is charged for a request of transcript to

be sent to another college within the University
of Hawaii system. A $1.00 fee is charged for a
transcript that is to be sent outside of the Univer-
sity of Hawaii system.

Fees for Dishonored Checks
Checks made out to Kapiolani Community

College or any department of the college which
are returned for any cause:
Drawn on bank within State or Hawaii 	 $5.00
Drawn on bank outside State or Hawaii $10.00

Fees for Noncredit Courses
These fees vary according to the courses of-

fered and will be announced when courses are
offered.

Waiver and Refund Policy on Penalty
Charges

Penalty charges such as late registration fee
and course change fee will not be assessed if it is
determined that the student is not responsible
for the action causing the charge to be levied.
Appeals for waivers of such fees must be made
to the Dean of Students. Additionally, students
or parents who believe that individual circum-
stances warrant exceptions to college policies
concerning tuition and fees may present their
appeal to the Dean of Students.

Financial Obligations
Students who have not met their financial ob-

ligations at any college in the University of
Hawaii system (such as nonpayment of tuition
and fees, bounced checks, fines, loans, or out-
standing library obligations) may be denied grad-
uation and further registration. Grade reports
and transcripts of courses taken at the college
may also be withheld.

Refund Policies

Tuition and Special Course Fees Refund Policy—
Regular Academic Semester

In the event a student initiates before the fifth
week of instruction a complete withdrawal from

FINANCIAL INFORMATION
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the college, or changes from full-time to part-
time status, or completes a change from non-
resident to resident tuition rate if applicable, tui-
tion and special course fees are refunded as
indicated below:

1. 100% refund for complete withdrawal only
if made on or before the last day of regular
registration as announced in the registration
information booklet.

2. 80% refund if complete withdrawal or
change in status or a change from one tui-
tion rate to another tuition rate is made
within the first two weeks of instruction.

3. 40% refund if complete withdrawal or
change in status or a change from one tui-
tion rate to another tuition rate is made
within the third and fourth weeks of instruc-
tion.

4. 0% refund if complete withdrawal or
change in status or a change from one tui-
tion rate to another tuition rate is made
after the fourth week of instruction.

When changes by the college to the published
schedule of classes precipitate a complete with-
drawal, or a change from full-time to part-time
status, or a change from non-resident to resident
tuition rate, and the changes to the published
schedule have occurred after the student regis-
tered, tuition and special course fees are refund-
ed as indicated below upon approval of the col-
lege's Dean of Instruction or Dean of Students:

1. 100% refund if complete withdrawal is nec-
essary and if application for refund is made
within two weeks of the date of change(s) to
the published schedule.

2. The difference between the amount as-
sessed at registration at the start of the
semester and the amount assessed due to
change in status or tuition rate if such a
change is necessary and if application for
refund is made within two weeks of the date
of the change(s) to the published schedule.

After the required approvals have been
secured by the student, the application for re-
fund must be submitted to the college's Business
Office for payment. In no case shall payment of
a refund be made when a student fails to make
application for a refund within two weeks of
date of withdrawal, change in status, or change
in tuition rate.

Student Activity Fee Refund Policy:
1.100% refund of student activity fee if

complete withdrawal is made within the
first two weeks of instruction.

2. No refund of the student activity fee if
complete withdrawal is made after the
second week of instruction.

3. No refund of the student activity fee in
cases of voluntary change from full-time
to part-time status after the second
week of instruction.

Tuition and Special Course Fees Refund
Policy— Modular, Summer Session, and
College of Continuing Education Courses

1. For credit courses:
a. 100% refund for complete withdrawal if

made on or before the last working day
before the first day of instruction.

b. 80% or 40% refund in accordance with
the schedule below, which is based on
length of term of the course and the in-
structional day in which withdrawal is
made:

Term
1 week
2 week
3 week
4 week
5 week
6 week
7 week
8 week
9 week

10 week

80% Refund
No refund
1st day
1st - 2nd day
1st- 2nd day
1st - 3rd day
1st - 3rd day
1st - 4th day
1st - 4th day
1st- 5th day
1st - 5th day

40% Refund
No refund
2nd day
3rd day
3rd - 4th day
4th - 5th day
4th - 6th day
5th - 7th day
5th - 8th day
6th - 9th day
6th -10th day

c. No refund if withdrawal is made after
the day indicated in the 40% refund col-
umn above.

2. For noncredit courses or workshops:
a. One to five weeks in length-100% re-

fund for complete withdrawal if made
on or before the last working day before
the first day of class meeting; thereafter,
no refund.

b. Six weeks or longer in length-100% re-
fund for complete withdrawal if made
on or before the sixth working day after
classes begin; thereafter, no refund.

Financial Aids Program
Assistance is provided for classified students

who may qualify for financial assistance if col-
lege costs are greater than the amount of money
they can reasonably contribute to their educa-
tion. The campus's Financial Aids staff will
develop a "package" of financial aids for such
students consisting of one or more of the follow-
ing types of assistance:

1. Scholarships/Grants
a. Hawaii State Scholarship (H.S.S.)

(1) Full-time students (12 or more
credits)

(2) Bonafide resident of Hawaii
(3) Covers tuition and student pays only

for activity fee
b. Hawaii	 Student	 Incentive	 Grant

(H.S.I.G.)
(1) Full-time student (12 or more credits)
(2) Bonafide resident of Hawaii
(3) Eligible for the Pell Grant
(4) Student pays only for student activi-

ty fee
c. Tuition Waiver

Covers the cost of tuition. Applicants
are selected by the College.

d. Pell Grant
At least half-time student (6 or more
credits)

e. Supplemental Educational Opportunity
Grant (S.E.O.G.)
(1) At least half-time student (6 or more

credits)
(2) Maximum of $2,000 per year

2. Loans
a. National Direct Student Loan (N.D.S.L.)

(1) At least half-time student (6 or more
credits)

(2) Long-term loan, no interest while at-
tending school, 5 percent interest
during repayment period, $90 quar-
terly repayment

(3) Cancellation privileges for those go-
ing into certain fields

(4) Maximum loan: $3,000 for the first
two years of college

b. State Higher Education Loan (S.H.E.L.)
(1) Full-time student (12 or more credits)
(2) Long-term loan, no interest while at-

tending school, 3 percent interest
during repayment period, $45 quar-
terly repayment

(3) Maximum loan: $3000 for the first
two years of college

c. Guaranteed Student Loan Program
(1) At least half-time student (6 or more

credits)
(2) Loan obtained directly from private

lenders such as banks, credit unions,
savings and loan associations, etc., 9
percent interest, requires a special
application which is available at
Financial Aid Office.

d. Short-Term Emergency Loan
(1) At least half-time student (6 or more

credits)
(2) No interest, must be repaid within 60

days
(3) Financially responsible cosigner nec-

essary
3. Employment

College Work Study Program (C.W.S.P.)
(1) At least half-time student (6 or more

credits)
(2) On-campus employment during aca-

demic year and vacation periods
(3) Student may only earn up to ceiling

amount as established by the Finan-
cial Aid Office

ALL FINANCIAL AID PROGRAMS ARE SUB-
JECT TO CHANGE DUE TO LEGISLATIVE AC-
TION.

Financial aid applicants must be citizens, na-
tionals, or permanent residents of the U.S.A.,
Northern Marianas, Trust Territory, or must pro-
vide Form 1-94 from the Department of Immigra-
tion and Naturalization.

Students who wish to be considered for finan-
cial assistance must: submit the Financial Aid
Form (FAF) to College Scholarship Service. For
further information call or write to the Financial
Aid Office of the college.

Student Services
The Kapiolani Student Services Depart-

ment is comprised of several offices, all of
which have as their major objective the
support of the student. Student Services is
organized to assist the student not only
academically but also in the areas of self-
assessment of values and career options.

There are four primary locations for stu-
dent assistance. The three located on the
Pensacola campus are: 1) The Student Ser-
vices Center in Bldg. 851, 2) the Career and
Personal Development Center in Bldg. 867,
and 3) the Help Center in Bldg. 858. The
other Student Services Center is found in
Bldg. 926 on the Diamond Head campus.
Office hours for all student service opera-
tions are 8:00 a.m. to 4:30 p.m., Monday
through Friday. Evening counseling is avail-
able at Bldg. 867 only, between 4:30 to 7:00
p.m., Monday through Thursday.

Career Guidance
The Career and Personal Development Center

(Bldg. 867) is a centralized office which provides
the student with comprehensive career guidance
support in the form of one-to-one counseling, vo-
cational testing, and a wide variety of career
search information materials located in what is
called the Career Resources Library. Information
on nationwide college programs can also be
found here. Career Kokua, a computerized
Career Information System containing current
data on local occupations, is available for stu-
dent and faculty use. All students should use the
facilities of this center to maximize their career
exploration.

The Cooperative Education Program and the
Job Placement Office, also housed in the Career
Center, offer additional opportunities for stu-
dents to explore various career options through
actual on the job experience.

Information Services
One of the Student Services Center's (Bldg.

851) main functions is to provide the student

with information on admissions, college proce-
dures, and locations of campus facilities. How-
ever, several other materials and services are
also available at this counter in the form of cam-
pus maps, a lost and found, college forms, and
financial aid form (FAF). Program information
sheets outlining course requirements may be ob-
tained, as well as information about other Kapio-
lani Community College programs in which a
student may be interested.

Counseling
Counselors are available at all four Student

Services locations to assist prospective as well
as enrolled students with educational, personal,
and vocational problems and concerns. There
are counseling services in the areas of student
self-evaluation, selection of vocations, and pro-
gram planning. In addition to individual and
group counseling sessions, a unique Self Advis-
ing Materials (SAM) program is available to help
students in their second and subsequent semes-
ters selection of courses. This computer gener-
ated program enhances the selection of courses

STUDENT AFFAIRS
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to complete graduation requirements in the
shortest amount of time. All students should
make use of this program each semester.

Testing Service
Placement tests are given to those students

who are new to college or have not yet complet-
ed their English or Math course requirements.
These tests are designed to evaluate the stu-
dent's ability to profit from college-level training
and to better assist students and their advisor's in
planning the student's program of study. Several
vocational tests and interest inventories are also
available to the student, upon request, to assist
them in narrowing their possible career choices.

Special Student Services
The Special Student Services Office (Help

Center) in Bldg. 858 provides assistance to the
physically disabled and/or disadvantaged stu-
dent. It is the primary mission of this office to
enable these students to maximize survival skills
in both the social and academic world and to
help in the achievement of their educational and
vocational goals. Educational support services
for Special Students include counseling, advis-
ing, orientation, academic skills development,
and other enrichment programs to help the stu-
dents maximize their educational potential.
Kapiolani Community College's tutorial program
for assisting the educationally disadvantaged
student has been expanded by the development
of a tutorial course which trains enrolled stu-
dents in peer tutoring. All students who qualify
for a specific subject area should apply to the
Special Student Services Office at the beginning
of the semester. There is always a need for tu-
tors.

Employment Placement
Students are assisted in obtaining both part-

and full-time employment through the Job
Placement Office located in the Career Center,
Bldg. 867. Any former student of Kapiolani Com-
munity College is also welcome to use this ser-
vice. Specific employment opportunities will be
kept current by a newly computerized system
which lists many available off-campus jobs for
Kapiolani students. On-campus positions are
also available. However, many of these are filled
by students who qualify for the College Work
Study program. Many other job openings go un-
filled, however, so see the Job Placement Office
for possible positions which may fit with your
schedule of study.

Kapiolani Community College is currently ex-
panding its Cooperative Education Program and
many of the listed job opportunities may not
only provide you with additional funds, but may
also qualify you for extra college credit. Visit the
Cooperative Education Program office, also lo-
cated in the Career Center, for more information
on opportunities for earning college credit for
your work experience.

Health Service
At the present time Kapiolani Community Col-

lege has no on-campus health service program.
In case of emergency, the student should be re-
ferred to the Student Services Center, telephone
number 531-4654, ext. 198 (Pensacola) and
735-3148 (Diamond Head).

Insurance
A student medical insurance plan is available

at the time of registration. This insurance offers
protection against the expense of unexpected ill-
ness and accidental injury. Information is avail-
able at the Student Services Center.

Housing
Kapiolani Community College does not main-

tain dormitories. Occasionally, the Student Ser-
vices Center receives requests for students to do
housework, babysitting, and other family ser-
vices in exchange for room and board. Interested
students should check with the counselors.

Transportation
Because of the limited parking space avail-

able on the Pensacola campus, students are en-
couraged to use the city bus. A direct bus route
is available between the Pensacola and Dia-
mond Head campuses.

Veteran Services

The college is approved for veterans training
under the G.I. Bill, and eligible students may re-

ceive financial assistance as provided for by the
Veterans Readjustment Benefits Act and the
War Orphans Assistance Act.

Counseling and testing are available to the
veteran to assist in the selection of a college pro-
gram or career development. Tutorial and devel-
opmental programs are also offered to the veter-
an when needed. All veterans are advised to visit
the Veterans' Affairs Office regarding V.A. bene-
fits and help in expediting pay and other prob-
lems.

Veteran students are required to register only
for courses leading to a degree or certificate as
outlined in the college catalog. Veteran students
must graduate within the credit limits estab-
lished for one's program of study. Liberal arts
majors are not allowed to take courses listed
below 100. No veterans benefits recipient will be
authorized to take more elective courses than
his program allows.

Veteran students who transfer from other col-
leges are required to write to each college they
have attended (regardless of whether or not the
courses or programs were completed) and have
those colleges send an official copy of their tran-
script directly to Kapiolani Community College
for possible transfer credit. NO HANDCARRIED
TRANSCRIPTS WILL BE ACCEPTED.

Each V.A. recipient must notify the Veterans'
Affairs Office when initiating changes in regis-
tration (regardless of the number of credits in-
volved), changes in major, complete withdraw-
als, and any other transaction that may affect
one's benefits.

Applicants for advanced pay should apply
two months prior to the beginning of classes for
the semester in which they plan to enroll. No ap-
plicant for advanced pay will be given the ad-
vanced paycheck until officially registered,
which means having paid one's tuition with one's
own resources and having received the fee re-
ceipt from the Business Office.

Veteran recipients on probation or who do not
maintain the school's academic standards may
jeopardize the privilege of receiving their bene-
fits. Consult the Veterans' Affairs Office regard-
ing this matter. Read the catalog requirements
regarding academic regulations—These apply to
you!!

Veterans are not paid for NC, W, or other non-
punitive grades. These grades are reported to
V.A. Receiving a nonpunitive grade may result in
an overpayment. When you receive such a
grade, you must report it immediately to the Vet-
erans' Affairs Office.

CO-CURRICULAR
STUDENT ACTIVITIES

Associated Students of
Kapiolani Community College

Students enrolled in 12 or more credits auto-
matically become regular members of the asso-
ciation. Students enrolled in fewer semester
hours may become associate members by pay-
ing the required activity fee.

The major bodies which constitute the ASKCC
are the following:

Senate
The Senate of the Associated Students of Ka-

piolani Community College is the representative
body through which all business of the associ-
ation is conducted. It is the official channel of
communication between students and the col-
lege administration. Students are encouraged to
actively participate in the various committees
and boards.

Board of Athletics
The college offers intramural sports for stu-

dents in those sports in which there are enough
interested participants.

Board of Activities
The Student Activities Program is an integral

part of Kapiolani Community College's educa-
tional program. The objective of the Student Ac-
tivities Program is to provide opportunities for
student development and recreation through
participation in athletic, cultural, educational,
and social experiences.

The college offers a variety of social and edu-
cational clubs and organizations for students. In-
terested students should inquire at their instruc-
tional departments and/or the Student Activities
Office for more information.

Board of Publications
The student newspaper, the KAPIO, is pub-

lished by students and is supported through
ASKCC funds. Students interested in submitting
articles and/or in participating in publication of
KAPIO should inquire at the KAPIO Office.

Student Regulations

Parking
Because space is limited at the Pensacola

Street Campus, the lottery method is used to pre-
pare a list of eligible purchasers for parking
permits. No permits are required as yet for the
Diamond Head Campus. Instructions for partici-
pation in the lottery are available during regis-
tration.

Students are expected to familiarize them-
selves with the parking and traffic rules of the
college, as established by the Board of Regents.
These regulations are available at the bookstore,
the Student Services Center, and the Business
Office.

Student Conduct
Students are expected to observe college and

community standards of conduct. Unauthorized
use of intoxicating beverages is prohibited on
the campus. THE CONSUMPTION OR POSSES-
SION OF ANY SUBSTANCE CLASSIFIED AS
NARCOTIC BY LAW IS PROHIBITED ON CAM-
PUS. SMOKING IS PROHIBITED IN CLASS-
ROOMS.

Students in training for professions in health
services and food services which require par-
ticular uniforms should observe the guidelines
set forth by their departments.

BOR Policy Statement
The Board of Regents of the University has ap-

proved a policy statement which establishes
guidelines for behavior on all campuses. Perti-
nent sections of the statement are:

"The two categories of impermissible be-
havior, stated ... apply equally to every
member of the academic community ... in-
cludes the staff, faculty and students ...

Category 1. A member of the academic com-
munity may not behave towards another mem-
ber, even in the name of his or her convictions or
his or her rights to academic freedom, in a man-
ner denying or interfering with another mem-
ber's expression of convictions, right to aca-
demic freedom, or the performance of his or her
legitimate duties or functions.

Category 2. Behavior intended directly or indi-
rectly to interfere with or disrupt the processes
of teaching, learning, or research or those pro-
cesses or conditions furthering or facilitating
these activities is impermissible behavior. An in-
terference or disruption exists when any of these
processes can no longer take place in the
planned, normal, or customary form given to
them by those legitimately responsible for them
or when any of these conditions has essentially
ceased to exist. Processes or conditions further-
ing or facilitating teaching, learning or research
as used in the first sequence of this paragraph in-
clude the administration of the University."

Sanctions. "In addition to restitution where
restitution is appropriate, the sanctions for a
member of the academic community who has
engaged in impermissible behavior shall range
from reprimand and censure, through suspen-
sion for a definite period of time, to expulsion or
dismissal."

Procedure for investigation and adjudication
of alleged impermissible behavior are specified
for each campus individually.

The full statement of the Board of Regents'
policy and of the Kapiolani Community Col-
lege's procedures are available in the offices of
the Provost, Instructional Services, the Dean of
Students, and the Coordinator of Student Activi-
ties.

Student Academic Grievance Procedure
The college has developed procedures by

which students may seek remedy if they feel
they have been treated arbitrarily and capri-
ciously in academic-related matters. Copies of
the procedures are available in the Offices of
the Dean of Students, Dean of Instruction, and
the Department Chairmen.
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Student Classification

Students are classified as follows:
Classified—Students enrolled in an organized

curriculum leading to a degree or certificate.
Unclassified—Students not enrolled in an or-

ganized curriculum leading to a degree or certif-
icate.

Full-time—Students enrolled for 12 or more
semester hours.

Part-time— Students enrolled for 11 or less se-
mester hours.

For registration purposes, students are classi-
fied as follows:

First Time Student—A student attending a
post-secondary institution (beyond high school)
for the first time.

Continuing Student— A student who has regis-
tered for credit at the College during the previ-
ous semester (excluding summer session).

Returning Student—A student who was last
enrolled at the College and is returning to the
College after an absence of one or more semes-
ters.

Transfer Student— A student who was last en-
rolled in another academic institution of post-
secondary nature with acceptable credits.

Course Registration,
Withdrawals and Other Changes

Registration
Registration dates are listed in the College

Calendar and Schedule of Classes. An entering
student will be sent registration information by
mail.

Before each semester begins, the college pub-
lishes a class schedule with important registra-
tion instructions and lists courses, class hours
and location, and instructors.

Orientation, Placement Tests,
and Academic Advising

All new students with no previous college-
level work must report for orientation, place-
ment testing and academic advising. Students

P who are returning to the college or transferring
from another college are strongly encouraged to
attend these specially scheduled sessions. Orien-
tation sessions provide students with an intro-
duction into the college. Specific information
concerning registration procedures and aca-
demic counseling is provided by the counselors.

Placement test sessions are scheduled
throughout the spring and summer for incoming
fall students and in the autumn for incoming
spring students, as well as for enrolled students
who plan to register for English and math
courses. Placement tests or satisfactory comple-
tion of a prerequisite course are required for en-
rollment in certain courses in the following pro-
gram areas:

Science	 Journalism
English	 Speech
Foreign Language	 Reading
Mathematics

Individual prerequisites to specific courses
are found in the course offering section.

Unit Load Limitations
Nineteen semester hours is the maximum that

may be taken by a student. A student wishing to
enroll in additional credits must obtain permis-
sion from his or her academic advisor.

A foreign student holding a F-1 visa is required
to carry at least 12 semester hours each semester
and complete his or her program of study ac-
cording to the period specified on the 1-20 form.

Auditing Courses
A student may audit classes upon securing the

approval of the instructor. The student shall pro-
cess and file the appropriate form with the Of-
fice of Admissions and Records during registra-
tion or within the change of registration period.
(Refer to College Calendar.)

An auditor attends classes as a listener. He or

she may take part in discussions or examinations
but receives no credit. Auditors may change to
credit status after registration with the approval
of the instructor if all course requirements have
been met. Students taking the class on credit
status may also change to audit status. All
changes must be submitted to the Office of Ad-
missions and Records within the change of regis-
tration period. (Refer to College Calendar.)

The regular tuition fee is paid by a student
who audits the class.

Concurrent Registration
Students at one campus within the University

of Hawaii System may register concurrently at
another campus providing the course they wish
to take is required for their program and is not
available at their "home" campus. Such stu-
dents must also be enrolled at the home campus
for at least one-half the courses they are taking
that semester. Students who are academically
suspended or dismissed at the second campus
are not eligible to enroll concurrently at that
campus.

Students must obtain an Application for Con-
current Registration Form (signed by their ad-
visor) from their home campus. At Kapiolani
Community College, this form is available at the
Student Services Center. Students must file this
form and application for admission at the cam-
pus they wish to attend. A new application for
concurrent registration must be submitted each
semester.

Enrollment will be permitted only if there is
space available in the course(s). If courses have
established prerequisites, these must be. met.
Concurrent registrants may not register for more
than two courses at the second campus unless
the required courses are available only at the
second campus.

Tuition and other fees are charged in accor-
dance with the campus's part-time fee schedule
as noted in this catalog under "Tuition and
Fees."

Change of Registration: Adds and Drops
Adding or dropping a course is official only

after the student has submitted a Change of Reg-
istration form and has paid the required fee to
the Business Office. A $1.00 fee is charged each
time a student adds or drops classes.

Courses may be added only during the change
of registration period stated in the College Cal-
endar.

Official course withdrawals during the first
three weeks of semester will not be noted on the
student's record. Courses may be dropped from
the fourth to the ninth week of instruction with
the consent of the instructor. These drops will be
indicated with a "W" in the student's record.
After the ninth week, no withdrawals are permit-
ted except for unusual or extenuating circum-
stances beyond the student's control. These
withdrawals require the consent of the Dean of
Students. Veteran students must also notify the
Office of Veterans' Affairs of their withdrawal
from any courses.

Students who never attend or cease to attend
classes without officially withdrawing should be
aware that an "F" may be awarded by the in-
structor. Students should also be aware that
some colleges do not look with favor on records
with excessive withdrawals. Similar attitudes oc-
cur among employers and scholarship grantors.

Complete Withdrawal from College
Students who wish to completely withdraw

from the College shall submit the Complete
Withdrawal Form to the Office of Admissions
and Records by the deadline date set forth in the
College Calendar. Students withdrawing com-
pletely by the Last Day of Erase Period deadline
will not have their course registrations noted on
their records. Students withdrawing between the
fourth and ninth week of instruction and there-
after will have a "W" for each course noted on
their records. After the ninth week, withdrawals
are not permitted except for unusual or extenu-
ating circumstances beyond the control of the

student. These withdrawals require the approval
of the Dean of Students.

Students who withdraw and wish to enroll in a
subsequent semester must reapply by the speci-
fied admissions deadline.

Attendance Regulations
Regular attendance at class and laboratory

sessions is expected for all courses in which the
student enrolls. Unavoidable absence should be
explained to the instructor concerned.

Students on the official enrollment list who
never attend class from the beginning of the se-
mester may be graded with an "F."

Changes of Program of Study
A student wishing to change his or her pro-

gram of study may do so by obtaining the ap-
proval of the appropriate academic advisor. The
appropriate form must be completed and sub-
mitted to the Office of Admissions and Records.
Changes in program will not be processed during
the registration periods.

No-Show Policy

A student who registers must attend:
a. either the first or second session of a

class which meets two, three, four or
five times a week
OR

b. the first session of a once-a-week, or
modular class.

Otherwise, the student will be officially dropped
from the course as a "No-Show."

Procedure:
1. the instructor shall officially disenroll the

student by reporting to the Department
Chairperson on an official droplist form.
The Department Chairperson shall tally all
such drops to accumulate class openings to
be used during late registration and the
class change period. After tallying, the De-
partment Chairperson shall forward reports
to the Office of Admission and Records.

2.The student should notify the instructor of
intent to attend classes when emergencies
preclude required attendance as noted
above, to avoid being dropped from class.

3.Withdrawal of no-show students initiated
by the College will not be recorded on the
permanent record card.

4. No automatic tuition refunds will be made
for no-shows. The student must request re-
funds. Refunds will be made according to
College's refund schedule. (See Schedule of
Courses or Catalog.)

Disappearer Policy

Students who have ceased to attend class and
do not officially withdraw from the class are
considered "disappearers." Students who have
stopped attending class and do not officially
drop the class by the deadline date may receive
the grade of "F." A student who has a justifiable
reason for temporarily not attending classes
must notify the instructor or department chair-
person. A student who wishes to withdraw from
a class must do so before the deadline date. (See
"Change of Registration: Adds and Drops" and
"Complete Withdrawal from College.")

Credits, Grades, and Examinations

Scholastic Standards
To be considered in good standing and to be

eligible for graduation, a student must have a
cumulative grade point average of not less than
2.0 (C).

Scholastic Honors
A student who earns a cumulative 3.5 or bet-

ter grade point average in a full-time program in
any one semester is included on the Dean's List.

Students who establish at least a cumulative
3.5 grade point average for their entire period of
study will receive their degrees with honors.

ACADEMIC REGULATIONS
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Credits
A credit (also called a semester hour or a

credit hour) is given to a student for work satis-
factorily accomplished during one hour per
week of classroom instruction. Laboratory or
field work required in addition to the basic class-
room instruction varies; and such work may
carry credit (usually two or three hours in labora-
tory or field work for 1 credit) or it may carry no
additional credit. The normal division of time for
classroom instruction and preparation is two
hours in preparatory work for one hour in the
classroom. Thus, a 3-credit course signifies that
the class usually meets three hours a week and
that the student is expected to spend six hours in
preparation of assignments.

Grades
The following grading system is used at Kapio-

lani Community College:

A	 —excellent achievement
B —above average achievement
C	 — average achievement
D —minimal passing achievement
F	 —failure
CR —credit; used to denote work deserving

the credit at "C" level or better for courses
taken by the student on CR/NC grading op-
tion. Students must specify this option at
the time of registration.

NC — no credit; given to denote minimal
achievement or failure under the CR/NC
grading option.

Enrollment Symbols
W —Withdrawal after the first three weeks.

— Incomplete; used to indicate that the
student has yet to complete all required
course work.

The student must initiate the request for an in-
complete grade prior to the instructor's submis-
sion of final grades. The student should obtain
the request form from the Admissions and Rec-
ords Office, obtain the instructor's approval and
signature, and return the form to the Admissions
and Records Office by the official "end of the
semester" date published in the catalog. The "I"
symbol can be given only at the time an instruc-
tor submits the final class grade sheet.

Students receiving an "I" should consult the
instructor to determine the steps for completing
the incomplete work. The incomplete work must
be made up within the first eight weeks of the
following semester or the "I" will be automati-
cally converted to an "F."

When a student completes the required work
prior to the deadline, the instructor will initiate a
change of grade that takes the completed work
into consideration. The "1" makeup grade will be
computed in the student's GPA of the semester
during which the grade is earned.

Grade Point Averages (GPA)
Grade point averages will be computed on a

four-point scale as follows:

A —4 grade points per semester hour
B —3 grade points per semester hour
C —2 grade points per semester hour
D —1 grade point per semester hour
F —0 grade point per semester hour

The grade point average shall be computed by
dividing all grade points received by semester
hours attempted. Grades of "CR" and "NC" are
not included in the computation. If a course in
which a "D" or an "F" grade has been received is
repeated and a better grade is earned, the new
grade shall be used in the grade point computa-
tion. The "D" or the "F" grade remains on the
student's record, but it will not be used in the
grade point computation.

Repetition of Courses
Students may repeat college courses in which

a grade lower than "C" was received. The credit
will be allowed once for a course, but students
will receive the higher grade and grade points.
The original grade shall not be used in the grade
point computation. Students may repeat certain
courses for additional credit, if so indicated in
the course description. Students may not repeat
a course for which a "CR" grade was awarded.
Students who intend to transfer are reminded
that many colleges and universities do not per-

mit the substitution of higher grades when com-
puting grade point averages and will compute
the grade point average according to their own
standards.

Grade Reports
Grades are mailed to the student at the end of

each semester and of each summer session. All
changes of address should be reported immedi-
ately to the Office of Admissions and Records.

College Credit Equivalency Program
Kapiolani Community College recognizes that

education occurs in a variety of settings and
ways other than through the regular credit
courses offered by accredited colleges and uni-
versities. Therefore, the College provides
options which allow students to demonstrate
competencies gained through non-classroom ex-
periences and to earn college credits for them.

Any student enrolled in the college and who
believes he has acquired the equivalent of a
course through experience or training may peti-
tion the College for the granting of appropriate
credit for that course. Credits earned by the
equivalency method may not be used to satisfy
the college residency requirements.

Kapiolani Community College recognizes the
following options for earning equivalent college
credit:

• The College Level Examination Program
(CLEP) and the Advanced Placement Exami-
nations of the College Entrance Examina-
tion Board

• The Credit by Examination process (Chal-
lenge Exams)

• The Military Service School evaluation pro-
cess

Detailed information regarding policy and pro-
cedures for obtaining equivalent college credit
by the methods listed above is available from
Office of Admissions and Records.

Credit/No Credit Option
A student must specify this grading scheme

option at the time of registration.
The major purpose of the credit/no-credit op-

tion is to encourage students to broaden their
education by venturing into subject areas out-
side their fields of specialization without haz-
arding a relatively low grade.

A student may choose to take courses on a
credit/no-credit basis, provided he is not on aca-
demic probation and the course is not part of the
general education and major requirements.
Some courses in the general education and ma-
jor requirements, however, have mandatory
credit/no-credit grading.

Credits, but not grade points are awarded for a
"CR" grade.

Students expecting to transfer to a four-year
institution should study that institution's policy
on accepting CR/NC .grades before selecting the
option.

Transfer Credit
A student transferring from another institution

may be allowed credit(s) for his or her previous
training. Grades received for transferable
courses are not computed into the student's
grade point average. The student is responsible
to have transcripts of previous work sent directly
to the Office of Admissions and Records by the
institution previously attended and complete a
Request for Transcript Evaluation form at the
Office of Admissions & Records. To be eligible
for a degree or certificate, the final 12 credits
must be earned at Kapiolani Community Col-
lege.

Academic Probation,
Suspension, Dismissal

Academic Probation
Any student earning less than a cumulative 2.0

grade point average will be placed on academic
probation. (Grades of "I" and "NC" will not be
computed in the student's grade point average.)

A student on probation will be allowed to en-
roll for a maximum of 12 units of work per se-
mester unless the academic advisor allows more
to be taken.

A student on academic probation who subse-
quently achieves a cumulative 2.0 grade point
average will be removed from academic proba-
tion.

Academic Suspension
A student on academic probation who fails to

achieve at least a 2.0 grade point average for
courses undertaken in his or her probationary se-
mester shall be suspended for one semester.
(Grades of "I" and "NC" wil not be computed in
the student's grade point average.) However, a
student suspended at the end of the spring se-
mester is eligible to attend the summer session
immediately following that spring semester. If
the student raises his or her cumulative GPA to
2.0 or higher at the end of the summer session,
the suspension will be rescinded.

A suspended student is placed on academic
probation upon his or her return to the college
and must comply with the conditions set forth
for probationary students. Failure to achieve at
least a 2.0 grade point average for courses
undertaken in his or her probationary semester
will result in academic dismissal from the col-
lege.

Academic Dismissal
Students are dismissed when they have been

previously suspended and have failed on read-
mittance to maintain a CPA of at least 2.0 in the
probationary semester.

Notice of Changes

The University reserves the right
to make changes in certain fees, fac-
ulty assignments and time sched-
ules; to cancel classes when neces-
sary; and to set maximum limits for
enrollment in certain classes. Notice
of such changes will be given when
possible.
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COMMUNITY SERVICES
Introduction

Community Services is the identification, devel-
opment, delivery, and evaluation of educational
activities for the community not offered by the
regular instructional units. These activities in-
clude:

1. Community Education: On and off-campus
non-credit courses; off-campus credit
courses; workshops; conferences; appren-
ticeship courses; career upgrading courses;
leadership and advocacy training, senior
citizen programs. For suggestions or further
information contact the Office of Commu-
nity Services at 735-3511.

2. Community Development: Assistance in use
of campus facilities; referral source to the
community for obtaining on-campus per-
sonnel as consultants; providing cultural
and other leisure-time activities. For infor-
mation contact the Office of Community
Services.

3. Community Relations: Provide public rela-
tions services through Newsletters and
other public announcements; assist in liai-
son activities with community organiza-
tions; assist and host campus visitors.

Community Education:
Non-Credit Program

The college's developing non-credit program
serves the educational needs of those students
who do not require formal credit. Non-credit of-
ferings include a variety of courses, workshops
and short-term training programs offered on-
campus, at both the Diamond Head and Pensa-
cola campuses. The college encourages people
to share their skills, talents or ideas and to sug-
gest non-credit courses or workshops. The col-
lege will try to serve these expressed needs
through direct offerings or referral to other more
appropriate agencies. For suggestions or further
information contact the Office of Community
Services at 735-3511.

Of special importance is the college's Senior
Citizen Education Program, designed to increase
educational opportunities for persons 60 and
over in the East Honolulu area.

The senior citizen tuition-free credit or non-
credit program seeks to encourage seniors
throughout the community to participate in
meaningful activities as well as to develop and
share their talents with others. Courses, work-
shops and seminars are also developed in re-
sponse to academic needs expressed by seniors.
The majority of courses are held during the day
and in community facilities easily accessible to
the students.

Community Education:
Off-Campus Credit Program

The offering of the college's credit program in
off-campus settings is intended to serve those
for whom the on-campus site is inappropriate.
This may be students whose work schedule or
transportation difficulties prevent on-campus at-
tendance. There are also instances where an off-
campus site offers a better learning environment
or accessibility to equipment or people not
readily available on campus.

Community Education:
Career Upgrading and Apprenticeship
Program

The Career Upgrading and Apprenticeship
programs include job-related skill training for
students already employed in industry. These
courses are coordinated through either the in-
dustry's or union's educational program.

Community Education:
Leadership and Advocacy Programs

The college working closely with community
organizations and service agencies can develop
and offer programs related to improving the gen-
eral community. Special emphasis is given to
meeting the needs of the neighborhood boards,
the handicapped, and the elderly.

Community Development:
Facilities

Beyond normal class scheduling, Kapiolani
Community College makes available to both the
college community and the community-at-large
nearly all of its facilities. Groups must ordinarily
be either college-sponsored or non-profit organi-
zations. Nominal rental fees are charged to out-
side groups.

To reserve facilities, an organization com-
pletes a facilities request form at the Office of
Community Services (735-3511). All facilities are
reserved on a first-come, first-served basis.

Community Development:
Referral Consultation Services

Training and Consultation. The staff of the Of-
fice of Community Services and the faculty and
staff of the college are available to groups and
organizations to conduct training and provide
consultation in a variety of specialized subject
areas.

Community Relations:
Public Relations and Liaison

The Office of Community Services assist with
activities designed to disseminate information to
the community concerning the college and to as-
sess community needs and interests. The Office
publishes special newsletters, brochures, and
other publications for distribution to the general
public.

A Community and Staff Resource Center is
maintained at the Diamond Head Campus (Bldg.
924, Room 102) with software materials on fam-
ily planning, personal hygiene, leadership tech-
niques, community organization techniques,
and personal development. These materials may
be borrowed by the general public.

An areawide Advisory Committee has been es-
tablished to participate in formulating policies
and programs for the college.

For more information or a request, contact the
Office of Community Services (735-3511).

TRANSFER INFORMATION

Transfer Programs

The college's liberal arts curriculum and some
of the vocational courses are designed to enable
a student to transfer to the upper division of a
four-year college or university. However, en-
trance requirements for the various four-year
colleges and universities are not uniform. Stu-
dents should familiarize themselves with the re-
quirements of the colleges and fields of study of
their choice. They should consult with their fac-
ulty advisors in order to arrange a program that
will meet these requirements as well as permit
them to graduate from Kapiolani Community
College.

Transfer Procedures

The following steps should be taken in apply-
ing for admission to a four-year institution:

1. Write for application forms and transfer
procedures from the admissions offices of
colleges being considered in sufficient time
to meet the college deadline.

2. If examinations are required, register for
them.	

3.Check with the Student Services Center re-
garding transcripts and other details.

4. Follow-up to check whether transcripts
were sent/received.

For students wishing to transfer to the Univer-
sity of Hawaii, Manoa Campus, the application
period is December 1 to May 1 for the fall semes-
ter and June 1 to November 1 for the spring se-
mester. Students are advised to check require-
ments of the college of their choice since some
colleges on the Manoa Campus have earlier
deadlines. In addition students should familiar-

ize themselves with the articulation policy in ef-
fect among the community colleges, the Hilo,
West Oahu, and Manoa campuses.

UH-Manoa Transfer Policy

The following conditions of transfer are effec-
tive:

1. Transfer Students: Students may transfer be-
tween campuses of the University of Hawaii
system provided they meet the require-
ments of the program into which they wish
to transfer.
a. Students not originally accepted to

Manoa Campus may transfer to Manoa,
without taking an entrance examination,
after they complete a minimum of 24
credits in college transfer courses at a
community college and they meet re-
quirements for continuing registration at
Manoa.

b. Students originally accepted at Manoa
who elect to begin at a community col-
lege need not complete 24 credits be-
fore transferring to Manoa, but they
must meet the GPA required of Manoa
students for continued registration.

c. Students on academic suspension from
Manoa who choose to attend a commu-
nity college for college transfer work
must earn at the community college a
minimum GPA of 2.0 in order to return
to Manoa. Students should be aware
that if they sit out the suspension semes-
ter, they can return to Manoa automati-
cally; but if they. choose to attend a
community college, they are subject to
the 2.0 requirement in college level
courses.

d. Students dismissed from Manoa who at-
tend a community college may return to
Manoa only by application to the appro-
priate Manoa college. This same proce-
dure is followed by dismissed students
who do not attend school.

2. Credit Transfer
Credit for courses numbered 1-99 will be
transferred from Kapiolani Community Col-
lege only upon approval of the receiving in-
stitution.
a. Credit for courses numbered 100-299

will transfer to Manoa.
b. Credit for the "D" grade will transfer to

Manoa Campus.
c. Manoa accepts no more than 60 semes-

ter credits in transfer from a junior or
community college.

d. Students wishing to transfer to any other
four-year college should consult the reg-
istrar there for transfer information.

3. Grade Point Transfer
Manoa Campus will not include community
college GPA in the Manoa Campus's cumu-
lative CPA.
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Certificate of Completion

A Certificate of Completion is a credential
awarded to students who successfully complete
certain occupational courses or course se-
quences specified by the college. Programs are
designed primarily for students who need short-
term training or job upgrading. The required
number of credit hours shall not exceed 23.

The Certificate of Completion is awarded at
the end of short-term courses in Nurses' Aide
Training, Court Reporting, Receptionist-File
Clerk, Payroll and Accounts Clerk, Dining Room
Service, Short Order Cookery, Cold Food Pantry,
Storeroom Operations, and Data Entry Clerk. In-
formation about these programs is available
from the department chairpersons.

Associate in Science (A.S.) Degree

The Associate in Science degree is awarded to
students successfully completing a two-year pro-
gram of vocational-technical courses and relat-
ed general education courses. The purpose of
the A.S. program is to prepare students for gain-
ful employment. In addition, courses in the legal
assistant program and some allied health
courses are transferable to baccalaureate pro-
grams in applied fields.

The requirements for the Associate in Science
degree are:

1. Required credit hours: 60 to 65, unless exter-
nal requirements exceed this number.

2. Minimum grade point average: 2.0, al-
though specific programs may require a
higher GPA.

3. Minimum general education requirements:
See below and check program requirements
in your major area.

4. Courses required by major program.
5. Electives as needed to meet total credit

hour requirements.
6. Residency: Final 12 credit hours in major

must be earned at Kapiolani Community
College. The residency requirement may be
waived for cause at the option of the Dean
of Instruction or Provost. The Residency
Waiver Form must be completed and ap-
proved before the student leaves or
transfers to another institution. The Dean or
Provost may also approve use of credit by
examination to meet residency require-
ments at their discretion.

Minimum General Education Requirements
A minimum of 15 semester hours of general

education is required which shall include 6 se-
mester hours in courses under Group 1 (3 semes-
ter hours in communication and 3 semester
hours in mathematics), 3 semester hours in
courses under Group II, 3 semester hours in
courses under Group III, and 3 semester hours in
courses under Group IV.

Group I* (6)	 BIOL 130	 HD 230
Communication (3)	 BOT 100	 ICS 100
COMUN 145	 BOT 101	 LAW 22
ENG 22V	 CHEM 100	 POLSC 110
ENG 50 (including	 CHEM 151	 POLSC 220
all modules)	 CHEM152	 POLSC 230
ENG 100	 CHEM 171	 PSY 100
ENG 102	 GEOG 101	 PSY 110
SP 51V	 MICRO 130, 140	 PSY 220
SP 151	 OCEAN 201	 SOC 100, 275
SP 251	 PHYS 100	 SOC 220

PHYS 102	 SSCI 21
SC/ 21	 SSCI 120**
SCI 121
SCI 122
SCI 124
SCI 126
ZOOL 100
ZOOL 101

Group IV (3)
Humanities
AMST 201
AMST 202
DRAMA 101
ENG 25

Group III (3)	 ENG 250
Social Sciences	 ENG 252
AMST 211	 ENG 253
AMST 212	 ENG 254
ANTH 150	 ENG 255
ANTH 200	 ENG 257
BOT 105	 HIST (all courses)
ECON 101	 it,	 HUM (all courses)
ECON 120 	 PHIL 100
ECON 150	 PHIL 200
ECON 151	 PHIL 201
GEOG 102	 REL (all courses)
GEOG 151	 SSCI 120**

Quantitative
Mathematics (3)
BUS 55
MATH 23
MATH 25
MATH 26
MATH 27
MATH 35
MATH 54
MATH 100
MATH 115
MATH 130
MATH 140
MATH 205
MATH 206
PHIL 210
QM 121
QM 122

Group II (3)
Natural Sciences
BIOL 20
BIOL 22

*Check program requirements in your major area.
**Satisfies either the Social Science or Humanities requirement, but

not both.

DEGREE AND CERTIFICATE PROGRAMS

Degrees and Certificates Offered
The college offers the Associate in Arts degree

(A.A.), the Associate in Science degree (A.S.), Cer-
tificate of Achievement, and Certificate of Com-
pletion. These degrees and certificates differ in
the number and type of courses required for
completion and in the length of time required to
fulfill all requirements. Some students may not
wish to pursue a certificate or a degree at all but
select their courses of study according to their
own personal interests or occupational needs.

However, the two degrees that the college
offers—the Associate in Arts and the Associate
in Science—share a requirement for completion
of basic course requirements intended to satisfy
common goals in general education adopted by
the college.

Graduation Requirements
Associate in Arts (A.A.) Degree

The Associate in Arts degree is awarded to stu-
dents who complete a minimum of 60 units of
credits at outlined below. The Associate in Arts
degree program is also referred to as the Liberal
Arts Program and is designed to prepare stu-
dents for transfer to a four-year university or col-
lege.

The requirements for the Associate in Arts
degree are:

1. Required credit hours: 60
2. Minimum grade point average: 2.0 Some

programs may have additional scholarship
requirements.

3. Course selection: As described under the
Liberal Arts program.

4. Residency: Final 12 credit hours toward the
degree must be earned at Kapiolani Com-
munity College. The residency requirement
may be waived for cause at the option of
the Dean of Instruction or Provost. The Res-
idency Waiver Form must be completed
and approved before the student leaves or
transfers to another institution. The Dean or
Provost may also approve use of credit by
examination to meet residency require-
ments.

Certificate of Achievement

A Certificate of Achievement is a credential
awarded to students who successfully complete
a program of vocational-technical courses lead-
ing to an occupational skill.

The requirements for a Certificate of Achieve-
ment are:

1. Required credit hours: 24 to 45, unless exter-
nal requirements exceed this number

2. Minimum grade point average: 2.0
3. General education: Students must meet

proficiency requirements in communica-
tions and mathematics. Requirements may
be met by an acceptable score on a profi-
ciency examination or by successful com-
pletion of courses specified by the college
or program in:
English or Speech	 3 semester hours
Mathematics	 3 semester hours

4. Residency: Final 12 credits in major must be
earned at Kapiolani Community College.
The residency requirement may be waived
for cause at the option of the Dean of In-
struction or Provost. The Residency Waiver
Form must be completed and approved be-
fore the student leaves or transfers to
another institution. The Dean or Provost
may also approve use of credit by examina-
tion to meet residency requirements at their
discretion.

Application for Graduation
Students must apply for graduation by Octo-

ber 1 for the fall semester, by February 1 for the
spring semester, and by June 1 for the summer
session.

Students may apply for the degree or cer-
tificate only in their declared major area.

Students must meet a set of requirements for
graduation as stated in the catalog either at the
time of entry or any subsequent catalog if enroll-
ment is not interrupted. Requirements from dif-
ferent catalogs may not be used interchange-
ably.

A student who has graduated from the college
must submit a new application and documents
for readmission.

Summary of Degree
and Certificate Programs

Business Education
Accounting Program

Associate in Science Degree (60)
Certificate of Achievement (30)
Certificate of Completion (15)

Payroll & Accounts Clerk
Data Processing Program

Associate in Science Degree (60)
Certificate of Achievement (30)

Data Processing Operations
Certificate of Completion (7)

Data Entry Clerk
Sales and Marketing Program

Associate in Science Degree (60)
Certificate of Achievement (30)

Secretarial Science Program
Associate in Science Degree (60)

Secretary
Legal Secretary

Certificate of Achievement (30)
Clerical
Stenography
Stenography (Word Processing)
Stenography (Medical Transcription)

Certificate of Completion (varies)
Court Reporting
Receptionist-File Clerk

Food Service
and Hospitality Education

Food Service Program
Associate in Science Degree (60)
Certificate of Achievement (30-35)

Food Service (Culinary Arts)
Food Service (Dining Room)

Certificate of Completion (varies)
Dining Room Service

(Waiter/Waitress)
Storeroom Operations
Short Order Cookery
Cold Food Pantry

Hotel Operations Program
Associate in Science Degree (60)

Health Education
Dental Assisting Program

Certificate of Achievement (40)
Medical Assisting Program

Associate in Science Degree (60)
Medical Laboratory Technician Program

Associate in Science Degree (69)
Nurses' Aide Program

Certificate of Completion (8)
Occupational Therapy Assistant Program

Associate in Science Degree (65)
Practical Nursing Program

Certificate of Achievement (41)
Radiologic Technology Program

Associate in Science Degree (85)
Respiratory Therapy Program

Associate in Science Degree (88)
Certificate of Achievement (47)

Legal Assistant
Legal Assistant Program

Associate in Science Degree (60)

Liberal Arts
Liberal Arts Program

Associate in Arts Degree (60)
Note: Numbers in parenthesis indicates credit
hours required for completion of programs.
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PROGRAM CURRICULA

Kapiolani Community College has shifted its instructional focus to one of emphasis on the competencies which a student
should obtain by the time he or she completes a course or a major program of study. Competencies are listed for all of the
College's 22 programs and for the courses offered by the College.

Career-ladder options are available in most of the competency-based programs, enabling the student to select among
various points of entry from the program. These points of entry correspond to various levels of career opportunities in the
major field.

BUSINESS EDUCATION

Accounting Curriculum

Associate in Science Degree (60 Semester
Credits)

This curriculum is designed to prepare
students for entry-level positions in the account-
ing profession both in government and private
business.

The recommended course offerings per se-
mester is programmed to allow students exiting
the program prior to completion to have at-
tained the necessary competencies for entry
level clerical positions such as payroll clerk,
receivable/payable clerks, and accounting clerk.

Upon completion of the A.S. Degree program,
students will have developed the necessary corn-
petencies for higher entry level positions such as
bookkeepers and semi-professional accountants.

Upon successful completion of the Associate
Degree in Accounting program, students should
be able to:

. . . Know various business documents and re-
late its use in the record keeping process.

. . . Operate a 10-key adding machine or elec-
tronic calculator to solve practical busi-
ness problems.

. . . Demonstrate proficiency in the comput-
ing, record keeping and reporting of pay-
roll, its related taxes and general excise
taxes for the State of Hawaii.

... Apply the principles, concepts and prac-
tices of record keeping for small service
and merchandise entities organized as
sole proprietorships.

. . . Apply the principles, concepts and prac-
tices of record keeping for partnerships
and corporation.

. . . Demonstrate proficiency in the prepara-
tion of Federal and State tax returns for
individuals and small businesses.

.. Construct computer programs using
BASIC language to solve accounting
problems.

. . . Demonstrate an awareness of the legal,
social, economic, and technological im-
plications affecting the environment in
which business operates.

First Semester	 Credits
ACC 24, Principles of Accounting I

(or 201)	 3
ACC 32, Payroll and Hawaii General

Excise Taxes	 3
BUS 55, Computational Problems

in Business	 3
ENG 50, B, C, D Communication Skills 	 3
BUS 20, Introduction to Business 	 3

15

Second Semester
ACC 25, Principles of Accounting II

(or 202)	 3
ACC 34, Income Tax Preparation 	 3
BUS 56, Advanced Computational

Problems in Business	 3
TYPW 20, Beginning Typewriting	 3
Elective	 3

15

Third Semester
ACC 26, Principles of Accounting III	 3
ACC 50, Using Computers in Accounting 	 3
LAW 30, Business Law I	 3
General Education	 3
Elective	 3

15

Fourth Semester	 Credits

ACC 40, Intermediate Accounting	 4
* ACC 93V, Cooperation Education	 3

General Education	 6
Elective	 2

15
TOTAL	 60

*Recommend Electives
(Either of the first two electives below may be
substituted for the Co-op education requirement
for the A.S. degree)

ACC 37, Business Income Taxation 	 3
ACC 36, Cost Accounting	 3
ACC 24L, Introduction Accounting Lab 	 1

Certificate of Achievement (30 Semester Credits)
ACCOUNTING

This curriculum is designed to prepare stu-
dents for entry positions such as bookkeepers or
assistant bookkeepers.

Upon successful completion of the program,
the student should be able to:

. . . Know various business documents and re-
late its use in the record keeping process.

. . . Operate a 10-key adding machine or elec-
tronic calculator to solve practical busi-
ness problems.

. . . Demonstrate proficiency in the comput-
ing, record keeping and reporting of pay-
roll, its related taxes and general excise
taxes for the State of Hawaii.

. . . Apply the principles, concepts and prac-
tices of record keeping for small service
and merchandise entities organized as
sole proprietorships.

. . . Apply the principles, concepts and prac-
tices of record keeping for partnerships
and corporations.

. . . Demonstrate proficiency in the prepara-
tion of Federal and State tax returns for
individuals and small businesses.

. . . Construct computer programs using
BASIC language to solve accounting
problems.

First Semester	 Credits
ACC 24, Principles of Accounting I

(or 201)	 3
ACC 32, Payroll and Hawaii General

Excise Taxes	 3
BUS 55, Computational Problems

in Business	 3
ENG 50, B, C, D Communication Skills 	 3
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Second Semester
ACC 25, Principles of Accounting I I

(or 202)	 3
* ACC 26, Principles of Accounting III 	 3

ACC 34, Income Tax Preparation 	 3
ACC 50, Using Computers in

Accounting	 3
**Elective	 3

BUS 56, Advanced Computational
Problems in Business	 3

1 8
TOTAL	 30

*Not required if ACC 202 is taken
**ACC 36 or ACC 37 recommended.

Certificate of Completion (15 Semester Credits)
PAYROLL AND ACCOUNTS CLERK

This curriculum is designed to prepare
students for entry positions such as payroll or ac-
counts clerk.

Upon successful completion of the program,
the student should be able to:

. . . Know various business documents and re-
late its use in the record keeping process.

. . . Operate a 10-key adding machine or elec-
tronic calculator to solve practical busi-
ness problems.

. . . Demonstrate proficiency in the comput-
ing, record keeping and reporting of pay-
roll, its related taxes and general excise
taxes for the State of Hawaii.

First Semester	 Credits

ACC 24, Principles of Accounting I
(or ACC 201)	 '3

ACC 32, Payroll and Hawaii General
Excise Taxes	 3

BUS 55, Computational Problems
In Business	 3

	

ENG 50, B, C, D Communication Skills 	 3
TYP 20, Beginning Typewriting

(or TYPW 25)	 3 

	

TOTAL	 15

Note: A grade point average of 2.0 is required in
all accounting courses for graduation.

Data Processing Curriculum

Students who are interested in pursuing a bac-
calaurate in Information and Computing Sci-
ences or Management Information Sciences at
Manoa or other schools should enroll in general
education courses numbered 100 or above.

Associate in Science Degree (60 Credits)
This program is designed for students who are

planning a career in the field of data processing.
The competency-based curriculum is designed
to prepare students for employment in positions
such as control clerks, computer operators and
operator/programmers and to provide basic
training for possible advancement to program-
mer and systems analyst positions.

Upon successful completion of the Associate
Degree in Data Processing program the student
should be able to:

. . . Demonstrate proficiency in the operation
of small and large computer systems by
proper handling of the system hardware.

. . . Demonstrate intelligent interaction with
the operating system by effective use of
the control language and utility pro-
grams.

. . . Execute, correctly and efficiently, stan-
dard operating procedure instructions.

. . . Operate peripheral equipment efficiently.

. . . Understand computer organization in
order to contribute to computer system
performance.

. . . Understand business systems in order to
determine the validity of computer proce-
dures and outputs.

. . . Demonstrate proficiency in programming
business problems in common business
languages in both batch and interactive
environments.

. . . Understand operating systems and data
base concepts.

. . . Apply accounting principles and comput-
er systems concepts to design and imple-
mentation of business systems on com-
puters.
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First Semester	 Credits
ICS 101 Introduction to Data

Processing	 3
ICS 102 Introduction to Machine

Language Programming	 1
ICS 103 Introduction to Programming	 1
COMUN 145, SP 51 or SP 151	 3
DPRO 20B Terminal and Microcomputer

Operations	 1
ENG 22V or higher	 3
MATH 25 or higher	 3

15

Second Semester
ICS 121 Business Problem Solving	 3
ICS 132 Business Systems and

Applications	 3
DPRO 70 Data Processing Internship I	 1
ACC 201 Elementary Accounting I

(or ACC 24)	 3
General Education	 3

13

Third Semester
ICS 142 Computer Programming-

RPG II	 4
ICS 170 Advanced Computer Methods

in COBOL	 4
ICS 200 Informations Systems 	 3
DPRO 71 Data Processing Internship II 	 2
ACC 202 Elementary Accounting II

(or ACC 25)	 3 
16

Fourth Semester
ICS 140 Operating Systems and Data

Management	 3
ICS 242 Applied Systems	 4
General Education	 6
Elective	 3 

16 
TOTAL	 60

Note: Cumulative grade point average of 2.0 or
better is required for courses in major field.

DATA PROCESSING OPERATIONS
Certificate of Achievement (30 Credits)

This curriculum prepares students for employ-
ment as junior computer operators and control
clerks. The operation of small business com-
puters is emphasized.

Upon successful completion of the program
the student should be able to:

. . . Demonstrate proficiency in the operation
of small and large computer systems by
proper handling of the system hardware.

... Demonstrate intelligent interaction with
the operating system by effective use of
the control language and utility pro-
grams.

. . . Execute, correctly and efficiently, stan-
dard operating procedure instructions.

... Operate peripheral equipment efficiently.

. . . Understand computer organization in
order to contribute to computer system
performance.

. . . Understand business systems in order to
determine the validity of computer proce-
dures and outputs.

First Semester	 Credits
ACC 24 Principles of Accounting I

(or ACC 201)	 3
ICS 101 Introduction to Data

Processing	 3
DPRO 20B Terminal and Microcomputer

Ope r ations	 1
* Elective	 2

MATH 25 or higher	 3
ENG 22V or higher	 3

15

Second Semester
ICS 140 Operating Systems and Data

Management	 3
DPRO 70 Internship I	 1
DPRO 71 Internship II	 2
DPRO 72 Computer Operations II	 3
ICS 132 Business Systems and

Applications	 3
* Elective	 3 

15 
TOTAL	 30

*Recommended Electives
DPRO 20C Data Entry Project
BUS 55 Computational Problems in Business

DATA ENTRY
Certificate of Completion (7 Credits)

This curriculum prepares students for employ-
ment as data entry clerks. Keypunch, direct data
entry, and point of order data entry skills are
developed.

Upon successful completion of the program,
the student should be able to:

. . . Demonstrate proficiency in operation of
data entry equipment by keying alpha
and numeric data at a keying rate of at
least 10,000 strokes per hour.

.. Display an understanding of data entry
concepts by making program cards and
by performing basic input and output log-
ging tasks and by recognition or incorrect
or inappropriate data.

. . . Demonstrating proficiency by under-
standing very varied types of formatting.

. . . Demonstrate proficiency in both key veri-
fication and sight verification procedures.

DPRO 20B Terminal and Microcomputer
Operations	 1

DPRO 20C Data Entry Projects	 1
TYPW 20B Beginning Typing	 1
DPRO 20D Data Entry Job Simulation/Speed 3
DPRO 70 Internship I 	 1 

TOTAL	 7

Sales and Marketing Curriculum
Associate in Science Degree (60 Semester
Credits) and Certificate of Achievement (30
Semester Credits)

This program is designed for students who are
planning for a career in the field of merchandis-
ing/marketing. The competency-based curricu-
lum is designed to prepare students for positions
such as stock clerk, receiving clerk, salesperson,
display person, assistant buyer, and assistant de-
partment manager and to provide basic training
for possible advancement to management posi-
tions. Upon successful completion of the pro-
gram, the student should be able to:

.. Demonstrate proficiency in a sales sit-
uation involving the preapproach, ap-

proach, sales presentation, sales re-
sistance and objections, and closing
techniques.

. . . Demonstrate proficiency in applying prin-
ciples, methods, and procedures to obtain
product information for customers,
buyers, and sales personnel.

. . . Apply the principles, concepts, and prac-
tices of retailing in the operation and
management of a retail establishment.

. . . Display a knowledge of the management
of price competition, price control, and
space allocation in wholesaling.

. . . Understand the function, classification,
efficiency, and responsibilities of the
wholesale sector.

. . . Apply basic principles, concepts, and
practices of marketing to include product
selection and development, market re-
search, promotion, channels of distribu-
tion, and pricing as they apply in a free
enterprise economy.

. . . Manage the application of skills in areas
of market research in advertising, selec-
tion of media, evaluation and testing of
advertising effectiveness, and writing and
designing of advertising copy.

First Semester	 Credits
SMKT 30, Principles and Methods of
Salesmanship 	 3

SMKT 32, Merchandise Analysis 	 3
BUS 20, Introduction to Business 	 3
BUS 55, Computational Problems in

Business	 3
TYPW 20, Beginning Typing (or TYPW 25) 	 3

15

Second Semester
SMKT 45, Principles of Retailing	 3
BUS 56, Advanced Computational Problems

in Business	 3
BUS 70, Human Relations in Business	 3
SMKT 35, Principles of Wholesaling 	 3
ENG 50 or higher	 3

1 5

	

SUBTOTAL	 30

Program Exit Point for Certificate
of Achievement

Third Semester
ACC 24, Principles of Accounting I 	 3
ICS 100, The Computer and Its

Role in Society	 3
SMKT 40, Principles of Marketing	 3
General Education Requirement 	 3
Elective	 3

15

Fourth Semester
SKMT 20, Advertising & Display	 3
General Education Requirement 	 6
MGT 18, Introduction to Supervision 	 3

* SMKT 93V, Cooperative Education	 3
15

	

TOTAL	 60

Program Exit Point for Associate
in Science Degree

*This course may be waived for those with prior
experience in the sales and marketing field.

Secretarial Science

In the Secretarial Science programs listed below, students must achieve a final grade average of all typing
courses and of all shorthand courses, which equals a 2.0 or better, in order to be eligible for graduation.

Clerical Programs

RECEPTIONIST-FILE CLERK
Certificate of Completion (15 Semester Credits)

This one-semester program qualifies gradu-
ates for entry-level positions as receptionists or
file clerks, as well as entry-level clerk typists.
Training emphasis is placed on the basic filing
and typing tasks, simple machine calculations,
and effective telephone-receptionist techniques
such as placing and receiving telephone calls
and meeting the public. Competencies are simi-
lar to those listed below for the Clerical Cer-
tificate of Achievement program.

First Semester	 Credits
ENG 10V, Basic Writing V, or ENG 50,

Communication Skills	 3
OFPRO 20, Filing	 2
OFPRO 30, Telephone and

Interview Techniques	 2
* TYPW 30, Intermediate Typewriting	 3

**Elective	 5 
TOTAL	 15

*Prerequisite: Typing speed of 35 wpm or more.
**Recommended Electives:

OFPRO 42, Personal Development

DPRO 20-B, Terminal and Microcomputer
Operations

DPRO 20-C, Entry-Skill Development

CLERICAL
Certificate of Achievement (30 Semester Credits)

This curriculum prepares students for posi-
tions in various kinds of office operations. Grad-
uates develop competencies in performing a va-
riety of clerical duties, including typing simple
copy from a rough draft and printed materials,
completing business forms and miscellaneous
records, filing, operating business machines and
duplicators, distributing mail, answering the
telephone, and meeting the public.
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Upon successful completion of this program,
the student should be able to:

. . . Type correspondence, records, reports,
forms, and miscellaneous material from:
typed rough draft, handwritten rough
draft, verbal instruction, and verbal dicta-
tion at the typewriter.

. . . Proofread and make neat and accurate
corrections of all typed material (includ-
ing originals and copies).

.. Maintain the currently used filing sys-
tem, cross-reference documents; prepare
cross-reference materials; and maintain
index files, "tickler" files, and "work in
progress" files.

. . . Receive and screen persons who enter the
office; manage appointment information.

. . . Perform office functions, such as to keep
the reception area in order, operate inter-
corn system, maintain employee informa-
tion directory.

. . . Maintain office equipment and office in-
ventory of supplies.

. . . Answer incoming, and place outgoing
telephone calls.

. . . Receive and process incoming mail; pre-
pare outgoing mail.

. . . Perform reprographic services.

. . . Use general reference materials to look
up spelling, pronunciation, and definition
of terms.

. . . Operate various kinds of modern type-
writers, 10-key adding machine, and elec-
tronic calculators.

. . . Display proper social and business eti-
quette.

. . . Identify job opportunities for which
he/she is qualified, prepare for job inter-
view, participate in a job interview, and
follow up on the job interview.

First Semester	 Credits
* TYPW 30, Intermediate Typewriting	 3

SP 51V, Oral Communication Techniques 	 3
OFPRO 20, Filing	 2
ENG 10V or ENG 50	 3
Elective	 4

	

SUBTOTAL	 15

Recommended Electives:
DPRO 20-B, Terminal and Microcomputer

Operations
DPRO 20-C, Entry-Skill Development
OFPRO 42, Personal Development

Program Exit Point for Certificate of
Completion as Receptionist-File Clerk

Second Semester
OFPRO 22, Duplicating Techniques 	 2
OFPRO 42, Personal Development 	 3
OFPRO 40, General Clerical Procedures 	 4
MATH 01 or BUS 55, Computational

Problems in Business 	 3
Elective	 3

	

TOTAL	 30

Program Exit Point for Certificate of
Achievement-Clerical

Recommended Electives
TYPW 40, Advanced Typewriting

Also, DPRO 20B, Terminal and Microcomput-
er Operations and 20C, Data-Entry Equipment
Skill Development, are recommended for those
interested in key-punch operator positions.
*Prerequisite: Typing speed of 35 wpm or more.

Secretarial Programs
(Shorthand)

Students 'in 'the secretarial programs listed
below may take machine shorthand in evening
classes instead of handwritten shorthand in day
classes.

STENOGRAPHY
Certificate of Achievement (30 Semester Credits)

This curriculum prepares students for employ-
ment as stenographers. Emphasis is given to a va-
riety of basic office skills; however, typing and
shorthand, the two principal skills required for
employment, form the core of the curriculum.

Upon successful completion of this curricu-
lum, the student should be able to:

.. Type multiple copies of general business
forms that are pertinent to the specific
business from: typed rough draft, hand-
written rough draft, verbal instruction,
verbal dictation at the typewriter, ma-
chine transcription, information compiled
and composed at the typewriter, and
shorthand note transcription; type or
prepare copy for reproduction.

. . . Proofread and make neat and accurate
corrections of all typed material.

. . . Maintain the currently used filing system;
revise files to keep them current; cross-
reference documents and prepare cross-
reference materials; maintain index files,
"tickler" files, "work in progress" files,
and maintain files for shorthand note-
books; establish and set up a filing sys-
tem; and conform all files and copies of
legal documents with originals.

. . . Receive and screen persons who enter the
office, and manage appointment informa-
tion.

. . . Perform office functions, such as to keep
the reception area in order; operate inter-
com system; maintain a bulletin board of
announcements, news, etc.; maintain em-
ployee information directory.

. . . Maintain office equipment, keep equip-
ment current, select equipment, and
maintain office inventory of supplies.

. . . Answer incoming and place out-going
telephone calls and find needed informa-
tion by using the telephone directory.

. . . Receive and process incoming mail and
outgoing mail.

. Use general reference materials to look
up spelling, pronunciation, and definition
of terms.

. . . Operate various kinds of modern type-
writers, electronic calculators, and tran-
scribing machines.

. . . Display proper social and business eti-
quette.

. . . Identify job opportunities for which
he/she is qualified; prepare for job inter-
view; participate in and follow up on the
job interview.

First Semester	 Credits
* TYPW 30, Intermediate Typewriting 	 3
* TRNSC 24, Self-Directed Dictation and

Transcription	 2
**SHTHD 30, Intermediate Shorthand	 4

ENG 50, Communication Skills	 3
OFPRO 20, Filing	 2
Elective	 2 

	

SUBTOTAL	 16

Program Exit Point for Certificate of
Completion as Receptionist-File Clerk
(See Note below)

Second Semester
TYPW 40, Advanced Typewriting	 3
ENG 55, Business Communications 	 3
BUS 55, Computational Problems in

Business	 3
OFPRO 40, Clerical Office Procedures 	 (4)

or
OFPRO 50, Secretarial Procedures 	 4
Elective	 1 
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TOTAL	 30

Program Exit Point for Certificate of
Achievement- Stenography

*Prerequisite: Typing speed of 35 wpm or more.
**Prerequisite: SHTHD 20 and/or 25 or equiva-

lent.
Note: Students wishing to exit after this first
semester of the program may earn the Certifi-
cate of Completion if they have taken the
elective OFPRO 30, Telephone and . Interview
Techniques.

Medical Transcription and Word Processing are
Stenography-Non-shorthand programs.

15

MEDICAL TRANSCRIPTION
Certificate of Achievement (30 semester credits)

The College offers a sequence of courses to
prepare students for employment in clinics, hos-
pitals, and doctor's off ices as medical transcrib-
ers, as well as in entry-level receptionist-file
clerk positions. Training emphasis is placed on
acquiring general stenographic skills related to
the needs of medical transcribers and gaining
usage of specialized medical terminology.

Upon successful completion of this program,
the student should be able to:

... Supervise and/or create needed copies,
collate materials and bind materials.

. . . Operate various kinds of modern type-
writers, and become proficient in the use
of cassette transcription machines.

.. Accomplish stenographic tasks requiring
the use of the most frequently used medi-
cal terms/phrases related to the various
types of medical record reports and the
various specialities of medicine.

. . . Use the basic references most commonly
used as aids in medical machine tran-
scription, (medical dictionaries, drug ref-
erences, instrument catalogs, anatomy
texts, etc.).

. Use the various formats for typing medi-
cal record reports and be able to prepare
proficiently the rour basic medical record
reports.

. Demonstrate proficiency in medical ma-
chine transcription from the standpoint of
quality and quantity.

... Demonstrate a disposition for continued
personal growth and understanding of
self; to show emotional maturity; and to
maintain professional maturity.

... Maintain good physical fitness behavior
patterns; show good visual poise; select
and wear proper office attire; and to
maintain good personal hygiene.

First Semester	 Credits
BIOL 22, Human Anatomy and Physiology 3
ENG 50, Communication Skills	 3
OFPRO 20, Filing	 2
TRNSC 24, Self-Directed Dictation

and Transcription	 2
TYPW 30, Intermediate Typewriting 	 3
Elective	 2

15

Second Semester 	 Credits
BUS 55, Computational Problems

in Business	 3
HLTH 21 B, Introduction to Medical

Terminology	 1
HLTH 21C, Medical Terminology 	 2
OFPRO 40 or 50, Clerical Office Procedures

or Secretarial Procedures	 4
TRNSC 45, Medical Transcription	 3
Elective	 2

15 
TOTAL	 30

WORD PROCESSING
Certificate of Achievement (30 semester credits)

The College offers a sequence of courses to
prepare students for employment in the fast-
growing field of word processing as operators of
word processing equipment. Training emphasis
is placed on acquiring skills in the operation of
various kinds of modern typewriters, dictating
and transcribing equipment, and word process-
ing machines. Students learn to proofread and
revise on the word processing system.

Upon successful completion of this program,
the student should be able to:

. . . Demonstrate the operation and proper
care of office equipment, including
typewriters, dictating and transcribing
machines, and word processing units.

. . . Demonstrate the ability to record, play
back, and revise on word processing units;
apply skills to produce letters, memos,
manuscripts, statistical, and columnar
materials and store documents on mag
cards/discs.

.. Use reference materials to look up punc-
tuation, spelling, pronunciation, and defi-
nition of terms.

. . . Proofread and revise on the word process-
ing equipment by using edited proofread-
er's marks to type final copy.



. . . Log and file recordings of documents for
later use.

. . . Display proper social and business eti-
quette.

. . . Identify job opportunities for which
he/she is qualified, prepare for job inter-
view, participate and follow up on the job
interview.

First Semester	 Credits
ENG 50, Communication Skills	 3
OFPRO 20, Filing	 2
TRNSC 24, Self-Directed Dictation

and Transcription	 2
TYPW 30, Intermediate Typewriting 	 3
WPRO 50, Introduction to Word

Processing	 3
Elective	 2

15

Second Semester
BUS 55, Computational Problems

in Business	 3
ENG 55, Business Communications 	 3
OFPRO 40 or 50, Clerical Office

Procedures or Secretarial Procedures	 4
WPRO 52, Word Processing Center

Management	 3
Elective	 2

1 5
TOTAL	 30

SECRETARIAL SCIENCE
Associate in Science Degree (60 Semester
Credits)

This curriculum combines specialized courses
in office skills- shorthand and typewriting with
related business and general education courses.
It prepares students for entry-level secretarial
positions.

Upon successful completion of this program,
the student should be able to:

. . . Type general business correspondence
and multiple copies of general business
forms from: typed rough draft, handwrit-
ten rough draft, verbal instruction, verbal
dictation at the typewriter, machine tran-
scription; type or prepare copy for repro-
duction.

. . . Proofread and make neat and accurate
corrections of all typed materials (includ-
ing originals and copies).

... Maintain the currently used filing system;
revise files to keep them current; cross
reference documents and prepare cross-
reference materials; maintain index files,
"tickler" files, "work in progress" files
and shorthand notebooks files.

. . . Receive and screen persons who enter the
office; manage appointment information.

. . . Maintain office equipment; select and
keep equipment current; maintain bulle-
tin board of announcements, news, etc.,
and employee directory.

... Answer incoming and place out-going
telephone calls; find needed information
by using the telephone directory.

. . . Receive and process incoming mail and
outgoing mail.

. . . Use general reference materials to look
up spelling, pronunciation, and definition
of terms (compose, edit, and aid in re-
search).

. . . Operate various kinds of modern type-
writers; 10-key adding machine; electron-
ic calculators; and transcribing machines.

. . . Maintain petty cash fund and checking
account; handle payment of bills and
statements.

. . . Record computer printouts to obtain in-
formation to prepare required reports and
check source documents against com-
puter printouts for accuracy.

. . . Make travel arrangements; schedule
meetings and conferences.

. . . Compose business letters under direct su-
pervision; compose informational reports;
compose and/or edit other materials.

. . . Display proper social and business eti-
quette.

. . . Identify job opportunities for which
he/she is qualified; prepare for job inter-
view; participate in and follow up on a
job interview.

First Semester	 Credits
* TYPW 30, Intermediate Typewriting 3

**TRNSC 24, Self-Directed Dictation
and Transcription 2

-I- SHTHD 30, Intermediate Shorthand 4
ENG 50, Communication Skills 3
OFPRO 20, Filing 2
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Program Exit Point for Certificate of
Completion as Receptionist-File Clerk
(See Note below)

Second Semester
TYPW 40, Advanced Typewriting 3
SHTHD 40, Advanced Shorthand or

SHTHD 42, Executive Shorthand 4
ENG 55, Business Communications 3
BUS 55, Computational Problems in

Business 3
Elective 3

16

Third Semester
OFPRO 42, Personal Development 3
SP 51V, Oral Communications Techniques 3
ACC 24, Principles of Accounting 3
WPRO 50, Introduction to Word

Processing 3
General Education 3

15

Fourth Semester
OFPRO 50, Secretarial Procedures 4
OFPRO 93V, Cooperative Education 3
General Education 6
Elective 2

15
TOTAL 60

Program Exit Point for Associate of
Science Degree- Secretarial Science

*Prerequisite: Typing speed of 35 wpm or more.
**Prerequisite: SHTHD 20 and/or 25 or equiva-
lent.

I-Prerequisite: TYPW 20 or equivalent.

Note: Students wishing to exit after this first
semester of the program may earn the Certifi-
cate of Completion if they have taken the
elective OFPRO 30, Telephone and Interview
Techniques.

SECRETARIAL SCIENCE (LEGAL SECRETARY)
Associate in Science Degree (60 Semester
Credits)

Students aspiring to become legal secretaries
will be able to find employment in law offices,
courts, legal departments, and governmental
agencies. Emphasis is placed on acquiring gener-
al secretarial skills as well as gaining specialized
knowledge needed to obtain an entry-level posi-
tion.

Upon completion of this program, the student
should be able to:

... Type and proofread to obtain needed
legal and general business correspon-
dence from: typed rough draft, handwrit-
ten rough draft, verbal instruction, verbal
dictation at the typewriter, machine tran-
scription, information compiled and com-
posed at the typewriter, and shorthand
note transcription (telephone dictation,
legal reference books and information
gathered from other documents in the
files).

. . . Proofread and make neat and accurate
corrections of all typed materials (includ-
ing originals and copies).

. . . Type and proofread to obtain specialized
legal documents and papers; type civil
and criminal court documents and non-
court documents (deeds, leases, mort-
gages, agreements, contracts, notes, etc.);
type special court and administration
documents, such as probate forms, guard-
ianship forms, dissolution of marriage
forms, and others.

... Maintain the currently used filing system;
revise files to keep them current; cross-
reference documents and prepare cross-
reference materials; maintain index files,
"tickler" files, "work in progress" files,

and maintain files for shorthand note-
books; establish and set up a filing
system; and conform all files and copies
of legal documents with originals.

. . . Receive and screen persons who enter the
office; manage appointment information.

. . . Maintain office equipment; select and
keep equipment current; maintain bulle-
tin board of announcements, news, etc.,
and employee directory.

. . . Maintain personal and office inventory of
supplies.

. . . Answer incoming and place telephone
calls; find needed information by using
the telephone directory.

. . . Receive and process incoming mail and
outgoing mail.

. . . Use general reference materials to look
up spelling, pronunciation, and definition
of terms (compose, edit, and aid in re-
search).

. . . Operate various kinds of modern type-
writers; the 10-key adding machine; elec-
tronic calculators; and the transcribing
machines.

. . . Maintain petty cash fund and checking
account; handle payment of bills and
statements.

. . . Record computer printouts to obtain in-
formation to prepare required reports;
check source documents against com-
puter printouts for accuracy.

. . . Make travel arrangements; schedule
meetings and conferences.

. . . Compose business letters under direct su-
pervision; compose and/or edit other ma-
terials.

. . . Display proper social and business eti-
quette.

.. Identify job opportunities for which
he/she is qualified; prepare for job inter-
view; participate in and follow up on a
job interview.

First Semester	 Credits
* TYPW 30, Intermediate Typewriting 	 3
* TRNSC 24, Self-Directed Dictation

and Transcription	 2
**SHTHD 30, Intermediate Shorthand	 4

ENG 50, Communication Skills	 3
OFPRO 20, Filing	 2

TOTAL	 14

Program Exit Point for Certificate of
Achievement as Receptionist-File Clerk
(See Note Below)
Second Semester

WPRO 50, Introduction to Word
Processing	 3

SHTHD 46, Legal Shorthand	 4
ENG 55, Business Communications 	 3
BUS 55, Computational Problems in

Business	 3
LAW 30, Business Law I 	 3

16

Third Semester
OFPRO 42, Personal Development 	 3
General Education	 3
ACC 24, Principles of Accounting	 3
OFPRO 51, Legal Office Procedures I 	 4
LAW 31, Business Law II 	 3

16

Fourth Semester
OFPRO 93V, Cooperative Education 	 3
OFPRO 52, Legal Office Procedures II 	 4
General Education	 6
Elective	 1 

14
TOTAL	 60

Program Exit Point for Associate in
Science Degree- Secretarial Science
(Legal Secretary)

*Prerequisite: Typing speed of 35 wpm or more.
**Prerequisite: SHTHD 20 and/or 25 or equiva-

lent.

Note: Students wishing to exit after this first
semester of the program may earn the Certifi-
cate of Completion if they have taken the
elective OFPRO 30, Telephone and Interview
Techniques.

16



COURT REPORTING

Certificate of Completion (21 semester credits)
An Extended Day Program

This extended day enrichment program is
planned to prepare students for positions as
Court Reporter I, 125 wpm writing speed; and
Court Reporter II, 160 wpm writing speed; as
well as for positions as hearings reporters,
secretary-reporters, and police reporters. Al-
though this is a machine shorthand program,
high-speed writers of manual shorthand systems
may enter the speed-building courses and earn
the reporter certificate also. Emphasis is placed
on acquiring the specialized vocabulary, and
writing/transcribing skills required of reporters.

Upon successful completion of this program,
the student should be able to:

. . . Perform the basic shorthand functions of
a general stenographer or secretary.

. . . Transcribe with 97.5 percent accuracy

material dictated at speeds ranging from
125 to 160 words per minute.

. . . Proofread and make neat and accurate
corrections of transcripts.

. . . Transcribe multiple-voice dictation, jury
charge, and legal opinion dictation; cita-
tions; voir dire examinations, opening
statements and summations, and collo-
quy; and be able to locate specific por-
tions of testimony for readback.

. Mark shorthand tapes appropriately for
identification of court examinations, and
pass timed transcriptions.

. . . Take dictation at high and sustained
speed using a variety of terminology:
business, medical, legal; and have an
understanding of court and jury pro-
cedures.

. . . Use reference materials, forms; and have
a working knowledge of court reporting
procedures expected of reporters.

.. Identify job opportunities for which the
program has qualified the student.

. . . Pass practice dictation/transcription tests
appropriate to the job level to which the
student aspires.

	

Program Requirements	 Credits
SHTHD 23, Machine Shorthand &

	

Transcription I	 5
SHTHD 33, Machine Shorthand &

	

Transcription II 	 4
SHTHD 43, Machine Shorthand &
Transcription III 4

SHTHD 53, Advanced Machine Shorthand 4
SHTHD 63, Advanced Machine Shorthand 4

TOTAL	 21

Elective:
SHTD 73, Advanced Machine Shorthand 	 4

FOOD SERVICE AND HOSPITALITY EDUCATION

Food Service Curriculum
Associate in Science Degree (60 Semester
Credits)

The Food Service Curriculum is designed to
prepare students for entry-level employment in
several areas of commercial and institutional
food services. These positions may include
storekeeper, food and beverage control clerk,
food and beverage cashier, host/hostess, bus-
help, waithelp, pantry, fry cook, second cook,
breakfast cook, dinner cook, baker's helper, and
assistant manager. The program is arranged and
sequenced to provide students the option of ex-
iting at either one of two career ladder levels.

Upon successful completion of the program,
the student should be able to:

. . . Define and apply the essential technical,
attitudinal, and conceptual skills and
qualities that are necessary for success in
food service careers.

. . . Demonstrate familiarity with career op-
portunities in the hospitality industry, and
the functions and interrelationships of the
various departments in the organization.

. . . Maintain work area and equipment to
meet safety and sanitation requirements
and demonstrate proper use and care of
equipment and supplies.

.. Demonstrate competence in the various
tasks of entry-level occupations in com-
mercial and institutional food prepara-
tion.

. . . Demonstrate competence in the tasks of
entry-level occupations in the service and
presentation of food.

. . . Show understanding of the activities and
procedures in purchasing, receiving, stor-
ing, and issuing of food and beverage, and
other supplies, and to account for these
activities in standard records and reports.

First Semester	 Credits
HOPER 20, Introduction to the

Hospitality Industry	 3
FNS 19, Basic Nutrition	 1

FSER 23, Menu Planning	 1
FSER 30, Storeroom Operations 	 3
FSER 40, Dining Room Service	 6
HLTH 31, First Aid And Safety 	 1

15

Second Semester
ENG 50 B, C, D, Communication Skills,

or ENG 100	 3
MATH 54, or BUS 55, Computational

Problems in Business	 3
FSER 52, Short Order Cooking 	 (7)

Or

FSER 54, Cold Food Pantry 7 
 
3

BAKE 60, Hotel and Restaurant Baking 	 4
General Education Requirement	 3 

16

Third Semester
FSER 70, Advanced Cookery	 7
FSER 34, Purchasing and Cost Control 	 5
General Education Requirement	 3

15

Fourth Semester
HOPER 60, Management Practices in

the Hospitality Industry	 3
SP 51V, 151, or COMUN 145 	 3
General Education Requirement 	 3
Electives	 5 

14 
TOTAL	 60

Recommended Electives
JPNSE 50, Basic Japanese for Visitor

Industry	 3
TYPW 20, Beginning Typewriting	 3
FSER 80, Equipment Layout and Design	 3
ACC 24, Principles of Accounting I	 3
FSER 93V, Cooperative Education 	 3-4

Food Service (Culinary Arts)
Certificate of Achievement (35 Semester Credits)
This curriculum is designed to prepare students
for entry-level employment in several areas of
commercial and institutional food services.
These positions may include pantry, fry cook,
second cook, breakfast cook, dinner cook and
baker's helper.

Upon successful completion of the program,
the student should be able to:

.. Define and apply the essential technical
attitudinal and conceptional skills and
qualities that are necessary for success in
food service careers.

. . . Demonstrate familiarity with career op-
portunities in the hospitality industry and
the functions and inter-relationships of
the various departments in the organiza-
tion.

.. Maintain work area and equipment to
meet safety and sanitation requirements
and demonstrate proper use and care of
equipment and supplies.

. . . Demonstrate competence in the various
tasks of entry-level occupations in com-
mercial and institutional food prepara-
tion.

First Semester	 Credits
HOPER 20, Introduction to the

Hospitality Industry	 3
FNS 19, Basic Nutrition 	 1
FSER 23, Menu Planning 	 1
MATH 01, Basic Mathematics,

or higher	 3
FSER 52, Short Order Cookery 	 7
FSER 30, Storeroom Operations 	 3

18

Second Semester
FSER 54, Cold Food Pantry 	 3
BAKE 60, Hotel and Restaurant Baking 	 4
FSER 70, Advanced Cookery 	 7
SP 51V, COMUN 145, or ENG 10V	 3 

17 
TOTAL	 35

Food Service (Dining Room)
Certificate of Achievement (30 Semester Credits)

This curriculum is designed to prepare
students for entry-level employment in hotel and
.restaurant occupations such as bushelp, wait-

17

help, host/hostess and assistant dining room
manager.

Upon successful completion of the program,
the student should be able to:

. . . Define and apply the essential technical,
attitudinal and conceptual skills and
qualities that are necessary for success in
food service careers.

. . . Demonstrate familiarity with career op-
portunities in the hospitality industry and
the functions and inter-relationships of
the various departments in the organiza-
tion.

. . . Maintain work area and equipment to
meet safety and sanitation requirements
and demonstrate proper use and care of
equipment and supplies.

. . . Demonstrate competence in the tasks of
entry-level occupations in the service and
presentation of food.

. . . Show understanding of the activities and
procedures in scheduling and supervising
the activities of dining room personnel,
and to account for these activities in stan-
dard records and reports.

First Semester	 Credits
HOPER 20, Introduction to the

Hospitality Industry	 3
FNS 19, Basic Nutrition	 1
FSER 23, Menu Planning	 1
FSER 40, Dining Room Service 	 6
SP 51, 151, or COMUN 145	 3
Electives	 1

15

Second Semester
MATH 01, Basic Mathematics or

higher	 3
FSER 46, Dining Room Supervision 	 6
SMKT 30, Principles and Methods

of Salesmanship	 3
Electives	 3

15
TOTAL	 30

Recommended Electives
HLTH 31, First Aid and Safety	 1
JPNSE 50, Basic Japanese for the

Visitor Industry	 3
TYPW 20, Beginning Typewriting 	 3
FSER 52, Short Order Cooking	 7
FSER 54, Cold Food Pantry 	 3
BAKE 60, Hotel and Restaurant

Baking	 4

Cold-Food Pantry Curriculum
Certificate of Completion (3 Semester Credits)
A course designed to prepare students for em-
ployment as pantry workers in restaurants, ho-
tels, and catering companies. Experience in all
aspects of pantry work included.

Upon successful completion of this program,
the student should be able to:

. . . Demonstrate standard procedures for
measuring ingredients in the preparation
of pantry department menu items.



. . . Properly use and care for all tools and
equipment found in the pantry depart-
ment.

. . . Correctly use standardized recipes, and
follow portion control standards.

. . . Prepare for service all menu items pre-
pared in the pantry department.

Program Requirements: 	 Credits
FSER 54—Cold-Food Pantry	 3

Dining Room Service Curriculum
Certificate of Completion (6 Semester Credits)
A course designed to prepare students for em-
ployment as waithelp in restaurants and hotel
dining rooms. Experience in various service
styles included.

Upon successful completion of this program,
the student should be able to:

... Correctly serve guests using tray or
gueridon, serving courses properly and
with appropriate timing in the following
styles of service:
a. Fine dining American
b. Banquet
c. Buffet
d. Arm service
e. French service

. . . Properly serve wine with the meal.

. . . Complete the responsibilities of side-job
assignments.

. . . Interact with dining room guests courte-
ously.

. . . Explain common food and menu terms.

... Demonstrate appreciation of good dining
through good manners, good service, and
good food.

Program Requirements:	 Credits
FSER 40— Dining Room Service 	 6

Short-Order Cookery Curriculum
Certificate of Completion (7 Semester Credits)
A course designed to prepare students for em-
ployment as short order cook in restaurants and
hotels. Experience in all aspects of this entry-
level portion included.

Upon successful completion of this program,
the student should be able to:

. . . Explain terminologies of kitchen equip-
ment, food items, and preparation tech-
niques used in fry cook's operation.

. . . Operate and maintain the work stations
of broiler, griddle, deep fat fry unit, and
range top.

. . . Properly handle the knives and hand tools
of the trade.

. . . Demonstrate understanding of serving
sizes and portion control.

Program Requirements: 	 Credits
FSER 52— Short-Order Cookery 	 7

Storeroom Operations Curriculum
Certificate of Completion (3 Semester Credits)
A course designed to prepare students for em-
ployment as storeroom clerk or assistant, in res-
taurants and hotels. Experience in merchandise
control included.

Upon successful completion of this program,
the student should be able to:

. . . Order by standard specifications, all food
and supply items in the amounts indicat-
ed from menus, standardized recipes, and
sales histories.

. . . Receive merchandise by standard specifi-
cations, accurately recording the neces-
sary data.

. . . Store correctly all inventory purchases,
maintaining maximum security and sani-
tation.

. . . Distribute merchandise requested by us-
ing departments, maintaining proper and
accurate records.

. . . Distribute direct purchases by unit price.

. . . Describe the involvement and impor-
tance of the well run storeroom depart-
ments within the context of the total con-
trol system.

Program Requirements:	 Credits
FSER 30—Storeroom Operations	 3

Hotel Operations Curriculum
Associate in Science Degree (60 Semester
Credits).

The Hotel Operations program is designed to
prepare students for entry-level employment in
several hospitality service occupations. These
positions include food and beverage control
clerk, food and beverage cashier, reservations
clerk, front office clerk/cashier, travel clerk,
housekeeper, and other entry-level positions.

Upon successful completion of the Hotel Op-
erations program, the student will be able to:

. . . Make decisions regarding job placement
and career development in the hospitality
industry.

. . . Assess personal values and develop atti-
tudes, habits and qualities to function sat-
isfactorily with individuals and organi-
zations.

... Implement guest satisfying procedures
and techniques through an understanding
of guest needs, personal qualities and op-
erational requirements.

. . . Demonstrate ability to type forms and re-
ports.

. . . Use terminology and forms common to
the work environment.

. . . Identify the use and care of equipment,
tools and materials in the hospitality work
environment.

. . . Display awareness of maintenance pro-
cedures necessary in hospitality facilities.

. . . Record business, registration and inven-
tory transactions on various forms.

. . . Perform various tasks in the functional
areas of the hospitality organizations.

.. Be aware of contemporary issues and the
need to adapt to changing conditions.

. . . Identify business application of data-
processing and computer terminals.

. . . Utilize computational skills in hospitality
industry and in life experience.

. . . Analyze and resolve problems common
to work situations and to life experience.

. . . Display ability to communicate with clari
ty, both in writing and in speaking.

. . . Comprehend effects of technology and
science on the work and human environ-
ments.

. . . Recognize relevance of life-long learning
and training.

First and Second Semesters	 Credits
HOPER 20, Orientation to the

Hospitality Industry	 3
BUS 70, Human Relations in

Business	 3
BUS 55, Computational Problems

in Business	 3
TYPW 20, Beginning Typewriting

(or higher)	 3
SP 51V, Oral Communication

Techniques (or higher) 	 3
ENG 50 B,C,D Communication Skills

(or higher)	 3
HOPER 40, Food and Beverage

Procedures	 3
ACC 24, Principles of Accounting I 	 3
HOPER 41, Maintenance and Sanitation

Procedures	 3
ICS 100, The Computer and its Role

in Society	 3
30

Third Semester
HOPER 31, Travel Services	 3
HOPER 43, Food and Beverage Control

Systems	 3
HOPER 45, Front Desk Operations	 3
General Education Requirements	 3 

15

Fourth Semester
HOPER 60, Management Practices in

the Hospitality Industry 	 3
HOPER 93V, Cooperative Education	 3-4
General Education Requirements	 3

* Electives	 5-6
15 

TOTAL	 60

*Recommended Electives
HLTH 31, First Aid and Safety 	 1
SMKT 30, Principles and Methods of

Salesmanship	 3
JPNSE 50, Basic Japanese for the

Visitor Industry	 3
TYPW 30, Intermediate Typewriting	 3
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LEGAL ASSISTANT

Legal Assistant Curriculum
Associate in Science Degree (60 Semester
Credits)

The legal assistant (paralegal) is a new and
emerging occupation. The legal assistant is a
person who assists in the delivery of legal ser-
vices by performing the technical and parapro-
fessional aspects of maintaining any law prac-
tice. These aspects may include:

Interviewing and assisting clients;
communicating effectively;
implementing legal procedures;
performing investigative functions;
conducting legal research;
preparing instruments and documents;
assisting in judicial and administrative

appearances;
completing client projects; and
coordinating office functions.

Thus, the legal assistant is someone specially
trained to perform, under the supervision of an
attorney, legal functions traditionally under-
taken by either an attorney or an expert legal
secretary.

Legal costs have dramatically increased; and
the legal assistant is one of the major means of
making services more widespread, efficient, and
available to all with resultant cost savings to the
client. The legal assistant fulfills a role that is
roughly analagous to the role of the paramedic
in the medical field.

The program graduate will be qualified to
work in private law firms, corporations, public
agencies, and public law firms. Upon comple-
tion of the Legal Assistant Program, the Program
graduate should be able to:

Recognize and avoid potential problems
in the unauthorized practice of law and
other ethical problems that arise in the
course of a legal assistant's duties.
Recognize, define, analyze, and evaluate
facts elicited in the course of legal inves-
tigation; and will further know how to
classify facts into the following cate-
gories: verified, unverified, admissible in
court, and inadmissible in court.
Know the principles of law office man-
agement relating to: design of office pro-
cedures system, organization and mainte-
nance of information files, personnel

management, job training, purchase and
maintenance of office equipment, and
maintenance of a law library.

. . . Research and draft legal documents,
memoranda, and briefs, in an insightful
and analytical manner; will further know
how to locate and cite legal authority
quickly and accurately.

. . . Express his or her thoughts and ideas in a
concise and straightforward manner,
whether this communication is to a client,
an attorney, a witness, or a court official.

. . . Interview clients in a way that produces a
maximum of information in a minimum
amount of time; the legal assistant will al-
so be able to question and cross-examine
witnesses at administrative hearings.

The American Bar Association has reviewed
the Program and has granted it accreditation, in-
dicating that the Program is in compliance with
guidelines that have been established by the
American Bar Association. Of the approximately
350 legal assistant programs in the country, less
than 70 have American Bar Association accredi-
tation.

Program Requirements:
General Education 	 Credits

English (English 100 recommended)
	

3
Social Sciences	 3
Humanities
	 3

Mathematics	 3
Natural Sciences	 3

15

Note: It is recommended that all of these
basic requirements be from courses numbered
100 level and higher to provide for maximum
transferability to baccalaureate programs.

Required Core Courses	 Credits
LAW 101, The Hawaii Legal System	 3
LAW 102, Legal Research

	
3

LAW 201, Law Office Management
	

3
LAW 202, Legal Interviewing,

Counseling and Negotiating	 3
LAW 203, Legal Writing	 3

15

Substantive Law Courses:
The student is to elect any combination of the

courses below sufficient to total 12 hours of
credit.

LAW 104, Civil Investigation 3
LAW 111, Litigation (highly recommended) 3
LAW 121, Law of Business Organizations 3
LAW 126, Taxation 3
LAW 131, Property Law 3
LAW 136, Tort and Insurance Law 3
LAW 140, Family Law 3
LAW 151, Estate Planning and Probate 3
LAW 161, Public Sector Law 3
LAW 166, Employment Related Law 3
LAW 171, Consumer Law 3
LAW 176, Criminal Law 3
LAW 181, Legal Rights of the

Disadvantaged 3
LAW 250, Advanced Legal Topics

(B) Advanced Investigation 3
(C) Advanced Litigation 3
(D) Advanced Law of Business

Organizations 3
(E) Advanced Taxation 3
(F) Advanced Real Property Law 3
(C) Advanced Tort and

Insurance Law 3
(H) Advanced Family Law 3
(I)	 Advanced Estate Planning

and Probate 3
(J)	 Advanced Public Sector Law 3
(K) Advanced Employment

Related Law 3
(M) Advanced Consumer Law 3
(N) Advanced Criminal Law 3

12

Cooperative Education (Field Placement)
Three house of cooperative education is re-
quired for graduation.
LAW 193V, Cooperative Education 3
LAW 293V, Cooperative Education

(optional) 3
3

Electives from Other Departments 15
TOTAL 60

Note: Basic accounting, basic typewriting and
introduction to data processing are highly rec-
ommended electives.

HEALTH EDUCATION

Students admitted to any of the health education programs are required to purchase professional liabil-
ity insurance prior to registration for the program courses. Information regarding liability insurance is sent
to students with acceptance information.

Dental Assisting Curriculum
Certificate of Achievement (40 Semester Credits)

This accredited curriculum is designed to pre-
pare students for employment in private dental
offices, hospitals, out-patient clinics, eleemosy-
nary institutions, State and Federal agencies,
and dental supply houses. Students are trained
in basic dental operatory and laboratory skills
and in dental office and business procedures.

This curriculum has been accredited by the
Commission on Dental Accreditation of the
American Dental Association.

Upon satisfactory completion of the Dental
Assisting program, students should be able to:

Assist at the chair in diagnostic, opera-
tive, surgical, periodontal, preventive, or-
thodontic, removable and fixed prosth-
odontics, endodontic and pedodontic
procedures.
Assist in the management of medical and
dental emergencies and administer basic
life support procedures, when indicated.
Perform clinical supportive functions, in-
cluding preparing and dismissing patients,
manipulating dental restorative and im-
pression materials and dental cements,
sterilizing instruments and disinfecting
equipment, providing postoperative in-
structions prescribed by the dentist and
preparing tray setups.
Expose, process, and mount radiographs
of such quality as to be clinically accept-

able for diagnostic purposes according to
standardized techniques and procedures.
Complete laboratory procedures, includ-
ing pouring, trimming and polishing study
casts, fabricating custom impression trays
from preliminary impressions, cleaning
and polishing removable appliances, and
fabricating temporary restorations.
Perform business office procedures,
including telephone management, ap-
pointment control, receiving payment for
dental services, completing third-party
reimbursement forms, maintaining a sup-
ply inventory, and maintaining an active
recall system.
Exercise sound clinical judgment with
awareness of values and attitudes as evi-
denced by appropriate performance in
class, clinical, and laboratory experi-
ences.
Demonstrate communication skills by in-
teracting with patients and colleagues
with ease and effectiveness.
Provide oral health instruction including
plaque control programs and basic di-
etary counseling.
Participate effectively in public health
programs and continue professional edu-
cation.
Abide by the professional code of ethics,
know and abide by the state laws which
are applicable to dentistry.

First Semester
	

Credits

DENT 20, Orientation to Dental Assisting	 2
DENT 22, Bio-Medical Sciences	 3
DENT 24, Dental Sciences	 3
DENT 26, Dental Restorative Materials 	 1
DENT 28, Dental Radiography-Bisection

of the Angle	 2
DENT 30, Chairside Assisting Procedures

in General Dentistry	 4
MATH 01 or higher	 3

18

Second Semester
DENT 40, Emergencies in the Dental Office 1
DENT 42, Dental Prosthetic Procedures 2
DENT 44, Chairside Assisting Procedures

in Dental Specialties	 3
DENT 46, Dental Practice Management	 1
DENT 48, Dental Radiography II-Paralleling 2
DENT 50, Clinical Rotations/Seminar	 3
DENT 52, Understanding Dental Patients 	 3
COMUN 10, Basic Communication	 3

18

Summer
DENT 60, Clinical Rotations I I 	 4

TOTAL	 40

A grade of "C" or above is required in all DENT
courses in order for the student to continue in
the program.
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Medical Assisting Curriculum
Associate in Science Degree (60 Semester
Credits)

This curriculum is designed to prepare
students to assist physicians in private medical
offices and clinics, hospital outpatient clinics
with patient care as well as with routine office
laboratory and diagnostic tests. In addition, stu-
dents are prepared to perform administrative
medical office and business practices and proce-
dures through classroom, laboratory, and facul-
ty supervised clinical learning experiences.

This program has been accredited by the
Council on Medical Education of the American
Medical Association in collaboration with the
American Association of Medical Assistants.
Upon successful completion of the program,
graduates are qualified to write the national cer-
tification of the American Association of Medi-
cal Assistants.

Upon completion of the Medical Assisting
Program, the student should be able to:

.. Function in the professional role of the
Medical Assistant under direct supervi-
sion of a licensed physician.

. . . Perform clinical patient care skills safely
while assisting the physician with exami-
nation and treatments.

... Assist the physician in appraisal of the
health status of patients through the ap-
plication of the diagnostic concepts and
procedures, with prescribed diagnostic
tests, follow-up care and treatment.

... Collect routine laboratory specimens for
processing safely and following accept-
able procedures.

. . . Perform routine office diagnostic tests
and procedures accurately.

. . . Implement effective communication
skills both written and oral, verbally and
non-verbally, with patients, physicians,
and other allied health members.

. . . Recognize ethical and legal responsibili-
ties in patient management and in the
physician's practice adhering to legal and
governmental safety standards for inpa-
tient care and record maintenance.

... Apply the basic concepts of medical eco-
nomics to analyze and evaluate situations
involving the delivery of and payment for
medical care services.

... Recognize emergency situations and ad-
minister emergency first aid and cardio-
pulmonary resuscitation.

... Function and demonstrate professional
characteristics expectant of a beginning
practicing Medical Assistant.

. . . Function effectively as an allied health
team member in the delivery of quality
patient care through knowledge and skill
as a Medical Assistant.

First Semester (Fall)	 Credits
MEDAS 30, Clinical Medical Assisting 	 4
BIOL 130, Anatomy and Physiology	 4
BIOL 130L, Anatomy Laboratory 	 1
TYPW 20, Beginning Typewriting

or equivalent	 3
MATH 23, Elementary Algebra I, or

above (100 or above recommended)	 3
HLTH 21 B, Introduction to

Medical Terminology	 1
16

* HLTH 21C, Medical Terminology 	 (2)

Second Semester (Spring)
MEDAS 31, Medical Law, Ethics,

& Economics	 3
MEDAS 32, Administrative

Medical Assisting	 4
HLTH 52, Introduction to the

Study of Diseases	 3
FNS 19, Basic Nutrition	 1
PSY 110, Psychology of Adjustment 	 3
TRNSC 24, Self-Directed Dictation

and Transcription	 2
TYPW 30B, Intermediate Typewriting I	 1

17

* TYPW 30C, D, Intermediate
Typewriting II, III 	 (2)

* Optional: Recommended for students who
have had some required courses.

Third Semester (Fall)
MEDAS 40, Medical Assisting

Laboratory Procedures	 4
ENG 100, Expository Writing	 3
HLTH 30, Pharmacology for the

Health Practitioner	 3
HLTH 31, First Aid and Safety	 1
Humanities requirement**	 3
Elective (Speech or Communication

recommended)	 1
15

** Course must be numbered 100 or above.

Fourth Semester (Spring)
MEDAS 41, Medical Assisting Critique	 4
MEDAS 42, Internship	 8

12
TOTAL 	60

Note: A grade of "C" or better must be main-
tained in all medical assisting courses in order
for the student to continue in the program.

* Optional: Recommended for students who
have had some required courses.

Medical Laboratory Technician
Curriculum

Associate in Science Degree (69 Semester
Credits)

This curriculum is designed to prepare
students to perform manual and automated lab-
oratory procedures and to operate and maintain
laboratory equipment, under the direction of a
medical technologist or pathologist.

Graduates of this program will be eligible to
write the national examination for MLT (ASCP)
given by the American Society of Clinical Path-
ologists and/or the National examination for CLT
given by the American Society for Medical Tech-
nology. When certified, the MLT graduate will
meet the requirements to become licensed to
work in the State of Hawaii as a Medical
Laboratory Technician.

Upon completion of the MLT program, the
student should be able to:

. . . Perform routine clinical laboratory proce-
dures within acceptable quality control
parameters in Hematology, Chemistry,
Immunohematology and Microbiology
under the supervision of a Medical Tech-
nologist or Pathologist.

. . . Demonstrate technical skills, social be-
havior and professional awareness incum-
bent upon a laboratory technician as
defined by the American Society for Med-
ical Technology (ASMT) and the Ameri-
can Society of Clinical Pathologists
(ASCP).

. . . Effect a transition of information and ex-
periences learned in the MLT program to
employment situations and performance
on the written examinations conducted
by the American Society of Clinical Path-
ologists (ASCP) and/or the American
Society for Medical Technology (ASMT).

. . . Apply systematized problem solving tech-
niques to identify and correct procedural
errors, identify instrument malfunctions
and seek proper supervisory assistance
and verify the accuracy of laboratory re-
sults obtained.

. . . Operate and maintain laboratory equip-
ment, utilizing appropriate quality con-
trol and safety procedures.

. . . Perform within the guidelines of the code
of ethics of the American Society for
Medical Technology (ASMT), the Ameri-
can Society of Clinical Pathologists
(ASCP), and the restrictions established by
state and local regulatory groups.

. . . Recognize and participate in activities
which will provide current knowledge and
upgrading of skills in laboratory medi-
cine.

First Semester (Fall) 	 Credits
CHEM. 171, 171L, General Chemistry 	 5
ENG 100, Expository Writing	 3
BIOL 130, Anatomy and Physiology 	 4
MATH 130 or higher	 3
MLT 100, Introduction to the

Clinical Laboratory	 2

Second Semester (Spring)
CHEM 152,152L, Survey of Organic

and Bioorganic Chemistry	 4
MLT 102, Clinical Laboratory Theory 	 4
MLT 102L, Clinical Laboratory Technique	 2
MLT 104, Immunology	 2
MLT 104L, Immunology Laboratory 	 2

**Humanities	 3
17

* MLT 140, Clinical Laboratory Rotation I
(10 weeks, 39 hours a week) 	 8

Third Semester (fall)
MLT 201, Clinical Biochemistry	 4
MLT 201 L, Clinical Biochemistry

Laboratory	 2
MLT 204, Clinical Microbiology 	 3
MLT 204L, Clinical Microbiology

Laboratory	 2
**Social Sciences	 3

14

Fourth Semester (Spring)
* MLT 241, Clinical Laboratory Rotation II

(16 weeks, 39 hours a week) 	 13 
TOTAL	 69

Note: A grade of "C" or better must be main-
tained in all medical laboratory technician
courses in order for the student to continue in
the program.

*Clinical courses conducted in affiliated com-
munity hospitals and laboratories.

**Must be in courses numbered 100 and above.

Nurses' Aide Curriculum
Certificate of Completion (8 Semester Credits)

A course designed to prepare Nurses' Aides to
work in hospitals, nursing homes, private homes,
and clinics. Classroom, laboratory, and faculty
supervised clinical learning experiences are of-
fered.

Upon completion of the Nurses' Aide pro-
gram, the student should be able to:

. . . Function in the role of the Nurses' Aide as
a member of the health care team under
the supervision of the LPN, RN, or MD.

. . . Perform basic nursing skills safely.

. . . Perform basic patient care skills safely.

. . . Perform selected therapeutic nursing care
safely.

. . . Implement effective communication
skills.

Program Requirements:	 Credits
NURS 16, Nurses' Aide 	 8

Occupational Therapy
Assistant Curriculum

Associate in Science Degree (65 Semester
Credits)

This curriculum is designed to prepare stu-
dents to work under the supervision of a regis-
tered occupational therapist with clients who
are in need of activities to increase or maintain
their muscle strength, coordination, eating, bath-
ing, dressing and writing skills or individuals who
are unable to cope with daily life tasks as a re-
sult of injury, illness, the aging process, develop-
mental delays, poverty and cultural differences.
These remediation activities take place in a vari-
ety of health care facilities such as hospitals,
clinics, rehabilitation centers, public and private
schools, nursing homes and home care settings.
Students have faculty supervised clinical learn-
ing experiences in a variety of these settings.

Graduates of the Associate in Science degree
program are eligible to write the certification ex-
amination for the occupational therapy assistant
(COTA).

The program is accredited by the American
Occupational Therapy Association

This program accepts students on an alternate
year basis only. Next enrollment is Fall 1983.

Upon successful completion of the Occupa-
tional Therapy Assistant Program, the student
should be able to:

. . . Define occupational therapy as a compo-
nent of total habilitation/rehabilitation to
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other professionals as well as to the lay
public.

. . . Use health terminology correctly.

. . . Extrapolate relevant data about patient/
client to assist in evaluation/treatment in
an occupational therapy department.

. . . Assist a registered occupational therapist
in administering selected and prescribed
treatment of patient/clients in hospitals,
clinics, nursing homes, school and outpa-
tient programs.

. . . Apply their basic knowledge of the anat-
omy and physiology of the human body,
disease conditions and processes, psy-
chology, mental health concepts and
dysfunctional conditions in treatment set-
ting.

. . . Demonstrate a basic awareness of psy-
chological, social and physical needs of
patients/clients and demonstrate the
ability to use interpersonal relationships
to facilitate treatment.

. . . Demonstrate a basic knowledge of nor-
mal human growth and development, dys-
functional conditions and needs pertinent
to the developmental levels from infancy
through aging and apply this to occupa-
tional therapy treatment regimes appro-
priate for each level and role.

.. Demonstrate basic skills in the activities,
modalities and media used in occupa-
tional therapy practice and an ability to
teach and utilize these skills in patient
treatment to individuals or groups.

. . . Adapt activities to meet the problems and
needs of the client.

. . . Train patients in life skills (activities of
daily living, work, recreation and leisure)
and assist a registered occupational ther-
apist as assigned.

. . . Utilize skills in work simplication to help
the patient regain or maintain life skills
capacity.

. . . Report and record observations of pa-
tients/ clients.

. . . Organize, train and supervise volunteers.

. . . Lead activity group using the dynamics of
group process.

. . . Plan occupational therapy programs to
prevent deterioration of occupational
performance.

. . . Function as a constructive member of a
patient treatment team.

. . . Demonstrate an understanding of health
care systems.

. . . Lobby for a community/professional need
in the Hawaii legislative system and un-
derstand how they influence the health
care services of the Hawaii community.

. . . Display entry level competency in a varie-
ty of clinic settings concurrent with aca
demic instruction.

. . . Qualify to sit for the national certifica-
tion examination for COTA's.

First Semester (Fall) 	 Credits
OTA 101, Introduction to

Occupational Therapy	 3
* OTA 101 L, Survey of Occupational

Therapy Field Work Level I	 1
OTA 111, Critique: Field Work Level I	 1
OTA 121, Therapeutic Activities:

Minor Crafts	 2
HD 230, Survey of Human Growth

and Development 	 3
HLTH 21 B, Introduction to

Medical Terminology	 1
BIOL 130, Anatomy and Physiology 	 4
BIOL 130L, Anatomy Lab	 1

16

Second Semester (Spring)
OTA 102, Physical Dysfunction 	 3

* OTA 102L, Physical Dysfunction:
Field Work Level I	 1

OTA 112, Critique: Field Work Level I	 1
OTA 122, Therapeutic Activities

Leather and Ceramics	 2
OTA 132, Life Skills Lab I	 2
HLTH 31, First Aid and Safety	 1

**English, Speech, or Communications
(Group I)	 3

**Social Science (Group Ill) 	 3
16

Third Semester (Fall)
OTA 203, Pediatric Disabling

Conditions	 3
* OTA 203L, Pediatric Field Work Level I 	 1

OTA 213, Critique: Field Work Level I 	 1
OTA 233, Therapeutic Activities:

Wood Working and Weaving	 2
OTA 253, Therapeutic Interpersonal

Skills	 3
Quantitative Mathematics (Group I) 	 3

**Humanities (Group IV) 	 3
16

Fourth Semester (Spring)
OTA 204, Psychosocial Dysfunction	 3

* OTA 204L, Psychosocial Dysfunction
Field Work Level I	 1

OTA 214, Critique: Field Work Level I	 1
OTA 234, Life Skills Lab II	 2
OTA 244, Play/Leisure Skills for the

Older Citizen	 2
OTA 254, OT in Comprehensive

Community Health	 2
*OTA 260, Field Work Level II	 3

14

*OTA 261, Field Work Level II	 3 
TOTAL	 65

Note: A grade of "C" or better must be main-
tained in all required courses in order for the
student to continue in the OTA program.

`Clinical courses conducted in affiliated occu-
pational therapy departments.

**Must be in courses numbered 100 and above.

Practical Nursing Curriculum
Certificate of Achievement (41 Semester Credits)

This curriculum is designed to prepare
students with entry level competencies as Prac-
tical Nurses. The program consists of planned
learning experiences in classroom, laboratory,
and faculty supervised clinical settings which
will prepare the student upon graduation to
function in the role of a beginning practitioner
of practical nursing. The program is 11 months in
length; new students are admitted at the begin-
ning of the fall term.

Upon graduation from the program, students
are eligible to take the licensing examination to
become a Licensed Practical Nurse. The pro-
gram is fully accredited by the Board of Nursing,
State of Hawaii.

Upon completion of the Practical Nursing pro-
gram, the student should be able to:

.. Pass the licensure examination for prac-
tical nurses.

. . . Function as a member of the health care
team under the supervision of the RN
and/or MD.

. . . Participate in the planning, implementa-
tion, and evaluation of nursing care.

.. Administer safe nursing care for patients
throughout the life cycle.

. . . Identify the legal and ethical responsibili-
ties of the practical nurse.

Note: All students admitted to the Practical
Nursing Program must have current First Aid
and CPR cards no later than the fourth week
of instruction. The minimum requirement for
first aid is a Multi-Media first-aid certificate;
standard first aid is strongly encouraged. The
minimum requirement for CPR is one and two
person CPR.

First Semester	 Credits
NURS 20, Practical Nursing I	 13
NURS 28, Personal and Vocational

Relationships	 1
* BIOL 130, Anatomy and Physiology 	 4

18

Second Semester
NURS 22, Practical Nursing II 	 14

* HD 230, Survey of Human Growth
and Development	 3

17

Third Semester
NURS 26B, Maternity Nursing 	 3
NURS 26C, Child Nursing	 3 

6 
TOTAL	 41

* BIOL 22 and HD 22 will be accepted for stu-
dents entering the program in 1982.

A grade of C or above must be maintained in all
courses in order for the student to continue in
the practical nursing program.

Radiologic Technology Curriculum
Associate in Science Degree (85 Semester
Credits)

This curriculum includes a combination of
subject matter and faculty supervised clinical
experiences designed to prepare a person for the
safe use of x-ray equipment in clinical settings
under the supervision of a radiologist or other
physician.

Satisfactory completion of the requirements
for the Associate of Science degree permits the
student to take the qualifying examinations of
the American Registry of Radiologic Technolo-
gists and the Hawaii Board of Radiologic Tech-
nology. This program is accredited by the Joint
Review Committee on Education in Radiologic
Technology.

Upon completion of the Radiologic Technolo-
gy Program, the student should be able to:

... Demonstrate work habits and behavior
appropriate to the radiology profession as
described in Directive for Students Train-
ing as Radiologic Technologists at the Co-
operating Hospital.

.. Identify all patients in a Radiology De-
partment situation who should be given
emergency care according to the stan-
dards maintained by the hospitals.

. Perform appropriate procedures on any
patient requiring emergency care, includ-
ing external cardiac resuscitation, lung
ventilation, and administering oxygen to
the standard maintained by the hospital.

... Maintain asepsis in all cases of patients
requiring an injection or having a conta-
gious disease or operative procedure to
the standards maintained by the affiliated
hospitals.

. Instruct patients by whatever method can
best be understood, including interpreter,
sign language or demonstration, in what
the examination requires, including
breathing techniques and what items
must be removed from the person which
would cause an artifact or obscure possi-
ble pathology, in order to obtain a diag-
nostic radiograph to the standards of the
supervising radiologists.

... Physically assist or move ambulatory,
wheelchair, or guerney patients into each
of the required positions for all radiologi-
cal examinations by using the medically
accepted standard of body mechanics
methods and without injuring oneself or
the patient.

. . . Maintain radiation protection measures
during radiographic and fluoroscopic pro-
cedures to minimize radiation exposure
to oneself and the patient as stated in the
National Council on Radiation Protection
Measurements Handbook.

. . . Evaluate the diagnosis, the age, and body
habitus and select the accurate technical
exposure factors to obtain a diagnostic
radiograph to the standards of the super-
vising radiologists.

... Take diagnostically acceptable radio-
graphs of any or all parts of the body
(anatomy) to the standards of the super-
vising radiologists.

... Store, handle, and process any or all film
in standard processing room, using either
manual or automatic processing without
artifacts to the departmental standards of
the affiliated hospitals.

.. Operate automatic film changers and
pressure injectors in a radiographic room
equipped for special procedures, to the
standards maintained by the special pro-
cedures technologist supervisor.

... Obtain and prepare patient information
for billing and film identification for all
radiologic procedures and retrieve such



information, including previous radio-
graphs, to the standards maintained by
the special procedures technologist
supervisor.
Answer correctly 75 percent of the ques-
tions on a 250 objective, multiple choice
test items administered by the American
Registry of Radiologic Technologists.
Answer correctly 75 percent of the ques-
tions on a 250 objective, multiple choice
test items administered by the Hawaiian
Board of Radiologic Technologist.

First Semester (Fall)	 Credits
HLTH 20, Introduction to

Health Occupations	 1
HLTH 21 B, Introduction to Medical

Terminology	 1
HLTH 31, First Aid and Safety 	 1
Mathematics 100, 130, 140, 205, 206

QM 121, or 122	 3
BIOL 130, Anatomy and Physiology	 4
RAD 100, Introduction to

Radiologic Technology	 3.
RAD 100L, Introduction to

Radiologic Technology Lab	 1
RAD 140, Hospital Radiologic Technique	 6

20

Second Semester (Spring)
ENG 100
	 3

RAD 110, Radiologic Techniques	 3
RAD 110L, Radiologic Techniques Lab

	
1

RAD 120, Radiologic Physics	 3
RAD 141, Hospital Radiographic

Technique	 6
RAD 149, Radiographic Film Critique I

	
1 

17

Summer: 12 weeks
RAD 150, Radiographic Film Critique II 	 2
RAD 142, Hospital Radiographic

Technique	 6
8

Third Semester (Fall)
* Social Science	 3

RAD 200, Advanced Radiologic
Positioning	 3

RAD 200L, Advanced Radiologic
Positioning Lab 
	 1

RAD 210, Advanced Radiographic
Technique	 3

RAD 240, Hospital Radiographic
Technique	 6

RAD 248, Radiographic Film Critique III
	 1

17

Fourth Semester (Spring)
* Humanities	 3

RAD 220, Departmental Administration	 1
RAD 230, Special Radiographic

Procedures	 3
RAD 230L, Special Radiographic

Procedures Lab	 1
RAD 241, Hospital Radiographic

Technique	 6
RAD 249, Radiographic Film Critique IV

	
1 

15

Summer: 12 weeks
RAD 250, Radiotherapy and

Nuclear Medicine	 2
RAD 242, Hospital Radiographic

Technique	 6
8

TOTAL	 85

*Must be in courses numbered 100 and above.
Note: A grade of "C" or better must be main-
tained in all radiologic technology courses in
order for the student to continue in the pro-
gram.
All courses in radiologic technology may be
transferable to institutions offering bac-
calaureate degrees in radiologic technology.
At the present time, the University of Hawaii
does not have such a program. Information
about transfering to a baccalaureate program
in radiologic technology is available from pro-
gram faculty.

Respiratory Therapy
and Respiratory Therapy
Technician Curriculum

Associate in Science Degree (88 Semester
Credits) and Certificate of Achievement
(47 Semester Credits)

The purpose of this curriculum is to provide
classroom, laboratory, and faculty supervised
clinical learning experience designed to prepare
students with entry-level competencies as respi-
ratory therapists.

The program provides a career ladder in respi-
ratory therapy with two points of exit. Students
must decide which exit point they wish to pursue
before completion of the first semester of the
program. Students exiting with a Certificate of
Achievement after 15 months are eligible to take
the certificate examinations of the National
Board for Respiratory Therapy. Students re-
ceiving the Associate in Science degree after 24
months are eligible to take the registry examina-
tions of the National Board for Respiratory
Therapy. These two levels correspond with the
job description of the respiratory therapy techni-
cian and the respiratory therapist respectively.

It is recommended that the interested persons
take high school chemistry and two years of high
school algebra or college chemistry and math
before entering the respiratory therapy program.
Additional mathematics and science courses are
encouraged. Math 27, Intermediate Algebra, its
equivalent, or higher is required prior to comple-
tion of the program.

This program accepts students on an alternate
year basis only. Next enrollment is Fall 1983.

Upon completion of the Associate in Science
program in respiratory therapy, the student
should be able to:

Perform the entry-level job description of
a respiratory therapist in the acute care
general hospital wards, cardiopulmonary
laboratories, and the intensive care unit.
Adequately communicate with hospital
patients and visitors, and co-workers in-
cluding allied health personnel, nurses,
and physicians.

• • Independently, at physician's request,
knowledgeably, skillfully, and safely per-
form the tasks of general therapeutics.

• • Independently, at physician's request,
knowledgeably, safely, and skillfully per-
form the tasks of cardiopulmonary labo-
ratory and critical respiratory care.

.. Perform the procedures necessary to sup-
port an organized approach to the thera-
peutics described above including evalu-
ation of therapeutic outcomes, charting
and recordkeeping, organization of work
priorities and maintenance, cleaning, ster-
ilization, and assembly of respiratory
therapy equipment.
State the function of the respiratory ther-
apy department in the hospital, familiari-
ty with the supervisory and administrative
tasks of the respiratory therapy technical
director, the organizational and profes-
sional relationships between herself/him-
self and the National and State institu-
tions, as well as the community.

• Pass the comprehensive final examination
for the respiratory therapy program.

• Appreciate the value of continuing pro-
fessional education and involvement with
the development of the respiratory thera-
py profession and bettering patient care.

Upon completion of the Certificate of
Achievement program, the student will have
achieved the same basic competencies as these
listed above except for the following differ-
ences:

Perform the entry-level job description of
a respiratory therapist technician in the
acute care general hospital wards, cardio-
pulmonary laboratories, and the intensive
care unit.
At the physician's request, safely perform
the tasks of the cardiopulmonary labora-
tory and critical respiratory care but on a
more limited basis than does the respira-
tory therapist.
Pass the comprehensive final examination
for the respiratory therapy technician pro-
gram.
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Cert. of A.S. Cert. of A.S. Fourth Semester (Spring II)
Cr. A ch. Deg. Cr. Ach. Deg. * RESP 222, Clinical Practice V	 4	 X

First Semester (Fall I) Summer I RESP 225, Critical Care	 3	 X
* RESP 101, Clinical Practice I 2 X X * RESP 141, Clinical RESP 230, Cardiopulmonary

RESP 103, Humidity Therapy 2 X X Practice III 3 X Rehabilitation	 2	 X
RESP 105, Medical Gas RESP 145, Emergency Life RESP 240, Mechanical

Therapy 3 X X Support 2 X X Ventilation	 3	 X
HLTH 20, Introduction to RESP 150, Cardiopulmonary RESP 235, Pediatric &

Health Occupations 1 X X Anatomy and Physiology 3 X Neonatal Respiratory Care 	 3	 X
HLTH 21 B, Introduction to RESP 180, Pulmonary **General Education

Medical Terminology 1 X X Function 2 X requirement	 3	 X
BIOL 130, Anatomy an 7 (Humanities)

Physiology 4 X X
__
181

BIOL 130L, Anatomy Lab 1 X X Third Semester (Fall II)
171,CHEM 171 General

Chemistry
CHEM 171L General,

Chemistry Lab

4

1

X

X

X

X 

* RESP 202, Clinical Practice IV
RESP 203, Advanced

Respiratory Therapy
Procedures

RESP 212, Blood Gas Analysis

4

3
3

X

X

X

X

Summer II
* RESP 250, Critical Care

Practice	 3	 X
RESP 260, Respiratory Therapy

Department Administration	 2	 X19 19

Second Semester (Spring I)
* RESP 111, Clinical Practice II 4 X X

RESP 218, Cardiopulmonary
Pathophysiology

MICRO 130, General
3 X

5
TOTAL	 88

RESP 114, Respiratory Care
Techniques

RESP 130, Respiratory
3 X X

Microbiology
MICRO 140, Microbiology

Lab

3

2

X

X

Program Exit Point for Associate of
Science Degree in Respiratory Therapy

Therapy Pharmacology
RESP 140, Respiratory

Therapy Sciences
CHEM 152, Survey Organic

and Bioorganic Chemistry
CHEM 152L, Survey Organic

and Bioorganic

3

3

3

X

X

X

X

ENG 100
**General Education

requirement
(Social Science)

SUBTOTAL

3

3

X X

X

*Clinical	 experience	 in	 affiliated	 community
hospitals.

**Must be in courses numbered 100 or higher.
Note: A grade of "C" or above must be main-
tamed	 in all	 respiratory therapy courses	 in
order to remain in the program.

10 21
47

Chemistry Lab 1 X
PHYS 100, Survey of Physics 3 X
PHYS 100L, Survey of Physics Program Exit Point for Certificate

Lab 1 X of Achievement as Respiratory
13 18 Therapist Technician

Liberal Arts (Transfer) Program
Associate in Arts Degree (60 Semester Credits)

This program is designed to prepare students
for transfer to a baccalaureate degree program
at a four-year college or university. The re-
quirements listed below are the requirements for
the Associate in Arts degree at Kapiolani Com-
munity College. Students should note that bac-
calaureate degree requirements at the Universi-
ty of Hawaii, Manoa, may differ so please see
your academic advisors for details.

Upon completion of the Associate in Arts Pro
gram, the student should be able to:

. . . Employ those skills in communication,
mathematics and historical content es-
sential to further college work.

. . . Show by completion of courses in litera-
ture, philosophy or religion and other
among the art, history, American studies,
ethnic studies, and music courses in the
humanities that the student has acquired
an understanding of the varying state-
ments of attitudes and values, their
expression in various cultures, and an
understanding of their usefulness in the
improvement of the quality of life.

. Follow the steps employed in the scien-
tific method for valid conclusions or de-

. monstrable hypotheses as used in the nat-
ural sciences.
Correlate the skills and understanding
learned in the physical and biological sci-
ences to produce an awareness of our
technological and natural environment.
Gather and filter data, compose and re-
fine conclusions, solutions and alterna-
tives to issues or concerns posed in social

siences courses.
. . . Demonstrate awareness of human experi-

ence and theory examined in the social
sciences, providing evidence of a basic
knowledge of at least two specific social
sciences disciplines.

. . . Show, by completion of elective and/or
specialized courses, that the student has
the educational background necessary
for more specialized professional and
personal goals.

. . . Make a decision about further course of
study in a four-year college, with a capac-
ity to declare a major and select courses
directed toward that major, based upon a
realistic assessment of personal needs
and aspirations.

LIBERAL ARTS

	

General Education:	 Credits
	English 100 (or	 ESL 100	 3

for foreign students)
Math 100 or higher, PHIL 210, or

	

QM 121,122	 3

	

HIST 151, 152	 6

	

SP 151 or 251,	 or COMUN 145**	 3
15

Area Requirements:
Humanities	 9

Three semester courses with at least one from
each of the three groups below.

Group I
DRAMA 101
ENGLISH 250, 252, 253, 254, 255, 257

Group 11
PHIL 100, 200, 201
RE L 150, 151, 200, 201

Group III
AMST 201, 202
ART 101, 270, 280
MUS 106, 107, 108
HIST 241, 242, 281, 282
SSCI 120*, **

	

Natural Sciences	 10-12
Three semester courses including at least one

four-credit laboratory science. At least one
course each must be chosen from both Group I
(biological sciences) and Group II (physical
sciences).

Group I
BOT 100**, 101 L
MICRO 130
SCI 121, 121 L
ZOOL 100**, 101, 101L

Group II
CHEM 100**, 100L**, 151, 151 L, 152, 152 L,

171,171L
PHYS 100, 102
SCI 122, 122L

Group Ill
BIOL 130**, 130L**
GEOG 101, 101L
OCEAN 201
SCI 124, 124L, 126**

Social Sciences	 9
Three semester courses including at least one

From each of the two groups below.

Group I
AMST 211, 212
ANTH 150, 200
BOT 105
PSY 100, 110
PSY 200**, 220
SOC 100, 220, 275**
JOURN 150
WS 130**

Group II
SSCI 120*, **
ECON 101", 120 or 150, 151
POLSC 110, 220, 230
GEOG 102,151

Electives may be taken from any course
listed above, or any of these suggested
electives.	 15-17

ACC 201, 202
ANTH 235
ART 100, 105, 107, 108, 113, 114, 115, 116,

207, 213, 223, 243
DANCE 131, 132, 212
DRAMA 221, 222
ENG 102
FR 101, 102
GEOG 269
HAW 101,102
HPER 101, 107, 108, 110, 115, 121, 135
HIST 224
HUM 100B, C, D,150
JPNSE 101, 102, 121, 122, 201, 202
JOURN 205, 285V
MATH 115, 130, 140, 205, 206
MICRO 140
MUS 114, 121B, 121D, 122D, 125, 126,

180, 201, 204, 225, 226
QM 121, 122
SSCI 193V, 293V
SPAN 101,102
SP 231

TOTAL	 60
*Satisfies either the humanities or social science

requirement, not both.
**Does not fulfill UHM BA core requirements.
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Student Retention Data
As required by federal regulations governing student consumer information, Kapiolani Community College provides stu-
dent data relating to student retention and graduation. The table below displays the number and percent of students who
enroll each fall and who continue to be enrolled in certificate and degree programs for the following spring semester, as
well as the number of graduates.

KapCC Fall Enrolled & Spring Continuing
Students Seeking Certificates and Degrees

Academic
Year

No. Enrolled
Fall Semester

No. Continuing
Spring Semester % Continuing

No. of
Graduates

1978-1979 4,427 2,995 67.6 558

1979-1980 4,328 3,054 70.6 535

1980-1981 4,966 3,323 66.9 568

1981-1982 5,079 3,354 66.0

*Not available at publication deadline.

DESCRIPTION OF COURSES

The following pages list courses of instruction
by subject area. Since all courses are not offered
each semester, a student should obtain from the
Student Services Center a list of the current of-
ferings at the time of registration.*

Credit
The credit of each course is indicated by a

number in parentheses following the title of
each course.

Course Numbering
A course shall be designated by an abbreviat-

ed alpha which stands for the subject-content or
discipline of the course followed by a number.
The number indicates:

1-10 Courses not generally applicable
toward associate degrees. These
courses may, however, count toward
certificates.**

11-99 Courses which meet requirements for
Associate in Science degrees and Cer-
tificates of Achievement and Comple-
tion.

100-299 Courses which meet requirements for
all associate degrees and certificates
and which are transferable toward bac-
calaureate programs offered by the
University of Hawaii.

Lettering System
There are some courses which have the letters

A, L, or V after the course number. These letters
indicate the following: A (honors), L (laboratory),
and V (variable credit). All other suffixes (B
through K, M through U, and W through Z) are

used to designate sections of a course, each sec-
tion having distinctive content such that a stu-
dent may earn credit towards his or her degree
for each section taken.

Example: BMACH 20B
20C
20D

*The Administration reserves the right to make
changes in course content and to add or
delete course offerings.

**Check program requirements in your major
area.

Foreign Language Courses
All students who have previously taken a

course in a foreign language and wish to con-
tinue their study of that language at Kapiolani
Community College must take a placement test
prior to enrollment.

Students who are native or proficient speakers
of a foreign language may not enroll in, or re-
ceive credit of any kind for beginning courses in
that language. Specific regulations regarding
these courses may be found in the office of the
Language Arts Department Chairman. Kapio-
lani's regulations adhere to the policy state-
ments of European Languages and East Asian
Languages at the UH-Manoa Campus.

Individual and Specialized Group Study
Opportunity is afforded in each of the areas in

which credit courses are offered for individual
and specialized group study. Individual Study
299V in any subject area may be arranged by
consulting with an appropriate instructor and by

the completion of forms obtained from the de-
partment chairperson. Likewise, when a number
of students are interested in the pursuit of a simi-
lar topic, special sections of 199V, Specialized
Group Studies, may be arranged.

Cooperative Education
Academic credit is awarded for (a) seminar

sessions and (b) planned and evaluated coopera-
tive work experience related to the student's ed-
ucational objectives in the following curriculum
areas:

Curriculum
	 Course Alpha

Accounting
	

ACC 93V
Data Processing
	

DPRO 93V
Secretarial/Clerical
	

OFPRO 93V
Sales & Marketing
	

SMKT 93V
Hotel Operations
	

HOPER 93V
Food Service
	

FSER 93V
Legal Assistant
	

LAW 193V/293V
Liberal Arts
	

SSC1193V/293V

A student participating in the Cooperative
Education may receive from 2 to 4 credits per
semester and no more than a total of 8 credits
may be counted toward a Certificate or Associ-
ate degree. Credits are awarded as follows:

Seminar
	

1 hours/week 1 credit
Planned and evaluated

cooperative work
experience
	

3 hours/week 1 credit

Additional information is available from the
appropriate department chairperson.
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ACCOUNTING (ACC)
24 Principles of Accounting I (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on math
placement test or satisfactory completion of
MATH 01
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the pro-
cedures involved in the basic accounting
cycle and apply those procedures to the
recording and reporting of accounting
data at the introductory level.
Maintain a set of books for a sole proprie-
torship engaged in a professional or small
service-type business.
Maintain subsidiary ledgers for customers
and creditors.
Prepare routine source documents such
as: invoices, receipts, etc.; and perform
routine accounting clerical tasks.

24L Introductory Accounting Lab (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate understanding of introduc-
tory accounting procedures, and apply
such knowledge in solving related prob-
lems.

25 Principles of Accounting 11 (3)

3 hours lecture per week
Prerequisite: ACC 24
Upon successful completion of this course, the
student should be able to:

List the various accounting principles and
concepts, and describe their application
to basic accounting procedures and re-
porting requirements at the introductory
level.
Demonstrate understanding of the basic
differences in the characteristics of the
partnership and corporate form of busi-
ness organization, and relate such differ-
ences in the accounting for and the re-
porting of owner's equity.
Prepare basic financial statements for
proprietorships, partnerships, and corpo-
rations, properly classified.

26 Principles of Accounting Ill (3)
 3 hours lecture per week

Prerequisite: ACC 25 (may be taken concurrently
with consent of instructor/advisor)
Upon successful completion of this course, the

r student should be able to:
Demonstrate understanding of the rudi-
ments of computing product costs, ac-
counting for, and reporting of manufac-
turing activities.
Demonstrate general understanding of
basic concepts and accounting pro-
cedures underlying combined financial
statements for branches and subsidiaries,
and segmental reporting for departmental
operations.
Prepare common size and percentage fi-
nancial statements; describe basic quanti-
tative technique used for analysis and in-
terpretation of financial statements: and
perform related calculations.
Prepare Statements of Changes in Finan-
cial Position based on transactions at the
introductory level.

32 Payroll And Hawaii General Excise Taxes (3)
3 hours lecture per week
Prerequisite: ACC 20 or 24 or concurrent enroll-
ment in ACC 20 or 24
Upon successful completion of this course, the
student should be able to:

Demonstrate awareness of the basic pro-
visions of Federal and State laws perti-
nent to payroll and personnel records.
Maintain payroll	 and timekeeping
records.
Prepare payrolls, and returns for payroll
taxes and Hawaii General Excise Tax.

34 Income Tax Preparation (3)
3 hours lecture per week
Prerequisite: ACC 24
Upon successful completion of this course, the
student should be able to:

.	 Demonstrate knowledge of the Federal

and Hawaii basic tax structure for the
computation of income tax liability for in-
dividuals.

• Prepare Federal and Hawaii income tax
returns and forms for reporting and pay-
ment of income taxes for individuals.

• Demonstrate recognition of transactions
and events having income tax signif-
icance and their importance in planning.

36 Cost Accounting (3)	 Spring
3 hours lecture per week
Prerequisite: ACC 26
Offered in alternate semesters.
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of manufac-
turing operations: and describe procure-
ment, costing and control procedures for
the three elements of production costs
(materials, labor, and overhead).
Record the flow of costs through the cost
records and accounts; and compute costs
under job order, process, and standard
costing.
Describe the importance and use of cost
accounting data in planning, control, and
management decision making.

37 Business Income Taxation (3)	 Fall
3 hours lecture per week
Prerequisite: ACC 34
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the report-
ing and taxation of business income.
Prepare schedules and returns for proprie-
torships, partnerships, and corporations
at the elementary level.
Demonstrate awareness of the tax bene-
fits of overall tax planning and the availa-
bility of tax-saving devices for individuals
and businesses.

40 Intermediate Accounting (4)
3 hours lecture, 2 hours lab per week
Prerequisite: ACC 26 (may be taken concurrently
with consent of instructor/advisor)
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of generally
accepted accounting principles and con-
cepts and their application to recording
and reporting requirements beyond the
introductory level.
Prepare comprehensive financial reports
with Balance Sheets, Statements of Re-
tained Earnings and Operations including
those for manufacturing activities, prop-
erly classified.
Demonstrate understanding of advanced
problems involving valuations, recording
and reporting alternatives, analysis and
interpretation of financial data.

50 Using Computers in Accounting (3)

3 hours lecture per week
Prerequisite: ACC 24, ACC 201 or consent of the
instructor
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate general understanding of
the application of computers to the pro-
cessing of accounting information.

. . . Analyze basic accounting problems, con-
struct flow charts, design the programs,
and process the data on mini-computers.

93V Cooperative Education (1-4)
1 hour seminar or 3 hours work experience each
week for 1 credit.
Upon successful completion of this course, the
student will be able to:

Perform activities in the cooperative work
area involving such areas as routine tasks,
problem or crisis situations, creative sug-
gestions or initiatives, personal develop-
ment, work attitudes, and other compe-
tencies as determined by the instructor.
Write an essay paper on an overall com-
petency, such as analyzing or describing
the student's job in term of the organiza-
tion and its relationship to principles, con-
cepts or procedures covered in the field
of study.

201 Elementary Accounting 1(3)
3 °hours lecture per week
Prerequisite: Satisfactory performance on math
placement test or satisfactory completion of
MATH 01
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of and the
application of procedures embraced in
the accounting cycle.
Demonstrate proficiency in recording
transactions based upon an understand-
ing of and analysis in terms of the ac-
counting equation.
Explain "internal control" as a function of
accounting, and indicate basic principles
involved in establishing controls for mini-
mizing errors and fraud.
Demonstrate introductory understanding
of basic accounting principles and con-
cepts and their application to accounting
procedures and financial reporting re-
quirements.

202 Elementary Accounting II (3)

3 hours lecture per week
Prerequisite: ACC 201
Upon successful completion of this course, the
student should be able to:

Recognize the differences in the nature of
partnerships and corporations, and relate
such differences in the accounting for
and reporting of owner's equities.
Demonstrate general understanding of
the flow of production costs, and record
rudimentary transactions involved in
manufacturing operations.
Prepare financial statements (basic and
special), and demonstrate broad under-
standing of the analytical techniques
used in the analysis and interpretation of
financial reports for decision-making pur-
poses.

AMERICAN STUDIES (AMST)
201 Introduction to American Civilization I:
Individualism and the American Character (3)

3 hours lecture per week
Recommended Preparation: Qualification for or
completion of English 100.

202 Introduction to American Civilization II:
Minority Views of Majority America (3)

3 hours lecture per week
Recommended Preparation: Qualification for or
completion of English 100.

Upon successful completion of either Ameri-
can Studies 201 or 202, the student should be
able to:

Appreciate the interdisciplinary approach
to the study of America.
Gain a better understanding of his or her
own cultural heritage.

• Develop and defend value judgments.
. Recognize the importance of historical

perspective for understanding various
kinds of social problems.

• Recognize the major themes in literary
works dealing with the American experi-
ence.

• Recognize the importance of empirical
data for understanding various kinds of
social problems.
Appreciate the complexity of American
values and identity.
Conceive and carry out an independent
study project.

212 Contemporary American Issues 11 (3)
3 hours lecture per week
For social science credit, no prerequisites.
A MST 211 and 212 do not have to be taken in se-
quence.
Upon successful completion of this course, the
student should be able to:

. . . Appreciate the interdisciplinary approach
to the study of American culture.
Gain a better understanding of own cul-
tural heritage.
Develop and defend value judgments:



Recognize the importance of historical
perspectives for understanding various
kinds of social patterns.
Recognize the importance of empirical
data for understanding various kinds of
social problems.
Appreciate the complexity of American
values and identity.
Conceive and carry out an independent
study project.
Deal with many of his/her ethnocentric
biases.
Understand members of his/her society,
and have empathy as well as understand-
ing for those who have severe social prob-
lems.

212 Contemporary American Issues 11 (3)
3 hours lecture per week
For social science credit, no prerequisites.
Upon successful completion of this course, the
student should be able to:

Appreciate the interdisciplinary approach
to the study of American culture.
Gain a better understanding of own cul-
tural heritage.
Develop and defend value judgments.
Recognize the importance of historical
perspectives for understanding various
kinds of social patterns.
Recognize the importance of empirical
data for understanding various kinds of
social problems.
Appreciate the complexity of American
values and identity.
Conceive and carry out an independent
study project.

ANTHROPOLOGY (ANTH)
150 Human Adaptations (Introduction to
Anthropology) (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Define anthropology, describe the scope
of its inquiry, its relationship to other dis-
ciplines, and the manner in which it con-
tributes to human knowledge.

. . . Describe anthropology's commitment to
both the scientific method and hu-
manism.

.. Demonstrate an understanding of evolu-
tionary theory, particularly as it relates to
human physical evolution; and discuss its
validity and its limitations.

... Demonstrate an understanding of the
chemical, morphological, and behavioral
similarities and differences between liv-
ing primates, particularly humans and
apes; and describe the kinds of environ-
mental pressures— both social and eco-
logical—that may have produced them.

. . . Demonstrate an understanding of ele-
mentary genetics, including DNA replica-
tion, meiosis, mitosis, mutation, and natu-
ral selection, particularly as these facts
apply to heredity and micro and macro
evolution.

. . . Demonstrate a knowledge of archaeology
field methods and dating techniques.

. . . Define culture, and describe how it is
studied in the field.

. . . Demonstrate a knowledge of the inter-
play between paleo-ecology and physical
and cultural evolution of humans, and the
implications for modern human physical
and mental makeup.

. . . Demonstrate an understanding of how
our knowledge concerning human physi-
cal and cultural development may be
used to promote improved living condi-
tions for humans now and in the future.

.. Discuss the role of anthropology in the
future.

. . . Produce at least one paper describing and
analyzing a society other than the stu-
dent's own.

200 Cultural Anthropology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Define anthropology; and describe the
scope of its inquiry, its relationship to
other disciplines, and the manner in

which it contributes to human knowl-
edge.
Describe anthropology's commitment to
both the scientific method and hu-
manism.
Define culture, and describe how it is
studied in the field.
Describe and give examples of cross-
cultural research.
Demonstrate a knowledge of the basic in-
stitutions of society and how they func-
tion; and compare and contrast them in
hunting and gathering societies, nomadic
herding societies, peasant farming com-
munities, and intensive agricultural soci-
eties.
Explain the principal causes of cultural
change.
Define modernization and what it entails.
Discuss the problems of food shortage,
urbanization, crowding, displacement,
and pollution.
Discuss the role of anthropology in the
future.
Describe how anthropologists are re-
sponding to the need for the study
modern societies and their problems.
Produce at least one paper describing and
analyzing a society other that student's
own.

235 Introduction to Pacific Island Peoples:
Adventures in Paradise (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Define anthropology; and describe the
scope of its inquiry, its relationship to
other disciplines, and the manner in
which it contributes to human knowl-
edge.
Describe anthropology's commitment to
both the scientific method and hu-
manism.
Discuss the importance of cross-cultural
research.
Describe the general area of the Pacific
and the types of Island habitats.

• Explain the theories of the settlement of
the Pacific Islands.

• Demonstrate a knowledge of the basic in-
stitutions of society and how they func-
tion; and compare and contrast them in
the Island cultures of the Pacific.

• Describe the history of European and
Asian contact with the Pacific Islands.

• Explain the principal causes of cultural
change in the Pacific Islands.
Define modernization and what it entails,
and demonstrate its effect on the Pacific
Islands.
Discuss the problems of food shortage,
urbanization, crowding, displacement,
and pollution as they pertain to the Pacif-
ic Islands.
Describe how anthropologists are re-
sponding to the need for the study of
modern societies and their problems.

ART (ART)
ART courses cannot be audited. ART 100, 105,
and 108 cannot count towards major require-
ments in Art. ART 101 is mandatory for Art ma-
jors.

100 Introduction to the Crafts (3)
6 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

. Demonstrate a knowledge of three differ-
ent craft media through the creation of at
least nine different projects.

. Create both utilitarian and non-utilitarian
craft objects.

. Utilize the principles and elements of art
in creating craft objects.

101 Introduction to the Visual Arts (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate a knowledge and under-
standing of the elements of art, principles
of design, and the creative process.

.. Demonstrate a familiarity with major his-
torical movements in art, and be able to
explain how art relates to its time.

. . . Express own ideas in various visual media
and forms.

. . . Demonstrate an understanding and
awareness of the various art media.

. . . Appreciate ways of bettering the visual
environment.

105 Elementary Studio— Ceramics (3)
6 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

Demonstrate a knowledge of how clay
can be manipulated.
Show awareness of the nature of clay and
glazes.

• Show an understanding of the firing pro-
cess.
Demonstrate an appreciation for an aes-
thetic awareness of ceramic pieces.

. Work within the limitation of clay to cre-
ate original works.
Create both utilitarian and non-utilitarian
ceramic pieces.
Show an understanding of the principles
and elements of art in creating ceramic
pieces.

107 Elementary Studio— Photography (3)
6 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

Show awareness of the history of photog-
raphy.
Demonstrate a knowledge of the func-
tions of the camera, and be able to con-
trol various lighting situations.
Understand necessary darkroom tech-
niques.
Develop useful professional presentation
techniques.
Understand the principles of art in creat-
ing a photograph.

108 Elementary Studio— Drawing and Painting
(3)
6 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

Understand the process of visually ex-
pressing on a two-dimensional plane what
is seen.
Appreciate various forms of art expres-
sion found in drawing and painting
through the ACT of doing.
Show proficiency in the use of the art ele-
ments.
Draw in more than one media, and use
different drawing techniques.
Execute works in a painting media.
Demonstrate creativity in creating an
original work of art.

113 Foundation Studio "A" (3)
6 hours lecture/lab per week
Recommended Preparation: ART 101 (may be
taken concurrently)
Upon successful completion of this course, the
student should be able to:

Show a knowledge of the competencies
of ART 101.
Demonstrate a skillful use of a variety of
drawing materials and techniques.
Use the basic elements of the visual arts
(line, value, shape, texture, modeling, pat-
tern, composition) to arrive at an illusion
of space, image, and form.
Develop an awareness of the interaction
of seeing, imagining, and drawing.
Develop useful professional presentation
techniques.

114 Foundation Studio "B" (3)
6 hours lecture/lab per week
Recommended Preparation: ART 101 (may be
taken concurrently)
Upon successful completion of this course, the
student should be able to:

. . . Show a knowledge of the competencies
of ART 101.
Understand and utilize the color wheel.
Utilize cut colored paper, and paint to
creatively solve posed color problems.
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. . . Demonstrate an awareness of various col-
or theories (Albers, Wen, and Munsel I).

. . . Show a knowledge and understanding of
color psychology and color theory vocab-
ulary.
Demonstrate with paint the ability to mix
and match colors.
Show skill in developing a portfolio.

115 Foundation Studio "C" (3)
6 hours lecture/lab per week
Recommended Preparation: ART 101 (may be
taken concurrently)
Upon successful completion of this course, the
student should be able to:

. Show a knowledge of the competencies
of ART 101.
Understand and utilize the principles of
design in solving two- and three-
dimensional design problems.
Understand the scope of design in the
world.
Demonstrate a knowledge of pictorial/
visual communication.

116 Foundation Studio "D" (3)
6 hours lecture/lab per week
Recommended Preparation: ART 101 (may be
taken concurrently)
Upon successful completion of this course, the
student should be able to:

Show a knowledge of the competencies
of ART 101.
Utilize the three-dimensional elements
(i.e., mass, space, texture, light, move-
ment) to solve three-dimensional design.
Understand the principles of three-
dimensional design.
Demonstrate a knowledge of different
media in working subtractively and addi-
tively to solve three-dimensional design
problems.

207 Photography Studio 1(3)
6 hours lecture/lab per week
Prerequisite: ART 101 (may be taken concur-
rently)
Upon successful completion of this course, the
student should be able to:

Show a knowledge of the competencies
of ART 101.
Demonstrate a knowledge of the history
of photography.
Demonstrate a knowledge of the func-
tions of the camera, and be able to con-
trol various lighting situations.
Demonstrate the ability to do all neces-
sary darkroom manipulations.
Demonstrate useful professional presen-
tation techniques.
Demonstrate the application of the prin-
ciples of art in creating a photograph.

213 Drawing (3)
6 hours lecture/lab per week
Prerequisites: ART 101 and ART 113
Recommended Preparation: ART 114, 115, and
116 and/or consent of instructor
Upon successful completion of this course, the
student should be able to:

. . . Show a knowledge of the competencies
of ART 101 and ART 113.

. . . Skillfully draw what is perceived by see
ing, imagining, knowing, and inventing.

. . . Show a developed proficiency in the use
of a variety of drawing materials and
techniques.

. . . Demonstrate the ability to use the art ele-
ments with a greater proficiency than in
ART 113.

223 Painting (3)
6 hours lecture/lab per week
Prerequisite: ART 101
Corequisites: ART 113, 114, 115, 116 or permis-
sion of instructor
Upon successful completion of this course, the
student should be able to:

. . . Show an understanding of the knowledge
derived from ART 101.

. . . Mix paint well and make sensitive color
decisions based on perceived color rela-
tionships.

. . . Show ability to express an idea through
the painting media.

Perform all the steps for creating an origi-
nal painting.
Create a painting through the exploration
of different compositional and spatial
ideas.
Show awareness of the plastic quality of
paint and experience paint as structure.

243 Beginning Ceramics (3)
6 hours lecture/lab per week
Prerequisite: ART 101
Upon successful completion of this course, the
student should be able to:

Show a knowledge of the competencies
of ART 101.
Demonstrate how clay can be manipu-
lated.
Demonstrate a knowledge of the nature
of clay and glazes.
Demonstrate a knowledge of the firing
process.
Demonstrate an appreciation for and an
aesthetic awareness of ceramic pieces.
Work within the limitation of clay to cre-
ate original works.
Create both utilitarian and non-utilitarian
ceramic pieces.
Utilize the principles and elements of art
in creating ceramic pieces.

270 Aspects of EuropeanlAmerican Art (3)
3 hours lecture per week
Recommended Preparation: ART 101 (may be
taken concurrently)
Upon successful completion of this course, the
student should be able to:

Show a knowledge of the competencies
of ART 101.
Demonstrate an understanding that art is
a visible manifestation of cultural values,
a mirror of "reality" of its time period.
Show knowledge of the major historical
and cultural trends of western society as
revealed by the arts.
Demonstrate an understanding of the
present by comparing and contrasting it
with the past.
Analyze style both descriptively and com-
paratively.
Show knowledge of various materials,
techniques, and art forms.

280 Aspects of Asian Art (3)
3 hours per week; offered spring semester only
Recommended Preparation: ART 101 (may be
taken concurrently)
Upon successful completion of this course, the
student should be able to:

Show a knowledge of the competencies
of ART 101.
Show a knowledge of major trends in
Asian art including a knowledge of vari-
ous materials, techniques, forms, and
styles used.
Demonstrate a knowledge of the diffu-
sion of trends and styles from one country
to another over space and time.
Demonstrate an understanding that art is
a visible manifestation of cultural values.

BAKING (BAKE)
60 Hotel and Restaurant Baking (4)
1 hour lecture, 9 hours lab per week.
Upon successful completion of this course, the
student should be able to:

Demonstrate standard procedures for
measuring ingredients used in baked
products.
Explain and demonstrate the standards
for personal hygiene and good work hab-
its.
Explain and demonstrate the safety pre-
cautions and safe handling of all tools
and equipment found in the bake shop.
Use standardized recipes.
Convert any standardized recipe to a larg-
er or smaller yield.
Identify and explain the menu and cook-
ery terminology associated with baking.
Explain factors and principles involved in
scoring and rating the quality of baked
products.
Explain the functions of ingredients com-
mon to many baked products.

BIOLOGY (BIOL)
20 Beginning Biology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Describe a cell, its parts, and how they
function.
Explain how green plant structure has
adapted to convert solar energy to the us-
able chemical bond energy trapped in
carbohydrates.
Describe the basic macromolecules that
organisms use to meet their nutritional re-
quirements and how they are synthesized
and degraded.
Describe how the parts of an organism's
tissue and organ systems help to maintain
that organism.
Explain asexual and sexual reproductive
patterns in plants and animals including
development.
Describe Mendelian Genetics.
Discuss the theory of evolution.
Examine the interrelationship of abiotic
and biotic factors on the balance of
nature.
Relate the sources and the effects of
pollutants to the quality of the environ-
ment.

22 Human Anatomy and Physiology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Describe the detailed structure and com-
position of the human body.
Explain the functions of body parts and
the interrelation of their structure with
function.
Discuss the levels of biological organiza-
tion within the body: cells, tissues, organs,
and the organ systems.
Demonstrate an intimate familiarity with
the ten major organ systems: epithelial,
skeletal, muscular, nervous, circulatory,
endocrine, respiratory, digestive, urinary,
and reproductive.
Describe the effects of medical advance-
ments in diagnosis and treatment on
health and well-being.

130 Anatomy and Physiology (4)
4 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Describe the functional and structural re-
lationship of the body as a whole.
Apply the learned chemical concepts to
the study of physiology.
Analyze the structural and functional as-
pects of a cell and its interactions with
the environment.
Discuss the structure of the organs of
locomotion and support.
Describe the ultrastructure of skeletal
muscle and the mechanism of muscular
contraction.
Describe the anatomical structures of the
endocrine system, and relate hormonal
regulation to the physiology of the body.
Describe the role of the nervous system in
the controlling the functioning of the hu-
man body, analyze the mechanism re-
sponsible for the nerve impulse, the role
of the autonomic nervous system in the
maintenance of homeostasis, and the per-
ception of sensation.
Discuss the anatomical structures and
components of the cardiovascular and
lymphatic systems, and demonstrate an
understanding of cardiovascular physi-
ology.
Describe the anatomical structures of the
respiratory system, and demonstrate an
understanding of pulmonary physiology.
Describe the anatomical structures of the
digestive system, and analyze the physio-
logical changes which occur in the gastro-
intestinal tract during the digestion of nu-
trients.
Describe the anatomical structures of the
urinary system, and analyze how the uri-
nary organs function in the removal of
cellular waste products from the blood
and transport these wastes from the body.
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Demonstrate an understanding of the role
of fluids, the movement of ions, and acid-
base balance in maintaining homeostasis
of the body.
Describe the anatomical structures of the
reproductive system and their functions.

BIOL 130L Anatomy Laboratory (1)
3 hours lab per week
Credit or concurrent enrollment in BIOL 130 pre-
ferred
Upon successful completion of this course, the
student should be able to:

. . . Identify the anatomical structures of the
muscular, skeletal, nervous, hormonal,
circulatory, respiratory, digestive, urinary,
and reproductive systems.

. . . Describe the position and structural rela-
tionships of the anatomical components
of the muscular, skeletal, nervous, hor-
monal, circulatory, respiratory, digestive,
urinary and reproductive systems.

BOTANY (BOT)

100 Introduction to the Plants of Hawaii (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify and name the common native
and introduced plants of Hawaii.
Know the ecology and economic impor-
tance of these plants.
Appreciate the role of cultivated and for-
est plants in the life of the early Hawai-
ians and how these plants helped mold
the culture of Hawaii.
Understand the complete dependence of
all living things on green plants.
Recognize the limitations as well as the
values of plants in solving human prob-
lems as world hunger.

101 General Botany (3)
3 hours lecture per week
Registration in BOT 101L optional
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of the important
biological concepts and theories (as: cell
theory, energy flow, photosynthesis,
growth, reproduction, etc.); and recognize
that they may be explained in terms of the
natural laws of physics and chemistry.
Know the unique anatomical character-
istics of the major plant groups, and re-
late these structures to the functions they
perform.
Demonstrate the basic knowledge of
plant genetics and evolution of floral
structures in terms of ecology and mor-
phology.
Develop a balanced and pragmatic
knowledge in botany.

101L General Botany Laboratory (1)
3 hours lab per week
Prerequisites: Credit or registration in BOT 101 re-
quired
Upon successful completion of this course, the
student should be able to:

Demonstrate the ability of critical think-
ing and logical reasoning through the use
of the scientific method.
Work independently or in groups in the
laboratory by performing observations,
drawings, dissections, and behavioral ob-
jectives.
Develop laboratory skills and techniques,
including skill in the preparation of labo-
ratory reports.

105 Ethnobotany (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate a knowledge of habits, hab-
itats, reproductions, and interactions of
plants with the environment.
Identify the role and influence played by
plants on the culture of Hawaii and the
Pacific.
Demonstrate a knowledge of the econom-
ic importance and ecology of cultivated
and wild plants of the world.

. . . Understand and appreciate the complete
dependence of all living things on green
plants.

BUSINESS (BUS)

20 Introduction to Business (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

.. Demonstrate knowledge of the nature of
American business— its ownership, orga-
nizational structure, management, and
basic functional areas of operations.

.. Demonstrate knowledge of the economic,
legal, political, and social environment in
which it operates.

.. Demonstrate knowledge of career oppor-
tunities in business.

25 Starting a Business (3)
3 hours lecture per week
Prerequisite: BUS 20
Upon successful completion of this course, the
student should be able to:

Demonstrate broad knowledge of plan-
ning procedures and considerations in-
volved in organizing, locating, and financ-
ing small business ventures.
Apply basic management tools and strate-
gies appropriate for planning, organizing,
actuating, and controlling small business
operations.
Recognize common pitfalls contributing
to small business failures.
Demonstrate acquaintance with small
business practices having significant in-
fluence in Hawaii's economy.

40 Real Estate I (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Satisfy the requirements of Hawaii Real
Estate Commission's Pre-licensing of Real
Estate Salesmen (1st of 2 courses).

. . . Understand the legal aspects of National
Realty Law and the ramifications of land
and urban economics on a national level.

41 Real Estate II (3)
3 hours lecture per week
Prerequisite: BUS 40
Upon successful completion of this course, the
student should be able to:

Satisfy the Hawaii Real Estate Commis-
sion's requirements for necessary accred-
itation to sit for the Hawaii State Pre-
licensing Salesman's exam (2nd of 2
courses).
Understand the legal aspects of Hawaii
realty law, and know the special mathe-
matical computations as applied to real
estate and the structure of FHA, VA, and
other Federal legislation.

55 Computational Problems in Business (3)
3 hours lecture per week
Prerequisite: Satisfactory score on placement test
or MATH 01
Upon successful completion of this course, the
student should be able to:

Demonstrate proficiency in the use of the
electronic calculator and ten-key adder.
Demonstrate knowledge of basic arithme-
tic processes including fractions, deci-
mals, and percentages and their applica-
tion to business problems.
Solve business math problems for bank-
ing and sales records, interest in finance,
markup and markdown, cash and trade
discounts, taxes, payroll, depreciation, in-
ventory, metric, and basic financial re-
ports.

56 Advanced Computational Problems in
Business (3)
3 hours lecture per week
Prerequisite: BUS 55
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of common
quantitative problems of business and fi-
nance.
Analyze and solve business math prob-
lems requiring reasoning skills.

70 Human Relations in Business (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the
area of human relations in business deal-
ing with self-improvement and group dy-
namics primarily in motivation of the indi-
vidual, interpersonal relationships, and
the morale of individuals and groups.
Display and awareness of the social com-
petencies (knowledge, skills, understand-
ing and attitudes) required of people—
managers and employees—to adjust,
work, and relate together successfully in
a business setting.

BUSINESS MACHINES (BMACH)

20B Ten-Key Adder (1)
3 hours lecture per week for 5 weeks
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate proficiency in the operation
of 10-key adding machines.

20C Electronic Calculator (1)
3 hours lecture per week for 5 weeks
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate proficiency in the operation
of electronic calculators.

20D Business Machines Application (1)
3 hours lecture per week for 5 weeks
Prerequisite: Either BMACH 20B or 20C
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate proficiency in applying ma-
chine skills involving arithmetic processes
for basic business oriented problems.
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CHEMISTRY (CHEM)

100 Chemistry and Man (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

•• Use the metric system and scientific nota-
tion.

•• Explain basic conceptual models used to
describe atomic structure and chemical
bonding in molecules.
Write chemical formulas from molecules
and compounds.

•• Write and balance chemical equations.
•• Explain the difference between physical

and chemical change.
Explain the varying solubilities of sub-
stances in different solvents.
Comprehend that many environmental
problems can be understood and solved
by the application of basic chemical prin-
ciples.
Describe the categories, sources, and ef-
fects of the major types of atmospheric
and water pollutants.
Discuss major environmental issues and
become a generally well-informed citizen
with regard to issues involving science.

100L Chemistry and Man Lab (1)
3 hours lab per week
Prerequisite: Credit or registration in CHEM 100
Upon successful completion of this course, the
student should be able to:

Record data accurately and in proper
form on the lab report sheet.
Demonstrate approved laboratory tech-
niques.
Measure length, mass, volume, and tem-
perature of materials using the metric sys-
tem.
Make and use measurements to calculate
descriptive properties of matter such as:
density, percent composition, molecular
formula, and concentration levels of pol-
lutants.

151 Elementary Survey of Chemistry (3)
3 hours lecture per week
Prerequisite: Two years of high school algebra or
MATH 27. It is strongly recommended that the
student take MATH 130 before CHEM 151.
Intended to provide the beginning student with
an adequate background in the fundamentals of
general chemistry. Suitable for students prepar-
ing for careers in medical technology, nursing,
and the life sciences. Normally this course is
followed by CHEM 152, 152L, and 253 at the
Manoa campus. The course can also be consid-
ered as fulfilling the first half of a two-semester
chemistry course since it is a prerequisite to
CHEM 171 and 171 L.
Upon successful completion of this course, the
student should be able to:

Use the metric system and scientific nota-
tion.
Explain the difference between ionic,
Polar covalent, and non-Polar covalent
bonding.
Use chemical equations to calculate
weight or volume relationships in chem-
ical reactions.
Understand and use the mole concept in
solving chemical problems.
Explain a variety of conceptual models
used in describing atomic and molecular
structure, chemical bonding, and acid-
base theory.

151 L Elementary Survey of Chemistry
Laboratory (1)
3 hours of laboratory per week
Prerequisite: Credit or registration in CHEM 151
Upon successful completion of this course, the
student should be able to:

. Demonstrate approved techniques in
handling laboratory equipment.

. Record data accurately and in proper
form on the lab report sheets.
Make and use measurements to calculate
descriptive properties of matter such as:
solution concentration, formula of a hy-
drate, equivalent weight, and density.

152 Survey of Organic and Bioorganic
Chemistry (3)
3 hours lecture per week
Prerequisite: CHEM 151 or CHEM 171
Upon successful completion of this course, the
student should be able to:

Describe the phenomenon of orbital hy-
bridization and its usefulness in explain-
ing chemical bonding.
Explain isomerization in organic com-
pounds.
Explain the phenomenon of optical iso-
merization.
Apply the knowledge obtained in CHEM
151 or 171 to the study of organic chem-
istry.
Explain the differences in physical proper-
ties and chemical reactivity between the
three classes of hydrocarbons: alkanes, al-
kenes, and alkynes.
Explain the differences between the dif-
ferent types of substitution and elimina-
tion reactions.
Explain the differences in physical proper-
ties and chemical reactivity between the
following classes of organic compounds:
alcohols, carboxylic acids, esters, ethers,
aldehydes, and ketones.
Describe the general characteristics and
reactions of molecules found in living sys-
tems: carbohydrates, fats, and proteins.

152L Survey of Organic and Bioorganic
Chemistry Laboratory (1)
3 hours lecture per week
Prerequisite: CHEM 151L, or CHEM 171 L, and pri-
or credit or registration in CHEM 152
Upon successful completion of this course, the
student should be able to:

Demonstrate approved techniques in
handling laboratory equipment.
Record data accurately and in proper
form on the lab report sheets.
Demonstrate laboratory procedures for
separation, purification, and identifica-
tion of organic compounds.

171 General Chemistry (4)
4 hours lecture per week
Prerequisite: Two years of high school algebra or
MATH 27, one year of plane geometry and high
school chemistry, or CHEM 151. (Note: Students
wishing to enroll in CHEM 1 71 without having re-
ceived credit for CHEM 151 must pass a place-
ment exam. High school chemistry does not ex-
empt a student from taking the placement exam).
It is strongly recommended that a student com-
plete MA TH 130 before enrolling in CHEM 171.
Normally this course is followed by CHEM 172,
172L, and 273, 273L.
Upon successful completion of this course, the
student should be able to:

Explain the concepts of kinetics and equi-
librium.
Explain the principles of oxidation and re-
duction reactions.
Explain the concepts of chemical thermo-
dynamics.
Explain the concepts of nuclear reactions,
both fission and fusion, and nuclear reac-
tors.
Discuss the pros and cons of nuclear ener-
gy in our society.
Explain acid-base theory, especially with
regard to pH calculations in equilibrium
systems.
Use equilibrium, ionization, acid, base,
hydrolysis, and solubility product con-
stants in chemical calculations.
Calculate cell voltages in electro-
chemical reactions.

171 L General Chemistry Laboratory (1)
3 hours of lab per week
Prerequisite: Credit or registration in CHEM 171
Upon successful completion of this course, the
student should be able to:

Demonstrate approved techniques in
handling laboratory equipment.
Record data accurately and in proper
form on the lab report sheets.
Make and use measurements to calculate
descriptive properties of matter such as:
ionization constants, solubility product
constants, pOH, degree of hydrolysis, and
rates of chemical reactions.

COMMUNICATIONS (COMU N)

10 Basic Communication (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:
Oral Communication

Identify the basic Communication Model
and his/her role as a participant in com-
munication.
Develop his/her concept as a communi-
cator.
Accept responsibility as a communicator.
Generate positive, informal conversation.
Listen actively with empathy.

. . . Communicate on the telephone.
Written Communication

Write in-coming and out-going messages
accurately.
Prepare his/her own resume.

... Draft a letter requesting a job interview.

. . . Communicate effectively in a job inter-
view situation.
Express thoughts in grammatically ac-
ceptable sentences and paragraphs.
Write a basic memo and letter.
Spell and use professional vocabulary
correctly.

145 Interpersonal Communication (3)
3 hours lecture per week
Prerequisite: Satisfactory score on speech screen-
ing test
Upon successful completion of this course, the
student should be able to:

Recognize and explain the meaning of the
major concepts presented in the course.
Select a concept of interpersonal commu-
nication for individual, in-depth analysis,
and investigation.
List his/her own interpersonal assets and
liabilities in two-person and small group
communication to the satisfaction of a
group of peers.
Identify and accomplish to the mutual
satisfaction of the student and the in-
structor a personal communicative goal,
and provide evidence of having achieved
it during the course.
Develop self-concept as a communicator.
Explain the rationale for and consciously
use new interpersonal communicative
skills in two-person and small group inter-
action so as to promote better feelings
and clearer understanding.

DANCE (DANCE)

131 Modern Dance (3)
4 1/2 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

Show greater awareness of the use of the
body and greater vocabulary of move-
ment.
Demonstrate an increased range of move-
ment, flexibility, strength, and control.
Show an acute sense of rhythm, pulse,
and phrasing.
Demonstrate by combining specific
dance/movement patterns a development
of muscle memory.
Demonstrate a development of the cre-
ative process by exploring movement
problems to stimulate improvisation.

132 Modern Dance (3)
4 1/2 hours lecture/lab per week
Prerequisite: DANCE 131
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the competencies for
DANCE 131 with greater body knowledge.

. . . Demonstrate more complex and longer
movement patterns to different kinds of
movement and sound.

212 Ancient Hawaiian Dance (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Show an understanding of the terminol-
ogy, basic steps, and instruments used.
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. . . Demonstrate chanting and the meanings
of the chants studied.

. . . Show the ability to discriminate between
various types of ancient hula.

... Demonstrate in performance the mastery
of course material.

DATA PROCESSING (DPRO)

For other related courses, see Information and
Computer Science (ICS)

20B Terminal and Microcomputer
Operations (1)
3 hours lecture per week, 5 weeks
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the role of
terminals in a computer system.
Demonstrate understanding of the rela-
tionship of data entry to computer infor
mation output.
Perform basic terminal operations.

20C Data-Entry Equipment Skill Development
(1)
3 hours lecture per week, 10 weeks
Prerequisite: DPRO 208 or consent of instructor
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of data-entry
programming for data collection, screen
display, and data record generation.
Demonstrate understanding of data-entry
logging and control procedures.
Demonstrate understanding of operating
procedures for contemporary data-entry
equipment, including key to disk and di-
rect terminal devices.

70 Data Processing Internship 1(1)
60 hours lab per semester
Prerequisite: ICS 101, 102,103, DPRO 208
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the in-
teraction among control, input-output,
data-entry clerks and assistant operators,
in the computerized processing of data
for a business system.
Perform the duties of the control, input-
output, data entry clerks and assistant op-
erators in the campus computer center.

71 Data Processing Internship II (2)
60 hours lab per semester
Prerequisite: DPRO 70
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate understanding of the role of
the computer operator in causing effi-
cient execution of a computer system.

. . . Demonstrate the ability to set up and ex-
ecute a job on a computer.

. . . Operate a computer, recognizing and re-
solving program failures and equipment
malfunctions.

72 Computer Operations 11 (3)
1 hour lecture, 6 hours lab per week
Prerequisite: ICS 101
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate understanding of the role of
the computer operator in causing effi-
cient operation of a large computer sys-
tem.

. . . Demonstrate the ability to set up and run
a business system on a large computer
system.
Perform duties of a large computer oper-
ator.

93V Cooperative Education (1-4)
1 hour seminar or 3 hours work experience per
week for each credit.
Prerequisite: ICS 101 or consent of instructor
Upon successful completion of this course, the
student will be able to:

Perform activities in the cooperative work
area involving such areas as routine tasks,
problem or crisis situations, creative sug-
gestions or initiatives, personal develop-
ment, work attitudes, and other compe-
tencies as determined by the instructor.

Write an essay paper on an overall com-
petency, such as analyzing or describing
the student's job in terms of the organiza-
tion and its relationship to principles, con-
cepts or procedures covered in the field
of study.

DENTAL ASSISTING (DENT)

Prerequisite to DENT 20, 22, 24, 26, 28, and 30 is
admission into the dental assisting program.

20 Orientation to Dental Assisting (2) 	 Fall
2 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Cite the history of dentistry.
Explain the concept of teamwork in den-
tistry, and identify the dental specialties.
Cite sections of the Hawaii Dental Prac-
tice Act concerning dental assistants.
List the requirements for certification.
Explain the importance of equipment
maintenance and safety in a dental prac-
tice.
Spell, define, and pronounce commonly
used dental terms.

22 Bio-Medical Sciences (3) 	 Fall
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Identify the interrelationship of body
structures and functions with emphasis
on head and neck regions.

.. Apply knowledge and principles of micro-
biology in a dental practice.

. . . Identify basic nutritional concepts and
the sources and functions of nutrients.

24 Dental Sciences (3)	 Fall
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify the stages of growth, calcifica-
tion, and eruption of the teeth.
Identify the types of teeth, their basic de-
sign, and function.
Identify the supporting structures of the
teeth.
Discuss oral pathology and the reaction
of tissues to injury.
Identify some of the inflammatory dis-
eases of the oral cavity.
Identify the origin, effects, uses, and dos-
age of common drugs used in dentistry.

26 Dental Restorative Materials (1) 	 Fall
2 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

. . . Identify the chemical and physical prop
erties of dental restorative materials.

. . . Identify manipulative procedures of re
storative materials and their uses in den-
tistry.

. . . Identify the interaction of restorative ma-
terials with the oral environment.

. . . Identify the characteristics of amalgam.

. . . Identify, manipulate, and utilize the poly-
carboxylate cement system.

28 Dental Radiography— Bisection of the
Angle (2)	 Fall
1 hour lecture, 3 hours lab per week
Upon successful completion of this course, the
student should be able to:

Identify the importance of x-rays in den-
tistry.
Cite the history of radiation in dentistry.
Identify safety measures in the appli-
cation of the bisection of the angle tech-
nique for intraoral films.
Explain the x-ray tube and its com-
ponents, x-ray production, x-ray beam,

films, patient management, exposure and
processing procedures, the darkroom,
common errors in technique and in the
darkroom, and corrective measures.
Write self-evaluation reports.
Mount dental radiographs.

•	 Keep records on dental radiographs.

30 Chairside Assisting Procedures in General
Dentistry (4)	 Fall
2 hours lecture, 6 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Identify and explain the function and care
of chairside equipment.
Discuss basic principles of 4-handed
chairside dentistry.
Discuss principles of preventive dentistry.
Utilize sterilization and disinfection sys-
tems.
Utilize oral evacuation systems.
Prepare and utilize tray set-ups.
Utilize dental charts for charting clinical
conditions.

Prerequisite for all Dental Assisting courses be-
low: Achievement of a grade of "C" or above in
each of the first semester Dental Assisting
courses.

40 Emergencies in the Dental Office (1) Spring
2 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

. . . Explain diagnostic and vital signs.

. . . Explain common medical and dental
emergencies, signs and symptoms, and
treatment.

. . . Apply cardiopulmonary resuscitation.

. . . Apply first-aid procedures to handle
emergencies in the dental office.

42 Dental Prosthetic Procedures (2) 	 Spring
1 hour lecture, 3 hours lab per week
Upon successful completion of this course, the
student should be able to:

Identify techniques and dental materials
that are used in laboratory procedures to
fabricate crowns, bridges, removable, and
full dentures.
Identify basic clinical procedures associ-
ated with the development of fixed and
removable prostheses.
Identify general responsibilities in these
procedures as they relate to specific fixed
and removable prostheses.
Identify general responsibilities in these
procedures as they relate to specific fixed
and removable prosthodontic techniques.

44 Chairside Assisting Procedure in Dental
Specialities (3)	 Spring
2 hours lecture, 3 hours lab per week
Upon successful completion of this course, the
student should be able to:

Identify principles of chairside assisting in
endodontic, oral surgery, orthodontic,
pedodontic, and periodontic procedures.
Explain patient management in the vari-
ous dental specialties.

46 Dental Practice Management (1)	 Spring
2 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

.. Explain dental business office manage-
ment, office policies, appointment con-
trol, patient records and billing, filing,
telephone techniques, mail handling, sup-
plies, invoices, and inventory control.

. . . Explain banking procedures, dental
health insurance, financial arrangements,
and taxes.

48 Dental Radiology II— Paralleling (2) Spring
1 hour lecture, 3 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Explain the application of the basic prin-
ciples of the paralleling technique for in-
traoral films.

. . . Identify the advantages and disadvan-
tages of the technique.
Identify common errors which are possi-
ble with the paralleling technique and the
remedies for these errors.
Review the basics of dental radiography
and safety measures covered in DENT 28.

50 Clinical Rotation/Seminar (3) 	 Spring
9 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Perform the skills directed and supervised
by dentists at community facilities.
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. . . Handle general problems that are related
to chairside assisting in general dentistry.

. . . Handle office management procedures in
a dental office.

. . . Handle situations related to personality
adjustment in associating and working
with others in a dental office.

52 Understanding Dental Patients (3)	 Spring
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Identify psychological factors which af-
fect the behavior of dental patients.

. . . Understand and accept patient behavior,
fears, anxieties, and stress.

. . . Identify dental team relationships with
special patients.

60 Clinical Rotations II (4)	 Summer
40 hours lab per week for five weeks
Continuation of DENT 50.
Upon successful completion of this course, the
student should be able to:

. . . Apply dental assisting skills and knowl-
edge in selected community dental facili-
ties, particularly dental specialties, for a
total of 200 clock hours to meet accredi-
tation essentials.

DRAMA (DRAMA)

101 Introduction to Drama and Theatre (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

.. State the characteristics of the major peri-
ods of theater and dramatic literature
from classical Greece to the present.

.. Show how the socio-political characteris-
tics of the major periods of theater and
dramatic literature are realized in one
representative play from each period
studied.
Demonstrate his/her understanding of at
least one representative play from each
of the major periods of theater and dra-
matic literature by explaining the play's
structure, acting style, production style,
and by sketching the type of theater in
which it was presented.
Show how the theater is an artistic medi-
um of communication by explaining the
basic elements of theater production and
relating them to three plays seen during
the course of the semester.

221 Beginning Acting I (3)
3 hours per week, plus mandatory rehearsal
Regular attendance mandatory. Cannot be
audited.
Upon successful completion of this course, the
student should be able to:

Demonstrate progress in developing his
imagination, sensory awareness, and con-
centration through a variety of drills, ex-
ercises, and improvisations in order to be-
I ievabiy portray a character in a scene
from a published play of his choice.
Utilize vocal control in range intensity,
resonance, phrasing, and inflection in or-
der to convey emotion in exercises, im-
provisational sketches, and one scene
from a published play of his choice.
Develop his bodily mechanism in order to
make it flexible and capable of projecting
a wide range of physical expressions in ex-
ercises, improvisational sketches, and one
scene from published play of his choice.
Analyze a dramatic character according
to that character's physical qualities, by
the nature of his speech, by what he says,
by what he does, by what others say
about him, by the environment in which
he is found in the play, and by the stage
directions supplied by the playwright in
order to portray him in a scene from a
published play of his choice.'
Identify the basic acting areas and body
positions used on stage.
Demonstrate his knowledge of basic
stage terminology in order to understand
instructions given to him by a director.

222 Beginning Acting II (3)
3 hours lecture per week, plus mandatory re-
hearsal
Regular attendance mandatory. Cannot be
audited.
Prerequisite: DRAMA 221 or consent of instruc-
tor
Upon successful completion of this course, the
student should be able to:

. . . Utilize the techniques used in DRAMA
221 to analyze character to be portrayed.

. . . Utilize the techniques used in DRAMA
221 to artistically and creatively use body
and voice to believably portray a charac-
ter from a published play for an audience.

. . . Demonstrate understanding of play pro-
duction by constructively and imag-
inatively assisting with the lighting,
costuming, makeup, and set design of a
published play for an audience.

ECONOMICS (ECON)

101 Consumer Economics (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the factors
contributing to consumerism and its
growth as a social movement.
Recognize or state the main principles
and strategies involving intelligent con-
sumer characteristics in the major areas
of individual and family consumption or
choices as to products, services, and insti-
tutions.

120 Introduction to Economics (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of the working
of the basic mechanisms of American
economic systems including: organiza-
tion of production and the allocation of
resources.
Demonstrate knowledge of policies to
achieve national economic goals.
Specify tools of microeconomic analysis
in determining the level of national in-
come; and apply these to such problems
as: unemployment, recession, and infla-
tion.
Examine and apply to current events gov-
ernment fiscal and Federal Reserve mone-
tary policies.
Explain specific tools for microeconomic
analysis, e.g., demand and supply, dimin-
ishing returns, price and income elastic-
ity, cost-benefit analysis, and external-
ities.
Apply these tools to such economic prob-
lems as: energy environmental pollution,
market power of business and labor, the
world food problem, and poverty.

150 Principles of Economics (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate basic knowledge on the
basic mechanism of the American eco-
nomic system.
Explain the specific tools of classical,
Keynesian, and neo-Keynesian micro-
economic analysis e.g.: demand and sup-
ply, the consumption function, the multi-
plier, the quantity theory of money and
the accelerator in which they can analyze
the change in, and the determination of
national income.
Explain government fiscal and Federal Re-
serve policies and the application of
these to current economic events of rele-
vant interest.
Demonstrate knowledge of other topics
such as: economic forecasting, govern-
ment taxation policy, economic growth as
it pertains to the world and specifically to
the State of Hawaii.

151 Principles of Economics II (3)
3 hours lecture per week
(May receive credit for both ECON 151 and 120.)
Upon successful completion of this course, the
student should be able to:

Show knowledge of the basic mechanism
by which the American economic system
works including various approaches to
the organization of production, the allo-
cation of resources, etc.
Show knowledge of policies of a micro-
economic nature to achieve national and
specific goals of public policy.
Identify the tools of microeconomic anal-
ysis and analyze and formulate possible
solutions to contemporary economic and
social issues such as agricultural produc-
tion, world food problems, poverty and
the distribution of income, the market
power of business and labor, the energy
crisis, and environmental pollution.

EDUCATION (ED)

101V Tutorial Training and Peer Counseling
(1-3)
1 hour lecture, 6 hours lab per week
Prerequisite: Recommendation of subject area in-
structor or evidence of competency.
Upon successful completion of this course, the
student should be able to:

Identify skills needed by tutors.
Identify the needs of the tutee.
Demonstrate through the practicum expe-
rience, techniques for successful tutoring
in the assigned subject area.
Apply the problem-solving process in tu-
toring situations.
Establish effective helping relationships.
List his/her own strengths and weakness in
communicating and relating to others and
set goals for improving areas of weakness.
Exhibit confidence in his/her ability to tu-
tor his/her peers in given subject.

ENGLISH (ENG)

9V Basic Reading V (1-4)
5 hours supervised study per week
Prerequisite: Scores between 6.5 and 9.0 on the
English placement test or teacher recommenda-
tion.
Upon successful completion of this course, the
student should be able to:

Follow oral and written directions exactly
and completely.
Preview materials to obtain an overview
of what is to be read.
Identify the central focus and supporting
details in paragraphs and short reading se-
lections of 9.0 grade equivalent.
Recognize basic organizational relation-
ships in sentences and paragraphs of 9.0
grade equivalent.
Make valid inferences based on evidence
presented by the author.
Draw accurate conclusions by using infor-
mation given by the author.
Distinguish between statements of fact
and opinion.
Use context clues to define unfamiliar
words of 9.0 grade equivalent.
Use word attack skills of structure and
sound to determine the pronunciation
and meaning of unfamiliar words.
Identify parts of a dictionary entry, and
use the information found in the dictio-
nary.
Demonstrate increased general knowl-
edge of words in his/her active vocabu-
lary.

10V Basic Writing V (1-4)
5 hours supervised study per week
Prerequisite: Minimum grade equivalent of 6.5 on
the placement test or teacher recommendation.
Upon successful completion of this course, the
student should be able to:

Identify the seven parts of speech (exclud-
ing interjections) in sentences.
Produce examples of each part.
Identify the three parts of a simple sen-
tence/clause—subject, verb, complement
(object or predicate nominative or predi-
cate adjective).
Write clear and grammatically correct
simple sentences, using a variety of verb
types and modification patterns.
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Identify three types of sentences (simple,
compound, complex).
Produce examples of each.
Connect ideas together in simple, logical
sentence patterns.
Appreciate the differences in meaning
created by different sentence structures
(i.e. begin to appreciate the relationship
of function to style).
Utilize well-coordinated and properly
subordinated ideas to produce simple
outlines.
Proofread and edit sentences he as well
as others has written.
Recognize the parts of simple paragraphs
and understand how sentences in them
are arranged and related to support ideas.
Produce paragraphs each of which should
adequately support a clearly expressed
controlling idea and be free of significant
grammatical errors (fragments, run-ons,
subject-verb disagreements, tense incon-
sistencies, faulty pronoun references).

21V Developmental Reading (1-3)
41/2 hours supervised study per week
Prerequisite: A grade equivalent of 9.0 on the
English placement test or teacher recommenda-
tion.
Upon successful completion of this course, the

.student should be able to:
Adapt reading rate and method of reading
in accordance with the purpose of read-
ing.
Read at rates conducive to sustained in-
terest and effective comprehension.
Identify main ideas and supporting de-
tails in paragraphs and entire selections.
Recognize the structure and organization
of paragraphs.
Think more critically about what is read.
Make valid inferences based upon sugges-
tions or evidence presented.
Draw accurate conclusions, and predict
outcomes by logically putting together
facts and details.
Differentiate between fact and opinion.
Identify the author's purpose.
Demonstrate knowledge of structural
clues in determining the meaning of unfa-
miliar words.
Apply the SQ3R method of textbook
study to readings from various content
areas.
Demonstrate knowledge of test-taking
techniques.
Demonstrate knowledge of effective
note-taking techniques.
Outline and underscore main ideas and
supporting details in a variety of reading
passages.

22V Introduction to Expository Writing (1-3)
3 hours lecture per week
Prerequisite: Minimum grade equivalent of 9.0 on
the English placement test or teacher recommen-
dation.
Upon successful completion of this course, the
student should be able to:

Generate ideas and discover facts about
assigned topics.
Write topic sentences to express his atti-
tudes or feelings about the topics.
Support the topic sentences with facts
and details that appropriately describe,
explain, or defend the topic sentences.
Organize the paragraphs so that his
points are presented clearly and his sup-
port logically and adequately develops
his points.
Use the following modes of writing to de-
velop paragraphs: details, examples, rea-
sons, narration, and description.
Edit paragraphs for unity, coherence,
completeness, and clarity.
Identify and correct errors in grammar
and mechanics.

25 Reading for Pleasure (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Approach reading as an enjoyable part of
learning.

. . . Explore the insights fiction can give about
individuals, special subcultures, and soci-
ety as a whole.

. . . Recognize themes and organizing princi-
ples within individual books.

. . . Appreciate the nature of several different
types of fiction.

. . . Make judgments about the value of indi-
vidual books and different types of writ-
ing.

50 Communication Skills
3 hours lecture per week, 1 credit for each
module
Prerequisite: A grade equivalent of 10.0 on the
English placement test or successful completion
of ENG 10V or 21V

50B Principles of Writing (1)
Upon successful completion of this course, the
student should be able to:

Write effective topic sentences to serve
as a guide for the organization and devel-
opment of the paper.
Organize and develop ideas that contrib-
ute to the central thought.
Recognize and apply principles of unity,
coherence, and logical order necessary to
the development of a well-structured par-
agraph and theme.
Develop paragraphs that emphasize the
use of details, examples, and reasons.
Write a conclusion that summarizes, em-
phasizes, or dramatizes the main idea or
otherwise gives the paper a sense of com-
pleteness.
Demonstrate, in at least two 250-400
word themes, the ability to use basic
essay structure.

50C Business Writing (1)
Upon successful completion of this course, the
student should be able to:

Write clear, concise, and positive sen-
tences.
Prepare his/her resume.
Draft a letter requesting a job interview.
Fill out forms for credit, a job.
Write a memo given the relevant informa-
tion.
Describe the job he/she intends to pursue.

50D Vocabulary Building (1)
Upon successful completion of this course, the
student should be able to:

Analyze words by their word parts.
Determine word meanings from a knowl-
edge of common Greek and Latin prefixes
and roots.
Convert a root word into various parts of
speech by adding suffixes.
Derive meanings of words from a study of
word parts.
Perceive differing word relationships.
Identify the kinds of information avail-
able in a dictionary.

50H Sentence Structure (1)
Upon successful completion of this course, the
student should be able to:

Identify the eight parts of speech.
Identify sentence parts—verb clusters,
noun cluster— and analyze how phrases
and clauses constitute each cluster.
Produce upon request the basic patterns
of the English sentence.
Use determiners and intensifiers correctly
in sentences.
Use correct punctuation in sentences.
Proofread and edit student's own writing.
Write sentences which demonstrate fa-
miliarity with the various sentence pat-
terns.

50J Special Writing (1)
Upon successful completion of this course, the
student should be able to:

Write clear, objective prose that will con-
vey information precisely and effectively.
Recognize and solve problems by analyz-
ing ideas and organizing information logi-
cally.
Write four common forms of material
used in modern business, industry, and
technology: abstract, short report, article,
and memorandum.

55 Business Communications (3)
3 hours lecture per week
Prerequisite: Successful completion of ENG 22V
or ENG 50
Upon successful completion of this course, the
student should be able to:

Employ principles of effective business
communication to achieve favorable
tone.
Apply principles of effective letter writing
to compose:

a routine or pleasant letter
an unpleasant letter
the collection series letters
a job resume
an employment application letter.

Apply principles of effective report writ-
ing to produce an informal report.
Demonstrate familiarity with the fomal
report.
Write sentences free of grammar, usage,
and punctuation errors.

100 Expository Writing (3)
3 hours lecture per week
Prerequisite: A grade equivalent of 11.5 or higher
on the English placement test or a grade of "C" or
higher in ENG 22V
Upon successful completion of this course, the
student should be able to:

Observe and gather information, gener-
alize intelligently, and see the relation-
ships between the written language,
ideas, and experience.
See that writing is a process with which
he/she can use to discover new ideas and
perspectives.
Realize that writing can be a vital part of
his/her life and that learning to write can
be a joyful experience.
Judge own and students' writing, taking
into consideration unity, support, organi-
zation, and Edited American English.
Evaluate the strengths and weaknesses of
reading and develop intellectual detach-
ment in the search for understanding.
Abstract ideas from readings and apply
them to his/her own experience and
knowledge.
Abstract ideas from his/her own experi-
ence that can be further developed and
researched.
Demonstrate his/her ability to write clear,
correct, and concise informative prose:

letting form fit the purpose of the com-
munication
choosing a tone, diction, and voice ap-
propriate to the purpose and audience
of the paper
limiting and developing a subject
organizing ideas and evidence.

Gain confidence in his/her writing ability
based on a variety of spiraling, sequential
assignments.
Rewrite based on self and other evalua-
tions.
Accept responsibility for his/her own edit-
ing and proofreading.

102 College Reading Skills (3)
3 hours lecture per week
Prerequisite: A grade equivalent of 12.2 or higher
on the English placement test or teacher recom-
mendation.
Upon successful completion of this course, the
student should be able to:

. . . Read college level materials at rates up to
500 words per minute with a minimum of
70 percent comprehension.
Skim college-level materials at speeds up
to 1,200 words per minute.
Utilize different methods of rapid read-
ing, including phrase reading of 3-5 words
and important word reading.
Recall facts and details accurately.
Demonstrate skill in understanding the
meaning and implications of what has
been read.
Demonstrate skill in interpreting and eval-
uating materials read.
Demonstrate knowledge of vocabulary
ranging from 13+ to 15+ grade level.
Use contextual and structural clues in de-
fining unfamiliar college-level words.
Read content area textbook assignments
skillfully and efficiently.
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. . . Recall main ideas and supporting details
in short lectures and speeches.

. . . Recognize organizational structures in
short lectures and speeches.

Literature—
General Competencies

For all 200 level literature courses upon suc-
cessful completion of the course the student
should be able to:

Consider a work of literature as a reflec-
tion of its cultural milieu; to compare that
milieu with his or her own.
Examine a work of literature from various
vantage points.
Make basic literary criticisms.
Use basic concepts and terminology par-
ticular to literary analysis.
Recognize major themes in a work of lit-
erature; explore their implications and
identify their basic assumptions.
Analyze structure; understand how form
contributes to meaning.
Discover an author's literary devices and
techniques.
Appreciate the artistry of literary works
and become better acquainted with writ-
ers as artists.

250 Major Works of American Literature (3)
3 hours lecture per week
Recommended preparation: Qualification for or
completion of ENG 100.
Upon successful completion of the course the
student should be able to satisfy the general
competencies and the following:

Demonstrate knowledge of some major
American playwrights, their characteristic
themes and dramatic techniques.
Demonstrate knowledge of some major
American short story writers, their charac-
teristic themes and literary techniques.
Demonstrate knowledge of some major
American short story writers, their charac-
teristic themes and literary techniques.
Demonstrate knowledge of some master
American poets, their characteristic
themes and poetic techniques.

252 Major Works of British Literature (3)
3 hours lecture per week
Recommended preparation: Qualification for or
completion of ENG 100.
Upon successful completion of this course, the
student should be able to satisfy the general
competencies and the following:

Demonstrate knowledge of major English
authors, poets, playwrights, cultural mi-
lieu.
Show knowledge of the similarities of the
experiences and concerns of man, regard-
less of milieu.
Show knowledge of the form and content
of some British short stories, plays and
poems.
Demonstrate knowledge of methods of
structural analysis.
Demonstrate knowledge of the major lit-
erary eras in England since 1800.
Demonstrate ability to discover universal
themes and their implications and under-
lying assumptions.
Demonstrate ability to discover author's
literary devices.

253 World Literature: Classical Time to 1600 (3)
3 hours lecture per week
Recommended preparation: Qualification for or
completion of ENG 100.
Upon successful completion of the course the
student should be able to satisfy the general
competencies and the following:

. . . Recognize themes and values in world lit-
erature that transcend individual cul-
tures.

. . . Gain a sense of the unique values and lit-
erary traditions of various cultures.

254 World Literature: 1600 to the Present (3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of ENG 100.
Upon successful completion of the course the
student should be able to satisfy the general
competencies and the following:

. . . Recognize themes and values in world lit-
erature that transcend individual cul-
tures.

. . . Gain a sense of the unique values and lit-
erary traditions of various cultures.

255 Types of Literature: European and
American Short Stories and Novels (3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of ENG 100.
Upon successful completion of the course the
student should be able to satisfy the general
competencies and the following:

Demonstrate knowledge of some major
European short story writers and novel-
ists, their characteristic themes and tech-
niques.
Demonstrate knowledge of some major
American short story writers and novel-
ists, their characteristic themes and liter-
ary techniques.

257 Themes in Literature (3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of ENG 100.
Upon successful completion of the course the
student should be able to satisfy the general
competencies and the following:

Explain the development of the hero in lit-
erature from classical times to the pres-
ent.
Explain the characteristics of the "anti-
hero."
Identify existential themes in Biblical,
classical, romantic, realistic, and "anti-
hero" literature.

ENGLISH LANGUAGE INSTITUTE
(ELI)

002 Speech for Non-Native Speakers (3)
Required for all students in the ELI program;
other students may take course if referred by their
instructors.
5 hours supervised study per week
Upon successful completion of this course, the
student should be able to:

Demonstrate progress in overcoming
speech problems related to pronuncia-
tion, rhythm, and intonation through suc-
cessful practice in conversational, small
group, and role-playing drills and exer-
cises.
Demonstrate progress in overcoming
voice problems related to quality, clarity,
and projection through successful prac-
tice in conversational small group, and
role-playing drills and exercises.
Demonstrate proficiency in using idio-
matic English in conversation.
Demonstrate ability to critique peer
speaking.
Demonstrate ability in listening to and
discrimination of speech sounds in con-
versational and prose exercises.

003 Reading for Non-Native Speakers (4)
5 hours lecture/lab per week
Prerequisite: Scores between 4.0-6.0 on the
English Placement Test.
Upon successful completion of this course, the
student should be able to:

Identify the central focus and supporting
details in short reading passages of 6.0
equivalent.
Use evidence presented by the author to
make valid inferences and to draw accu-
rate conclusions.
Choose the appropriate reading strategy
to extract the message of the writer.
Learn the meaning of an unfamiliar word
by examining the context in which it is
found, by using his knowledge of the
meanings of word parts, and by referring
to an English dictionary.
Demonstrate increased general knowl-
edge of words at the 6.0 level.
Recognize word groups and structural
clues to facilitate the development of flu-
ent reading skills.
Recognize the sound patterns repre-
sented by the graphic symbols and identi-
fy their combinations as language units.
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004 Writing for Non-Native Speakers (3)
3 hours lecture per week
Prerequisite: Scores between 4.0 and 6.0 on the
English Placement Test.
Upon successful completion of this course, the
student should be able to:

... Identify noun and verb forms, parts of
speech, and parts of the sentence.
Write simple and complex sentences, fol-
lowing strict writing conventions of the
English language.
Write a short composition with good sen-
tence construction, focusing on a single
topic.

ENGLISH AS A SECOND
LANGUAGE (ESL)

100 Expository Writing: A Guided
Approach (3)	 Fall
3 hours lecture per week
Prerequisite: A score of 11.5 or higher on the
English placement test or a grade of "C" or higher
in ENG 022V or teacher recommendation.
Upon successful completion of this course, the
student should be able to:

Evaluate materials which aid in the under-
standing of writing principles and form.
Employ varieties of sentence patterns and
use them with maturity.
Demonstrate principles of rhetoric and
logical development.
Write coherent, unified, and mechanical-
ly correct papers.
Organize paragraphs with transitions be-
tween paragraphs and control essay
forms for a variety of assignments.
Write a mini-research paper demonstrat-
ing correct research and documentation.

FOOD AND NUTRITIONAL
SCIENCE (FNS)

19 Basic Nutrition (1)
2 hours lecture per week for 8 weeks
Upon successful completion of this course, the
student:

. . . Identify the six nutrients, their functions,
and their common sources.
Name the Basic Four Groups.
Define terminology pertinent to the study
of nutrition.
Identify nutritional needs in life cycles.
Plan well balanced diets using foods
available and within budgetary limita-
tions.

FOOD SERVICE (FSER)
23 Restaurant Menu Planning (1)
2 hours lecture per week for 8 weeks
Upon successful completion of this course, the
student should be able to:

Identify the various types of food service
establishments and identify their menu re-
quirements.
Discuss the factors that influence menu
planning.
Discuss the physical characteristics of a
good menu.
Identify the different types of menus and
discuss their advantages and disadvan-
tages.
Explain standardization of recipes.
Explain why planning is important for
profitable food operations.

30 Storeroom Operations (3)
2 hours lecture, 4 hours lab per week or 3 hours
lecture per week
Upon successful completion of this course, the
student should be able to:

Order by standard specifications, all food
and supply items in the amounts indicat-
ed from menus, standardized recipes, and
sales histories.
Receive merchandise by standard specifi-
cations, accurately recording the neces-
sary data.
Store correctly all inventory purchases,
maintaining maximum security and sani-
tation.
Distribute merchandise requested by us-
ing departments, maintaining proper and
accurate records.



. . . Distribute direct purchases by unit price.

. . . Describe the involvement and impor-
tance of the well run storeroom depart-
ments within the context of the total con-
trol system.

A Certificate of Completion will be awarded when the
student completes this course with a minimum grade
of "C".

34 Food Cost Control (5)
3 hours lecture, 6 hours lab per week
Prerequisite: FSER 30 or concurrent registration
Upon successful completion of this course, the
student should be able to:

. . . Maintain accurate records of all food and
supplies purchased.

. . . Maintain accurate perpetual inventory
records of merchandise.

. . . Compute daily and to-date cost of sales.

. . . Keep accurate records of popularity in
dex and describe production forecasting
procedures.

. . . Maintain sales check records.

. . . Prepare accounts payable records.

. . . Prepare accounts receivable records.

. . . Prepare monthly profit and loss state-
ment.

. . . Compute the cost of standardized
recipes.

. . . Compute yield tests and prepare reports.

40 Dining Room Services (6)
3 hours lecture, 9 hours lab per week
Upon successful completion of this course, the
student should be able to:

.. Correctly serve guests using tray or gueri-
don, serving courses properly and with ap-
propriate timing in the following styles of
service:
a. Fine dining American
b. Banquet
c. Buffet
d. Arm service
e. French service

. . . Properly serve wine with the meal.

. . . Complete the responsibilities of side-job
assignments.

. . . Interact with dining room guests courte-
ously.

.. Explain common food and menu terms.
. . . Demonstrate appreciation of good dining

through good manners, good service, and
good food.

A Certificate of Completion will be awarded when the
student completes this course with a minimum grade
of "C".

44 Bar Operations (3)
2 hours lecture, 3 hours lab per week
Prerequisites: HOPER 43, FSER 34, or consent of
instructor.
Upon successful completion of this course, the
student should be able to:

... Discuss and describe the various types of
alcoholic beverages and how they are
manufactured.

. . . Demonstrate knowledge and skill in the
acceptable presentation and service tech-
niques of wines and other alcoholic bev-
erages.

. . . Demonstrate knowledge and skill in bev-
erage cost control systems.

. . . Demonstrate the proper use and mainte-
nance of bar-related equipment.

. . . Discuss and describe the quality control
of alcoholic beverages.

. . . Discuss and describe the vinicultures of
Europe and the United States.

. . . Discuss and describe the basic inventory
requirements of beverages, glassware,
hand tools, and major equipment found
in most bar operations.

. . . Demonstrate service techniques of bar-
tenders, and beverage servers.

. . . Demonstrate mixing techniques of basic
recipes of popular bar drinks.

46 Dining Room Supervision (6)
3 hours lecture, 9 hours lab per week
Prerequisite: FSER 040 or consent of instructor
Upon successful completion of this course, the
student should be able to:

. . . Take telephone reservations and accu-
rately record party requirements.

. . . Assign guests and escort them and seat
them at assigned tables.

. . . Supervise waithelp and bushelp.

. . . Assign job assignments and stations to
waithelp and bushelp.

. . . Prepare order requests for supplies as
needed.

. . . Maintain standards of cleanliness, groom-
ing, service and atmosphere.

. . . Enforce safety regulations.

52 Short Order Cookery (7)
4 hours lecture, 9 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Explain terminologies of kitchen equip-
ment, food items, and preparation tech-
niques used in fry cooks operation.

. . . Operate and maintain the work stations
of broiler, griddle, deep fat fry unit, and
range top.

. . . Properly handle the knives and hand tools
of the trade.

. . . Demonstrate understanding of serving
sizes and portion control.

A Certificate of Completion will be awarded when the
student completes this course with a minimum grade
of "C".

54 Cold Food Pantry (3)
1 hour lecture, 6 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate standard procedures for
measuring ingredients in the preparation
of pantry department menu items.

. . . Properly use and care for all tools and
equipment found in the pantry depart-
ment.

. . . Correctly use standardized recipes and
follow portion control standards.

. . . Prepare for service all menu items pre-
pared in the pantry department.
A Certificate of Completion will be awarded
when the student completes this course with a
minimum grade of "C".

70 Advanced Cookery (7)
4 hours lecture, 9 hours lab per week
Prerequisites: FSER 54, BAKE 60, or FSER 52
Upon successful completion of this course, the
student should be able to:

. . . Describe the job analysis of a chef, sous
chef, second cook, specialty cook and
general cook.

. . . Identify and review the use of the major
commercial equipment such as broiler,
range, oven, fryer, grill, mixer, steam
cookers.

. . . Efficiently work in any kitchen station,
meeting the requirements of speed, accu-
racy, and sanitation.

. . . Demonstrate skill in preparing soups and
sauces in quantities of 2 to 3 gallons with-
in the time unit set by standardized rec-
ipes.

. . . Describe the characteristics of season-
ings, spices, and herbs.

. . . Demonstrate the thickening properties of
thickening agents and liaisons.

. . . Demonstrate skill in the use of dem-glaze
and flavor enhancers.

. . . Identify commercial cuts of meats and
differentiate the cookery methods for
each.

80 Equipment Layout and Design (3)
3 hours lecture per week
Prerequisites: FSER 34 and 70 or consent of in-
structor
Upon successful completion of this course, the
student should be able to:

. . . List the types of commercial food service
equipments, tools, utensils, and supplies
and describe their uses, care, and mainte-
nance.

. . . List the criteria for equipment selection
of mechanical, cooking, serving, refrigera-
tion, and mobile equipment.

. . . Relate the location of equipment with
their use, and their placement within the
flow of activities.

. . . List the types of materials used for walls
and floors.

. . . Describe the steps in planning a layout of
a food service facility.

. . . Create a kitchen and dining room floor
plan.

86V Food Service Internship (1-4)
2 hours weekly discussion, 15 hours work experi-
ence per week
Upon successful completion of this course, the
student should be able to:

... Explain the organizational chart that
shows the School Food Service Manager's
position in relation to other personnel.

. . . Explain the layout of the school food ser-
vice facility in relation to work and ma-
terial flow, types of storage facilities,
equipment commonly used in a school
cafeteria, and physical facilities.

... Show familiarity to school and cafeteria
rules and regulations.

. . . Show familiarity to bargaining unit con-
tracts.

. . . Explain the function and use of the De-
partment of Education School Lunch
Handbook.

. . . Explain the use of the School Lunch Ser-
vices forms that are used on the daily ba-
sis and demonstrate familiarity to those
used less frequently.

. . . Demonstrate the ability to purchase and
receive food in a School Food Service.

. . . Demonstrate familiarity in incorporating
the use of Federal Commodities in School
Lunch menus.

. . . Explain the types of food services offered
through-the Department of Education.

. . . Explain the cost control system used in
the School Food Service system.

. . . Demonstrate some insight in interperson-
al relationship.

93V Cooperative Education (3-4)
1 hour seminar and 3 hours work experience per
week for two credits; 3 hours work experience per
week for each additional credit.
Upon successful completion of this course, the
student will be able to:

. . . Perform activities in the cooperative work
area involving such areas as routine tasks,
problem or crisis situations, creative sug-
gestions or initiatives, personal develop-
ment, work attitudes, and other compe-
tencies as determined by the instructor.

. . . Write an essay paper on an overall com-
petency, such as analyzing or describing
the student's job in terms of the organiza-
tion and its relationship to principles, con-
cepts or procedures covered in the field
of study.

FRENCH (FR)
101 Elementary French I (4)
5 hours lecture per week plus laboratory drill
Upon successful completion of this course, the
student should be able to:

... Understand with accuracy questions
based on dialogues and reading drilled
during the semester.

. . . Recognize and use an active vocabulary
of about 600 words.

. . . Recognize and reproduce the sounds of
the vowels, nasals, consonants, diph-
thongs, and all combinations of letters.

. . . Discriminate statement versus question
intonation.

. . . Express self in writing using correct gram-
matical structure and vocabulary appro-
priate to simple topics.

. . . Manipulate grammatical items such as
the determinatives: definite, indefinite,
possessive, demonstrative, interrogative,
and descriptive.

. . . Use the verb tenses of imperative, present
indicative, near future of common regular
ER, IR, RE verbs and some irregular verbs.

. . . Understand the use of the elision and the
contractions.

. . . Understand some aspects of everyday life
and culture of French-speaking peoples.

102 Elementary French II (4)
5 hours lecture per week plus laboratory drill
Prerequisite: Satisfactory score on the Language
placement test or completion of FR 101
Upon successful completion of this course, the
student should be able to:

. . . Know the material of FR 101.

. . . Recognize and use a more varied vocabu-
lary including idiomatic expressions.

. . . Talk about sports, entertainment, radio,
television.

34



Read a simple menu and talk about a
meal.
Ask about clothes in a department store.
Names the parts of the body and physical
handicaps.
Use verb tenses: imperfect, future and
conditional present subjunctive of all
common regular verbs and some irreg-
ular.
Recognize the passe simple, pluperfect,
future perfect and past conditional.
Manipulate pronouns (direct and indirect,
interrogative, relative, Qui, Que, Dont,
and demonstrative).
Use prepositions with geographical
nouns.
Name Francophone countries.
Recognize the names of the major cities.
Understand some aspects of every day
life (au café, a l'usine, life in a small
town).
Discuss and recite some poems.
Communicate at an elementary level in
the French language.

GEOGRAPHY (GEOG)

101 Man's Natural Environment (3)
3 hours lecture per week
Corequisite: GEOG 101 L
Upon successful completion of this course, the
student should be able to:

Interpret and use a variety of topographic
and biophysical maps.
Demonstrate an understanding of meteo-
rologic and geologic processes and their
influence on shaping the earth's surface.
Demonstrate an understanding of biotic
and abiotic systems and their processes in
isolation and integrated with one another.
Apply scientific concepts and theories to
explain phenomena in the immediate en-
vironment.
Use scientific methodology to investi-
gate, research, observe, and report on se-
lected geographic problems.
Demonstrate understanding of the vari-
ous types of measurements employed in
scientific/geographic investigation.

101 L Man's Natural Environment, Laboratory
(1)
2 hours lab per week
Corequisite: GEOG 101
Upon successful completion of this course, the
student should be able to:

Interpret and use ;variety of topographic
and biophysical maps.
Demonstrate an understanding of meteo-
rologic and geologic processes and their
influence on shaping the earth's surface.
Demonstrate an understanding of biotic
and abiotic systems and their processes in
isolation and integrated with one another.
Apply scientific concepts and theories to
explain phenomena in the immediate en-
vironment.
Use scientific methodology to investi-
gate, research, observe, and report on se-
lected geographic problems.
Demonstrate understanding of the vari-
ous types of measurements employed in
scientific/geographic investigation.

102 World Regional Geography (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of histori-
cal, political, economic, cultural, and/or
environmental processes which have
shaped the world's major regions.
Communicate an understanding of how
the cultural and physical settings of ma-
jor world regions have influenced con-
temporary world events.
Interpret current events from a variety of
cultural viewpoints, and demonstrate an
understanding of the dynamic interrela-
tionships between the world's regions.
Develop and adequately support a partic-
ular point of view in a major paper or
series of papers.
Identify major regions, countries, cities,
and landforms throughout the world.
Interpret, use, and make maps.

151 Geography and Contemporary Society (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the
concepts and problems related to popula-
tion growth, natural resource consump-
tion, and environmental quality at global
and local levels.
Use the scientific method to define, re-
search, evaluate, and report on a topic of
current geographic interest.
Demonstrate familiarity with the system
concept as applied to a variety of natural
and social phenomena.
Interpret world events in a holistic fash-
ion, and appreciate the interrelatedness
of human and natural systems.
Appreciate the manner in which different
cultural values influence man's percep-
tion and use of the environment.
Discuss in written form the impact of the
various geographic concepts and prob-
lems on the student's own life and role in
society.

269 Geography of Honolulu (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the
physical and biological processes operat-
ing within Oahu's environment.
Demonstrate an understanding of the his-
torical and cultural development of Ho-
nolulu.
Demonstrate knowledge of urban struc-
ture and function drawn from social and
economic geographic theories, and apply
them to an evolving Honolulu.
Summarize, analyze, and discuss in writ-
ten form the complex human and environ-
mental problems faced by the city of Ho-
nolulu.
Interpret spatial patterns as a means of
understanding Honolulu's landscape and
being able to communicate these in the
form of a map.
Adequately discuss the formal and infor-
mal social structures that deal with cur-
rent human and environmental problems
within Honolulu.
Communicate an awareness of the stu-
dent's own role in the present and the
future of Honolulu.

HAWAIIAN (HAW)

50 Basic Conversational Hawaiian (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Recognize and reproduce sounds of the
Hawaiian alphabet correctly.
Recognize Hawaiian words and phrases in
daily use.
Speak and understand conversational,
everyday Hawaiian with the proper into-
nation and inflection.
Pronounce correctly names of people and
places in Hawaii and know their mean-
ings.
Explain the background of place names in
Honolulu and Hawaii.
Understand the meanings of traditional
Hawaiian songs.

101 Elementary Hawaiian 1(4)
5 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Understand conversational Hawaiian
spoken at normal conversational speed
on subject matters covered in class.
Recognize about 500 Hawaiian words,
and correctly use them.
Speak Hawaiian with the proper inflec-
tion, intonation, and rhythm.
Ask and respond to basic questions.
Exchange about 30 greeting expressions;
introduce each other.
Understand and use loan words in Ha-
waiian.
Pronounce correctly names of people and
places, and know their meanings.

. Understand the use of pronouns, adjec-
tives, possessives, and basic sentence
structures.

. Read short passages with comprehension,
proper pronunciation, and inflection.

. Write short dictations with 100 percent
accuracy.

102 Elementary Hawaiian II (4)
5 hours lecture per week
Prerequisite: Satisfactory completion of HAW
101 or satisfactory score on the language place-
ment test
Upon successful completion of this course, the
student should be able to:

Do all the same skills as HAW 101 but
with a deeper understanding and appreci-
ation.
Converse in Hawaiian with a vocabulary
of 900 words.
Discuss topics and situations involving
telephone numbers, addresses, the class-
room, possession of property, colors, and
health.
Explain his/her family.
Write an original short story in Hawaiian.

HEALTH (HLTH)

20 Introduction to Health Occupations (1)
1 hour lecture per week
Upon successful completion of this course, the
student should be able to:

State a description of concepts of health
and disease as viewed by current Ameri-
can society.
Describe the organizational structure of
the hospital and its function in society.
State a brief description of job tasks, edu-
cational systems, requirements for licen-
sure, employment opportunities, career
opportunities, and any special aptitudes
necessary for working in health careers
described in the class.
State the importance of specific knowl-
edge about professionalism, death, pa-
tient rights, ethics, health insurance, and
medical-legal considerations.
State a realistic description of the health
care team in individualized patient care.

21 B Introduction to Medical Terminology (1)
4 hours lecture per week for 4 weeks, or 1 hour
lecture per week
Upon successful completion of this course, the
student should be able to:

Recognize medical words and commonly
used abbreviations and symbols.
Spell, define and pronounce medical
words correctly.
Identify prefixes suffixes, and roots of
words, based on written tests with a mini
mum of 70 percent proficiency.

21C Medical Terminology (2)
1 hour lecture, 3 hours lab per week
Prerequisites: HLTH 218, BIOL 22 or 130 or
equivalent, or consent of instructor
Upon successful completion of this course, the
student should be able to:

Recognize medical and drug terms, spe-
cialized terminology, and commonly
used abbreviations and symbols.
Gain skills in proper pronunciation and
correct spelling of medical and related
terms.
Gain skills in identifying and differentiat-
ing spoken medical terms.

30 Pharmacology for the Health Practitioner
(3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Apply the basic concepts required for
medication administration.
Solve conversion problems within and be-
tween the following systems: household,
metric, and apothecary.
Identify major drug classifications and
common drugs within each classification.
Identify drugs commonly used in the pre-
vention, diagnosis, and treatment of dis-
ease (action, side effect, and related re-
sponsibilities).
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31 First Aid and Safety (1)
4 hours lecture per week for 5 weeks
Upon successful completion of this course, the
student should be able to:

. . . Identify how, when, and where to get as-
sistance in an emergency.
Provide standard first aid care to those
who need it.
Perform one- and two-person cardiopul-
monary resuscitation.

52 Introduction to the Study of Diseases (3)
3 hours lecture per week
Prerequisite: BIOL 22 or 130, or HLTH 21B or
21C, or consent of instructor
Upon successful completion of this course, the
student should be able to:

Identify basic concepts and characteris-
tics of disease processes.

. . . Gain knowledge of the etiology of dis-
eases.
Gain knowledge of some accepted meth-
ods of external control in the treatment
and/or spread of known diseases.

HEALTH, PHYSICAL EDUCATION,
AND RECREATION (HPER)

Medical Clearance Requirement: To register
for the following courses, a student is required
to present a medical clearance issued by his or
her own physician or present one when instruc-
tion begins.

101 Physical Fitness (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

Know the physiological processes of fit-
ness development.
Improve their level of physical fitness in-
cluding: strength, endurance, flexibility,
weight control and relaxation.
Make choices toward the development
and maintenance of a healthful exercise
program to meet present and future
needs.

103 Basic Swimming (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:
(Beginner Level)

. . . Demonstrate no fear of water, show
breath control and rhythmic breathing,
adjust to water buoyance, relax in front
and back floating positions, combine arm
and leg movements, and coordinate
breathing to these movements, enter
water safely and efficiently.

(Advanced Beginner Level)
... Increase ability to resist fatigue through

proper breathing; remain afloat with a
minimum of effort; demonstrate an effec-
tive stroke while on the back; show im-
proved coordination, efficiency, and
endurance; swim underwater; and demon-
strate improved efficiency of entry into
water.

(Intermediate Level)
... Demonstrate basic leg movements, dem-

onstrate basic arm movements, coordi-
nate the basic stroke, and show additional
safety and survival skills.

107 Tennis: Beginning (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

Have developed an appreciation of the
game by showing a knowledge of: object
of the game, history of the game, equip-
ment and facilities, and customs and
courtesies of the game.
Demonstrate a knowledge of the funda-
mentals of the game by showing: grip,
stance, footwork, weight transfer and
strokes: forehand, backhand serve, volley,
lob, and overhead.
Show a knowledge of the rules and scor-
ing which includes sequence in scoring,
rules of the game, and officiating.
Show a knowledge of strategy and court
position by demonstrating singles strate-
gy and positioning and doubles strategy
and positioning.

108 Tennis: Advanced (1)
2 hours lab per week
Prerequisite: Beginning tennis or its equivalent
recommended or by arrangement with instructor
Upon successful completion of this course, the
student should be able to:

Demonstrate a developed proficiency in
the competencies of HPER 107.
Demonstrate an appreciation of the game
by showing a knowledge of the back-
ground and development of the game,
equipment, etiquette, and gamesmanship,
and the rules of the game.
Demonstrate a knowledge of the singles
and doubles game including court posi-
tioning, strategy, conditioning and tem-
perament, and theory of team play.
Show a knowledge of the strokes of the
game by demonstrating: forehand (slice,
topspin, flat), backhand (slice, topspin,
flat), service (slice, topspin, flat), volley,
half-volley, and approach shots, lob (of-
fensive and defensive), and overhead
smash.

110 Golf: Beginning (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Show appreciation for the game by dem-
onstrating a knowledge of the history, ob-
ject, and rules of the game, equipment,
etiquette, customs and courtesies.

. . . Demonstrate a knowledge of the basic
skills of the game including grip, stances,
posture swing, putting, and chipping.

115 Bowling (1)
2 hours lab per week
Note: Students pay a charge for the use of the
alley.
Upon successful completion of this course, the
student should be able to:

Show an appreciation of the game by
showing knowledge of the etiquette, cus-
toms and courtesies of the game, the
equipment, and facilities.

. . . Show a knowledge of the fundamentals of
the game by demonstrating grip, stance,
approach, delivery, and follow-through.

. . . Demonstrate a knowledge of the rules
and scoring of the game.

121 Paddle Tennis (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

Demonstrate an appreciation of the game
by showing knowledge of object of the
game, histories of the game (East-Coast
and West-Coast), equipment and facili-
ties, and customs and courtesies of the
game.
Demonstrate a knowledge of the funda-
mentals of the game by showing grip,
stance, footwork, weight transfer, and
strokes (forehand, backhand, serve, vol-
ley, lob, and smash).
Demonstrate a knowledge of rules and
scoring which includes sequence in scor-
ing, rules of the game, officiating, and
methods of play.
Demonstrate a knowledge of strategy and
court position by showing singles strategy
and positioning and doubles strategy and
positioning.

135 Volleyball (1)
2 hours lab per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the basic skills of volleyball
such as the serve, bump, set, pass, spike,
and block.

. . . Apply and/or describe the rules of volley-
ball and court offensive and defensive
strategy.

HISTORY (HIST)
151 World Civilization I (3)
3 hours lecture per week
Recommended preparation: Qualification for or
completion of ENG 22V, 50 or higher.
An interpretive survey of the development of

civilizations from prehistoric origins to 1650
A .D.

Upon successful completion of the course the
student should be able to:

Demonstrate an understanding of histori-
cal concepts and information as they re-
late to contemporary issues and events.
Communicate a lucid appraisal of histori-
cal data.
Arrange chronologically and distinguish
the characteristics of world civilizations.
Demonstrate knowledge of historic theo-
ries such as the role of the 'great person'
in history; the effect of ideas upon the
process of history, the nature of multiple
causes of historical events, the impact of
technology on social institutions.
Demonstrate a knowledge of the origins
and evolution of humanistic concepts.
State the relationship of individuals to
their respective societies and value sys-
tems.

152 World Civilization II (3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of ENG 22V, 50 or higher.
An interpretive survey of the developments of
civilizations from 1650 A.D. to the present.

Upon successful completion of the course the
student should be able to satisfy competencies
for HIST 151 and the following:

. . . Respond to historic problems through
writing.

224 History of Hawaii (3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of English 100.
Upon successful completion of this course, the
student should be able to:

Discuss the origin of the early Hawaiians,
and describe life in early Hawaii in major
areas.
Discuss the impact of foreigners on life in
Hawaii.
Discuss American influence in Hawaii
and the Americanization of Hawaii.
Discuss the problems/issues in Hawaii.
Show an understanding of what happens
when two different civilizations collide
and the evolutionary changes which may
result.

241 Civilizations of Asia (3-3)
242
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of English 100
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the
great cultural traditions of Asian civiliza-
tions, their philosophies, their institutions,
and their creative genius.
Demonstrate acquired information about
the environments and experiences of
Asian peoples enabling the student to an-
alyze, compare, and interpret major
themes that relate to Asia in the World to-
day.
Show an awareness and appreciation of
the continuity and persistence of cultural
traditions in the civilizations of Asia.
Demonstrate through personal research,
questioning, and discussion knowledge of
areas of interest.
Show an appreciation for the people of
Asia by having attempted to view the
hopes, aspirations, and perceptions of the
world through Asian eyes.

281 Introduction to American History 1(3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of English 100
An interpretive survey of United States history
from European settlement to 1865.

282 Introduction to American History 11 (3)
3 hours lecture per week
Recommended Preparation: Qualification for or
completion of English 100
An interpretive survey of United States history
from 1865 to the present. History 281 and 282
need not be taken in sequence.
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Upon successful completion of History 281
and 282, the student should be able to:

Explain the origins and development of
American political, economic, social and
cultural institutions.
Understand and evaluate contemporary
events and problems in the United States
through the awareness of all that which
leads to the present.
Develop an appreciation of what it means
to be a citizen of the United States, of the
privileges and coincident duties and re-
sponsibilities that accompany such citi-
zenship.
Understand the role of government in the
life of the people at different periods of
their history.
Identify individuals significant in the de-
velopment of the American government
and the major movements inspired by
these persons.
Show ability for intelligent analysis of
information through written and/or ques-
tioning and discussion.

HOTEL OPERATIONS (HOPER)

20 Introduction to Hospitality Industry (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify the functions, job titles, work re-
quirements and operating procedures of
the food, lodging and transportation com-
ponents of the hospitality industry.
Assess the work qualifications, attitudes
and values essential for a successful
career in the service industry.
Identify current and future trends and
practices of the industry.
Evaluate the importance of the service in-
dustry locally and nationally.
Identify the major laws and regulations
affecting the industry.

31 Travel Services (3)
3 hours lecture per week
Prerequisite: TYPW 20 and HOPER 20
Upon successful completion of this course, the
student should be able to:

Use terms, forms and references appropri-
ate to tour and travel services.
Respond to inquiries and provide informa-
tion to the satisfaction of clients.

. Type forms, compute costs and prepare
travel itineraries and vouchers.
Meet psychological requirements of cli-
ents and motivate sales.
Identify application of computer termi-
nals.

40 Food and Beverage Procedures (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify the various functions, terms,
equipment, materials and work require-
ments essential for a coordinated opera-
tion.
Handle service procedures for customer
satisfaction.
Assess technological and other changes
occurring in the industry.
Identify the various operational tech-
niques that meet the psychological re-
quirements of guests.

41 Maintenance and Sanitary Procedures (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify the various functions, equip-
ments, furnishings, supplies and work re-
quirements necessary to provide a clean,
safe and pleasing environment.
Identify the work procedures and services
provided by the housekeeping and main-
tenance department.
Use forms, terms and procedures essen-
tial to the department.
Interrelate the department's functions
and services with other departments in a
hotel.
Review changing requirements and ser-
vices for guests.

43 Food and Beverage Control Systems (3)
3 hours lecture per week
Prerequisites: ACC 24 and BUS 55 or consent of
instructor
Upon successful completion of this course, the
student should be able to:

Identify terms, formulas, forms and rec-
ordkeeping procedures to minimize
losses.
Compute and record sales and cost infor-
mation accurately.
Calculate standard and actual costs.
Identify daily, monthly and annual re-
ports essential to maintain desired con-
trols.
Compare food and beverage cost control
techniques.

45 Front Desk Operations (3)
3 hours lecture per week
Prerequisites: ACC 24 and BUS 55 or consent of
instructor
Upon successful completion of this course, the
student should be able to:

. . . Handle information, services and guest
complaints.
Type forms and reports.
Meet the psychological needs of guests.
Assess personal attitudes and work prac-
tices essential to front office operations.
Identify application of computer termi-
nals.

60 Management Practices in the Hospitality
Industry (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Handle information, services and guest
complaints.
Type forms and reports.
Compare various food service organiza-
tions and hotel organizations on Oahu as
to the effective use of organization and
management skills.
Discuss the decision-making process and
demonstrate its use through analysis of
actual management cases.
Demonstrate the types and methods of
employee training.
Discuss methods of handling personnel in
hiring, orientation, motivation, evaluation
and in termination of employment.
Demonstrate and analyze techniques of
personnel supervision.
Select work simplification methods, ap-
plicable to efficient departmental opera-
tion.
Implement effective safety and sanitation
management.
Compare several promotion methods
available in the Hospitality Industry.
Identify new trends in marketing and cus-
tomer service.
List state laws and regulations that influ-
ences management policies and prac-
tices.
Understand the problems resulting from
the Energy Crises and the changing busi-
ness and financial climate and discuss
ways in which these problems can best be
dealt with.
Discuss current cost control measures for
an effective operation.
Identify characteristics of good leader-
ship.
Evaluate customer relations to effect sat-
isfactory guest contacts.

93V Cooperative Education (3-4)
1 hour seminar and 3 hours experience per week
for 2 credits; 3 hours work experience per week
for each additional credit.
Upon successful completion of this course, the
student will be able to:

Perform activities in the cooperative work
area involving such areas as routine tasks,
problem or crisis situations, creative sug-
gestions or initiatives, personal develop-
ment, work attitudes, and other compe-
tencies as determined by the instructor.
Write an essay paper on an overall com-
petency, such as analyzing or describing
the student's job in terms of the organiza-
tion and its relationship to principles, con-
cepts or procedures covered in the field
of study.

HUMAN DEVELOPMENT (HD)

230 Survey of Human Growth and
Development (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Describe various theories of human de-
velopment and behavior.
Describe physical, emotional, cognitive,
and psycho-social development during
each stage of the life cycle.
Identify similarities of development and
functions in human beings.
Recognize individual differences and
uniqueness of experience in the develop-
ment of human beings.
Describe principles of behavior change.

HUMANITIES (HUM)

21 Touch the Earth: An Integrated Approach to
Nature, Humanity and Science (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Understand the state of pre-industrial
world.
Demonstrate basic knowledge of the im-
pact of technology on the earth, society,
and human values.
Show awareness of a variety of ap-
proaches to technological problems.
Critically analyze and formulate positions
on selected issues.
Have enhanced awareness of the esthetic
qualities of both the natural and human
world.
Be aware of the philosophical and reli-
gious implications of the human relation-
ship to the natural world.
Understand the moral problems that are
brought on by technology.

100B Themes in Humanities: Ethics of Life (3)
3 hours lecture per week
Designed primarily for A. S. degree students.
Upon successful completion of this course, the
student should be able to:

Recognize the humanities as a group and
as separate disciplines.
Listen to and communicate regarding hu-
manities questions.
Demonstrate understanding of the values
which are imbedded in our culture and
which guide our decisions.
Recognize possible means for achieving a
sense of personal meaning and identity.
Show ability to think more critically
about questions of value.
Show an awareness of the multiplicity of
moral questions that are a part of every-
day individual and social life.
Identify possible solutions to social and
individual moral problems.

100C Themes in Humanities: Esthetics for a
Working Environment (3)
3 hours lecture per week
Designed primarily for A.S. degree students.
Upon successful completion of this course, the
student should be able to:

Recognize the humanities as a group and
as separate disciplines.
Listen to and communicate regarding hu-
manities questions.
Demonstrate an understanding of the val-
ues which are imbedded in our culture
and which guide our decisions.
Recognize possible means for achieving a
sense of personal meaning and identity.
Attend with some degree of understand-
ing community cultural activities includ-
ing but not limited to symphony concerts,
dramatic presentations, dance perfor-
mances, art exhibitions.
Explain and give examples of creativity as
expressed in imaginative problem-solving.
Show ability to think more critically
about questions of value.

100D Themes in Humanities: Creative Leisure
(3)
3 hours lecture per week
Designed primarily for A. S. degree students.
Upon successful completion of this course, the
student should be able to:
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Recognize the humanities as a group and
as separate disciplines.
Listen to and communicate regarding hu-
manities questions.
Demonstrate understanding of the values
which are imbedded in our culture and
which guide our decisions.
Recognize possible means for achieving a
sense of personal meaning and identity.
Show ability to think more critically
about questions of value.
Examine creativity as an important hu-
man resource for living fully.
Discuss the phenomenon of leisure in
contemporary American society with un-
derstanding.
Explain and give examples of creativity as
expressed in imaginative problem-solving.

150 Survey of the Arts and Their Values (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Show an increased understanding of soci-
ety through an examination of the arts.
Show an increased ability to perceive
works of art with increased understanding
and awareness of their elements.
Show an increased ability to analyze the
social content and personal values found
in works of art.
Demonstrate a developed ability to
choose, and enjoy a work of art.
Understand the arts as an integral and
necessary joy and insight-producing part
of life.
Demonstrate a developed ability to be
sensitive, that is, to perceive with insight
and to perceive with the belief that things
make a difference.
Demonstrate a developed deeper aware-
ness that a work of art clarifies and re-
veals social and personal values.
Demonstrate an enlarged understanding
of cultural heritage.

INFORMATION + COMPUTER
SCIENCE (ICS)

100 The Computer and Its Role in Society (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the scope
of computer usage in today's society and
the benefits and problems resulting from
the computer's use.
Demonstrate general understanding of
computer concepts, terminology, and ap-
plications.
Demonstrate understanding of the rudi-
ments of computer program development
and processing.
Explore the use of computers in student's
field of interest.

101 Introduction to Data Processing (3)
3 hours lecture per week
Corequisite: DPRO 208
Upon successful completion of this course, the
student should be able to:

Demonstrate thorough understanding of
the basic data processing cycle— input,
processing, output.
Identify the basic types of equipment and
their functional features used in the data
processing industry.
Recognize the roles played by computer
operators, data-entry operators, tape li-
brarians, programmers, and system ana-
lysts in typical computer centers.

102 Introduction to Machine Language
Programming (1)
3 hours lecture per week for five weeks
Prerequisite: Satisfactory performance on ICS 101
examination.
Corequisite: ICS 101
Upon successful completion of this course, the
student should be able to:

. . . Explain the stored program concept, par-
ticularly the use of the instruction register
and program counter.

. . . Code simple business applications pro-

grams using a hypothetical machine lan-
guage.

. . . Enter and test run machine language pro-
grams on a computer.

... Identify, locate, and correct syntatical
and logic errors in machine language pro-
grams.

103 Introduction to Programming (1)
3 hours lecture per week for five weeks
Prerequisite: ICS 102
Upon successful completion of this course, the
student should be able to:

... Code simple business applications in
BASIC.

. . . Enter and test run BASIC programs on a
computer.

... Identify, locate, and correct syntactical
and logic errors in BASIC programs.

. . . Explain the operation of BASIC as an in-
terpretative language.

121 Business Problem Solving (3)
3 hours lecture per week
Prerequisite: A minimum score of 11.5 on the En-
glish placement test or instructor's approval.
Upon successful completion of this course, the
student should be able to:

Develop computer programs for the solu-
tion and processing of business applica-
tion problems in the COBOL language,
supported by flow diagrams and docu-
mentation.
Write programs in COBOL to access and
up-date files.
Identify and correct errors in logic and
syntax of COBOL programs.

132 Business Systems and Applications (3)
3 hours lecture per week
Prerequisites: ICS 101, ACC 24, or ACC 201
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the steps
involved in systems analysis for comput-
erization of common business systems.
Identify components of a computerized
business system.
Implement a limited, pre-programmed
business system on a computer.

140 Operating Systems and Data Management
(3)
3 hours lecture per week
Prerequisite: ICS 101, 102, 103.
Concurrent enrollment in DPRO 71V recom-
mended
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of basic con-
cepts of computer systems, including
hardware and software components, data
representation and file organization, and
control language coding.
Write control language instructions for a
small business computer.

142 Computer Programming— RPG 11 (4)
3 hours lecture, 2 hours lecture— lab per week
Prerequisite: ICS 101, 121 or consent of instruc-
tor.
Upon successful completion of this course, the
student should be able to:

Write computer programs using RPG II
language specifications to solve business
application problems, to include both
table and array processing, and to access
and up-date input/output files.
Identify and correct errors in logic and
syntax of RPC II programs.

170 Advanced Computer Methods in COBOL
(4)
3 hours lecture, 2 hours lecture-lab per week
Prerequisite: ICS 121
Upon successful completion of this course, the
student should be able to:

Write, run, and debug structured COBOL
programs for business problems using ad-
vanced COBOL features such as multiple
level tables, variable length records, sort
verb, and report writer.
Code COBOL programs to access sequen-
tial, indexed, and direct data files.
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200 Information Systems (3)
3 hours lecture per week
Prerequisite: ICS 132 or consent of the depart-
ment
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of planning
techniques and tools involved in systems
analysis.
Demonstrate understanding of the advan-
tages and disadvantages of different
types of systems, forms, reports, and de-
signs.
Perform a complete analysis of a "live"
business system.

242 Applied Systems (4)
3 hours lecture, 2 hours lecture-lab per week
Prerequisite: ICS 142
Upon successful completion of this course, the
student should be able to:

Integrate business systems concepts, sys-
tems analysis, coding and control lan-
guage programming in developing a
complete computerization of a "live"
business system.
Perform all steps necessary to successful-
ly implement on the IBM 5/38 a "live"
business application.

INTERDISCIPLINARY SCIENCE (IS)

10 Personal Development (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Recognize and express own feelings and
accurately understand the feelings of
others through improved listening and
communication skills.
Analyze and learn techniques to deal with
stressful situations related to feelings and
behaviors.
Identify own strengths and positive assets
and those of others, and be able to give
and receive positive feedback.
Understand the goal-setting process and
apply the skills to setting long-term and
short-term goals.
Use time management techniques to act
on decisions and goals.
Comprehend values clarification tech-
niques to help determine the content and
importance of one's own values and how
they affect career and life choices.
Identify own interest, personality traits,
values, and skills as they relate to career
and life planning.
Understand the range of occupational
and educational opportunities available.
Develop a knowledge of the Career/Life
Planning process.
Have an awareness of the importance of
leisure time and life-long learning.

101 Careers in Arts and Sciences (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate awareness of the various
arts and sciences disciplines.
Demonstrate awareness of the basic con-
cepts, theories, and methodologies of
these disciplines.
Develop and defend his/her value judg-
ments (in classroom discussions, essay ex-
ams, and reaction papers).
Demonstrate an awareness of the services
provided by the Career and Personal De-
velopment Center. These services will in-
clude: 1) testing and counseling to help
clarify the career interests of the student;
2) assist the student to become proficient
in the development of job seeking skills.

105 Career/Life Exploration and Planning (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Identify and prioritize own interests,
skills, personality traits, and values.

. Demonstrate ability to use values clarifi-
cation, decision-making, and time man-



agement techniques in developing an in-
dividual career/life plan.
Understand the changing roles of men
and women in the work force.
Understand federal laws and regulations
concerning sex discrimination.
Demonstrate awareness of non-tradition-
al career opportunities available in
Hawaii.
Identify and use standard career resource
books.
Understand how individual interests,
skills, personality traits, and values relate
to career choice.
Determine appropriate educational op-
portunities that are consistent with indi-
vidual career/life plans.
Understand the components of a system-
atic job search.
Prepare a resume and cover letter.
Demonstrate knowledge of appropriate
job interview techniques.
Discuss employee responsibilities to em-
ployers.
Define in class discussion and written ex-
amination the terms and concepts rele-
vant to career/life exploration and plan-
ning.

JAPANESE (JPNSE)
Prior to registration, students who have taken

Japanese in high school or elsewhere will be
given a placement examination. Students who
successfully pass the placement examination are
qualified to apply for credit by examination.

50 Basic Japanese for Visitor Industry (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

State orally everyday greetings, names of
weeks, days, and months.
Demonstrate counting systems in num-
bers and in telling time.
Give directions; answer and take simple
messages on a telephone.
Interact with hotel guests (help them
check-in check-out, make wake-up calls,
give luggage and room service).
Interact with restaurant customers (take
orders for meals, bill them).
Interact with shop customers (buying and
selling).
Understand and practice basic non-verbal
communication using one's head, eyes,
hands, and fingers.

101 Elementary Japanese 1(4)
5 hours lecture per week plus laboratory drill
Upon successful completion of this course, the
student should be able to:

. Read and write hiragana, katakana, and
romanized Japanese accurately.

. Understand the differences between En-
glish and Japanese sentence structure and
grammar.

• Understand how verbs and adjectives
conjugate.

• Understand formal and informal speech
usage.

• Use most everyday greetings, common
phrases, and modes of introductions.

• Count to 100,000 and tell time.
• Understand and use 50 loan words de-

rived from non-Japanese sources.
• Shop and sell in Japanese.
•,Write a diary and letter in hiragana.
• Understand basic Japanese customs and

manners.

102 Elementary Japanese 11 (4)
5 hours lecture per week plus laboratory drill
Prerequisite: Satisfactory score on the language
placement test or completion of JPNSE 101.
Upon successful completion of this course, the
student should be able to:

. Read about 150 kanji, and write about 125
kanji.
Use formal and informal speech pat-
terns, and distinguish masculine/feminine
speech.
Write letters, essays, and diaries using
hiragana, katakana, and kanji.

Demonstrate increased vocabulary; in-
creased proficiency in loan-word usage.
Give or take orders as: restaurant
waiter/waitress,	 customer,	 domestic
worker.
Act as host/hostess to Japanese-speaking
visitors as well as act as a guest in a Japa-
nese home.
Understand family relations, and use cor-
rect speech forms in addressing family
members.
Understand and appreciate Japanese cul-
ture and language in depth.

121 Elementary Japanese Conversation I (3)
3 hours lecture per week
Prerequisite: Consent of instructor
Upon successful completion of this course, the
student should be able to:

Develop proficiency in understanding ele-
mentary Japanese.
Ask simple questions, give short answers,
and say everyday greetings.
Understand basic patterns and sentence
structure; basic sounds.
Develop basic speaking skills; use essen-
tial everyday vocabulary.
Understand the different levels of speech:
honorific, plain, and humble.
Understand the conjugation of over 40
verbs and 15 adjectives.
Understand and use about 50 loan words.
Understand the culture related to the lan-
guage.

122 Elementary Japanese Conversation 11 (3)
3 hours lecture per week
Prerequisite: JPNSE 121 or consent of instructor
Upon successful completion of this course, the
student should be able to:

Use formal and informal speech patterns;
distinguish masculine/feminine speech.
Take telephone messages, make, and re-
ceive telephone calls.
Give or take orders as waiter/waitress-
customer; domestic worker.
Act as host/hostess to Japanese-speaking
visitors; act as a guest in a Japanese
home.
Use 30 additional verbs in their formal/
informal form.
Understand and use loan words more pro-
ficiently.
Understand family relations, and use cor-
rect speech in addressing family mem-
bers.
Understand and appreciate Japanese
culture/language in more depth.

201 Intermediate Japanese 1(4)
5 hours lecture per week plus laboratory drill
Prerequisite: Satisfactory score on the language
placement test or completion of JPNSE 102
Upon successful completion of this course, the
student should be able to:

Demonstrate increased ability to read/
write kanji.
Understand and use additional verbs, idi-
omatic expressions, and loan words.
Use additional everyday expressions,
greetings.
Ask/answer additional questions.
Engage in dialogues involving a variety of
situations such as; barbershops, hotels
and inns, theater, picnics, and other out-
ings, etc.
Write letters, essays and diaries more pro-
ficiently.
Converse more proficiently on the tele-
phone and other places.
Have a deeper understanding and appre-
ciation of the Japanese culture and lan-
guage.

202 Intermediate Japanese II (4)
5 hours lecture per week plus laboratory drill
Prerequisite: Satisfactory score on the language
placement test or completion of JPNSE 201
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate increased understanding,
usage, vocabulary, etc., beyond require-
ments of JPNSE 201.

. . . Engage in dialogues relating to renting,
shopping, sightseeing, house repairs, per-
sonal history, and recreation.

. . . Understand and use percentages and frac-
tions in Japanese.

. . . Understand and use verb passive, causa-
tive, and imperative forms.

. . . Have an increased understanding and ap-
preciation of the Japanese culture and
language.

JOURNALISM (JOU RN)
150 The Press and Society (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Communicate an understanding of the
role and effect of mass media on Ameri-
can society.
Use analytical skills in critiquing the
media.
Demonstrate skill in media reading, view-
ing, and listening.
Identify the major personalities in
Hawaii's media.
Explain the law of libel and the right to
privacy which govern the press.
Demonstrate an understanding of the me-
dia's ethical codes.
Show evidence of being a more discern-
ible media consumer.

205 Newswriting (3)
3 hours lecture per week
Prerequisite: A score of 11.5 or higher on the En-
glish placement test or the successful completion
of ENG 22V.
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the
evolution of press freedom and the princi-
ples and theory underlying it, as well as
an understanding of statutes and court
decisions, governing libel, privacy, copy-
right, and obscenity.
Formulate a respect for ethical and re-
sponsible journalism.
Demonstrate an awareness of the liter-
ature of journalism including periodicals
which are concerned with event in the
world of mass media.
Write concisely, with speed and accu-
racy.
Write the "standard types" of stories
found in a newspaper: straight news, fea
tures, interpretative stories, editorials, as
well as headlines for these stories.
Demonstrate an understanding of the
techniques of interviewing, listening, ob-
serving, notetaking, and working effec-
tively with others.
Show an understanding of how news is
gathered and disseminated.
Demonstrate a mastery of the Associated
Press style sheet.

285V News Production (1-3)
2 hours practicum per week for one credit; 1 hour
lecture, 2 hours practicum per week for two cred-
its; 1 hour lecture, 4 hours practicum per week for
3 credits.
Prerequisite: Score of 11.5 on the English place-
ment exam or consent of instructor. May be re-
peated three times.
Upon successful completion of this course, the
student should be able to:

Demonstrate thinking that is clear, con-
structive and critical in writing and speak-
ing.
Develop a thesis statement and design an
expository essay and/or term paper, with
attention to research skills and writing
form.
Discern and explain the main meaning or
thesis statement in various types of writ-
ten and oral presentations.
Separate value judgments and inferences
from factual statements in various types
of written and spoken material.
Demonstrate a greater respect for ethical
and responsible journalism.
Understand some of the basic statutes
and court decisions governing the press.
Understand the offset printing process.
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LAW (LAW)
22 Law for the Layman (3)
3 hours lecture per week
Upon satisfactory completion of the course, the
student should be able to:

.. Recognize the basic legal concepts and
judicial processes related to the rights of
individuals and family members in every-
day living activities.

.. Demonstrate knowledge of the general
principles of law governing torts; person-
al, family, occupational, and contractual
relationships; home ownership and rent-
als; and estates.

30 Business Law 1(3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate broad understanding of the
American System of jurisprudence— its
evolvement and procedures.
Recognize broad principles of law relat-
ing to contracts, agency, personal proper-
ty, and business organizations.

31 Business Law II (3)
3 hours lecture per week
Prerequisite: LAW 30 is recommended
Upon successful completion of this course, the
student should be able to:

Recognize broad principles of law relat-
ing to negotiable instruments, sales, real
property, trusts, or estates.
Demonstrate general awareness of legal
rights and obligations arising out of busi-
ness and financial dealings.

Note: All law courses which follow, except LAW
200, require approval of the Legal Assistant Pro-
gram Admissions Committee before any student
is permitted to register for the course.

101 The Hawaii Legal System (3)
3 hours lecture per week
This course is required for all degree candidates
in the legal assistant program.

Upon successful completion of this course,
the student should be able to:

Identify the structure of the federal and
state court systems.
Identify and know the public agencies
that operate as law firms (Office of the
Public Defender, City Prosecutor, Attor-
ney General, Legal Aid Society, and Cor-
poration Counsel).

• Identify and know the structure of the
various governmental agencies.

. Describe the functions and authority of
the legislative, judicial and executive
branches of government.
Describe basic differences between large
and small law firms, and know the para-
legal's role in each type.
Know the various ethical issues that con-
front the paralegal, and the rules applica-
ble to these issues.

102 Legal Research (3)
3 hours lecture per week
This course is required for all degree candidates
in the legal assistant program.

Upon successful completion of this course,
the student should be able to:

Locate relevant authority in any law li-
brary for use in drafting case notebooks,
memoranda, and briefs.
Work with the Uniform System of Cita-
tion.
Use the Shepard's Citator to verify and
update cited caselaw, statutes, and other
legal authority.
Use Federal and State legislative materi-
als, including statutes and legislative his-
tories.
Prepare a polished legal memorandum ex-
ploring both sides of a legal issue.

104 Civil Investigation (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Locate all commentary and laws pertain-
ing to case being investigated.
Know the process of separating facts
from assumptions and myths.
Develop resources regarding the gather-
ing of information.
Take written and oral statements, includ-
ing how to utilize a tape recorder.

111 Litigation (3)
3 hours lecture per week
This course is highly recommended for all stu-
dents.

Upon successful completion of this course,
the student should be able to:

Understand the types of tortious conduct
(negligent misconduct, intentional mis-
conduct, and strict liability).
Know the theory of complaint drafting,
and be able to draft a complaint.
Know the methods and scope of discov-
ery, and its applicable rules.
Summarize and digest a deposition and
be familiar with fact, chronological and
index summary methods.

121 Law of Business Organizations (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Draft Articles of Incorporation (also close
corporations), draft by-laws, initial min-
utes, stock certificates, obtain corporate
seal, minute book and stock certificates.
Draft documents for corporate liquida-
tions and dissolutions.
Prepare all documentation registering a
foreign corporation to do business in
Hawaii, including registration statement,
Hawaii Excise Tax Forms, annual state-
ment of registration.
Draft partnership agreements.
Complete partnership registration state-
ment to be filed at the Department of
Regulatory Agencies.
Draft specific documents and do business
research using the best research materials
available.
Prepare contracts.

126 Taxation (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. Understand the organization and opera-
tions of the Internal Revenue Service.

. . . Know the legal requirements for filing of
returns and the payment of taxes.

. . . Understand basic tax planning strategies
and techniques.

. . . Understand IRS audit procedures and
methods.

131 Property Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Understand the elements of a deed.
Know the requisite elements of contracts,
and draft an agreement of sale.
Know the steps involved in closing a real
estate transaction, including the prora-
tion of real property taxes, the computa-
tion of conveyance taxes and closing
costs, the drafting of escrow instructions
and the necessity for, and types of, title
insurance.
Understand the concept for quieting title
to real property and be familiar with the
Hawaii statutes related thereto.
Have a working knowledge of the land-
lord-tenant code.

136 Tort and Insurance Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify the principles and legal theories
relating to torts to the person and prop-
erty.
Know the defenses of allegations of negli-
gence.
Know the legal principles and theories re-
lating to product liability.

. . . Know how the Hawaii Worker's Compen-
sation system operates.

. . . Know the theories and principles of insur-
ance law, and how insurance companies
protect individuals.

140 Family Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Recognize the standard Family Court
forms, orders and memoranda as they
stand at the completion of the course
(these forms are subject to frequent
change).
Prepare the initial pleadings in a divorce
action, separation or annulment action,
including the Matrimonial Action Infor-
mation Sheet and the Information Con-
cerning Child Care and Custody forms.
Identify the procedure for setting an un-
contested divorce for hearing, and identi-
fy the documents necessary for presenta-
tion to the Court to allow such a setting.
Determine, in an adoption, the correct
proceedings as to whether the case will
be a consent or non-consent case.

151 Estate Planning and Probate (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Know what assets are probatable and tax-
able.
Know how to interview a will client.
Draft a will from estate planning informa-
tion.
Interview the client for probate informa-
tion.
Gather together an estate.
Identify procedures in the handling of
small estates, informal proceedings, su-
pervised probate, and ancillary adminis-
trations.

161 Public Sector Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Understand the organization and struc-
ture of Federal and State public assis-
tance programs.
Know the eligibility requirements and
standards applied with regard to govern-
ment assistance programs.
Know the Federal and State forms of pro-
ceedings for review of determinations by
administrative agencies.
Know how the areas of environmental law
mesh with other areas of substantive law
in order to forward environmental poli-
cies and objectives.
Know the scope and enforcement of civil
liberties, with particular emphasis on the
Bill of Rights.

166 Employment Related Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Identify the theories and policies behind
the National Labor Relations Act, and be
familiar with its history and application.
Know how standards for minimum work-
ing conditions are set, and how those
standards affect the working environ-
ment.
Identify the function of labor unions in
our industrial society and the prospects
of labor unions in the future as our indus-
trial base evolves.
Understand the theories and principles re-
lating to the grievance process and how
that process is protected and regulated.

171 Consumer Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Have in-depth awareness of the issues and
problems relating to consumers.
Use the various specialized research tools
to do legal research on consumer dis-
putes.
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Thoroughly know all Hawaii consumer
laws (or consumer related laws) that are
applicable in the settlements of consumer
disputes.
Select the appropriate remedy for the
consumer once the applicable authority
has been selected and located.

176 Criminal Law (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Know how the Hawaii Penal Code is inter-
preted and applied in various hypotheti-
cal situations.
Know the Hawaii Rules of Court, and
know how the most commonly applicable
Rules are interpreted and applied.
Know the procedural aspects of Hawaii's
criminal justice system, and the pitfalls
raised by these procedural aspects in the
course of criminal litigation.
Know the fundamental aspects of prose-
cutorial discretion, plea bargaining, and
negotiation involved in criminal litiga-
tion.

181 Legal Rights of the Disadvantaged (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Know how various areas of substantive
law bear upon issues affecting the disad-
vantaged; these areas of law include
truth-in-lending, creditor-debtor, and con-
sumer law.
Know the origin and procedures of the
various public assistance laws in Hawaii.
Interview potential public assistance ben-
efit claimants, and will know how to elicit
information which will assist the claimant
in obtaining benefits.
Act as a legal representative in a hearing
before a public assistance agency, and
will be able to conduct direct and cross
examination of witnesses, offer evidence
into the record, and make opening and
closing statements.

200 Legal Environment of Business
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. Demonstrate broad understanding of the
American System of jurisprudence— its
evolvement and procedures.

. . . Recognize broad principles of law relat-
ing to contracts, agency, personal proper-
ty, and business organizations.

201 Law Office Management (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Know general management concepts and
systems applicable to law practices.
Orient and train new employees, and un-
derstand employee motivation theories.
Know the various types of attorney fee ar-
rangements and billings.
Know the factors to be considered in cre-
ating a reliable system for transmitting
and filing legal documents and informa-
tion pertinent to the law practice.
Know the operation and maintenance of
the firm's law library.
Design and implement an office proce-
dures manual.

202 Legal Interviewing, Counseling and
Negotiating (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Prepare for an interview.
Obtain important facts and information
from the interviewee.

... Deal with private and public agencies in
obtaining necessary information.
Use effective communication skills in in-
terviewing.

203 Legal Writing (3)
3 hours lecture per week
Prerequisite: LAW 102
Upon successful completion of this course, the
student should be able to:

. . . Draft a fact memorandum.

. . . Draft a demand letter.

. . . Draft the following documents: com-
plaint; answer; and interrogatories.

. . . Draft a memorandum of law.

250 Advanced Legal Topics (3)
3 hours lecture per week
Prerequisite: Satisfactory completion of corre-
sponding 100 level course or instructor approval
Each semester an advanced legal topic course is
offered, the selection of which is determined pri-
marily by student demand. Each course is a di-
rected reading, writing and research course
which allows the student to pursue a specialized
knowledge and more advanced training in that
specific topic.

Upon successful completion of this course,
the student should be able to:

Select, subject to the instructor's approv-
al, a limited number of the competencies
for the corresponding 100-level course.
Work with the supervision of the course
instructor to strengthen the student's abil-
ities in the competencies selected.
Sections of LAW 250: Advanced Legal
Topics
250B: Advanced Investigation
250C: Advanced Litigation
250D: Advanced Law of Business

Organizations
250E: Advanced Taxation
250F: Advanced Real Property Law
250G: Advanced Tort and Insurance Law
250H: Advanced Family Law
2501: Advanced Estate Planning and

Probate
250J: Advanced Public Sector Law
250K: Advanced Employment Related

Law
250M: Advanced Consumer Law
250N: Advanced Criminal Law

193V Cooperative Education (1-3)
293V
3 hours work experience each week for each
credit.
Upon successful completion of this course, the
student should be able to:

Display confidence in working within the
legal system, and in his/her abilities as a
legal assistant.
Be assertive with peers, supervisors and
other personnel with whom they have
contact within the legal system.
Develop strategies for dealing with the in-
terpersonal conflicts that sometimes arise
with other law-office personnel.
Explain to attorneys the economic and
non-economic benefits of utilizing para-
legals.

MANAGEMENT (MGT)

18 Introduction to Supervision (3)
3 hours lecture per week
Recommended Preparation: BUS 20
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the basic
principles of successful supervision, i.e.
how to motivate, direct, and control small
groups of workers especially in our ser-
vice industries.
Evaluate the supervisor's role in organiza-
tions typical of those operating in Hawaii.
(Local cases will be used to illustrate vari-
ous problems.)

20 Introduction to Management (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of the funda-
mental principles and concepts of man-
agement in an organization setting.
Develop acquaintance with decision-
making tools and strategies for planning,

organizing, and controlling human and
material resources to achieve goals and
objectives.

MATHEMATICS (MATH)

01 Basic Mathematics (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

.. Add, subtract, multiply, divide, and
round-off fractions and decimals.

.. Solve problems using ratio and propor-
tion.

.. Change a percent to the equivalent deci-
mal or fraction and vice-versa.

. . . Solve problems involving percents.

. . . Solve verbal problems involving frac-
tions, decimals, proportions, or percents.

23 Elementary Algebra I (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 01
Upon successful completion of this course, the
student should be able to:

Add, subtract, multiply, and divide signed
numbers (including fractions and deci-
mals).
Understand and identify algebraic proper-
ties of real numbers (11 field properties of
real numbers).
Understand and use square root and abso-
lute value notation.
Evaluate polynomial and rational expres-
sions when the values of variables are
fixed.
Solve linear equations.
Solve literal equations and formulas for
the indicated variable.

.. Solve word problems using linear equa-
tions in one variable.

25 Elementary Algebra I1(3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 23
Upon successful completion of this course, the
student should be able to:

Add, subtract, multiply, and divide ex-
pressions with integer exponents.
Add, subtract, multiply, and divide first
and second degree polynomials.
Add, subtract, multiply, and divide alge-
braic fraction.
Add, subtract, multiply, and divide and
simplify radical expressions (square roots
only).
Solve quadratic equations by factoriza-
tion.
Solve a system of linear equations in two
variables.
Graph linear functions.

26	 Elementary Algebra Modules
26B Real number operations, Equations, Ratio

and Proportions (2)
26C Polynomials, Factoring, Algebra,

Fractions, Graphing Linear Equations (2)
26D Linear Systems, Radicals, Quadratic

Equations (2)
3 hours lecture, 2 hours lab per week
Prerequisite: Satisfactory performance on the
placement test (Math 1 + or higher) or successful
completion of Math 1.
Offers individualized and group instruction in
the Basic Skills of Introductory Algebra needed
for MATH 27 and 100. Students may complete
one, two, or three modules depending on their
ability and previous experiences. Students dem-
onstrating mastery of some of the basic skills
have the opportunity to begin where they are
placed and to progress at a faster rate.

Upon successful completion of this course,
the student should be able to:
MATH 26B

. . . Add, subtract multiply and divide signed
numbers (including fractions and deci-
mals).

. . . Add, subtract, multiply and divide real
numbers and represent real numbers on
the number line.
Solve linear equations and inequalities.
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MATH 26C
. . . Add, subtract, multiply and divide first

and second degree polynomials.
. . . Factor selected polynomials.

. Solve quadratic equations by factoriza-
tion.

. . . Add, subtract, multiply and divide alge-
braic fractions.

MATH 26D
Solve a system of linear equations and in-
equalities in two variables by several
methods.
Add, subtract, multiply and divide and
simplify radical expressions (square roots
only).
Solve quadratic equations.
Graph quadratic equations.

27 Intermediate Algebra (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 25
Upon successful completion of this course, the
student should be able to:

Add, subtract, multiply, and divide poly-
nomials and rational expressions.
Factor polynomials.
Solve first-degree equations and inequali-
ties.
Simplify algebraic expressions involving
rational exponents.
Solve any second-degree equation and in-
equality.
Solve linear systems of equations and in-
equalities.

35 Geometry (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 25
Upon successful completion of this course, the
student should be able to:

... Recognize basic geometric terms and re-
lationships.

... Construct a two column deductive proof
based on given geometric assumptions.

... Solve problems using formulas for areas
of polygons and circles and surface areas
and volumes of solids.

. . . Solve problems using the properties of
similar triangles in terms of ratio and pro-
portion.

... Solve problems using the properties of
congruent triangles, and know the condi-
tions necessary for congruence.

... Work with the Pythagorean theorem and
other properties of right triangle.

... Solve problems using properties of cir-
cles.

. Work with parallel and perpendicular
lines and their properties in the solutions
of related problems.

... Use coordinate geometry to solve simple
distance problems.

54 Practical Mathematics (3)
3 hours lecture per week
Prerequisite: MATH 01 or satisfactory score on
math placement test.
Upon successful completion of this course, the
student should be able to:

Apply skills in basic, arithmetic, measure-
ment, and the addition, subtraction, mul-
tiplication, and division of positive and
negative numbers to simple problems.
Evaluate formulas and simple equations
involving roots and powers of numbers.
Understand the basic concept of percent-
age in terms of applications in all types of
common practical situations.
Understand basic geometric terms and
concepts, and be able to apply these con-
cepts in the solution of practical prob-
lems in geometry.
Apply all of the above skills in the solu-
tions of simple and practical word prob-
lems.

100 Survey of Mathematics (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place
ment test or excellent performance in MATH 23,
or satisfactory performance in MATH 25
NOT ACCEPTABLE AS A PREREQUISITE to QM
121, MATH 130, OR ANY OTHER ABOVE 100
MATHEMATICS COURSE.

Upon successful completion of this course, the
student should be able to:

Use inductive and deductive reasoning in
simple situations to draw logical conclu-
sions.
Apply problem solving techniques in
searching for solutions of a variety of
common mathematical problems.
Use the basic concepts of algebra to solve
a variety of simple word problems.
Discuss several areas of mathematics
with some knowledge and understanding.
Appreciate and be able to use the con-
cept of patterns in problem solving.

115 Statistics (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 27
Upon successful completion of this course, the
student should be able to:

Articulate and interpret various descrip-
tive statistics, such as means, median,
modes, ranges, variances, and standard
deviations.
Draw and interpret various graphs, such
as frequency histograms, bar graphs, and
cumulative relative frequency histo-
grams.
Solve probability problems involving the
concepts of independent events, mutally
exclusive events, and conditional proba-
bility.
Calculate probabilities involving normal
random variables.
Determine and interpret (for large sam-
ples) confidence interval estimates of
population means and proportions.
For a set of paired data: draw a scatter di-
agram, determine and draw the corre-
sponding regression line, and calculate
and interpret the corresponding correla-
tion coefficient.

130 College Algebra (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 27
Upon successful completion of this course, the
student should be able to:

Understand and apply definitions of func-
tions, inverse functions and composition
functions.
Show familiarity with all principles in-
volving linear functions.
Find roots, evaluate, sketch, and solve in-
equalities involving polynomial func-
tions.
Graph rational functions using the con-
cept of asymptotes.
Understand and be able to apply defini-
tion and principles of logarithmic and ex-
ponential functions.
Use knowledge and techniques of this
course in solving applied problems.

140 Trigonometry and Analytic Geometry (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH
130
Upon successful completion of this course, the
student should be able to:

Solve verbal and non-verbal problems in
plane trigonometry.
Relate functional and geometric proper-
ties of conic sections.
Simplify algebraic expressions involving
complex numbers.
Use and apply polar expressions of com-
plex numbers.
Relate vectors with circular functions.

205 Calculus I (3)
3 hours lecture per week
Prerequisite: Satisfactory completion of MATH
140 or equivalent.
Upon successful completion of this course, the
student should be able to:

. . . Understand the concept of limit.

. . . Differentiate polynomial functions and
products, quotients, and compositions of
polynomial functions.
Use differential calculus to sketch curves
and to solve applied problems.

... Integrate functions by approximation and
by use of the antiderivatives.

. . . Use integral calculus to determine area
and to solve applied problems.

206 Calculus I1(3)
3 hours lecture per week
Prerequisite: Satisfactory completion of MATH
205 or equivalent.
Upon successful completion of this course, the
student should be able to:

Differentiate and integrate elementary
transcendental functions.
Integrate	 functions	 using	 special
methods.
Express certain functions in polar coordi-
nate system, and sketch the curve of such
functions.
Use the techniques developed in this
course to solve applied problems.

MEDICAL ASSISTING (MEDAS)
30 Clinical Medical Assisting (4) 	 Fall
2 hours lecture, 6 hours lab per week
Prerequisite: Admission to the medical assisting
program or consent of instructor
Upon successful completion of this course, the
student should be able to:

Apply basic ambulatory care concepts
and principles with entry-level proficien-
cy in the performance of duties in the
back office.
Perform routine patient care procedures
to assist the physician in the examining
room.
Prepare the back office, equipment, and
supplies to facilitate the smooth flow of
patients through the clinic and/or physi-
cian's office.

31 Medical Law, Ethics, and Economics (3)
Spring

3 hours lecture per week
Prerequisite: Consent of instructor
Upon successful completion of this course, the
student should be able to:

Use the working knowledge by which
laws affect medical practice and himself/
herself as a Medical Assistant.
Apply the basic concepts of medical eth-
ics and economics in relationships with
the physician, patients, and co-workers in
the performance of his/her identified
duties as a Medical Assistant.

32 Administrative Medical Assisting (4) Spring
2 hours lecture, 6 hours lab per week
Prerequisite: TYPW 20 or consent of instructor
Upon successful completion of this course, the
student should be able to:

. . . Apply the basic concepts and principles
of medical office practices and proce-
dures with entry-level proficiency in the
performance of his/her duties in the ad-
ministrative or front office.

. . . Perform administrative tasks as a recep-
tionist, bookkeeper, transcriptionist, and
assist the physician in handling mail, cor-
respondence, insurance claims, appoint-
ment-making and banking.
Prepare the front office, equipment and
supplies to facilitate the smooth flow of
patients through the clinic and/or physi-
cian's office.

40 Medical Assisting Laboratory Procedures (4)
Fall

2 hours lecture, 6 hours lab per week
Prerequisite: MEDAS 30
Upon successful completion of this course, the
student should be able to:

Assist the physician in his appraisal of the
health status of patients through the ap-
plication of diagnostic concepts and pro-
cedures, with prescribed diagnostic tests
and resultant follow-up care and treat-
ment.
Collect routine laboratory specimens for
processing safely and following accept-
able procedures.
Perform routine office diagnostic tests
and procedures skillfully and safely.
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41 Medical Assisting Critique (4)	 Spring
4 hours lecture per week
Prerequisites: MEDAS 30, 31, 32, and 40
Corequisite: MEDAS 42
Upon successful completion of this course, the
student should be able to:

. Apply basic ambulatory patient care con-
cepts and principles with entry-level pro-
ficiency in the performance of his/her
duties in the clinical or back office.

... Perform routine patient care procedures
to assist the physician in the examination
and treatment rooms.

... Prepare the back office, equipment, and
supplies to facilitate the smooth flow of
patients through the clinic and/or physi-
cian's office.

... Apply basic ambulatory patient care con-
cepts and principles with entry-level pro-
ficiency in the performance of his/her
duties in the administrative or front of-
fice.

. Prepare the front office, equipment, and
supplies to facilitate the smooth flow of
patients through the business and recep-
tion rooms.

42 Externship (8)	 Spring
24 hours supervised clinical practice per week
Prerequisites: MEDAS 30, 31, 32, and 40
Upon successful completion of this course, the
student should be able to:

. Apply basic ambulatory patient care con-
cepts and principles with entry-level pro-
ficiency in the performance of his/her
duties in the administrative and clinical
areas.

... Perform routine patient care procedures
to assist the physician in the examination
and treatment rooms.

. . . Perform simple laboratory diagnostic
tests to assist the physician in the health
appraisal of patients.

... Prepare the back office, equipment, and
supplies to facilitate the smooth flow of
patients through the clinic and/or physi-
cian's office.

... Perform routine front office procedures
to assist the physician in the care of pa-
tients.

. Prepare the front office, equipment, and
supplies to facilitate the smooth function-
ing of this area.

... Use the working knowledge by which the
law affects medical practice and himself/
herself specifically as a Medical Assis-
tant.

... Apply the basic concepts of medical eth-
ics and economics in relationships with
the physician, patients, and co-workers in
the performance of identified duties as a
Medical Assistant.

MEDICAL LABORATORY
TECHNICIAN (MLT)

100 Introduction to the Clinical Laboratory (2)
6 hours lab per week
Upon successful completion of this course, the
student should be able to:

. Demonstrate knowledge of clinical labo-
ratory organizations and the role of the
MLT in this organization.

. . . Use basic laboratory equipment.

. . . Perform basic laboratory techniques.

... Demonstrate ability to effectively inter-
act with patients and hospital personnel.

. . . Relate general chemistry principles to
clinical laboratory procedures.

102 Clinical Laboratory Theory (4)	 Spring
4 hours lecture per week
Prerequisites: MLT 100, BIOL 130, CHEM 171,
171 L; or consent of instructor
Corequisite: MLT 102L, credit or concurrent regis-
tration in CHEM 152, 152L
Upon successful completion of this course, the
student should be able to:

. . . Discuss the basic principles underlying
routine laboratory procedures in hematol-
ogy, coagulation, and urinalysis.

. Discuss the formation, structure, and
function of the different blood cells.

. . . Discuss the mechanism and factors in-
volved in coagulation.

. . . Describe normal and abnormal constitu-
ents of urine and their clinical signifi-
cance.

102L Clinical Laboratory Techniques (2) Spring
6 hours lab per week
Prerequisite: Same as MLT 102
Corequisite: MLT 102; credit or concurrent regis-
tration in CHEM 152, 152L
Upon successful completion of this course, the
student should be able to:

.. Perform routine laboratory procedures in
hematology, coagulation, and urinalysis.

. . . Operate and maintain equipment applica-
ble to hematology and coagulation.

. . . Identify normal and abnormal cells and
formed elements in blood and urine.

. . . Develop laboratory techniques to assure
laboratory results which are within the
quality control parameters set for each
procedure.

104 Immunology (2) 	 Spring
2 hours lecture per week
Prerequisites: MLT 100, BIOL 130, CHEM 171,
171 L; or consent of instructor
Corequisite: MLT 104L, credit or concurrent regis-
tration in CHEM 152, 15Q
Upon successful completion of this course, the
student should be able to:

. . . Describe the structure and chemistry of
immunoglobulins and their role in the im-
mune response.

. Discuss the mechanisms that protect the
body from disease and/or injury.

.. Describe the red blood cell antigens
(blood types) and the characteristics of
their corresponding antibodies.

. . . Discuss the underlying principles of labo-
ratory testing for antigen and antibody re-
actions.

140 Clinical Laboratory Rotation I (8) Summer
39 hours supervised clinical experience per week
for 10 weeks
Prerequisites: MLT 100, 102, 102L, 104, 104L,
CHEM 152, 152L, 171, 171 L, BIOL 130
Upon successful completion of this course, the
student should be able to:

... Transfer knowledge and techniques
learned in MLT 102/1021 and MLT
104/1041 to the clinical situation.

. . . Interact effectively with patients and lab-
oratory personnel.

140L Immunology Laboratory (2)	 Spring
6 hours lab per week
Prerequisite: Same as MLT 104
Corequisite: MLT 104; credit or concurrent regis-
tration in CHEM 152, 152L
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate proper technique in per-
forming routine serology tests.

. . . Accurately determine blood type and
antibody composition of a clinical spec-
imen.

... Accurately perform a crossmatch proce-
dure with patient and donor blood.

201 Clinical Biochemistry (4) 	 Fall
4 hours lecture per week
Prerequisite: MLT 140, or consent of instructor
Corequisite: MLT 201 L
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge of the theoreti-
cal principles of clinical biochemistry in
laboratory diagnosis.

. . . Demonstrate knowledge of metabolic
pathways basic to the physiology of the
human body.

. . . Understand the importance of quality
control in determining accurate results.

. . . Describe the underlying principles of the
instrumentation commonly used in the
clinical chemistry laboratory.

201 L Clinical Biochemistry Laboratory (2) Fall
6 hours lab per week
Prerequisite: MLT 140
Corequisite: MLT 201
Upon successful completion of this course, the
student should be able to:

. Perform routine laboratory tests for
chemical constituents of blood, urine,
and other body fluids.

.. Effectively operate and maintain special-
ized laboratory instrumentation.

. . . Use appropriate mathematical formulas
to obtain accurate results and to calcu-
late quality control data.

.. Organize work to be completed within
given time parameters under safe condi-
tions.

204 Clinical Microbiology (3) 	 Fall
3 hours lecture per week
Prerequisite: MLT 140, or consent of instructor
Corequisite: MLT 204L
Upon successful completion of this course, the
student should be able to:

. . . Identify characteristics of pathogenic
micro-organisms and parasites and their
relationship to human disease.

... Describe processes used in the identifica-
tion of pathogenic micro-organisms and
parasites.

... Identify principles of host-parasite rela-
tionships.

204L Clinical Microbiology Laboratory (2) Fall
6 hours lab per week
Prerequisite: MLT 140
Corequisite: MLT 204
Upon successful completion of this course, the
student should be able to:

. Collect and handle clinical specimens in
accordance with the laboratory test to be
performed.

. . . Perform laboratory techniques of isola-
tion and identification in medical micro-
biology and parasitology.

... Utilize appropriate quality control and
safety procedures.

241 Clinical Laboratory Rotation II (13) Spring
39 hours laboratory per week
Prerequisites: MLT 201, 201L, 204, 204L
Upon successful completion of this course, the
student should be able to:

. . . Transfer knowledge and techniques
learned in MLT 201/2011 and 204/204L to
the clinical situation.

. Interact effectively with patients and lab-
oratory personnel.

MICROBIOLOGY (MICRO)

130 General Microbiology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Describe the main characteristics of bac-
teria, including their morphology, growth,
rapid reproduction, metabolism, and clas-
sification.

. . . Describe the distinguishing characteris-
tics of fungi, algae, protozoa, and viruses.

.. Understand and be able to apply methods
of control that can be used in the home to
prevent the transmission of infectious dis-
eases and to prevent the decomposition
and spoilage of foods, textiles, leather,
etc.

... Describe the various ways infectious dis-
eases can be transmitted and how some
of them can be prevented.

. Understand the uses and abuses of anti-
biotics.

. . . Understand the general principles of bac-
teriological testing of water and sewage
treatment and disposal.

140 General Microbiology Laboratory (2)
4 hours lecture/lab per week
Prerequisite: Credit or concurrent enrollment in
MICRO 130.
Upon successful completion of this course, the
student should be able to: 	 , - „
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. . . Use and care for a compound micro-
scope.

. . . Prepare microbiological specimens for
microscopy.

.. Isolate microorganisms using aseptic
techniques.

. . . Identify a variety of microbial life forms
using knowledge of distinguishing charac-
teristics.

... Visualize the interactions between the
nature of microbial life and man, using
knowledge about transmission and con-
trol of disease.

MILITARY SCIENCE (MS)
Students enrolled at Kapiolani Community Col-
lege may enroll in military science courses at the
Manoa campus as concurrent students. Interest-
ed students should contact the Manoa campus
Military Science Department for further infor-
mation.

MUSIC (MUS)
51, 52, 53, 54 Rhythmic Reading I/II/III/IV

(1-1-1-1)
11/2 hours lab per week
Required of all students who register in any
music course. The next higher level is required
each semester that new music courses are elect-
ed. Mandatory CR/NC.

Upon successful completion of this course,
the student should be able to:
MUS 51-Complete Tape 12, Exercise 1, with a
score of 205 (out of 207).
MUS 52-Complete Tape 19, Exercise 2, with a
score of 170 (out of 173).
MUS 53-Complete Tape 19, Exercise 3, with a
score of 168 (out of 173) and Tape 26, Exercises
20-23 nonstop, with a score of 116 (out of 119).
MUS 54-Complete Tape 30, Exercise 3, with a
score of 56 (out of 56), Exercise 4, with a score of

(out of 54), and Tape 38, Exercise 2, with a
score of 42 (out of 46).

106 Introduction to Music Literature (3)
3 hours lecture per week
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate his famliarity with the mas-
terpieces of classical music repertoire.

. Demonstrate knowledge of stylistic peri-
ods in music/art history, including repre-
sentative composers from each, and sa-
lient compositional characteristics which
help place unfamiliar repertoire into fa-
miliar periods.

. . . Analyze music of any type (i.e., classical,
ethnic, popular, seasonal) for texture,
rhythm, form, melodic contour, harmonic
orientation, and time of composition.

. . . Discuss intelligently the live perfor-
mances he/she has seen during the semes-
ter.

... Understand classical performance tradi-
tion and etiquette.

107 Music in World Culture (3)
3 hours lecture per week
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge relating to the
following with regard to each culture
studied:
a. Salient repertoire
b. Analysis of harmonic format used

(western, non-western)
c. Instruments or vocal techniques

unique to this group
d. The history of music in this society.

. . . Discuss intelligently the series of live per-
formances observed during the semester.

108 Fundamentals of Western Music (3)
3 hours lecture per week
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the basic components of
western music notation: major, minor,

and chromatic scales, key signatures, in-
tervals, chords, and chord symbols.

. . . Understand keyboard structure and its
relevance to harmonic and melodic rela-
tionships.

. . . Demonstrate ability to notate basic
rhythmic patterns, both in simple and
compound meters.

. . . Understand the rationale for harmoniza-
tion and its application to simple melo-
dies.

114 College Chorus (2)
3 hours lecture/lab per week
Corequisite: MUS 51, 52, 53, or 54
May be repeated for credit. Not applicable to-
wards the humanities requirement.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate knowledge of repertoire
presented.

... Demonstrate knowledge of basic vocal
technique.

. . . Understand problems of performance in a
variety of physical settings.

. . . Understand performance etiquette.

. . . Discuss intelligently the extra-class per-
formances observed.

121 B Elementary Voice Class (2)
3 hours lecture/lab per week
Corequisite: MUS 51, 52, 53, or 54
Prerequisite: Consent of instructor. Cannot be
audited.
Upon successful completion of this course, the
student should be able to:

... Demonstrate an understanding of basic
notational concepts.

. . . Intelligently critique a wide variety of
singing styles.

. . . Perform (alone) a series of vocal solos
with close attention to techniques dem-
onstrated in class.

. . . Demonstrate knowledge of tone produc-
tion, the breathing apparatus, interpreta-
tion, and the qualities of an artist.

121D Classical Guitar (1)
2 hours lab per week
Corequisite: MUS 51, 52, 53, or 54
Not applicable towards the humanities require-
ment. Cannot be audited.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate an ability to tune the guitar
properly and also knowledge of how to
care for the instrument.

. . . Demonstrate basic playing skills: major
scales, arpeggios, etudes/exercises.

. . . Demonstrate ability to play simple songs.

122D Intermediate Classical Guitar (1)
2 hours lab per week
Prerequisite: MUS 121 D or consent of instructor
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate an ability to tune the guitar
properly and also knowledge of how to
care for the instrument.

... Demonstrate basic playing skills: major
scales, arpeggios, etudes/exercises.

. . . Demonstrate ability to play simple songs.

125 Elementary Piano (2)
3 hours lecture/lab per week
Corequisite: MUS 51, 52, 53, or 54
Not applicable towards the humanities require-
ment. MUS 125-126 must be taken in sequence.
Cannot be audited.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate ability to play all major
scales, one octave/two hands.

. . . Build triads in root position from any
given root.

. . . Play simple songs, "first level" literature.

126 Elementary Piano 11 (2)
3 hours lecture/lab per week
Prerequisites: MUS 125 and consent of instructor
Corequisite: MUS 51, 52, 53, or 54
Not applicable toward humanities requirement.
Cannot be audited.

Upon successful completion of this course,
the student should be able to:

. . . Play major scales, three octave/two
hands.

. . . Build chords found in commercial sheet
music in triad position and expand to vari-
ous voicings.

. . . Play more difficult repertoire ("second
level") .along with supplementary liter-
ature such as First Lessons in Bach.

180 Aural Perception and Notation (2)
3 hours lecture/lab per week
Prerequisite: MUS 108
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. . . Transcribe intervals accurately.

. . . Transcribe rhythmic patterns in both sim-
ple and compound meters.

. . . Transcribe simple melodies, including
rhythm used.

. . . Sightread (sing) simple melodies.

201 Vocal Ensemble (2)
3 hours lecture/lab per week
Prerequisite: MUS 114 or consent of instructor
Corequisite: MUS 51, 52, 53, or 54
May be repeated for credit. Not applicable to
humanities area requirement.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate knowledge of repertoire and
dance routines presented.

. . . Demonstrate knowledge of basic vocal
technique.

. . . Understand the problems of performance
in a variety of physical settings.

. . . Understand performance etiquette, in-
cluding behavior expectations prior to
and after performances.

. . . Understand principles of good grooming
(for stage purposes), costume mainte-
nance, the importance of positive social
relationships within a musical ensemble,
responsibility for personal promptness,
and seriousness of purpose.

204 Stage Band (1)
2 hours lab per week
Prerequisites: Previous instrumental experience,
the ability to read music, and consent of instruc-
tor.
Corequisite: MUS 51, 52, 53, or 54
Student must provide own instrument. May be
repeated for credit.

Upon successful completion of this course,
the student should be able to:

. . . Show developed skills and techniques in-
herent in the student's given instrument.

. . . Demonstrate an appreciation for liter-
ature which has been composed for this
medium.

. . . Participate in ensemble playing with per-
sons playing other instruments.

. . . Present a general knowledge of music
theory and its application.

. . . Show an understanding of the art and dis-
cipline of music.

. . . Proceed on own in exploring instrumental
repertoire and experience.

225 Second-level Secondary Piano (2)
3 hours lecture/lab per week
Prerequisite: MUS 126 or consent of instructor
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. Play harmonic minor scales, three oc-
taves/two hands.

. . . Harmonize a melody from chord sym-
bols.

. . . Play "third level repertoire" and such
standards as Chopin Preludes, or Clementi
Sonatinas.

226 Second-level Secondary Piano II (2)
3 hours lecture/lab per week
Prerequisite: MUS 225 or consent of instructor
Corequisite: MUS 51, 52, 53, or 54
Upon successful completion of this course, the
student should be able to:

. . . Play all major and minor scales, two
hands/four octaves, with correct finger-
ing.
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. Improvise an accompaniment from chord
symbols.

. . . Sight read simple songs.

. . . Perform music on the level of Chopin Pre-
ludes, Bach, Two-Part Inventions, or
higher.

. . . Participate in recital with relative confi-
dence.

NURSING (NURS)

16 Nurses' Aide (8) 	 Fall, Spring
Short-term course-8 weeks
A Certificate of Completion will be awarded
when a student completes this course with a
minimum grade of "C."

Upon successful completion of this course,
the student should be able to:

Function in the role of the Nurses Aide as
a member of the health care team under
the supervision of the LPN, RN, or MD.
Perform basic nursing skills safely.
Perform basic patient care skills safely.
Perform selected therapeutic nursing care
safely.
Implement effective communication
skills.

20 Practical Nursing 1(13)
8 hours lecture, 15 hours clinical per week
Prerequisite: Admission to the Practical Nursing
Program
Corequisite: NURS 28; Credit or registration in
BIOL 130
Upon successful completion of this course, the
student should be able to:

Apply the fundamental concepts of
health and illness as it affects man.
Observe, report, and record pertinent
signs, symptoms and nursing care accu-
rately.
Perform basic patient care skills safely.
Implement care safely to a group of pa-
tients within the allotted time.
Use basic communication concepts to in-
teract effectively with patients, visitors,
and staff.
Accurately calculate drug dosage.
Demonstrate introductory knowledge of
drug therapy.
Perform safe therapeutic nursing care in
selected situations.
Function as a beginning member of the
health care team under the supervision of
the RN or MD.

22 Practical Nursing 11(14)
8 hours lecture, 18 hours clinical per week
Prerequisites: NURS 20, 28, BIOL 130 with grades
of C or above
Corequisite: Credit or registration in HD 230
Upon successful completion of this course, the
student should be able to:

Apply knowledge and skills acquired
from previous nursing and related
courses.
Perform safe nursing care for medical-
surgical patients.
Administer medications safely.
Utilize mental health concepts while car-
ing for patients in the acute care setting.

26B Maternity Nursing (3)
6 hours lecture, 18 hours clinical per week for 4
weeks
Prerequisites: NURS 20, 22, 28, BIOL 130, HD 230
with grades of "C" or above
Upon successful completion of this course, the
student should be able to:

Apply knowledge and skills acquired
from previous nursing and related
courses.
Describe the scope and aims of maternity
nursing.
Perform safe nursing care for the woman
during antepartum, labor and delivery,
and postpartum.
Perform safe nursing care for the new-
born.

26C Child Nursing (3)
6 hours lecture, 18 hours clinical per week for 4
weeks
Prerequisites: NURS 20, 22, 28, BIOL 130, HD 230
with grades of C or above

Upon successful completion of this course, the
student should be able to:

Apply knowledge and skills acquired
from previous nursing and related courses
in the care of the child.
Assist health practitioners with meeting
the emotional and physical needs of the
child and his/her family.
Administer medications to a child safely.
Provide safe nursing care for the child.

28 Personal and Vocational Relationships (1)
1 hour lecture per week
Prerequisite: Admission to the practical nursing
program
Upon successful completion of this course, the
student should be able to:

Describe the role of the Licensed Prac-
tical Nurse on the health and nursing
teams.
Describe the factors that influence the
practice of nursing.
Identifying the legal and ethical responsi-
bilities of the practical nurse.

OCCUPATIONAL THERAPY
ASSISTANT (OTA)

101 Introduction to Occupational Therapy (3)
Fall I

3 hours lecture per week
Prerequisite: Admission to the OTA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an understanding of occupation-
al therapy as a health care determinant
and as a profession.

... Provide instruction in principles, theory,
and practice of occupational therapy.

. . . Develop intellectual curiosity.

. . . Foster a greater sense of civic and profes-
sional responsibility.

101 L Survey of Occupational Therapy Field
Work (1)	 Fall I
4 hours lab per week
Prerequisite: Admission to the O TA program
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the role
of occupational therapy and the certified
occupational therapy assistant in various
clinical and community settings.
Demonstrate entry-level skills as stated
by AOTA in "Roles and Functions of Oc-
cupational Therapy Assistants," revised
edition, 1981.

102 Physical Dysfunction (3) 	 Spring I
2 hours lecture, 2 hours lecture/lab per week
Prerequisites: Satisfactory completion of OTA
first semester, BIOL 130, BIOL 130L, HD 230
Upon successful completion of this course, the
student should be able to:

Develop an understanding of the role of
occupational therapy and the certified
occupational therapy assistant in physical
dysfunctional conditions.
Provide instruction in the theories and
techniques of physical dysfunction treat-
ment as practiced in occupational ther-
apy.
Define physical dysfunctional conditions.
Develop intellectual and professional
curiosity.

102L Physical Dysfunction: Field Work Level I
(1) Spring I
4 hours lab per week
Prerequisites: Same as OTA 102
Upon successful completion of this course, the
student should be able to:

Demonstrate an understanding of the role
of occupational therapy and the certified
occupational therapy assistant in various
settings where physical dysfunctions are
treated.

111 Critique: Field Work Level 1(1) 	 Fall I
1 hour lecture per week
Prerequisite: Admission to the O TA program
Upon successful completion of this course, the
student should be able to:

. . . Integrate field work experiences and ac-
tivities with academic content.

. Identify own feelings about clinic/health
experiences.

. . . Analyze therapeutic interpersonal skills
utilized in clinic setting.

112 Critique: Field Work Level 1(1) 	 Spring I
1 hour lectureper week
Prerequisites: Satisfactory completion of OTA
first semester, BIOL 130, BIOL 130L, HD 230
Upon successful completion of this course, the
student should be able to:

Integrate field work experiences and ac-
tivities with academic content.
Identify own feelings about clinic/health
experiences.

. . . Analyze therapeutic interpersonal skills
utilized in clinic setting.

121 Therapeutic Activities: Minor Crafts (2)
Fall I

1 hour lecture, 3 hours lab per week
Prerequisite: Admission to the OTA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an awareness of the role of ther-
apeutic modalities in occupational ther-
apy.
Provide instruction in basic skills in minor
crafts.
Develop awareness of materials, process,
equipment, tools, storage, and mainte-
nance in each media.
Develop awareness of therapeutic appli-
cation of modalities to major dysfunc-
tional categories.
Develop intellectual curiosity.

122 Therapeutic Activities: Leather and
Ceramics (2)	 Spring I
1 hour lecture, 3 hours lab per week
Prerequisites: Satisfactory completion of 0 TA
first semester, BIOL 130, BIOL 130L
Upon successful completion of this course, the
student should be able to:

Demonstrate understanding of role of
therapeutic modalities in occupational
therapy.
Demonstrate instruction skills in leather
and ceramics.
Demonstrate use of materials, process,
equipment, tools, storage, and mainte-
nance as related to leather and ceramics.
Define therapeutic application of modali-
ties to major dysfunctional categories.

132 Life Skills Laboratory 1(2) 	 Spring I
1 hour lecture, 3 hours lab per week
Prerequisites: Satisfactory completion of OTA
first semester, BIOL 130, BIOL 130L, HD 230
Upon successful completion of this course, the
student should be able to:

Develop an understanding of the impor-
tance of life skills and their influence on
effective human function.
Develop an understanding of occupation-
al therapy practice in the area of life
skills.
Provide instruction in principles, theory,
and practice of life skills habilitation and
rehabilitation.
Develop intellectual curiosity.

203 Pediatric Disabling Conditions (3) 	 Fall II
2 hours lecture, 2 hours lecture/lab per week
Prerequisite: Satisfactory completion of first year
of OTA program
Upon successful completion of this course, the
student should be able to:

Have a basic understanding of the current
etiology, characteristics, occupational
therapy application, precautions in treat-
ment of the following disabling condi-
tions: cerebral palsy, mental retardation,
stills disease, learning disabilities/sensory
integrative dysfunction, autism and other
behavior disorders, and muscular dys-
trophy.
Contribute to the initial screening of
patients/clients.
Contribute to the planning of an occupa-
tional therapy program for remediation of
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deficits and performance component dys-
function.

. . . Have an understanding and ability to
communicate objectively to parents and
significant others.

... Identify the effects of environment and
culture on the individual and the impact
on occupational performance.

. . . Compare and contrast the role and func-
tions of the COTA and OTR in a pediatric
setting.

. . . Have an understanding of the roles and
functions of significant others in the
clinic/school environment.

. . . Identify appropriate health and medical
terminology.

203L Pediatrics Field Work Level 1(1)	 Fall II
4 hours lab per week
Prerequisite: Satisfactory completion of first year
of OTA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an understanding of the role of
occupational therapy and the certified
occupational therapy assistant in pedi-
atric/developmental clinical settings.

. . . Provide experience in the practice of oc-
cupational therapy.

. . . Provide experience in the practice of
habilitation/rehabilitation techniques ap-
plicable to pediatric/developmental disa-
bilities.

. . . Develop intellectual and professional
curiosity.

... Foster a sense of civic and professional re
sponsibility.

204 Psychosocial Dysfunction (3) Spring II
3 hours lecture, 3 hours lecture/lab per week for
11 weeks
Prerequisite: Satisfactory completion of third se-
mester of O TA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an understanding of the role of
occupational therapy and the certified
occupational therapy assistant in the
treatment of psycho-social dysfunction.

... Provide instruction in the theories and
techniques of psycho-social dysfunction
treatment as practiced in occupational
therapy.

. . . Define psycho-social dysfunction condi-
tions.

. Develop intellectual and professional
curiosity.

204L Psychosocial Dysfunction: Field Work
Level 1(1)	 Spring II
6 hours lab per week for 11 weeks
Prerequisite: Satisfactory completion of third se-
mester of OTA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an understanding of the role of
occupational therapy and the certified
occupational therapy assistant in pedi-
atric/developmental clinical settings.

. Provide experience in the practice of oc-
cupational therapy.

. . . Provide experience in the practice of
habilitation/rehabilitation techniques ap-
plicable to pediatric/developmental dis-
abilities.
Develop intellectual and professional
curiosity.

. . . Foster a sense of civic and professional re
sponsibility.

213 Critique: Field Work Level 1(1)	 Fall II
1 hour lecture per week
Prerequisite: Satisfactory completion of first year
of OTA program
Upon successful completion of this course, the
student should be able to:

. . . Integrate second-year field work experi-
ence and activities with academic con-
tent.

. Identify feelings about experiences.
... Analyze therapeutic interpersonal skills.

214 Critique: Field Work Level I (1) 	 Spring II
1 1/2 lecture hours per week for 11 weeks
Prerequisite: Satisfactory completion of third se-
mester of O TA program
Upon successful completion of this course, the
student should be able to:

. . . Integrate second-year field work experi-
ence and activities with academic con-
tent.

. . . Identify feelings about experiences.

. . . Analyze therapeutic interpersonal skills.

223 Therapeutic Activities: Wood and
Weaving (2)	 Fall II
1 hour lecture, 3 hours lab per week
Prerequisite: Satisfactory completion of first year
of OTA program
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate understanding of role of
therapeutic modalities in occupational
therapy.

. . . Demonstrate instruction skills in wood-
working and weaving.

. Demonstrate use of materials, process,
equipment, tools, storage, and mainte-
nance of wood and weaving media.

. . . Define therapeutic application of modali-
ties to major dysfunctional categories.

234 Life Skills Laboratory II (2) Spring II
11/2 hours lecture, 41/2 hours lab per week for 11
weeks
Prerequisite: Satisfactory completion of third se-
mester of O TA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an understanding of the impor-
tance of life skills and their influence on
effective human function.

... Develop an understanding of occupation-
al therapy practice and its role in the area
of life skills.

. . . Provide instruction in the principles of de-
sign and construction of splints and other
adaptive devices.

. . . Provide general instruction in work sim-
plification: home/work/leisure.

244 Play/Leisure Skills for the Older Citizen
(2)	 Spring II
3 hours lecture per week for 11 weeks
Prerequisite: Satisfactory completion of third se-
mester of OTA program
Upon successful completion of this course, the

student should be able to:
. . . Develop an awareness of the human need

for goal-directed activity.
. . . Develop an awareness of the need to inte-

grate life-style activities of the elderly
with developmental physical and cogni-
tive abilities.

. . . Develop the ability of the COTA to func-
tion in a variety of non-traditional sys-
tems.

253 Therapeutic Interpersonal Skills (3) Fall II
3 hours lecture per week
Prerequisite: Satisfactory completion of first year
of OTA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an understanding of the role of
therapeutic interpersonal relations and
group dynamics in occupational therapy.

. . . Develop awareness of therapeutic inter-
action and its influence on relationships
with others.

. . . Foster greater skills in interpersonal rela-
tionships.

. . . Develop awareness of verbal and non-
verbal communication.

. . . Provide instruction in the process and
techniques of group dynamics as needed
in clinic settings.

.. Develop intellectual curiosity.

254 OT in Comprehensive Community Health
(2)	 Spring II
3 hours lecture per week for 11 weeks
Prerequisite: Satisfactory completion of third se-
mester of OTA program
Upon successful completion of this course, the
student should be able to:

. . . Develop an awareness of the role of occu-
pational therapy in comprehensive com-
munity health.

. . . Develop an awareness of social, legisla-
tive, and health care delivery systems and
their influence on comprehensive health
care.

... Develop intellectual and professional
curiosity.

260 Occupational Therapy Field Work Level II
(3) Spring II
40 hours per week for last 4 weeks of spring se-
mester
Prerequisite: Completion of academic OTA pro-
gram
Upon successful completion of this course, the
student should be able to:

. . . Provide in-depth experience in the prac-
tice of occupational therapy.

. . . Expand understanding of the role of occu-
pational therapy and the certified occu-
pational therapy assistant in the treat-
ment of clients.

. . . Further develop intellectual and profes-
sional curiosity.

. . . Further the sense of civic and profession-
al responsibility.

261 Occupational Therapy Field Work Level II
(3)	 Summer II
40 hours per week for 4 weeks
Prerequisite: Completion of academic OTA pro-
gram
Upon successful completion of this course, the
student should be able to:

... Demonstrate entry-level competence as
an occupational therapy assistant.
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OCEANOGRAPHY (OCEAN)

201 Science of the Sea (3)
3 hours lecture per week
Prerequisites: Satisfactory completion of MATH
25 or high school algebra
Upon successful completion of this course, the
student should be able to:

. . . Use the metric system and scientific nota-
tion.

. . . Explain the concept of density and its reg-
ulatory effects on the circulation of air
and water systems.

. Describe all major features of the ocean
floor.

. . . Explain using examples how the plate tec-
tonics theory accounts for current loca-
tions of continents, earthquakes, moun-
tain building island chain creation, and
seafloor features.

... Account for, in chemical terminology, the
anomalous properties of seawater.

. . . Describe the composition of seawater
and methods of analyzing salinity.

. . . Describe the interactions between atmo-
sphere and ocean in terms of heat and
water budgets, and the effects these inter-
actions have on temperature and salinity
of ocean waters.

. . . Classify the major ocean currents.

. . . Describe the forces responsible for sur-
face currents, deep ocean currents, geo-
strophic currents, Ekman transport of sur-
face waters and tides.

. . . Describe the relationships between all
variables used in describing ocean waves.

.. Explain the physical factors which influ-
ence life in the oceans.

. . . Explain the parameters used in quantify-
ing bio-productivity in the oceans.

OFFICE PROCEDURES (OFPRO)

20 Filing (2)
2 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Apply indexing rules of filing.

. . . Process and file records accurately ac-
cording to the alphabetic, numeric, geo-
graphic, and subject systems.

21 Records Management (1)
1 hour lecture per week
Prerequisite: OFPRO 20
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate a working knowledge of rec-
ords management procedures enabling
ease of entry to positions requiring such
skills.

22 Duplicating Techniques (2)
1 hour lecture, 2 hours lab per week
Prerequisite: TYPW 20
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate proficiency in preparing
fluid and stencil masters for duplication.

. . . Develop the ability to proofread master
copy and make necessary corrections.

. . . Reproduce mailable copies for distribu-
tion.

25 Applied Office Services (2)
2 hours lab, 3 hours lecture/lab per week
Prerequisite: Consent of instructor
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the ability to utilize and ap-
ply effectively, learned clerical and secre-
tarial skills in performing assigned tasks
and responsibilities in the various faculty/
staff/administration offices on campus.

30 Telephone and Interview Techniques (2)
2 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate a pleasant telephone per-
sonality.

. . . Demonstrate efficient use of the tele-
phone.

. . . Identify the basic telephone services and
equipment.

. . . Seek employment actively and effec-
tively.

40 Clerical Office Procedures (4)
Instead of OFPRO 40, students will take an ex-
perimental course, OFPRO 97, which will have 2
hours of lecture, and 4 hours of lecture/lab per
week. Upon successful completion of OFPRO
97, the student should be able to:

. . . Demonstrate the ability to solve office-
type problems by adapting and applying
past !earnings, knowledges, skills.

. . . Demonstrate an understanding and ap-
preciation of the office worker's role in
the total system of a business office.

. . . Assess personal strengths and weaknesses
in order to secure a satisfactory job com-
mensurate with one's abilities.

. . . Make a wise job choice as a result of a job
market study and the assessment of per-
sonal interests and qualifications.

... Function in an efficient and businesslike
manner.

. . . Initiate simple management decisions.

. . . Develop skills in verbal and written com-
munications common in the business of-
fice.

42 Personal Development (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Plan an appropriate wardrobe.

. . . Demonstrate a knowledge of the correct
techniques of personal grooming, pos-
ture, and figure improvement.

. . . Use conversational techniques, improved
voice and diction.

. . . Practice the niceties of social and busi-
ness etiquette.

50 Secretarial Procedures (4)
Instead of taking OFPRO 50, students will take
an experimental course, OFPRO 97, which will
have 2 hours of lecture, and 4 hours of lecture/
lab per week. Upon successful completion of
OFPRO 97, the student should be able to:

. . . Demonstrate the ability to solve office-
type problems by adapting and applying
past learnings, knowledges, skills.

. . . Demonstrate an understanding and ap-
preciation of the office worker's role in
the total system of a business office.

. . . Assess personal strengths and weaknesses
in order to secure a satisfactory job com-
mensurate with one's abilities.

. . . Make a wise job choice as a result of a job
market study and the assessment of per-
sonal interests and qualifications.

. . . Function in an efficient and businesslike
manner.

. . . Initiate simple management decisions.

. . . Develop skills in verbal and written com-
munications common in the business of-
fice.

51 Legal Secretarial Procedures I (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: LAW 22, 30, or consent of instructor
Upon successful completion of this course, the
student should be able to:

. . . Understand and perform the duties of the
legal office worker.

. . . Demonstrate an understanding of non-
court documents.

. . . Master legal terminology.

52 Legal Secretarial Procedures I1(4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite LAW 22, 30, or consent of instructor
Upon successful completion of this course, the
student should be able to:

. . . Compose and type letters for the attor-
ney's signature.

. . . Apply principles of preparing legal docu-
ments.

.. Identify the functions of the various
courts.

. . . Identify the basic procedures involved in
all kinds of litigation.

. . . Define legal terminology involved in liti-
gation.

. . . Type documents in connection with fami-
ly court cases.

93V Cooperative Education (1-4)
1, hour seminar or 3 hours work experience per
week for each credit.
Upon successful completion of this course, the
student will be able to:

.. Perform activities in the cooperative work
area involving such areas as routine tasks,
problem or crisis situations, creative sug-
gestions or initiatives, personal develop-
ment, work attitudes, and other compe-
tencies as determined by the instructor.

. . . Write an essay paper on an overall com-
petency, such as analyzing or describing
the student's job in terms of the organiza-
tion and its relationship to principles, con-
cepts or procedures covered in the field
of study.

PHILOSOPHY (PHIL)

100 Introduction to Philosophy (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Recognize the major world views that
have dominated and sometimes polarized
Western philosophy.

. . . Demonstrate knowledge of major West-
ern thinkers and of the major concerns of
Western philosophy, such as the problem
of God, the nature of reality, the nature of
self, ethical concerns, problems of truth,
and problems of meaning.

. . . Show awareness of contemporary philo-
sophical trends and conflicts.

. . . Better understand his/her own world view
and value system.

200 History of Philosophy I (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Recognize the major world views of an-
cient and medieval Western philosophy.

. . . Demonstrate knowledge of the ways in
which ancient and medieval Western phi-
losophers dealt with problems such as the
nature of reality, the nature of the self,
the existence of God, the problems of eth-
ics, the problem of meaning.

. . . Show awareness of the major thinkers of
ancient and medieval philosophy.

201 History of Philosophy II (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

... Recognize the major world views of mod-
ern and contemporary Western philos-
ophy.	 ,

... Demonstrate knowledge of the ways in
which modern and contemporary West-
ern philosophers deal with topics such as
the nature of reality, the existence of
God, social and political problems, and
the problem meaning.

... Show awareness of the major thinkers of
modern and contemporary philosophy.

210 Introduction to Logic (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge of informal falla-
cies by identifying typical instances in
everyday life.

. . . Translate logical problems into symbolic
notation.

... Show ability to recognize the basic valid
forms of argument.

. . . Employ formal rules of logic in deductive
analysis.

PHYSICS (PHYS)

100 Survey of Physics (3)
3 hours lecture per week
Prerequisite: Satisfactory completion of MATH
25 or its equivalent.
Registration in PHYS 100L is optional.
Upon successful completion of this course, the
student should be able to:
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Demonstrate knowledge and understand-
ing of some basic concepts and principles
of physics.
Demonstrate insights into associations
and relationships of the topics treated in
the course.
Utilize elementary abstract thinking and
analytical reasoning.
Understand mathematical proportionali-
ty in physical principles.
Utilize calculations techniques with
mathematically formulated principles.
Identify and assess quantitative informa-
tion in terms of principles.
Better utilize and control the physical en-
vironment.
Understand the descriptions and princi-
ples of motion.
Understand mechanical energy, power,
and efficiency.
Understand thermodynamics and the ki-
netic theory of matter.
Understand the basic principles of elec-
tricity and magnetism.

100L Survey of Physics Laboratory (1)
3 lab hours lab per week
Prerequisite: Credit or registration in PHYS 100
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of direct experi-
ence into some scientific concepts and
principles.
Demonstrate insights into the interaction
between theory and experiment.
Design procedures for acquiring informa-
tion from experimentation.
Record data, analyze data, and extract in-
formation from data.
Demonstrate skills at making quantitative
determinations with formulations.
Demonstrate some experience with the
use of instruments and equipment.

102 Elementary Modern Physics
3 hours lecture per week
Prerequisite: Satisfactory completion of MATH
25 or its equivalent.
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge and under-
standing of some basic concepts and prin-
ciples of physics.
Demonstrate insights into associations
and relationships of the topics treated in
the course.
Utilize elementary abstract thinking and
analytical reasoning.
Understand mathematical proportionali-
ty in physical principles.
Utilize calculations techniques with
mathematically formulated principles.
Identify and assess quantitative informa-
tion in terms of principles.
Better utilize and control the physical en-
vironment.
Understand the principles of electromag-
netic fields.
Understand special and general relativity.
Understand the principles of quantum
atomics.
Understand wave mechanics and nuclear
reactions.

POLITICAL SCIENCE (POSC)

110 Introduction to Political Science (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate an appreciation and interest
in politics.
Acquire the necessary political skills to
cope with political life.
Develop a political perspective which
one may apply to contemporary social
problems and institutions.
Show the beginnings of a world view and
a sensitivity to political and socio-
economic events in other parts of the
world.
Show a personal growth which reflects a
sharpened sense of one's own values in re-
lation to political issues.

220 Introduction to World Politics (3)
3 hours lecture per week
Prerequisite: POLSC 110 or permission of instruc-
tor
Recommended preparation: ENG 100 or equiva-
lent
Upon successful completion of this course, the
student should be able to:

Demonstrate an appreciation and interest
in international politics.
Demonstrate a capacity to relate analyt-
ically his/her immediate and personal
"universe" with the rest of the world on
political terms.
Comprehend the role and purpose of
world politics for humanity.
Develop a world view, fortified with the
ability to perceive the essential linkages
between international politics, econom-
ics, and social events.
Show a personal growth which reflects a
sharpened sense of one's own values in re-
lation to political issues, domestic as well
as international.

230 Introduction to American Politics (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Weigh critically the political alternatives,
and develop a sense of political purpose
and identity.
Perceive the far-reaching consequences
of the alliance between the corporate
complex and public government on U.S.
domestic policies and to some extent on
foreign policies as well.
Demonstrate a problem-oriented ap-
proach to study political life in the United
States of America.
Perceive the linkages between the politi-
cal, economic, and social arenas: and
view contemporary social problems with
some sense of personal commitment.
Comprehend the need to search for viable
political alternatives and strategies for
change.

PSYCHOLOGY (PSY)

100 Survey of Psychology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of the basic con-
cepts and principles of psychology.
Demonstrate some of the concepts and
principles by applying them to daily activ-
ities.
Analyze skills necessary in scientific in-
quiry.
Show how knowledge of psychology is
useful to one's own life and in helping
solve societal problems.
Exhibit knowledge for problem solving,
critical discussion, and awareness that
psychologists can disagree.
Acknowledge that advances in psycholo-
gy often arise from unique applications of
known concepts and principles.
Demonstrate a critical approach to read-
ing psychological literature in the form of
currently published psychological ab-
stracts.

110 Psychology of Adjustment (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Describe four different models of human
behavior: psychoanalysis, behavioristic,
existential, and humanistic.
Discuss what is normal and abnormal
coping mechanism and how these effec-
tive/ineffective coping behaviors are
manifested.
Develop a concept of "self" through self-
examination, value clarification, etc.
Discover tools for personal adjustment.
Show knowledge of available psychologi-
cal resources in the community and the
basic method(s) they employ.
Show awareness of the different roles one

must take to live a responsible life within
the family, community, and the general
society.

200 Environmental Psychology (3)
3 hours lecture per week
Recommended preparation: ENG 100 or equiva-
lent
Upon successful completion of this course, the
student should be able to:

Demonstrate how our traditional psycho-
logical view of the world has shaped our
actions toward it.
Show a grasp of the concepts human-envi-
ronment interrelationships.
Analyze critically an issue of human-envi-
ronment relationships from a psychologi-
cal standpoint; and arrive at defensible
viewpoints and possible solutions based
on evidence accumulated.

220 Developmental Psychology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate awareness and understand-
ing of the continuing development of the
child from conception through adoles-
cence to adulthood.
Demonstrate awareness and an under-
standing of the various stages and devel-
opment of the adult.
Demonstrate awareness and understand-
ing of the various stages of development
and of some of the adjustment problems
of the adult as he/she goes through the
process of old age and death.
Demonstrate on the practical level aware-
ness of: the process of bringing up a child;
where the student him/herself is at as far
as the level of development; and a deeper
understanding of others who are at vari-
ous stages of development.

QUANTITATIVE METHODS (QM)

121 Mathematics for Decision Making I (3)
3 hours lecture per week
Prerequisite: Satisfactory performance on place-
ment test or satisfactory completion of MATH 27
Students may not earn credit for this and MATH
130. (Cross-listed as DS 121 in UH-Manoa cata-
logue.)

Upon successful completion of this course,
the student should be able to:

Analyze the mathematical properties of
lines in the plane.
Perform algebraic operations on ma-
trices.
Solve 2 x 2 and 3 x 3 systems of linear
equations.
Solve business oriented problems involv-
ing interest (compound interest, discount-
ed value of loan, simple annuities, sinking
funds, present value of a perpetuity).
Apply the mathematical properties of
lines, matrices, and quadratic equations
to break-even analysis, economic equilib-
rium problems, and other business and
economic problems.

122 Mathematics for Decision Making II (3)
3 hours lecture per week
Prerequisite: Satisfactory completion of QM 121
Students may not earn credit for this and MATH
205. (Cross-listed as DS 122 in UH-Manoa cata-
logue.)

Upon successful completion of this course,
the student should be able to:

Graph exponential, logarithmic, and cer-
tain algebraic functions.
Take the derivatives of exponential, loga-
rithmic, certain algebraic functions, and
products, quotients and composition of
such functions.
Apply the concepts of differential calcu-
lus to business problems such as marginal
analysis, optimizing profit and cost func-
tions and inventory control problems.
Integrate exponential and certain alge-
braic functions using substitution.
Apply the concepts of integral calculus to
business problems such as marginal anal-
ysis, growth and decay models, and con-
sumers and producers surplus problems.
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RADIOLOGIC TECHNOLOGY
(RAD)

100 Introduction to Radiologic Technology (3)
Fall

3 hours lecture per week
Prerequisite: Admission to the radiologic technol-
ogy program
Corequisites: RAD 100L and 140
Upon successful completion of this course, the
student should be able to:

Practice basic ethnical principles as a
radiologic technologist in the perfor-
mance of his/her duties.
Apply the knowledge and skill necessary
for thorough and efficient function in a
darkroom.
Apply the principles of x-ray techniques
and correlate this knowledge with prac-
tical application.
Apply the principles of basic x-ray posi-
tioning of structures, and correlate this
knowledge with practical application.

100L Introduction to Radiologic Technology
Laboratory (1)	 Fall
3 hours laboratory per week
Prerequisite: Admission to the radiologic technol-
ogy program
Corequisites: RAD 100 and 140
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of tasks taught in
RAD 100, including processing tech-
niques, radiographic exposure and posi-
tioning, with emphasis on the chest, abdo-
men, upper extremity, shoulder girdle,
lower extremity, hip joint and pelvic gir-
dle.

110 Radiologic Technique (3)	 Spring
3 hours lecture per week
Prerequisites: RAD 100, 100L, 140
Corequisites: RAD 110L, 141, 149
Upon successful completion of this course, the
student should be able to:

Apply the principles of x-ray technique,
and correlate this knowledge with practi-
cal application.
Construct technique charts for all situa-
tions and kilovoltage ranges.
Apply the principles of basic x-ray posi-
tioning of structures, and correlate this
with practical application.
Apply knowledge of nursing procedures
and techniques used in the general care
of the patient with emphasis on the role
of the radiologic technologist in various
nursing situations.

110L Radiologic Technique Laboratory (1)
Spring

3 hours lab per week
Prerequisites: RAD 100, 100L, 140
Corequisites: RAD 110, 141, 149
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of tasks taught in
RAD 110, including producing radio-
graphs of the skull, facila bones, spine,
bony thorax, and soft tissue of the chest.

120 Radiological Physics (3)	 Spring
3 hours lecture per week
Prerequisites: RAD 100, 100L, MATH 120, or con-
sent of instructor.
Upon successful completion of this course, the
student should be able to:

. Explain the fundamentals of electrical
and radiation physics and the basic princi-
ples underlying the operation of x-ray
equipment and auxiliary devices.

. Apply the principles of radiation protec-
tion.

. Understand the effects of ionizing radia-
tion in biologic systems.

149 Radiographic Film Critique I (1) 	 Spring
1 hour lecture per week
Prerequisites: RAD 100, 100L, 140
Corerequisites: RAD 110, 110L,
Upon successful completion of this course, the
student should be able to:

. . . Recognize, describe, and change the
prime factors of radiography by correla-

tion of knowledge gained in lecture
classes.

. Recognize, describe, and change the fac-
tors which affect the radiographic quality
of a film by correlation of knowledge
gained in lecture classes.

. Correlate knowledge of anatomy and
physiology with radiographic procedures
performed in RAD 140 and 141.

150 Radiographic Film Critique I1(2) Summer
3 hours lecture per week for 12 weeks
Prerequisites: RAD 110, 110L, 120, 141, 149
Corequisite: RAD 142
Upon successful completion of this course, the
student should be able to:

Recognize, describe, and change the
prime factors of radiography by correla-
tion of knowledge gained in lecture
classes.
Recognize, describe, and change the fac-
tors which affect the radiographic quality
of a film by correlation of knowledge
gained in lecture classes.
Correlate knowledge of anatomy and
physiology with radiographic procedures
performed in RAD 141 and 142.

200 Advanced Radiologic Positioning (3) Fall
3 hours lecture per week
Prerequisites: RAD 142, 150
Corequisites: RAD 200L, 210, 240, 248
Upon successful completion of this course, the
student should be able to:

. . . Practice principles of advanced x-ray po-
sitioning of osseous structures, and cor-
relate this knowledge with practical ap-
plication.

200L Advanced Radiologic Positioning
Laboratory (1) 	 Fall
3 hours lab per week
Prerequisites: RAD 142, 150
Corequisites: RAD 200, 210, 240, 248
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of tasks taught in
RAD 200.
Demonstrate mastery in construction of
technique charts in advanced anatomy
and positioning of the osseous system.
Demonstrate mastery in procedures in-
volving the use of contrast media.

210 Advanced Radiologic Technique (3)	 Fall
3 hours lecture per week
Prerequisites: RAD 142, 150
Corequisites: RAD 200, 200L, 240, 248
Upon successful completion of this course, the
student should be able to:

. . . Explain the manipulation of exposure fac-
tors.

. . . Explain procedure in radiography involv-
ing the use of contrast media.
Explain the methods of pediatric radiog-
raphy.
Explain certain changes that occur in dis-
ease and injury and their application to
radiologic technology.
Explain advanced principles of imagery
and technique.

220 Departmental Administration (1)	 Spring
1 hour lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Explain the organization, function, super-
vision, and financial arrangements rela-
tive to the department of radiology.

. . . Explain the role of unions in relationship
to radiology department administration.

230 Special Radiographic Procedures (3)
Spring

3 hours lecture per week
Prerequisites: RAD 200, 210, BIOL 130
Corequisites: RAD 220, 230L, 241, 249
Upon successful completion of this course, the
student should be able to:

. . . Describe each special radiographic proce-
dure in terms of: patient preparation, con-
trast medium employed, general proce-
dural methods, method of administering
contrast media, special equipment uti-
lized, projections required, and anatomy
visualized.

Describe the function of pneumo chairs
and patient cradle.
Explain the basic function of basic physi-
ologic monitoring equipment.
Describe the special needles, guide wires,
and catheters required for each special
procedure.
Label the component parts, and explain
how each type of changer works in a clini-
cal situation.
Describe the procedural steps involved in
the Seldinger technic and lumbar punc-
ture.
Define each term relative to tomography.
Identify the major components of a tomo-
graphic unit.
Select those factors which determine the
thickness of a "cut" in body section radi-
ography.
Explain how a basic radiographic tech-
nique would have to be modified for use
in tomography.
Explain the principles of thermography.
Label the component parts on a schemat-
ic drawing of a thermographic unit.
Explain the principles of xeroradiography.
List the differences between conventional
radiography and xeroradiography.
Explain the principles of ultrasonography
and computed tomography.
Label the component parts of an ultra-
sonic and computed tomographic unit on
a schematic drawing.

230L Special Radiographic Procedures
Laboratory (1) 	 Spring
3 hours lab per week
Prerequisites: RAD 200, 210, BIOL 130
Corequisites: RAD 220, 230, 241, 249
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of tasks taught in
RAD 230.

248 Radiographic Film Critique III (1) 	 Fall
1 hour lecture per week
Prerequisites: RAD 142, 150
Corequisites: RAD 200, 200L, 210, 240
Upon successful completion of this course, the
student should be able to:

Recognize, describe, and change the
prime factors of radiography by correla-
tion of knowledge gained in lecture and
lab classes.
Recognize, describe, and change the fac-
tors which affect the radiographic quality
of a film by correlation of knowledge
gained in lecture and lab classes.
Correlate knowledge of anatomy and
physiology with radiographic procedures
performed during RAD 240.

249 Radiographic Film Critique IV (1) 	 Spring
1 hour lecture per week
Prerequisites: RAD 200, 200L, 210, 240, 248
Corequisites: RAD 230, 230L, 241
Upon successful completion of this course, the
student should be able to:

Recognize, describe, and change the
prime factors of radiography by correla-
tion of knowledge gained in lecture and
lab classes.
Recognize, describe, and change the fac-
tors which affect the radiographic quality
of a film by correlation of knowledge
gained in lecture and lab classes.
Correlate knowledge of anatomy and
physiology with radiographic procedures
performed during RAD 241.

250 Radiotherapy and Nuclear Medicine (2)
Summer

3 hours lecture per week for 12 weeks
Prerequisites: RAD 220, 230, 230L, 241, 249
Corequisite: RAD 242
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate understanding of basic con-
cepts and principles of radiation therapy
and radioisotopes.

... Demonstrate an understanding of radiolo-
gy as it pertains to radiography, radiation
therapy, and nuclear medicine.

Hospital Radiographic Technique
Courses in this area provide approximately 2200
hours of clinical experience in the radiology de-
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partment of a cooperating hospital. These expe-
riences include observation of and practice in
positioning the sick and injured patient, obtain-
ing the exact radiograph requested by the physi-
cian, and assisting in treatment of disease. Film
exposure time, film manipulation, and the fin-
ished radiography are critically studied.
Throughout the two academic years and interim
summer, certain approved radiographs must be
completed. These, by location, include radio-
graphs of extremities, gastrointestinal tract, uri-
nary tract, skull (sinuses, facial bones, mastoids,
mandible), spine, pelvis (hip-nailing), shoulder,
thoracic cage and cavity (lungs, heart, and ster-
num).

140 Hospital Radiographic Technique (6) Fall
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of safe, correct
radiographic technique and positioning
with emphasis on the chest, abdomen, up-
per extremity, shoulder girdle, lower ex-
tremity, hip joint, and pelvic girdle.
Demonstrate knowledge of adapting
technical factors to meet the clinical situ-
ation.
Demonstrate correlation of anatomy and
physiology and radiographic procedures
and techniques.

141 Hospital Radiographic Technique (6)
Spring

Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of safe, correct
radiographic technique and positioning,
with emphasis on the skull, facial bones,
spine, and bony thorax.
Demonstrate knowledge of adapting
technical factors to meet the clinical situ-
ation.
Demonstrate correlation of anatomy and
physiology and radiographic procedures
and techniques.

142 Hospital Radiographic Technique (6)
Summer

Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge of safe, correct
radiographic technique and positioning,
with emphasis upon cranium and bedside
radiography of the chest, abdomen, and
skeletal system.
Demonstrate knowledge of adapting
technical factors to meet the clinical situ-
ation.
Demonstrate correlation of anatomy and
physiology and radiographic procedures
and techniques.

240 Hospital Radiographic Technique (6) Fall
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of safe, correct
radiographic technique and positioning,
with emphasis upon radiographic exami-
nations using contrast media of the gas-
trointestinal and urinary systems.
Demonstrate knowledge of adapting
technical factors to meet the clinical situ-
ation.
Demonstrate correlation of anatomy and
physiology and radiographic procedures
and techniques.
Demonstrate knowledge of pediatric radi-
ography.

241 Hospital Radiographic Technique (6)
Spring

Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of safe, correct
radiographic technique and positioning,
with emphasis on special radiographic ex-
aminations and imaging techniques stud-
ied in RAD 230 and 230L.
Demonstrate knowledge of adapting
technical factors to meet the clinical situ-
ation.
Demonstrate correlation of anatomy and
physiology and radiographic procedures
and techniques.

242 Hospital Radiographic Technique (6)
Summer

Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of safe, correct
radiographic technique and positioning,
with emphasis on experiences in radio-
therapy, nuclear medicine, and operating
room examinations.
Demonstrate knowledge of adapting
technical factors to meet the clinical situ-
ation.
.Demonstrate correlation of anatomy and
physiology and radiographic procedures
and techniques.

*270V Advanced Radiologic Technology I
(1-3)	 Fall
1 hour lecture per week per credit
Prerequisites: Graduate of an Approved school of
radiologic technology or consent of instructor
This course may serve as registry or licensing
test review and may be repeated for a maximum
of six (6) credits. Approved by the American Soci-
ety of Radiographic Technologists for evidence
of continuing education points.

Upon successful completion of this course,
the student should be able to:

Demonstrate knowledge of current tech-
nical information in the field of radiologic
technology.
Demonstrate responsibility for self-
learning.

*280 Advanced Radiologic Technology 11 (3)
Spring

3 hours lecture per week
Prerequisites: Graduate of an approved hospital
school of radiologic technology, proof of current
registration with the American Registry of Radio-
logic Technologists or licensure by the Hawaii
Board of Radiologic Technology, 3 credits of
RAD 270V or consent of instructor.
Approved by the American Society of Radio-
graphic Technologists for evidence of continu-
ing education points.

Upon successful completion of this course,
the student should be able to:

. . . Exhibit a desire for continued interest in
education by registering for additional
courses toward graduation or by applying
for graduation if requirements are met.

... Demonstrate an ability to perceive situa-
tions as a future educator, supervisor, ad-
ministrator, or specialized technologist.

. . . Properly interpret technical articles in
professional journals.

. . . Engage in peer teaching.

*These courses are for continuing education,
and are not intended for regular students.

RELIGION (REL)
150 Introduction to the World's Major
Religions (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. Recognize the essential characteristics
which distinguish the major regligious tra-
ditions of mankind.
Demonstrate knowledge of the basic
components of each major religious tradi-
tion, such as its concept of the divine,
moral code, value system, rituals, and ar-
tistic expression.
Show awareness of the religious conflicts
and trends of the modern world.
Demonstrate a better understanding of
his/her own religious background and that
of the surrounding community.

151 Religion and the Meaning of Existence (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate awareness of contemporary
religious concerns.
Recongize different responses toward
issues such as the conflict between sci-
ence and religion, problems of meaning
and death, and the human search for iden-
tity.
Demonstrate an understanding of one's
own religious view and values.

200 Understanding the Old Testament (3)
3 hours lecture per week
Recommended preparation: REL 150 or 151
Upon successful completion of this course, the
student should be able to:

Demonstrate awareness of the historical
and literary context of the Old Testament.
Show knowledge of modern Biblical inter-
pretation and criticism.
Show an understanding the major parts
and types of literature contained in the
Old Testament.
Demonstrate recognition of how Old Tes-
tament teachings have shaped modern so-
ciety and human understanding of self.

201 Understanding the New Testament (3)
3 hours lecture per week
Recommended preparation: REL 150 or 151
Upon successful completion of this course, the
student should be able to:

Demonstrate awareness of the historical
and literary context of the New Testa-
ment.
Show knowledge of modern Biblical inter-
pretation and criticism.
Show an understanding of the major parts
and types of literature contained in the
New Testament.
Demonstrate recognition of how New
Testament teachings have shaped and ex-
pressed themselves in modern society.

RESPIRATORY THERAPY (RESP)
101 Clinical Practice 1(2)
3 hours clinical per week
Prerequisite: Admission to the respiratory therapy
program
Corequisites: RESP 103, 105
Mandatory CR/NC grading.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate entry-level skills according
to specific criteria in the application of
medical gas therapy, aerosol therapy,
basic nursing skills, CPR, and hospital in-
fection control techniques.

103 Humidity Therapy (2)
2 hours lecture per week
Prerequisite: Admission to the respiratory therapy
program
Corequisite: RESP 101
Upon successful completion of this course, the
student should be able to:

Cite the history and organization of respi-
ratory care.
Knowledgeably perform basic patient
care skills, vital signs, and CPR.
Explain the philosophy, basic micro-
biology, and techniques of hospital infec-
tion control.
Demonstrate specialized learning skills,
professional behaviors, and library re-
search techniques.
Explain the theory and application of
aerosol therapy.

105 Medical Gas Therapy (3)
3 hours lecture per week
Prerequisite: Admission to the respiratory therapy
program
Corequisites: RESP 101, CHEM 151
Upon successful completion of this course, the
student should be able to:

Evaluate a patient's clinical signs to es-
tablish the need for oxygen therapy ac-
cording to the Clinical Evaluation Inven-
tory (CEO.
Perform skills necessary to maintain the
troubleshoot medical gas storage and de-
livery systems in a given simulation.
Safely, knowledgably, and pleasantly ad-
minister oxygen therapy to a patient and
meet the requirements of the oxygen ther-
apy CE I.
Accurately operate and describe the func-
tion of oxygen delivery apparatus when
given a simulation.
Safely, knowledgably, and tactfully ad-
minister carbon dioxide, helium, nitrogen,
and other medical gases according to the
physician's order and the other medical
gases CE I.
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. . . Evaluate the response of a patient to
medical gas therapy; and recommend ap-
propriate changes while meeting the crite-
ria of the evaluation of oxygen therapy
CE I.

. . . Evaluate the physician's order and the pa-
tient's chart, and maintain accurate rec-
ords of observations and administered
therapy while meeting the criteria of the
charting and record keeping CE I.

111 Clinical Practice 11 (4)
16 hours clinical per week
Prerequisite: RESP 101
Corequisites: RESP 114, 130
Mandatory CR/NC grading.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate entry-level skills according
to specific criteria in the application of
IPPB, CPT, incentive spirometry, breath-
ing techniques, and aerosolized drug ther-
apy.

114 Respiratory Care Technique (3)
3 hours lecture per week
Corequisite: RESP 111
Upon successful completion of this course, the
student should be able to:

Knowledgeably, safely and pleasantly ad-
minister an IPPB treatment to a patient
and meet the criteria of the IPPB treat-
ment CE I.
Perform skills necessary for preventive
maintenance of the commonly used
I PP B's.
Knowledgeably, safely, and pleasantly

administer incentive spirometry to a pa-
tient while satisfying the inventive spi-
rometry CE I.
Knowledgeably, safely, and pleasantly
perform chest physiotherapy, including:
segmental postural drainage, percussion,
and vibration of the chest, on a patient
according to the chest physiotherapy CE I.
Accurately and reliably evaluate the pa-
tient's respiratory status and progress dur-
ing bedside respiratory therapy with 90
percent agreement with the instructor on
the results of auscultation, inspection,
palpation, diagnostic percussion, and
measured ventilation values.
Make a well-prepared and organized case
presentation to the class and instructors.

130 Respiratory Therapy Pharmacology (3)
3 hours lecture per week
Prerequisite: CHEM 151
Corequisite: RESP 111
Upon successful completion of this course, the
student should be able to:

Evaluate a patient's need or a physician's
order, real or simulated, for a respiratory
therapy drug; recommend an appropriate
drug, dosage, frequency, method of deliv-
ery, and goals for therapy; and have
agreement with the existing physician's
order or the instructor.
Prepare medication for patient adminis-
tration including: calculating the exact
dosage, preparing the proper solution and
measuring the medication to within +0.05
ml in a 2.0 ml dose.
Safely, knowledgeably, and tactfully ad-
minister primarily inhaled medications to
a patient according to the physician's or-
der and the medication CE I.
Safely and knowledgeably assess and
assist a patient or simulated patient with
a drug reaction until a nurse or physician
can begin treatment of the patient for re-
lief of the reaction.
Assess the results of medicine administra-
tion including: achievement of therapeu-
tic goals, patient response, charting the
procedure and completing the progress
notes according to the medication CE I.

140 Respiratory Therapy Sciences (3)
3 hours lecture per week
Prerequisites: RESP 111, CHEM 151
Upon successful completion of this course, the
student should be able to:

... State the proper nomenclature for simple
organic compounds e.g., alcohols.

. . . State the definition and clinical signifi-

cance of the existence of optical isomers
of some organic compounds.
State the categories of carbohydrate com-
pounds, their hydrolysis into monosac-
charides and the process of their cellular
combustion forming ATP.
State the general structure and role of lip-
ids, amino acids, and nucleic acids in the
human body.
State the molecular weight, structure, and
function of the hemoglobin molecule to
the level presented in class.
State a definition, history, and classifica-
tion system of microbiology.

. . . State or identify from pictures the basic
anatomy of a bacteria, virus, and fungus.

. . . State the basic principles of medical mi-
crobiology as specified in the enabling
objectives.
State the structure and function of the
respiratory system including: the respira-
tory tract, respiratory unit, muscles and
bones of ventilation/perfusion relation-
ships as specified in the enabling objec-
tives.
State the names and function of the ana-
tomical structures of the heart, blood
vessels, and blood as specified in the en-
abling objectives.
State the elementary anatomy and physi-
ology of the renal system as specified in
the enabling objectives.

141 Clinical Practice III (4)
32 hours clinical per week for 8 weeks
Prerequisites: RESP 111, 114, and 130
Mandatory CR/NC grading.

Upon successful completion of this course,
the student should be able to:

. . . Adequately perform the respiratory ther-
apy technician job description with mini-
mal supervision.

145 Emergency Life Support (2)
8 hours lecture/lab per week for 8 weeks
Prerequisites: AHA, BCLS Certification; instruc-
tor's consent
Upon successful completion of this course, the
student should be able to:

Perform basic cardiac life support, single
and double rescuer and infant cardiopul-
monary resuscitation; and clear an ob-
structed airway procedure to the A.H.A.
standard for BCLS instructors.
Pass the written, oral and practical exami-
nations of the A.H.A., BCLS instructor
course.
Knowledgeably, safely, and skillfully use
mechanical airways and breathing de-
vices, including: oral and nasal airway,
esophageal obturator, S-tube, face masks,
self-inflating and non-self-inflating resus-
citation bags, and demand valve on mani-
kens and patients according to the CE I for
each piece of equipment.

.. Knowledgeably, safely, and skillfully use
a cardiac moniter-defibrillator according
to the cardiac moniter-defibrillator CE I.

. Interpret simple cardiac arrythmias when
given a clear lead two EKG with 80 per-
cent accuracy with the instructor or refer-
enced EKG strip.
Knowledgeably, safely and skillfully per-
form a 12 lead EKG on a patient accord-
ing to the EKG-CE I.
State different forms persons' anxiety will
likely take during CPR and how these
might be dealt with effectively.

•• Develop a calm, efficient working atti-
tude during a medical crisis. Some prog-
ress to this end must be demonstrated.

•• State the effects, indications, contraindi-
cations, routes of administration and dos-
ages of drugs used during CPR according
to common practice or the A.H.A.

•• State the essential and useful drugs and
equipment that should be included on a
hospital emergency chart.

150 Cardiopulmonary Anatomy and
Physiology (3)
6 hours lecture per week for 8 weeks
Prerequisites: CHEM 152, BIOL 130, instructor's
consent
Upon successful completion of this course, the
student should be able to:

State the name, location, and physiology
of circulatory anatomy as outlined in the
enabling objectives on examination with
at least 80 percent accuracy.
State the electrochemical process in myo-
cardial contraction, describing the electri-
cal pathways of the heart, correlating car-
diac electrical activity to a standard
cardiac moniter strip and a 12-lead EKG
when given appropriate data on examina-
tion to minimally 80 percent accuracy.
State the location and physiology of the
cerebral respiratory centers, central che-
moreceptors, carotid and aortic bodies
and the respiratory reflexes on examina-
tion with at least 80 percent accuracy.
State the name, location, and physiology
of the respiratory anatomy as specifically
outlined in the enabling objectives with
minimally 80 percent accuracy on exam-
ination.
State the names, location, origin, inser-
tion, and effects of contraction and relax-
ation of the muscles and the names and
actions of bones participating in pulmo-
nary ventilation with minimally 80 per-
cent accuracy on examination.
State a definition of the terms, normal
values, and interrelationships between
concepts of mechanics of ventilation as
outlined in the enabling objectives to
within 80 percent accuracy on examina-
tion.
State the names, location, and physiology
of structures at the alveolo-capillary in-
terface to within 80 percent accuracy on
examination.
State the physiology of gas transport in
the blood as specified in the enabling ob-
jectives to within 80 percent accuracy on
examination.
State the names, location, and physiology
of structures involved with respiration at
the tissue capillary/cell wall interface.
State the terms and chemical processes
involved in cellular respiration as speci-
fied in the enabling objectives to within
80 percent accuracy on examination.
State and calculate indices of respiration
or ventilation/perfusion interactions as
specified in the enabling objectives to 80
percent accuracy on examination.

180 Pulmonary Function (2)
8 hours lecture/lab per week for 8 weeks
Corequisite: RESP 150
Upon successful completion of this course, the
student should be able to:

Knowledgeably, safely, accurately, and
tactfully perform a bedside basic spirom-
etry screening test on a patient or simulat-
ed patient while meeting the criteria of
the screening pulmonary function study
clinical evaluation inventory (CEO.
Knowledgeably, safely, accurately, and
tactfully perform a complete pulmonary
function study, all volumes, capacities,
flowrate, flow/volume loop, and diffusing
capacity on a patient according to the re-
spective CE I.
Knowledgeably, safely, accurately, and
tactfully perform a pre- and post-bron-
chodilator pulmonary function study on a
patient according to the respective CE I.
Knowledgeably, safely, accurately, and
tactfully measure the closing volume of a
patient while the satisfying the criteria of
the respective CE I.
Knowledgeably, safely, and skillfully
assist in the performance of therapeutic
or diagnostic bronchoscopy according to
the respective CE I.
Knowledgeably, safely, and skillfully
assist in the performance of lung volumes
and capacities, compliance, and resis-
tance on a patient or simulated patient
with a body plethysmograph while satisfy-
ing the body plethysmography CE I.
State the operating principles, operation-
al techniques, and maintenance proce-
dures for the pulmonary function testing
equipment required to perform the above
studies.
Perform at least two-point calibration of
volume, pressure, flow, and gas analysis
equipment to within the manufacturers'
limits of accuracy for both the equipment
being calibrated and the standardization
equipment.
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• • Properly calculate and chart the results of
pulmonary function tests on the appropri-
ate hospital forms according to the pul-
monary function study charting CEI.

.. interpret complete pulmonary function,
test results, and have at least 80 percent
agreement with the instructor or pulmo-
nary physician's report when given tests
that show significant findings.

• • Interpret the clinical significance of other
test results: closing volume, pre-post
bronchodilator studies, compliance, 'and
resistance to a level acceptable by the
training laboratory.

202 Clinical Practice IV (4)
16 hours clinical per week
Prerequ _e: RESP 141
Corequisite: RESP 203
Mandatory CR/NC grading.

Upon successful completion of this course,
the student should be able to:

.. Demonstrate entry-level skills according
to specific criteria in the accomplishment
of pulmonary function testing, blood gas
analysis, and interpretation of these tests.

203 Advanced Respiratory Therapy Procedures
(3)
3 hours lecture per week
Prerequisites: RESP 141, instructor's consent
Upon successful completion of this course, the
student should be able to:

Skillfully and accurately operate and
maintain mechanically, mechanical venti-
lators according to the respective CEI and
the manufacturers' specifications.
Safely, skillfully, and accurately monitor
a patient on mechanical ventilation and
making changes as ordered according to
the respective CEI.
State the basic elements of the manage-
ment and weaning of mechnical ventila-
tor patients as specified in the enabling
objectives with 80 percent accuracy.
Make adaptations to the equipment and
procedures of general therapeutics in or-
der to treat the pediatric and neonatal pa-
tients.
State the definition, etiology, symptoms,
treatment, and the respiratory therapy
technician's role in the treatment of pedi-
atric disease as specified in the enabling
objectives with at least 80 percent accu-
racy on examination.
State the definition, etiology, symptoms,
treatment, and the respiratory therapy
technician's role in the treatment of cardi-
opulmonary disease as specified in the
enabling objectives with 80 percent accu-
racy on examination.
Knowledgeably and tactfully teach a real
or simulated respiratory rehabilitation pa-
tient breathing retraining, graded exer-
cises, operation and maintenance of
home care equipment, and necessary
changes in life style according to the re-
spective CEI.
State the philosophies of cardiac stress
testing and state the indicative, contra-
indications, and side effects of that proce-
dure with at least 80 percent accuracy on
examination.

212 Blood Gas Analysis (3)
3 hours lecture per week
Prerequisite: RESP 150
Corerequiste: RESP 202
Upon successful completion of this course, the
student should be able to:

. . . Knowledgeably, safely, and tactfully ob-
tain an arterial, capillary, or mixed
venous blood sample from a patient with-
in 20 minutes of notification while satisfy-
ing the specific blood gas sampling clini-
cal evaluation inventory (CE I).

.. Gather the proper equipment, and state
the procedure for establishing an arterial
cannula and Swan-Ganz catheter accord-
ing to the respective CEI.

.. Knowledgeably, safely, and accurately
operate and maintain a blood gas ana-
lyzer, blood tonometer, and CO-Oximeter
according to the factory recommenda-
tions for the specific machine and the ap-
propriate CE I.

Knowledgeably, safely, and accurately
measure and/or calculate VD/VT, AaDO2,
QS/QT, avDO2, O2UC including gather-
ing, assembling, and operating all special-
ized equipment necessary according to
the respective CEI.
Accurately evaluate the oxygenation,
ventilation, and acid-base status of bood
gas results within 1 minute with 95 per-
cent agreement with the instructor or ref-
erenced sample given.
Knowledgeably, safely, and accurately
measure cardiac output via a thermal di-
lution technique according to the cardiac
output CEI.
State four kinds of computer/program-
mable calculator memory, and design a
20-step program using one type of lan-
guage.
Write and turn in for evaluation of form,
grammar, organization, completeness,
and accuracy of content a referenced li-
brary or original research paper.

218 Pathophysiology (3)
3 hours lecture per week
Prerequisites: RESP 150, 180
Upon successful completion of this course, the
student should be able to:

State the definition and brief description
of the terminology of pathology as re-
lated to the cardiopulmonary system and
the therapeutics therein as specified by
the enabling objectives.
Take and record a patient's medical his-
tory according to the medical history CEI.
State the physical principles defining the
terminology and interpreting the results
of chest x-rays with 80 percent agreement
with the instructor or referenced x-ray.
State the significance of the patient's his-
tory, sputum culture, and sensitivity, x-
rays, bronchoscopy, specific medical lab-
oratory data, pulmonary function test
results, and blood gas results as related to
diagnosis and treatment of specific dis-
eases of the respiratory and circulatory
system with 80 percent correlation with
the instructor or referenced case study.
State the definition, etiology, symptoms,
pathogenesis, methods of treatment, pe-
culiarities of treatment and prognosis of
specific diseases affecting respiration and
circulation as listed in the enabling objec-
tives to at least 80 percent accuracy on
written, oral, or practical examination.

222 Clinical Practice V (4)
16 hours clinical per week
Prerequisite: RESP 202
Mandatory CR/NC grading.

Upon successful completion of this course,
the student should be able to:

. Demonstrate entry-level skills according
to specific criteria in the application of
critical care techniques peculiar to respi-
ratory therapy, e.g., patient monitoring
and mechanical ventilation.

225 Critical Care (3)
3 hours lecture per week
Corequisite: RESP 222
Upon successful completion of this course, the
student should be able to:

Safely and knowledgeably assist in the
operation of a hyperbaric chamber, and
monitor the patient being treated accord-
ing to the hyperbaric chamber CEI.
Safely, knowledgeably, and skillfully
place an endotracheal tube via oral or
nasal routes; or replace a tracheotomy
tube according to the respective CE I.
Safely, knowledgeably, and compassion-
ately monitor the patient on continuous
mechanical ventilation including: breath-
ing pattern, breath sounds, patient's per-
ception and comfort, ventilation values,
patient-ventilator relationship, patient
monitor alarms, pleural evacuation sys-
tems, cardiac status, and adequacy of the
airway according to the respective CEI.
Evaluate the patient's need for mechani-
cal intervention using all information
available with 80 percent agreement with
the instructor or referenced case study
according to the evaluation of need for
mechanical intervention CEI.

Safely and skillfully set up, operate, and
maintain a continuous mechanical venti-
lator or expiratory pressure set up as mea-
sured by the respective CEI.
Evaluate the need for weaning; and wean
the patient if needed from the Flo,, ven-
tilation, artificial airway or expiratory
pressure using all information available
with 80 percent agreement with the in-
structor or referenced case study accord-
ing to the respective CEI.

• Alter the mechanical intervention set up
to a portable system for transporting a
critically ill respiratory patient according
to the respective CEI.

• Effectively communicate with tracheally
intubated patients and dying patients in
real or simulated situations according to
the respective GEL
Efficiently establish reasonable work pri-
orities as determined by the supervising
instructor.

230 Cardiopulmonary Rehabilitation (2)
2 hours lecture per week
Prerequisite: RESP 218
Upon successful completion of this course, the
student should be able to:

State the advantages of rehabilitative or
home medical care compared to acute
medical care of patients with chronic or
debilitative cardiorespiratory disease as
discussed in class.
State the criteria used by governmental
agencies and third-party payers to sub-
stantiate pulmonary or cardiac disability.
State the clinical methods of diagnostic
testing for the determination of disability
in pulmonary and cardiac patients.
State the psychological, sociological, and
physical changes that a cardiac or pulmo-
nary patient may have to experience in or-
der to improve his/her longevity and/or
quality of life.
Communicate positively with real or sim-
ulated pulmonary or cardiac rehabilita-
tion patients, their family, and peers
about the implications of living with the
particular disease in terms of changes in
life style and community resources and
medical support available.
Knowledgeably, skillfully, and safely op-
erate home care equipment and systems
available according to the respective CEI.
Teach a real or simulated patient rehabil-
itative breathing techniques as specified
in the enabling objectives according to
the respective CEI.
State the advantages and disadvantages
of at least five methods used to terminate
smoking as discussed in class.
Teach a real or simulated patient the al-
ternatives available and techniques, as
specified in the enabling objectives, for
home care of their specific disease.
Identify various valves, parts, adapters,
and apparatus when shown a piece of
equipment with at least 80 percent accu-
racy.
Perform the maintenance procedures on
a specific mechanical ventilator accord-
ing to the manufacturer's procedure.

235 Pediatric and Neonatal Respiratory Care
(3)
3 hours lecture per week
Corequisite: RESP 222
Upon successful completion of this course, the
student should be able to:

State the major events specified in the en-
abling objectives of the embryology of
the lung and heart.
Identify the anatomy and physiology of
the fetal respiratory and circulatory sys-
tems as specified in the enabling objec-
tives.
State a description of the respiratory and
circulatory changes that occur at birth
and for several months thereafter.
State the normal values for arterial and
capillary blood gases in the fetus, neo-
nate, and infant as given in class.
State a description of the Apgar scoring
system for the evaluation of the neonate.
Accurately, skillfully, and safely monitor
neonatal respiratory function using equip-
ment available in the clinical setting.
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. . . State the etiology, pathophysiology, path-
ogenesis, prognosis, treatment, and respi-
ratory therapist's role in the treatment of
congenital disease, disease precipitated
during delivery, neonatal disease, and pe-
diatric disease as specified in the enabling
objectives.

. . . Knowledgeably, skillfully, safely, and
tactfully perform medical gas therapy,
aerosol therapy, and chest physio-therapy
on neonatal and pediatric patients ac-
cording to the appropriate CE I.

.. Knowledgeably, skillfully, safely, and
tactfully operate and manage neonatal
and pediatric mechanical ventilation ac-
cording to the appropriate CE I.

240 Mechanical Ventilation (3)
6 hours lecture/lab per week
Corequisites: RESP 222, 225
Upon successful completion of this course, the
student should be able to:

. . . State the correct classification of me-
chanical ventilators commonly used in
Hawaii and throughout the United States
as specified in the enabling objectives
with at least 80 percent accuracy.

. . . Graphically illustrate the pressure, vol-
ume, and flow curves for the mechanical
ventilators specified above with at least
80 percent accuracy.

. . . State the function of a pneumatic, fluidic,
or electrical circuit when shown a sche-
matic or a mechanical ventilator circuit.

. . . Set up and calibrate to within the speci-
fications of the manufacturer a pressure
transducer, pneumotachograph, and a
multi-channel recorder with flow, vol-
ume, and pressure channels.

. . . Analyze the function, limitations, fea-
tures, and peculiarities of commonly used
mechanical ventilators according to the
mechanical ventilator analysis CE I.

. . . State the function, limitations, features,
and peculiarities of commonly used me-
chanical ventilators with 80 percent accu-
racy.

. . . Clean, set up, and test the function of a
given mechanical ventilator for re-use ac-
cording to the testing ventilator function
CE I.

.. State the general features, advantages,
and disadvantages of historical or unique
mechanical ventilators specified in the
enabling objectives to 80 percent accu-
racy.

. State the mechanical and pneumatic
function of oxygen mixing devices with 80
percent accuracy.

. . . Safely troubleshoot ventilator malfunc-
tion and modify ventilators to deliver
proper ventilation or special ventilatory
adjuncts when given a simulated situation
and the appropriate equipment.

250 Critical Care Practice (3)
32 hours clinical per week for 8 weeks
Prerequisite: RESP 222
Mandatory CR/NC grading.

Upon successful completion of this course,
the student should be able to:

. . . Demonstrate adequate performance of
the respiratory therapist's ICU job de-
scription with minimal supervision.

. . . Demonstrate mastery of all critical care
tasks via clinical evaluation inventory
(CEO.

. . . Score at least 80 percent on the respira-
tory therapist comprehensive examina-
tion.

260 Respiratory Therapy Department
Administration (2)
4 hours lecture per week for 8 weeks
Corequisite: RESP 250
Upon successful completion of this course, the
student should be able to:

. . . Write a concise, accurate job description
according to the method outlined by
Mager.

... Role play interview situations including:
evaluation, job applicants, salespersons,
and termination interviews. The inter-
viewee must be speaking at least 50 per-
cent of the time.

. . . State description of employee grievance
procedures through all channels of ap-
peal to termination at a given hospital.

.. State the responsiblities and traits of a
good supervisor as specified in the en-
abling objectives.

. . . Discuss current methods of personnel
management as given in class.

. . . Write a convincing, non-emotional cost/
effective justification for equipment, per-
sonnel, or other specific budget items.

.. Formulate a realistic departmental bud-
get when given the appropriate data.

. . . Make reasonable budget reappropriation
when the above budget is reduced in
funds.

. . . State appropriate methods for evaluation,
purchase, ordering, and storing respira-
tory therapy equipment as discussed in
class.

. . . State the financial relationship between
the respiratory therapy department, other
departments, and the hospital in general.

. . . State the importance, methods of storage,
and legal implications of departmental
recordkeeping according to JCAH stan-
dards and class discussion.

. Design a simulated inservice education
program and employee orientation pro-
gram.

. . . Deliver a short educational program to
the class (5 minutes), complete with prop-
erly written behavioral objectives.

. . . State the relationship between the respi-
ratory therapy department and profes-
sional organizations, charity groups, sales
organizations, and the community as dis-
cussed in class.

. . . Write a resume or curriculum vitae that
conforms to format handed out in class.

SALES AND MARKETING (SMKT)
20 Advertising and Display (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Understand the dynamics of society and
the advertiser's response to change.

. . . Appreciate the importance of informa-
tion research in advertising.

. . . Demonstrate the ability to plan an adver-
tising program.

. . . Appreciate the different advertising
allies.

. . . Demonstrate correct usage of selecting
advertising media.

. . . Understand the newspaper as an advertis-
ing media.

. . . Manage the application of skill in writing
newspaper copy.

. . . Understand the radio and television as an
advertising media.

... Recognize other advertising media.

... Demonstrate ability to select which mer-
chandise to advertise.

... Apply principles and concepts of creativi-
ty and production to broadcast media.

. . . Know how to structure an advertising
budget.

... Know major retail advertising trends.

. . . Understand the legal and ethnical re-
straints on advertising.

... Apply principles of design and arrange-
ment.

. . . Apply concepts of display lighting.

... Realize the importance of display team-
work.

30 Principles and Methods of Salesmanship (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Understand the nature of selling.

. . . Demonstrate the basic principles used in
selling.

. . . Appreciate the importance of prospecting
for sales.

. . . Appreciate the value of the preapproach.

. . . Perform a sales presentation.

. . . Interpret sales resistance and objectives
in the selling process.

. . . Demonstrate closing techniques.
.. Think of creative ideas for retail and pro-

fessional selling.
. . . Know the personal aspects of selling.

32 Merchandise Analysis (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. Know methods and procedures of acquir-
ing, translating, and using merchandise in-
formation.

. . . Demonstrate correct usage of merchan-
dise knowledge in a sales sitution.

. . . Interpret guarantees, warrantees, direc-
tions, standards, and grades for cus-
tomers, buyers, and sales personnel.

. . . Appreciate the relationship of promotion
and merchandise analysis.

.. Understand the government's role in mer-
chandise analysis.

. . . Know stocking procedures and its effects
on merchandise analysis.

35 Principles of Wholesaling (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Display a knowledge of the management
of price competition, price control, and
space allocation in wholesaling.

. . . Understand the classification, efficiency,
and responsibilities of the wholesale sec-
tor.

40 Principles of Marketing (3)
3 hours lecture per week
Prerequisite: BUS 20
Upon successful completion of this course, the
student should be able to:

. . . Know specific facts of marketing.

. . . Appreciate the consumer-oriented ap-
proach to marketing.

. . . Demonstrate an understanding of con-
sumer goods and industrial goods.

. Understand facts and principles of the
channels of distribution.

.. Demonstrate correct usage of methods in
market research.

. . . Understand basic concepts of retailing.

. . . Understand basic concepts of whole-
saling.

. . . Understand basic concepts of physical
distribution.

. . . Recognize the role of market communica-
tion.

. . . Demonstrate correct usage of procedures
in personal selling.

. . . Know principles of marketing organiza-
tion.

. . . Evaluate a marketing application.

45 Principle of Retailing (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Recognize the role of retailing in a free
enterprise economic system.

.. Understand the basic concepts and princi-
ples of store location, design, and layout.

. . . Understand facts and principles of fran-
chising.

. Apply concepts and principles of store or-
ganization and supervision.

.. Understand the importance of the retail
customer.

. Apply the principles and practices of the
buying function.

. Demonstrate correct methods and proce-
dures for pricing merchandise.

. . . Demonstrate correct methods and proce-
dures for receiving and merchandise
handling.

. . . Apply concepts and principles of mer-
chandise and expense control systems.

. . . Understand facts and principles of credit
and collections.

. . . Know the methods of store security.

50 Fashion Merchandising (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Display competencies in utilizing ad-
vanced merchandising techniques in se-
lect areas of fashion.

.. Plan, evaluate, maintain, and control in-
ventory levels through effective buying
and selling strategies involving seasonal
merchandising.
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93V Cooperative Education (1-4)
Upon successful completion of this course, the

	

,	 student will be able to:
... Perform activities in the cooperative work

area involving such areas as routine tasks,
problem or crisis situations, creative sug-
gestions or initiatives, personal develop-
ment, work attitudes, and other compe-
tencies as determined by the instructor.

. . . Write an essay paper on an overall com-
petency, such as analyzing or describing
the student's job in terms of the organiza-
tion and its relationship to principles, con-
cepts or procedures covered in the field
of study.

SCIENCE (SCI)
21 Environmental Science (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge of the basic prin-
ciples of chemistry and physics.

. . . Demonstrate knowledge of the basic prin
ciples of ecosystem function and struc-
ture.

. . . Demonstrate a basic knowledge of evolu-
tion and genetics.

. . . Demonstrate knowledge and concern
with the environment problems of pollu-
tion, energy, resources and depletion, and
overpopulation.

.. Demonstrate basic knowledge of the im-
pact of technology on man and the envi-
ronment.

. . . Analyze critically, and formulate posi-
tions on selected issues.

121 Introduction to Science: Biological
Sciences (3)
3 hours lecture per week
Registration in SCI 121L optional
Upon successful completion of this course, the
student should be able to:

... Appreciate the complexities and inter-
relationship in nature.

. . . Understand major biological concepts in-
cluding evolution, classification, cell
structure and function, genetics, energy
acquisition and utilization, human biolo-
gy, and ecology.

... Understand the scientific process, its
characteristics, its limitations, and its
place in society.

.. Make informal decisions on biologically-
related issues as an educated citizen.

121 L Biological Sciences Laboratory (1)
3 discussion/lab hours per week
Prerequisite: Credit or registration in SC/ 121
Upon successful completion of this course, the
student shoud be able to:

... List the sequence of steps followed in the
scientific method, and understand the
logic and significance of each step.

. . . Describe the many applications of the sci-
entific method to everyday life.

... Demonstrate the proper techniques and
procedures for microscopy, magnifica-
tion, scientific illustrations, dissection,
genetics, sampling techniques, and other
pertinent biological lab experiments.

122 Introduction to Science: Physical Science
(3)
3 hours lecture per week
Prerequisite: Satisfactory completion of MATH
25 or its equivalent
Registration in SC/ 122L optional
Upon successful completion of this course, the
student should be able to:

... Demonstrate knowledge and understand-
ing of some basic concepts and princi-
ples.

. Demonstrate insights into associations
and relationships of the topics treated.

... Utilize elementary abstract thinking and

	

	 analytical reasoning.
... Understand mathematical proportionali-

ty in physical principles.
. . . Utilize calculations techniques with

mathematically formulated principles.

.. Identify and assess quantitative informa-
tion in terms of principles.

. . . Better utilize and control the physical en-
vironment.

. . . Understand the descriptions and princi-
ples of motion.

. . . Understand mechanical energy, power
and efficiency.

... Understand thermal energy and the kinet-
ic theory of matter.

... Understand the basics of chemical bond-
ing and reactions.

122L Physical Science Laboratory (1)
3 discussion/lab hours per week
Prerequisite: Credit or registration in SC/ 122
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge of the direct ex
perience into some scientific concepts
and principles.

. . . Demonstrate insights into the interaction
between theory and experiment.

. . . Design procedures for acquiring informa-
tion from experimentation.

. . . Record data, analyze data, and extract in-
formation from data.

.. Demonstrate skills at making quantitative
determinations with formulations.

. . . Demonstrate some experience with the
use of instruments and equipment.

124 Ecology, Man and Technology (3)
3 hours lecture per week
Registration in SCI 124L optional
Upon successful completion of this course, the
student should be able to:

. Demonstrate knowledge of the basic prin-
ciples of ecosystem structure and func-
tions.

. Demonstrate knowledge of the effects of
technology on the environment and its
impact on human life-style.

. . . Critically analyze, and evaluate the val-
ues and limitations of technological prog-
ress.

... Demonstrate knowledge of and concern
for global ecological problems of over-
population, pollution, resource depletion,
energy, etc.

124L Ecology, Man and Technology Laboratory
(1)
3 discussion/lab hours per week
Prerequisite: Credit or registration in SCI 124
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the ability of critical think-
ing and logical reasoning through the use
of scientific methods, research proce-
dures, and discussion groups.

. Develop laboratory skills and techniques,
including skill in writing laboratory re-
ports.

. . . Demonstrate responsibility and respect
for one another.

126 Earth Science (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Understand some aspects of general geol-
ogy such as earth's material and its inter-
nal processes.

... Understand some physical features of the
ocean such as the filling of the ocean
basin with water, its chemical composi-
tion, currents, and shoreline erosion.

. . . Understand some features of atmosphere
such as heating and cooling of the planet
Earth, and winds and storms.

. . . Understand generally the celestial world
beyond the planet Earth, such as the sun
and its family of nine planets.

SHORTHAND (SHTHD)
Manual (Handwritten) Shorthand 

20 Beginning Theory/Dictation/Transcription
(5)
4 hours lecture, 2 hours lecture/lab per week
Prerequisites or concurrent enrollment in TYPW
20, ENG 50, TRNSC 24

Upon successful completion of this course, the
student should be able to:

. . . Demonstrate a firm knowledge of Gregg
shorthand theory by reading from short-
hand notes and writing shorthand with ac-
curate automatic responses.

. . . Take familiar material dictation at 50
words a minute for three minutes.

25 Skill Development Shorthand (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisites: SHTHD 20 or equivalent, TYPW 20
or equivalent, TRNSC 24 or concurrent enroll-
ment, ENG 50 or concurrent enrollment
Upon successful completion of this course, the
student should be able to:

.. Read and write shorthand outlines flu-
ently.

. . . Transcribe from shorthand notes.

. . . Take new material dictation

30 Intermediate Shorthand (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisites: SHTHD 20 or 25 or equivalent,
TYPW 20 or equivalent, TRNSC 24 or concurrent
enrollment
Upon successful completion of this course, the
student should be able to:

... Demonstrate knowledge of Gregg short-
hand principles.

. . . Apply rules of punctuation, capitaliza-
tion, number and word usage in the tran-
scription process.

. . . Integrate English, shorthand, and type-
writing skills into the transcription skill.

40 Advanced Shorthand (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 30 or equivalent
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate employable skills, knowl-
edge, and attitudes that enable satisfac-
tory job placement in the secretarial field.

. . . Demonstrate the ability to construct
shorthand outlines under the stress of dic-
tation.

. . . Produce mailable letters under the stress
of time using the basic elements of tran-
scription: English usage, grammar, capi-
talization, punctuation, spelling, word
division, letter styles, and word usage.

42 Executive Shorthand (4)
2 hours lecture, 4 hours lectureab per week
Prerequisite: SHTHD 30 or equivalent
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the ability to take with ease
dictation of a rapid dictator.

. . . Take notes in meetings and conferences
of executives.

46 Legal Shorthand (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 30 or equivalent
Upon successful completion of this course, the
student should be able to:

. . . Take legal-material dictation and tran-
scribe in an acceptable format.

. . . Take new-material dictation of business
correspondence at a rate of 20 words a
minute above that attained in the previ-
ous course.

Machine Shorthand Courses

23 Machine Shorthand and Transcription, I (5)
4 hours lecture, 2 hours lecture/lab per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate a firm knowledge of ma-
chine shorthand theory by reading from
machine shorthand notes and writing ma-
chine shorthand with accurate automatic
responses.

... Take dictation at 60 words a minute on fa-
miliar material with 95 percent accuracy.
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33 Machine Shorthand and Transcription, 11 (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 23 or equivalent
Upon successful completion of this course, the
student should be able to:

. . . read and write machine shorthand out-
lines fluently and accurately and tran-
scribe them in acceptable format.

43 Machine Shorthand and Transcription, III
(4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 33 or equivalent
Upon successful completion of this course, the
student should be able to:

... Demonstrate mastery of the stenograph
machine in taking verbatim dictation of
material found in court proceedings.

. . . Transcribe shorthand notes in acceptable
formats.

53 Advanced Machine Shorthand I (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 43 or equivalent
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of the stenograph
machine in taking verbatim dictation of
material found in court proceedings, testi-
mony, and jury charge and demonstrate
familiarity and competence in the usage
of business, legal and medical termi-
nology.

. . . Read and transcribe shorthand notes ac-
curately and present them in appropriate
styles within a given time frame.

63 Advanced Machine Shorthand II (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 53
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of the stenograph
machine in taking verbatim dictation of
material found in court proceedings, testi-
mony, and jury charges and demonstrate
familiarity and competence in the usage
of business, legal and medical termi-
nology.

. Read and transcribe shorthand notes ac-
curately and present them in appropriate
styles within a given time frame.

73 Advanced Machine Shorthand III (4)
2 hours lecture, 4 hours lecture/lab per week
Prerequisite: SHTHD 63
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate mastery of the stenograph
machine in taking verbatim dictation of
material found in court proceedings, testi-
mony, and jury charges and demonstrate
familiarity and competence in the usage
of business, legal and medical termi-
nology.

.. Read and transcribe shorthand notes ac-
curately and present them in appropriate
styles within a given time frame.

SOCIAL SCIENCES (SSCI)

21 Introduction to the Social Sciences I (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Understand the state of the pre-industrial
world.

... Demonstrate basic knowledge of the im-
pact of technology on the earth, society,
and human values.

. . . Critically analyze, and formulate posi-
tions on selected issues of society.

. . . Use the various social sciences as means
to understand the issues presented by the
course.

. . . Examine personal values, and formulate
positions concerning social issues.

120 Hawaii's People (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Show an awareness of ethnic groups in
Hawaii and on the continental United
States of America.

. . . Demonstrate familiarization with basic
concepts in the social sciences and Hu-
manities.

. . . Show awareness, concern, and a sense of
responsibility for contemporary events, is-
sues, and problems related to the total en-
vironment.

. . . Demonstrate knowledge of the political,
cultural, psychological, and sociological
aspects of various ethnic groups.

. . . Confront contemporary ethnic problems,
and relate them to the problems of soci-
ety as a whole.

. . . Critically examine the values of these
various ethnic groups and the student's
own values and attitudes.

193V Cooperative Education (1-4)
293V
1 hour lecture and 3 hours work experience per
week for 2 credits; 3 hours work experience per
week for each additional credit.
Prerequisites: coordinator's consent; GPA of 2.0
or above; have taken or currently enrolled in a
course related to area of study.
Upon successful completion of this course, the
student should be able to:

. . . Perform activities in the cooperative work
area involving such areas as: routine
tasks; creative suggestions; career explo-
ration; personal development; work atti-
tudes; and other competencies as deter-
mined by the instructor.

. . . Fulfill one or more of the discipline (math-
ematics and natural science; language
arts; social science; or humanities) com-
petencies, and relate the students work
experience to principles, concepts and
methodologies within the discipline.

In addition, the student can partially satisfy the
following Liberal Arts competencies:

. . . Show, by completion of elective and/or
specialized courses, that the student has
the educational background necessary
for more specialized professional and
personal goals.

. . . Make a decision about further course of
study in a four-year college, with a capac-
ity to declare a major and select courses
directed toward that major, based upon a
realistic assessment of personal needs
and aspirations.

SOCIOLOGY (SOC)

100 Survey of General Sociology (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate understanding of the pro-
cess, assumptions, and limitations in-
volved in the scientific methods.

. . . Achieve understanding of the relationship
of individuals and the social and cultural
environment.

. . . Analyze alternative courses of action re-
garding particular societal problems on
the basis of feasibility, acceptance by
groups, and accuracy.

. . . Analyze contemporary social events in
the context of historical events.

. . . Demonstrate understanding of behavioral
expectations in a variety of situations.

. . . Identify own strengths and weaknesses in
group situations.

. . . Identify the basic social institutions of a
society in terms of structure, function,
change, and interrelationship.

. . . Describe the basic social processes that
affect societies and individual's behavior.

. . . Demonstrate perception and knowledge
of observable events in society.

220 Marriage and Family (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Employ the sociological perspective and
research methods in studying marriage
and family.

... Recognize the basic sociological theories

and concepts that have been employed in
the study of marriage and family.

. . . Understand the origins of such basic insti-
tutions including their life cycles.

. . . Demonstrate understanding of diverse
and universal forms of marriage and fami-
ly and their impact on American Soci-
eties.

. . . Identify the major societal changes af-
fecting marriage and family and their
resultant institutional consequences.

. . . Demonstrate awareness of family dys-
function and its impact on society.

... Recognize the family's role in modern so-
ciety, and speculate about the future of
marriage and family as global institutions.

275 Introduction to Sociological Inquiry (3)
3 hours lecture per week
A required course for all students majoring in so-
ciology at the University of Hawaii, Manoa.
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate knowledge of basic socio-
logical concepts such as: norm, value,
role, status, and power both in the theo-
retical and empirical terms.

. . . Demonstrate ability to examine the most
common types of research techniques on
human behavior such as: experimenta-
tion, survey research, and field research.

. . . Demonstrate knowledge of the logic and
limitations of studying behavior by these
techniques.

. . . Demonstrate knowledge of the use of de-
scriptive statistics and elementary statisti-
cal inferences.

. . . Demonstrate the ability to use various so-
ciological research techniques.

SPANISH (SPAN)

101 Elementary Spanish I (4)
5 hours lecture per week plus laboratory drill
Upon successful completion of this course, the
student should be able to:

. . . Recognize the differences between the
sounds of his/her native language and
Spanish.

. . . Understand the meaning of words, word-
groups, and sentences.

. . . Reproduce the brief speech of the models
established for the classroom.

. . . Apply orally a variety of brief answers to
questions on familiar topics.

. . . Read aloud familiar materials.

. . . Read with understanding several para-
graphs in which a majority of the struc-
ture elements are familiar, but the
combination of elements or the order of
presentation has been varied.

. . . Write with a reasonable degree of accu-
racy all materials dictated.

. . . Produce appropriate grammatical forms
in familiar contexts.

. . . Vary a response in writing.

. . . Recall familiar facts of Hispanic and
Latin American civilization presented in
reading experiences.

102 Elementary Spanish II (4)
5 hours lecture per week plus laboratory drill
Prerequisite: Satisfactory score on the language
placement test or completion of SPAN 101
Upon successful completion of this course, the
student should be able to:

. Understand the meaning of words, word-
groups, and sentences beyond those stud-
ied in SPAN 101.

. . . Carry out familiar commands given the
target language.

. . . Produce with reasonable accuracy the
phonetic sounds of the Spanish language
and include the correct rhythm, stress,
and linking components.

. . . Express ideas on a comprehensible level.

. . . Demonstrate understanding of dialogues
and passages illustrative of recombined
lexical and structural elements similar to
those studied.

... Read and understand several unfamiliar,
coherent paragraphs which utilize
learned concepts.
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Apply knowledge of grammar to the crea-
tion of new sentences by responding cor-
rectly when given precise directions as to
structures.
Recognize and recall vocabulary and lex-
ical items, grammatical forms and pat-
terns, word meaning, and appropriate cor-
respondences to idiomatic structures.
Recall familiar facts of Hispanic and
Latin American civilizations presented in
reading experiences.

SPEECH (SP)

51V Oral Communication Techniques (1-3)
3 hours lecture per week for 5 weeks to earn one
credit
Upon successful completion of this course, the
student should be able to:
Module 1: Parliamentary Procedure

Chair a meeting, using rules of parliamen-
tary procedure.
Recite each step taken from making a
main motion through the processes of the
subsidiary, incidental, privileged motions
and the motion to adjourn.
Explain all motions assigned to major cat-
egories as stated above.
Plan, in a group, an agenda for a business
meeting.
Participate, as a member, in a simulated
meeting, following Robert's Rules of
Order.

Module 2: Group Discussion Techniques
Establish the differences in purpose and
goal between problem solving and infor-
mation sharing techniques.
Identify the roles of a discussion leader
and of the discussants.
State and explain steps in the plan of op-
eration used in information sharing.
State and explain the steps in the reflec-
tive thinking pattern used in the problem-
solving technique.
Develop an outline of discussion for infor-
mation-sharing and for problem solving.

Module 3: Nonverbal Communication
.. Read gestures in clusters and in context.
. Read facial, hand, body gestures com-

monly used by individuals.
Interpret openness, defensiveness, evalu-
ation, readiness, cooperation, frustration.
Recognize gestures of confidence, ner-
vousness, boredom, self-control
Understand situation of strangers, supe-
rior and subordinate, buyer and seller,
social gatherings.

Module 4: Introduction to Communication
Distinguish between communication as
intentional activity and as unintentional
activity.
Describe and illustrate three approaches
to communications (a) message-centered,
(b) transmission-centered, and (c) mean-
ing-centered.
Define communication.
Describe the on-going nature of commu-
nication activity.
Describe the nature of meaning, and dis-
tinguish between denotative and conno-
tative meaning.

Module 5: Interpersonal Communication
Define interpersonal communication, and
cite its major components.
Define and differentiate among the three
levels of communication.
Differentiate between an interactional
and a transactional view of interpersonal
communication.
List and explain the basic tenets of a
transactional view of communication.
Draw a model of the interpersonal com-
munication process.

. . . List the functions of communication.
Module 6: Public Communication

Define public communication.
Explain the importance of studying public
communication.
Discuss the similarities and differences
among public communication and other
types of communication.
Discuss the importance to "humanness"
in public communication.

151 Personal and Public Speech (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

• Demonstrate understanding of the basic
principles of the effective verbal, and
non-verbal communication process; and
apply them to five practical life and/or ca-
reer situations, e.g., an interview, a group
discussion, and three public speeches.

• Demonstrate knowledge of the informa-
tion gathering and synthesizing process;
and apply it to five practical life and/or
career situations.
Demonstrate ability to organize ideas
with appropriate and adequate support;
and apply it to five practical life and/or
career situations.
Demonstrate development of critical lis-
tening skills so as to provide corrective
peer feedback in five practical life and/or
career situations.

• Demonstrate ability to analyze an audi-
ence, and adapt a message to listeners.

• Develop self-confidence as a personal
and a public communicator.

231 Interpretive Reading (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate ability to use an in-depth
process of literary analysis to understand
and appreciate various selections from
prose, poetry, and dramatic literature.
Demonstrate ability to properly utilize
voice, speech, and body to effectively
and orally interpret and communicate to
an audience orally selections from prose,
poetry, and dramatic literature.
Demonstrate ability to effectively use
emotion and imagination through recall
and transference to bring the literary hap-
penings alive in a creative experience.
Demonstrate ability to listen critically
and appreciatively to the oral presenta-
tion of various selections from prose,
poetry, and dramatic literature; and give
evaluation feedback to peers.

251 Principles of Effective Speaking (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate knowledge of the basic prin-
ciples of expository and persuasive dis-
course by expressing them and applying
them to six speeches to be given to the
class.
Demonstrate ability to organize and pre-
sent ideas by outlining correctly a speech
topic.
Demonstrate ability to analyze and evalu-
ate the ideas of others by explaining the
basic methods of reasoning, the tech-
niques of propaganda fallacious reason-
ing and by supplying other students with
constructive feedback.
Demonstrate knowledge of the funda-
mentals of effective delivery by express-
ing them and by giving speeches using ad-
equate volume, articulation, and clarity.
Demonstrate understanding of the speak-
er's ethical responsibility to his audience
and society by refraining from unethical
public address tactics in the classroom
and by being able to present at least three
examples of such tactics in speeches
heard outside the classroom.
Demonstrate understanding of the role of
public speaking in a democratic society
by being able to express it.

TRANSCRIPTION (TRNSC)

24 Self-Directed Dictation and Transcription
(2)
2 hours lecture and open lab hours in Learning
Center
Prerequisite: TYPW 20 or equivalent
Upon successful completion of this course, the
student should be able to:

.. Demonstrate proficiency in operating dic-
tating-transcribing equipment.

. . . Transcribe material in acceptable busi-
ness format.

35 Machine Transcription (3)
3 hours lecture per week
Prerequisite: TRNSC 24 or equivalent
Upon successful completion of this course, the
student should be able to:

Demonstrate the ability to set up the tran-
scribing unit and to operate the machine
efficiently.
Demonstrate the ability to transcribe
from dictated material and to edit when-
ever errors are detected.
Demonstrate the ability to produce mail-
able copy by developing appropriate
work habits and attitudes.

45 Medical Transcription (3)
3 hours lecture per week
Prerequisite: TRNSC 24 or equivalent
Upon successful completion of this course, the
student should be able to:

Attain a level of competency in medical
transcription; and qualify for his/her ini-
tial position in a clinic, hospital, or doc-
tor's office.
Identify new careers, once the student
has become proficient as a medical tran-
scriptionist.

TYPEWRITING (TYPW)

20 Beginning Typewriting (3)
20B Beginning Typewriting 1(1)
20C Beginning Typewriting I1(1)
20D Beginning Typewriting III (1)
3 hours lecture and open lab hours in the Office
Skills Learning Center
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate keyboard mastery and prop-
er use of machine parts with correct type-
writing techniques.

. Type personal and business letters with
envelopes and carbon copies; manu-
scripts with footnotes, outlines; and tabu-
lated material from typewritten, hand-
written, and rough-draft material.

25 Skill-Development Typewriting (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

Demonstrate keyboard mastery of the al-
phabet, numbers, and symbols on a type-
writer.
Type personal and business letters with
carbons, manuscripts with footnotes; and
tabulated material centered from both
typewritten and handwritten or rough-
draft material.

30 Intermediate Typewriting (3)
30B Intermediate Typewriting 1(1)
30C Intermediate Typewriting II (1)
30D Intermediate Typewriting III (1)
3 hours lecture and open lab hours in the Office
Skills Learning Center
Prerequisite: TYPW 20 or equivalent
Upon successful completion of this course, the
student should be able to:

Demonstrate proficiency in the mastery
of the keyboard by increasing typing
speed and improving accuracy.
Upgrade production skill level in typing
letters, memos, reports, manuscripts,
tables, rough-draft materials, and various
type of forms used in businesses.

40 Advanced Typewriting (3)
3 hours lecture per week
Prerequisite: TYPW 30 or equivalent
Upon successful completion of this course, the
student should be able to:

.. Touch type complete sentences and para-
graphs for a specified period of time at
the employment level with speed and ac-
curacy.

.. Produce a reasonable quantity and quali-
ty of business letters with envelopes,
tables, manuscripts, common business
forms, technical and professional reports,
legal documents, government correspon-
dence from semi-arranged or unarranged
rough draft and/or script copy.
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WOMEN'S STUDIES (WS)

130 Introduction to Women's Studies (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

... Show knowledge of the historical roles of
women in Western cultures.

... Show knowledge of the biological, psy-
chological, and social determinants of the
contemporary status of women.

... Show insight into how women cope with
changing roles and situations throughout
the female life cycle.

. . . Demonstrate knowledge of the available
medical, psychological, and social ser-
vices in our community which women in
living their fullest potential in all roles
might have need.

WORD PROCESSING (WPRO)

50 Introduction to Word Processing (3)
1 hour lecture, 4 hours lecture/lab per week
Prerequisite: Approval by Secretarial Science
Department chairman
Upon successful completion of this course, the
student should be able to:

. . . Demonstrate the mastery and proper use
of the power typewriter.

. . . Demonstrate the ability to record on mag-
netic card/diskettes

. . . Demonstrate the ability to operate the
machine transcriber.

52 Word Processing Center Management (3)
1 hour lecture, 4 hours lecture/lab per week
Prerequisite: Approval by Secretarial Science
Department chairman
Upon successful completion of this course, the
student should be able to:

. . . Use the power typewriter to produce

work in the campus Word Processing
Center.

. . . Transcribe dictation/documents on the
Dictaphone recording unit.

ZOOLOGY (ZOOL)

100 Fauna of Hawaii (3)
3 hours lecture per week
Upon successful completion of this course, the
student should be able to:

. . . Describe the various kinds of habitats
that make up the Hawaiian environment,
the geological composition and geo-
graphic location of different habitats, and
the effect of topography on the local cli-
mate and associated fauna.

. . . Discuss the factors that affect the dispers-
al of animal species over wide stretches
of ocean.

... Discuss the factors that have affected the
establishment of immigrant animal
species in Hawaii.

. . . Explain the factors that have affected the
evolution of new species from the original
colonizers.

. . . List the factors that are causing the ex-
tinction of native Hawaiian species.

. . . Describe the factors that are leading to
the gradual degradation of the Hawaiian
environment.

. . . List the common animal species found in
Hawaii; their scientific, Hawaiian, or com-
mon names; their adaptations for particu-
lar life styles; their associations with
particular habitats; and defensive mecha-
nisms that may make these animals dan-
gerous to humans.

. . . Recognize the recreational, nutritional,
sociological, and ecological values of Ha-
waiian species.

101 Principles of Zoology (3)
3 hours lecture per week
Registration in ZOOL 101L optional
Upon successful completion of this course, the
student should be able to:

. Show an understanding that all biological
processes may be explained in terms of
the natural laws of physics and chemistry.

. . . Describe a cell, its parts, and how they
function.

. . . Discuss the patterns of locomotion, sup-
port, circulation, respiration, excretion,
digestion, reproduction, and nervous and
hormonal control found in the Animal
Kingdom.

. . . Describe the unique anatomical structure
of the major animal groups, and be able
to relate these structures to the functions
they perform.

.. Show a balanced and serviceable back-
ground in zoology, in order to: un-
derstand biology related articles and
newscasts, make appropriate decisions
concerning environmental issues, and be
prepared for additional course work in
science.

101 L Principles of Zoology Laboratory (1)
3 hours lab per week
Prerequisite: Credit or registration in ZOOL 101
required
Upon successful completion of this course, the
student should be able to:

. . . Explain the scientific method as a mode
of inquiry.

. . . Demonstrate the use of various scientific
tools and equipment: dissecting tools,
microscope, stereomicroscope, transect,
and quadrat.

. . . Demonstrate dissection procedures used
for the fetal pig.

... Correlate the anatomical patterns and
functions presented in lecture with the
structures of the fetal pig.
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Mr. Leighton Miyakawa, Chef Mrs. Carol Paul, COTA Student, Respiratory Therapy Program
Chart House Restaurant Convalescent Center Kapiolani Community College
Mr. Frank Okimoto, Sous Chef Medical Laboratory Technician Ms. Patti Westerhouse Charles Peshkin, RRT
Kahala Hilton Hotel Consultant, Management Skills President of Hawaii Society for
Ms. Geri Sawyer, Manager Ms. Judith Bertsch, MT(ASCP), SBB Dr. Garrett Yanagi, Administrator Respiratory Therapy
International Travel Services Education Specialist Waimano Training School & Hospital Mr. Larry Popplewell, Chief
Mr. Roland Schuster Blood Bank of Hawaii Respiratory Therapy Department
Executive Assistant Food and Beverage Manager Ms. Mavis Cabatu, MLT(ASCP), MT(HEW) Castle Memorial Hospital
Prince Kuhio Hotel Hilo Medical Laboratory, Inc. Mr. James Yano
Mr. Kenneth Stehouwer Ms. Grace Kagawa, MT(ASCP) Administrative Assistant
Personnel Department Chief Technologist Sales and Marketing St. Francis Hospital
Spencecliff Corporation Straub Clinic and Hospital, Inc.
Mr. Richard Tam
AFL-CIO Local #5

L John Lockett, M.D.
Pathologist

Mrs. Rose Ching
Personnel Division Secretarial Science

Mr. Bert ThomasTh
Vice-President, Marketing
Aloha Airlines

Straub Clinic and Hospital, Inc.
Gladys Nakamura, MT(ASCP)
Chief Technologist

I. C. Penney & Co.
Mr. Ted Mina, President
Investors Mgt. Enterprise

Ms. Olga Awana
Honolulu Legal Secretaries Association

Mr. Kenton Tom
Wailana Coffee Shop

Accupath/SmithKline Clinical Laboratories
Albert I. Oda

Mr. Elmer Muraoka, A.V.P.
Real Estate Finance

Liz Butler
Ameron HC & D

Ms. Sharon Wago, Personnel Director
Hyatt Regency Hotel

Dept. of Health, Laboratories Branch
Mr. Kenneth Sato, MT(ASCP)

Mrs. Florence Sakai
Training Supervisor

Ms. Gail Inouye
Graduate Member

Ms. Gayle Watanabe, Cafeteria Manager
Waikiki School

Pathology Associates Medical Lab
Mae Takemura, MT(ASCP)

Sears, Roebuck & Co.
Mr. Bert Thomas

Mr. Vernon Kajiwara
Bank of Hawaii

(1980 Outstanding Graduate) Straub Clinic and Hospital, Inc. Vice President, Marketing Mr. Yuki Toyama

Mr. Max Wilhelm Ms. Patricia Taylor, MT(ASCP) Aloha Airlines Department of Education
Food and Beverage Director Chairperson, Medical Technology Mr. Alvin Yamada, A.V.P. Ms. Lillian Yamanaka
Sheraton Waikiki Hotel University of Hawaii First Federal Savings & Loan Secondary School Representative
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