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PINE TECHNICAL COLLEGE 

INTRODUCTION 

ACCREDITATION 

Pine Technical College is accredited by the Higher Learning Commission of the North 
Central Association of Colleges and Schools, 30 North LaSalle Street, Suite 2400, 
Chicago, IL 60602. www.ncahigherlearningcommission.org.  

MISSION STATEMENT 

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ Ƴƛǎǎƛƻƴ ŀǎ ŀƴ ƛƴǎǘƛǘǳǘƛƻƴ ƻŦ ƘƛƎƘŜǊ ŜŘǳŎŀǘƛƻƴ ƛǎ ǘƻΧάtǊƻǾƛŘŜ 
superior education and services that ŜƴƘŀƴŎŜ ǘƘŜ ŎƻƳƳǳƴƛǘƛŜǎ ǿŜ ǎŜǊǾŜΦέ  

VISION AND VALUES 

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ Ǿƛǎƛƻƴ ƛǎ ǘƻ ōŜΧά! ǾƛōǊŀƴǘΣ ŎƻƳǇǊŜƘŜƴǎƛǾŜ ŎƻƭƭŜƎŜ ŀƴŘ 
community resource for quality education and services that improve lives and 
ŜƳǇƻǿŜǊǎ ƭŜŀǊƴŜǊǎΦέ    

Pine Technical College firmly believes that knowledge improves lives; thus, we are 
committed to the following values:  

- Respect the dignity and worth of each individual 

- Honor the needs of those we serve 

- Maintain integrity in all endeavors 

- Provide quality education and services 

- Respond to change 

- Share our passion for learning and service. 

 

ADMISSIONS 

PINE TECHNICAL COLLED9Ω{ th[L/¸ hb 9v¦![ OPPORTUNITY 

Pine Technical College is committed to the policy that all persons shall have equal access 
to its programs, facilities, and employment regardless of race, color, creed, religion, 



ƎŜƴŘŜǊΣ ƴŀǘƛƻƴŀƭ ƻǊƛƎƛƴΣ ǎŜȄǳŀƭ ǇǊŜŦŜǊŜƴŎŜΣ ǾŜǘŜǊŀƴΩǎ ǎǘŀǘǳǎΣ ƳŀǊƛǘŀƭ ǎǘŀǘǳǎΣ ŀƎŜΣ 
disability, or political affiliation/belief status with regard to public assistance, or 
inclusion in any other group or class against which discrimination is prohibited by Title 
IX, Education Amendment of 1972; Title VI of the Civil Rights Act of 1964; Section 504 of 
the Rehabilitation Act of 1973; Americans with Disabilities Act (ADA) of 1990; Chapter 
363 of Minnesota Statutes and other applicable federal, state, and local statutes and 
regulations. This policy is particularly applicable in college-approved housing, food 
service, student activities, and all student services. It is also a guiding policy in the 
employment of students either by the College or by other employers through the 
College and in the employment of faculty and staff. 

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ ¢ƛǘƭŜ L· ŀƴŘ ¢ƛǘƭŜ ±L /ƻƻǊŘƛƴŀǘƻǊ ƛǎ aǎΦ YŀǘƘȅ !ǊƻƭŀΣ онлκснф-
рморΦ  tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ !5!κ{ŜŎǘƛƻƴ р04 Coordinator is Ms. Gloria Baker, 
320/629-5174. Both may be reached at Pine Technical College, 900 4th Street S.E., Pine 
City, MN 55063. 

/ƻƴŎŜǊƴǎ ǊŜƎŀǊŘƛƴƎ ŘƛǎŎǊƛƳƛƴŀǘƛƻƴ ǳƴŘŜǊ ŀƴȅ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŜŘǳŎŀǘƛƻƴŀƭ ǇǊƻƎǊŀƳǎΣ 
activities, or services, should be directed to either Ms. Arola or Ms. Baker.  Further 
inquiries can be made to the MN Department of Human Rights, the MN Department of 
Education, or the Office for Civil Rights, U.S. Department of Education. Contact 
information for these agencies is availabƭŜ ǘƘǊƻǳƎƘ ǘƘŜ t¢/Ωǎ !ŘƳƛǎǎƛƻƴǎ hŦŦƛŎŜ ŀƴŘ ƛǎ 
ŀƭǎƻ ƻƴ ŦƛƭŜ ƛƴ t¢/Ωǎ aŜŘƛŀ /ŜƴǘŜǊΦ 

AMERICANS WITH DISABILITIES ACT (ADA) 

It is the intent of Pine Technical College to comply with all provisions of the Americans 
with Disabilities Act of 1990, as well as all State and Federal laws which prohibit 
discrimination against employees or students.  Further, it is the intent of Pine Technical 
/ƻƭƭŜƎŜΩǎ Ƴƛǎǎƛƻƴ ǘƻ ǇǊƻǾƛŘŜ ǊŜŀǎƻƴŀōƭŜ ŀŎŎƻƳƳƻŘŀǘƛƻƴǎ ǘƻ ƛƴŘƛǾƛŘǳŀƭ ǿƛǘƘ ŘƛǎŀōƛƭƛǘƛŜǎ 
in their work setting or education while at Pine Technical College. 

For further information or assistance regarding services, please contact: Gloria Baker, 
Disabilities Coordinator, Pine Technical College, 900 4th St. S.E., Pine City, MN 55063; 
320/629-5100.  

ENGLISH AS A SECOND LANGUAGE 

The college must document for each non-English speaking student the necessity of the 
ά9ƴƎƭƛǎƘ ŀǎ ŀ {ŜŎƻƴŘ [ŀƴƎǳŀƎŜέ ό9{[ύ ǇǊƻƎǊŀƳΦ !ŦǘŜǊ ŀ ƴƻƴ-English speaking student is 
admitted to Pine Technical College with TOEFL scores of 500 or above, a PTC counselor 
will assist the student in further determining if his/her verbal skills, writing skills, and 
English comprehension are consistent with the skills needed for success in his or her 
chosen program major. If not, the student will be referred to an ESL program. 

ASSESSMENT POLICY 

Prior to registering for courses, incoming students complete an assessment of their 
basic academic skills. The assessment results are used for academic advising, career 
counseling, and to assist students in selecting appropriate courses. Assessment 
appointments are scheduled for each student upon receipt of their completed 
application. 

The Student Assessment Policy is as follows: 

Pine Technical College requires all students to complete an assessment that includes 
basic measures of reading comprehension, writing, and mathematics. The incoming 
student assessment shall not be used to make admissions decisions. 

Criteria which may exempt students from all or portions of the assessment, can include:  



1) presentation of evidence of adequate preparation or prior education (e.g. 
Baccalaureate degree, proof of successful completion of college algebra or college 
composition, presentation of parallel scores on comparable tests); 2) enrollment in 
courses or programs specifically designed as customized training, continuing education, 
or management education programs; 3) high school  students who enroll in technical 
courses via ITV or attend in a scheduled block of courses for high school students only; 
or 4) enrollment in a one-or-two course program of study. 

ADVISING  

All full-time faculty at Pine Technical College are also academic advisors. Students are 
assigned an advisor based on their major program.  In general, the advising process 
provides an opportunity to discuss program requirements, course content and 
sequence, career plans, transfer of credits, college policies and procedures, employment 
opportunities, and other educational issues.  

All students must meet with an advisor prior to the beginning of each semester; 
ŀŘǾƛǎƻǊǎΩ ǎƛƎƴŀǘǳǊŜǎ ŀƴŘ ŀǳǘƘƻǊƛȊŀǘƛƻƴ codes are required on all registration and 
ǎŎƘŜŘǳƭƛƴƎ ƳŀǘŜǊƛŀƭǎ ǘƻ ŀƭƭƻǿ ǎǘǳŘŜƴǘǎ ŀŎŎŜǎǎ ǘƻ ǊŜƎƛǎǘǊŀǘƛƻƴ Ǿƛŀ t¢/Ωǎ ²Ŝō ǎƛǘŜΦ 

Students are encouraged to meet with their advisors throughout the semester. It is 
important that the student keep in regular contact with their advisor to ensure they are 
on track for successfully meeting education or career goals. 

ABILITY TO BENEFIT 

Federal law requires students who do not possess a high school diploma or GED to meet 
certain criteria to prove their ability to benefit from higher education and qualify for 
ŦƛƴŀƴŎƛŀƭ ŀƛŘΦ ¢Ƙƛǎ ƛƴǾƻƭǾŜǎ ǊŜŎŜƛǾƛƴƎ ŀ ǇŀǎǎƛƴƎ ǎŎƻǊŜ ƻƴ ǘƘŜ /ƻƭƭŜƎŜΩǎ ŀǎǎŜǎǎƳŜƴǘ ǘŜǎǘΦ 
This policy does not restrict a student from enrolling in programs at PTC but does apply 
to entering into certain classes and/or receiving financial aid.  

±9¢9w!b{Ω 95¦/!¢Lhb 

!ƭƭ ǇǊƻƎǊŀƳǎ ƻŦ ǎǘǳŘȅ ŀǘ tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜ ŀǊŜ ŀǇǇǊƻǾŜŘ ŦƻǊ ǾŜǘŜǊŀƴǎΩ ŜŘǳŎŀǘƛƻƴŀƭ 
benefits. 

POST-SECONDARY ENROLLMENT OPTION 

Eleventh- and twelfth-grade high school students enrolled in Minnesota public schools 
may also apply for admission to Pine Technical College under the Post-Secondary 
Enrollment Options Act. Under the PSEO Act, high school students can earn both high 
school and college credits in courses taken either at the PTC campus or delivered via 
inter-active television.  All PSEO students follow the same admissions process as 
ŘŜǎŎǊƛōŜŘ ǇǊŜǾƛƻǳǎƭȅΦ IƻǿŜǾŜǊΣ ǎǇŜŎƛŀƭ ǎƛǘǳŀǘƛƻƴǎ ŀǇǇƭȅ ǘƻ ǎƻƳŜ ŎƻǳǊǎŜǎΦ /ƻƴǘŀŎǘ t¢/Ωǎ 
Admissions Office for a PSEO admissions packet.  

It is imperative that students interested in this opportunity contact their high school 
counselor or principal as soon as possible and involve their parents in their academic 
planning. An IEP is required for special needs high school students attending PTC. A 
contract for case management services must also be developed between PTC and the 
ǎǘǳŘŜƴǘΩǎ ƘƛƎƘ ǎŎƘƻƻƭΦ 

PART-TIME STUDENTS 

Students may attend PTC on a part-time basis in any program area. However, full-time 
students have enrollment priority if space is limited. Students taking more than six credits 
or intend to complete a certificate, diploma or degree are required to complete the entire 
admissions process, including assessments and orientation. 



HOUR-BASED COURSES 

Pine Technical College offers classes, workshops, and seminars which are hour-based, 
rather than credit-based. Hour-based classes are generally shorter in length, are not 
applicable toward a diploma or degree, and are not transferable.  An award or other 
written recognition is given upon completion of the course. All hour-based courses are 
ŀǊǊŀƴƎŜŘ ŀƴŘ ƳŀƴŀƎŜŘ ǘƘǊƻǳƎƘ t¢/Ωǎ /ƻƴǘƛƴǳƛƴƎ 9ŘǳŎŀǘƛƻƴ ŀƴŘ /ǳǎǘƻƳƛȊŜŘ ¢ǊŀƛƴƛƴƎ 
Division. 

IMMUNIZATION 

Minnesota Law (MS 135A.14) requires that all students born after 1956 and enrolled in a 
public or private post-secondary school in Minnesota, including Pine Technical College, 
must provide evidence of immunization for measles, rubella, mumps, diphtheria, and 
tetanus. Forms for this purpose and additional information are available from the 
Admissions Office. 

SENIOR CITIZENS 

Senior citizens, at or beyond age 62, may attend Pine Technical College at the cost of $15 
per credit, provided space is available. Other costs, such as fees, books, supplies, etc. are 
ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΦ 

 

TUITION/FINANCES/FINANCIAL AID 

TUITION AND OTHER COSTS 

Each year the state legislature sets a uniform tuition rate for all Minnesota Sate Colleges 
and Universities. Tuition costs also vary from state-to-state for non-resident students.  

Students are also responsible for a variety of fees, depending on their student status 
and the type of program or course in which they are enrolled. Those fees include a one-
time application fee, technology fee, parking fee, and state and local student association 
fees. 

In addition, there may be fees for related supplies, specimens, uniforms, etc., particular to 
a specific course or program major.  

Other costs will vary depending on program majors and other factors. Students should 
estimate their cost of living for the duration of their program and then add tuition, fees, 
books, suppliŜǎΣ ǘƻƻƭǎΣ ŜǘŎΦ t¢/Ωǎ CƛƴŀƴŎƛŀƭ !ƛŘ hŦŦƛŎŜ Ŏŀƴ ǇǊƻǾƛŘŜ ŀǎǎƛǎǘŀƴŎŜ ƛƴ ŜǎǘƛƳŀǘƛƴƎ 
these costs.  

An estimated cost sheet for all program majors is available by contacting the Admissions 
Office. 

TUITION PAYMENT POLICY  

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ ¢ǳƛǘƛƻƴ tƻƭƛŎȅ І407 reads: 

Payment of tuition, fees, and other educational costs must be received by the business 
office no later than the last day of business prior to the published first day of the term. 
Students receiving financial aid or having other funding sources must produce evidence 
that this funding is in place prior to the deadline date. 

Students who do not pay or otherwise show evidence of financial support by the above 
deadline will be immediately dropped from all courses.  

TUITION/FEES REFUND POLICY 

Pine TechƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ ǘǳƛǘƛƻƴ ǊŜŦǳƴŘ ǇƻƭƛŎȅ ƛǎ ǎŜǘ ōȅ ǘƘŜ aƛƴƴŜǎƻǘŀ {ǘŀǘŜ /ƻƭƭŜƎŜǎ ŀƴŘ 



Universities Board of Trustees. The enrollment period begins on the first scheduled day 
of the semester or course. Drop or Withdrawal dates are determined by the date the 
form is received in the Student Affairs Office. See the official Academic Calendar for 
specific dates for each term.  

Dropping Courses (Reduction of Credits): Dropping a course or courses (Reduction of 
Credits) is when a student reduces the number of courses/credits taken but remains 
enrolled. The period for dropping/adding a class expires after the fifth day of the 
semester or 8% of instruction, whichever occurs first. A 100% refund of tuition and fees 
will be provided to a student who reduces their number of credits during the drop/add 
period.  A student may withdraw from a course after the drop/add period and prior to 
the 60% of term withdrawal date; however, the student has encumbered all costs and 
there are no refunds. There are no automatic refunds for books, tools, or equipment.   

Total Withdrawal: Total withdrawal refers to terminating all courses and enrollment in 
the College. As noted above, a 100% refund is given during the drop/add period of five 
days or 8% of instruction.  

After the fifth day, refunds are prorated as follows: 

-  75% refund after the 5th day but on or before the 10th day; 

-  50% refund after the 10th day but on or before the 15th day; 

-     25% refund after the 15th day but on or before the 20th day; 

-     There are no refunds after the 20th day of the semester. 

APPEALS FOR TUITION/FEES REFUND  

Student requesting refunds or other financial adjustments after a course has begun 
must file a petition to the Dean of Student Affairs. Any tuition/fees refund will be 
determined by the Dean based only on the following criteria: 

1. ! ǎǘǳŘŜƴǘΩǎ ŎƻǳǊǎŜ ǎŎƘŜŘǳƭŜ ƛǎ ǊŜŘǳŎŜŘ ōȅ ŎŀƴŎŜƭƭŀǘƛƻƴ ƻŦ ŀ Ŏƭŀǎǎ ƻǊ ŎƭŀǎǎŜǎΦ 

2. College error. 

3. Student injury or illness requiring extensive hospital and/or convalescent care. (A 
ŘƻŎǘƻǊΩǎ ǎǘŀǘŜƳŜƴǘ Ƴŀȅ ōŜ ǊŜǉǳƛǊŜŘΦύ 

4. Extenuating circumstances involving a family/personal emergency which must be 
documented. 

tŜǘƛǘƛƻƴ ŦƻǊƳǎ ŀǊŜ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ !ŘƳƛǎǎƛƻƴǎ hŦŦƛŎŜ ƻǊ ƻƴ t¢/Ωǎ ²Ŝō ǎƛǘŜΦ bƻǘŜΥ 
Financial Aid is based on the number of registered and paid credits. If a tuition appeal is 
approved, a student may be required to repay a portion of their financial aid. Students 
need to contact the Financial Aid Office before making a tuition appeal to determine if 
their aid package will be impacted. 

ENROLLMENT STATUS FOR FINANCIAL AID 

Students must be enrolled, in attendance, and maintaining Satisfactory Progress in 
order to receive financial aid. For purposes of determining financial aid eligibility, the 
following enrollment guidelines will be used. 

 For Pell Grant, SEOG Grant, Student Loans, and Workstudy: 

12 credits or more/semester: - Full Time 

9-11 credits/semester:           - 3/4 Time 

6-8 credits/semester:        - 1/2 Time 

3-5 credits/semester:       - less than 1/2 Time 

  



For Minnesota State Grant: 

15 credits or more/semester: - Full Time 

Then a percentage decrease by number of credits until 3 credits/semester:     1/5 
Time 

SATISFACTORY PROGRESS 

Pine Technical College requires that students make satisfactory academic progress 
toward a diploma or degree to remain in good standing. Additionally, federal law 
requires that recipients of state or federal financial aid make satisfactory academic 
progress toward a certificate, diploma, or degree to remain eligible for financial aid. In 
compliance with federal law and to implement college policy, PTC has established 
standards determining academic progress. 

Students bear the primary responsibility for their own academic progress and for seeking 
assistance when experiencing academic difficulty. Students are encouraged to keep a file 
of their grades and transcripts. 

The full Academic Satisfactory Progress Policy is outlined in the Academic Policies 
section of this catalog. In short, for purposes of financial aid, a student is determined to 
be making Satisfactory Progress if he/she: 

1. Has a cumulative grade point average (GPA) of 2.0 or above. 

2. Completes and earns a grade for at least 67% of the credits attempted during a 
semester. 

If a student falls below a 2.0 GPA or earns less than 67% of attempted credits during a 
term, he/she will receive financial aid for the next semester on a probationary basis. 

RETURN OF TITLE IV FUNDS   

If a student withdraws after a term has begun, the student may be required to return 
ǎƻƳŜ ƻŦ ǘƘŜ ŦŜŘŜǊŀƭ ŀƛŘ ŦǳƴŘǎ ŀǿŀǊŘŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΦ ¢Ƙƛǎ άwŜǘǳǊƴ ƻŦ ¢ƛǘƭŜ LV (meaning 
ΨŦŜŘŜǊŀƭΩύ CǳƴŘǎέ ǇƻƭƛŎȅ ƛǎ ǊŜǉǳƛǊŜŘ ōȅ ƴŜǿ ŦŜŘŜǊŀƭ ǊŜƎǳƭŀǘƛƻƴǎΦ 

The federal formula requires a return of the Title IV aid if the student received federal 
financial assistance in the form of a Pell Grant, Supplemental Educational Opportunity 
Grant, Stafford Loan, or PLUS Loan and withdrew on or before completing 60% of the 
term. The student may owe money to Pine Technical College and to the financial aid 
programs in which they participate and will be required to repay the College. 

Students planning to withdraw must notify both the Financial Aid and Admissions Office 
and file the appropriate form.  

CONTINUED ELIGIBILITY FOR AID 

Students must reapply for aid every year. The FAFSA covers the period from July 1 to 
June 30 of the following year. Students who will be enrolled beyond June 30 must 
reapply and reestablish eligibility. Students must also be making Satisfactory Progress to 
continue receiving assistance. Financial Aid funds cover the period from Fall Semester 
through the following Summer Session. 

INFORMATION ABOUT PURCHASING TEXTBOOKS  

Please bring a copy of your class schedule. A book list and prices are available in the 
bookstore. The books are arranged by department. Please know your course and section 
number and check the shelf tag for verification. The bookstore staff will help you in 
locating your supplies and textbooks whenever possible. 

Save your receipt! Refunds will be issued with a cash register receipt only. Books or 
software that is wrapped in plastic are not returnable once the plastic has been opened. 



Students who would like to charge supplies and textbooks toward their Pell, MN State 
grant, SEOG grants, scholarships, and/or loans must have a completed financial aid file 
and a financial aid voucher.  No other charges other than personal credit cards are 
allowed. Post-Secondary students must have their PSEO enrollment forms completed 
prior to picking up their books. All returns and exchanges are to be completed at the 
bookstore within the first three weeks of the semester. Textbooks are the property of 
PTC and must be returned to the bookstore at the end of each semester. 

Students funded by special grants, agencies, employers, etc., must have a copy of their 
authorization on file with the business office. Verify this with the Business Office staff 
before picking up your supplies and textbooks. 

  

REGISTRATION 

REGISTRATION/OFFICIAL ENROLLMENT 

!ƭƭ ǎǘǳŘŜƴǘǎ ǊŜƎƛǎǘŜǊ ŦƻǊ Ŏƭŀǎǎ Ǿƛŀ t¢/Ωǎ ²Ŝō ǎƛǘŜΦ Lƴ ƻǊŘŜǊ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ǎƛǘŜ ŀƴŘ ǊŜƎƛǎǘŜǊΣ 
all students must have a Tech ID number, Advisor Code, and PIN number. These are 
available only through counselors and advising staff. Upon completion of the application 
process outlined previously, these numbers, along with a planning sheet indicating 
recommended courses, are provided to each student. Students exempt from any part of 
the admissions process may access their numbers via the Admissions Office or, in some 
cases, via telephone or e-mail. A new Advisor Code is needed for each term in which a 
student intends to register.  Final registration for all courses is by completion and 
recording of all admissions materials in the Admissions Office and payment of 
fees/tuition in the Business Office.   

ADDING COURSES 

!ŘŘƛƴƎ ŎƻǳǊǎŜǎ ƻǊ ƻǘƘŜǊ ǊŜǾƛǎƛƻƴǎ ǘƻ ǎǘǳŘŜƴǘǎΩ ǎŎƘŜŘǳƭŜǎ Ŏŀƴ ƻƴƭȅ ōŜ ŘƻƴŜ ŘǳǊƛƴƎ ǘƘŜ 
drop/add period. The period for dropping/adding a class expires after the fifth day of 
the semester or 8 % of instruction, whichever occurs first.  Adding courses after the 
drop/add period can only be done with faculty and Dean of Student Affairs approval. 

DROPPING COURSES (REDUCTION OF CREDITS) 

Dropping a course or courses (Reduction of Credits) is when a student reduces the 
number of courses/credits taken but remains enrolled. The period for dropping/adding 
a class expires after the fifth day of the semester or 8% of instruction, whichever occurs 
first. A 100% refund of tuition and fees will be provided to a student who reduces their 
number of credits during the drop/add period.  A student may withdraw from a course 
after the drop/add period and prior to the 60% of term withdrawal date; however, the 
student has encumbered all costs and there are no refunds. There are no automatic 
refunds for books, tools, or equipment.   

WITHDRAWAL 

Students withdrawing from a course after the fifth (5) day of the semester and before 
the date indicating the final date to withdraw will receive a withdrawal (W) on the 
transcript. Withdrawal credits are not included in calculating the grade point average; 
however, withdrawal courses remain on the transcript and tuition/fees is not adjusted.  
A Drop/Add/Withdrawal form must be signed by an advisor and submitted to the 
Admissions Office. Withdrawal forms submitted after the deadline will be denied. 
²ƛǘƘŘǊŀǿƛƴƎ ŦǊƻƳ ŀ ŎƻǳǊǎŜ Ŏŀƴ ŀŦŦŜŎǘ ŦƛƴŀƴŎƛŀƭ ŀƛŘΤ ƛǘ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ 
manage their finances accordingly. See the Academic Calendar for specific dates. 



ACADEMIC POLICIES AND PROCEDURES 

DEFINITIONS: DEGREES, DIPLOMAS, CERTIFICATES 

Associate in Science: The AS degree may be awarded for successful completion of a 
program in a designated field or area, which transfers to a baccalaureate major in a 
related scientific or technical field. An AS degree may also be designed to prepare 
students for employment. An Associate in Science program shall include a minimum of 
30 semester credits in general education credits. General education courses shall be 
selected from at least six of the ten goal areas of the Minnesota Transfer Curriculum. An 
Associate in Science degree may include the entire Minnesota Transfer Curriculum. AAS 
and AS degrees will range between sixty and sixty-five (60 ς 65) semester credits. 

Associate of Applied Science: The AAS degree may be awarded for successful 
completion of a program primarily intended to prepare students for employment. An 
AAS degree may be designed to transfer to a related baccalaureate major. An AAS 
program shall include a minimum of 25 % of the total semester credits in general 
education credits. General education courses shall be selected from at least three of the 
ten goal areas of the Minnesota Transfer Curriculum. At least 30 semester credits shall 
be program-related occupational or technical credits. AAS and AS degrees will range 
between sixty and sixty-five (60 ς 65) semester credits. 

Diploma: The diploma is intended to provide a student with an intensive and thorough 
program of study in a given discipline. Diploma programs may include a combination of  
technical and general education courses. Diplomas range between thirty-one and forty-
eight (31 ς 48) semester credits.  

Certificate: The certificate is intended to prepare a student for immediate employment 
in a minimum amount of time in a specialized area of study. As such, the courses will 
principally be in technology.  Certificates range between twelve and thirty (12 ς 30) 
semester credits.  Advanced certificates will range between six and fifteen (6 ς 15) 
semester credits 

Award: Transcripts or an equivalent (award) shall be provided to students for 
ŎƻƳǇƭŜǘƛƻƴ ƻŦ ŀ ŎǊŜŘƛǘ ŎƻǳǊǎŜΦ ¢ƘŜ ǘǊŀƴǎŎǊƛǇǘ ƛǎ ǘƘŜ ƻŦŦƛŎƛŀƭ ǊŜŎƻǊŘ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŜŦŦƻǊǘ 
in a credit-bearing course. 

GENERAL EDUCATION REQUIREMENTS 

In order to receive an A.A.S. or A.S. degree from Pine Technical College, all students 
Ƴǳǎǘ ŎƻƳǇƭŜǘŜ ŀ ǇǊŜǎŎǊƛōŜŘ ƴǳƳōŜǊ ƻŦ ŎǊŜŘƛǘǎ ƛƴ ƎŜƴŜǊŀƭ ŜŘǳŎŀǘƛƻƴ ŎƻǳǊǎŜǎΦ t¢/Ωǎ 
general education courses are designed to include content goals to meet the Minnesota 
Transfer Curriculum broad-based goals. Use of computers, libraries, and other 
appropriate technology and information resources are integrated throughout the 
general education and occupational education curriculum.  

¢ƘŜ /ƻƭƭŜƎŜΩǎ ƎŜƴŜǊŀƭ ŜŘǳŎŀǘƛƻƴ ŎƻǳǊǎŜǎ ŀǊŜ ŎƻƭƭŜƎŜ ƭŜǾŜƭ ŀƴŘ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ƭƻǿŜǊ-
ŘƛǾƛǎƛƻƴ ƎŜƴŜǊŀƭ ŜŘǳŎŀǘƛƻƴΦ ¢ƘŜ ŎƻƭƭŜƎŜΩǎ ƎŜƴŜǊŀƭ ŜŘǳŎŀǘƛƻƴ ǊŜǉǳƛǊŜƳŜƴǘǎ ŀǊŜ ŎƘƻǎŜƴ ǘƻ 
assist students with developing skills, insight, and understanding of the worth of life-
ƭƻƴƎ ƭŜŀǊƴƛƴƎ ƛƴ ǘƻŘŀȅΩǎ ƎƭƻōŀƭΣ ƛƴŎƭǳǎƛǾŜΣ ŀƴŘ ŜǾŜǊ-changing world. Additionally, the 
college has a commitment to providing developmental courses to promote and allow 
students access to its general education offerings.  

Associate degree programs will follow the MnSCU guidelines requiring a minimum of 25 
% of the course work in college-level general education. All associate degree programs 
must select from those commonly offered by Pine Technical College in the areas 
consistent with the Minnesota Transfer Curriculum. The mix of general education 



offerings must represent a minimum of three MTC areas for an AAS degree and a 
minimum of six MTC areas for an AS degree. 

Diploma and certificate programs may contain a combination of college-level general 
education courses and applied-skills courses, as defined by NCA, other nationally 
recognized standards and the program advisory committee. General education courses 
must be consistent with the Minnesota Transfer Curriculum areas currently addressed 
by Pine Technical College. They include: 

--Critical and Creative Thinking 

--Written and Oral Communications  

--Mathematics  

--Human Diversity/Social and Global Awareness            

--Humanities/Fine Arts  

PREREQUISITES 

Some courses are designed to be taken in sequence. Prerequisites are listed in the 
college catalog and must be met before the course is taken, unless written permission is 
obtained from the instructor or advisor. Students failing the first course in a sequence 
will not be permitted to take additional courses in the sequence until they have made 
up the failure. 

DEVELOPMENTAL COURSES 

Developmental courses are designed to prepare a student for college-level course work. 
These courses, usually numbered below the 1000 level, may not be used toward 
fulfilling graduation requirements. 

ELECTIVES 

Each degree or diploma program contains a number of elective credits ς in the general 
education and/or technical area. These may be prescribed or open electives. Courses 
used as electives may be selected from technical or general education courses offered 
at PTC; transfer credits from other accredited institutions may also be considered in the 
completion of elective requirements. 

ATTENDANCE 

It is the policy of Pine Technical College to prepare students for the world of work and 
insure that student retention and completion remains as high as possible. In order to 
prepare students for the self-discipline necessary to retain a job in industry, PTC 
requires students to attend classes punctually and regularly so that learning objectives 
can be accomplished. Further, in order to track and identify at-risk students, PTC 
requires faculty to report students who are excessively absent so that prompt 
intervention can be employed. To achieve these goals, PTC faculty members maintain 
attendance records. An absence is recorded each time a student is not in attendance 
during a regularly scheduled period of instruction. The recording of absences begins the 
first day of scheduled classes each semester. Each instructor will make every effort to 
ŜƴŀōƭŜ ǎǘǳŘŜƴǘǎ ǘƻ ƳŀƪŜ ǳǇ ƳƛǎǎŜŘ ǿƻǊƪΦ IƻǿŜǾŜǊΣ ƛǘ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ 
make arrangements with the instructor to complete the work.  

Excessive absence is defined as:  

1. Absent from three (3) consecutive periods of instruction after the date enrolled; or  

2. The total absences equal the number of periods of instruction scheduled in two (2) 
calendar weeks; or  

3. In the judgment of the instructor, the student is not making satisfactory progress 



due to absence from class and he/she feels it is not possible for the student to make 
up the class work missed; or  

4. According to the policy of an external accrediting or sponsoring agency, the student 
has exceeded allowable limits on absences.  

GRADING POLICY 

Pine Technical College has adopted the following as its policy for grading and grade 
point calculation.  

A: Superior Achievement ς 4 Grade Points 

B: Above Average Achievement ς 3 Grade Points 

C: Average Achievement ς 2 Grade Points 

D: Below Average Achievement ς 1 Grade Point 

F: Inadequate Achievement ς 0 Grade Point 

I: Incomplete 

P: Pass (not considered in GPA) 

W: Withdrew (not considered in GPA) 

N/P: No Pass (not considered in GPA) 

R: Repeat  Grade (not considered in GPA) 

AU: Audit (no grade, not considered for GPA; no transcript; cannot be changed to 
credit) 

CR: Credit by Examination or experiential learning (not considered in GPA) 

Grades of P or N/P are not included in the calculation of the grade point average (GPA). 

The grade point average (GPA) is calculated as follows: 

Grade:  Points: 

A = 4.000 

A- = 3.67 

B+ = 3.33 

B = 3.00 

B- = 2.67 

C+ = 2.33 

C = 2.00 

C- = 1.67 

D+ = 1.33 

D = 1.00 

D- = 0.66 

F = 0.00 

Grade point: the numerical grade multiplied by the number of credits.   

Grade Point Average (GPA):  the sum of grade points divided by the number of credits. 

ACADEMIC HONORS 

Students achieving academic excellence will be recognized in several ways: inclusion on 
ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ [ƛǎǘ ƻǊ ǘƘŜ 5ŜŀƴΩǎ [ƛǎǘ ƻƴ ŀ ǎŜƳŜǎǘŜǊ-by-semester basis and receipt of 
IƻƴƻǊǎΣ IƛƎƘ IƻƴƻǊǎΣ ƻǊ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ IƻƴƻǊ !ǿard at graduation.  



¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ IƻƴƻǊ !ǿŀǊŘ ǿƛƭƭ ōŜ ǇǊŜǎŜƴǘŜŘ ŀǘ ƎǊŀŘǳŀǘƛƻƴ ŜŀŎƘ ȅŜŀǊ ǘƻ ǎǘǳŘŜƴǘǎ ǿƘƻ 
are receiving a certificate, diploma, or degree and have maintained a cumulative 4.0 
GPA throughout their entire course of study at Pine Technical College.  

¢ƘŜ tǊŜǎƛŘŜƴǘΩǎ ŀƴŘ 5ŜŀƴΩǎ ƭƛǎǘǎ ǿƛƭƭ ōŜ ŎƻƳǇƛƭŜŘ ŀƴŘ ŎŜǊǘƛŦƛŎŀǘŜǎ ŀǿŀǊŘŜŘ ǘǿƛŎŜ 
annually: once in the Fall semester and once in the Spring semester.  

{ǘǳŘŜƴǘǎ ǿƘƻ ƳŜŜǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎǊƛǘŜǊƛŀ ǿƛƭƭ ōŜ ƛƴŎƭǳŘŜŘ ƻƴ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ [ƛǎǘΥ 

a. Current enrollment at PTC with a declared major as a full-time student (12 or more 
credits). 

b. bƻ ƛƴŎƻƳǇƭŜǘŜΩǎ ŘǳǊƛƴƎ ǘƘŜ ǇǊŜǾƛƻǳǎ ŀŎŀŘŜƳƛŎ ǘŜǊƳΦ 

c. No record of disciplinary actions taken. 

d.  A GPA for the semester of 4.0. 

e. Students will be eligible for each semester in which they are enrolled in a declared 
major. 

f.  Courses taken on a pass/fail basis will be used to calculate full-time status but not 
GPA.  

{ǘǳŘŜƴǘǎ ǿƘƻ ƳŜŜǘ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ŎǊƛǘŜǊƛŀ ǿƛƭƭ ōŜ ƛƴŎƭǳŘŜŘ ƻƴ ǘƘŜ 5ŜŀƴΩǎ [ƛǎǘΥ 

a. Current enrollment at PTC with a declared major as a full-time student (12 or more 
credits). 

b. No incompletes during the previous academic term. 

c. No record of disciplinary actions taken. 

d. A GPA for the semester of 3.0 - 3.9. 

e. Students will be eligible for each semester in which they are enrolled in a declared 
major. 

f. Courses taken on a pass/fail basis will be used to calculate full-time status but not 
GPA.  

Students who meet the following criteria will be recognized at graduation ceremonies: 

a. Students with cumulative GPAs of 3.5-3.74 at time of application for graduation will 
be awarded Honors and wear a silver cord at the graduation ceremony. 

b. Students with cumulative GPAs of 3.75-4.0 at time of application for graduation will 
be awarded High Honors and wear a gold cord at the graduation ceremony. 

c. {ǘǳŘŜƴǘǎ ǿƛǘƘ ŎǳƳǳƭŀǘƛǾŜ Dt!ǎ ƻŦ пΦл ǿƛƭƭ ōŜ ŀǿŀǊŘŜŘ ǘƘŜ tǊŜǎƛŘŜƴǘΩǎ IƻƴƻǊ !ǿŀǊŘ 
at graduation. 

INCOMPLETES 

Students not withdrawing from a course and who have not completed all of the course 
requirements may, at the discretion of the instructor, receive a grade of incomplete (I). 
Incompletes are considered a zero in calculating the GPA. 

Unless otherwise stated by the instructor, students have until the midpoint of the next 
semester to make up all incompletes. Grade points will stay at zero on the transcript 
until a letter grade is awarded by the instructor. Incompletes not awarded a letter grade 
will be recorded as Fail (F) on the transcript at midterm of the next semester.  

TRANSFER OF CREDIT 

Students may have other post-secondary credits transferred to Pine Technical College.  
Requests for transferring credits must be made on the appropriate Transfer Request 
Form. It is helpful if the form is completed with an advisor/counselor or program faculty. 



The form must be accompanied by an official transcript from the host college (not 
student copy) and preferably with course descriptions and/or college catalog.  Transfer 
ŎǊŜŘƛǘǎ ŀǊŜ ƴƻǘ ǳǎŜŘ ƛƴ ŎŀƭŎǳƭŀǘƛƴƎ tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ DǊŀŘŜ tƻƛƴǘ !ǾŜǊŀƎŜ ŀƴŘ ƻƴƭȅ 
courses with grades of C or above will be considered. The Registrar will give final 
approval for acceptance of credits.  

CREDIT FOR PRIOR LEARNING: TEST OUT - EXPERIENTIAL CREDIT - ARTICULATED 
COURSES 

Credit for Examination (Test Out): 

Course Test Outs are available at the discretion of the faculty. Test Outs will be recorded 
ŀǎ ά/wέ ƻƴ ǘƘŜ ǘǊŀƴǎŎǊƛǇǘ ŀƴŘ ǿƛƭƭ ƴƻǘ ŦƛƎǳǊŜ ƛƴǘƻ ǘƘŜ ƎǊŀŘŜ Ǉƻƛƴǘ ŀǾŜǊŀƎŜΦ CŀŎǳƭǘȅ ǿƛƭƭ 
determine the method or methods a student may use to test out. They may include a 
written or oral exam, proficiency or performance exam, and/or submission of a 
portfolio.  

All Test Outs must be requested on the appropriate form and fee paid to the Business 
Office prior to testing. The Test Out and/or evaluation fee does not apply toward tuition 
and is non-refundable. Any tuition already paid toward a course in which the student 
Ƙŀǎ ŎƻƳǇƭŜǘŜŘ ŀ ǎǳŎŎŜǎǎŦǳƭ ¢Ŝǎǘ hǳǘΣ ǿƛƭƭ ōŜ ŀǇǇƭƛŜŘ ǘƻ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎŎƻǳƴǘ ƻǊ 
refunded.  

Experiential Learning: 

Similar to the Test Out procedure, faculty will determine to what extent PTC academic 
ŎǊŜŘƛǘ  Ŏŀƴ ōŜ ŀǿŀǊŘŜŘ ōŀǎŜŘ ƻƴ ŀ ǎǘǳŘŜƴǘΩǎ ŜƳǇƭƻȅƳŜƴǘ ƘƛǎǘƻǊȅΣ ŎƻǳǊǎŜ ǘŀƪŜƴ ŀǘ ƴƻƴ-
accredited institutions or non-academic setting, military education, etc. Faculty decision 
is based on full validation of the experiential and non-academic learning as required by 
course objectives and outcomes. Students are not eligible for non-academic learning 
credit for a course previously taken.   

Articulated Courses:  

Articulated courses are high school courses taught by high school faculty that have been 
mutually agreed to by the college and high school to meet the content and outcome of 
the college course. The articulated course will translate to college credit and a transcript 
established once the student completes a college application and forwards it to the 
Articulation/PSEO coordinator.   

CHANGE OF MAJOR  

A student changing their major must complete the Request for Major Change form.  
Request for change must be filed in the Admissions Office for final approval. 

REPEATING COURSES 

Students may repeat courses which were previously attempted.  A repeat course may be 
suggested/recommended by the Registrar, advisor, or initiated by the student once the 
repeated course is graded by completing the form provided by the Registrar. After 
processing, the original course grade will not be included in the GPA but remains on the 
transcript with brackets ( ) and counts in the credit completion ratio.  

¢ƘŜ ƴƻǘŀǘƛƻƴ ƻŦ άwέ ǿƛƭƭ ōŜ ŀŘŘŜŘ ǘƻ ŀ ǎǘŀƴŘŀǊŘ ƭŜǘǘŜǊ ƎǊŀŘŜ ŦƻǊ ŀ ŎǊŜŘƛǘ ŎƻǳǊǎŜ ǊŜǘŀƪŜƴΦ 
hƴƭȅ ŎƻǳǊǎŜǎ ǿƛǘƘ ƎǊŀŘŜǎ ƻŦ ά5έ ƻǊ άCέ ŀre eligible for repeat status. Courses will be 
limited to one repeat only. The repeated grade will be computed in the GPA. 

PETITION 

Students who request a waiver or other exception to existing academic or other college 
policy or procedures must submit a petition to the Dean of Student Affairs. Forms are 



available for this purpose on-line or in the Admissions Office.  

SATISFACTORY PROGRESS/PROBATION/SUSPENSION 

Pine Technical College requires that students make satisfactory progress toward a 
degree, diploma, or certificate to remain in good standing. Additionally, federal law 
requires that a recipient of state or federal financial aid make satisfactory academic 
progress toward a degree, diploma, or certificate to remain eligible for aid. In 
compliance with federal and state laws and to implement policy, Pine Technical College 
has established and will apply the following standards of academic progress to all 
students. 

Students bear the primary responsibility for their own academic progress and for 
seeking assistance when experiencing academic difficulty. Pine Technical College is 
committed to helping students become academically successful by providing support 
services, including counseling, advising, tutoring, and services for students with 
disabilities. 

I. Academic Standards. 

 Students maintain satisfactory progress by successfully meeting both of the 
following requirements each term:   

A. A cumulative Grade Point Average (GPA) of 2.0 or higher.  

B. Completion of at least 67% of the cumulative credits attempted. 

II. Maximum credits allowed for completion of an award. 

The maximum amount of credits a student may earn per academic award is 150% of 
the published credit length of the program major. At the point a student registers for 
credit beyond the 150% limit, he/she will be considered not making satisfactory 
progress. 

III. Incomplete grads, designated repeat (R) courses, grades recorded prior to 
academic forgiveness, and transfer credits. 

Incomplete grades (I), grades that are designated as repeated (R), grades recorded 
prior to academic forgiveness, and grades transferred in from other colleges are not 
ƛƴŎƭǳŘŜŘ ƛƴ tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ Dt! ŎŀƭŎǳƭŀǘƛƻƴ ŦƻǊ ǇǳǊǇƻǎŜǎ ƻŦ ŘŜǘŜǊƳƛƴƛƴƎ 
satisfactory progress.  

IV. Implementation. 

 Academic progress will be evaluated at the end of each term. Students with a 
cumulative GPA of less than 2.0 or a credit completion rate of less than 67%, will be 
placed on academic probation the following term of enrollment. Grades of F, W, I, 
NC, are considered not completed. Financial aid recipients exceeding the 150% limit 
will be considered not making satisfactory progress and will become ineligible for 
financial aid. Notification will come from the Dean of Student Affairs Office within 
twenty-one (21) days of the end of the term.  

A. Probation. Academic progress for students on probation will be monitored as 
follows:  

i. All students with registered credits during a term will be evaluated at the end 
of the term.  

ii. Any student who fails to meet the minimum satisfactory progress for one 
term will be placed on probation for one term, commencing immediately.  

iii. During the probationary term, a student must earn a GPA of at least 2.3 and 
a credit completion ratio of 100%; or raise the cumulative GPA to at least 



2.00 or the completion ratio to a minimum of 67%.  

iv. A student may continue on academic probation if the probationary 
requirements for the term are met, even though cumulative requirements are 
not.  

B. Suspension.  

i. A student on probation who fails to meet the minimum probationary 
requirements will be subject to suspension, one term in duration (excluding 
summer session), commencing immediately. Notification will come from the 
Dean of Student Affairs office.  A second suspension will be of one year in 
duration. 

ii.  The college may also immediately suspend a student in the event of 
extraordinary circumstances, such as: 

 - ŀ ǎǘǳŘŜƴǘΩǎ ǿƘƻ ǿŀǎ ǇǊŜǾƛƻǳǎƭȅ ǎǳǎǇŜƴŘŜŘ ŀŎŀŘŜƳƛŎ ǇŜǊŦƻǊƳŀƴŎŜ Ŧŀƭƭǎ 
below  acceptable levels during a subsequent term;  

 - a student who registered for but does not earn any credits for two 
consecutive terms;  

 - or, a student who demonstrates an attendance pattern that abuses the 
receipt of financial aid. 

C. Petition for Reinstatement. 

 A student who fails to make satisfactory academic progress and is suspended 
from enrollment and/or financial aid has the right to appeal based on unusual or 
extenuating circumstances.  

 A suspended student who wishes to remain enrolled at the college must submit 
a Petition for reinstatement within ten (10) days from the date of their 
suspension letter. The student is encouraged to meet with a counselor to begin 
the appeal process. 

 Appeals must be submitted in writing to the Dean of Student Affairs and must  
include:  

 - an explanation of the circumstances that affected academic progress, 
including supporting documentation, and  

 -  concrete steps that the student plans to take in order to be successful.  

 A student who has been suspended from enrollment may return to the college 
after an appeal has been approved or the period of suspension has passed. The 
student remains on probation. A suspended student who has not successfully 
appealed but has returned to the college following the period of suspension may 
receive financial aid if the student is otherwise qualified.  

AUDITING 

Non-credit auditing is available to individuals on a limited basis, depending on class size, 
at the same cost as a credit-seeking student. Audits must be requested no later than the 
fifth day of the term on the forms provided by the Registrar.  

GRADUATION REQUIREMENTS 

To receive a degree, diploma, or certificate, all required courses in the program major 
must be completed, including the prescribed general education courses, at a cumulative 
GPA of 2.00. 

Students intending to graduate from a program are required to complete an Application 



for Graduation. Applications should be submitted to the Registration Office soon after 
final semester registration. Applications must have a current transcript attached and 
secure the needed signatures.  

Degrees, diplomas, certificates, or transcripts will not be released until all financial or 
other obligations to the College are met. 

Upon completion of an Application for Graduation, awards will be mailed to all 
graduates no later than four weeks after all requirements are complete and grades 
recorded. 

COMMENCEMENT 

Attendance at spring graduation ceremonies is optional but students must indicate 
their intention to participate in graduation on their Application for Graduation. Caps 
and gowns are required and will be available for purchase through the college 
bookstore.  

Students may participate in spring graduation ceremonies if they complete a program 
of study any time during the fiscal year. Students having no more than six credits 
remaining in their major program may participate in graduation ceremonies if they 
show evidence of planned completion within the next term. 

 

STUDENT RIGHTS AND RESPONSIBILITIES      

STUDENT RECORDS/DATA PRIVACY 

Pine Technical College complies with all state and federal data privacy laws. Essentially, 
this means that a student has the right to see all of their records and to determine, for 
the most part, who also may see or use this data. A student also has the right to refuse 
to provide any or all of the data requested. However, there may be consequences for 
not supplying some of the data. Information on data privacy is covered at Orientation. 

5ƛǊŜŎǘƻǊȅ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ Řŀǘŀ ǘƘŀǘ Ƴŀȅ ōŜ ǊŜƭŜŀǎŜŘ ǘƻ ŀƴȅƻƴŜ ǿƛǘƘƻǳǘ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
ŎƻƴǎŜƴǘΦ tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ 5ƛǊŜŎǘƻǊȅ LƴŦƻǊƳŀǘƛƻƴ ƛƴŎƭǳŘŜǎ ƴŀƳŜΣ ƘƻƳŜǘƻǿƴΣ 
program major, participation in school activities, dates of enrollment, 
certificates/diplomas/degrees earned, and awards received.  

No other information will be released to anyone, with the exception of certain agencies 
and school officials as defined by state and federal law, without written permission from 
the student. If a student does not want this information released, he/she must request 
confidentiality in writing. This must be done within two weeks after a term begins; a 
form is available in the Admissions Office for this purpose.  

Student records are maintained by the Registrar in the Admissions Office. Requests to 
review student records must be made in writing to the Registrar. Students have the 
right to challenge the contents of their records and request that corrections or 
explanations be placed within those records. Contact the Dean of Student Affairs for 
information. 

NAME/ADDRESS CHANGE 

For purposes of billing and other mailings, emergency situations, and other 
administrative purposes, it is expected that all students report changes of address, 
telephone number, name change, or any other revision from the students original 
ŀǇǇƭƛŎŀǘƛƻƴ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǘƘŜ wŜƎƛǎǘǊŀǊΩǎ hŦŦƛŎŜΦ  



CAMPUS SECURITY AND CRIME AWARENESS  

All criminal actions occurring on the PTC campus must be reported immediately to 
Nancy Mach, Dean of Student Affairs, or Steve Lange, Plant Maintenance Engineer. In 
their absence the person may contact the Pine County {ƘŜǊƛŦŦΩǎ Office directly by dialing 
911. Campus pay phones can be direct dialed to 911 without coins. College phones 
require 9-911 to secure emergency assistance.  

College personnel have no enforcement authority and are not expected to detain a 
person suspected of criminal activity. However, any intervention attempts will be 
viewed as voluntary and discretionary as a Good Samaritan response for the security of 
others.  

The following are some general safety tips to keep in mind: 

- Be sure to always lock your vehicle and remove any valuables from sight 

- Be aware of your surroundings, especially at night. Report any suspicious activities 
or persons 

- Move about with a friend or groups, especially to and from your vehicle at night.  

- For students attending evening classes, park in well-lit areas as close to the main 
entrance doors as possible.   

Statistics relating to PTC reporting under the Student Right to Know and Campus 
Security Act are available via the Web at http://ope.ed.gov/security. 

STUDENT RIGHTS AND RESPONSIBILITIES 

Pine Technical College students have certain rights as both a citizen and student. In the 
same manner, students, as members of the greater college community, have certain 
obligations and responsibilities. As an introduction to this policy, outlined below are 
Students Rights and Responsibilities taken from Minnesota State Colleges and 
Universities Board Policy: 3.1. 

Freedom to Learn: In addition to the basic constitutional rights enjoyed by all citizens, 
Pine Technical College students have specific rights related to academic freedom and 
their status as students. Freedom to teach and freedom to learn are inseparable facets 
of academic freedom. The freedom to learn depends upon appropriate opportunities 
and conditions in the classroom, on the campus, and in the larger community. Students 
are expected to exercise their freedom with responsibility. 

Freedom of Expression: Individual students and student organizations shall be free to 
examine and to discuss all questions of interest to them and to express opinions publicly 
and privately. They shall be free to support causes by orderly means that do not disrupt 
the regular and essential operation of the institution. In the classroom, students shall be 
free to take reasoned exception to the data or views offered in any course of study and 
to reserve judgment about matters of opinion, but they are responsible for learning the 
content of any course of study for which they are enrolled. 

Freedom of Association: Students shall be free to organize and join organizations to 
promote their common and lawful interests, subject to institutional policies or 
regulations. Registration or recognition may be withheld or withdrawn from 
organizations that violate institutional regulations. 

Student-Sponsored Forums: Students shall have the right to assemble, to select 
speakers, and to discuss issues of their choice. The college shall establish reasonable 
time, place, and manner restrictions to assure that the assembly does not substantially 
disrupt the work of the institution or does not interfere with the opportunity of other 
students to obtain an education or otherwise infringe upon the rights of others. Such 



regulations shall not be used as a means of censorship. The President may prohibit any 
forum if, in his or her judgment, it would result in physical harm or threat of physical 
harm to persons or property. Prior to any such prohibition, the President shall make his 
or her best effort to consult with the student senate. 

Student Publications: Student-funded publications shall be free of censorship and 
advance approval of copy and their editors and managers shall be free to develop their 
own editorial and news coverage policies. Editors and managers of student publications 
shall be protected from arbitrary suspension and removal because of student, faculty, 
administrative, or public disapproval of editorial policy or content. The student fee 
allocation process shall not be used as a means of editorial control of student-funded 
publications. All student publications shall explicitly state on the editorial page that the 
opinions expressed are not necessarily those of the college, system, or student body. 

Catalog and Course Information: To the extent possible, students will be provided 
relevant and accurate information regarding courses prior to enrollment. Catalog 
descriptions will be accurate and based on information existing at the time of 
publication. To the extent possible, class schedules will list the names of faculty teaching 
courses. 

Academic Information: Students shall have access to accurate information about 
general requirements for establishing and maintaining acceptable academic standing, 
information which will enable students to determine their individual academic standing, 
and information regarding graduation requirements. 

Academic Evaluation: Student academic performance shall be evaluated solely on the 
basis of academic standards, including any requirements that are noted in the catalog, 
course syllabus, or student handbook. Students shall have protection against prejudiced 
or capricious evaluation and shall not be evaluated on the basis of opinions or conduct 
in matters unrelated to academic standards. Students shall have the right to review 
their corrected examinations or other required assignments used by the faculty in 
ŜǾŀƭǳŀǘƛƴƎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀŎŀŘŜƳƛŎ ǇŜǊŦƻǊƳŀƴŎŜΦ 

Property Rights: Term papers, essays, projects, and similar property shall be returned to 
a student upon request, within a reasonable timeframe, when no longer needed for 
evaluation purposes, unless the student grants written permission for them to be 
retained. 

Off-Campus Conduct: Students who violate a local ordinance or state law risk the 
penalties prescribed by civil authorities. Pine Technical College may not concern itself 
with every violation. However, the college reserves the right to take disciplinary action 
against students for off-campus behavior following the procedures of the Student Code 
of Conduct. This includes, but is not limited to, arrest and conviction of a Pine Technical 
College student or staff member or when the activity adversely affects the interests of 
the college. 

STUDENT CONDUCT CODE 

Pine Technical College is committed to the creation and maintenance of an academic 
community which fosters the intellectual, personal, social, and ethical development of 
its students. Our goal is to help students develop the employment competencies 
needed in their selected program major. Reaching this goal requires cooperation on the 
part of all students. 

The College has the right to take necessary and appropriate action to support and 
protect the safety and well-being of the college community - its students, faculty, staff, 
guests, facilities, and programs. Members of the college community and their guests are 



expected to abide by local, state, and federal laws and Minnesota State Colleges and 
Universities board policy. Should the violation of civil or criminal law by a community 
member involve college interests, the College has the right to proceed with disciplinary 
action without regard to civil or criminal proceedings. 

These regulations apply on all campus property and at all college-sponsored activities, 
or at activities sponsored by college clubs or organizations on or off-campus. Pine 
Technical College may also hold students accountable for a violation of the Student 
Code of Conduct committed off campus when: 

-  Hazing is involved;   

-  The violation is committed while participating in a college sanctioned or - sponsored 
activity;   

-  The victim of the violation is a member of the college community;   

-  The violation constitutes a felony under state or federal law;   

-  The violation adversely affects the educational, research, service or image of the 
college.  

The College expects that each student will obey the laws enacted by federal, state, and 
local governments.  In addition there are certain rules and regulations governing 
student conduct which have been established by the Minnesota State Colleges and 
Universities Board. Pine Technical College is an educational institution and not a court of 
law. Therefore, the concept of fair play will take precedence in all settings and the 
philosophy of discipline will be one of an educational approach. It is hoped that most 
disciplinary concerns may be settled early in the process in an informal setting.  

Allegations of discrimination and/or harassment shall be adjudicated under separate 
procedures in accordance with Pine Technical College Policy 108: Discrimination and 
Harassment.  

Definitions: 

The following are defined as disciplinary offenses actionable by the College: 

1. Academic dishonesty:  Submission of false academic records, cheating, plagiarism, 
altering, forging, or misusing a college academic record; falsely claiming to represent 
the college or a student organization or club; acquiring or using test materials 
without faculty permission; acting alone or in cooperation with another to falsify 
records or to obtain dishonest grades, honors, or awards; aiding and abetting 
another person in cheating or plagiarism.   

2. Theft and damage of property:  Attempted theft, unauthorized borrowing or use of 
public or private property on college premises; destroying, damaging, or littering on 
college property.   

3. Disruptive conduct/behavior:  Actions which unreasonably interfere, obstruct, or 
prevent the regular and essential operations of the college or infringe upon the 
rights of others to participate in its programs and services.  This may include, but is 
not limited to being openly disruptive; verbal outbursts; talking loudly to classmates 
independently of class discussion; talking in an openly abusive manner or 
disrespectful manner to the instructor and/or classmates; using any device that 
causes disturbances during classroom instruction;  participating in or promoting  
disruptive activity that interferes with teaching, college events, and activities.   

4. Disorderly conduct on campus:  Threat to, physical abuse of, or harassment which 
threatens to or endanger the health, safety, or welfare of a member of the college 
community; physically assaulting another and fighting; acting in a manner that is 



disorderly, lewd, indecent, or a breach of peace; continuing and willfully using 
profanity or vulgarity, or openly and persistent challenging or circumventing college 
authority.   

5. Weapons on campus:  Use or possession of weapons on the college premises, in 
violation of, or not covered in PTC policy 116: Possession and Carry of Firearms.  
ά²ŜŀǇƻƴέ ƛǎ ōǊƻŀŘƭȅ ŘŜŦƛƴŜŘ ǘƻ ƳŜŀƴ ŀƴȅ ƻōƧŜŎǘΣ ŘŜǾƛŎŜΣ ƻǊ ƛƴǎǘǊǳƳŜƴǘ ŘŜǎƛƎƴŜŘ ŀǎ 
a weapon or capable of threatening or producing bodily harm, including but not 
limited to all firearms (including BB guns), dangerous knives, explosives, explosive 
fuels, dangerous chemicals, billy clubs, and fireworks. 

 Gunsmithing students must abide by the policies of their program. Because the 
college has a Gunsmithing program, these standards do not apply in the following 
instances:  

a) transporting firearms for repair or instruction purposes delivered to the outside 
(west) door of the Gunsmithing department;  

b) possession or transportation of firearms within the PTC building under supervision of 
an instructor;  

c) possession of a firearm during the annual PTC Gun Show in February.    

6. Controlled substances on campus:  Use, possession, or distribution of a controlled 
substance, drugs and/or drug paraphernalia on college premises.   

7. Alcohol on campus:  Use, possession, or distribution of alcohol on college premises, 
except as expressly permitted by college policy.   

8. Criminal sexual behavior:  Including but not limited to, the implied use or 
ǘƘǊŜŀǘŜƴŜŘ ǳǎŜ ƻŦ ŦƻǊŎŜ ǘƻ ŜƴƎŀƎŜ ƛƴ ŀƴȅ ǎŜȄǳŀƭ ŀŎǘƛǾƛǘȅ ŀƎŀƛƴǎǘ ŀ ǇŜǊǎƻƴΩǎ ǿƛll 
and/or engaging in such behavior with a person who is unconscious or substantially 
mentally impaired (including intoxicated).   

9. College facilities and services:  Unauthorized use of the college facilities, telephone 
system, mail system or computer system, or use of any of the above for any illegal 
act or any act prohibited by the Code of Conduct.   

10. College rules and policies:  Violation of published college policies, rules, or 
regulations, including but not limited to, smoking or sexual harassment regulations. 

11. Retaliation: Harassing, threatening, or intimidating a complainant or other person 
alleging misconduct.  

12. Terms of sanctions: Knowingly violating the terms of the sanctions imposed for prior 
code offense.  

13. Hazing: Endangering the mental or physical health or safety of a person; subjecting a 
person to public humiliation or ridicule, or removing public or private property for 
the purpose of initiation, admission into, affiliation with or as a condition of 
continued membership in a student group or organization.  

14. Encouraging conduct violations:  Attempts to commit acts prohibited by this code, 
or encouraging others to commit acts prohibited by this code, will be punished to 
the same extent as if one had committed the prohibited act. 

Sanctions: 

These sanctions are examples of possible penalties for Conduct Code violations: 

1. Warning: Oral or written warning, admonition, or reprimand. 

2. Confiscation: Confiscation of property or goods used or possessed in violation of 
college rules. 



3. Compliance: Carrying out an action or behavior as a condition of admission or 
continuing enrollment. 

4. Restitution:  Payment required to the college for damages incurred. Student violators will 
be held financially responsible for direct and/or indirect costs and charges associated 
with Code of Conduct violations.  

5. Suspension: Separation from the College for a specified period of time.  During this 
time, the student may not register for or attend classes or other college functions or be 
on college property. The College reserves the right to restrict transfer of credits earned 
elsewhere during the suspension period. Conditions for re-admission may be specified, 
including faculty approval of re-admittance to their courses.  

6. Expulsion: Permanent denial of the privilege of enrollment at Pine Technical College. 

7. Denial/loss of related privilege: Denial of specified privileges for a designated 
period of time, or exclusion from participation in extracurricular activities, including 
the holding of any student office. 

8. Community service: Set number of uncompensated hours of service to the College, 
community non-profit, or similar agency.  

9. Discretionary sanctions:  Work assignments, service to the college, counseling or 
referral to community agencies, rehabilitative programs, or other related 
discretionary assignments. Failure to participate may result in the imposition of 
additional sanctions.  

10. Immediate removal: Faculty members have the right to remove disruptive 
student(s) from the classroom and also govern when, or if, said student(s) may 
return. If the student refuses or there is a threat to the safety of the faculty and 
class, faculty may immediately call local law enforcement and/or immediately cancel 
class.  

Procedures/Process 

Filing a complaint: 

Any member of the college community (students, faculty, staff) may file a complaint 
alleging a student or organization has violated the student conduct code. The steps to 
file a complaint are as follows:   

1. The complaint will be filed in writing with the Dean of Student Affairs Office 
(forms are available for this purpose and assistance can be provided in outlining 
the complaint if needed).  

2. The complaint will be signed by the person entering the complaint.  Anonymous 
citations will not be accepted.   

3. Any student cited for violation of the Code of Conduct will be assumed innocent 
until it is determined otherwise.   

Informal Action: 

Following the filing of an accusation against a student, the Dean of Student Affairs or 
designee will conduct an investigation of the charges. If the accusation seems 
unwarranted, the Dean may dismiss the complaint and discontinue the process. If there 
is sufficient evidence to support the accusation, the Dean shall offer the accused 
student an opportunity to resolve the violation at an informal meeting. Prior to this 
meeting, the student shall be given oral or written notice of the specific charges against 
him/her and of the evidence available to support the charge. If a mutually acceptable 
resolution cannot be reached during the informal meeting, including any applicable 



sanctions, the case shall be referred to a Judicial Committee for a formal hearing and 
adjudication process. 

Summary Suspension: 

The College reserves the right to suspend and remove from campus without hearing any 
student that poses an immediate threat to the health or safety of persons on campus.  
Before implementing the summary suspension, the accused student shall be given oral 
or written notice of the intention to impose the summary suspension and shall be given 
an opportunity to present oral or written arguments against the imposition of the 
suspension. Notice of the intention to impose the summary suspension shall be 
provided in writing to the student. After the student has been summarily suspended, a 
properly constituted hearing on the matter will take place within nine (9) working days 
of the suspension. During the summary suspension, the student may not enter the 
campus without obtaining prior permission from the Dean.  

Judicial Committee Procedure: 

Judicial Committee: The Judicial Committee is a standing committee consisting of three 
faculty members, two students, and a college administrator.  Candidates are 
recommended each year and approved by both the College Leadership Team and 
Student Senate.  The Dean of Student Affairs is a non-voting member.  The Committee 
elects, by consensus, one member to chair each hearing. Additional persons may be 
asked to attend hearings to provide expert testimony or other information of benefit to 
the process.  

The Dean of Student Affairs will prepare and send a written notice to the accused no 
less than five (5) working days prior to the date set for the hearing.  The notice will be 
hand delivered directly to the accused or be sent by certified mail to the last known 
address listed with the Records Office and will include: 

1. Statement of the date, time, location, and nature of hearing. 

2. Written statement specifying the Student Code of Conduct violation. 

3. bƻǘƛŎŜ ƻŦ ǎǘǳŘŜƴǘΩǎ ǊƛƎƘǘ ǘƻ ƘŀǾŜ ŀƴ ŀŘǾƻŎŀǘŜ ŀǘ ǘƘŜ ƘŜŀǊƛƴg. 

The Judicial Committee shall proceed as follows: 

1. The Dean or Chair of the Judicial Committee will schedule the meeting and notify 
members of the committee and the students involved of the time and place of 
the meeting.  Every attempt will be made to convene the Committee no later 
than ten (10) working days following the receipt of a request for hearing by the 
Dean of Student Affairs. 

2. Three members of the Committee shall constitute a quorum for decision making. 

3. A simple majority of the Committee members present shall constitute the 
decision. 

4. Members of the Judicial Committee who have a personal interest or involvement 
in a particular case may not participate in that hearing. 

5. The hearing will be audio tape recorded.  Copies of the tapes may be obtained by 
the accused student by making a request in writing to the Dean of Student 
Affairs.  Students may be billed for the cost of the audio tape. 

6. The Dean of Student Affairs will present an opening statement.  The accused 
may also present an opening statement. 

7. The complainant will attend the hearing and will present the statement of 
complaint and the supporting evidence. 



8. In connection with presenting the case, the complainant and the accused may 
present witnesses. 

9. An advocate may attend the hearing with the complainant and/or the accused, 
the advocate may advise the student but may not participate in the hearing. 
When there is a likelihood that a student involved in conduct proceedings will 
face criminal prosecution for a serious offense, it may be advisable that the 
student have an attorney as the advisor. In such cases, the College may also 
ǊŜǉǳŜǎǘ ǘƘŜ ǇǊŜǎŜƴŎŜ ƻŦ ŀ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƻŦ ǘƘŜ aƛƴƴŜǎƻǘŀ !ǘǘƻǊƴŜȅ DŜƴŜǊŀƭΩǎ 
Office. 

10. Members of the committee may ask questions of any persons present, including 
witnesses. 

11. At the conclusion of the hearing, the Committee shall meet privately and render 
its decision on the matter before it.  The decision shall be rendered in writing 
within two (2) working days of the hearing.  The decision shall set forth the 
findings of fact and the recommendations of the Committee regarding sanctions, 
if any.  The Dean of Student Affairs shall be given the written findings of the fact 
and recommendations, and it shall be the duty of the Dean to notify the student 
or students involved within three (3) working days after receipt of the decision. 

12. The decision of the committee will include the recommended sanction. 

13. Hearings and records of hearings are private.  They are protected by the Family 
Educational Rights and Privacy Act, but may be subpoenaed or released under court 
order due to subsequent litigation. 

14. ! ǿǊƛǘǘŜƴ ǊŜǇƻǊǘ ƻŦ ǘƘŜ ǇǊƻŎŜŜŘƛƴƎǎ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǇŜǊƳŀƴŜƴǘ 
file. 

Lack of Cooperation: 

If the student does not respond when requested to participate in the disciplinary 
process, the following steps will be taken: 

1. The Dean of Student Affairs shall make every reasonable effort to locate the 
student through ordinary channels. 

2. If the student does not respond, the Dean will initiate the normal disciplinary 
ǇǊƻŎŜŘǳǊŜǎ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ŀōǎŜƴŎŜΦ 

Appeals: 

The student has the option to appeal any disciplinary action of the Judicial Committee to 
the President of Pine Technical College.  The appeal must be made in writing and given 
or mailed to the President within five (5) business days after notice of the written 
decision of the Judicial Committee. The findings and recommendations of the Judicial 
Committee will be sent by the Chairperson to the President of the college for 
consideration. No further evidence will be considered at this stage. The President will 
announce the decision to all involved parties within five (5) days of the receipt of the 
Committee report. In cases involving sanctions of suspension for 10 days or longer, 
students have the right to a contested case hearing under Minnesota law (Chapter 14, 
MSA).  

Savings Clause: 

Should any article, section, or portion of this student policy be held unlawful and/or 
unenforceable by any court of competent jurisdiction, such decision of the court shall 
apply only to the specified article, section, or portion thereof directly specified in the 
decision.  All other articles, sections, or portions of this student policy shall remain in full 



force and effect. 

Responsibilities: 

Responsibility for campus judicial matters is vested in the President of PTC who may 
delegate to the Dean of Student Affairs the task of adjudication of student conduct 
issues as set forth in this policy. All PTC students and staff are also asked to assume 
positions of responsibility in the resolution of disciplinary cases.  

Responsibility of Student Clubs, Groups and Organizations:  

Student clubs, groups, and organizations may be charged with violations of the Code of 
Conduct. Charges may be made, collectively or individually, against the club, group, or 
organization, its leadership, and/or the individual member(s) responsible for the 
ǾƛƻƭŀǘƛƻƴΦ ! ŎƭǳōΣ ƎǊƻǳǇΣ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴ Ƴŀȅ ōŜ ƘŜƭŘ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊ ŀƴ ƛƴŘƛǾƛŘǳŀƭΩǎ 
actions if that person received either direct or implied consent, encouragement, or 
support to violate the code. 

Code violations by student clubs, groups, or organizations will be reviewed by the Dean 
of Student Affairs or designee to determine the appropriate manner in which the 
violation should be addressed. Officers, leaders, or other identifiable representatives for 
a student club, group, or organization may be directed to take appropriate action 
designed to prevent or end violations of this code by the club, group, or organization or 
by any persons associated with the club, group, or organization who can reasonably be 
ǎŀƛŘ ǘƻ ōŜ ŀŎǘƛƴƎ ƛƴ ǘƘŜ ŎƭǳōΩǎΣ ƎǊƻǳǇΩǎΣ ƻǊ ƻǊƎŀƴƛȊŀǘƛƻƴΩǎ ōŜƘŀƭŦΦ ±ƛƻƭŀǘƛƻƴ ƻŦ ǘƘŜ /ƻŘŜ ƻŦ 
Conduct by student clubs, groups, or organizations may additionally result in review by 
the Student Senate and loss of privileges, status, and official recognition.  

COMPUTER USE POLICY 

Pine Technical College promotes access to a wide range of information. The use of 
college computer systems and networks is a privilege granted to students, faculty, and 
staff and its appropriate use is governed by state statutes. Users must respect the rights 
of other users and the integrity of the systems and observe all relevant law regulations 
and contractual obligations, including strict adherence to software licensing agreements 
and copyright laws. Any infraction by students is in violation of the Conduct Code and 
may lead to immediate disciplinary action. 

In order to receive a college login account, all students must sign a Computer Responsibility 
Agreement.  

RE-ADMISSION/REINSTATEMENT 

Students who have been suspended/dismissed because of unsatisfactory progress or 
disruptive conduct, must wait at least one academic semester (excluding summer sessions) 
before applying for reinstatement. 

To reapply, a student must submit a petition to the Dean of Student Affairs stating the 
request to return and outlining corrective action that has been done to address the problem 
areas which lead to the initial dismissal.  

Re-admission will be on a probationary status; continued enrollment will depend on 
satisfactory academic and personal performance. 

PINE TECHNICAL COLLEGE COMPLAINT/GRIEVANCE PROCEDURE 

Each student at Pine Technical College is entitled to due process in appealing decisions 
that may affect his or her academic standing, participation in programs or activities, or 
ŀŎŎŜǎǎ ǘƻ ŀƴȅ ƻŦ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǎŜǊǾƛŎŜǎΦ   

It is hoped that most problems can be resolved by open discussion between students, 



staff, and administration. However, in the event a student or group of students, 
applicants, parents, or others wish to appeal or discuss a rule, policy, or decision made 
ōȅ ǘƘŜ ŎƻƭƭŜƎŜΩǎ ǎǘŀŦŦΣ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇǊƻŎŜŘǳǊŜǎ ǿƛƭƭ ōŜ ŦƻƭƭƻǿŜŘΦ 

A. Complaint against another student 

1. Students may file a complaint orally or in writing. The complaint will be filed with 
the Dean of Student Affairs or designee. Persons in need of assistance in the 
process will be provided accommodations.  

2. If the complaint meets the guidelines of MnSCU policy 1B.1.1 relating to 
discrimination or harassment, the complaint will be referred to the campus 
sexual harassment and discrimination officer for investigation.  

3. Following the filing of a complaint against a student, the Dean of Student Affairs or 
designee shall conduct an investigation. If the accusation is unwarranted, the 
proceedings will be discontinued.  

4. If there is sufficient evidence to support the accusation, the accused student will 
be given the opportunity to resolve the violation at an informal meeting. Prior to 
the meeting, the accused will be given oral or written notice of the specific 
behavioral regulation s/he is accused of having violated and of the evidence 
available to support the accusation. During the meeting, there will be a review of 
the accusation and evidence with the student to allow the student to present a 
defense against the accusation. Within a reasonable time period following the 
meeting (5 working days maximum), the accused student will be informed in 
writing of the decision and any applicable sanction. The due process will follow 
the guidelines contained in the Pine Technical College Student Discipline policy.  

5. A student who is subject to a sanction of expulsion or suspension of more than nine 
(9) working days may agree to the sanction or may request a formal hearing prior to 
implementation of the sanction. Other sanctions may be accepted or may be 
appealed through the formal grievance process.  

6. The due process of a formal hearing will occur and conclude within thirty (30) 
calendar days of the date when it was determined that the informal process was 
not successful. The meeting will be closed to protect the confidentiality of those 
involved.  

7. The college Judicial Committee will be the formal hearing committee. This committee 
will consist of two (2) faculty, two (2) staff, and two (2) students. Four (4) members 
will be considered a quorum.  

8. The decision of the committee will be final.  

B. Complaint against a faculty or staff member at Pine Technical College 

1. The process will begin when the student has attempted resolution with the 
individual or department and the division chair/manager. Documentation of 
resolution attempts must be included with the complaint.  

2. The student may file a complaint orally with the Dean of Student Affairs, who will 
document the complaint on a complaint form, or the student may submit a 
completed complaint form to the Dean of Student Affairs or his designee. 
Persons in need of assistance in the process will be provided accommodations. 
Note: This does not apply to complaints regarding discrimination or sexual 
harassment. If the complaint meets the guidelines of MnSCU Policy 1B.1.1 
relating to discrimination or harassment, the complaint will be referred to the 
Pine Technical College Human Resource Manager or Sexual Harassment Officer 



for investigation.  

3. The Dean of Student Affairs or designee shall conduct a preliminary investigation. If 
the accusation is unwarranted, the proceedings will be discontinued and the 
complainant informed of the outcome. 

4. Every effort will be made to maintain the stuŘŜƴǘΩǎ ŎƻƴŦƛŘŜƴǘƛŀƭƛǘȅΣ ōǳǘ ƛǘ ƛǎ ƴƻǘ 
guaranteed. 

5. If there is sufficient evidence to support the accusation, the accused staff or 
faculty member  will be given the opportunity to resolve the violation at an 
informal meeting facilitated by the Dean of Students or designee. Prior to the 
meeting, the accused will be given oral or written notice of the nature of the 
complaint. During the meeting, there will be a review of the complaint and 
supporting evidence provided by both sides. 

6. If still unresolved, a formal hearing will be convened according to the 
appropriate collective bargaining agreement and/or MnSCU policy.  

7. Under all circumstances, the complainant will be notified in writing as to the 
outcome of their complaint.   

8. The complainant may appeal decisions in writing to the President of Pine 
Technical College. The decision of the President is final.  

Pine Technical College will take precautions to ensure the confidentiality of the entire 
complaint process. However, all parties must be aware that at some point in the process 
information may become public. 

DRUG FREE SCHOOLS POLICY 

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜ ƛǎ ŎƻƴŎŜǊƴŜŘ ŀōƻǳǘ ǎǘǳŘŜƴǘǎΩ ƘŜŀƭǘƘΣ ŀōƛƭƛǘȅ ǘƻ ƭŜŀǊƴΣ ŀƴŘ ŀōƛƭƛǘȅ ǘƻ 
gain skills that will lead to productive lives. Therefore, PTC has a program to insure that 
students can study, learn, and relax in an environment free from illegal drugs and the 
ƛƭƭŜƎŀƭ ǳǎŜ ƻŦ ŀƭŎƻƘƻƭΦ tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ ŘǊǳƎ ŀƴŘ ŀƭŎƻƘƻƭ ǳǎŜ ǇƻƭƛŎƛŜǎ ŎƻƴŦƻǊƳ ǘƻ 
Public Law 101-ннсΣ ǘƘŜ ά5ǊǳƎ CǊŜŜ {ŎƘƻƻƭǎ ŀƴŘ /ƻƳƳǳƴƛǘȅ !Ŏǘ ƻŦ мфуфέΦ Lƴ ǎƘƻǊǘΣ ǘƘƛǎ 
policy prohibits students from possessing, using, and/or distributing illegal drugs and 
illegal use of alcohol on the campus or in school vehicles. Possession, use, and 
distribution of alcohol is also prohibited at all school sponsored activities which occur 
on- or off-campus.  The policy further describes prosecution and penalties. 

The policy also outlines the scope of counseling, support, and referral resources 
available to students who are experiencing chemical abuse problems. Information 
about, and a copy of, the Drug Free Schools Policy is available from the Dean of Student 
Affairs. 

REPORTING/INVESTIGATION OF HARASSMENT AND/OR DISCRIMINATION  
(MNSCU POLICY 1B.1) 

This procedure is designed to implement Minnesota State Colleges and Universities 
(MnSCU) policies relating to non-discrimination by providing a process through which 
individuals alleging violation of system non-discrimination policies may pursue a 
complaint. This includes allegations of discrimination or harassment based on sex, race, 
age, disability, color, creed, national origin, religion, sexual orientation, marital status, 
status with regard to public assistance, or membership in a local commission. This 
procedure is not applicable to allegations of sexual violence, which is outlined elsewhere 
in this document. 

This procedure shall apply to all individuals affiliated with MnSCU, including its students, 
employees, and applicants for employment, and is intended to protect the rights and 



privacy of both the complainant and respondent and other involved individuals, as well 
as to prevent retaliation/reprisal. Individuals who violate this procedure shall be subject 
to disciplinary or other corrective action. 

Not every act that may be offensive to an individual or group constitutes discrimination 
or harassment. In determining whether discrimination or harassment has occurred, the 
totality of the circumstances surrounding the incident must be carefully reviewed and 
due consideration must be given to the protection of individual rights, freedom of 
speech, academic freedom, and advocacy. 

The College shall maintain and encourage full freedom, within the law, of expression, 
inquiry, teaching, and research. Academic freedom comes with a responsibility that all 
members of our education community benefit from it without intimidation, 
exploitation, or coercion. Discrimination and harassment are not within the protections 
of academic freedom. 

Definitions: 

Designated Officer: A designated officer is an individual designated by the President to 
be primarily responsible for investigating or coordinating the investigation or reports 
and complaints of discrimination/harassment in accordance with this procedure. Pine 
Technical College designated officers are Penny Hudlow, 320-629-5114, hudlowp 
@pinetech.edu) and Nancy Mach, 320-629-5173, machn@pinetech.edu. 

Decision-Maker: A decision-maker is an individual designated by the President to review 
investigative reports, to make findings whether the discrimination/harassment policies 
have been violated based upon the investigation and other measures deemed necessary 
to reach a decision, and to determine the appropriate action for the institution to take 
based upon the findings. Pine Technical College decision-makers are Nancy Mach 
(Administration, 320-629-5173, machn@pinetech.edu). 

Reporting Incidents of Discrimination/Harassment: 

Reporting an Incident: Pine Technical College encourages any individual, including any 
student, employee, applicant for employment, or person eligible for employment (as 
defined by Minnesota Statutes Section 43A.02), who feels she or he has been or is being 
subjected to discrimination/harassment to report the incident to a designated officer. 
Any student, faculty member, or employee who knows of, receives information about, 
or receives a complaint of discrimination/harassment is urged to report the information 
or complaint to a designated officer. 

Personal Resolution: In instances where an individual believes he or she has been 
subjected to behavior prohibited by the 1B.1 Non-Discrimination in Employment and 
Education Opportunity policy, that individual may voluntarily choose to directly address 
the offensive behavior. In such a situation, he or she should clearly explain to the 
alleged offender as soon as possible after the incident that the behavior is objectionable 
and that it stops. Communication with the alleged offender may be in person, on the 
telephone, or in writing. If the behavior does not stop or if the individual believes some 
employment or education consequences may result from the discussion, he or she 
should go to the designated officer to process the complaint. Under no circumstances 
shall an individual be required to use personal resolution to address prohibited 
behaviors rather than reporting the behavior to a designated officer. 

Institutional Responsibility: This procedure applies to all members of the educational 
community, including students. Reports/complaints against the President of the College 
shall be filed with the System Office. Reports and complaints against College Vice 
Presidents or Deans are filed at the campus level with the President as decision-maker. 



Retaliation and Reprisal: No retaliation, reprisal, or intimidation in conjunction with a 
complaint of discrimination/harassment shall be tolerated by the College. State law 
prohibits reprisal by a respondent, employer, educational institution, employee, agent 
of the above, and others as specified in statute. (Minnesota Statutes Section 363.03). 
Any individual who retaliates against any person who testifies, assists, or participates in 
an investigation, proceeding, or hearing in relation to a discrimination/harassment 
complaint shall be subject to disciplinary or other action. Retaliation includes, but is not 
limited to, any form of intimidation, reprisal, coercion, discrimination, harassment, or 
ǳƴǿŀƴǘŜŘ ǎŜȄǳŀƭ ŎƻƴǘŀŎǘ ǘƻǿŀǊŘ ŀ ŎƻƳǇƭŀƛƴŀƴǘΣ ƻǊ ǘƘŜ ŎƻƳǇƭŀƛƴŀƴǘΩǎ ǊŜƭŀǘƛǾŜǎΣ ŦǊƛŜƴŘǎΣ 
or associates. Reprisal also includes discrimination against an individual because that 
person is associated with a protected group member. Allegations of retaliation or 
reprisal shall be reported to the designated officer for appropriate action. 

False Statements Prohibited: Any individual who provides false statements regarding 
the filing of a discrimination report/complaint or during the investigation of such a 
report/complaint may be subject to disciplinary or corrective action. 

Withdrawn Complaints: If a complainant no longer desires to pursue a complaint, the 
College reserves the right to investigate and resolve the complaint. 

Investigation and Resolution: The College has an affirmative duty to take timely and 
appropriate action to stop inappropriate behavior, conduct investigations, and facilitate 
resolutions as appropriate. 

Making a Report/Complaint: The designated officer must be contacted in order to 
initiate a report/complaint. The report/complaint should be brought as soon as possible 
after the incident occurs. The designated officer shall retain control of the investigatory 
process and determine whether and/or how to proceed. 

Confidentiality: Confidentiality cannot be guaranteed, however, care will be taken to 
ƪŜŜǇ ƛƴǾŜǎǘƛƎŀǘƛƻƴ ŘƛǎŎǳǎǎƛƻƴǎ ǎǳŦŦƛŎƛŜƴǘƭȅ ōǊƻŀŘ ǘƻ ǇǊƻǘŜŎǘ ǘƘŜ ŎƻƳǇƭŀƛƴŀƴǘΩǎ ƛŘŜƴǘƛǘȅ 
when appropriate. There may be instances in which the college has a responsibility to 
act even if the complainant requests that no action be taken. In such instances, the 
college may investigate and take appropriate action on the basis of the facts or evidence 
available. 

Investigative data: Information gathered during the investigation will be handled in 
accordance with federal and state data privacy laws. 

Effect of review: Pending the appeal, disciplinary, or corrective action taken as a result 
of the decision shall be enforced. In addition, in cases involving sanctions of suspension 
for ten (10) days or longer, students shall be informed of their right to a contested case 
hearing under Minnesota Statutes, Chapter 14. 

Appeal process: The President or designee shall review the record provided and 
determine whether the complaint is substantiated or not substantiated. The President 
or designee may receive additional information if the President or designee believes 
such information would aid in the consideration of the appeal. The decision on appeal 
will be made within a reasonable time and the complainant, respondent, and 
designated officer shall be notified of the decision. The decision on appeal exhausts the 
ŎƻƳǇƭŀƛƴŀƴǘΩǎ ŀƴŘ ǊŜǎǇƻƴŘŜƴǘΩǎ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǊŜƳŜŘƛŜǎ ǳƴŘŜǊ ǘƘƛǎ ǇǊƻŎŜŘǳǊŜ ŜȄŎŜǇǘ ŀǎ 
provided herein. 

SEXUAL VIOLENCE POLICY 

Pine Technical College follows the Minnesota State Colleges and Universities Policy 1.B.3 
regarding sexual violence. Sexual violence is an intolerable intrusion into the most 
personal and private rights of an individual and is prohibited at Minnesota State 



Colleges and Universities. Pine Technical College as a member of Minnesota State 
Colleges and Universities is committed to eliminating sexual violence in all forms and 
will take appropriate remedial action against any individual found responsible for acts in 
violation of this policy. Acts of sexual violence may also constitute violations of criminal 
or civil law or other Board Policies that may require separate proceedings.  

Application of policy to students, employees, and others: This policy applies to all 
Minnesota State Colleges and Universities students and employees and to others, as 
appropriate, where alleged incidents of sexual violence have occurred on System 
property. Incidents of sexual violence alleged to have been committed by a student at a 
location other than on System property are covered by this policy pursuant to the 
factors listed in Minnesota State Colleges and Universities Board Policy 3.6, Part 5. 
Incidents of sexual violence alleged to have been committed by a Minnesota State 
Colleges and Universities employee at a location other than System property are 
covered by this policy. Individuals alleged to have committed acts of sexual violence on 
System property who are not students or employees are subject to appropriate actions 
by Minnesota State Colleges and Universities, including, but not limited to, pursuing 
criminal or civil action against them. 

Definitions:  

Sexual violence: Sexual violence includes a continuum of conduct that includes sexual 
assault and non-forcible sex acts, as well as aiding acts of sexual violence.  

Sexual assault: ά{ŜȄǳŀƭ ŀǎǎŀǳƭǘέ ƳŜŀƴǎ ŀƴ ŀŎǘǳŀƭΣ ŀǘǘŜƳǇǘŜŘΣ ƻǊ ǘƘǊŜŀǘŜƴŜŘ ǎŜȄǳŀƭ ŀŎǘ 
ǿƛǘƘ ŀƴƻǘƘŜǊ ǇŜǊǎƻƴ ǿƛǘƘƻǳǘ ǘƘŀǘ ǇŜǊǎƻƴΩǎ ŎƻƴǎŜƴǘΦ {ŜȄǳŀƭ ŀǎǎŀǳƭǘ ƛǎ ƻŦǘŜƴ ŀ ŎǊƛƳƛƴŀƭ ŀŎǘ 
that can be prosecuted under Minnesota law, as well as form the basis for discipline 
under Minnesota State Colleges and Universities student conduct codes and employee 
disciplinary standards. Sexual assault includes but is not limited to: 

1. Involvement without consent in any sexual act in which there is force, expressed 
or implied, or use of duress or deception upon the victim. Forced sexual 
intercourse is included in this definition, as are the acts commonly referred to as 
άŘŀǘŜ ǊŀǇŜέ ƻǊ άŀŎǉǳŀƛƴǘŀƴŎŜ ǊŀǇŜΦέ ¢Ƙƛǎ ŘŜŦƛƴƛǘƛƻƴ ŀƭǎƻ ƛƴŎƭǳŘŜǎ ǘƘŜ ŎƻŜǊŎƛƴƎ, 
forcing, or attempting to coerce or force sexual intercourse or a sexual act on 
another.  

2. Involvement in any sexual act when the victim is unable to give consent.  

3. The intentional touching or coercing, forcing, or attempting to coerce or force 
anotƘŜǊ ǘƻ ǘƻǳŎƘ ŀƴ ǳƴǿƛƭƭƛƴƎ ǇŜǊǎƻƴΩǎ ƛƴǘƛƳŀǘŜ ǇŀǊǘǎ όŘŜŦƛƴŜŘ ŀǎ ǇǊƛƳŀǊȅ ƎŜƴƛǘŀƭ 
area, groin, inner thigh, buttocks, or breast).  

4. Offensive sexual behavior that is directed at another such as indecent exposure or 
voyeurism.  

Consent: Consent is informed, freely given, and mutually understood. If coercion, 
intimidation, threats, and/or physical force are used, there is no consent. If the 
complainant is mentally or physically incapacitated or impaired so that the complainant 
cannot understand the fact, nature, or extent of the sexual situation, and the condition 
was known or would be known to a reasonable person, there is no consent; this includes 
conditions due to alcohol or drug consumption or being asleep or unconscious. Whether 
the respondent has taken advantage of a position of influence over the complainant 
may be a factor in determining consent.  

Non-forcible sex acts: Non-forcible acts include unlawful sexual acts where consent is 
not relevant, such as sexual contact with an individual under the statutory age of 
consent, as defined by Minnesota law, or between persons who are related to each 



other within degrees wherein marriage is prohibited by law. 

System property: ά{ȅǎǘŜƳ ǇǊƻǇŜǊǘȅέ ƳŜŀƴǎ ǘƘŜ ŦŀŎƛƭƛǘƛŜǎ ŀƴŘ ƭŀƴŘ ƻǿƴŜŘΣ ƭŜŀǎŜŘΣ ƻǊ 
under the primary control of Minnesota State Colleges and Universities, its Board of 
Trustees, Office of the Chancellor, colleges and universities. 

Employee: ά9ƳǇƭƻȅŜŜέ ƳŜŀƴǎ ŀƴȅ ƛƴŘƛǾƛŘǳŀƭ ŜƳǇƭƻȅŜŘ ōȅ aƛƴƴŜǎƻǘŀ {ǘŀǘŜ /ƻƭƭŜƎŜǎ 
and Universities, its colleges and universities and Office of the Chancellor, including 
student workers.  

Student: ά{ǘǳŘŜƴǘέ ƳŜŀƴǎ ŀƴ ƛƴŘƛǾƛŘǳŀƭ ǿƘƻ ƛǎΥ 

1. Admitted, enrolled, registered to take or is taking one or more courses, classes, 
or seminars, credit or noncredit, at any System college or university; or  

2. between terms of a continuing course of study at the college or university, such 
as summer break between spring and fall academic terms; or  

3. expelled or suspended from enrollment as a student at the college or university, 
during the pendency of any adjudication of the student disciplinary action.  

Reporting incidents of sexual violence: 

Prompt reporting is encouraged. Complainants of sexual violence may report incidents 
at any time, but are strongly encouraged to make reports promptly in order to best 
preserve evidence for a potential legal or disciplinary proceeding.   

Reporting and a medical examination within 72 hours are critical in preserving evidence 
of sexual assault and proving a criminal or civil case against a perpetrator. The Pine 
County {ƘŜǊƛŦŦΩǎ Office can be contacted directly by dialing 911. Campus pay phones can 
be direct dialed to 911 without coins. College phones require 9-911 to secure 
emergency assistance.  Any incidence occurring on the PTC campus or involving a PTC 
student must also be reported immediately to Nancy Mach, Dean of Student Affairs, or 
Kathy Arola, Counselor.  

Assistance in reporting:  PTC staff, when informed of an alleged incident of sexual 
violence, shall promptly assist the complainant, including providing guidance in filing 
complaints with outside agencies including law enforcement; obtaining appropriate 
assistance from victim/survivor services or medical treatment professionals; and filing a 
complaint with the Dean of Student Affairs regarding implementation of the student 
conduct code or employee conduct standards.   

When appropriate, the college may pursue legal action against a respondent, including, 
but not limited to, trespass or restraining orders, in addition to disciplinary action under 
the applicable student or employee conduct standard.   

Victims of sexual assault and violence have rights under the crime victims bill of rights, 
Minnesota Statutes Sections   611A.01 ς 611A.06, including the right to assistance from 
the Crime Victims Reparations Board and the commissioner of public safety; are eligible 
for assistance in obtaining, securing, and maintaining evidence in connection with a 
sexual violence incident; and can be assisted by the college in shielding the complainant 
from unwanted contact with the alleged assailant.   

Confidential reports: Because of laws concerning government data contained in 
Minnesota Statues chapter 13, the Minnesota Government Data Practices Act, colleges 
and universities cannot guarantee confidentiality to those who report incidents of 
sexual violence except where those reports are privileged communications with licensed 
medical professionals.  Some off-campus reports also may be legally privileged by law  ς 
e.g., reports to clergy, private legal counsel or health care professionals. Data that is 
collected, created, received, maintained, or disseminated about incidents of sexual 



violence will be handled in accordance with the privacy requirements of the Minnesota 
Statutes chapter 13 (Minnesota Government Data Practices Act), and other applicable 
laws, including the Jeanne Clery Disclosure of Campus Security and Campus Crime 
Statistics Act. 

Reports to campus security authorities:  Complainants of sexual violence may contact 
student affairs staff for appropriate assistance or to report incidents. Absolute 
confidentiality of reports cannot be promised.  However, staff shall not disclose 
ǇŜǊǎƻƴŀƭƭȅ ƛŘŜƴǘƛŦƛŀōƭŜ ƛƴŦƻǊƳŀǘƛƻƴ ǿƛǘƘƻǳǘ ǘƘŜ ŎƻƳǇƭŀƛƴŀƴǘΩǎ ŎƻƴǎŜƴǘ ǳƴƭŜǎǎ ǊŜŀǎƻƴŀōƭȅ 
necessary to address an on-going threat of safety to the complainant or others, or as 
otherwise may be required or allowed by law. There may be instances in which PTC 
and/or law enforcement determines it needs to act regardless of whether the parties 
have reached a personal resolution or if the complainant requests that no action be 
taken.  

Required Reports: The college may be obligated to report to law enforcement the fact 
that a sexual assault has occurred, but the name or other personally identifiable 
information about the complainant will be provided only with the consent of the 
complainant, except as otherwise required by law. 

Investigation and disciplinary procedures: 

Immediate action:  The College may, at any time during the report/complaint process, 
reassign or place on administrative leave an employee alleged to have violated this 
policy in accordance with System Procedure 1B.1.1. The college may summarily suspend 
or take other temporary measures against a student alleged to have committed a 
violation of this policy.  

General principles: The College, when applying investigation and disciplinary 
procedures concerning allegations of sexual violence against employees or students, 
shall: 

1. Be respectful of the needs and rights of individuals involved; 

2. Proceed as promptly as possible; 

3. Permit a student complainant and a student respondent to have the same 
opportunity to have an appropriate support person or advisor present at any 
interview or hearing, in a manner consistent with the governing procedures and 
applicable data practices law; 

4. Employees shall have the right to representation consistent with the appropriate 
collective bargaining agreement or personnel plan; 

5. Be conducted in accordance with applicable due process standards and privacy laws; 

6. Inform both the complainant and respondent of the outcome in a timely manner, as 
permitted by applicable privacy law. 

The past sexual history of the complainant and respondent shall be deemed irrelevant 
except as that history may directly relate to the incident being considered. A 
ǊŜǎǇƻƴŘŜƴǘΩǎ ǳǎŜ ƻŦ ŀƴȅ ŘǊǳƎ, including alcohol, judged to be related to an offense may 
be considered to be an exacerbating rather than mitigating circumstance. 

Relationship to parallel proceedings: Lƴ ƎŜƴŜǊŀƭΣ ǘƘŜ /ƻƭƭŜƎŜΩǎ ƛƴǾŜǎǘƛƎŀǘƛƻƴ ŀƴŘ 
disciplinary procedures for allegations of sexual violence will proceed independent of 
any action taken in criminal or civil courts.  When aware of a criminal proceeding 
involving the alleged incident, staff may contact the prosecuting authority to coordinate 
when feasible.  PTC procedures are not a substitute for criminal or civil court 
proceedings.  



False statements prohibited:  Minnesota State Colleges and Universities takes 
allegations of sexual violence very seriously and recognizes the consequences such 
allegations may have on a respondent as well as the complainant.  Any individual who 
knowingly provides false information regarding the filing of a complaint or report of 
sexual violence or during the investigation of such a complaint or report may be subject 
to discipline or under certain circumstances, legal action.  Complaints of conduct that 
are found not to violate policy are not assumed to be false.  

Withdrawn complaint:  If a complainant no longer desires to pursue a complaint, PTC 
reserves the right to investigate and resolve the complaint as it deems appropriate.   

Discretion to pursue certain allegations: The College reserves discretion whether to 
pursue alleged violations of policy under appropriate circumstances, including, but not 
limited to, a determination that an effective investigation is not feasible because of the 
passage of time, or because the respondent is no longer a student or employee of the 
college.  

The College reserves the right to determine whether to pursue violations of policy by 
students or employees other than the respondent, including a complainant or witness 
that comes to light during the investigation of an incident of sexual violence.  In order to 
encourage reporting of sexual violence, under appropriate circumstances staff may 
choose to deal with violations of Minnesota State Colleges and Universities policy in a 
manner other than disciplinary action. 

Procedure for employees, students, and individuals who are both an employee and 
student: If the respondent is both a student and employee, the investigation shall be 
conducted by the designated officer, as defined by Board Procedure 1.B.1.1., Part 2, 
Subpart A.  The results of said investigation shall be submitted for review to both the 
decision maker appointed under Procedure 1.B.1.1 Part 2, Subpart B, concerning the 
personnel action, and to the President or designee concerning the student action.    

Sanctions:  Sanctions that may be imposed if a finding is made that sexual violence has 
occurred include, but are not limited to, suspension, expulsion of students or 
termination from employment.  The appropriate sanction will be determined on a case-
by-ŎŀǎŜ ōŀǎƛǎ ǘŀƪƛƴƎ ƛƴǘƻ ŀŎŎƻǳƴǘ ǘƘŜ ǎŜǾŜǊƛǘȅ ƻŦ ǘƘŜ ŎƻƴŘǳŎǘΣ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƻǊ 
ŜƳǇƭƻȅŜŜΩǎ ǇǊŜǾƛƻǳǎ ŘƛǎŎƛǇƭƛƴŀǊȅ ƘƛǎǘƻǊȅΣ ŀƴŘ ƻǘƘŜǊ ŦŀŎǘƻǊǎ ŀǎ ŀǇǇǊƻǇǊƛŀǘŜΦ 

Retaliation prohibited:  Actions by a student or employee intended as retaliation, 
reprisal or intimidation against an individual for making a complaint or participating in 
any way in a report or investigation under this policy are prohibited and are subject to 
appropriate disciplinary action. 

Sexual violence prevention and education: Information on preventing, reporting and 
ǘƘŜ ƭŜƎŀƭ ǊŀƳƛŦƛŎŀǘƛƻƴǎ ƻŦ ǎŜȄǳŀƭ ǾƛƻƭŜƴŎŜ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƘǊƻǳƎƘ t¢/Ωǎ /ƻǳƴǎŜƭƻǊΩǎ hŦŦƛŎŜΦ   

 

STUDENT SUPPORT SERVICES 

PHILOSOPHY 

Pine Technical College is sincerely interested in the success of its students. The entire 
{ǘǳŘŜƴǘ !ŦŦŀƛǊǎ ǎǘŀŦŦ ǇƭŀŎŜ ŜƳǇƘŀǎƛǎ ƻƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƻǿƴ ƎǊƻǿǘƘ ŀƴŘ ƛƴŘŜǇŜƴŘŜƴŎŜ 
through an increasing knowledge of themselves and of the opportunities available for 
education, career, and personal development. 

RESOURCES 

Information and/or assistance regarding the following student support services are 



available through the Student Affairs Office:  

Dean of Student Affairs  

Financial Aid 

Marketing/Admissions 

Counseling  

Students with Disabilities Services 

wŜƎƛǎǘǊŀǊΩǎ hŦŦƛŎŜ 

Admissions: 

 - General college information  

 - Tours/visits 

 - Occupational, education, and community information 

 - Housing information 

 - Child Care 

 - Insurance 

 - Student Life 

Registration and Records: 

 - Student records/transcripts 

 - Registration, withdrawals, drop/ad, test out, etc. information and forms  

 - Course schedules and information 

 - Graduation 

Disability Services: 

 - Accommodations 

 - Agency linkages 

 - ADA compliance 

Counseling: 

 - Individual (personal counseling) 

 - Career counseling and planning 

 - Information/referral  

 - Student testing and assessment 

 - Student advising 

 - Special groups on a variety of human issues 

DISABILITY SERVICES 

PTC provides support services for students with documented physical, cognitive or 
mental/emotional disabilities. The College is committed to removing educational, 
programmatic and attitudinal barriers allowing students with disabilities equal access 
and opportunity to participate fully in educational programs and activities. Reasonable 
accommodations are based on the individual needs of the students.  Examples of 
services that can be provided include: priority registration, sign language/oral 
interpreting, alternative testing, note taking, taped textbooks, environmental 
modifications/accommodations. In order to receive any of the services, students must 
make an appointment with the Disabilities Services Coordinator in the Admissions 
Office. 



A brochure outlining and explaining disability services is available in the Student Affairs 
Office. 

ACADEMIC SKILLS CENTER 

The Academic Skills Center is a student-friendly area housed in the Learning Resources 
and Technology Center where students can study, receive tutor assistance individually 
or in small groups, and receive help with testing and make-up tests. The Academic Skills 
Center also serves PTC students as a computer lab.  

EQUITY/DIVERSITY SERVICES  

It is the mission of Equity/Diversity Services to provide a bias-free learning environment 
through equal opportunity for all students. An appreciation for diversity is reflected in 
program curricula, college organizations and occasional special events. If you are a 
student of color, a woman in - or considering - a career in a nontraditional career, a 
homemaker returning to school, ƻǊ ŀ ǎƛƴƎƭŜ ǇŀǊŜƴǘΣ ŎƻƴǘŀŎǘ t¢/Ωǎ /ƻǳƴǎŜƭƻǊΦ 

CAREER SERVICES 

Pine Technical College offers career and educational information to students and recent 
graduates.  The Career Center, located in the Learning Resources and Technology 
Center, contains a variety of print and electronic resources. Students can obtain 
ŜƳǇƭƻȅƳŜƴǘ ŀǎǎƛǎǘŀƴŎŜ ŦǊƻƳ ŦŀŎǳƭǘȅ ŀƴŘ ōȅ ŎƻƳǇƭŜǘƛƻƴ ƻŦ ǘƘŜ /ƻƭƭŜƎŜΩǎ Wƻō 
{ŜŜƪƛƴƎκYŜŜǇƛƴƎ ŎƻǳǊǎŜΦ {ŜŎǳǊƛƴƎ ŜƳǇƭƻȅƳŜƴǘΣ ƘƻǿŜǾŜǊΣ ǊŜƳŀƛƴǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
responsibility.  

EMPLOYMENT AND TRAINING CENTER 

PinŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ 9ƳǇƭƻȅƳŜƴǘ ŀƴŘ ¢ǊŀƛƴƛƴƎ /ŜƴǘŜǊ ƛǎ ŎƻƳǇǊƛǎŜŘ ƻŦ ǎǘŀŦŦ 
representing employment and sufficiency programs for the five counties of Region 7E: 
Chisago, Isanti, Kanabec, Mille Lacs and Pine. Students are encouraged to inquire about 
their eligibility for these programs.  

Students can access the Employment and Training Center services directly via their PTC 
campus offices or by calling 320/629-6741. 

LEARNING RESOURCE AND TECHNOLOGY CENTER 

Current periodicals, books, and reference materials are available in the Learning 
Resource and Technology Center (LRTC) for student study and research and for business 
and community use. CD ROM databases and on-line references provide a foundation for 
the many information technologies also available. Students can access an Automated 
Circulation/Cataloging System which includes: 1)  MnSCU/PALS, a single database 
containing all of  the library materials at all 35 MnSCU state colleges and universities; 2)  
LUMINA , a public access system that is a tri-state (MN, ND, SD) resource sharing 
network of participating libraries of all types; 3) OCLC Online Union Catalog, a 
references service; 4) MINITEX , an electronic interlibrary loan system; 5) CMLE, St. 
/ƭƻǳŘ {ǘŀǘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ [ŜŀǊƴƛƴƎ  wŜǎƻǳǊŎŜ /ŜƴǘŜǊΤ сύ /ŀƳōǊƛŘƎŜ /ƻƳƳǳƴƛǘȅ /ƻƭƭŜƎŜΩǎ 
ƭƛōǊŀǊȅ ǊŜǎƻǳǊŎŜǎΤ ŀƴŘ сύ ǘƘŜ 9ŀǎǘ /ŜƴǘǊŀƭ wŜƎƛƻƴŀƭ tǳōƭƛŎ [ƛōǊŀǊȅΩǎ ǊŜǎƻǳǊŎŜǎΦ 

Pine Technical College also offers special collections which support its unique program 
offerings in gunsmithing, social services, and computer sciences. 

TELECOMMUNICATIONS CENTER 

Pine Technical College has a long history of leadership in the implementation of 
technology to enhance access and learning in a rural setting. The College was one of the 
first in Minnesota to use inter-active television (ITV) for coǳǊǎŜ ŘŜƭƛǾŜǊȅΦ  ¢ƘŜ /ƻƭƭŜƎŜΩǎ 
¢ŜƭŜŎƻƳƳǳƴƛŎŀǘƛƻƴǎ /ŜƴǘŜǊ ƛǎ ǘƘŜ ƻǊƛƎƛƴŀǘƛƻƴ Ǉƻƛƴǘ ŦƻǊ ǘƘŜ ǎŎƘƻƻƭΩǎ ƛƴǘŜǊŀŎǘƛǾŜ 
television network. Connected by satellite and fiber optics to the Central MN Distance 



Learning Network (CMDLN), Northeast Alliance Telecommunications (NEAT), and the 
East Central MN Education Cooperative Consortium (ECMECC) Communications 
systems.  Through these systems, PTC has the capability of transmitting and/or receiving 
courses, workshops, conferences, and/or other information from various schools, higher 
education institutions and other agencies located across the country or the world. 

 

STUDENT INFORMATION  

WEATHER/EMERGENCY CLOSINGS 

The following procedure applies when it becomes necessary to close the college or cancel 
academic or non-academic activities or to delay the opening of the college due to 
inclement weather or other   emergency conditions. The authority to close the college or 
delay opening and cancel classes when weather or other emergency exists resides with the 
President or the tǊŜǎƛŘŜƴǘΩǎ ŘŜǎƛƎƴŜŜΦ Note: The closure of state agencies or the closure of 
Pine City Schools or other area schools does not apply to Pine Technical College. 

Definitions:  

Closing of the College: Closing the college means to close all operations other than 
those operations deemed essential to the protection of life and property. Closing the 
college results in the cancellation of classes, student, faculty, and staff activities, and 
meetings. All general offices are closed. 

Delayed Opening: Delayed opening refers to closing of all operations for a designated 
period of time other than those operations deemed essential to the protection of life 
and property. Delayed opening of the college results in the cancellation of classes, 
student, faculty, and staff activities, and meetings during the delay. All general offices 
are closed during the delay. 

Cancellation of Classes and/or Activities: Cancellation of classes (off-campus or on-
campus) means to cancel one, several, or all classes, instead of officially closing the 
entire college. Cancellation of non-academic activities refers to cancellation of events 
such meetings, workshops and special events. When non-academic activities are 
cancelled, the activities shall be rescheduled when appropriate and possible. Special 
attention will be given to night classes, many of whose students must travel 
considerable distances. Weather considerations shall be given considerable weight. 

Notification: 

The following are methods of notification of campus closings appropriate to employees, 
students, and the public. 

-WCMP (1350 AM/100.9 FM Pine City) -KBEK (955 FM , Mora) 

-WCCO (830 AM, Twin Cities) -KLDJ KOOL (101.7 FM, Dultuth) 

-KKCB-B105 (105.1 FM, Duluth) -KARE 11 (Twin Cities) 

Determination of closing or delayed opening shall be made by 6:30 a.m., an 
announcement of the closing/delayed opening will be available at the college via voice 
mail, when possible. 

In case of a weather emergency, students who are deaf or hard of hearing will receive 
notification by faculty, the supervisor or designated back-up staff. If a weather 
emergency is called after school hours, students who are deaf or hard of hearing can 
obtain official notification by watching weather broadcasts on WCCO or KARE 11 
Television. Broadcasts are close captioned.  



TELEVISION MONITOR SYSTEM 

Television monitors are located throughout the building as a means of communication 
among the college community. Events, schedules, announcements, and other important 
information is posted daily.  

STUDENT E-MAIL 

All registered PTC students have a log-in number and PTC E-mail address. Many faculty, 
staff and student communications are delivered via E-ƳŀƛƭΦ Lǘ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ 
responsibility to monitor his/her E-mail to keep current on announcements, events, and 
general correspondence.  

TELEPHONES/TELEPHONE AND PERSONAL MESSAGES 

All telephone and other messages to students will be directed to the Admissions Office. 
A student will not be interrupted in class for a message. Only emergency messages will 
be delivered.  If possible, the message will be delivered or the student contacted during 
class breaks. Otherwise the message will be posted outside the Admissions Office.  

Individuals looking for students must remain in the Admissions Office while the student 
is contacted. PTC will not release inŦƻǊƳŀǘƛƻƴ ŀōƻǳǘ ŀ ǎǘǳŘŜƴǘΩǎ ǎŎƘŜŘǳƭŜ ƻǊ ŀƭƭƻǿ ǘƘŜ 
ƛƴŘƛǾƛŘǳŀƭ ǘƻ Ǝƻ ǘƻ ŀ ŎƭŀǎǎǊƻƻƳ ƻǊ ƭŀōΦ Lǘ ƛǎ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŎƻƳƳǳƴƛŎŀǘŜ 
this information to people who may find it necessary. 

Students are not allowed to use staff or faculty phones; pay phones are located in the 
hall and the student lounge for student use. Please be respectful and turn-off cell 
phones and pagers during class.  

FIRE/BUILDING EVACUATION   

In the case of fire or similar emergency, information and routes delineating evacuation 
of the building are posted in each classroom and laboratory. When the fire alarm 
sounds, move outside through the nearest exit and remain until instructed to return 

TORNADO/SEVERE WEATHER 

In cases of pending severe weather, staff is constantly monitoring weather resources. If 
a siren sounds or similar warning occurs, move immediately from classrooms/labs into 
the hallways. Remain until instructed otherwise.  

SAFETY 

General shop/classroom safety is a must at PTC. Students and staff must strictly adhere 
to safety rules and regulations. Instructors are responsible to thoroughly advise students 
regarding all safety precautions to be followed in shop, as well as classroom areas. 

ACCIDENTS/INSURANCE 

Students should report all accidents to an instructor or staff, even if it appears to be 
minor. Immediate first aid is available and additional help is available from area clinics.  

Students are responsible for their own accident or health insurance. Pine Technical 
College does not provide students with coverage. Several vendors offer low-cost 
insurance to students; brochures and more information are available in the Admissions 
Office. 

CHILD CARE 

/ŀǊƭŀΩǎ YƛŘǎ /ƘƛƭŘ /ŀǊŜ ƛǎ ŀ ǎǘŀǘŜ-licensed child care facility for children ages 16 months 
to five years. Professional staffs provide an enriched environment and activities that 
ǎŜǊǾŜ ǘƘŜ ŎƘƛƭŘǊŜƴΩǎ ƛƴǘŜƭƭŜŎǘǳŀƭΣ ǇƘȅǎƛŎŀƭΣ ǎƻŎƛŀƭΣ ŜƳƻǘƛƻƴŀƭΣ ŀƴŘ ŎǊŜŀǘƛǾŜ ƴŜŜŘǎΦ 
Nutritious, well-balanced meals and snacks are provided daily. Child care funds are 
available; inquire with the Financial Aid Office. 



UNATTENDED CHILDREN  

Students are not permitted to bring children to class, nor should children be left 
unattended in the halls, offices, LRTC library, student lounges, or outside on campus. 

PARKING 

Ample student parking is available in the designated parking lots. All students are 
assessed a parking fee and must display a current permit.  New parking permits are 
required each semester, and are available in the Admissions Office. Please observe the 
parking restrictions indicated by signs, yellow lines, etc. ς especially areas reserved for 
visitors and handicapped parking spaces. There is a designated space for motorcycles 
and bicycles. Violators will be ticketed and fined.  Vehicle security is the responsibility of 
the student; please keep your vehicle locked.  

SMOKING 

All of Pine Technical College facilities are smoke free. Smoking is prohibited inside or 
ŀŘƧŀŎŜƴǘ ǘƻ όƛƴŎƭǳŘƛƴƎ ŜƴǘǊŀƴŎŜ ŀǊŜŀǎ ŀƴŘ ǎǘŜǇǎύ ŀƴȅ ƻŦ tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ 
ōǳƛƭŘƛƴƎǎΦ ! ǎǇŜŎƛŀƭ ŘŜǎƛƎƴŀǘŜŘ ǎƳƻƪŜǊǎΩ ŀǊŜŀ ƛǎ ƭƻŎŀǘŜŘ ƻutside, near the volleyball 
courts and picnic area. 

FOOD SERVICE 

Breakfast and lunch are offered delicatessen-style, weekdays in the student 
lounge/cafeteria. 

HOUSING 

With the majority of students commuting to campus, the college does not manage any 
housing of its own. However, the Admissions Office maintains a list of private housing 
available in the area. Generally, there is adequate housing available, but it is the 
ǎǘǳŘŜƴǘΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ŦƛƴŘ ƘƻǳǎƛƴƎ ŀǇǇǊƻǇǊƛŀǘŜ ǘƻ ǘƘŜƛǊ ƴŜŜŘǎΦ 

BOOKSTORE 

Pine TechniŎŀƭ /ƻƭƭŜƎŜΩǎ ōƻƻƪǎǘƻǊŜ ǇǊƻǾƛŘŜǎ ōƻƻƪǎΣ ǎǳǇǇƭƛŜǎΣ ŀƴŘ ƻǘƘŜǊ ƳŀǘŜǊƛŀƭǎ 
required or needed by students. The bookstore operates on a cash-only basis. 
Exceptions can only be made with authorization from the Financial Aid Office or a 
recognized agency providing student financial support. 

STUDENT SENATE 

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ {ǘǳŘŜƴǘ {ŜƴŀǘŜ ǎŜǊǾŜǎ ŀǎ ǘƘŜ ǾƻƛŎŜ ƻŦ ǘƘŜ ǎǘǳŘŜƴǘǎΦ 
Membership is elected from each major program area. Officers of the organization are 
elected by the vote of the student body. The Student Senate assists other student 
organizations, establishes the regulations for student-sponsored activities, promotes 
good conduct, and allocates funds for many projects. 

STUDENT CLUBS/ORGANIZATIONS 

The following are recognized PTC Student Organizations: 

Business Professionals of America (BPA): The PTC Chapter of BPA is affiliated with the 
state and national organization. Membership is open to all business majors.  

t¢/ {ƘƻƻǘŜǊǎΩ !ǎǎƻŎƛŀǘƛƻƴΥ Membership is open to any student interested in shooting 
sports and participating in collegiate competition in American Trap and Skeet, 
International Trap and Skeet, and Sporting Clays. The Shooters participate in several 
events each year and host a large, regional gun show each year as a fundraising event. 

Phi Theta Kappa: The Beta Kappa Rho Chapter of PTC is the two-year college honor 
society. Invitations are extended to students without advanced degrees who have 
completed at least 12 credits leading to an associate degree in which they have earned a 



GPA of 3.5 or above.  

Association of Information Technology Professionals: AITP offers opportunities for 
Information Technology (IT) leadership and education through partnerships with 
industry, government and academia. AITP provides quality IT related education, 
information on relevant IT issues and forums for networking with experienced peers and 
other IT professionals.  

Membership in other clubs and organizations is also available at PTC. Toastmasters, 
Weight Watchers, the Red Cross, and other community organizations use the campus 
for weekly/monthly meetings.  

ADVISORY COMMITTEES 

Pine Technical College works closely with business and industry. Over 200 volunteers 
ŦǊƻƳ ǿƛǘƘƛƴ ŀƴŘ ƻǳǘǎƛŘŜ ǘƘŜ ŀǊŜŀ ǎŜǊǾŜ ƻƴ t¢/Ωǎ ǾŀǊƛƻǳǎ ŀŘǾƛǎƻǊȅ ŎƻƳƳƛǘǘŜŜǎΦ ¢ƘŜ 
committee members come from busiƴŜǎǎŜǎ ŀƴŘ ƛƴŘǳǎǘǊƛŜǎ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ /ƻƭƭŜƎŜΩǎ 
educational programs. Committee members advise staff on curriculum, equipment, 
current technology, and employment opportunities for graduates. 

PTC FOUNDATION 

tƛƴŜ ¢ŜŎƘƴƛŎŀƭ /ƻƭƭŜƎŜΩǎ CƻǳƴŘŀǘƛƻƴ ƛǎ ŀ ƴƻƴ-profit organization that seeks private 
funding for student scholarships, equipment, staff development and College 
improvements. In addition to monetary donations, the Foundation also seeks donations 
of equipment, supplies and property. The Foundation is managed by a PTC 
administrator and a Board of Directors representing communities and organizations 
ǘƘǊƻǳƎƘƻǳǘ t¢/Ωǎ ǎŜǊǾƛŎŜ ŀǊŜŀΦ 

 

 

 

 
 



Business Technology 
 
 

Accounting 
Using a hands-on learning approach this program teaches the skills and procedures used 
in measuring, recording, analyzing, and communicating financial information.  The 
accounting program provides the foundation for a wide variety of professional business 
opportunities.  Options include bookkeeping certificate and an A.A.S. degree in 
accounting. 
 
Length of Program:    Bookkeeping Certificate - 29 credits  
    A.A.S Degree in Accounting - 63 credits 
 
Course Descriptions 
 
ACCP 1210 Principles of Accounting I (4 credits)  
This course is an introduction to the fundamental accounting concepts and principles 
used to analyze and record business transactions. Topics include accounting as an 
information system; measuring and recording business transactions; business income; 
adjusting entries; the accounting cycle; accounting for service businesses and 
merchandising operations; accounting systems; special purpose journals; accounting for 
cash; receivables; temporary investments; and inventories.  
(Prerequisites: College level reading) Offered Fall  
 
ACCP 1214 Payroll Accounting (2 credits)  
This course covers the various state and federal laws pertaining to the computation and 
payment of salaries and wages. Topics include preparation of employment records, 
payroll registers, time cards, employee earnings records, and state and federal reports. 
(Prerequisites: College level reading) Offered Fall 
 
ACCP 1231 Business Math (3 credits)  
This course covers application of mathematics functions to the solution of business 
problems using a 10-key calculator. The course is designed to provide a balance 
between conceptual understanding, skill development, and business applications. 
(Prerequisites: MATH0201 Math Foundations; Placement determined by assessment 
score) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
ACCP 1252 Principles of Accounting II (4 credits)  
This course covers long-term assets, payroll, current liabilities, financial accounting 
conceptual framework, partnerships, corporations, long term liabilities and the 
statement of cash flows.  
(Prerequisites:  ACCP1210 Principles of Accounting I) Offered Spring 
 
ACCP 1258 Computerized Spreadsheets (2 credits) 
This course instructs students in the theories and practical applications using today's 
most popular spreadsheet software program. Each basic concept presented is followed 
by step-by-step procedures for practice, and students will complete several 
comprehensive projects to reinforce theories and materials presented throughout the 
course.  
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring 



 
ACCP 1260 Computerized Accounting (3 credits)  
This course introduces the student to computerized accounting applications and 
software used in the business environment. Students will use fictitious companies to get 
hands-on training in each of the software modules. To reinforce the material, students 
complete several comprehensive projects.  
(Prerequisites: COCP 1201 MS OS Basics and ACCP 1210 Principles of Accounting I.) 
Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
 
ACCP 2260 Cost Accounting (4 credits) 
This course provides a foundation for understanding the basic concepts and objectives 
of cost/managerial accounting systems. Cost flows and the basic costing systems and job 
order and process costing are covered in depth. Planning and control of materials, labor, 
and overhead costs are discussed.  
(Prerequisites: ACCP 1210 Principles of Accounting I) Offered Spring 
 
ACCP 1201 Business Law (3 credits)  
Through the study of business law, students are made aware of their rights and 
responsibilities both as citizens and as productive members of our society. A student 
entering virtually any field of business must have a least a passing understanding of 
business law in order to function in the real world. This course is intended to introduce 
students to the fundamentals of the legal system and present them with some of the 
major areas of business law such as contracts, sales, commercial paper, agency and 
employment law, business organizations, property, and bailments. Other topics include 
the court system, criminal vs. tort law, transfer of title, warranties, product liability, 
agency and employment.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
ACCP 2250 Intermediate Accounting I (4 credits)  
This course covers the objectives of financial reporting; the role of the FASB and its 
primary activities; a review of the processing and reporting of financial data; 
preparation of the financial statements and the analysis of the statements; and the 
operating, financing, and investing activities of a business.  
(Prerequisite: ACCP1252 Principles of Accounting II) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
 
ACCP 2265 Income Taxes (3 credits)  
This course provides an explanation and interpretation of the Internal Revenue Code as 
applied to individual and business tax returns. Topics include filing requirements, filing 
status, gross income, inclusions and exclusions, itemized deductions, payment of 
estimated taxes, and preparation of tax forms.  
(Prerequisites: College Level Reading) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
 
ACCP 2290 Accounting Comprehensive Review (3 credits)  
This course serves as a capstone course covering financial accounting, ethics, business 
consulting, managerial accounting, business law and taxation. It is also designed to 
prepare the student for the Comprehensive Examination for Accreditation in 
Accountancy, as offered by the Accreditation Council for Accountancy and Taxation 
(ACAT). ACAT is an affiliate of the National Society of Public Accountants. This course 
should be taken in the student's last semester of residency.  



(Prerequisites: ACCP 1214 Payroll Accounting, ACCP 1252 Principles of Accounting II, and 
ACCP 1260 Computerized Accounting) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
ASCP 1265 Business Communications (3 credits) 
This course will develop the skills needed to speak and write the English language 
effectively. The course integrates techniques to assist writers and speakers in 
communicating with others.  Topics include business communication, technical 
communication and report writing. Additionally, students will have an opportunity to 
enhance their speaking and oral presentation skills.  
(Prerequisite: College level writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
Other Technical Course Requirements (for descriptions see below program list):  
COCP 1201 Microsoft OS Basics, MGMT 1200 Principles of Management, MGMT 1205 
Introduction to Business, PTCG 1225 Job Seeking. 
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ENGL 1276 College Composition, Goal Area 4, Gen Ed Electives, PHIL 1270 Critical 
Thinking Skills, SPCH 1270 Introduction to Speech. 

 

 
Business Administration 

 
Business Administration is an associate of science degree.  The program includes 
instruction in management theory, economics, marketing, business decision-making, 
accounting, and several general education goal areas. This program is designed to 
transfer to a four-year college or university.  
 
This is a two-year degree designed to transfer to a four-year college or university. 
 
Length of Program:                      A.S. Degree 61 credits  
 
 
Course Descriptions 
 
ACCP 1201 Business Law (3 credits) 
Through the study of business law, students are made aware of their rights and 
responsibilities both as citizens and as productive members of our society. A student 
entering virtually any field of business must have a least a passing understanding of 
business law in order to function in the real world. This course is intended to introduce 
students to the fundamentals of the legal system and present them with some of the 
major areas of business law such as contracts, sales, commercial paper, agency and 
employment law, business organizations, property, and bailments. Other topics include 
the court system, criminal vs. tort law, transfer of title, warranties, product liability, 
agency and employment.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
ACCP 1210 Principles of Accounting I (4 credits)  
This course is an introduction to the fundamental accounting concepts and principles 
used to analyze and record business transactions. Topics include accounting as an 



information system; measuring and recording business transactions; business income; 
adjusting entries; the accounting cycle; accounting for service businesses and 
merchandising operations; accounting systems; special purpose journals; accounting for 
cash; receivables; temporary investments; and inventories.  
(Prerequisites: College level reading) Offered Fall  
 
ACCP 1252 Principles of Accounting II (4 credits)  
This course covers long-term assets, payroll, current liabilities, financial accounting 
conceptual framework, partnerships, corporations, long term liabilities and the 
statement of cash flows. 
(Prerequisites:  ACCP1210 Principles of Accounting I) Offered Spring 
 
ACCP 1258 Computerized Spreadsheets (2 credits)  
This course instructs students in the theories and practical applications using today's 
most popular spreadsheet software program. Each basic concept presented is followed 
by step-by-step procedures for practice, and students will complete several 
comprehensive projects to reinforce theories and materials presented throughout the 
course.  
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
COCP 1201 Microsoft Operating System Basics (2 credits)  
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
MGMT 1200 Principles of Management (3 credits) 
This course examines basic management concepts and principles, their historical and 
philosophical development, and their application to modern organizations.  Topics 
covered will include planning, organizing, decision-making, leadership, control, and 
organizational change.  In addition, the course includes an introduction to business 
ethics and social responsibility, human resource management, and organizational design 
and behavior.   
(Prerequisites:  MGMT1205 Intro to Business having earned a C or better) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
MGMT 1205 Introduction to Business (3 credits)  
This course provides an overview of the world of business. Students will learn about the 
environment of business, including the economic, political/legal, socio-demographic, 
global, technological, and competitive aspects and how they impact organizations. In 
addition, the various functional areas of business (management, marketing, finance) will 
be examined. Students will also consider the critical issues that face most contemporary 
business organizations, such as ethical/social issues, cultural diversity, and global 
considerations.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
 



MKTG 1200 Introduction to Principles of Marketing (3 credits)  
This course conveys a basic understanding of the theories and practices of marketing 
and how marketing interacts with the entire business process. This course serves as a 
foundation for advanced studies in marketing and applied economics.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ECON 1250 Principles of Micro Economics, ENGL 1276 College Composition, MATH 1260 
College Algebra, MATH 1265 Elementary Statistics, PHIL 1220 Human Ethics, PHIL 1270 
Critical Thinking Skills, PSYC 1200 Introduction to Psychology, SPCH 1270 Introduction to 
Speech. General Education electives plus 6 credits from any of 10 goal areas.  
 
 

Biotechnology 
 
This A.S. degree prepares students for transfer to a baccalaureate degree in areas such 
as, molecular biology and practical agriculture, vaccine development and pollution 
control, sustainable agriculture and chemical balances. 
 
This is a two-year degree designed to transfer to a four-year college or university. 
 
Length of Program:             A.S. Degree  62 credits 
 
 
Course Descriptions 
 
ACCP 1258 Computerized Spreadsheets (2 credits)  
This course instructs students in the theories and practical applications using today's 
most popular spreadsheet software program. Each basic concept presented is followed 
by step-by-step procedures for practice, and students will complete several 
comprehensive projects to reinforce theories and materials presented throughout the 
course.  
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
BIOL 1250 General Biology 1 (4 credits)  
The course will present students with the organic chemistry of life, cellular organization 
in plants and animals, diversity of cells from prokaryotic to eukaryotic systems, the 
physics and chemistry of photosynthesis, the chromosomal and molecular basis of 
inheritance, microbiology, and the genetics of viruses and bacteria. This course contains 
a lab component.  
(Prerequisites: College level reading and math) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
BIOL 1255 Microbiology (3 credits)  
Microbiology is the study of the classification, structure, and function of microbes, with 
emphasis on disease- causing bacteria, viruses, protozoans and fungi. We will also study 
the control of microbial growth, study of basic laboratory techniques used in 
microbiology: use of the microscope for viewing microbes, staining techniques, bacterial 
morphology and staining patterns, preparation of media culture, and microbial 



identification techniques. This course is recommended for students in the health fields 
or students seeking a course with labs for their liberal arts education.  
(Prerequisites: Successful completion of General Biology 1 or equivalent) Offered 
Summer 
 
CHEM 1250 Principles of Chemistry I (3 credits)  
This course will present the principles of inorganic chemistry.  Among the topics to be 
covered will be: Atomic structure, stoichiometry, chemical reactions, solutions, gases, 
thermo chemistry, quantum theory, chemical bonding, oxidation - reduction reactions 
and intermolecular forces.  
(Prerequisites: MATH 0201 Math Foundations or appropriate score and high school 
chemistry or introductory chemistry) Offered on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
CHEM   1251    Principles of Chemistry II (4 credits) 
This course is a continuation of Chemistry 1250.  Among the topics to be covered are 
chemical kinetics, chemical equilibrium, acids and bases, thermodynamics, 
electrochemistry, nuclear chemistry and organic chemistry.  
Offered on demand 
 
COCP 1201 Microsoft Operating System Basics (2 credits)  
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
ECON 1250 Principles of Micro Economics (3 credits)  
This course presents analysis of microeconomic behavior of consumers, firms, and 
markets in domestic and world economy. The course also covers supply and demand; 
market competition and monopoly; distribution of income; resource allocation and 
consumption; pricing; economic interdependencies in the global economy, and effects 
of global economy on individual decisions.  
(Prerequisites: college level reading and math) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
ENGL 1276 College Composition (4 credits)    
This course presents students with the process of writing for the sake of communicating 
their ideas to the public. The course will focus on the generation, organization and 
communication of ideas in expository essay forms based on experience, observation, 
and research, with an emphasis on argumentation, critical thinking, and rhetorical 
strategies. Mechanics and writing style will also be stressed.  
(Prerequisites: College level reading and writing or appropriate courses) Offered Fall and 
Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
ENGL 2280 Introduction to Creative Writing (3 credits)  
This course will enhance the student's understanding of the various conventions of 
creative prose and poetry; students will compose their own creative written works in 
poetry, short fiction, and non-fiction memoir, and share and refine their writing in a 



workshop setting.  Course emphasis is on composing imaginative, insightful written 
work designed to have an impact on a public audience.  
(Prerequisites: ENGL 1276 College Composition or equivalent 1000-level composition 
course) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
MATH 1260 College Algebra (3 credits)  
This course presents the student with the methods of linear and quadratic equations, 
radicals, complex numbers, functions and graphs, transformations, polynomial and 
rational functions, exponential and logarithmic functions, and systems of equations and 
inequalities.  
(Prerequisites: MATH 0450 Intermediate Algebra or placement determined by 
assessment score) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
MATH 1265 Elementary Statistics (3 credits)  
Elementary Statistics provides students with a practical understanding of statistics. 
Students will be introduced to some basic mathematics and probability upon which 
statistics relies. The course centers on three major areas: descriptive statistics, 
elementary probability, and inferential statistics. Topics include: graphing and data 
representation, measures of central tendency and variability, normal distributions, 
elementary hypothesis testing, correlation and linear regression, and analysis of 
variance.  
(Prerequisites: College level algebra) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
MGMT 1200 Principles of Management (3 credits)  
This course examines basic management concepts and principles, their historical and 
philosophical development, and their application to modern organizations.  Topics 
covered will include planning, organizing, decision-making, leadership, control, and 
organizational change.  In addition, the course includes an introduction to business 
ethics and social responsibility, human resource management, and organizational design 
and behavior.   
(Prerequisites:  MGMT1205 Intro to Business having earned a C or better) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
MGMT 1205 Introduction to Business (3 credits)  
This course provides an overview of the world of business. Students will learn about the 
environment of business, including the economic, political/legal, socio-demographic, 
global, technological, and competitive aspects and how they impact organizations. In 
addition, the various functional areas of business (management, marketing, finance) will 
be examined. Students will also consider the critical issues that face most contemporary 
business organizations, such as ethical/social issues, cultural diversity, and global 
considerations.  
Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
MKTG 1200 Introduction to Principles of Marketing (3 credits)  
This course conveys a basic understanding of the theories and practices of marketing 
and how marketing interacts with the entire business process. This course serves as a 
foundation for advanced studies in marketing and applied economics.  
Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
 
 



PHIL 1220 Human Ethics (3 credits) 
This course presents students with an examination of the basic philosophical questions 
about moral values through the analysis of various controversial issues.  Students will 
increase their understanding of how ethical decisions are created and evaluated 
through reading, writing, and discussion.  
(Prerequisites:  College level reading and writing) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
PHYS 1250 College Physics I (4 credits)  
This course is an introduction to Newtonian statics and dynamics.  Selected topics 
include vector forces, moments, constant acceleration, trajectories, friction, the 
concepts of simple machines, rotary motion, work, power, energy and torque. 
(Prerequisites: College Algebra and Trigonometry) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
PSYC 1200 Introduction to Psychology (3 credits)  
This course presents a survey of contemporary and historical psychology, including the 
biological bases of behavior, the effects of social conditioning and environmental 
influences on behavior and personality.  This course3 also explores cognitive 
mechanisms, social influences, personality disorders and treatment.   
(Prerequisites:  Completion of READ 0200 or above; completion/or concurrent enrollment 
in ENGL 0200 or above or appropriate assessment scores)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
SOCI 1200 Introduction to Sociology (3 credits)  
This course presents an overview of the characteristics, structures and processes that 
shape human societies; the impact of social forces on individuals and groups; the effects 
of individual decision-making on society, and the complex relationships between the 
individual and society. Course emphasis is on cultural diversity and globalism.  
(Prerequisites: College level reading and writing) Offered Fall 
 
SPCH 1270 Introduction to Speech (3 credits)  
This course emphasizes interpersonal communication, small group communication and 
public speaking.  Students will study theories of communication, but will also participate 
in these forms of communication.  Along with the emphasis on verbal communication, 
students will heighten their skills of relating meaningfully to others, thinking critically, 
organizing ideas clearly, and speaking and listening effectively.  
(Prerequisites:  College level reading and writing) Offered Spring   
 
 

Management of Information Systems 
 
Management Information Systems, General.  A program that generally prepares 
individuals to provide and manage data systems and related facilities for processing and 
retrieving internal business information; select systems and train personnel; and 
respond to external data requests.  Includes instruction in cost and accounting 
information systems, management control systems, personnel information systems, 
data storage and security, business systems networking, report preparation, computer 
facilities and equipment operation and maintenance, operator supervision and training, 
and management information systems policy and planning. 
 
This is a two-year degree, designed to transfer to four-year colleges and universities.  
 



Length of Program:                     A.S. Degree 63 credits 
 
 
Course Descriptions 
 
ACCP 1210 Principles of Accounting I (4 credits)  
This course is an introduction to the fundamental accounting concepts and principles 
used to analyze and record business transactions. Topics include accounting as an 
information system; measuring and recording business transactions; business income; 
adjusting entries; the accounting cycle; accounting for service businesses and 
merchandising operations; accounting systems; special purpose journals; accounting for 
cash; receivables; temporary investments; and inventories.  
(Prerequisites: College level reading) Offered Fall 
 
ACCP 1252 Principles of Accounting II (4 credits)  
This course covers long-term assets, payroll, current liabilities, financial accounting 
conceptual framework, partnerships, corporations, long term liabilities and the 
statement of cash flows.  
(Prerequisites:  ACCP1210 Principles of Accounting I) Offered Spring 
 
COCP 1201 Microsoft Operating System Basics (2 credits)  
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
COCP 1220 Microcomputer Database (3 credits)  
This course is an introduction to database concepts; creation, and management. Topics 
include: database creation and maintenance, query design and development, custom 
form and report design and development, database integration with the web and other 
software, and management and security of a database.  
(Prerequisites: COCP1201 MS OS Basics) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
COCP 1230 Program Design & Development I (2 credits)  
This course gives students an introduction to computer programming, history and basic 
concepts, using the Python programming language as well as elements and methods of 
structured programming.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
COCP 1258 Visual C/C++ Programming I (3 credits) 
Introduction to computer programming with C++ covering:  Variables, constants, 
operators, assignments, strings, built-in functions, control structures (sequence, 
selection and repetition), programmer-defined functions (value-returning and void), 
structures, problem solving and algorithms. The emphasis is on structured programming 
techniques.  



(Prerequisites: COCP1201 MS OS Basics and college level writing and math) Offered 
Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
COCP 1268 Visual C/C++ Programming II (3 credits)  
This course is the intermediate course in the curriculum. This course covers: classes and 
data abstraction, inheritance and composition, pointers (classes and virtual functions), 
overloading and templates, linked lists, stacks and queues. The emphasis is on object-
oriented techniques.  
(Prerequisites: COCP 1258 Visual C/C++ Programming I) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
COCP 1281 Database Programming II (2 credits)  
Discussion of the state of practice in modern database systems, with an emphasis on 
relational systems. Topics include database design, database system architecture, SQL, 
normalization techniques, storage structures, query processing, concurrency control, 
recovery, security, and new directions such as object-oriented and distributed database 
systems. Students gain hands-on experience with commercial database systems and 
interface building tools. Programming projects are required.  
(Prerequisites: COCP 1220 Microcomputer Database) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
MGMT 1200 Principles of Management (3 credits)  
This course examines basic management concepts and principles, their historical and 
philosophical development, and their application to modern organizations.  Topics 
covered will include planning, organizing, decision-making, leadership, control, and 
organizational change.  In addition, the course includes an introduction to business 
ethics and social responsibility, human resource management, and organizational design 
and behavior.  
(Prerequisites:  MGMT 1205 Intro to Business having earned a C or better) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
MGMT 1205 Introduction to Business (3 credits)  
This course provides an overview of the world of business. Students will learn about the 
environment of business, including the economic, political/legal, socio-demographic, 
global, technological, and competitive aspects and how they impact organizations. In 
addition, the various functional areas of business (management, marketing, finance) will 
be examined. Students will also consider the critical issues that face most contemporary 
business organizations, such as ethical/social issues, cultural diversity, and global 
considerations.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
MKTG 1200 Introduction to Principles of Marketing (3 credits)  
This course conveys a basic understanding of the theories and practices of marketing 
and how marketing interacts with the entire business process. This course serves as a 
foundation for advanced studies in marketing and applied economics.  
(Prerequisites: None)  Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ECON 1250 Principles of Micro Economics, ENGL 1276 College Composition, MATH 1260 
College Algebra, MATH 1265 Elementary Statistics, PHIL 1220 Human Ethics, PHIL 1270 
Critical Thinking Skills, PSYC 1200 Introduction to Psychology, SPCH 1270 Introduction to 
Speech. General Education electives plus 6 credits from any of 10 goal areas. 



Computer Science 
 
A general program that focuses on computers, computing problems and  solutions, 
and the design of computer systems and user interfaces from a scientific perspective. 
Program includes instruction in the principles of computational science, and computing 
theory; computer hardware design; computer development and programming; and 
applications to a variety of end-use situations. 
 
This is a two-year degree designed to transfer to a four-year college or university. 
 
Length of Program:               A.S. Degree 62 credits 
 
Course Descriptions 
 
COCP 1200 Introduction to UNIX (2 credits)  
This course offers an introduction to the UNIX operating system for new users. Topics 
include UNIX evolution, file organization, user commands and utilities. UNIX processes 
and job control are also covered. Students will learn to write scripts using branching and 
looping controls.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
COCP 1201 Microsoft Operating System Basics (2 credits) 
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
COCP 1202 Networking Basics (3 credits)  
This course covers a general introduction for students who need a foundation in current 
networking technology for local area networks (LANs), wide-area networks (WANs), and 
the Internet. This course covers the basics of computer networking terms and concepts 
such as topologies, transmission media, and protocols.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
COCP 1230 Program Design & Development I (2 credits)  
This course gives students an introduction to computer programming, history and basic 
concepts, using the Python programming language as well as elements and methods of 
structured programming.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
COCP 1231 Web Development I (3 credits)  
This course covers architecture of the web, Internet services and access, business 
applications, site design, basic HTML coding, tables, graphics, frames, and web 
development tools.  
(Prerequisites: COCP 1201 MS OS Basics)  Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 



COCP 1233 Intro to Object Oriented Analysis and Design (2 credits) 
An applied programming and design course addressing object oriented technology 
including data abstraction, classes and object, polymorphism, and analysis methods. 
(Prerequisites: COCP 1258 Visual C/C++ Programming I) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
COCP 1258 Visual C/C++ Programming I (3 credits) 
Introduction to computer programming with C++ covering:  Variables, constants, 
operators, assignments, strings, built-in functions, control structures (sequence, 
selection and repetition), programmer-defined functions (value-returning and void), 
structs, problem solving and algorithms. The emphasis is on structured programming 
techniques.  
(Prerequisites: COCP 1201 MS OS Basics and college level writing and math) Offered 
Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
COCP 1268 Visual C/C++ Programming II (3 credits) 
This course is the intermediate course in the curriculum. This course covers: classes and 
data abstraction, inheritance and composition, pointers (classes and virtual functions), 
overloading and templates, linked lists, stacks and queues. The emphasis is on object-
oriented techniques.  
(Prerequisites: COCP 1258 Visual C/C++ Programming I) Offered Fall   
 
COCP 1281 Database Programming II (2 credits)  
Discussion of the state of practice in modern database systems, with an emphasis on 
relational systems. Topics include database design, database system architecture, SQL, 
normalization techniques, storage structures, query processing, concurrency control, 
recovery, security, and new directions such as object-oriented and distributed database 
systems. Students gain hands-on experience with commercial database systems and 
interface building tools. Programming projects are required.  
(Prerequisites: COCP 1220 Microcomputer Database) Offered Fall     
 
COCP 2266 Assembly Language (3 credits)  
This course is a fundamental study of both assembly language and computer 
architecture integrating software and hardware throughout.  It will prepare students for 
advanced work in programming, compiler design, operating systems and computer 
engineering.    
(Prerequisites:  COCP 1268 C/C++ 2) Offered Spring         
 
PSYC  1200  Introduction to Psychology (3 credits) 
This course presents a survey of contemporary and historical psychology, including the 
biological bases of behavior, the effects of social conditioning and environmental 
influences on behavior and personality. This course3 also explores cognitive 
mechanisms, social influences, personality disorders and treatment.  
(Prerequisites: Completion of READ 0200 or above; completion/or concurrent enrollment 
in ENGL 0200 or above or appropriate assessment scores)  
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ECON 1250 Principles of Micro Economics, ENGL 1276 College Composition, MATH 1262 
College Calculus I, MATH 2262 College Calculus II , PHIL 1220 Human Ethics, PHIL 1270 



Critical Thinking Skills, PHYS 1250 College Physics I, PHYS 2250 College Physics II, SPCH 
1270 Introduction to Speech. 
 
 
 

Computer Programming 
 

A program that focuses on the general writing and implementation of generic and 
customized programs to drive operating systems and that generally prepares individuals 
to apply the methods and procedures of software design and programming to software 
installation and maintenance.  Program includes instruction in software design, low- and 
high-level languages and program writing; program customization and linking; prototype 
testing; troubleshooting; and related aspects of operating systems and networks. 
 
Length of Program:                    A.A.S. Degree   63 credits 
 
Course Descriptions 
 
COCP 1200 Introduction to UNIX (2 credits) 
This course offers an introduction to the UNIX operating system for new users. Topics 
include UNIX evolution, file organization, user commands and utilities. UNIX processes 
and job control are also covered. Students will learn to write scripts using branching and 
looping controls.  
(Prerequisites: None) Offered Fall 
 
COCP 1201 Microsoft Operating System Basics (2 credits) 
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring 
 
COCP 1202 Networking Basics (3 credits) 
This course covers a general introduction for students who need a foundation in current 
networking technology for local area networks (LANs), wide-area networks (WANs), and 
the Internet. This course covers the basics of computer networking terms and concepts 
such as topologies, transmission media, and protocols.  
(Prerequisites: None) Offered Fall 
 
COCP 1208 Network Administration I (2 credits) 
A beginning networking course covering the fundamentals of network administration. 
Content includes Novell Directory Services, workstation access, network security, Novell 
Distributed Print Services, desktop management and applications management. 
(Prerequisites: None) Offered Fall 
 
COCP 1209 Workstation Operating System I (3 credits) 



This course is intended for anyone who wants to learn how to install, configure, 
administer, and support the Microsoft Windows workstation operating system, as well 
as for those individuals seeking certification. The course begins by exploring some of the 
new features and improvements in the latest version of the Windows workstations and 
devotes an entire lesson to troubleshooting using the Help and Support Center. Once 
this foundation is established, the course guides the students through installing the 
Windows workstation operating system and then walks them through configuring, 
administering, and supporting it.  
(Prerequisites: None) Offered Fall 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
COCP 1220 Microcomputer Database (3 credits)  
This course is an introduction to database concepts; creation, and management. Topics 
include: database creation and maintenance, query design and development, custom 
form and report design and development, database integration with the web and other 
software, and management and security of a database.  
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring 
 
COCP 1230 Program Design & Development I (2 credits) 
This course gives students an introduction to computer programming, history and basic 
concepts, using the Python programming language as well as elements and methods of 
structured programming.  
(Prerequisites: None) Offered Fall 
 
COCP 1231 Web Development I (3 credits) 
This course covers architecture of the web, Internet services and access, business 
applications, site design, basic HTML coding, tables, graphics, frames, and web 
development tools.  
(Prerequisites: COCP 1201 MS OS Basics)  Offered Spring 
 
COCP 1233 Intro to Object Oriented Analysis and Design (2 credits) 
An applied programming and design course addressing object oriented technology 
including data abstraction, classes and object, polymorphism, and analysis methods. 
(Prerequisites: COCP 1258 Visual C/C++ Programming I) Offered Spring 
 
COCP 1250 Microcomputer Hardware Support (3 credits) 
This course is designed to prepare you to support personal computers (PCs). The course 
objective is to take you from the "just-a-user-level" to the "I-can-fix-this-level" for the 
most common PC hardware and software concerns. The coverage is balanced-while 
focusing on new hardware, it also covers the real world for PC repair, where some older 
technology remains in widespread use and still needs support. For example, the course 
will cover various Pentium processors, but also addresses the 486 processors. Also 
included is thorough coverage of operating system and application support, including 
DOS, Windows 9x, Windows NT, Windows 2000, and Windows XP.  
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring 
 
COCP 1253 Microsoft Server Operating System I (3 credits) 
This course covers installing and configuring Microsoft Windows Server operating 
system.  Topics include overview of the operating system, installation routines, various 
file systems and disk management functions, administration of the operating system, 
and exploration of Active Directory services.  Students will also cover NetWare 



integration and migration, network protocols, routing and remote access, and Microsoft 
Internet Information Server.  Additionally, students will be introduced to monitoring and 
optimizing Windows Server. 
(Prerequisites: COCP 1209 MS Workstation Operating System) Offered Spring 
  
 
COCP 1258 Visual C/C++ Programming I (3 credits) 
Introduction to computer programming with C++ covering:  Variables, constants, 
operators, assignments, strings, built-in functions, control structures (sequence, 
selection and repetition), programmer-defined functions (value-returning and void), 
structs, problem solving and algorithms. The emphasis is on structured programming 
techniques.  
(Prerequisites: COCP 1201 MS OS Basics and college level writing and math) Offered 
Spring 
 
COCP 1268 Visual C/C++ Programming II (3 credits) 
This course is the intermediate course in the curriculum. This course covers: classes and 
data abstraction, inheritance and composition, pointers (classes and virtual functions), 
overloading and templates, linked lists, stacks and queues. The emphasis is on object-
oriented techniques.  
(Prerequisites: COCP 1258 Visual C/C++ Programming I) Offered Fall 
 
COCP 1281 Database Programming II (2 credits) 
Discussion of the state of practice in modern database systems, with an emphasis on 
relational systems. Topics include database design, database system architecture, SQL, 
normalization techniques, storage structures, query processing, concurrency control, 
recovery, security, and new directions such as object-oriented and distributed database 
systems. Students gain hands-on experience with commercial database systems and 
interface building tools. Programming projects are required.  
(Prerequisites: COCP1220 Microcomputer Database) Offered Fall 
 
COCP 2230 UNIX System Installation and Administration (3 credits) 
UNIX System installation and administration.  
(Prerequisites: COCP 1200 Intro to UNIX, COCP 1208 Network Admin I and COCP 1202 
Network Basics) Offered Fall 
 
COCP 2266 Assembly Language (3 credits)  
This course is a fundamental study of both assembly language and computer 
architecture integrating software and hardware throughout.  It will prepare students for 
advanced work in programming, compiler design, operating systems and computer 
engineering.    
(Prerequisites:  COCP 1268 C/C++ 2) Offered Spring         
 
COCP 2290 Computer Support Comprehensive Review (4 Credits) 
This course serves as a capstone course covering Network, Workstation and Hardware 
Support.  It is also designed to prepare the student for the CompTIA Net+ and A+ Exams. 
This course ǎƘƻǳƭŘ ōŜ ǘŀƪŜƴ ƛƴ ǘƘŜ ǎǘǳŘŜƴǘΩǎ ƭŀǎǘ ǎŜƳŜǎǘŜǊ ƻŦ ǊŜǎƛŘŜƴŎȅΦ  
(Prerequisites: COCP 1253 Microsoft Server OS, COCP 1250 Microcomputer Hardware, 
and COCP 2230 UNIX Administration) Offered Spring 
 



Other Technical Course Requirements (for descriptions see below program list):  
PTCG 1225 Job Seeking. 
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ENGL 1276 College Composition, MATH 1260 College Algebra, SPCH 1270 Introduction 
to Speech. 
 

Networking and Microcomputer Technology 
 

The Certificate prepares students well for Help Desk positions. Help Desk positions are 
good jobs in themselves as well as excellent foot-in-door opportunities for students who 
would aspire ultimately to become application developers.  
 
According to the Bureau of Labor Statistics: 
 
ά9ƳǇƭƻȅƳŜƴǘ ƻŦ ŎƻƳǇǳǘŜǊ ǎǳǇǇƻǊǘ ǎǇŜŎƛŀƭƛǎǘǎ ƛǎ ŜȄǇŜŎǘŜŘ ǘƻ ƛƴŎǊŜŀǎŜ ŦŀǎǘŜǊ ǘƘŀƴ ǘƘŜ 
average for all occupations through 2014, as organizations continues to adopt 
increasingly sophisticated technology and integrate it into their systems. Job growth will 
continue to be driven by the ongoing expansion of the computer system design and 
related services industry, which is projected to remain one of the fastest-growing 
ƛƴŘǳǎǘǊƛŜǎ ƛƴ ǘƘŜ ¦Φ{Φ ŜŎƻƴƻƳȅΦέ 
 
Length of Program:  Certificate  29 credits 
 
 
Course Descriptions 
 
COCP 1200 Introduction to UNIX (2 credits) 
This course offers an introduction to the UNIX operating system for new users.  Topics 
include UNIX evolution, file organization, user commands and utilities.  UNIX processes 
and job control are also covered.  Students will learn to write scripts using branching 
and looping controls.   
(Prerequisites: None) Offered Fall 
 
COCP 1201 Microsoft Operating System Basics (2 credits) 
This course covers the fundamentals of a Microsoft Windows environment Ӯincluding 
customizing your desktop and the start menu, creating shortcuts, creating folders and 
files, moving and copying folders and files, adding/removing hardware and software, 
connecting to a network, setting passwords, using Windows utilities, and 
troubleshooting.  You will also be exposed to the basics of the Internet, including 
techniques for finding what you want on the Internet.  This course will also cover the 
basics of Microsoft Word and Microsoft Excel, as well as a brief look at Microsoft Access 
and Microsoft PowerPoint.  
(Prerequisites: None) Offered Fall and Spring 
 
COCP 1202 Network Basics (3 credits) 
This course covers a general introduction for students who need a foundation in current 
networking technology for local area networks (LANs), wide-area networks (WANs), and 



the Internet.  This course covers the basics of computer networking terms and concepts 
such as topologies, transmissions media, and protocols.   
(Prerequisites: COCP 1201 MS OS Basics or concurrent enrollment) Offered Fall 
 
COCP 1208 Network Administration I (2 credits) 
A beginning networking course covering the fundamentals of network administration.  
Content includes Novell Directory Services, workstation access, network security, Novell 
Distributed Print Services, desktop management and applications management.  
(Prerequisites: None) Offered Fall 
COCP 1209 Workstation Operating System I (3 credits) 
This course is intended for anyone who wants to learn how to install, configure, 
administer, and support the Microsoft Windows workstation operating system, as well 
as for those individuals seeking certification.  The course begins by exploring some of 
the new features and improvements in the latest version of the Windows workstations 
and devotes an entire lesson to troubleshooting using the Help and Support Center.  
Once this foundation is established, the course guides the students through installing 
the Windows workstation operating system and then walks them through configuring, 
administering, and supporting it.   
(Prerequisites: None) Offered Fall 
 
COCP 1210 Help Desk Concepts (1 credit) 
This course is designed to provide students with an understanding of the help desk 
environment and the knowledge, skills, and abilities necessary to work in the user 
support industry.  It is useful for both the person who is starting out in the user support 
industry, as well as the person who is an experienced professional.  The course places an 
emphasis on problem solving and communication skills, in addition to the technical 
aspects of user support.  Through hands-on exercises and case projects, students apply 
their knowledge and develop their ideas and skills.  Class discussion topics include help 
desk concepts, processes and procedures, tools and technologies, performance and 
measures, and customer support strategies.  Students work individually and in teams to 
ǇǊŜǇŀǊŜ ǘƘŜƳ ŦƻǊ ǘƻŘŀȅΩǎ ǘŜŀƳ-oriented work environment.   
(Prerequisites: COCP 1201 Microsoft OS Basics) Offered Spring 
 
COCP 1220 Microcomputer Database (3 credits)   
This course is an introduction to database concepts; creation, and management.  Topics 
include: database creation and maintenance, query design and development, custom 
form and report design and development, database integration with the web and other 
software, and management and security of a database.   
(Prerequisites: COCP 1201 Microsoft OS Basics) Offered Spring 
 
COCP 1225 Supporting Applications Users (3 credits) 
Supporting users of and troubleshooting the current Microsoft Windows Operating 
System and Office Applications.  
(Prerequisites: COCP 1201 Microsoft OS Basics) 
 
COCP 1250 Microcomputer Hardware Support (3 credits) 
This course is designed to prepare you to support personal computers (PCs).  The course 
objective is to take you fǊƻƳ ǘƘŜ άƧǳǎǘ-a-user-ƭŜǾŜƭέ ǘƻ ǘƘŜ άL-can-fix-this-ƭŜǾŜƭέ ŦƻǊ ǘƘŜ 
most common PC hardware and software concerns.  The coverage is balancedτwhile 
focusing on new hardware, it also covers the real world for PC repair, where some older 



technology remains in widespread use and still needs support.  For example, the course 
will cover various Pentium processors, but also addresses the 486 processors.  Also 
included is thorough coverage of operating system and application support, including 
DOS, Windows 9x, Windows NT, Windows 2000, and Windows XP.   
(Prerequisites: COCP 1201 Microsoft OS Basics) Offered Spring 
 
COCP 1253 MS Windows Server (3 credits) 
This course covers installing and configuring Microsoft Windows Server operating 
system.  Topics include overview of the operating system, installation routines, various 
file systems and disk management functions, administration of the operating system, 
and exploration of Active Directory services.  Students will also cover NetWare 
integration and migration, network protocols, routing and remote access, and Microsoft 
Internet Information Server. Additionally, students will be introduced to monitoring and 
optimizing Windows Server.  
(Prerequisites: COCP 1209 MS Workstation Operating System) Offered Spring 
 
Other Technical Course Requirements (for descriptions see below program list):  
PTCG 1225 Job Seeking 
 
 

Virtual Reality 
 

άbƻǿΣ ǘƘŜ ǘƛƳŜ ƛǎ ǊƛƎƘǘ ŦƻǊ ǘƘŜ ƛƴǘŜƎǊŀǘƛƻƴ ƻŦ ǾƛǊǘǳŀƭ ǊŜŀƭƛǘȅ ƛƴǘƻ ǘƘŜ ŎƻƳƳƻƴ ŎƻƳǇǳǘŜǊ-
ǳǎŜǊΩǎ ƭƛǎǘ ƻŦ ǇŜǊƛǇƘŜǊŀƭǎΦ ¢ƘŜ ƘƛƎƘ ƭŜǾŜƭ ƻŦ ǘŜŎƘƴƻƭƻƎȅ ƛǎ Ǉresent, along with the ability to 
reduce overall cost and effectively utilize new software for the VR headsets. Gaming 
technology and sophistication has increased, allowing consumers a wide range of 
choices concerning gaming peripherals and accessories. Descent, a 3D action shooter 
has already incorporated software extensions for use with future-generation VR 
ǘŜŎƘƴƻƭƻƎȅΦέ 
--What Happened to Virtual Reality Gaming? 
   By Jason Bednarik 
 
According to the Bureau of Labor Statistics, 
ά¢ƘŜ ƳŀǊƪŜǘ ŦƻǊ ŜŘǳŎŀǘƛƻƴŀƭ software and entertainment software, which includes video 
ƎŀƳŜǎΣ ƛǎ ŀƭǎƻ ŜȄǇŜŎǘŜŘ ǘƻ ŜȄǇŜǊƛŜƴŎŜ Ǌƻōǳǎǘ ƎǊƻǿǘƘ ƻǾŜǊ ǘƘŜ ƴŜȄǘ ŘŜŎŀŘŜΦέ 
 
άΧǘƘŜ ƎǊƻǿǘƘ ƻŦ ǎƻŦǘǿŀǊŜ ǇǳōƭƛǎƘƛƴƎΣ ƻŦ ǿƘƛŎƘ ǾƛŘŜƻ ƎŀƳŜ ŘŜǎƛƎƴ ƛǎ ŀ ǇŀǊǘΣ ǿƛƭƭ ŜȄǇŀƴŘ 
ōȅ стΦф҈ ōŜǘǿŜŜƴ нллн ŀƴŘ нлмнΦέ 
 
Length of Program:  A.A.S. Degree  61 credits 
 
Course Descriptions 
 
COCP 1200 Introduction to UNIX (2 credits) 
 
This course offers an introduction to the UNIX operating system for new users.  Topics 
include UNIX evolution, file organization, user commands and utilities.  UNIX processes 
and job control are also covered.  Students will learn to write scripts using branching 
and looping controls.   
(Prerequisites: None) Offered Fall. 



 
COCP 1201 Microsoft Operating System Basics (2 credits) 
This course covers the fundamentals of a Microsoft Windows environment Ӯincluding 
customizing your desktop and the start menu, creating shortcuts, creating folders and 
files, moving and copying folders and files, adding/removing hardware and software, 
connecting to a network, setting passwords, using Windows utilities, and 
troubleshooting.  You will also be exposed to the basics of the Internet, including 
techniques for finding what you want on the Internet.  This course will also cover the 
basics of Microsoft Word and Microsoft Excel, as well as a brief look at Microsoft Access 
and Microsoft PowerPoint.  
(Prerequisites: None) Offered Fall and Spring 
 
COCP 1202 Network Basics (3 credits) 
This course covers a general introduction for students who need a foundation in current 
networking technology for local area networks (LANs), wide-area networks (WANs), and 
the Internet.  This course covers the basics of computer networking terms and concepts 
such as topologies, transmissions media, and protocols.  
(Prerequisites: COCP 1201 MS OS Basics or concurrent enrollment) Offered Fall 
 
COCP 1230 Program Design and Development (2 credits) 
This course gives students an introduction to computer programming, history and basic 
concepts, using the Python programming language as well as elements and methods of 
structured programming.  
(Prerequisites: None) Offered Fall 
 
COCP 1233 Introduction to Object Oriented Program Analysis and Design (2 
credits) 
An applied programming and design course addressing object oriented technology 
including data abstraction, classes and object, polymorphism, and analysis methods. 
(Prerequisites: COCP 1258 C++ Programming I) Offered Spring 
 
COCP 1235 Multimedia Design Fundamentals (3 credits) 
This course covers concepts of design, art and technology; the tools used in interactive 
industry; open source tool alternatives; design documentation and project planning. 
(Prerequisites: COCP 1201 Microsoft OS Basics and college readiness) Offered Fall 
 
COCP 1243 Introduction to Computer Graphics (3 credits) 
This course covers concepts in applied interactive math; jargon/concepts; basics of a 3D 
engine; a survey of commercial and open source 3D engines; rendering; Graphics 
Processing Unit /Central Processing Unit concepts and programming vertex and pixel 
shaders.  
(Prerequisites: MATH 1260 College Algebra, COCP 1230 Program Development and 
Design, and COCP 1258 C++ Programming I) Offered Fall. 
 
COCP 1244 Virtual Reality I (3 credits) 
This course covers concepts in the hardware used in virtual reality, technical design 
documentation and scripting.  
(Prerequisites: COCP 1230 Program Development and Design and COCP 1258 C++ 
Programming I) Offered Fall 
 



COCP 1250 Microcomputer Hardware Support (3 credits) 
This course is designed to prepare you to support personal computers (PCs).  The course 
ƻōƧŜŎǘƛǾŜ ƛǎ ǘƻ ǘŀƪŜ ȅƻǳ ŦǊƻƳ ǘƘŜ άƧǳǎǘ-a-user-ƭŜǾŜƭέ ǘƻ ǘƘŜ άL-can-fix-this-ƭŜǾŜƭέ ŦƻǊ ǘƘŜ 
most common PC hardware and software concerns.  The coverage is balancedτwhile 
focusing on new hardware, it also covers the real world for PC repair, where some older 
technology remains in widespread use and still needs support.  For example, the course 
will cover various Pentium processors, but also addresses the 486 processors.  Also 
included is thorough coverage of operating system and application support, including 
DOS, Windows 9x, Windows NT, Windows 2000, and Windows XP.   
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring 
 
COCP 1258 C/C++ Programming I (3 credits) 
Introduction to computer programming with C++ covering:  Variables, constants, 
operators, assignments, strings, built-in functions, control structures (sequence, 
selection and repetition), programmer-defined functions (value-returning and void), 
structs, problem solving and algorithms.  The emphasis is on structured programming 
techniques.   
(Prerequisites: COCP 1201 MS OS Basics; college level writing and math) Offered Spring 
 
COCP 1268 C/C++ Programming II (3 credits)  
This course is the intermediate course in C++ curriculum. This course covers classes and 
data abstraction, inheritance and composition, pointers, (classes and virtual functions) 
overloading and templates, linked lists, stacks, and queues. The emphasis is on object-
oriented techniques.  
(Prerequisites: COCP 1258 C/C++ Programming I) Offered Fall 
 
COCP 1291 Intro to Computer Animation (3 credits) 
This course covers concepts in 2D and 3D animation; 3D movement and motion capture; 
and spherical linear interpolation.  
(Prerequisites: COCP 1243  Intro to Computer Graphics) Offered Spring 
 
COCP 2279 Virtual Reality II (3 credits) 
This course covers concepts in immersive frameworks, hardware interfaces and group 
projects.  
(Prerequisites: COCP 1244 Virtual Reality I and COCP 1268 C++ Programming II) Offered 
Spring 
 
COCP 2282 Immersive Systems (3 credits) 
This course covers concepts in the design of immersive systems; Augmented Reality vs. 
Virtual Reality and immersive applications.  
(Prerequisites: COCP 1244 Virtual Reality I and COCP 1268 C++ Programming II) Offered 
Spring 
 
MFGT 1265 Electrical-Electronic Systems (3 credits) 
A study of fundamental electrical principles, including DC (network with resistive load, 
transient response to capacitive and inductive network) and AC (network with a 
combination of resistive, capacitive and inductive loads, network theorems and power) 
circuitry.  This course is an introductory course designed to provide the technical 
information needed as a foundation for work with electrical circuits.  The course will 
provide the student with the "why" and the "how" of DC and AC principles of electricity.  



It covers those subjects considered essential to understand the supporting theory of 
electricity.   
(Prerequisites: MATH 1260 College Algebra, PHYS 1250 College Physics, and MATH 2260 
Trigonometry) Offered Spring 
 
Other Technical Course Requirements (for descriptions see below program list):  
PTCG 1225 Job Seeking 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ENGL 1276 College Composition, ENGL 2280 Introduction to Creative Writing, MATH 
1260 College Algebra, PSYC 1200 Introduction to Psychology, SPCH 1270 Introduction to 
Speech, General Education Elective 



Health & Human Services 
 
 

Practical Nursing 
 

The program prepares students to provide nursing care under the direction of a 
registered nurse, physician or dentist. Areas of preparation include: scope  of 
practice; ethical and legal considerations; communication; nursing skills; 
interpersonal/team building skills; problem solving; health education/professional 
growth. 
 
Length of Program:                       Diploma  63 credits 
 
Course Descriptions 
 
ASCP 1240 Intro to Anatomy & Physiology (4 credits)  
This course covers the introduction to human anatomy and systems.  Study of diseases 
will be by anatomical systems: integument, skeletal, muscular, sensory, nervous, 
respiratory, circulatory, lymphatic, reproductive, digestive, and endocrine structures 
with emphasis on terminology, abbreviations and symptomatic, diagnostic, and 
operative terms.  
(Prerequisites: College level reading)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
HEOP 1210 Trained Medication Administration for Unlicensed Personnel  
(3 credits) 
This course introduces students to concepts of drug therapy and to safe administration 
of prescribed medications. Included in the course is an overview of metric, apothecary, 
and household measurement abbreviations, with implications for use with medication 
administration. Knowledge of drug action related to body systems is emphasized, as well 
as observing effects of medications. Individual demonstration of medications is 
accomplished.  
(Prerequisite: Math Foundations or appropriate test score)  
 
HEOP 1217 Nutrition in Health Care (2 credits)  
This course relates nutritional concepts to various disease/disorders of clients, 
reinforcement of client instruction and application of the nursing process.  
(Prerequisites: None) Offered Spring 
 
HEOP 1218 Medical Terminology (1 credit) 
This course will enable students to interpret medical abbreviations, and define and 
pronounce medical terms. Students will accomplish this by memorizing word parts and 
medical abbreviations. Students will learn the rules for separating medical terms into 
their word parts. Students will listen to a tape of medical word pronunciations, and then 
will make their own tapes.  
(Prerequisites: College level reading and writing)  
 
HEOP 1219 Intro to Microbiology/Infection Control (1 credit)  
Students will study scientific concepts related to the causes of disease, how disease is 
spread and methods for controlling its spread, as well as how the body responds and 
protects itself from disease.  



(Prerequisites: College level reading and writing)  
 
HEOP 1208 Medical Dosages (1 credit)  
A course designed to introduce students to medical dosages and the terminology 
associated with medication orders.  Theory, skills, and terminology related to calculating 
medication dosages will be the focus of this course. During the course, students will 
review mathematical concepts related to medication administration.  
(Prerequisites: Math Foundations or appropriate assessment score)  
 
HEOP 1226 First Aid/Basic CPR (1 credit)  
This course covers the practical and comprehensive knowledge to administer Advanced 
First Aid in any given situation encountered. It is suggested that a student have an 
understanding of basic medical terminology and human anatomy. This course has 
background information about heart disease, risk factors, prudent heart living, heart 
and lung functions and the warning signs and risk factors for stroke.  One and two 
rescuer cardiopulmonary resuscitation (CPR), foreign body airway obstruction 
management, and pediatric resuscitation will be taught.  The course will consist of 
lectures and practice on CPR manikins.  
(Prerequisites: None) 
 
HEOP 1231 Human Development (3 credits) 
This course teaches theories of human development and progressive stages of physical, 
emotional, intellectual and social development during the lifespan.  
(Prerequisites: College level reading and writing)  
 
HEOP 1244 Certified Nurse Assistant (CNA) (3 credits)  
This course introduces concepts of basic human needs, health/illness continuum, and 
basic nursing skills. It is designed to prepare the student in entry level positions as a 
nursing assistant in a long-term care facility or in a hospital. It also serves as an 
introduction to the nursing sequence for students who decide to advance in the health 
professions. To be registered as a Nurse Assistant, students must take the Federal test 
out.  
(Prerequisites: None)  
 
PRSG 2825 Medication Administration (2 credits)  
This course enables students to build on the fundamentals provided in the TMA course. 
Theory and skills are related to calculating dosages, parental administration, as well as 
intravenous monitoring/fluid will be covered.  
(Prerequisite: Must be admitted into program)  
 
PRSG 2836 Basic Nursing (3 credits) 
This course is designed to assist beginning nursing students in acquiring a foundation of 
basic nursing theory and developing clinical skills. The nursing process is introduced in 
preparation for nursing theory courses and application in clinical courses.  
(Prerequisite:  Must be admitted into program)  
 
PRSG 2844 Adult Nursing I (4 credits)  
This course will enable students to analyze conditions that affect endocrine, respiratory, 
cardiovascular systems and oncology. It includes the pathology, symptoms, treatment 
and nursing intervention of acute and chronic disorders. Emphasis will be placed on the 



aging client in relation to each unit. Students will utilize the nursing process approach. 
(Prerequisites: Must be admitted into program)  
 
PRSG 2846 Adult Nursing II (4 credits)  
This course will enable students to analyze conditions that affect digestive, 
reproductive, genitourinary, neuro-sensory, integumentary and musculoskeletal 
systems. It includes the pathology, symptoms, treatment and nursing interventions of 
acute and chronic disorders. Students will utilize the nursing process approach. 
(Prerequisites: Must be admitted in program)  
 
PRSG 2847 Clinical Lab I (6 credits) 
This course will offer students the opportunity to implement the nursing process in 
acute and long term nursing care settings. The care of selected clients in health care 
settings will allow students to implement the cares and skills learned in prior Practical 
Nursing theory and lab courses.  
(Prerequisites: Successful completion of all Fall PRSG courses)  
 
PRSG 2851 Clinical Lab II (9 credits) 
This course will offer students the opportunity to implement the nursing process in 
acute and long-term nursing care settings. The care of selected clients in orthopedic, 
neurological, surgical and settings will allow the student to implement the cares and 
skills learned in prior Practical Nursing theory and lab courses.   
(Prerequisite: Successful completion of PRSG courses. Must be enrolled in program)  
 
PRSG 2855 Role of the LPN (1 credit)  
This course integrates topics and skills that relate to the graduate's role.  This course 
synthesizes learning that has occurred in prior Practical Nursing Theory and lab courses.  
Students are encouraged to develop autonomy and facilitate the transitional process 
from student to beginning practitioner.  This course illustrates employer-employee and 
consumer relations.  There will be opportunity to take a mock NCLEX test for state board 
review.   
(Prerequisites: Must be enrolled in program)  
 
PRSG 2870 Obstetrics/Pediatrics (3 credits)  
This course enables students to analyze concepts of ante partum nursing, principles of 
labor, delivery, postpartum and newborn nursing care. Students will utilize a family-
centered approach.  
(Prerequisite:  Must be admitted to program)  
 
PRSG 2875 Psycho-Social Nursing (2 credits)  
This course builds on the understanding of human behavior and assists in developing 
skills in the care of clients with psychiatric and social problems. This course includes the 
study of mental/emotional illness, substance abuse and social problems, emphasizing 
nursing management in health care settings.   
(Prerequisites:  Must be admitted to program)  
 
Other Technical Course Requirements (for descriptions see below program list):  
COCP 1201 Microsoft OS Basics, PTCG 1225 Job Seeking 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  



ENGL 1276 College Composition, PHIL 1220 Human Ethics 
 
 

Public Welfare Financial Worker 
 

The Public Welfare Financial Worker (PWFW) program prepares future workers to 
interact with individuals and families served by human service income maintenance 
agencies.  The worker determines what services clients can receive and refers them to 
other helping agencies.  They assist individuals with completing the required forms, 
gathering the needed documents and identifying other services that would be beneficial 
during times of financial distress.  This educational program is for individuals who enjoy 
working with people and computers, plus has an interest in helping people in times of 
financial crisis.  Financial workers interview clients and records income data in relation 
to public assistance policy and criteria for local, state and federal programs.  In this 
major you will learn to use the statewide software programs used by the Minnesota 
Department of Human Services, plus develop an understanding of the complex rules and 
policies governing public assistance. You will discover the issues surrounding diversity 
and increase your communication skills.  Each student has the opportunity to apply their 
skills and knowledge during their internship. 
 
Length of Program:                        A.A.S.   62 credits 
 
 
Course Descriptions 
 
ACCP 1231 Business Math (3 credits) 
This course covers application of mathematics functions to the solution of business 
problems using a 10-key calculator. The course is designed to provide a balance 
between conceptual understanding, skill development, and business applications. 
(Prerequisites: MATH 0201 Math Foundations; Placement determined by assessment 
score) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
 
HUMS 1205 Work Place Diversity (3 credits)  
This course explores values, traditions and characteristics of the diverse cultural groups 
in our society. Specific populations addressed include various racial and ethnic groups, 
and persons who are homeless, battered, chemically dependent, disabled, or mentally 
ill. This course also covers issues raised in a variety of family structures. The intent of 
this course is for students to develop a greater understanding and appreciation for 
individuals who may be applying for or receiving services. Students will demonstrate 
sensitivity, data privacy and utilize ethical practices.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
HUMS 1230 Managing Family Cases (4 credits)  
Through system practice and case entry, students will become familiar with appropriate 
navigational techniques, along with a basic understanding of the system's functions and 
menus.  Students will also learn to differentiate between the different public assistance 
programs as administered by the Department of Human Services and local county 
human service agencies.  The policies and procedures of the Food Stamp program and 
Minnesota's cash assistance programs for families with children, MAXIS and MMIS 
computer procedures will be covered.  This course covers the standard forms used by 



public assistance clients.  Through simulated case entry on the MAXIS and MMIS 
computer systems, students will practice a variety of intake and case maintenance 
procedures.  
(Co-requisite:  HUMS 1231 HC Policy for Families) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
HUMS 1231 Health Care Policy for Families (4 credits)  
This course will cover Medical Assistance, General Assistance Medical Care and 
Minnesota Care programs as they relate to families with children. Through simulated 
case entry, students will practice budgeting and spend down procedures, as well as the 
Maxis and MMIS computer procedures used for eligibility determination. Students will 
interpret and apply health care policy, identify required verifications and Department of 
Human Services forms, and conduct simulated client interviews. Students will practice 
many of the ongoing case maintenance procedures practiced by Financial Workers, such 
as monthly reporting, recertification, adding/removing household members, closing 
cases, and collaborating with other agencies.  
(Co-requisite: HUMS 1230 Managing Family Cases) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
HUMS 1233 Work Support Programs (3 credits)  
The policies and procedures of the Minnesota Care and Child Care Assistance programs 
will be covered. Students will become familiar with appropriate navigational techniques, 
along with a basic understanding of the systems' functions. This course covers the 
standard forms used, referrals, and client interactions appropriate with employed 
people needing financial assistance. Through simulated case entry into the computer 
systems, students will practice a variety of intake and case maintenance procedures. 
(Prerequisites:  None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 
HUMS 1241 Health Care Policy for Adults (4 credits) 
This course covers the policies and procedures of health care programs for single adults 
and couples without children.  Through simulated case entry, students will practice 
applying health care policy and procedures, as well as the Maxis and MMIS computer.  
The course will teach students to utilize resources in locating information in the form of 
manuals, forms, case files, and bulletins.  Students will cover Medical Assistance, 
General Assistance Medical Care and MinnesotaCare program's policy and procedures 
for intake and ongoing case maintenance.  
(Co-requisite: HUMS 1242 Managing Cash Cases) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
HUMS 1242 Managing Cash Cases  (4 credits)  
This course covers policies and procedures of cash assistance programs supervised by 
the Minnesota Department of Human Services and administered by local county human 
service agencies. Through simulated case entry, students will practice the MAXIS and 
MMIS computer procedures, identifying and utilizing standard forms used by public 
assistance agencies, and will learn where and how to locate policy information.  Through 
simulated client contact and case entry on the MAXIS and MMIS computer systems, 
students will practice a variety of intake and case maintenance procedures, written and 
verbal communication skills, and problem resolution methods.  
(Co requisites: HUMS 1241 HC Policy for Adults. Prerequisites: HUMS 1230 Managing 
Family Cases and HUMS 1231 Human Development) Offered Spring 
 
HUMS 1290 Financial Worker Internship (6 credits)  



This course provides the student the experience of working in a county financial worker 
office for the purpose of gaining practical hands-on experience.  The student and their 
advisor organize this class.  Students will demonstrate cultural and gender sensitivity 
and utilize ethical practices.  
(Prerequisite: HUMS core and instructor approval) Offered each semester/on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
Other Technical Course Requirements (for descriptions see below program list):  
COCP 1201 Microsoft OS Basics, PTCG 1225 Job Seeking 
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ENGL 1276 College Composition, PHIL 1270 Critical Thinking Skills OR SPCH 1270 
Introduction to Speech. 

 
 

Early Childhood Development 
 

This program is designed to prepare students as child development professionals in a 
variety of settings.  Courses include child development, family dynamics, teaching 
strategies, children with special needs, etc.  These courses meet the Minnesota 
Department of Human Services requirements for childcare workers. 
  
Length of Program:  Certificate   16 credits 
                                                   Diploma    36 credits 
                                                   A.A.S. Degree   63 credits 
   A.S. Degree   64 credits  
 
Course Descriptions 
 
CDEV 1200 Professional Relations in Early Childhood Careers (3 credits)  
Students will explore career opportunities for working with young children and their 
families in a variety of child development programs. Job requirements, duties, 
regulations, and personal/professional characteristics for becoming successful 
professionals in early childhood careers will be examined.  
(Prerequisites: College Level Reading and Writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
CDEV 1210 Foundations of Child Development (3 credits) 
This course provides an overview of typical and atypical child development across 
cultures, from prenatal through school age including physical, social, emotional, 
language, cognitive, aesthetic, and identity and individual development. It integrates 
developmental theory with appropriate practices in a variety of early childhood care and 
education settings.  
(Prerequisites: College level reading and writing) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
 
CDEV 1220 Child Safety, Health & Nutrition (4 credits)  
This course will guide the learner in obtaining the skills needed to establish and maintain 
a physically and psychologically safe and healthy learning environment for young 
children. THIS COURSE DOES NOT INCLUDE CPR OR FIRST AID CERTIFICATION. 
(Prerequisites: None) Offered Fall   
 



CDEV 1230 Guidance: Managing the Physical/Social Environment (3 credits)  
This course provides an exploration of the physical and social environments that 
promote learning and development for young children.  It includes an introduction to 
basic child guidance techniques for individual and group situations.  The course will 
emphasize problem-prevention and positive guidance strategies.  Learners will apply 
their knowledge of the environment's role in an actual early childhood setting. 
(Prerequisites: None) Offered Fall 
 
CDEV 1240 Family & Community Relations (3 credits)  
Students will examine how current societal and community issues impact the 
development of children and the well-being of families. Cultural diversity and dynamics, 
bias, violence, and other issues will be explored, along with study of contemporary 
family structures, roles, and diversity.  
(Prerequisites: College level reading and writing) Offered Fall   
 
CDEV 1340 Planning & Implementing Curriculum (4 credits) 
This course will provide an examination of home or center-based child care learning 
environments for children from birth through school-age. It includes an examination of 
both indoor and outdoor space in relation to arrangement, maintenance, and 
evaluation. It will explore the role of the adult and adult interactions with each age 
group as well as how the adult caregiver can facilitate optimum curriculum experiences 
for young children. Students will apply their knowledge of the environment's role in 
actual home or center-based work setting.  
(Prerequisites: CDEV 1210 Foundations of Child Development) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
CDEV 2510 Internship (3 credits)  
This course provides an opportunity to apply knowledge and skills in an early childhood 
setting. Students implement a variety of learning experiences that are developmentally 
appropriate for and culturally sensitive to a specific age and group of children. The 
student will need to arrange an instructor approved practicum site prior to or in the first 
week of the semester.  
(Prerequisites: CDEV 1200 Professional Relations in Early Childhood Careers, CDEV 1220 
Child Safety, Health & Nutrition, CDEV 1230 Guidance: Managing the Physical/Social 
Environment, CDEV 1240 Family & Community Relations, CDEV 1340 Planning & 
Implementing Curriculum) Offered on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
COCP 1201 Microsoft Operating System Basics (2 credits)  
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
 
CDEV 2530 Challenging Behaviors (3 credits)  



This course will explore children's behavior and will identify intervention strategies for 
early childhood educators to implement for the prevention and/or resolution of 
challenging behaviors in young children.  
(Prerequisites: CDEV 1200 Professional Relations in Early Childhood Careers, CDEV 1210 
Foundations of Child Development, CDEV 1220 Child Safety, Health & Nutrition, and 
CDEV 1230 Guidance: Managing the Physical/Social Environment) Offered Fall 
 
CDEV 2600 Professional Leadership (3 credits)  
This course prepares students to take active leadership and advocacy roles in the child 
development profession through examining and applying the NAEYC Code of Ethical 
Conduct and Statement of Commitment to case studies, developing and delivering 
effective early childhood in-service presentations, and constructing child/family 
advocacy displays.  
(Prerequisites: CDEV 2530 Challenging Behaviors) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
 
CDEV 2620 Inclusion: Special Needs and Mixed Age Groups (3 credits)  
Provides an overview of development and learning experiences for children with special 
needs in integrated early childhood settings.  Learners integrate knowledge of 
developmental needs, developmentally appropriate environments, and effective 
teaching methods.  
(Prerequisites: CDEV 1210 Foundations of Child Development, CDEV 1220 Child Safety, 
Health & Nutrition, CDEV 1230 Guidance: Managing the Physical/Social Environment, 
CDEV 1240 Family & Community Relations) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
CDEV 2640 Program Planning (3 credits) 
This course provides an advanced level exploration of program planning and 
management skills for educators and caregivers of young children through age 12 years. 
Students will integrate their knowledge of developmental needs, developmentally 
appropriate environments, practices, curriculum and teaching methods to organize, 
implement, and evaluate a quality, comprehensive child care and education program 
plan. A number of curriculum models will be explored. Specifically, the Project 
Approach/Emergent Curriculum and the Reggio Emilia curriculum models will be 
explored in depth.  
(Prerequisites: CDEV 1340 Planning & Implementing Curriculum) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
CDEV 2810 Early Childhood Development Practicum (3 credits)  
This course provides an opportunity to apply knowledge and skill in an early childhood 
setting. Students implement a variety of learning experiences that are developmentally 
appropriate for and culturally sensitive to a specific age and group of children. 
(Prerequisites: CDEV 2640 Program Planning and CDEV 2510 Internship) Offered on 
demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ENGL 1276 College Composition, PHIL 1220 Human Ethics, PHIL 1270 Critical Thinking 
Skills, PSYC 1200 Introduction to Psychology, A.A.S. degree includes 3 plus credits of 
General Education electives and 3 plus credits of technical electives.     
 
 
 



 

Early Childhood Development 
 

The AS degree will prepare students to organize and lead activities and provide 
nurturing care for children in early childhood programs such as: child care centers, 
family child care, preschool/nursery schools, elementary classrooms, and before/after-
school programs. 
 
Graduates of the AS degree will know how to promote and communicate knowledge of 
child development; create healthy, respectful and challenging learning environments; 
create and maintain respectful and supportive relationships with families; and design 
and implement developmentally and culturally appropriate activities and curriculum. 
Articulation opportunities exist with other colleges and universities to complete 
bachelor degree programs after completing the AS degree. 
 
Length of Program:                     A.S. Degree 64 credits 
 
Course Descriptions 
 
CDEV 1200 Professional Relations in Early Childhood Careers (3 credits) 
Course Description: This course explores career opportunities for working with children 
in a variety of child development programs. The course also examines job requirements, 
duties, regulations, issues, skills, and personal characteristics for becoming a successful 
professional in an early childhood setting.  
(Prerequisites: College Level Reading and Writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
CDEV 1210 Foundations of Child Development (3 credits) 
Course Description: This course provides an overview of typical and atypical child 
development across cultures, from prenatal through school age including physical, 
social, emotional, language, cognitive, aesthetic and identity/individual development.  It 
integrates developmental theory with appropriate practices in a variety of early 
childhood care and education settings.  
(Prerequisite: College Level Reading and Writing) Offered Fall 
 
CDEV 1220 Child Safety, Health and Nutrition (4 credits) 
Course Description: This course will guide the learner in obtaining the skills needed to 
establish and maintain a physically and psychologically safe and healthy learning 
environment for young children. THIS COURSE DOES NOT INCLUDE CPR OR FIRST AID 
CERTIFICATION.  
(Prerequisite: None) Offered Fall 
 
CDEV 1230 Guidance: Managing the Physical and Social Environment (3 credits) 
Course Description: This course provides an exploration of the physical and social 
environments that promote learning and development for young children. It includes an 
introduction to basic child guidance techniques for individual and group situations. The 
course will emphasize problem-prevention and positive guidance strategies. Learners 
ǿƛƭƭ ŀǇǇƭȅ ǘƘŜƛǊ ƪƴƻǿƭŜŘƎŜ ƻŦ ǘƘŜ ŜƴǾƛǊƻƴƳŜƴǘΩǎ ǊƻƭŜ ƛƴ ŀƴ ŀŎǘǳŀƭ ŜŀǊƭȅ ŎƘƛƭŘƘƻƻŘ ǎŜǘǘƛƴƎΦ 
(Prerequisite: None) Offered Spring 
 
CDEV 1240 Family and Community Relations (3 credits) 



Course Description: The course examines the relationship between the educator and 
ǘƘŜ ŎƘƛƭŘΩǎ ŦŀƳƛƭȅΦ Lǘ ŜȄǇƭƻǊŜǎ ǎǘǊŀǘŜƎƛŜǎ ǘƻ Ƴŀƛƴǘŀƛƴ ŀƴ ƻǇŜƴΣ ŦǊƛŜƴŘƭȅΣ ŀƴŘ ŎƻƻǇŜǊŀǘƛǾŜ 
relationship with families as well as involving families and conducting parent-teacher 
conferences.  
(Prerequisite: College Level Reading and Writing) Offered Fall 
 
CDEV 1340 Planning and Implementing Curriculum (4 credits) 
Course Description: This course will provide an examination of home or center-based 
child care learning environments for children from birth through school-age. It includes 
an examination of both indoor and outdoor space in relation to arrangement, 
maintenance, and evaluation. It will explore the role of the adult and adult interactions 
with each age group as well as how the adult caregiver can facilitate optimum 
curriculum experiences for young children. Students will apply their knowledge of the 
ŜƴǾƛǊƻƴƳŜƴǘΩǎ ǊƻƭŜ ƛƴ ŀŎǘǳŀƭ ƘƻƳŜ ƻǊ ŎŜƴǘŜǊ-based work setting.  
(Prerequisite: CDEV 1210 Foundations of Child Development) Offered Spring 
 
CDEV 2510 Internship (3 credits) 
Course Description: This course provides an opportunity to apply knowledge and skills in 
an early childhood setting.  Students implement a variety of learning experiences that 
are developmentally appropriate for and culturally sensitive to a specific age and group 
of children. The student will need to arrange an instructor approved practicum site prior 
to or in the first week of the semester.   
(Prerequisites: CDEV 1200 Professional Relations in Early Childhood Careers, CDEV 1220 
Child Safety, Health & Nutrition, CDEV 1230 Guidance: Managing the Physical/Social 
Environment, CDEV 1240 Family & Community Relations, CDEV 1340 Planning & 
Implementing Curriculum) Offered on demand. 
 
CDEV 2530 Challenging Behaviors (3 credits) 
/ƻǳǊǎŜ 5ŜǎŎǊƛǇǘƛƻƴΥ ¢Ƙƛǎ ŎƻǳǊǎŜ ǿƛƭƭ ŜȄǇƭƻǊŜ ŎƘƛƭŘǊŜƴΩǎ ōŜƘŀǾƛƻǊ ŀƴŘ ǿƛƭƭ ƛŘŜƴǘƛŦȅ 
intervention strategies for early childhood educators to implement for the prevention 
and/or resolution of challenging behaviors in young children.  
(Prerequisites: CDEV 1200 Professional Relations in Early Childhood Careers, CDEV 1210 
Foundations of Child Development, CDEV 1220 Child Safety, Health & Nutrition, CDEV 
1230 Guidance: Managing the Physical/Social Environment) Offered Fall 
 
CDEV 2600 Professional Leadership (3 credits) 
Course Description: This course prepares students to take active leadership and 
advocacy roles in the child development profession through examining and applying the 
NAEYC Code of Ethical Conduct and Statement of Commitment to case studies, 
developing and delivering effective early childhood in-service presentations, and 
constructing child/family advocacy displays.  
(Prerequisite: CDEV 2530 Challenging Behaviors) Offered Spring. 
 
CDEV 2620 Inclusion: Special Needs and Mixed Age Groups (3 credits) 
Course Description: Provides an overview of development and learning experiences for 
children with special needs in integrated early childhood settings.  Learners integrate 
knowledge of developmental needs, developmentally appropriate environments, and 
effective teaching methods.  



(Prerequisite: CDEV 1210 Foundations of Child Development, CDEV 1220 Child Safety, 
Health & Nutrition, CDEV 1230 Guidance: Managing the Physical/Social Environment, 
CDEV 1240 Family & Community Relations) Offered Spring 
 
CDEV 2640 Program Planning (3 credits) 
Course Description: This course provides an advanced level exploration of program 
planning and management skills for educators and caregivers of young children through 
age 12 years. Students will integrate their knowledge of developmental needs, 
developmentally appropriate environments, practices, curriculum and teaching 
methods to organize, implement, and evaluate a quality, comprehensive child care and 
education program plan. A number of curriculum models will be explored. Specifically, 
the Project Approach/Emergent Curriculum and the Reggio Emilia curriculum models 
will be explored in depth.  
(Prerequisite: SOCP 1218 Curriculum Design for Appropriate Environments or CDEV 1340 
Planning and Implementing Curriculum) Offered Fall 
 
CDEV 2810 Early Childhood Development Practicum (3 credits) 
Course Description: This course provides an opportunity to apply knowledge and skill in 
an early childhood setting. Students implement a variety of learning experiences that 
are developmentally appropriate for and culturally sensitive to a specific age and group 
of children.  
(Prerequisite: CDEV 2510 Internship & 2640 Program Planning) Offered on demand 
 
General Education Requirements: ENGL 1276 College Composition, ENGL 2200 
Advanced Composition, SPCH 1270 Introduction to Speech, SOCI 1220 Marriage, Family 
and Relationships, Area 3 ς Natural Sciences (7 credits), Area 4 ς Mathematical / Logical 
Reasoning (3 credits), Area 5 ς History, Social, and Behavioral Sciences (3 credits), Area 
6-10 ς Electives (6 credits) 



Industrial Technology 
 
 

Automotive Technology 
 

This program prepares individuals to apply technical knowledge and skills to repair, 
service, and maintain all types of automobiles.  Program includes instruction in brake 
systems, electrical systems, engine performance, engine repair, suspension and 
steering, automatic and manual transmissions and drive trains, and heating and air 
condition systems. This program prepares students for employment in Dealership and 
specialized and independent automotive service centers.   
 
Length of Program:                 Certificate  28 credits 
   Diploma   59 credits 
   A.A.S. Degree - 74 credits 
  
Course Descriptions 
 
ATMP 1207 Basic Electricity (3 credits) 
This course covers the knowledge base for understanding basic electrical and electronic 
circuits, the use and recognition of standard terms and concepts, and application of 
Ohm's Law. The student will build circuits, and make tests on voltages, amperages, and 
resistances. The student will also diagnose electrical relays. The student will analyze 
situations based on technical information, interpret specialized vocabulary, 
demonstrate understanding of measurement accuracy and tolerances, and apply step-
by-step procedures.  
(Prerequisites: College level reading and math) Offered Spring 
 
ATMP 1209 Vehicle Service (3 credits) 
This course covers basic principles of automotive systems, safety, hand tools, 
maintenance requirements, and basic automotive service procedures. Correct 
procedures for servicing vehicles, shop safety, use of service manuals, and bulletins are 
also included. Interpreting specifications and general topics such as tube flaring, 
fasteners; bearings, seals and use of general shop equipment will be covered. 
(Prerequisites: College level reading and math) Offered Fall 
 
ATMP 1212 Introduction to Automobile Technology (3 credits) 
This course covers the correct procedures for servicing vehicles, shop safety, use of 
service manuals, and principles of operation of automotive systems. Students 
considering the automobile technician career field will have an opportunity to study the 
technical knowledge needed in this occupation.  
(Prerequisites: None) Offered on demand 
 
ATMP  1222  Air Conditioning & Heating Systems (3 credits) 
This course covers theory, operation, diagnosis, and repair of Air Conditioning and 
Heating systems. This course also covers the principles of air conditioning. Topics 
include various A.C. types, the diagnosis of control door operation & malfunctions. Air 
Conditioning & Heating systems theory & repair are studied in the classroom. Practical 
work is on actual systems: Recycling refrigerant, testing for sealants, testing for 
refrigerant type, evacuating, replacement of components, charging, and performance 



testing the systems is lab activities. (Prerequisites: ATMP 1207 Basic Electricity) Offered 
Spring.  

ATMP  1223  Engine Electrical & Accessories (6 credits) 
This course covers the theory and operation of engine electrical systems including 
diagnosing, reading electrical schematics, and repairing of starting, charging, ignition, 
and fuel systems. Theory is included with operation, diagnosis, and repair of optional 
equipment and accessories. Examples: cruise control, ABS, power windows, power door 
locks, radios, and wiper systems. Electrical systems design and theory are studied in the 
classroom. Electrical diagnostics, systems testing, & replacement of components are lab 
activities.  
(Prerequisites: ATMP 1206 Basic Electricity) Offered Fall.  
 
ATMP 1219 Brakes (3 credits) 
This course includes basic principles of brakes, hydraulic systems, disc and drum brakes, 
parking brakes and power assist units. Emphasis will be placed on operation, diagnosis, 
and repair of various types of braking systems, including anti-lock brake systems.  
(Prerequisites: College level reading and math) Offered Fall 
 
ATMP 1230 Engines (6 credits) 
This is a course in theory and hands-on engine repair. The servicing of valve train, 
cylinders, crankshafts and camshaft are discussed. Some of this will be done on shop 
units. The student will also do some repairs on live work.  
(Prerequisites: College level reading and writing) Offered Spring 
 
ATMP 1240    Current Practice (1 credit) 
This course covers the current practices for servicing vehicles, shop etiquette, dealership 
and independent shop needs. Automotive tools and equipment necessary for servicing 
new and used vehicles will be emphasized. Topics include: interpreting specifications, 
general shop practices, expectations of new employees, as well as what can be 
expected. Customer relations and proper use of shop equipment will be covered. 
(Prerequisites: College level reading and writing) Offered Spring 
 
ATMP 1243 Drive train (3 credits) 
This course covers theory, operation, and repair of manual and hydraulic clutches, 
manual transmission, transfer cases, transaxles, and differentials.  
(Prerequisites: ATMP 1209 Vehicle Service and ATMP 1230 Engines) Offered Fall 
 
ATMP 1248 Automatic Transmissions (6 credits) 
This course teaches a practical approach to automatic transmission repair and 
rebuilding. Provides theory and hands on skills on individual transmission and transaxle 
units. This course includes basic theory of torque converters, planetary gears, clutches, 
bands and hydraulics. The class stresses how an automatic transmission works and its 
basic parts, function, and power train.  
(Prerequisites: ATMP 1209 Vehicle Service and ATMP 1230 Engines) Offered Fall 
 
ATMP 1255 Fuel Systems with OBD II (6 credits) 
This course covers the theory and operating principles of automotive computers, 
sensors, and control devices on OBD II equipped vehicles.  Additionally, this course will 
allow the student to further develop skill in diagnosing; testing and correcting problems 



on OBD II equipped vehicles. The student will use the OEM and generic scan tools and 
will document use of all operations available for each. The course covers diagnosis and 
repair of fuel systems, including use of meters, and scan tools. This course covers 
theory, operation and diagnosis of carbureted and fuel injection systems including CFI, 
PFI, and SFI.  
(Prerequisites: ATMP 1207 Basic Electricity) Offered Spring 
 
ATMP 1265 Chassis (6 credits) 
This course includes basic principles of operation of chassis or suspension systems and 
wheel alignment factors. Emphasis will be placed on nomenclature, operation, 
diagnosis, service or replacement of various suspension and alignment systems, chassis 
components, and performing vehicle alignments according to manufacturer instruction 
to be checked by instructor or designee.  
(Prerequisites: College level reading and math) Offered Fall 
 
ATMP 1275 Wiring and Electrical Diagnosis (3 credits) 
This course includes the operation, servicing techniques of chassis and electrical wiring, 
lights, instruments, headlight aiming and how to read and interpret wiring diagrams. 
(Prerequisites: ATMP 1207 Basic Electricity) Offered Fall 
 
ATMP 1280 General Shop (3 credits) 
This course is designed to allow a student to specialize in one or more areas of 
automotive expertise. Students must follow all shop safety rules, use electronic and 
book style information sources, be able to follow instructions to complete repairs to 
instructor's satisfaction. Students may be allowed to work on any repair that they have 
had training on at Pine Technical College's automotive program.  
(Prerequisites: ATMP 1207 Basic Electricity, ATMP 1209 Vehicle Service, ATMP 1214 
Chassis, ATMP 1219 Brakes, ATMP 1230 Engines, ATMP 1250 Engine Electrical, ATMP 
1267 Chassis II) Offered Spring 
 
ATMP 1289 Scan Tools (3 credits) 
This course covers vehicle electronics diagnosis and repair with OEM & Generic Scan 
Tools, being able to navigate various scan tool screens to diagnose multiple processors 
are acquired skills.  
(Prerequisites: ATMP 1207 Basic Electricity, ATMP 1250 Engine Electrical.) Offered Spring 
 
Other Technical Course Requirements (for descriptions see below program list):  
MATH 1251 Technical Math, PTCG 1225 Job Seeking 
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions):  
ENGL 1276 College Composition, Goal Area 4, Goal Area 6, Additional 8 credits of 
General Education covering any of the goal areas.  
 
 

CNC Operations Program 
 

This program prepares individuals to shape metal parts on conventional and CNC Lathes, 
Vertical Milling Machines and grinders.  Students learn to make computations related to 
work dimensions, test using precision measuring instruments, machine and heat-treat 



various metals, and lay out machine parts. This program also includes an introduction to 
CAD/CAM systems and CNC programming. 
 
Length of Program:               Certificate 29 credits 
   Diploma  44 credits 
   A.A.S.  60 credits 
 
Course Descriptions 
 
MFGT 1260 Introduction to Computer Aided Manufacturing (2 credits)  
This course is an introduction of CAD/CAM.  Students will primarily use a Computer 
Aided Design package to draw or create blueprints consisting of two-dimensional 
drawings of machine tool related parts.  Secondly, students will begin to use Computer 
Aided Manufacturing to produce G & M codes for CNC machines.  
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
MTTP 1208 Measuring Tools (1 credit)  
This course introduces basic and precision measuring practices.  Care and use of 
measuring instruments, such as micrometers, calipers, scales and indicators are 
covered.  
Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
MTTP 1220 Blue Print Reading I (2 credits)  
This course covers basic blueprint reading principles.  Topics included are the alphabet 
of lines, arrangement of views, orthographic projection, scaling, dimensioning, 
tolerancing, and symbols.  The student will be reading and interpreting working 
drawings.  
Offered year round                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
MTTP 1256 Applied Machining Theory (3 credits)  
This course covers Machining Theory used in manufacturing.  Some of the topics 
include; determining cutting speed and feed, cutting time, measurement over wires, 
chamfer depth, bolt circle dimensions and the coordinate system.  
(Prerequisites:  Arithmetic assessment score of 45 or better) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
MTTP 1257 Machining Fundamentals I (4 credits)  
This course covers the basic principles of milling machine and engine lathe operation.  
Included are machine safety and component identification, set-up, tool selection, and 
use of attachments.  The student will manufacture machine tool projects to blueprint 
specifications using the vertical mill, engine lathe and grinders.  Bench work/layout and 
basic inspection are introduced.  
(Prerequisites:  Arithmetic assessment score must be 45 or better) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
MTTP 1258 Machining Fundamentals II (4 credits)  
This course is a continuation of MTTP 1257 and covers the basic principles of milling 
machine and engine lathe operation.  Included are machine safety, set-up, tool 
selection, and use of attachments.  The student will manufacture machine tool projects 
to blueprint specifications using the vertical mill, engine lathe and grinders. 
(Prerequisite:  MTTP 1257 Machine Fundamentals I and MTTP 1208 Measuring Tools) 
Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              



 
 
MTTP 1262 Blueprint Reading II (2 credits)  
This course is a continuation of MTTP 1220 Blueprint Reading I and will cover basic and 
more advanced blueprint reading principles. Topics included are interpreting thread 
specifications, section views, right triangle applications, dimensioning, tolerancing, and 
symbols.  Geometric Dimensioning and Tolerancing concepts will also be covered and 
applied to working drawings.  
(Prerequisites: MTTP 1220 Blueprint Reading I) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
MTTP 1279 CNC Set-up & Operate  (5 credits) 
This course is an introduction providing the student with information to safely operate 
and set up CNC machining and turning centers.  The student will develop knowledge of 
the components of CNC machining and turning centers and how to use them with the 
appropriate tools and procedures.  This course also covers an introduction to basic CNC 
Programming.  
(Prerequisites:  MTTP 1220 Blueprint Reading I and MTTP 1257 Machining Fundamentals 
I) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
MTTP 1277 Machining Process (2 credits)  
Students will manufacture machine tool projects to blueprint specifications using a 
combination of the engine lathe, milling machine and surface grinder.  The student will 
use the capabilities of the machine tools to produce quality parts.  
(Prerequisites: MTTP 1258 Machining Fundamentals II) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 
MTTP 2255 CNC Programming (5 credits)  
This course covers the CNC programming languages and setup for a variety of CNC 
controls used for turning and machining centers. Students will be required to read, 
write, and edit CNC programs for these machines. Students will also learn to utilize a 
cam system to draw, import, and generate CNC code for machining and turning centers. 
Students will also learn to design their own processes for machining projects on 
machining centers and turning centers.  
(Prerequisites: MTTP 1279 CNC Set-up & Operate)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
MTTP 2260 Cutting Tool Technology (1 credit)   
This course emphasizes the identification and use of standard and special cutting tools.  
Cutting tools will be examined as to their application in conventional machining.  Cutting 
inserts such as carbides and cermets will be examined as to their use in CNC machining. 
(Prerequisites:  MTTP 1257 Machining Fundamentals I) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 
MTTP 2263 Quality in Manufacturing (2 credits)  
Quality principles and concepts will be the primary focus of this course, with emphasis 
on the use of quality for continuous process improvement in manufacturing. 
(Prerequisites: Arithmetic assessment score of 44 or better) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
MTTP 2290 Manufacturing Capstone Project (3 credits)  
This real-world manufacturing project, utilizes the knowledge and experience gained in 
previous manufacturing/machining courses. This involves designing a complete project 
including fixtures and a timeline for completion.  Parts will be manufactured, inspected 



for tolerances, and assembled into a final product.  A written report is required at the 
end of the project.  
(Prerequisites: MTTP 2255 CNC Programming) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
Other Technical Course Requirements (for descriptions see below program list):  COCP 
1201 Microsoft OS Basics, COCP 1241 Introduction to CAD, GSTP 1235 Heat Treating & 
Metallurgy, PTCG 1225 Job Seeking 
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions): ENGL 1276 College Composition, MATH 1260 College Algebra 
 
 

Gunsmithing 
 

This program prepares individuals to repair and modify firearms according to blueprints 
or customer specifications using specialized hand tools and machines.  The program 
prepares individuals to design new guns and to calculate detailed firearm specifications 
such as bullet-flight arc and sight position. 
  
Length of program:                 Gun Repair Certificate - 27 credits    
                                                   Advanced Gunsmithing Diploma - 68 credits 
  
Course Descriptions 
 
GSTP 1203 Metal Fusion Theory (1 credit) 
This course covers basic oxy/fuel, stick, TIG and MIG welding equipment, procedures 
and safety. Experience is gained through lectures and video demonstrations. 
(Prerequisites: None, Co-requisites: This class must be taken with GSTP 1205 Metal 
Fusion Lab) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
GSTP 1205 Metal Fusion Lab (1 credit)  
This course covers basic oxy/fuel, stick and MIG welding equipment procedures and 
safety. Experience is gained through demonstrations, lectures and hands-on welding. 
(Prerequisites: None, Co-requisites: This course must be taken with GSTP 1203 Metal 
Fusion Theory) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
GSTP 1207 Tool Design & Fabrication Theory (1 credit)  
This course covers advanced machine set-ups, tooling and applications on manual 
machines applicable to the Firearms Industry.  
(Prerequisites: MTTP 1208 Measuring Tools and MTTP 1257 Machining Fundamentals, 
Co-requisites: GSTP 1209 Tool Design & Fabrication Lab) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
GSTP 1209 Tool Design & Fabrication Lab (3 credits)  
This course covers the fabrication of specialized tooling pertinent to the gunsmith. 
(Prerequisites:  MTTP 1208 Measuring Tools and MTTP 1257 Machining Fundamentals, 
Co-Requisites: GSTP 1207 Tool Design & Fabrication Theory) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
GSTP 1212 Handgun Theory (2credits)  
This course covers theory, safety and repair of modern revolver and auto-loading pistol 
lock work.  
(Prerequisites: None, Co-Requisites: GSTP 1213 Handgun Lab) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      



GSTP 1213 Handgun Lab (3 credits) 
This course covers diagnosis and repair of modern revolvers and auto-loading pistols. 
(Prerequisites: None, Co-requisites: GSTP 1211 Handgun Theory) Offered Spring 
 
GSTP 1215 Accessories Installation (3 credits) 
This course instructs the student in the proper selection and installation of rifle, shotgun 
and handgun accessories. Repair and modification of firearms components will also be 
instructed.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
GSTP 1217 Marketing & ATF Regulations (1 credit) 
This course covers the process for setting up a place of business: including costs, 
licenses, bookkeeping, advertising, insurance, location, etc. An in-depth study of federal 
regulations, how to apply for a FFL and discussion on various government forms and 
laws surrounding the marketing of firearms is included.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
GSTP 1219 Hinge & Lever Theory (1 credit) 
This course covers the design and function of hinge and lever guns. An in-depth study of 
commonly used models is included.  
(Prerequisites: None, Co-requisites: GSTP 1221 Hinge & Lever Lab) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
GSTP 1221 Hinge & Lever Lab (2 credits)  
This course covers the design and function of Hinge and Lever guns. An in-depth study 
of commonly used models is included. This course addresses the disassembly, assembly 
and repair of Hinge and Lever guns. The focus will be on Hinge guns (Over and Unders, 
single shots, side by sides, etc.) and Lever guns (22's, Shotguns, and Center fire Rifles). 
(Prerequisites: None, Co-requisite: GSTP 1219 Hinge & Lever Theory) Offered Fall      
 
GSTP 1226 Pump & Self Loader Lab (3 credits)  
This course covers the design and function of pump guns and self-loader guns. The 
course also includes an in-depth study of commonly used models. The course addresses 
the disassembly, assembly and repair of pump and self-loaders.  
(Prerequisites: None, Co-requisites: GSTP 1234 Pump & Self Loader Theory) Offered 
Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
GSTP 1232 Soldering & Brazing (1 credit) 
This course covers soft soldering brazing. Soldering and brazing are very common repair 
and construction techniques used by the gunsmith. Different types of joints (such as lap, 
butt, socket, and insert) will be covered. Joining of various metals are explored through 
a variety of student projects.   
(Prerequisites: None) Offered Fall      
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
GSTP 1234 Pump & Self Loader Theory (2 credits)  
This course is designed to teach a gunsmith student knowledge, theory and necessary 
skills needed to understand the design and function of the parts of all pump and self-
loading guns. Additionally, students will learn troubleshooting skills.  
(Prerequisites: None, Co-requisite: GSTP 1226 Pump & Self Loader Lab) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
 



GSTP 1235 Heat Treating & Metallurgy (1 credit)  
This course deals with the heat treatment of metals commonly used by the gunsmith. 
These include 0-1, 5-7, 1095, 12-L-14, 8620, 4140, as well as some stainless and non-
ferrous metals.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
 
GSTP 1245 Bolt Action Theory (1 credit)  
This course covers the design and function of bolt guns. An in depth study of commonly 
used models is included.  
(Prerequisites: None, Co-requisites: GSTP 1247 Bolt Action Lab)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
GSTP 1247 Bolt Action Lab (1 credit)  
This course covers the repair, disassembly and assembly of Bolt Action Guns. 
(Prerequisites: None, Co-requisites: GSTP 1245 Bolt Action Theory) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
GSTP 2233 Polishing & Blueing (3 credits)  
This course covers various metal preparation techniques involving power and hand 
processes. Three protects are required: one master finish to .600 grit, caustic blued: one 
slow rust blued pair of double barrels; and one sand blasted, caustic blued "hunter" 
finished gun.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
GSTP 2239 Metalsmithing (2 credits) 
Mastery of hand tools will be applied in the fabrication of a double-set trigger. Layout 
fitting and heat treating skill will be practiced.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 
GSTP 2256 Barrel & Chambering Theory  (1 credit) 
This course covers the theory of breeching mechanisms, chambering, headspacing & 
headspace correction in the modern rifle and handgun.   
(Prerequisites: MTTP 1208 Measuring Tools and MTTP 1257 Machining Fundamentals I, 
Co-requisites: GSTP 2257 Barrel & Chambering Lab) Offered Fall 
 
GSTP 2257 Barrel & Chambering Lab (3credits)  
This course covers techniques and machinery used to chamber, headspace, correct 
headspace, cut and crown barrels used in modern firearms.  
(Prerequisites: MTTP 1208 Measuring Tools and MTTP 1257 Machining Fundamentals I, 
Co-requisite: GSTP 2255 Barrel & Chambering Theory) Offered Fall  
 
GSTP 2259 Shotgunsmithing Theory (1credit)  
This course covers practices and principles of shotgun work such as installing internal 
and external choke systems, installing long forcing cones, removing dents in barrels and 
ribs, headspacing shotguns, steel shot technology and competitive shotgun stock fit. 
Also included are tools of the trade.  
(Prerequisites: None, Co-requisite: GSTP 2261 Shotgunsmithing Lab) Offered Spring     
 
GSTP 2261 Shotgunsmithing Lab (2 credits) 
This itinerary covers practices and principles of shotgun work such as installing internal 
and external choke systems, installing long forcing cones, removing dents in barrels and 



ribs, headspacing shotguns, steel shot technology and competitive shotgun stock fit. 
Also tools of the trade are included.  
(Prerequisites: MTTP 1256 Applied Machining Theory, MTTP 1257 Machining 
Fundamentals I and concurrent enrollment in GSTP 2259 Shotgunsmithing Theory) 
Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
GSTP 2263 Riflesmithing Theory (1 credit)  
This course covers tools, techniques, theory, and practice of the riflesmithing trade. 
Students will learn: polishing and honing rifle actions, bending and welding bolt handles, 
contouring actions and trigger guards, installing trigger and safeties, fitting and installing 
recoil pads, and much more.  
(Prerequisites: None. Co-requisites: GSTP 2265 Riflesmithing Lab) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
GSTP 2265 Riflesmithing Lab (3 credits)  
This course covers tools, techniques, theory and practice of the riflesmithing trade. The 
student will learn: polishing and honing rifle actions, bending and welding bolt handles, 
contouring actions and trigger guards, installing trigger and safeties, fitting and installing 
recoil pads, and much more.  
(Prerequisites: MTTP 1208 Measuring Tools, MTTP 1256 Applied Machining Theory, 
MTTP 1257 Machining Fundamentals I, GTSP 1203 Metal Fusion Theory, GSTP 1205 
Metal Fusion Lab, Co-requisite:  GSTP 2263 Riflesmithing Theory)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
GSTP 2267 One Piece Stock (3 credits)  
This class deals with building a wood stock for a bolt-action rifle from a square blank. 
Stock making is essentially a subtractive sculpture process. This course will cover style, 
fit, architecture, stock anatomy, wood, layout, terminology, aesthetics, craftsmanship, 
ergonomics, and history. The course is hands-on with a strong lab component. Students 
must supply a blank stock and a barreled action. The student will need an assortment of 
stock making tools.  
(Prerequisites: None) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
GSTP 2269 Two Piece Stockmaking (3 credits)  
This course covers the building of a wide variety of two-piece rifle and shotgun stocks. 
The broad field of shotgun stock fitting is discussed in depth. Stock wood, design, layout, 
construction and finishing are approached in a systematic manner, as well as methods 
of stock and forehand attachment. It is suggested that the student stock an Anson and 
Deeley style of shotgun.  
(Prerequisites: None) Offered Fall   
 
MTTP 1208 Measuring Tools (1credit)  
This course introduces basic and precision measuring practices.  Care and use of 
measuring instruments, such as micrometers, calipers, scales and indicators are 
covered.  
(Prerequisites: None) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
MTTP 1248 Machining Fundamentals 1 Theory (1 credit)   
This course covers the basic principles of milling machine and engine lathe operation.  
Included are machine safety and component identification, set-up, tool selection, and 
use of attachments.  Bench work/layout and basic inspection are introduced.  



(Prerequisites:  Arithmetic assessment score must be 58 or better) Co-Requisites: MTTP 
1249 Machining Fundamentals I Lab)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
MTTP 1249 Machining Fundamentals 1 Lab (3 credits)  
This course covers the basic principles of milling machine and engine lathe operation.  
The student will manufacture machine tool projects to blueprint specifications using the 
vertical mill, engine lathe and grinders. Benchwork/layout and basic inspection are 
introduced. (Prerequisite: Math assessment score of 58 or better.  MTTP 1248  Machine 
Fundamentals I Lecture) Offered Spring  
 
 MTTP 1259 Machining Fundamentals 11 Theory (1 credit)  
This course is a continuation of MTTP 1248 Machining Fundamentals I Theory and 
covers the basic principles of milling machine and engine lathe operation. Included are 
machine safety, set-up tool selection and use of attachments. Students will document 
manufacturing processes and inspection procedures.  (Prerequisite: MTTP 1208 
Measuring Tools, MTTP 1248 Machining Fundamentals I Theory, M49 Machining 
Fundamentals I Lab) Co-Requisites: MTTP 1260 Machining Fundamentals II Lab)Offered 
Spring       
 
MTTP 1260 Machining Fundamentals 11 Lab (3 credits)  
This course is a continuation of MTTP 1249 Machining Fundamentals I Lab and covers 
the basic principles of milling machine and engine lathe operation. Included are machine 
safety, set-up, tool selection and use of attachments. The student will manufacture 
machine tool projects to blueprint specifications using the vertical mill, engine lathe and 
grinders using student generated process and inspection sheets.  (Prerequisite: MTTP 
1208 Measuring Tools and MTTP 1249 Machining Fundamentals I Lab and MTTP 1248 
Machining Fundamentals I Theory) Co-Requisites: MTTP 1259 Machining Fundamentals 
II Theory) Offered Spring       
  
 
Other Technical Course Requirements (for descriptions see below program list): COCP 
1201 Microsoft OS Basics, PTCG 1225 Job Seeking 
 
General Education Requirements (see Minnesota Transfer Curriculum, below, for 
course descriptions): ENGL 1276 College Composition 
 

Prototyping ς Gunsmithing 
 

This program builds on the skills developed in the completion of the Gunsmithing 
Certificate. It is designed to provide the student with additional machining skills and 
training in the technologies of rapid prototyping and the reverse engineering of 
conceptualized parts and/or tooling. 
 
Upon completion of the program, students will be competent in manufacturing a 
functional mechanism, model, and a proper material part from a rough sketch, physical 
rough prototype or a CAD developed prototype. 
 
Length of Program:                    Diploma 44 credits 
 
 



Course Descriptions 
 
ENGL  1276 College Composition (4 credits) 
This course presents students with the process of writing for the sake of communicating 
their ideas to the public. The course will focus on the generation, organization and 
communication of ideas in expository essay forms based on experience, observation, 
and research, with an emphasis on argumentation, critical thinking, and rhetorical 
strategies. Mechanics and writing style will also be stressed.  
(Prerequisites: College level reading and writing or appropriate courses) Offered Fall and 
Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
COCP  1241  Introduction to CAD (3 credits) 
This course covers design, analysis and implementation of 2D and 3D vector data 
including principles of two- and three-dimensional coordinates, construction, 
modification, file types, attributes, representation, output, and productivity issues.  
(Prerequisite: COCP 1201 MS OS Basics) Offered Spring. 
 
MFGT  1260  Introduction to CAM (2 credits) 
This course is an introduction of CAD/CAM. Students will primarily use a Computer 
Aided Design package to draw or create blueprints consisting of two-dimensional 
drawings of machine tool related parts. Secondly, students will begin to use Computer 
Aided Manufacturing to produce G & M codes for CNC machines.   
(Prerequisites: COCP 1201 MS OS Basics) Offered Spring. 
 
MFGT  2205  Prototyping (5 credits) 
Using CAD, CAM, Manual Data Input (MDI) or existing NC code students will produce 
wax, wood, non-ferrous or ferrous prototypes of parts. CNC lathes, CNC mills and 
manual lathe, manual mill and precision grinders will be used to fabricate tooling, 
fixtures and functional parts in this course.   
(Prerequisite: Instructor Approval is required) Offered Fall 
 
MFGT  2210  Reverse Engineering (5 credits) 
This course will educate the learner in traditional reverse engineering of parts using 
surface plate, gages, pins, indicators, height gages and comparators. Learners will 
progress to use of a portable coordinate inspection and measuring arm, and with 
computer software duplicate an electronic part for exportation to CAD or CAM 
software.  
(Prerequisite: Instructor approval is required.) Offered Fall 
 
MFGT  2215  Manufacturing Documentation & Processing (1 credit) 
This course instructs learners to document machining processes, machine set-ups, 
tooling, fixturing, and oddities in fabrication of tooling and parts. Procedures will be 
documented both electronically and in hard paper copy. Digital technology will be used 
to records procedures and processes, and information will be stored electronically 
enabling quick callback of information for interrupted manufacturing.   
(Prerequisite: Instructor approval is required) Offered Fall. 
 
MTTP  1208  Measuring Tools (1 credit) 



This course introduces basic and precision measuring practices.  Care and use of 
measuring instruments, such as micrometers, calipers, scales and indicators are 
covered.   
(Prerequisite: None) Offered Fall. 
 
MTTP  1220  Blueprint Reading I (2 credits) 
This course covers basic blueprint reading principles. Topics included are the alphabet of 
lines, arrangement of views, orthographic projection, scaling, dimensioning, tolerancing, 
and symbols.  The student will be reading and interpreting working drawings.  
(Prerequisites: None) Offered Fall. 
 
MTTP  1256  Applied Machining Theory (3 credits) 
This course covers Machining Theory used in manufacturing.  Some of the topics 
include; determining cutting speed and feed, cutting time, measurement over wires, 
chamfer depth, bolt circle dimensions and the coordinate system.  
(Prerequisite: Accuplacer Arithmetic placement assessment score of 45 or better) Offered 
Fall 
 
MTTP  1257  Machining Fundamentals I (4 credits) 
This course covers the basic principles of milling machine and engine lathe operation.  
Included are machine safety and component identification, set up, tool selection, and 
use of attachments.  The student will manufacture machine tool projects to blueprint 
specifications using the vertical mill, engine lathe and grinders. Bench work/layout and 
basic inspection are introduced.   
(Prerequisites: Arithmetic assessment score of 45 or better.) Offered Fall 
 
MTTP  1258  Machining Fundamentals II (4 credits) 
This course is a continuation of MTTP1257 and covers the basic principles of milling 
machine and engine lathe operation.  Included are machine safety, set-up, tool 
selection, and use of attachments.  The student will manufacture machine tool projects 
to blueprint specifications using the vertical mill, engine lathe and grinders.  
(Prerequisites: MTTP 1208 Measuring Tools and MTTP 1257 Machining Fundamentals I) 
Offered Spring 
 
MTTP 1279  CNC Set-up & Operate (5 credits) 
This course is an introduction providing the student with information to safely operate 
and set up CNC machining and turning centers. The student will develop knowledge of 
the components of CNC machining and turning centers and how to use them with the 
appropriate tools and procedures. This course also covers an introduction to basic CNC 
Programming.   
(Prerequisites: MTTP 1220 Blueprint Reading I and MTTP1257 Machining Fundamentals 
I) Offered Spring 
 
MTTP  2255  CNC Programming (5 credits) 
This course covers the CNC programming languages and setup for a variety of CNC 
controls used for turning and machining centers. Students will be required to read, 
write, and edit CNC programs for these machines. Students will also learn to utilize a 
cam system to draw, import, and generate CNC code for machining and turning centers. 
Students will also learn to design their own processes for machining projects on 
machining centers and turning centers.  



(Prerequisites: MTTP 1279 CNC Set-up and Operate)  Offered Fall 
                            
 
 

 Prototyping & Reverse Engineering 
 

This program builds on the skills developed in the CNC Operations Diploma. It is 
designed to provide the student with additional machining skills and training in the 
technologies of rapid prototyping and the reverse engineering of conceptualized parts 
and/or tooling. 
 
Upon completion of the program, students will be competent in manufacturing a 
functional mechanism, model, and a proper material part from a rough sketch, physical 
rough prototype or a CAD developed prototype. 
 
Length of Program:                    Certificate - 20 credits 
 
Course Descriptions 
 
COCP 2241 Advanced CAD (2 credits) 
Using solid modeling software students will create, dimension, assemble and 
manipulate entities. Using the advanced techniques of shelling, lofting, drafting, 
rotation and mating entities will be designed and proven for function in the software, 
where eventually the parts will be interfaced with CAM software to produce functional 
parts and assemblies.  
(Prerequisites: MFGT 1260 Introduction to CAM) Offered Fall 
 
GSTP 1203 Metal Fusion Theory (1 credit) 
This course covers basic oxy/fuel, stick, TIG and MIG welding equipment, procedures 
and safety. Experience is gained through lectures and video demonstrations. 
(Prerequisites: None) Offered Fall. 
 
GSTP 1205 Metal Fusion Lab (1 credit) 
This course covers basic oxy/fuel, stick and MIG welding equipment procedures and 
safety. Experience is gained through demonstrations, lectures and hands-on welding.  
(Prerequisites: None) Offered Fall 
 
GSTP 1207 Tool Design & Fabrication Theory (1 credit) 
This course covers advanced machine set-ups, tooling and applications on manual 
machines applicable to the Firearms Industry.   
(Prerequisites: MTTP 1208 Measuring Tools and MTTP 1257 Machining Fundamentals I) 
Offered Spring 
 
GSTP 1232 Soldering & Brazing (1 credit) 
This course covers soft soldering and brazing.  Soldering and brazing are very common 
repair and construction techniques used by the gunsmith.  Different types of joints such 
as lap, butt, socket, and insert will be covered. Joining of various metals is explored 
through a variety of student projects.  
(Prerequisites: None)  
 



MFGT 2205 Prototyping (5 credits) 
Using CAD, CAM, Manual Data Input (MDI) or existing NC code students will produce 
wax, wood, non-ferrous or ferrous prototypes of parts. CNC lathes, CNC mills and 
manual lathe, manual mill and precision grinders will be used to fabricate tooling, 
fixtures and functional parts in this course.  
(Prerequisites: Instructor approval is required) Offered Fall 
 
MFGT 2206 Advanced CAM (4 credits) 
This class will build on basic skills learned in MFGT 1260, Introduction to CAM, and take 
students to a level of 3-D surfacing, advance tool paths, advanced G-Code construction 
in both a mill and lathe environment. Programs and parts will be generated 
incorporating two different CAD/CAM packages.  
(Prerequisites: MFGT 1260 Intro to CAM) Offered Fall 
 
MFGT 2210 Reverse Engineering (5 credits) 
This course will educate the learner in traditional reverse engineering of parts using 
surface plate, gages, pins, indicators, height gages and comparators. Learners will 
progress to use of a portable coordinate inspection and measuring arm, and with 
computer software duplicate an electronic part for exportation to CAD or CAM 
software.  
(Prerequisites: Instructor approval is required) Offered Fall 
 
MFGT 2215 Manufacturing Documentation & Processing (1 credit) 
This course instructs learners to document machining processes, machine set-ups, 
tooling, fixturing, and oddities in fabrication of tooling and parts. Procedures will be 
documented both electronically and in hard paper copy. Digital technology will be used 
to records procedures and processes, and information will be stored electronically 
enabling quick callback of information for interrupted manufacturing.   
(Prerequisites: Instructor approval is required) Offered Fall 
 

General Education/ Minnesota Transfer Curriculum 
 
 

American Sign Language 
 

The ASL Studies certificate gives knowledge students who wish to learn American Sign 
Language and Deaf culture. It does not prepare students to become interpreters, but 
rather to learn the basics of the language and culture of the Deaf.  This certificate is 
appropriate for students who are planning to enter, or are currently employed in all 
areas of customer relations, including but not limited to business, education, criminal 
justice or the medical field. Their knowledge of ASL and Deaf culture will help them to 
be more competitive for jobs as employers strive for diversity in the workplace. 
Students who complete this certificate will be in a position to communicate with 
colleagues or customers who are ASL users.   
 
Length of Program:                Certificate - 18 credits 
 
 
Course Descriptions 
 



LASL 1205 American Sign Language I (3 credits)  
Introduction to American Sign Language (ASL), a visual/gestural language used by the 
Deaf Community.  Course covers sign vocabulary, sentence structures, dialogue formats 
through facial expressions and body movements used in signing and various aspects of 
Deaf Culture.  
(Prerequisites: College Level Reading and Writing) Offered Fall  
 
LASL 1210  Numbers and Finger Spelling (3 credits) 
Introduces students to the fundamentals of lexicalized finger spelling. It includes loan 
signs, letter blocks, and tips for improving both expressive and receptive skills.  
(Prerequisites: LASL 1270  American Sign Language III with grade of C or better) Offered 
Spring 
 
LASL 1265 American Sign Language II (3 credits)  
A continuation from ASL 1. This course is designed to improve the student's receptive 
and expressive skills and increase the student's awareness of the Deaf Culture. 
(Prerequisite: Completion of LASL 1205 American Sign Language I with the grade of C or 
better) Offered Spring 
 
LASL 1270 American Sign Language III (3 credits)  
Continues to emphasize communicative functions for talking about family and 
occupations, attributing qualities to others, talking about routines, and locating things 
around the house.  
(Prerequisite: Completion of LASL 1265 American Sign Language II with the grade of C or 
better) Offered Fall 
 
LASL 1275 American Sign Language IV (3 credits)  
This course will continue to emphasize communicative functions for complaining, 
describing and identifying things, and talking about the weekend.  
(Prerequisite: LASL 1270 American Sign Language III. Students registering for LASL 1275 
must also register for LASL 1210 Numbers and Finger Spelling) Offered Spring  
 
 
 

Minnesota Transfer Curriculum 
 

The Minnesota Transfer Curriculum is the result of a collaborative effort by all of the 
two and four year public colleges and universities in Minnesota to define a common 
philosophy toward general education.  The goal of this effort is to help students transfer 
their work in general education.  Completion of a defined transfer curriculum at one 
institution enables a student to receive credit for all lower-division general education 
upon admission to any other institution. 
 
Length of Program:              Fulfilled when all 10 goal areas (40 credits) are completed 
 
Goal 1- Communication 
ENGL 1276 College Composition (4 credits)  
This course presents students with the process of writing for the sake of communicating 
their ideas to the public. The course will focus on the generation, organization and 
communication of ideas in expository essay forms based on experience, observation, 



and research, with an emphasis on argumentation, critical thinking, and rhetorical 
strategies. Mechanics and writing style will also be stressed.  
(Prerequisites: College level reading and writing or appropriate courses) Offered Fall and 
Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
ENGL 2200  Advanced Composition (3 credits) 
This course is designed to build upon the foundational writing skills and processes 
learned in college composition. Among these are the effective implementation of 
various writing modes, the use of appropriate rhetorical strategies, and an 
understanding of audience. Through intensive writing, reading and research, students 
will also hone critical thinking skills. While students will be encouraged to shape many of 
the writing topics to fit their own personal interests and needs, there will always be an 
emphasis on clear, precise, analytical writing.   
(Prerequisites: ENGL 1276 College Composition) Offered Spring 
 
SPCH 1270 Introduction to Speech (3 credits)  
This course emphasizes interpersonal communication, small group communication and 
public speaking.  Students will study theories of communication, but will also participate 
in these forms of communication.  Along with the emphasis on verbal communication, 
students will heighten their skills of relating meaningfully to others, thinking critically, 
organizing ideas clearly, and speaking and listening effectively.   
(Prerequisites:  College level reading and writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
 
SPCH 1250 Intercultural Communication (3 credits)  
This course emphasizes the elements of intercultural communication.  Students will 
study intercultural communication principles and theories.  Along with stressing 
verbal/written communication students will heighten their awareness across cultures 
and co-cultures, increasing their critical thinking skills.  
(Prerequisites: College Level Reading and Writing)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
Goal 2 ς Critical Thinking  
SPCH 1250 Intercultural Communication (3 credits)  
This course emphasizes the elements of intercultural communication.  Students will 
study intercultural communication principles and theories.  Along with stressing 
verbal/written communication students will heighten their awareness across cultures 
and co-cultures, increasing their critical thinking skills.  
(Prerequisites: College Level Reading and Writing)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
SPCH 1270 Introduction to Speech (3 credits)  
This course emphasizes interpersonal communication, small group communication and 
public speaking.  Students will study theories of communication, but will also participate 
in these forms of communication.  Along with the emphasis on verbal communication, 
students will heighten their skills of relating meaningfully to others, thinking critically, 
organizing ideas clearly, and speaking and listening effectively.   
(Prerequisites:  College level reading and writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                     
 
PHIL 1271 Critical Thinking in Modern Society (3 credits) 
The course centers on learning to think critically in a field or discipline. The course will 
provide learners with practice in critical thinking, writing, reading and presentation. 
Students will learn methods of critical thinking, with a focus on developing an 



awareness of thinking in relation to others, and the assimilation of reasoning skills into 
life, through a variety of activities and written assignments.  
(Prerequisites:  College level reading and writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
 
Goal 3 ς Natural Sciences (2 courses from two different disciplines; one must include a 
lab, indicated with an asterisk) 
*BIOL 1250 General Biology I (4 credits)  
The course will present students with the organic chemistry of life, cellular organization 
in plants and animals, diversity of cells from prokaryotic to eukaryotic systems, the 
physics and chemistry of photosynthesis, the chromosomal and molecular basis of 
inheritance, microbiology, and the genetics of viruses and bacteria. This course contains 
a lab component.  
(Prerequisites: College level reading and math) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
*BIOL 1251 General Biology II (4 credits)       
"This course is designed to provide students with an introduction to Biology. Among the 
topics covered will be cell biology, biochemistry, genetics, evolution, plant structure and 
function, animal structure and function and ecology.  
(Prerequisites: BIOL 1250 General Biology I) Offered Spring 
 
*BIOL 1255 Microbiology (3 credits)   
Microbiology is the study of the classification, structure, and function of microbes, with 
emphasis on disease- causing bacteria, viruses, protozoans and fungi. We will also study 
the control of microbial growth, study of basic laboratory techniques used in 
microbiology: use of the microscope for viewing microbes, staining techniques, bacterial 
morphology and staining patterns, preparation of media culture, and microbial 
identification techniques. This course is recommended for students in the health fields 
or students seeking a course with labs for their liberal arts education.  
(Prerequisites: BIOL 1250 General Biology I or equivalent) Offered Summer 
 
*BIOL 1260 Human Anatomy and Physiology I (4 credits)  
A study of organ systems and tissues: integumentary, skeletal, muscular and nervous. 
Integrated control mechanisms of physiology. Incorporates principles of chemistry, 
biochemistry, and molecular biology. Includes laboratory dissections.  
(Prerequisites: BIOL 1250 General Biology I) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
*BIOL 1270 Human Anatomy & Physiology II (4 credits)  
This course continues the study of body structure and function. It incorporates 
principles of chemistry, biochemistry and molecular biology. A study of the 
cardiovascular system, immune system, respiratory system, urinary system, digestive 
system, endocrine and reproductive systems. This class includes laboratory dissections 
and builds on principles covered in Anatomy and Physiology I.  
(Prerequisite: BIOL 1260 Anatomy and Physiology I) Offered Summer                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                
 
CHEM 1201 Fundamentals of Chemistry (4 credits) 
Selected topics include chemical measurements, properties of atoms and molecules, 
chemical reactions, chemical calculations, properties of gases, and thermochemistry. 
This course is designed for students who are not science majors. This course is 
recommended for various health majors and as a preparation for CHEM 1250. 



(Prerequisites: MATH 0450 Intermediate Algebra or an equivalent score on the math 
placement test) Offered on demand 
 
*CHEM 1250 Principles of Chemistry I (4 credits)  
This course will present the principles of inorganic chemistry.  Among the topics to be 
covered will be: Atomic structure, stoichiometry, chemical reactions, solutions, gases, 
thermochemistry, quantum theory, chemical bonding, oxidation - reduction reactions 
and intermolecular forces.  
(Prerequisites: MATH 0201 Math Foundations or appropriate score and high school 
chemistry or introductory chemistry) Offered on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
*CHEM 1251   Principles of Chemistry II (4 credits) 
This course is a continuation of CHEM 1250 Princles of Chemistry I.  Among the topics to 
be covered are chemical kinetics, chemical equilibrium, acids and bases, 
thermodynamics, electrochemistry, nuclear chemistry and organic chemistry. 
(Prerequisites: Principles of Chemistry I)  Offered on demand 
 
*PHYS 1250 College Physics I (4 credits)  
This course is an introduction to Newtonian statics and dynamics.  Selected topics 
include vector forces, moments, constant acceleration, trajectories, friction, the 
concepts of simple machines, rotary motion, work, power, energy and torque. 
(Prerequisites: College Algebra and Trigonometry) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
 
*PHYS 2250 College Physics II (4 credits)   
This course is a continuation of College Physics 1, and includes the following topics: 
fluids, thermodynamics, selected topics in electricity and magnetism, AC and DC circuit 
theory, waves and light, modern physics, atomic and nuclear physics.   
(Prerequisites: College Physics I) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
Goal 4 ς Mathematical/Logical Reasoning (1 course) 
MATH 1256 Mathematical Thinking (3 credits)  
This course is to study concepts of mathematics.  It emphasizes on mathematical logic, 
number system, elementary statistics and geometry with appropriate historic 
development discussions.  This course is designed for the non-science-or-technology 
students to enhance their quantitative literacy.  
(Prerequisites: College Level Reading; MATH 0450 Intermediate Algebra with a grade of 
C or higher, or appropriate test score by Accuplacer) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 
MATH 1260 College Algebra (3 credits)  
This course presents the student with the methods of linear and quadratic equations, 
radicals, complex numbers, functions and graphs, transformations, polynomial and 
rational functions, exponential and logarithmic functions, and systems of equations and 
inequalities.  
(Prerequisites: MATH 0450 Intermediate Algebra or placement determined by 
assessment score) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
MATH 1265 Elementary Statistics (3 credits)  
Elementary Statistics provides students with a practical understanding of statistics. 
Students will be introduced to some basic mathematics and probability upon which 
statistics relies. The course centers on three major areas: descriptive statistics, 



elementary probability, and inferential statistics. Topics include: graphing and data 
representation, measures of central tendency and variability, normal distributions, 
elementary hypothesis testing, correlation and linear regression, and analysis of 
variance.  
(Prerequisites: College level algebra) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                               
 
MATH 1262 College Calculus 1 (5 credits)  
This is the first course in the two-semester sequence of Single Variable Calculus. Topics 
include functions of a single variable, limits and continuity, differentiation, anti-
differentiation, and integration of algebraic and transcendental functions with 
associated applications in each area. Instruction will be provided in the use of a scientific 
calculator.  
(Prerequisite: MATH 1260 College Algebra and MATH 2260 Trigonometry) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
MATH 2262 College Calculus 2 (5 credits)  
A continuation of College Calculus 1, this course includes further calculus of 
transcendental functions, techniques of integration, polar coordinates, conic sections, 
and infinite series. Instruction will be provided in the use of a scientific calculator. 
(Prerequisites: MATH 1262 Calculus I) Offered Spring 
 
MATH 2260 Trigonometry (3 credits)  
This course presents the student with the methods of right-angle trigonometry, 
trigonometric functions, graphs of trigonometric functions, trigonometric equations and 
identities, composite angle identities, oblique triangles and vectors, the inverse 
trigonometric functions, complex numbers and polar equations, logarithmic functions, 
and analytic geometry.  
(Prerequisites: MATH 1260 College Algebra) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                       
 
Goal 5 ς History, Social Science and Behavioral Sciences (3 courses, from three 
different disciplines) 
AMST 1205 The Significance of the Environment in American History (3 credits) 
The meaning of the United States as a socio-historical and ideological concept has 
always been deeply tied to the land.  It is through the American environment that we 
have filtered philosophical ideas like liberty, equality, and opportunity, but it is also the 
literal and figurative properties of the American landscape that have served as a 
rationale for exploitation, colonization and subjugation. This course traces the meaning 
of land throughout American history, exploring its pervasive power and its 
contradictions.  
(Prerequisites: College level reading and writing) Offered every other Fall ς odd years 
 
ECON 1250 Principles of Micro Economics (3 credits)  
This course presents analysis of microeconomic behavior of consumers, firms, and 
markets in domestic and world economy. The course also covers supply and demand; 
market competition and monopoly; distribution of income; resource allocation and 
consumption; pricing; economic interdependencies in the global economy, and effects 
of global economy on individual decisions.  
(Prerequisites: college level reading and math) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
HIST 1200 United States History (3 credits)   



This course is designed to give students and introduction to United States history from 
1877 to the present. Students will learn about the major historical events, personalities, 
and controversies of this time period. Special emphasis will be placed on the social 
history of the era, and students will discover how "normal" people lived throughout the 
latter half of United States history.  
(Prerequisites: College level reading and writing or determined by assessment scores) 
Offered on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
POLS    1205    American Government and Politics (3 credits) 
This course is a study of the American national government.  Topics covered will include: 
political theory, the constitution, federalism, the presidency, the congress, the judiciary, 
interest groups, the media, parties, campaigns, and contemporary issues.  Students will 
also examine democracy and what it means to be a citizen.  
(Prerequisites: None) Offered Fall 
 
PSYC 1200 Introduction to Psychology (3 credits)  
This course presents a survey of contemporary and historical psychology, including the 
biological bases of behavior, the effects of social conditioning and environmental 
influences on behavior and personality.  This course3 also explores cognitive 
mechanisms, social influences, personality disorders and treatment.   
(Prerequisites:  Completion of READ 0200 or above; completion/or concurrent enrollment 
in ENGL 0200 or above or appropriate assessment scores)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                             
 
PSYC 1250 Life Span Development (3 credits)  
This course provides a comprehensive view of human development from conception to 
death. Topics include research methodology, theoretical perspectives and important 
aspects of physical, cognitive and psychosocial changes occurring throughout the 
lifespan. The focus is placed on the application of research and theory to current issues. 
(Prerequisites: PSYC 1200 General Psychology) Offered Spring 
 
SOCI 1200 Introduction to Sociology (3 credits)  
This course presents an overview of the characteristics, structures and processes that 
shape human societies; the impact of social forces on individuals and groups; the effects 
of individual decision-making on society, and the complex relationships between the 
individual and society. Course emphasis is on cultural diversity and globalism. 
(Prerequisites: College level reading and writing) Offered Fall 
 
SOCI 1220 Marriage, Family and Relationships (3 credits)   
This course introduces students to the central ideas, challenges, theoretical 
perspectives, and the diversity of human relationships, marriages, and families. Global 
perspectives regarding families and the diversity of intimate relationships in 
contemporary societies will be discussed. Topics in this course could include the origins 
of marriage and diverse patterns of love, conflict, sexuality, parenting, single-hood, 
interpersonal violence, divorce, extended families, and gender roles. Reading and 
examples will be drawn from societies around the world. Common myths and challenges 
related to stereotypes of the "typical" family and "functional" relationships will be 
explored. Critical thinking skills will be developed through class discussions, debates, 
and course assignments.  
(Prerequisites: College level reading and writing) Offered Spring 
 



SOCI 1225 Human Diversity (3 credits) 
This course provides an overview of culturally relevant human relations skills that uses 
critical thinking and questioning to define, recognize and analyze individual, institutional 
and cultural/societal racism, sexism, classism, sexual orientation, and other forms of 
oppression.  It will focus on development of practical skills for eliminating racism, 
sexism, classism, heterosexism and other oppressive elements from personal, 
professional and public life.  
(Prerequisites: ENGL 1276 College Composition) Offered Spring 
 
POLS 1210 Environmental Politics (3 credits) 
This course in environmental politics will examine the human impact on the natural 
world ς globally, regionally, and locally.  It will examine the effects on both the national 
and international level.  It will discuss the impact of recent environmental changes and 
examine various, potential, often conflicting, political solutions to the problems.  Topics 
covered may include, but will not be limited to, global climate change, population 
patterns, energy use, international conflict and social justice.  
(Prerequisites: College level reading and writing) Offered Summer 
 
 
Goal 6 ς Humanities and the Fine Arts (3 courses, from three different disciplines) 
AMST 1200 Popular Culture and American Social Dynamics (3 credits)  
Popular culture has unquestionably influenced the development of American society, 
though few can agree on exactly how. Through focusing on key texts and criticism, this 
course will explore the dynamics of popular culture and its influence on and reflection of 
American social roles.  
(Prerequisites: College level reading) Offered Spring 
 
 
ARTS 1229 Introduction to the Visual Arts (3 credits) 
This course is an introduction to the essential concepts, styles, and forms of Western 
and non-Western visual arts, and the variety of manners in which art is understood. The 
student will learn the appreciation of art through studying the principles, techniques 
and materials of design, the popular and historical development of art, art criticism and 
aesthetic awareness.  
(Prerequisites: College level reading and writing) Offered every other fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    
 
ENGL 1280 Introduction to Literature (3 credits)  
This course presents students with a survey of the major forms of literature-fiction, 
creative non-fiction, poetry and drama -- with a focus on what these works say about 
the human experience.  Students will increase their appreciation of literature through 
reading, writing, and discussion.  Along with a historical survey, this course also 
emphasizes various themes such as minority writers, regional literature, modern 
literature, and world literature.  
(Prerequisites:  College level reading and writing) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
 
ENGL 2280 Introduction to Creative Writing (3 credits)  
This course will enhance the student's understanding of the various conventions of 
creative prose and poetry; students will compose their own creative written works in 
poetry, short fiction, and non-fiction memoir, and share and refine their writing in a 



workshop setting.  Course emphasis is on composing imaginative, insightful written 
work designed to have an impact on a public audience.  
(Prerequisites: ENGL 1276 College Composition or equivalent 1000-level composition 
course) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
PHIL 1210 Foundations of Philosophy (3 credits)  
This is a survey course in classical and modern philosophy. The student will study the 
ways in which humans have reflected on questions of reality, religion, and knowledge. 
The course offers a topical approach to philosophy while providing students the tools to 
make reasonable, rational, and logical assessments of issues.  
(Prerequisites: College level reading and writing) Offered on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
PHIL 1220 Human Ethics  (3 credits)  
This course presents students with an examination of the basic philosophical questions 
about moral values through the analysis of various controversial issues.  Students will 
increase their understanding of how ethical decisions are created and evaluated 
through reading, writing, and discussion.  
(Prerequisites:  College level reading and writing) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                              
 
PHIL 1230 Philosophy of Religion (3 credits)  
This course will focus on the relationship of reason and religious belief. Topics and issues 
that will be explored include: religious experience, theistic arguments for the existence 
of God, the problem of evil, religious language, religious pluralism, the relationship of 
religion to science, the relationship between religion and morality, feminist concerns 
within religion, as well as a comparison of Western theism and Eastern religions. No 
previous knowledge/experience of philosophy is required.  
(Prerequisites: College Level Reading and Writing) Offered Spring - even years 
 
 
Goal 7 ς Human Diversity (1 course) 
AMST 1200 Popular Culture and American Social Dynamics (3 credits)  
Popular culture has unquestionably influenced the development of American society, 
though few can agree on exactly how. Through focusing on key texts and criticism, this 
course will explore the dynamics of popular culture and its influence on and reflection of 
American social roles.  
(Prerequisites: College level reading) Offered Spring 
 
HIST 1200 United States History (3 credits)   
This course is designed to give students and introduction to United States history from 
1877 to the present. Students will learn about the major historical events, personalities, 
and controversies of this time period. Special emphasis will be placed on the social 
history of the era, and students will discover how "normal" people lived throughout the 
latter half of United States history.  
(Prerequisites: College level reading and writing or determined by assessment scores) 
Offered on demand                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
PSYC 1250 Life Span Development (3 credits)  
This course provides a comprehensive view of human development from conception to 
death. Topics include research methodology, theoretical perspectives and important 
aspects of physical, cognitive and psychosocial changes occurring throughout the 



lifespan. The focus is placed on the application of research and theory to current issues. 
(Prerequisites: PSYC 1200 General Psychology) Offered Spring 
 
SPCH 1250 Intercultural Communication (3 credits)  
This course emphasizes the elements of intercultural communication.  Students will 
study intercultural communication principles and theories.  Along with stressing 
verbal/written communication students will heighten their awareness across cultures 
and co-cultures, increasing their critical thinking skills.  
(Prerequisites: College level reading and writing)  Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
SOCI 1220 Marriage, Family and Relationships (3 credits)  
This course introduces students to the central ideas, challenges, theoretical 
perspectives, and the diversity of human relationships, marriages, and families. Global 
perspectives regarding families and the diversity of intimate relationships in 
contemporary societies will be discussed. Topics in this course could include the origins 
of marriage and diverse patterns of love, conflict, sexuality, parenting, single-hood, 
interpersonal violence, divorce, extended families, and gender roles. Reading and 
examples will be drawn from societies around the world. Common myths and challenges 
related to stereotypes of the "typical" family and "functional" relationships will be 
explored. Critical thinking skills will be developed through class discussions, debates, 
and course assignments. 
(Prerequisites: College level reading and writing) Offered Spring 
 
SOCI  1225 Human Diversity (3 credits) 
This course provides an overview of culturally relevant human relations skills that uses 
critical thinking and questioning to define, recognize and analyze individual, institutional 
and cultural/societal racism, sexism, classism, sexual orientation, and other forms of 
oppression.  It will focus on development of practical skills for eliminating racism, 
sexism, classism, heterosexism and other oppressive elements from personal, 
professional and public life.  
(Prerequisites: ENGL 1276 College Composition) Offered Spring 
 
 
Goal 8 ς Global Perspective (1 course) 
LASL 1270 American Sign Language III (3 credits)  
Continues to emphasize communicative functions for talking about family and 
occupations, attributing qualities to others, talking about routines, and locating things 
around the house.  
(Prerequisite: Completion of LASL 1265 American Sign Language II with grade of C or 
better) Offered Fall.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           
 
LASL 1275 American Sign Language IV (3 credits)  
This course will continue to emphasize communicative functions for complaining, 
describing and identifying things, and talking about the weekend.  
(Prerequisite: LASL 1270 American Sign Language III. Students registering for LASL 1275, 
must also register for LASL 1210 Numbers and Finger Spelling) Offered Spring.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
 
LATN    2200    Intermediate Latin I (4 credits) 
This course is an intermediate course on the language and culture of ancient Rome 
using selections from Caesar, Cicero, Livy and other prose authors.  Proficiency in 



listening, speaking, writing and especially reading will be learned through progressively 
more difficult Latin texts, adapted from classical authors. The focus will be on the 
interpretation of ancient sources rather than developing skills for contemporary 
communication in Latin.  Proficiency will mean knowledge of pronunciation, vocabulary 
and grammar as well as an appreciation of the historical and cultural context of the Latin 
readings.  
(Prerequisites: 3 years of High School Latin or one year of college Latin) Offered on 
demand 
 
LATN    2250    Intermediate Latin II (4 credits) 
This course is an intermediate course on the language and culture of Augustan Rome 
using Latin authors, prose and poetic, from that period.  Proficiency in listening, 
speaking, writing and especially reading will be learned through progressively more 
difficult Latin texts, adapted from classical authors. The focus will be on the 
interpretation of ancient sources rather than developing skills for contemporary 
communication in Latin.  Proficiency will mean knowledge of pronunciation, vocabulary 
and grammar as well as an appreciation of the historical and cultural context of the Latin 
readings.  
(Prerequisites: 4 years of High School Latin or 3 semesters of college Latin) Offered on 
demand 
 
PHIL 1230 Philosophy of Religion (3 credits)  
This course will focus on the relationship of reason and religious belief. Topics and issues 
that will be explored include: religious experience, theistic arguments for the existence 
of God, the problem of evil, religious language, religious pluralism, the relationship of 
religion to science, the relationship between religion and morality, feminist concerns 
within religion, as well as a comparison of Western theism and Eastern religions. No 
previous knowledge/experience of philosophy is required.  
(Prerequisites: College Level Reading and Writing) Offered Spring - even years 
 
SPAN 2200 Intermediate Spanish Language and Culture I  (3 credits) 
Students continue to develop their languages skills and cultural knowledge of the 
Hispanic world.  This course introduces literature, history, culture, and geography of the 
Spanish-speaking world.  Students study and review many aspects of Spanish grammar, 
with emphasis on present subjunctive, ser and estar and preterit/imperfect.  Short 
stories, poems, and essays introduce the student to many Hispanic writers, both past 
and present.  
(Prerequisites: 2 years high school Spanish or equivalent and College level reading)  
Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
SPAN 2250 Intermediate Spanish Language and Culture 2 (3 credits)  
Students will continue reading, speaking, writing, and listening in the Spanish language 
for refinement and acquisition of grammar concepts.  A variety of literary genres will be 
studied, including a full length play.   Ample opportunity is available for communicating 
in both oral and written Spanish.  A greater awareness of Hispanic culture and history 
will be obtained through readings and cultural vignettes.  
(Prerequisites: SPAN 2200 Intermediate Spanish Language and Culture I) Offered Spring  
 
 
Goal 9 ς Ethical and Civic Responsibility (1 course) 



PHIL 1271 Critical Thinking in Modern Society (3 credits)   
The course centers on learning to think critically in a field or discipline. The course will 
provide learners with practice in critical thinking, writing, reading and presentation. 
Students will learn methods of critical thinking, with a focus on developing an 
awareness of thinking in relation to others, and the assimilation of reasoning skills into 
life, through a variety of activities and written assignments.  
(Prerequisites:  College level reading and writing) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
PHIL 1220 Human Ethics (3 credits) 
This course presents students with an examination of the basic philosophical questions 
about moral values through the analysis of various controversial issues.  Students will 
increase their understanding of how ethical decisions are created and evaluated 
through reading, writing, and discussion.  
(Prerequisites:  College level reading and writing) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                        
 
POLS    1205    American Government and Politics (3 credits) 
This course is a study of the American national government.  Topics covered will include: 
political theory, the constitution, federalism, the presidency, the congress, the judiciary, 
interest groups, the media, parties, campaigns, and contemporary issues.  Students will 
also examine democracy and what it means to be a citizen.  
(Prerequisites: None) Offered Fall 
 
SOCI 1205 Drug Use and Abuse (3 credits) 
This course is a study of drug use and abuse in American culture.  Topics covered will 
include:  specific drugs and their related pharmacology, histories, uses, and social level 
of addictive nature.  Students will also examine criminal, economic, socio-cultural 
aspects to specific drugs.  
(Prerequisites: None) 
 
Goal 10 ς People and the Environment (1 course) 
AMST 1205 The Significance of the Environment in American History (3 credits) 
The meaning of the United States as a socio-historical and ideological concept has 
always been deeply tied to the land.  It is through the American environment that we 
have filtered philosophical ideas like liberty, equality, and opportunity, but it is also the 
literal and figurative properties of the American landscape that have served as a 
rationale for exploitation, colonization and subjugation. This course traces the meaning 
of land throughout American history, exploring its pervasive power and its 
contradictions.  
(Prerequisites: College level reading and writing) Offered every other Fall ς odd years 
 
POLS 1210 Environmental Politics (3 credits) 
This course in environmental politics will examine the human impact on the natural 
world ς globally, regionally, and locally.  It will examine the effects on both the national 
and international level.  It will discuss the impact of recent environmental changes and 
examine various, potential, often conflicting, political solutions to the problems.  Topics 
covered may include, but will not be limited to, global climate change, population 
patterns, energy use, international conflict and social justice.  
(Prerequisites: College level reading and writing) Offered Summer 
 
SOCI 1225 Human Diversity (3 credits) 



This course provides an overview of culturally relevant human relations skills that uses 
critical thinking and questioning to define, recognize and analyze individual, institutional 
and cultural/societal racism, sexism, classism, sexual orientation, and other forms of 
oppression.  It will focus on development of practical skills for eliminating racism, 
sexism, classism, heterosexism and other oppressive elements from personal, 
professional and public life.  
(Prerequisites: ENGL 1276 College Composition) Offered Spring 
 



Technical Course Descriptions 
 
COCP 1201 Microsoft Operating System Basics (2 credits) 
This course covers the fundamentals of a Microsoft Windows environment including - 
customizing your desktop and the start menu, creating shortcuts, creating folders, 
moving and copying files and folders, adding/removing hardware and software, 
connecting to a network, setting passwords, windows utilities, and troubleshooting. You 
will also be exposed to the basics of the Internet, including techniques for finding what 
you want on the Internet. This course will also cover the basics of Microsoft Word and 
Microsoft Excel, as well as a brief look at Microsoft Access and PowerPoint. 
(Prerequisites: None) Offered Fall & Spring 
 
COCP 1220 Microcomputer Database (3 credits)  
This course is an introduction to database concepts; creation, and management. Topics 
include: database creation and maintenance, query design and development, custom 
form and report design and development, database integration with the web and other 
software, and management and security of a database.  
(Prerequisites: COCP1201 MS OS Basics.) Offered Spring 
 
COCP 1241 Introduction to CAD (3 credits)  
This course covers design, analysis and implementation of 2D and 3D vector data 
including principles of 2 and 3 dimensional coordinates, construction, modification, file 
types, attributes, representation, output, and productivity issues.  
(Prerequisites: COCP 1201 MS OS Basics.) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   
 
GSTP 1235 Heat Treating & Metallurgy (1 credit)  
This course deals with the heat treatment of metals commonly used by the gunsmith. 
These include 0-1, 5-7, 1095, 12-L-14, 8620, 4140, as well as some stainless and non-
ferrous metals.  
(Prerequisites: None.) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            
 
HEOP 1206 Pharmacology (2 credits) 
The study of pharmacology covers a broad spectrum of diverse yet interrelated topics, 
such as botany, molecular chemistry, research, clinical observation, toxicology, 
legislation, and patient education. It is not the purpose of this course to instruct in the 
prescribing or administrating of medication; rather it is to provide a framework of 
thinking for the medical office professionals, laying a foundation of knowledge about 
drug theory and treatment.  
(Prerequisites: None.) Offered Fall 
 
MATH 1251 Technical Math (3 credits)  
Primarily for technical and industrial majors, this course covers measurements, metric, 
equations, formulas, ratios, proportions, geometry, and right angle trigonometry. A 
scientific calculator will be used. This course requires that the student have a good 
understanding of decimals, fractions, and percentages.  
(Prerequisites: Arithmetic assessment score of 45 or better, or MATH 0201 Math 
Foundations.) Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                      
 
 
 



MFGT 1265 Electrical-Electronic Systems (3 credits) 
A study of fundamental electrical principles, including DC (network with resistive load, 
transient response to capacitive and inductive network) and AC (network with a 
combination of resistive, capacitive and inductive loads, network theorems and power) 
circuitry.  This course is an introductory course designed to provide the technical 
information needed as a foundation for work with electrical circuits.  The course will 
provide the student with the "why" and the "how" of DC and AC principles of electricity. 
It covers those subjects considered essential to understand the supporting theory of 
electricity.  
(Prerequisites:  MATH 1260 College Algebra.) Offered Spring                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         
 
MGMT 1200 Principles of Management (3 credits)  
This course examines basic management concepts and principles, their historical and 
philosophical development, and their application to modern organizations.  Topics 
covered will include planning, organizing, decision-making, leadership, control, and 
organizational change.  In addition, the course includes an introduction to business 
ethics and social responsibility, human resource management, and organizational design 
and behavior.   
(Prerequisites:  MGMT1205 Intro to Business having earned a C or better.) Offered Spring       
 
MGMT 1205 Introduction to Business (3 credits)  
This course provides an overview of the world of business. Students will learn about the 
environment of business, including the economic, political/legal, socio-demographic, 
global, technological, and competitive aspects and how they impact organizations. In 
addition, the various functional areas of business (management, marketing, finance) will 
be examined. Students will also consider the critical issues that face most contemporary 
business organizations, such as ethical/social issues, cultural diversity, and global 
considerations.  
Offered Fall                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 
 
PTCG 1225 Job Seeking (1 credit)   
This course offers an individualized approach to developing job-seeking skills. The 
student will create a resume, write a job application letter, complete a job application 
form, and prepare for the employment interview. Previous keyboarding or word 
processing training is helpful, but not required. Consideration will also be given to the 
critical attitudes needed for job keeping. Note: Should be taken at end of program. 
 
                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                   

 


