General Information

Philosophy

Humphreys College is devoted to providing effectin&ruction and related learning
experiences to students. The College views itsetigrily as a teaching institution. Its
founder College believed that any sound progrant ineig€oncerned first with meeting
the educational needs of the individual student aadond, with ensuring the program
(for most students) contains elements of geneidbacsupational education. The College
has maintained this simple philosophy throughaulahg service to the community.

Although Humphreys is a small college, it seeksexve both general and occupational
objectives. Accordingly, the College has soughtsvaykeep classes small, to offer some
instruction on an individualized basis, to maintaiolose relationship between faculty
and students, to provide a significant introductmgeneral education for students who
seek specialized occupational objectives, and asele to provide an appreciation of
occupational goals for students who pursue geweeladational objectives.

Mission Statement

The mission of Humphreys College is to prepareesttgifor careers in law, business,
government and human services. The College segkeviade quality education, training
and retraining to meet the changing needs of perom diverse ethnic, cultural,
economic and educational backgrounds, using cureehhology and state-of-the-art
methods.

Undergraduate programs are designed to provideicareented education grounded in
the liberal arts tradition and primarily geared &wd/enhancing students’ life skills. The
School of Law offers a course of study intendeohstill in its students an understanding
of law as well as analytical skills developed tlgbwa combination of scholastic and
practical training.

History

Humphreys College dates its founding in the falntef 1896, when John R.
Humphreys, Sr., assumed academic administratitimeo$tockton Business College,
Normal School, and Telegraphic Institute. Theresaatered records and some
graduating class pictures in the files of the Gglelating back to 1875. The College has
been in continuous service to the central San Joadplley since that time, making it the
first institution of higher education in the ard&e philosophy and objectives of its
founder have remained with the College, remainisgall, independent college
dedicated to post-secondary education and serligngducational needs of its students
and the community.



In 1937 the founder of the College died and his dohn R. Humphreys, Jr., who had
assumed academic administration of the Colleg®84 1became the second President.
The name of the College changed several times gmageption, becoming known as
"Humphreys College" on July 25, 1947, when it wesrganized and incorporated as a
nonprofit educational corporation under the CafhifarEducation Code. Under this
corporate charter and related bylaws, Humphreyge@elis held exclusively for
educational purposes by a Board of Trustees wheseh@rship consists of alumni,
educators, distinguished citizens, and friendfiefGollege. It is provided that one voting
Trustee be a member of the Humphreys family, whizth provided the funds and
manpower to establish Humphreys College as a nfihpnolependent institution.

In 1950 the Trustees established a non-accreddaadyear night law school. Shortly
thereafter, a law school campus was establishEdeisno, but this campus no longer
exists under Humphreys College control. In 1978, Thustees took the first steps toward
accreditation of the law school by the Committe®af Examiners of the California
State Bar. This accreditation was granted in Augti$983.

In 1965 the Trustees provided funds for the corsitva of a new academic building in
north Stockton, with the campus moving to its catrfecation in 1966. In 1974
construction was started on the student centessttiteent housing complex, and
recreational facilities.

In 1972 the College was accredited by the Westessogiation of Schools and Colleges
(WASC), Accrediting Commission for Community anditwr Colleges.

In June of 1992 the College was accredited by tteréditing Commission for Senior
Colleges and Universities of WASC. Therefore, alitiéicates and degrees granted by
the College (including the School of Law) are adass.

In 1980 administration of the College was assumeRdibert G. Humphreys, grandson
of the founder, upon the retirement of John R. Haraps, Jr., thereby becoming the
College's third President.

In 1987 Humphreys College began offering coursesutih Modesto Junior College,
eventually establishing a campus in Modesto.

In 1991 the College purchased four buildings wéshe Stockton campus student
housing complex. Renovations of the buildings aidwhe College to add new
undergraduate and law libraries, classrooms, faaiffices, law school administrative
offices, the Registrar's Office, study lounges, eoxference room facilities.

The College again expanded its physical facilitie8004 when it added two new
buildings totaling approximately 24,000 square.féée College’s libraries were moved
to a new library building which houses both the Evd undergraduate libraries as well
as administrative offices for the newly renamedreage Drivon School of Law. The
classroom and office building added another eitdgstooms to the College and includes



18 faculty offices, several administrative officaad a student lounge. A large central
courtyard provides an attractive location for studeo sit and study outside and is used
for commencement ceremonies.

Throughout its long history, the College has predidjuality instruction at the post-
secondary level. While kept current, the curriculwatay is still clearly related to the
curriculum as it was when the College was foundezlysing on both liberal arts and
career preparation. The expansion of the Colleg#h in Stockton and Modesto, shows
the commitment Humphreys College has to the comtyamd the growth of educational
opportunities for all.

Accreditation

Humphreys College is accredited by the Accredi@agnmission for Senior Colleges
and Universities of the Western Association of Stfiand Colleges.

Additionally, the court reporting program is appeovby the Court Reporters Board of
California, and the Humphreys College Laurence @ri$chool of Law is accredited by
the Committee of Bar Examiners of the State BaCalffornia.

Associations

Humphreys College is a member of the Associatiomdépendent California Colleges
and Universities, the National Association of Inelegent Colleges and Universities, the
College Board, and the American Council on Educatio

Humphreys College also participates in a numbacatiemic and professional
organizations, including the American Associatiboademic Deans, the California,
Bay Area, and National Court Reporters Associatitims California Business Education
Association, Professional Secretaries Internatidhal California and National
Association of Student Financial Aid Administrataitse National Association of College
and University Business Officers, the Pacific Asation of Collegiate Registrars and
Admission Officers, Reporting Association of Pulichools, and the Western
Association of College Admission Counselors.

Campus Offerings

All major programs, degrees, and certificates distethis General Catalog are available
at the Stockton campus.

Only certain major programs and certificates ligtethis General Catalog are available
at the Modesto campus. Baccalaureate degree pregmanoffered at the Stockton
campus only. See an admission counselor for méoenmation.

For information and policies pertaining to the Lenre Drivon School of Law, see the
Humphreys College Law Bulletin.



Stockton Campus
The Community

Since its inception, Humphreys College has beemjamecommunity facility in Stockton
and central California. Until 1924, it was the omigtitution of higher education in the
area.

Most of Humphreys' students are from San Joaqudrtfa® seven neighboring counties.
Several students are from outside this valley, witew from out of state and several
foreign countries.

Stockton is a growing, vibrant city with a poputattiof over 240,000. At the head of the
great California Delta - a thousand miles of nalllgavaterways within a sixty-mile
radius - Stockton provides the area with an intigonal inland port and a variety of
water activities. The ski slopes and lakes of tieer& are only one to two hours to the
east; San Francisco and the sunny beaches of Ko@aifornia are an hour and a half
to the west; and the opportunity to study a majatesegislature in operation at the state
capital, Sacramento, is only forty-five minuteghiie north. One of the world’s most
productive agricultural valleys surrounds the aifystockton.

The weather in Stockton is mild and dry, with tengperes ranging from thirty degrees
in the winter to one hundred degrees in the sumifex.people of Stockton are active
and friendly, and there is an abundance of commidadilities within walking distance

of the College: theaters, shopping centers, remstasirbanks, parks, churches, hospitals,
other colleges, sports facilities, community cesitand public libraries.

Academic Facilities

Humphreys College is located in north Stockton ualhee miles from downtown. The
College moved to this eight-acre campus from downt8&tockton in 1966. The campus
is one block east of Pacific Avenue, a major thgtdare in Stockton. Public
transportation runs directly to the campus.

The main academic building houses several classpoomputer labs, the bookstore,
and administrative offices. The west campus is aseg of four buildings, which
housed libraries, classrooms, the law school, Regis Office, and faculty offices. Both
the main and west campuses have outdoor courtyeas avith ample space for students
to study, eat lunch, or gather with friends. Relgethe physical plant was expanded by
approximately 24,000 square feet, consisting of ie&w buildings constructed on vacant
land on the campus. The library building houseddheand undergraduate libraries as
well as the administrative offices of Humphreys|€gé Laurence Drivon School of
Law. The classroom building includes eight classrspas well as 18 faculty offices,
administrative offices, and a student lounge. At rtourtyard provides an attractive
place for students to gather and socialize outintkis served by a wireless Internet
network.



The College's two libraries are major learning eesjtnot only for students and faculty,
but also for alumni and the community. Extendedriai operation provide a
convenient and easily accessible community resoé@anch of the Stockton Public
Library is directly across the street from the €g# with a large general collection which
is available to all students. Because of this prity to the public library, the College
does not attempt to duplicate its general holdimgsrather is able to focus its own
collection to support the College's curricula lrelial arts, accounting, business,
computers, administrative management, and its kdigaiplines: court reporting,
paralegal studies, and law.

The College libraries’ open stacks and reading pregide easy access to reference and
circulating collections. Periodicals, cassettes[J3Yand videos are available on request
in the circulation area. Requests for interlibriman of monographs and periodicals,
state, federal, and international government pabbos may be made at the reference
desk.

The law library's collection, available on opercksand online, exceeds the minimum
set by the Committee of Bar Examiners. It providesiary source materials (federal and
California codes, California administrative regidas, appellate and attorney general
decisions, regional and state reporters) as wedeasndary resources (national and
California encyclopedias, digests and treatised)cuer twenty major law periodicals.

An in-depth collection of tax services is availafde students and practitioners of
accounting and law.

As part of a nonprofit educational entity, bothrdibes are eligible to receive gifts
deductible by the donor on federal and state incaxeeturns.

Modesto Campus

Humphreys College Modesto campus has excellentagidnel facilities located in north
Modesto.

Facilities include classrooms, computer laboragyrigculty offices, a study lounge, and
a reference library. College-operated housing tgonavided in Modesto. Rooms and
apartments are readily available throughout thercomity.

Non-Discrimination Policy

Humphreys College does not discriminate on thesbafssex, race, color, religion,
national or ethnic origin, handicap, marital statusage in the administration of its
educational programs, admission policies, persomagders, financial aid programs, and
other such college-administered programs and &iesvi

Humphreys College welcomes to its student bodwlfacadministration, staff, and
persons from diverse backgrounds and believeshibaducational process is thereby
enriched. The College consciously strives to craatkmate wherein all students,



faculty, administrators, and staff gain an awarsrnkeat comes from learning about and
understanding the unique values and characteristicsltures different from their own.

Reservation of Rights

In preparing this catalog, Humphreys College haderevery effort to ensure the
accuracy and completeness of the information coathherein. The College reserves the
right to add, amend, or repeal any information aor@d herein upon publication of such
addition, amendment, or repeal.



Admissions

Admission Requirements

High school graduation or its equivalent is theyasdholastic requirement for enrollment
at Humphreys College. Students beyond compulsdrgad@age who are not high school
graduates may enroll, per the College's Abilitemefit Policy, but these students may
not receive degrees or certificates until high stignaduation or its equivalent has been
achieved. Facilities are available in the commufotythose who wish to obtain high
school diplomas. An admission counselor shoulddresglted for information.

Students must submit official academic transcripssifying to the nature and quality of
educational efforts pursued in other schools antiideges.

All entering students are required to take placaragaminations in English and
mathematics to determine courses most appropoathém, unless academic transcripts
from other regionally accredited colleges cleanigicate the level of competency, as
decided upon by the Registrar. Examination scooasad affect a student's admission
status.

Admission Office

The Admission Office provides the following:
» Pertinent information regarding the College, proggaadmission requirements
and services offered by the College
* Guidance and direction throughout the enrollmeatess
» Assistance with scheduling first-quarter classes

Basic Steps for Admission and Enroliment

Application: Complete and submit aipplication for Admission along with the required
application fee of $35. Please refer to $abedule of Tuition and Fees for updated
information regarding tuition costs and other ediocal expenses, including payment
requirements and due dates.

Financial Aid: Complete a freépplication for Federal Sudent Aid (FAFSA) for the
appropriate award year(s) to determine eligibiidygrants, work study, and student
loans. Schedule an appointment with a financthbodficer for further information.

High School Information: Provide official transcripts or proof of GED comim.
Send documents directly to Humphreys College, atteriRegistrar.

Transfer Students: Request and send official academic transcripts fpreviously
attended colleges and universities to Humphrey&@e) attention Registrar.



Placement Test: A placement examination must be taken, unlessttitest has
successfully completed a college-level English mradhematics course with a grade of
“C” or higher at another regionally accredited egk or university. The results of the
examination are used to determine the appropriateement level in the areas of English
and math. An admission counselor will schedulena for you to take the placement
exam if needed.

Registration: First-quarter classes are assigned by an admissiamselor. Call to
schedule an appointment at either campus:

» Stockton campus — (209) 478-0800

* Modesto campus — (209) 543-9411

When to Enroll

A student may enroll at the beginning of any qua®llege quarters start
approximately in late September and the first wafekanuary, April, and July. For exact
dates of term openings, see the College calendareistration for classes is highly
encouraged for all students so as to avoid clasuts or materials shortages. Pre-
registration dates and class schedules are publsdparately preceding each quarter.

Late enrollments are accepted through the secoe#t nfeeach quarter. Students
enrolling late are responsible for contacting istiors to determine if assignments due in
the first two weeks may be turned in for credit.

Ability to Benefit Policy

This institution regularly admits only those applits with high school diplomas, GED
or high school equivalency tests.

Students who do not meet the above criteria magdpatted. It must be determined at
the time of admission that these students havalitigy to benefit from a course of
instruction from this institution.

A student's ability to benefit is determined by thiowing procedure:

1. Administering the ACT ASSET Test. This exam coveading, writing,
computation, and elementary algebra.

2. The exam results are analyzed and interpreted,ifamggded, a course of
developmental study is prepared for each studeanandividual basis for no
longer than a period of one academic year.

3. Developmental courses include all courses with renqibelow 50.

4. Student progress is monitored closely each qubaytan advisor.

This institution reserves the right to determirstadent's ability to benefit as determined
by the Secretary of Education and published irFégeral Register.



Students may not receive degrees or certificatéshigh school graduation or its
equivalent has been achieved.

International Students

Humphreys College admits students from countriesrahan the United States. The
faculty and staff believe that there are signifidaenefits to be gained from the
intermingling of different cultures in the atmosphef an educational institution. The
small size of the College requires, however, thatrtumber of international students
which can be accepted for enrollment be limitedd8nts who determine that the
College offers a program which can serve their aegd encouraged to inquire and make
application at the earliest possible date.

The following documents must be on file before ppli@ation for enrollment of an
international student can be considered:

1. Official academic transcripts of high school andvyious college level education,
evaluated by an approved international transcriptuator.

2. A transcript of the TOEFL test with a score ofexidt 450 on the paper-based test
and 133 on the computer-based test; a passing sodhe Michigan Test
(MTELP), or the obvious ability to communicate ingfish.

3. A letter of recommendation from someone who isanfamily member.

4. A financial support statement indicating adequatarfcial resources to cover
tuition, books and supplies, room and board, trartapion, and any other
expenses which might be incurred while a studehiuaphreys College.
Included with this statement should be lettersretlt, bank statements and
evidence of housing arrangements.

5. A completed application for enrollment and the agtion fee.

6. A signed copy of the "Requirements for Admittanseaa International Student"
form, which states:

o International students are accepted for a periaxhefacademic year or
more and must complete a minimum of 12 units eaentgr. The College
must, by law, notify the immigration authorities evtever a student is not
enrolled as a full-time student (12 or more units).

o The applicant understands that Humphreys Collegenbanedical or
health facilities and the student understands gnelea to provide for
his/her own health and accident care and insurahde in the United
States.

o The applicant understands that if admitted, a depbsne quarter's
tuition must be paid before an 1-20 form will beusd. All fees and
tuition for the first academic year are due promitial enrollment at
Humphreys College. Starting with the second acadgewr each quarter's
tuition must be paid prior to the beginning of egclarter. Pre-paid tuition
will be refunded to students who do not enroll.

o If using Humphreys College housing, the first aamst month's rent and a
$200.00 refundable cleaning deposit must be reddyeéore housing can



be reserved for the applicant. (On-campus housimgt guaranteed for
the international student. Early application fouking is therefore
advised.)

o The applicant understands that this College hgwograms which assist
the international student financially. It is abgely necessary that an
applicant have sufficient funds to cover travelifgtion and living
expenses before applying to the College.

For more information, international students shagdak with an admission counselor or
the Registrar.

Veterans

Humphreys College is approved under federal laviffertraining of veterans. Veterans
whose entitlement under one act has expired majigible under another. Veteran’'s
benefits may also be available to children and wilof (service related) deceased
veterans under certain circumstances. Full infolomatan be obtained from the Veterans
Administration or the college Registrar’s Office.

The College will conduct an evaluation of previegsication and training, grant
appropriate credit, shorten the duration of thegpm, and notify the Veterans
Administration and student accordingly.

Veterans placed on academic probation will have W& certification for education
benefits interrupted if their academic progressaiesbelow graduation requirements
after three consecutive quarters.

Certification for VA benefits will not start agaimtil their probationary status has been
cancelled and students are restored to good s@ndin

1. Standard of Progress per CFR 21.4253

a. The grading system is defined under the headifgRADES in this
catalog.

b. The minimum grade or grade point average considemgsfactory is
under ACADEMIC STATUS/SATISFACTORY PROGRESS in this
catalog.

c. Probation is defined under ACADEMIC STATUS/SATISFAGRY
PROGRESS in this catalog.

d. Students not achieving satisfactory progress dvgsuto dismissal, as
described in ACADEMIC DISMISSAL in this catalog.

2. Attendance Policy
The College does not enforce a uniform rule abéanumber of absences
permitted. Refer to ATTENDANCE POLICY in this catgl
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Transfer Credit

Eligible veterans must provide official academantcripts of all prior colleges,
universities, and training institutions. Refer BANSFER CREDIT/WORK
EXPERIENCE policy in this catalog. The Registrall Wien prepare an evaluation of
credits and inform the student and the VeteransiAgitnation as to the amount of credit
allowed.

Credit will be allowed only for subjects relatedtb@ degree curriculum as outlined in the
Humphreys College General Catalog and only foresttbjcompleted with a grade of C-
or better. Under special circumstances a studeptreteive up to four units of credit for
previous work experience. Application for credibald be made through the student’s
academic chair.

More information can be obtained from the VeterAdministration or from the
Registrar's Office.

Classification of Students

All students of Humphreys College are classifiedh®/ Registrar. Regular students are
those who have met all entrance requirements andraolled in courses at the College.
They may be full-time or part-time students; thegympursue courses leading to the
bachelor degree, the associate degree, or cetgicdhey may pursue continuing
education programs; or their objectives may be patianal in nature.

The Registrar classifies regular students as Frash8ophomore, Junior, or Senior as
follows:

«  FRESHMAN: Students who have completed fewer than 45 quanits.

«  SOPHOMORE: Students who have completed at least 45 but févaer 90
guarter units with a minimum grade point averagg.of

« JUNIOR: Students who have completed at least 90 but féveer 135 quarter
units with a minimum grade point average of 2.0.

« SENIOR: Students who have completed at least 135 quanits with a
minimum grade point average of 2.0.

Transfer Credit/Work Experience

Students who wish to obtain credit for subject&taét other regionally accredited
colleges must furnish an official academic trangciThe Registrar will make an
evaluation of credits and will inform the studeatta the amount of credit allowed.

Credit will be allowed only for subjects relatedtb@ degree curriculum as outlined in the
Humphreys College General Catalog and only foresttbjcompleted with a grade of C-
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or better. Under special circumstances a studentra@eive up to eight units of elective
credit for previous work experience. Applicatiom feork experience credit is made
through the academic chair of the student's major.

CLEP / DANTES / Advanced Placement (AP) ExaminatiorPolicy

Humphreys College will grant credit for the CLEmggeal and subject examinations,
DANTES Subject Standardized Tests, and AdvanceceRiant (AP) examinations. A
maximum of eight (8) quarter credit hours will bragted for each CLEP general
examination where a score of 500 or more has befeievaed. The minimum score for the
English general examination taken between 1978Agmil 1986 is 610. Credit for CLEP
subject examinations will be given for scores atloove the 50th percentile. Credit for
DANTES subject examinations will be given accordioghe American Council on
Education Credit Recommendations. Advanced Place(A&) examination scores of 3
or above will be granted credit. (See the Registnaspecific credit hours per
examination.) A maximum of 45 quarter units will gpanted toward a certificate or
degree by means of CLEP subject and general extioieaDANTES Subject
Standardized Tests, and Advanced Placement (AP)iaaéons.
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Student Services

Testing, Counseling, and Guidance

The College provides counseling, testing, and quddaservices. The College administers
placement examinations in English and mathemaigsyell as speed certification tests
in keyboarding and shorthand. The placement exdioimsaare used to determine the
courses most appropriate for the student. Studwattisvery low scores on the placement
exams will be counseled into a program of remealiatintil college-level competency is
achieved. All entering students are required te thle placement examinations unless
academic transcripts from other regionally accestlitolleges clearly indicate the level

of competency, as decided upon by the Registrar.

An admission counselor first meets with the studentiscuss courses of study and
services of the College. Then the student may raakapplication for enrollment. After
initial enroliment and registration with an admesscounselor, the student is assigned an
advisor by the academic chair of the student's majo

The advisor assists the student in planning a eanirstudy during his/her stay at
Humphreys College, evaluates the student's progerszdically, and assists with
personal, educational and career planning probl&ehsission counselors and advisors
are available for consultation whenever the stutesis a need for counseling, guidance,
or advice.

Career Counseling and Placement

Lifetime career counseling and job placement amstst is available to all students and
graduates. The career placement counselor seniessas with employers throughout
the area who seek full-time and part-time persanfglile Humphreys College does not
guarantee students jobs, many employers use theeeto seek qualified employees.
The student must be enrolled at least one quantenaintain satisfactory academic
progress to be eligible for job placement servidé® career placement counselor will
help in developing job-seeking skills, such as meswvriting, job search planning, and
interview techniques. If at some future date a frstudent needs to find employment,
career placement assistance is available at ngehar

Housing

On-campus dormitory housing is available for at@dinumber of full-time students who
maintain at least a 2.0 GPA. Early applicationdorcampus housing is advised. A
listing of nearby off-campus housing can be obt@itmeough the Admission Office.
Each on-campus apartment consists of two largeobeas (13" x 24"), two bathrooms, a

living room, kitchen, and dining area, with a maximof four people living in each
apartment. No co-educational housing or family lnoygs available. No pets allowed.
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Students are responsible for providing their owmiture including bedding, towels,
cooking, and eating utensils. All units are rentatlirnished.

If a student knows another student planning toleatdHumphreys College, it is possible
for the two students to room together (provided thiee the same gender and space is
available). Such requests are honored wheneveibpmss

Single students are assigned to housing facilitessgnated for either men or women.
The Housing Manager assists students who comesacoodlicts in their living
arrangements.

The housing complex is a secure complex for theapgiuse of Humphreys College
students and is not open to the general publicefgb@n special occasions specifically
announced in advance by the College).

All students are responsible for the actions oirthaests. No overnight guests are
permitted. Students who live in the on-campus imguare also responsible for abiding
by the "College Housing Parietal Rules," publiseefdarately. See the Housing Manager
for more information.

Student Activities

While first attention is paid to studies, ample ogipnity is afforded to the student for
recreation and outside activity. Student organiregiprovide opportunities for social
development, practice in leadership, recreatiociities, and career networking.

The Humphreys College Student Council is the maident body organization with
officers widely representative of the College'sistut population. The President, Vice
President, Secretary, Treasurer and several repiedises are elected each fall. They are
responsible for promoting student activities anergs on-campus and off-campus.
Students must maintain a cumulative GPA of at |2&sto be eligible to run and remain
on the Student Council.

Publications

The College's "Quarterly News Bulletin" is publidhend distributed each quarter on
campus and through the mail to students, facuityf, @alumni, and friends of the

College. Special interest stories, news of the&gal| alumni and student happenings, and
special events are the focus of this publication.

The Humphreys College Newsletter is published and distributed periodically on caspu
to students, faculty, and staff. Administrative @aoédemic policy changes are found in
this publication.

The College maintains its web site at www.humphexs. The site provides links to
college departments and their programs and serviggsctorial history of the college
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and other galleries provide an insider’s view @& @ollege and its culture. The web site
also is the portal to the College’s online courerings.

Disabled Students

Humphreys College welcomes students with disaddlitind encourages any student with
special needs to discuss them with an admissionsabor.

The College has the following available for disaldtudents:

1. Academic and special needs counseling
2. Reserved parking spaces

3. Access ramps to campus buildings

4. Restroom facilities

Special accommodation will be made to meet the :iIeédisabled students within the
resources available at the College.

Student Conduct

Rules of conduct for students are few, but theyigrdly enforced. Humphreys College
is an independent college for the benefit of theke are seriously interested in self-
improvement, career preparation, or general eduealti is the policy of the College to
encourage both wholesome social life and seriaidysiwith emphasis on the latter.
However, a student who cares so much for socialigcthat he/she is not able to give
adequate attention to academic objectives or thef@reparing for a career is
encouraged not to enroll or continue at the College

The administration cannot take messages for stadegrdontact students while in class
except in the event of an emergency.

The possession or use of alcoholic beverages, drugarcotics (including all types of
marijuana), explosives, guns, hazardous materiahgrother weapons on or near the
college premises is prohibited and is cause forewhiate dismissal. Any other stated or
determined infraction of conduct, including but hotited to disrespectful, intimidating,
or harassing behavior toward another student, stafhber, or faculty member, violation
of the Honor Code, including plagiarism, is causredismissal.

Student Grievance Procedure

The College provides an orderly procedure wherelyystudent who has a complaint or
grievance may pursue satisfactory resolution optirgicular problem or charge. Issues
which may be the subject of a grievance proceentiag include, but are not necessarily
limited to the following:

Grievance:
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1. Alleged physical or verbal mistreatment by a mendfe¢he faculty,
administration, staff, or another student

2. Grade challenge

3. Alleged sexual, gender, racial, or ethnic harassmen

Complaint:

Not all situations rise to the level of a grievans&udents who wish to file a complaint
may do so by completing a Suggestion/Complaint Famohsubmitting it to the
appropriate dean, as indicated on the form. Atlikeretion of the dean, a complaint may
or may not trigger the hearing and appeal processribed below.

In the case that a student wishes to appeal a gtel&rade Challenge policy below
should be used.

In the case of alleged sexual assault or harasssemthe policy regarding same below.
In any other case, the following procedure is tddlewed:

1. Students are encouraged to seek a solution firsbhtacting the instructor,
administrator, staff member or fellow student irvesl.

2. In the absence of a solution, or if this is nosfbke for reason of privacy, safety,
security, or personal welfare, a dean should bewted. The dean will hear the
grievance and attempt to present a solution agleéalboth parties. This will be
accomplished within five business days of hearifntpe problem. If a dean is the
subject of the complaint, the problem should beg@néed to another dean.

3. If the grievance remains unresolved after five déys problem must be
presented in writing to the appropriate dean bymeting a
Suggestion/Complaint form. Final resolution wilstevith a committee consisting
of a faculty member, the dean, and a member chdneinistrative staff appointed
by the dean. The committee will render its decisiathin five business days of
the receipt by the dean of the written complaint.

4. If the decision of this committee is not acceptablboth the student and the
accused, the student has the right to requestrangess follows:

a. The student must request a hearing in writing. Tédgiest is to be made
to the dean.

b. The same committee as in #3 will hear the challemdess there is an
obvious conflict of interest. In the event of a ftieh of interest, or if the
student wishes to replace any or all of the conemithembers, a new
committee member or members will be selected byldzen to serve on
the hearing committee. In this case, the time frameationed in #3 above
will be extended to ten business days.

c. The student may bring witnesses who are able égtath the charges on
the student’s behalf.

d. The student may present evidence relevant to theyeh
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e. The student may be accompanied by a support pénmsanghout the
hearing. The support person may be a fellow stydacalty member or
member of the administrative staff. The supporspemay not be an
attorney or family member. The support person cdmtdave the right to
speak during the hearing.

f. If both parties agree, the accused will be preardtwill have the
opportunity to respond and present a defense tolthreges. If both parties
do not agree, then the accused will have to oppiytto present a
defense privately.

g. The committee will render a decision within five nkimg days of the
hearing. The decision of the hearing committee belffinal.

Grade Challenge

If a student believes her/his course grade wasiledézd in error or was awarded with
disregard to graded assignments, the student nraygthe following steps to challenge
the course grade.

1.

2.

The student should contact the instructor and askri explanation of how the
grade was determined.

If the student is not satisfied with the instrutdaxplanation, the student should
communicate in writing that he/she wishes to cimgiégethe grade. The written
document should be sent to the instructor’s acaclehair and should clearly
specify in what way or ways the course grade isyresd to be in error. This
written request may be sent by email. If, on theephand, the instructor agrees
the grade was awarded in error, the instructor Ishoamplete the Change of
Grade form in the Registrar’s Office.

Once in possession of the student’s request fdlecttge, the academic chair
should contact the instructor and request a detaibeounting, in writing, of how
the student’s grade was determined. The acaderaic ffould also have in hand
the syllabus for the course.

Once in possession of the documentation, the adaddrair should review the
documents to see if there is clear evidence suggesie grade should be
changed. If so, the academic chair should purgyrade change through the
instructor. If there is no clear evidence suggestirgrade change, the academic
chair should communicate in writing to the studiat there appears to be no
clear evidence suggesting the need for a changede. As a part of this
communication, the academic chair should informstinglent that she/he may
request in writing through the academic chair aeng\of the challenge by a
committee.

If the student requests a committee review, thdewé chair should forward the
request and all documentation to the Dean of Instm.

The Dean of Instruction will appoint an academiaicland two faculty members
to review the documentation and to make a recomatenrdas to the challenge.
The academic chair will act as chair of the comamitiThe committee will report,
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in writing, its recommendation to the Dean of Instion. The committee will
also forward all documentation to the dean.

7. Unless there is clear reason to reject the comatt@commendation, the dean
will accept it and communicate it to the studerd arstructor.

Sexual Harassment and Assault

Humphreys College is committed to offering a safei®nment that promotes the
furthering of higher education. Unfortunately, rdueational institution can guarantee
that no crime will occur.

Therefore, in accordance with California Educat@ode Section 94385, the following
policy has been adopted in the event sexual assaulial battery, or sexual harassment
occurs on the campus or at events sponsored ydthege.

It is of primary importance to provide assistanzeittims and witnesses of these
offenses. The College strongly recommends immedggerting of sexual assault,
battery, or harassment, or any other crime, todafercement authorities and to the
College’s administration. Immediate reporting wiltrease the likelihood of
apprehending the perpetrator and in deterring madit assaults.

Definition of Sexual Assault

For the purposes of this policy, “Sexual Assauitludes rape, forced sodomy, forced
oral copulation, rape by a foreign object, sexwtdyy, or threat of sexual assault.
Further, for purposes of this policy, rape inclutes persons engaged in an act of sexual
intercourse that is against the will of one of ple®ple or sexual intercourse when one
person is incapable of giving consent. Victims rhaymale or female.

Rape: the sexual penetration of the victim’s vagmauth, or rectum without their
consent. Rape involves penetration with the uderct or fear or threat of force or fear,
or with an individual who is unconscious or phy#icaowerless to give consent; or with
a person who is otherwise incapable of giving cofjsacluding situations where the
individual is under the influence of alcohol or gsuand this condition was or should
have reasonably been known to the offender.

Sexual battery: consists of unwanted and sexuéfinsive contact with an intimate
body part of another person. Battery includes sitna in which the accused engages in
such contact with another person’s body while tesn is incapable of giving consent
or resisting due to alcohol or drugs.

Definition of Sexual Harassment
Unwelcome sexual advances or unwelcome requessefoal favors. Other unwelcome

verbal or physical behavior of a sexual nature wisatbmission to such conduct is made
explicitly or implicitly a term or condition of aimdividual’s education or employment. It
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also includes conduct in which submission to, ggatsoon of, such conduct by an
individual is used as the basis for academic orleynpent decisions affecting the
individual's welfare. Also, conduct which has th&pose or effect of unreasonably
interfering with and individual’s welfare, academiesident life, or creates an
intimidating, hostile or offensive educational,ifig, or working environment.

Conduct that would constitute sexual harassmeiidies, but is not necessarily limited
to: verbal conduct such as epithets, derogatorynoemts or slurs; visual displays such as
derogatory or offensive posters, drawings or imagewanted touching, blocking

normal movement, interfering with study, work otigtes; threats, demands to submit
to sexual requests; retaliation for opposing, reépgror threatening to report harassment
of or participating in related investigation, predeng, or hearing.

Consent: Consent is deemed NOT to have been fgaedy if an individual is intoxicated
from alcohol, under the influence of any drug drestcontrolled substance, has lost
consciousness, is asleep, is in shock, is in feasgault, feels threatened, is not eighteen
years of age, has not been given an opportunitpnsent, has acted or spoken in a
manner indicating that he/she refused to consdenhc® or refusal to respond does not
constitute consent.

Procedures for Victims
Notification of Authorities

If possible, the victim or witness should immediateport the incident to the police.

The quickest and most efficient way is to dial 9Ifiained specialists are on duty 24
hours a day to dispatch the emergency care negeshather it be paramedics, police, or
both.

A victim or witness of sexual assault should rementhat safety is of utmost
importance; therefore, a victim or witness shouist §o to a safe place. Once in a safe
place, the police should be called immediately.

When reporting sexual assault or battery, stayalm as possible and do not hang up
until the authorities have all necessary infornratibhe reporter of a sexual assault
should give:

I. Name and telephone number (of telephone from wtedlhs made).
Il. Address and location where the victim or witnedsésited. The same
information should be given for the location of #esault.

lll. The crime being reported and a brief statementhaftas occurred.
IV. Suspect information

a. Is the suspect’s location known or has the sudpest?

b. If the suspect has fled, in which direction lashdhed.

c. Description of the suspect:

1. Male or female

19



Race
Approximate age
Height
Weight
Hair color
Eye color
. Description of clothing
d. If the suspect fled by vehicle
1. Type of vehicle
2. Color of vehicle
3. License plate number - even if partial
4. In which direction vehicle was going

N OTRAWN

After calling the proper authorities, victims ortmesses should take extreme care to
preserve all physical evidence. Clothing worn kg victim at the time of the assault
must be saved. The area where the assault ocauustnot be disturbed.

Notification of College Administration

Humphreys College administration should also bdiedtimmediately that a sexual
assault or battery has occurred. The victim sheakk assistance and information from
any available member of the administration or facuAssistance includes transportation
to medical facilities, notifying police, or paraniesi or both.

Unless directed by the assault victim not to refleetassault, the College will report the
assault to the authorities. The College will hotin@ decision of an assault victim, but
believes strongly that any sexual assault muséeperted as soon as possible. The
College will report immediately, where in the bpstgment of the administration,
reporting is necessary to safeguard the victimtioerindividuals. The College will
preserve to the utmost extent possible the prigddle victim.

In the case of sexual harassment, the victim magyaua formal complaint by filing a
grievance under the College’s Student Grievanced®iure. Students may elect not to
file a report of any kind. However, it is importantunderstand that if they discuss such
an incident with any College official, who wouldclnde any administrator or faculty
member, the College is obliged by the Clery Adntgestigate and keep and report
records of the incident.

Location of Telephones
Victims and witnesses of an assault can make emeygmlls from telephones located
on the College premises. Telephones are locatgeindministrative offices and in the

College library. All offices are typically open Mday through Thursday from 8:00 a.m.
to 7:00 p.m. and Friday from 8:00 a.m. to 5:00 p.m.
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Available Services

A list of available services is available in théiad of the Dean of Administration. Upon
notification of the administration, a list of a#hrsices will automatically be given to any
victim of sexual assault.

Confidentiality

Any report of sexual assault will be kept in se&ttconfidence. Once an assault has been
reported and all essential assistance has beeeareshdhe matter will be turned over to
the Dean of Administration. The dean shall have salcess to the file which will include
information about events that have occurred anfilialte action that transpires.

In order to assure confidentiality for the victiail, procedures for case management,
including keeping the victim informed of the statisany student disciplinary
proceedings in connection with the sexual assauthe results of any disciplinary action
or appeal, will be the responsibility of the dean.

The staff of the College will be instructed abdwe tmportance of strictest
confidentiality.

No information will be released without the expresasent of the victim, except upon
court order. Should the College receive a subp&@maformation, the victim will be
notified prior to complying with the subpoena tegthe victim an opportunity to
challenge the subpoena.

Absent legal incapacity, the information will na keleased to the victim’s family.
Academic Impact of Assault

Every effort possible will be afforded the victirhan assault in relation to any academic
difficulties that may arise as a result of the aisd he victim may discuss the options
available with the Dean of Administration. Theseyrreclude (but are not limited to) a
leave of absence, tutoring, or extensions of tionecdmpletion of courses. Appropriate
assistance will be determined by the dean in cteitsah with the student.

Legal Recourse by Victim of Sexual Assault

Criminal Action:

The victim of an assault will receive informatiolmcaut any criminal prosecution against

the person committing the assault. A sample criepent will be kept on file at the
College and will be given to the student.
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Civil Action:

Each victim will be informed that civil action cée instituted against the perpetrator of
an assault. The victim will be advised to seek seljnwhether private or through legal
services available to the victim of an assault.

A list of telephone numbers for available legalvems is maintained by the Dean of
Administration.

Available Services
Police
Emergency contact number: 911
Non-Emergency police: (209) 937-8377
Medical Services
County Hospital: (209) 468-6000
Emergency: (209) 468-6300
Dameron Hospital: (209) 944-5550
St. Joseph’s Hospital: (209) 943-2000
Other Services
Women’s Center Sexual Assault Helpline: (209) 4654
Rape, Abuse, and Incest National Network: 1-800-Ha88°E

Sanctuary Crisis Line: 1-800-548-5222

Substance Abuse Referral Program

Humphreys College is devoted to providing effectiv&ruction and related learning
experiences and to supporting the intellectuatucal, and economic life of the
community. We believe that it is in the best ing¢i@ the faculty, staff, students, and the
community to enforce a policy of discouraging anohibiting the use and abuse of
controlled substances on the campus and maintaindrgg-free work place and learning
environment.

The College prohibits the unlawful manufacturetrdisition, dispensing, possession, or
use of any controlled substance on its propertya Aendition of employment in the case
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of employees, or enroliment in the case of studéntsrequired to abide by the College
policy concerning a drug-free work place and leagrenvironment. Employees and
students are required to notify the College of amyinal drug statute conviction for a
violation occurring on the campus no longer thae {5) days after such conviction, as
required by the Drug-Free Work Place Act of 1988CFR Par 87, Subpart F, and the
Drug-Free Schools and Campuses Act, 34 CFR Part 86.

Students and employees found in violation of tluilkcy are subject to various sanctions
including dismissal from the College. Copies of slidstance abuse program and policy
are distributed annually to all students and emgesy Anyone who has not yet received
a copy can obtain one from the Registrar's Office.

Any student in need of counseling is encouragembtiact the student services counselor
or the Dean of Administration. All contacts arechil strict confidence. No student or
employee should fear negative academic, economather ramifications arising out of
seeking assistance.
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Expenses

Tuition and Fees

A detailed "Schedule of Tuition and Fees," publtskeparately, can be obtained from
the Admission Office or Fiscal Office. All tuitioend fees are due and payable in
advance each quarter.

Refund Policy

Refunds of tuition will be made in accordance witl schedule below. The amount of
the refund will be computed as of the date of widlwehl. The date of withdrawal for the
purpose of computing any tuition refund will be thete the Change of Schedule Request
is received by the Registrar’'s Office. A holidaylihg within the first six weeks of the
guarter does not extend the refund period.

1. On or before Friday of the second week of schedcilesses 100%

2. After the Friday of the second week of scheduledszs, but on or before the
Friday of the third week 50%

3. After the Friday of the third week of scheduledsskes but on or before Friday of
the sixth week of scheduled classes 25%

No refunds will be made after the beginning of sbgenth (7th) week of classes.
Seminars and workshops for which no units or gradevarded are not eligible for any
refund.

First Time Students Refund Policy

Students attending Humphreys College for the finsé will, for charges made in the

first quarter only, receive a pro-rata refund uamal including the closing of business on
Friday of the seventh week of regularly scheduladses. Refunds will be computed on

a daily basis using the last date of attendanceaelmds will be made after the seventh

week.
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Financial Aid

Overview

The purpose of financial aid at Humphreys Collegiiassist students who, because of
financial constraints, might not otherwise haverésources to pursue a college
education in their chosen fields. A student's folahneed is determined by the
difference between the total cost of attending Hiaraps College and the contribution
the student and/or his or her family is expectegh&ixe toward this cost. The total cost of
attending Humphreys College includes tuition aresfeoom and board, books and
supplies, personal expenses, and transportation.

In order to determine if a student qualifies faraincial aid, his or her income and asset
information must be processed according to a Deyant of Education needs analysis
calculation. Financial aid is available to U.Sizeihs and eligible non-citizens.

Humphreys College helps to provide financial aisigstance for students who are recent
graduates of high school, transfers from anothet-pecondary institution, re-entry
students, and students who are admitted on the bhdemonstrated ability to benefit.

Humphreys College maintains a varied financialstasice program in order to meet the
needs of all students. The College's instituti@tgibility to administer Title IV funds
(financial aid) extends to all of the programsddstn our catalog that lead to a degree or
certificate. This includes the Humphreys Collegereace Drivon School of Law.

The Free Application for Federal Financial Aid (F&¥) is the all-purpose application
for most of this financial assistance. The FAFSA arore detailed information about
application procedures, deadlines, and eligibifitgy be obtained from the Financial Aid
Office. The FAFSA is also available in the AdmigsiOffice.

Transfer Students
All transfer students must have a Financial AidriBaipt completed by any previously
attended post-secondary institution. This form nlieéstompleted for each institution

attended, whether or not financial aid was receatdtie institution, and the completed
forms must be sent to Humphreys College beforestilndent will be considered for aid.

College Budgets

Humphreys College uses information provided byGhaéfornia Student Aid
Commission to determine the student costs of adiecel (STUDENT EXPENSE
BUDGET). The student expense budget takes intoideretion the following items:

1. Tuition and fees
2. Room and board
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Transportation

Personal and miscellaneous expenses

Living expenses

Dependent care, if applicable (must be documengdtidostudent)

o gk w

Federal and State Assistance

Federal and state assistance for all students &he hot yet earned a bachelor degree
includes:

« Federal Pell Grants

« Federal Supplemental Educational Opportunity Grants
« Cal Grants, A, B, &C

« Federal College Work Study*

- Federal Stafford Loans*

« Federal Unsubsidized Stafford Loan*

« Federal PLUS Loan*

* Programs that apply to students who have alremged a bachelor degree.

Federal Pell Grantsare available from the federal government for gestddents.
Students fill out the current application form &temine eligibility.

Federal Supplemental Educational Opportunity Grants(FSEOG) provide federal
funds supplemented by funds from Humphreys Coll&gedents are selected for
FSEOG's on the basis of high financial need, satisfy academic status, and low family
contribution.

Students must complete a financial aid applicatiobe considered by the Financial Aid
Office for this grant. Grants are awarded beginnifity the summer quarter of the
current academic year. FSEOG funds are disbursedfour (4) quarters (summer, fall,
winter, and spring) each academic year.

California Grants. Students must be residents of California to apmiyCal Grants.
Students may apply for all three grants availale they may accept only one. The
deadline for applications is usually in the firsgek of March preceding the award year
for which the grants are awarded.

Cal Grant A provides assistance to students from low and reioidlome
families. In order to be eligible, students musehbeolled on at least a half-time
basis in a program of at least two years in length.

Applicants qualify on the basis of their grade-p@werage and their financial
need. Determination of the student's need is thediep in being considered for a
Cal Grant A. Grants are then awarded by grade-pweatage rank to applicants
demonstrating financial need until the number aings authorized by law is
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reached. The grade-point average cut-off varie®s fyear-to-year and is difficult
to predict.

Cal Grant B is intended to assist high potential students fimmincome and
disadvantaged backgrounds. This grant is avaitabédigible students enrolled

on at least a half-time basis in a program of astl®ne year in length. Selection is
based on low income, disadvantaged backgrounda smeisonal evaluation of the
student's goals. Initial grant recipients receme@rals for tuition and fees as well
as for living allowances.

Cal Grant C provides assistance for vocationally oriented estiisi rather than the
academically oriented students. It is designeddoide training in manpower-
short areas. Applicants with financial need aré&earaccording to their aptitudes
as determined by a specific selection processaamalds are given to those with
the highest scores. They are evaluated based de-g@nt average, questions
about their background, experience, and futuresgoal

Federal Work Study (FWS) provides federal funds for student employmémch are
supplemented by funds from Humphreys College. Stisd@ust demonstrate financial
need and must be enrolled for at least six unitgder to be eligible for FWS. Money is
earned hourly and is paid directly to the studemiismonthly. FWS employment may be
used as means of helping to finance a studenttsatidn or career objectives. Interested
and eligible students should contact the FinaridlOffice for an application.

Federal Family Education Loan Programsinclude need based loans (Federal Stafford
Loans) and non-need based loans (Federal UnsubgiBiafford Loans, and Federal Plus
Loans). Details are available from the Financial Siffice.

Financial Aid Refunds

Humphreys College is required to calculate a refioncll financial aid recipients who
withdraw within the refund period.

Any refund calculated must be returned first toTitke IV programs. The amount of
refund returned to a Title IV program may not extéee amount that the student
received from that program for the enroliment perio

The refund distribution as prescribed by law arguitation must be allocated in the
following order:

Federal SLS loan

Unsubsidized Federal Stafford Loan Program
Subsidized Federal Stafford Loan Program
Federal PLUS Loan Program

Unsubsidized Federal Direct Stafford Loan
Subsidized Federal Direct Stafford Loan

oA ONE
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7. Federal Direct PLUS Loan Program

8. Federal Perkins Loan Program

9. Federal Pell Grant Program

10.Federal Supplemental Educational Opportunity G(BSEOG) Program
11. Any other federal, state, private, or institutioaad

12.The student

Loan amounts returned may include any applicabggr@tion and insurance fees.

Counseling

Humphreys College has counselors available to anguestions and assist with
financial aid applications. For students who ateristed in student loans, entrance/exit
counseling is required.

Financial Aid Eligibility
Time Frame

Federal financial aid regulations require thairadtitutions participating in financial aid
programs set a maximum time frame, or number dsuim which a student is expected
to complete the requirements for his/her degre@mbBjumphreys College has chosen to
define this time frame in terms of the number atsirequired for completion of the
degree or major.

Students will be eligible for financial aid bensffor a maximum number of attempted
units as follows:

Bachelor degree 270
Associate degree 135
Four-quarter certificate 96
Three-quarter certificate 72
Two-quarter certificate 48
Paralegal Certificate 48

Court Reporting Certificate 169

Units for which the grade of IP is issued will lmesidered as completed as long as the
gualitative part of the grade is “C” or above. tdriransferred from another institution
will be counted as units attempted and will beudeld in the unit count.

Students who are enrolled in an associate degogggm and have accumulated more
than 135 units will no longer be eligible for firaal aid as long as your degree objective
remains an associate degree. Many students corigyend the associate degree in
pursuit of a bachelor degree but neglect to chéimgje degree objective formally from
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associate to bachelor. If this is the case, you chsnge your degree objective in order
to continue receiving financial aid. This must lmmeé as soon as possible as your
financial aid cannot be processed until this chasgeade. Changes in degree/program
objective are made in the Registrar’s Office.

Loss of Financial Aid Eligibility
Students may lose financial aid eligibility in ethof the following circumstances:

1. Federal regulations require that a student makatgative progress in order to
remain eligible for financial aid. A student musake quantitative progress
toward the degree/program objective by completingramum of two-thirds of
units attempted. In other words, a student’s rationits completed to units
attempted must remain at or above two-thirds (.@ujantitative progress will be
evaluated by the financial aid office for all statkeannually at the end of the
spring quarter.

2. Students dismissed by the Academic Policies Coramitir unsatisfactory
progress will lose their eligibility for financialid.

Students who lose financial aid eligibility dueguoantitative progress may petition
the Director of Financial Aid to re-establish efigity. Students who have been
readmitted to the college after dismissal (see Agad Dismissal/Readmission
section in this catalog) are eligible to re-estbfinancial aid. Please contact the
financial aid office for more information.

Scholarships
The following scholarships are available to Humpgkr€ollege students:

« Bockman Scholarship Awarded to an advanced student to complete aedegr

« Humphreys College ScholarshipAwarded to academically promising incoming
minority students by discretion of the Board of tres.

« John R. Humphreys Jr. Memorial Scholarship Awarded to a student in need
of financial assistance to complete his or her @y

« Len Sipe Alumni Scholarship Awarded to a financially needy student who is
active in College activities.

« Ronald M. Guntert, Sr. Scholarship Awarded to a student studying business
administration.

« Ardith Harrison Scholarship : Awarded to a student pursuing an associate or
bachelor degree.

« Faculty Scholarship Awarded to a current student based on criteti@béshed
by the undergraduate faculty.
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« Gregory Victor Vaughn Memorial Scholarship: Awarded to academically
promising students from the Institute of Businddanagement, and Law Charter
High School.

« Jerry Medina Memorial Scholarship: Awarded to a needy student from the
Institute of Business, Management, and Law Ch&figh School pursuing an
associate or bachelor degree.

« Maria Stahl Court Reporting Scholarship: Awarded to a student who
demonstrates excellence, persistence and dedigataourt reporting studies,
especially through adversity.
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Academic Information and Policies

Honor System

Humphreys College students subscribe to a per$mmalr code whereby they neither
offer nor accept assistance during testing sessions

Plagiarism is not condoned or excused. Term papessarch reports, and essays are
expected to be the individual work of the stud®wferences and sources of information
should be identified and accurately documentediwitie body of any written work.

Violation of the honor code or plagiarism may résuthe reduction of an assignment
grade, a failing grade in a class, or dismissahftbe college.

Credit

The unit of credit for Humphreys College is thensl@rdquarter hour. One unit of credit
represents the work assigned in one quarter (appabaly 12 weeks) in a class meeting
for one class period a week for lecture or classudision and performing two hours of
assigned preparation or laboratory work. One unitedit is also given for two to three
class periods of supervised laboratory work perkWeeone quarter.

From another viewpoint, the standapghrter hour represents the amount of proficiency
acquired by an average student in approximatelyd@és of concentrated study,
including classroom, laboratory, and preparatidre $tandarduarter hour credit is
arithmetically related to the semester-hour criedibe ratio that 3 is related to 2. Thus, a
guarter unit equals two-thirds a semester unit.

Load Limit

Students enrolled for 12 or more units per quaterconsidered full-time students. The
normal unit load per quarter is 16 units. In sonstances, the student may register for 18
units or more with permission of the Dean of Instian and after evaluation of the
student's previous academic record and transcripts.

Academic Calendar/Class Times

The College's academic calendar is based on aequsgdtem, with each quarter lasting
approximately twelve weeks. Quarters start at titead September, and the first week of
January, April, and July.

The hours of attendance vary with the individuatlent's program. Classes offered
during the day meet either on Mondays, WednesaaFridays (MWF) or on
Tuesdays and Thursdays (TTH). Classes on the MiifRat meet for one hour and
twenty minutes on those days. Classes on the Briddt meet for two hours and five
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minutes on those days. Day classes start as ea@y1 & a.m. and as late as 4:00 p.m.
Classes offered during the evening meet one nigfgek. Evening classes are offered on
Mondays, Tuesdays, Wednesdays, Thursdays, andismsdtridays. A limited number
of Saturday morning classes are offered. EvenmbSaturday classes meet for three
hours and thirty minutes. Start and end timedadses do vary; for complete
information, pick up a copy of the quarterly clasiedule in the Admission or Faculty
offices.

Vacations are scheduled each academic year, usuglywo weeks at the end of the fall
and spring quarters, and one week at the end afititer and summer quarters. Other
holidays include Veterans Day, two days at Thanksgi Martin Luther King Day,
Presidents' Day, Good Friday, Memorial Day, Indejggte Day, and Labor Day.

For exact dates of term openings, vacations, ahddys, see the College Calendar.

Attendance Policy

Regular attendance in class and laboratory sess@msobligation which the student
assumes at the time of enroliment. By being abseatstudent misses both the content of
the session and the continuity of the course.

There is no uniform College rule as to the numbiebsences permitted. These standards
are set periodically for each academic disciplm&rms of the needs of the subject
matter. When a student's failure to attend cladeema evident to the instructor that the
student cannot successfully complete the coursansgitructor may advise the student to
drop the class.

When a department does not invoke, in writing, ec#fc attendance policy for his/her
discipline, the following rule may be used as algua student may be counseled to drop
from class whenever his/her total absences fross@gquals twice the number of hours
the class meets in one week.

Grades

A: Excellent (4 grade points)

B: Above Average (3 grade points)

C: Average (2 grade points)

D: Passing but Below Average (1 grade point)

F: Failure (O grade points)

INC: An Incomplete may be issued at the discretion efitistructor if the student has

satisfactorily completed a minimum of 75% of thguieed work for the course and
is otherwise passing. An INC must be made up betiteof the 5th week of the

guarter immediately following the quarter in whithkvas received (including the
summer quarter). Otherwise, it will automaticallyrt into an F at that time.

IP: (In Progress) A grade of IP may be issued onlyriachine and keyboarding
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courses. Work for the quarter is proceeding sattsfily, at a grade level of "C" or
better, but competency/skill requirements for tberse have not been completed.
A student receiving a grade of IP should enrol] &rd pay tuition for, the same
course in the next quarter. When all requirememtshfe course have been
completed, the IP grade will be replaced by afdgjtade which will appear on the
transcript in the quarter in which the class wamgleted. IP grades in the
completed class in all previous quarters will remtaut will not affect Cumulative
Grade Point Average (CGPA). A student may not recaiore than two IP grades
for a course without the express written approvahe academic chair and the
Dean of Instruction.

W: Withdrawal from class
NG: No grade issued

Grades may be modified by plus (+) or minus (-)wdwer, these indicators are for the
student's information only and do not influencedha&de point average.

Dean's List

The College publishes a Dean's List at the congiati each quarter. Every student who
achieves a 3.5 grade-point average while completingast 12 units with no incompletes
for the quarter will be included on this list. Séundis receiving a grade of IP are eligible
for the Dean's List. A progress grade will be issalwng with the IP which will be used
to determine eligibility.

Campus Designation

Students who begin classes at Humphreys StocktorpGawill be designated a
Stockton student. Students who begin classes rapHreys College Modesto Campus
will be designated a Modesto student. These desaynsawill continue until one of the
following occurs:

« A Modesto student notifies the Registrar in writwighis/her intent to transfer to
Stockton.

« A Modesto student accumulates 100 quarter unitdigncase, the student will be
automatically designated a Stockton student.

« A Stockton student, with fewer than 100 units, rapsfer to Modesto by
informing the Registrar of his/her intent to do Bat after 100 units, he/she will
be re-designated as a Stockton student.

Academic Satisfactory Progress
A student must maintain a grade point average stergiwith the timely completion of
his/her stated degree/program objective. This mdaisa student’s grade point average

must meet the following minimum requirements depegodn number of units
completed:
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0-45 Units Completed: cumulative GPA must be 1.5Qreater

46-90 Units Completed: cumulative GPA must be bBQreater

91-135 Units Completed: cumulative GPA must be bo§reater

More than 135 Units Completed: cumulative GPA nines2.00 or greater

Academic Probation

A student who is a candidate for a certificate @grée must maintain the standards
defined by Academic Satisfactory Progress. A studéhbe placed on academic
probation when the GPA for a term falls below 2.@h@ cumulative GPA falls below the
minimum requirements stated above. Additionaliydents receiving an INC or NG
grade may be placed on academic probation. A stwdeo is on academic probation
may not enroll for more than 16 units without thetten approval of the Dean of
Instruction.

A student will remain on academic probation untittbhis/her current and cumulative
GPAs are above 2.0. A student makes unsatisfaptogress when he/she has been on
probation for two consecutive terms. The AcadeRuticies Committee meets quarterly
to review the status of students on academic pimbhaStudents who have made
unsatisfactory progress may be dismissed fromalege based on the judgment of the
committee.

If you are not sure of your academic status pleas¢act the Registrar’s Office.
Academic Dismissal/Readmission

Students who have made unsatisfactory progresdmaismissed from the College. The
determination regarding dismissal shall be madthbyAcademic Policies Committee in
accordance with the sections titled “Academic Ptioip& and “Academic Satisfactory
Progress” in this catalog.

Once dismissed from school, a student must waéaat one full quarter before he/she
may be readmitted. Students who have been dismiss®dschool for reasons of
unsatisfactory scholarship may be readmitted obatron after one full quarter if, in the
Dean of Instruction’s judgment, there is sufficientdence that the reasons for
unsatisfactory scholarship have been removed atdhhb student is able to benefit from
further study. A petition for reinstatement mustbi@de in writing to the Dean of
Instruction. Students who are readmitted afterdpeixcluded from school will be
admitted on probation and must maintain at le&0arade point average in order to
continue. Readmitted students may not be eligdslénancial aid during their first term
after readmission (see Loss of Financial Aid Eligiin this catalog).
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Appeals

Students may appeal any decisions made by thegeéaléegarding academic status,
academic probation, satisfactory progress, or anadéismissal from the College.
Appeal is made by submitting to the Registrar dtemidescription of the actions taken
by the College which the student wishes to havensidered. All such appeals are
considered by the appropriate College committebiwihirty (30) days from receipt of
the appeal. If the decision of the appropriate €y@lcommittee is not satisfactory to the
student, the student may appeal to the Dean aluctsin who will convene a committee
consisting of the Dean, Registrar, and one fagukynber appointed by the Dean. The
decision of this committee will be final. (In thase of financial aid eligibility, the
Financial Aid Director will also be on the comméte

Withdrawal from Course(s)

A student may withdraw from regular courses priothte end of the second week of a
guarter without notation being placed on the peenaacademic record. After the
second and before the end of the seventh weekdardgtmay withdraw from a course or
courses but will receive a notation of W next toteaourse. After the seventh week, a
grade of A, B, C, D, F, or INC, will be recordedhi student has not formally withdrawn
from class.

To withdraw from a class, a student must obtairhar@e of Schedule Request form
from the Admission, Fiscal, or Registrar's offickaye it signed by his/her academic
advisor, and file it with the Registrar's Officéalstudent stops attending class, it is the
student’s responsibility to drop the class offilgialnstructors will not automatically drop
a student from a class for non-attendance. Stua@raswithdraw or terminate class
attendance without filing such a form will possilohgur academic penalties (such as
failing one or more classes).

While instructors are requested to inform the Regiof students who have absences or
have not been attending, they do not have the atytho withdraw a student from a
class, and such notification does not constitutadvawal. A signed withdrawal form
submitted from the student to the Registrar’s efficthe only way that a withdrawal can
be effected. No other process will be acceptedadfecial withdrawal for tuition or

grade adjustments.

Medical Withdrawals

Students who drop out of school for medical reasoust submit a signed note from a
doctor stating that the student must drop out bbst This note must be accompanied by
the completed Change of Schedule form and be steahii the Registrar’s Office. In

this case, all tuition will be refunded and thedsraic transcript will be cleared of any
classes that quarter. This must be done duringubeter in which the student drops out
of class. Adjustments to financial and academiomswill not be made retroactively

after the end of the quarter in which the studeops.
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If you find it necessary to drogp not rely on a counselor or instructor to do it for you
They are not authorized to take this action for.you must notify the Registrar’s Office
yourself. If you are too sick or injured to do thise Registrar will be glad to help.

Late Registration/Adding a Class

Courses of study may be changed, new classes maydeel, and new enroliments
accepted through the end of the second week ajfubger.

Repeating a Class

A student may repeat a class for which he/she In@ady received credit for the purpose
of obtaining a better grade or better understandfrte subject matter. However, the
grade and units for the class will be those ofttighest grade, and the units for a class
will be applied only once.

Prerequisites

Prerequisites must be completed with a grade of 6Cbetter in order to enroll in a
course having a prerequisite.

Developmental Courses

A student may enroll for credit in a developmemtalirse in mathematics or English
(numbered 0-49) only if required by placement exawores. If a student is failing or has
failed a college-level advanced course, it is rev@mded that he or she audit the
developmental course in the same subject arewaailable, to improve proficiency in the
subject area.

Audits

An "audit" means that the course is being takeméocredit. No assignments will be
expected of "auditors” and no grade will be issued.

If a student has not taken a subject at Humphreylege and wishes to audit for no
credit, the regular tuition charge applies. If @deint wishes to audit a subject in which
he/she has previously received a grade other th@raind for which he/she has paid full
tuition, no additional tuition will be charged Hé student is regularly enrolled for an
equal or greater number of units. Audits will netddlowed in classes in which the
student has received an IP grade. When all classesn an audit basis, the audit fee for
students not regularly enrolled in other classélsagegular tuition rate, but not to exceed
the eight (8) unit rate plus any applicable lalsfee
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Transcripts and Grade Reports

The first transcript is provided at no charge; dadter, a small fee for this service is
charged per transcript. No transcript, certificaiploma, or degree will be issued when
there is an unpaid balance due and payable todhege

Official transcripts of record will be sent to eropérs, colleges, and other institutions
only upon written request by the student. A snes! fior this service is charged. (See
Schedule of Tuition and Fees, published separately.

The official record, from which transcripts are paieed, contains a notation of any
certificates or degrees conferred upon the student.

Grade reports are mailed to students showing theegior work done by the student for
each quarter.

Privacy Act/Student Records

Students at Humphreys College are guaranteed reigaits regarding school records
and information provided to the College by the Hgraducation Rights and Privacy Act
of 1974.

These rights include:

1. The right to inspect and review official schooloats
2. The right to challenge the correctness of theserdsc
3. The right of controlled access and release of médron

The College may release to third parties certaiactlbry information such as name,
address, telephone number, class, and date oflatiea. A student may restrict or
prevent access to this information by any thirdypbhy requesting in writing that the
Registrar not release this information.

These rights are designed to protect the priva@llagftudents. Official school records are
kept in the Registrar's Office. Additional inforrmat on how to exercise these rights may
be obtained from the Registrar.

Graduation and Commencement

Students pursuing the Associate in Science, AsoiridArts, Bachelor of Science or
Bachelor of Arts degree should apply to the Reaidtyr graduation no later than the first
week of the quarter preceding the quarter in whhey intend to graduate (i.e., the first
week of the winter quarter if planning to graduait¢he end of the spring quarter). The
application form may be obtained from the Regigr@ffice. Upon receipt of the
application, the Registrar will make a graduatibeakout and inform the student in
writing of the courses and the number of units ssagy to be completed in order to
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satisfy the requirements for the degree. Uponfaat@ry completion of the requirements,
the student is eligible to graduate.

Students who fail to make timely application rua tisk of needing specific courses for
graduation which may not be scheduled again uftél graduation.

Diplomas are issued only once a year, at the etigea$pring quarter. A student who
completes degree requirements in the fall, sumarexjnter quarter and who needs
documentation to that effect pending receipt ofdipdoma may obtain a transcript upon
request to the Registrar.

Commencement exercises are usually conducted ievétr@ng of the last Friday of the
spring quarter. See the College Calendar for thaetedate.
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Degrees and Certificates
DEGREES OFFERED

Bachelor Degrees Associate Degrees

Accounting B.S. AA. AS.
Administrative Management B.S.

Administrative Support Management AA., AS.
Business Management B.S. AA., AS.
Community Studies B.S.

Computer Management Information Systems B.S. AA., AS.
Court Reporting B.S. AA. AS.
Early Childhood Education B.A. AA.
Liberal Studies B.A. A.A.
Paralegal Studies B.A.

B.S. — Bachelor of Science
B.A. — Bachelor of Arts
A.A. — Associate in Arts
A.S. — Associate in Science

CERTIFICATES OFFERED

Length
Administrative Management 4 quarters
Administrative Support Update 4 quarters
Computerized Accounting Clerk 4 quarters
Court Reporting 12+ quarters
Executive Admin. Assistant(Administrative, Legal, and Medical)4 quarters
Medical Transcription 4 quarters
Paralegal 4* quarters

+ Time may vary depending upon individual studdmlitg and motivation.
* Time assumes that the student takes two classegyarter. Certain prerequisites exist.
Note: All major programs, degrees, and certificaiesoffered at the Stockton Campus.

Not all major programs, degrees, and certificateso#fered at the Modesto Campus. See
an admission counselor for more information.
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Requirements for the Bachelor Degree

The bachelor degree will be awarded to the studdntcompletes the following
requirements:

1. High school graduation or the equivalent.

2. A minimum of 181 quarter units of baccalaureatel@ourses (course number
100 or above) with a cumulative grade-point aver@g20 or better.
Developmental or vocational units (course numbeod@ss) do not apply toward
the bachelor degree.

3. A minimum of 60 quarter units of upper-division ¢ses (course number 200 or
above).

4. A minimum of 56 quarter units with a GPA of 2.0gveater, in a baccalaureate
degree major program, 28 of which are upper-divisiourses.

5. A minimum of 73 quarter units in general educatiatiher than subjects in the
major. Of these 73 units, the following College-aighinimum requirements must
be completed:

A. Communications (12 units)
B. Social Sciences (20 units) of which 8 units musthude:
= American Institutions (4 units)
= U.S. History (4 units)
C. Humanities (12 units)
D. Mathematics and Natural Sciences (13 units) of wBicinits must
include:
= a mathematics elective (4 units)
= a natural science elective with lab (5 units)

6. Residency: A candidate for the bachelor degree oarsplete a minimum of 36
guarter units of study at Humphreys College, ofchtthe final 16 units for the
degree must be earned at Humphreys College.

Requirements for the Associate Degree

The associate degree will be awarded to the stwdemtcompletes the following
requirements:

1. High school graduation or the equivalent.

2. A minimum of 90 quarter units with a cumulative degpoint average of 2.0 or
better.

3. A minimum of 30 quarter units in an associate degnajor program with a GPA
of 2.0 or greater.

4. ASSOCIATE IN ARTS DEGREE: A minimum of 56 quartarits in general
education, other than subjects in the major. Dgarakntal courses do not apply
toward the associate in arts degree. The genewabéidn requirements are:

A. Communications (12 units) which must include:
=  Written Communications
= Advanced Written Communications or Intensive Gramma
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= Oral Communications
B. Social Sciences (20 units) of which 8 units mustude:
= American Institutions (4 units)
= U.S. History (4 units)
C. Humanities (12 units)
D. Mathematics and Natural Sciences (12 units) of wBicinits must
include:
= a mathematics elective (4 units)
= a natural science elective (4 units)

ASSOCIATE IN SCIENCE DEGREE: A minimum of 24 quartmits in general
education, other than subjects in the major. Dgrakntal courses do apply
toward the associate in science degree as follBwgtish developmental courses
only as electives; mathematics developmental cewaseslectives or as the
mathematics requirement. The general educatiorireggants are:

E. Communications (8 units) which must include:
=  Written Communications
= Advanced Written Communications or Intensive GramaraOral
Communications
F. Social Sciences (8 units) of which 4 units mustude:
= American Institutions (4 units)
G. Humanities (4 units)
H. Mathematics or Natural Sciences (4 units)
5. Residency: One year as a full-time student or teary as a part-time student.

Minors

A minor at Humphreys College is an ensemble of iregucourses that provide a solid
grounding in a discipline other than, but not nsee$y unrelated to, the major.

Students who choose to complete a minor must foll@se regulations:

1. At least half the units making up the minor mustddeen at Humphreys College

2. A student must have at least a 2.00 grade poimagedn the minor

3. Courses may satisfy both a major and a minor requent when there is an
overlap

4. A minor may be awarded only in conjunction withacbalaureate degree

5. A separate application for a minor must be filethattime the application for
graduation is submitted to the Registrar’s Office

6. Minimum of 20 units, 12 of which must be upper dion

A maximum of four lower-division and four upper-@ion general education units may
fulfill both the general education requirements #r@&minor requirements.
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Double Majors

Students who wish to earn a degree with a doubjermaust determine which is the
primary major and satisfy the general educatiomiregnents for the degree of that
major. The other major is considered the seconatejpr. All prerequisites and
requirements for both majors must be met, includgimginimum of 60 upper-division
units in each major. Each department must appriba®able majors.

General Education Component

Students who are working toward the baccalaureateaasociate degrees at Humphreys
College are required to complete a general edutateponent, which is in keeping
with the philosophy of the founder of the Collegleonbelieved that a broad education in
the liberal arts was an important complement toot@upational skills that many
students seek at this College. This general educatimponent is comprised of courses
in the areas of communications, social and behalvsmiences, humanities, natural
science, and mathematics.

In the area of communications, students will takierses designed to build competencies
in reading and writing, and they will be able towelep an ease and effectiveness in oral
communication as well. These essential skills, axgamied by practice in critical
thinking, will enhance the students' abilitieshe study of culture and in the
transmission of that culture as well as assistintpé acquisition of knowledge in all
areas of the liberal arts.

In the humanities students will be exposed to tleatgohilosophical, religious, and
literary traditions of the world's civilizations. Wle all courses will emphasize the
importance of the rational aspects of human beamgistheir mental processes, it is hoped
that students will also--by studying the fine amsl other subjects in the humanities--
develop an appreciation for the great expressibtisechuman spirit.

The social and behavioral sciences are designkelpostudents acquire the knowledge
and understanding of their own behavior as indi@isand as part of their society, ethnic
group, heritage, and world. The study of histdrthe United States and that of other
parts of the world will provide students with kn@dbfe of events, factual information,
and further practice in critical thinking and arsagy

The natural sciences and mathematics should esalalents to learn to solve problems,
acquire analytical skills, gain knowledge of theysibal, and develop a true spirit of
inquiry. These qualities, we believe, will—alongkvthe other liberal arts—strengthen
life-long habits of learning and the continued astion of knowledge about the world
and themselves.
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Course Numbering System

Each course number includes a prefix up to fouedstand a number for identification.
The prefixes indicate the department or acadensicigline of the course.

ACCT Accounting
ADM Administrative Management
AM Art and Music
CAT Computer-Aided Transcription
CMIS Computer Management Information Systems
CR Court Reporting
CS Community Studies
ECE Early Childhood Education
ECON Economics
ENGL English
HIST History
HUM Humanities
LEGA Paralegal
LIT Literature
MATH Mathematics
MGT Management
MS Machine Shorthand
PHIL Philosophy
PSPolitical Science
PSY Psychology
REL Religion
SCI Science (Natural)
SOC Sociology
SOSCSocial Sciences
SPAN Spanish

The numerical portion of the course number inde#te level of the course as follows:

0 - 49Developmental
50 - 99Vocational
100 - 199 ower division - baccalaureate level
200 - 299Upper division - baccalaureate level

Humphreys College has established articulationeagests with several local colleges
relating to the transferability of credit and wetoes the opportunity to establish these
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agreements with other colleges. The decision te@dcansfer credit is that of the
receiving institution and Humphreys College doesguarantee the transferability of any
course except those that have been specificallyuéated.
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Department of Business

The mission of the Business Department is to peeiducational opportunities
compatible with business needs. By the time of ga#idn, the student will have a strong
grasp of ethics, a global perspective, and thetabd examine business issues from the
viewpoint of multiple disciplines. The emphasigioé course of study is on learning the
content of the field, external management, anayskills, problem solving and analysis
in a technological world. There are three majorthe Business Department:
Accounting, Business Management, and Computer Mameagt Information Systems.

Accounting
The Accounting program provides students with tthecational requirements in

accounting theory, practice, and auditing in prapan for a career as a Certified Public
Accountant (CPA) or a financial/management accouritebusiness.

Bachelor of Science Degree in Accounting (181 unjts

This major is for students who desire accountinge which require tools that enable
them to make financial decisions. Students carthisalegree program to prepare for the
Certified Public Accountant (CPA) examination anldes mid-level or higher financial
positions. It also has a strong liberal arts congmbd to enhance students’
communications skills.

A graduate from this program will be able to:

* Develop the skills to research and comprehend géperccepted accounting
principles and theory

» Gain a working knowledge of the application of cangy software to enhance
accounting processes and to solve accounting prsble

» Understand the application of audit processes aaleto business contexts
» Develop the skills to research and decipher cotpaad individual tax law

» Gain the knowledge to prepare, analyze, and conoatamfinancial statements
and information

* ldentify and enhance internal business and acaogicontrols of information
systems

» Develop an ethical perspective of the accountimjgssion
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* Understand the dynamics of economics and how tfiegtdbusiness
environments

» ldentify the types, structures, functions, andrm@tionships of large and small
businesses and the laws that govern them

« GENERAL EDUCATION REQUIREMENTS (73 units)
o Communications (16 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 110 Oral Communications
= ENGL 201 Report Writing
o Social and Behavioral Sciences (24 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History I
= HIST 103 U.S. History Il
ECON 101 Economics |
ECON 102 Economics Il
Select one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization Il
= HIST 112 History of Western Civilization Il
= HIST 120 Modern Asian History
= Upper-Division Social and Behavioral Sciences EWect
o Humanities (16 units)
= Select two of the following:
= AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
= REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
= SPAN 101 Elementary Spanish |
= Upper-Division Humanities Elective
= Humanities Elective
o Math and Science (17 units)
= MATH 101 College Algebra
= MATH 120 Statistics
= MATH 210 Quantitative Methods
= Science Elective with a Lab (5 units)
« BUSINESS DEPARTMENT CORE REQUIREMENTS (44 units)
o Lower Division (28 units)
= ACCT 101 Accounting |
= ACCT 102 Accounting I
= ACCT 103 Accounting IlI
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ADM 120 Computer Applications

CMIS 101 Introduction to Management Information t8yss
MGT 105 Business Management

MGT 120 Business Law |

o Upper Division (16 units)

ACCT 230 Accounting Information Systems
MGT 220 Organizational Behavior

MGT 270 Financial Management |

MGT 285 Integrated Analysis

« ACCOUNTING REQUIREMENTS (48 units)

Select one of the following:
= ACCT 150 Computerized Accounting | (Quickbooks) or
= ACCT 151 Computerized Accounting Il (Peachtree)

ACCT 201 Intermediate Accounting |

ACCT 202 Intermediate Accounting Il

ACCT 203 Intermediate Accounting IlI

ACCT 210 Advanced Accounting |

ACCT 220 Taxes |

ACCT 221 Taxes Il

ACCT 240 Auditing |

ACCT 241 Auditing Il

ACCT 250 Cost Accounting |

ACCT 251 Cost Accounting Il

MGT 280 Business Law Il

« FREE ELECTIVES (16 units)
o Recommended electives include:

ACCT 211 Advanced Accounting Il
CMIS 250 Operating Systems
ENGL 103 Intensive Grammar

Associate in Arts Degree in Accounting (96 units)

The Associate in Arts degree in accounting is desigto form the general education and
basic accounting foundation for the student whardss degree at the two-year level,
but who may desire to continue for the bachelorelegt Humphreys College or transfer
to another college or university.

+ GENERAL EDUCATION REQUIREMENTS (56 units)
o Communications (12 units)

ENGL 101 Written Communications
ENGL 102 Advanced Written Communications
ENGL 110 Oral Communications

o Social and Behavioral Sciences (20 units)

PS 101 American Institutions
Select one of the following:
= HIST 101 U.S. History |
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= HIST 102 U.S. History |l
= HIST 103 U.S. History I
= Electives: (12 units)
o Humanities Electives (12 units)
o Math and Science (12 units)
= MATH 101 College Algebra
= Select one of the following:
= MATH 120 Statistics
= MATH 110 Calculus
= Science Elective
BUSINESS DEPARTMENT CORE REQUIREMENTS (24 units)
o ACCT 101 Accounting |
ACCT 102 Accounting I
o ADM 120 Computer Applications
o ACCT 110 Payroll Accounting and Credit Management
o MGT 105 Business Management
o MGT 150 Personal Financial Management
ACCOUNTING REQUIREMENTS (16 units)
o ACCT 103 Accounting Il
o ACCT 150 Computerized Accounting |
o ACCT 151 Computerized Accounting
o MGT 120 Business Law |

Associate in Science Degree in Accounting (92 units

The Associate in Science degree in Accounting ssgihed for the student who is
occupationally oriented and who does not plan tainae beyond the associate degree. It
consists of fewer liberal arts subjects, leavingenmits to specialize in the technical and
vocational aspects of the accounting profession.

GENERAL EDUCATION REQUIREMENTS (24 units)
o Communications (8 units)
= ENGL 101 Written Communications
= Select one of the following:
= ENGL 102 Advanced Written Communications
= ENGL 110 Oral Communications
o Social and Behavioral Sciences (8 units)
= PS 101 American Institutions
= Elective
o Humanities Elective (4 units)
o Math or Science Elective (4 units)
BUSINESS DEPARTMENT CORE REQUIREMENTS (28 units)
o ACCT 101 Accounting |
o ACCT 102 Accounting Il
o ADM 120 Computer Applications
o ADM 134 Spreadsheets

48



o ACCT 110 Payroll Accounting and Credit Management
o MGT 105 Business Management
o MGT 150 Personal Financial Management
« ACCOUNTING REQUIREMENTS (16 units)
o ACCT 103 Accounting Il
o ACCT 150 Computerized Accounting |
o ACCT 151 Computerized Accounting I
o MGT 120 Business Law |
+ FREE ELECTIVES (24 units)
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Business Administration

The program in Business Administration has beerld@ed to provide the student with
the analytical skills necessary to compete in tloel@nn business environment. It seeks to
provide a practical knowledge of proven processeglanning, accounting, financial
management, marketing, management consulting,@etreurship, and general
management.

Bachelor of Science Degree in Business Administratn (181 units)

This program is for students who desire a carebuginess administration as a mid-level
or higher executive or as an entrepreneur. lesghed to give students a broad
exposure to the functional areas of business, divetpoperations, marketing, finance,
and accounting. In addition, students select drieree concentrations: 1) Management;
2) Management Information Systems; or 3) AccountiBgch concentration includes
seven specific courses to give students a morehdexposure to each particular topic
area. The Accounting concentration is designedtizents who want to study
accounting, but do not want to take the Certifiet#hlle Accountant examination. The
Business Administration program also has a strireydl arts component to enhance
students’ communications skills.

A graduate from this program will be able to:

» ldentify the types, structures, functions, andrmationships of large and small
businesses and the laws that govern them

» Develop an ethical perspective of business

» Understand the dynamics of economics and how tfiegtdbusiness
environments

» Develop organizational skills to manage small bessnenvironments and the
interrelationships among people

» Gain a working knowledge of business planning, antiag and finance

» Develop analytical skills necessary to analyzermess results

» Understand the global implications of business

» Gain a working knowledge of the use of technolagghie business environment

» Develop skills in marketing and advertising in mesis
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GENERAL EDUCATION REQUIREMENTS (73 units)
o Communications (16 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 110 Oral Communications
= ENGL 201 Report Writing
o Social and Behavioral Sciences (24 units)
= PS 101 American Institutions
= Select one of the following:
e HIST 101 U.S. History |
e HIST 102 U.S. History I
e HIST 103 U.S. History Il
ECON 101 Economics |
ECON 102 Economics Il
Select one of the following:
* PS 105 Modern World Issues
* HIST 110 History of Western Civilization |
e HIST 111 History of Western Civilization Il
e HIST 112 History of Western Civilization Il
e HIST 120 Modern Asian History
= Upper-Division Social and Behavioral Sciences EVect
0 Humanities (16 units)
= Select two of the following
* AM 101 Art & Music Appreciation
e PHIL 101 Introduction to Philosophy
* REL 101 Great Religions of the World
e LIT 101 Introduction to Literature
 SPAN 101 Elementary Spanish |
= Upper-Division Humanities Elective
= Humanities Elective
o Math and Science (17 units)
= MATH 101 College Algebra
= MATH 120 Statistics
= MATH 210 Quantitative Methods
= Science Elective with a Lab (5 units)
BUSINESS DEPARTMENT CORE REQUIREMENTS (52 units)
o0 Lower Division (32 units)
ACCT 101 Accounting |
ACCT 102 Accounting I
ACCT 103 Accounting Il
ADM 120 Computer Applications
CMIS 101 Introduction to Management Information t8yss
ENGL 103 Intensive Grammar
MGT 105 Business Management
MGT 120 Business Law |
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Upper Division (20 units)
MGT 220 Organizational Behavior
= MGT 245 Operations Management
= MGT 270 Financial Management |
= MGT 285 Integrated Analysis
= MGT 290 Current Concepts and Ethics

« FREE ELECTIVES (28 units)

In addition to the above courses, Bachelor of Scier in Business Administration

majors must choose one of the following concentramns:

- MANAGEMENT (28 units)

(0]

O O O O O O

MGT 215 Public Relations

MGT 230 Human Resources Management
MGT 255 Small Business Management
MGT 260 Principles of Marketing

MGT 275 Money and Banking

MGT 280 Business Law Il

MGT 295 International Business

* MANAGEMENT INFORMATION SYSTEMS (MIS) (28 units)

(0]

O 0O O0OO0OO0Oo

CMIS 150 Information Systems

CMIS 180 Internet Web-page Design and Java Progragim
CMIS 222 Management Information Systems

CMIS 224 Systems Analysis, Design and Implemematio
CMIS 240 Database Management Systems

CMIS 270 Decision Support Systems

CMIS 277 E-Business Using the Internet

« ACCOUNTING (28 units)

(0]

O 0O O0OO0OO0Oo

ACCT 201 Intermediate Accounting |
ACCT 202 Intermediate Accounting Il
ACCT 203 Intermediate Accounting IlI
ACCT 220 Taxes |

ACCT 230 Accounting Information Systems
ACCT 240 Auditing |

ACCT 250 Cost Accounting |

Associate in Arts Degree in Business Administratio96 units)

The Associate in Arts degree in Business Adminismas designed to form the general
education and basic management foundation fortttteest who desires a degree at the
two-year level, but who may wish to continue fog ttachelor degree at Humphreys

College or transfer to another college or univgrsit
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GENERAL EDUCATION REQUIREMENTS (56 units)
o Communications (12 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 110 Oral Communications
o Social and Behavioral Sciences (20 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History Il
= Electives: (12 units)
o Humanities Electives (12 units)
o Math and Science (12 units)
= MATH 101 College Algebra
= Select on of the following:
= MATH 120 Statistics
= MATH 110 Calculus
= Science Elective

BUSINESS DEPARTMENT CORE REQUIREMENTS (24 units)

o ACCT 101 Accounting |
ACCT 102 Accounting Il

o ADM 120 Computer Applications

o CMIS 101 Introduction to Management Information t8yss

o MGT 105 Business Management

o MGT 150 Personal Financial Management
BUSINESS ADMINISTRATION REQUIREMENTS (16 units)

o ACCT 110 Payroll Accounting and Credit Management
o MGT 120 Business Law |
o MGT 130 Salesmanship
o MGT 140 Supervisory Management

Associate in Science Degree in Business Administi@at (92 units)

The Associate in Science degree in Business Adtraign is designed for the student
who is occupationally oriented and who does nat ptecontinue on beyond the
associate degree. It consists of fewer liberalargects, leaving more units to specialize
in the technical and vocational aspects of businessagement as well as pursue other

academic or occupational interests.

GENERAL EDUCATION REQUIREMENTS (24 units)
o Communications (8 units)
= ENGL 101 Written Communications
= Select one of the following:

= ENGL 102 Advanced Written Communications

« ENGL 110 Oral Communications
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o Social and Behavioral Sciences (8 units)
= PS 101 American Institutions
= Elective
o Humanities Elective (4 units)
o Math or Science Elective (4 units)
« BUSINESS DEPARTMENT CORE REQUIREMENTS (28 units)
o ACCT 101 Accounting |
ACCT 102 Accounting I
ADM 120 Computer Applications
CMIS 101 Introduction to Management Information t8yss
ADM 134 Spreadsheets
MGT 105 Business Management
MGT 150 Personal Financial Management
«  BUSINESS ADMINISTRATION REQUIREMENTS (16 units)
o ACCT 110 Payroll Accounting and Credit Management
o MGT 120 Business Law |
o MGT 130 Salesmanship
o MGT 140 Supervisory Management
+ FREE ELECTIVES (24 units)

O O O O O o
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Computer Management Information Systems

This program has been developed to prepare thegaamath an understanding of the
relationship and interaction between computersadher sources of information and the
users of information. This program is designeddocate the individual who seeks to
advance in a management position that include®nsdpility over information
technology. It is planned for the student who wisko become knowledgeable in the
computer field for management, accounting, andssid! purposes. The program is
formulated for students who already have achiegelrological competency and now
aspire to seek or enhance a management position.

Bachelor of Science Degree in Computer Managementformation
Systems (181 units)

This program is designed for students who desimedalevel or higher career in
managing information technology. It focuses marar@anagement of information
systems rather than technical competency. Itf#soa strong liberal arts component to
enhance students’ communications skills.

+ GENERAL EDUCATION REQUIREMENTS (73 units)
o Communications (16 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 110 Oral Communications
= ENGL 201 Report Writing
o Social and Behavioral Sciences (24 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History Il
= ECON 101 Economics |
= ECON 102 Economics Il
= Select one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization Il
= HIST 112 History of Western Civilization Il
= HIST 120 Modern Asian History
= Upper-Division Social and Behavioral Sciences Blect
o Humanities (16 units)
= Select two of the following
= AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
= REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
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= SPAN 101 Elementary Spanish |
= Upper-Division Humanities Elective
= Humanities Elective
o Math and Science (17 units)
= MATH 101 College Algebra
= MATH 120 Statistics
=  MATH 210 Quantitative Methods
= Science Elective with a Lab (5 units)
+ BUSINESS DEPARTMENT CORE REQUIREMENTS (52 units)
o Lower Division (32 units)
= ACCT 101 Accounting |
= ACCT 102 Accounting Il
= ACCT 103 Accounting Il
= ADM 120 Microsoft Computer Applications
= CMIS 101 Introduction to Management Information t8yss
= MATH 110 Calculus
= MGT 105 Business Management
= MGT 120 Business Law |
0 Upper Division (20 units)
ECON 201 Intermediate Economics
=  CMIS 222 Management Information Systems
= MGT 220 Organizational Behavior
= MGT 270 Financial Management |
= MGT 285 Integrated Analysis
« COMPUTER MANAGEMENT INFORMATION SYSTEMS
REQUIREMENTS (36 units)
o Lower Division (12 units)
= CMIS 120 Computer Logic Concepts
= CMIS 175 Networking Essentials
= A Course in Programming
o Upper Division (24 units)
= CMIS 224 Systems Analysis, Design and Implementatio
=  CMIS 235 Computer Installation Management
= CMIS 240 Database Management Systems
= CMIS 250 Operating Systems
= CMIS Electives (8 units)
+ FREE ELECTIVES (20 units)

Associate in Arts Degree in Computer Management lmirmation
Systems (96 units)

The Associate in Arts degree in Computer Managerméotmation Systems is designed
to form the general education and basic compuiense background for the student who
desires a degree at the two year level, but whowwsly to continue for the bachelor
degree at Humphreys College or transfer to anathiéézge or university.
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+ GENERAL EDUCATION REQUIREMENTS (56 units)
o Communications (12 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 110 Oral Communications
o Social and Behavioral Sciences (20 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History Il
= Electives (12 units)
o Humanities Electives (12 units)
o Math and Science (12 units)
= MATH 101 College Algebra
= Select one of the following:
= MATH 120 Statistics
= MATH 110 Calculus
= Science Elective
« BUSINESS DEPARTMENT CORE REQUIREMENTS (24 units)
o ACCT 101 Accounting |
o ACCT 102 Accounting Il
o ADM 120 Microsoft Computer Applications
o CMIS 101 Introduction to Management Information t8yss
o MGT 105 Business Management
o MGT 150 Personal Financial Management
- COMPUTER MANAGEMENT MAJOR REQUIREMENTS (16 units)
o CMIS 120 Computer Logic
o CMIS 150 Information Systems
o CMIS 160 Managing and Maintaining the Personal Qatep
o A course in programming

Associate in Science Degree in Computer Managemednformation
Systems (92 units)

The Associate in Science degree in Computer Managemformation Systems is
designed for the student who is occupationallyrded and who does not plan to
continue on beyond the associate degree. It cantewer liberal arts subjects, leaving
more units to specialize in the technical and viocal aspects of computer information
systems, or to pursue other academic or occupéiiteaests.

« GENERAL EDUCATION REQUIREMENTS (24 units)
o Communications (8 units)
= ENGL 101 Written Communications
= Select one of the following:
= ENGL 102 Advanced Written Communications
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= ENGL 110 Oral Communications
o Social and Behavioral Sciences (8 units)
= PS 101 American Institutions
= Elective
o Humanities Elective (4 units)
o Math or Science Elective (4 units)
« BUSINESS DEPARTMENT CORE REQUIREMENTS (28 units)
o ACCT 101 Accounting |
ACCT 102 Accounting Il
ADM 120 Microsoft Computer Applications
CMIS 101 Introduction to Management Information t8yss
CMIS 150 Information Systems
MGT 105 Business Management
MGT 150 Personal Financial Management
PUTER MANAGEMENT REQUIREMENTS (24 units)
CMIS 120 Computer Logic
CMIS 160 Managing and Maintaining the Personal Qatep
CMIS 175 Networking Essentials
A course in programming
CMIS Electives: (8 Units)
+ FREE ELECTIVES (16 units)

- CO

OOOOOZOOOOOO

Minor in Business Administration

The minor is open to students not majoring in aelgdfwithin the Business Department.
The minor provides two types of exposure to thiel ft¢ business for non-business
majors. The first objective of the minor in busim@siministration is to provide a broad,
non-specialized exposure to business, which magr effitry-level employment skills for
a wide range of jobs. The second objective is twide a basic understanding of the
nature and scope of business operations.

Curricula and Requirements in the Minor (32 Units)

« ACCT 101 Accounting |

« ACCT 102 Accounting Il

« CMIS 101 Introduction to Computer Management Infation Systems
« MGT 105 Business Management

«  MGT 260 Principles of Marketing

« MGT 270 Financial Management

« ECON 102 Economics Il

« Upper-Division Management Elective
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Courses in the Department of Business

ACCOUNTING

ACCT 40 Basic Accounting, 4 units
A basic introduction to accounting principles amdgedures. The course uses
practical applications for illustration of accourgiprinciples. The course
emphasizes learning step-by-step procedures aodggatudents the ability to
handle numbers, follow specific procedures, andeed in problem-solving
situations. It is designed for students who domeet the requirements for ACCT
101.

ACCT 101 Accounting I, 4 units
Prerequisite: Passing score on the numerical podidhe placement exam or
passing Accounting 40 with a grade of “C” or betiadpassing scores on both
the English writing and reading placement examameti
An introductory study of the accounting principbesd procedures applied to the
entire accounting cycle for a single proprietorsHipe course includes the use of
the books of original entry, subsidiary ledgers)agal ledgers, and work sheets in
preparing income statements and the balance gklsetincluded is the analysis
of various accounts such as inventory and merckargjicash and internal
control, and accounts and notes receivable.

ACCT 102 Accounting IlI, 4 units
Prerequisite: ACCT 101.
This course continues the analysis of various ausoas plant assets and
intangible assets, current liabilities, and payasitounting. Accounting for
partnerships and corporations is introduced as agethe statement of cash flows.
Financial-statements analysis is also emphasized.

ACCT 103 Accounting IlI, 4 units
Prerequisite: ACCT 102.
An introduction to management and responsibilitgtee accounting. This course
emphasizes the master budget, cost-volume-prdditioaships, job order and
process costing, and activity-based costing. FleXdndgets and standards costs
are introduced as methods for cost planning antr@on

ACCT 110 Payroll Accounting and Credit Managemdninits
Prerequisites: ACCT 101, ADM 120.
This course includes an in-depth study of payraticainting and its practical
application to business, including payroll taxesympll tax forms, and filing
requirements. It also includes an introductiooredit and collection
management, including commercial credit, factorsretlit risk, sources of
information, and analysis of credit reports.
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ACCT 150 Computerized Accounting I, 4 units
Prerequisite: ACCT 102 or concurrent enrollment,M\D20.
An introductory course designed to employ the caepun recording, processing,
and reporting accounting information. This coursesua specific computerized
accounting software package.

ACCT 151 Computerized Accounting Il, 4 units
Prerequisite: ACCT 102 or concurrent enrollment,M\D20.
An introductory course designed to employ the caepun recording, processing,
and reporting accounting information. This coursesua different computerized
accounting software package than the one used @TATS0.

ACCT 201 Intermediate Accounting I, 4 units
Prerequisite: ACCT 102, ADM 120, ENGL 101.
A study of the concepts and theory of accountirgythe application of
accounting principles to the preparation of finahstatements. Special
consideration is given to current assets, investsp@mnesent value concepts, and
the balance sheet.

ACCT 202 Intermediate Accounting Il, 4 units
Prerequisite: ACCT 201.
A continuation of the study of the theory of acctug and the application of
accounting principles to the preparation of finahstatements. Special
consideration is given to current and long-terrbiliies, income statements, and
the equity section of the balance sheet.

ACCT 203 Intermediate Accounting Ill, 4 units
Prerequisite: ACCT 202.
A study of the accounting for long-term investmeptnsions, leases, income
recognition and earnings per share, statementasfgds in financial position,
analysis of financial statements and segment aedrim reporting.

ACCT 210, 211 Advanced Accounting I, Il, 4 unitsydits
Prerequisite: ACCT 202.
A study of the application of accounting theoryspecialized areas of accounting
such as consolidations, partnerships, franchisesfaeign operations, corporate
liquidations, non-profit organizations, and state &cal governmental
accounting.

ACCT 220 Taxes I, 4 units
Prerequisite: ACCT 102, ENGL 101, MGT 120.
This course studies the Internal Revenue Code agdlRtions covering federal
tax returns for individuals and the parallel tagukations of the state of
California. Tax saving methods for various occupatiand tax brackets are
included.
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ACCT 221 Taxes Il, 4 units
Prerequisite: ACCT 102, ENGL 101, MGT 120.
The accounting aspects of the federal income tag knd state of California
income tax laws applying to partnerships, corporej and estates and trusts, as
well as specific areas such as installment saldslapreciation.

ACCT 230 Accounting Information Systems, 4 units
Prerequisite: ACCT 102, CMIS 101.
A study of accounting information systems thatuwilels an introduction to
accounting information systems, decision makinguteenting information
systems, database management, and electronic camriiée course also
prepares the student for controlling informatiosteyns, applications and
information technology processes. This courseasmemended for accounting
majors prior to taking the auditing courses.

ACCT 240 Auditing I, 4 units
Prerequisite: ACCT 202 (ACCT 230 suggested).
A study of the public accounting profession andtiterent role in the American
economy, including ethics, legal liability, the iagt of electronic data processing,
and applications of statistical sampling. Auditolgectives, definitions, and
procedures are studied.

ACCT 241 Auditing Il, 4 units
Prerequisite: ACCT 240.
A detailed study of the procedures to be followethe performance of an audit
including the preparation of working papers, vesfions of various financial
information, and presentation of audit reports.atudlit case study is completed.

ACCT 250 Cost Accounting I, 4 units
Prerequisite: ACCT 103.
A study of cost allocations and capital budgetihgpics include joint products
and byproducts, spoilage and reworked units, dapudgeting and cost analysis,
linear programming, and transfer pricing.

ACCT 251 Cost Accounting Il, 4 units
Prerequisite: ACCT 250.
A further study of accounting systems expandeddtute special topics used by
management in the decision-making process.

ACCT 290 Internship, 4 units: may be repeated foraximum of 8 units.
Prerequisite: Approval of academic chair.
30 hours per quarter on-the-job equivalent to anie Bupervised work
experience designed to give qualified studentsratlerstanding of the nature and
scope of the accounting business. Supervisiorogged by the faculty and the
cooperating firm. Open to all upper-division stutden
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ACCT 295 Professional Accounting Seminars, 1-5aunit
Prerequisite: Must be a professional accountApproval of academic chair.
Seminars on professional trends, emerging clianiaas, law or taxes,
management analysis, computer applications, matlysia for professional
accountants, and other subjects designed to upaafgacticing professional
accountant's technical knowledge. Of particulaviserto the professional
accountant who wishes to comply with the mandatortinuing education
requirements. Seminars are conducted largely byiasts brought in by the
College to serve a specific need. May be repeated.

ACCT 299 Directed Study, 4 units
Prerequisite: A cumulative GPA of 3.25, conserthefinstructor, and the
approval of the academic chair.
Designed to enhance and build on present curricutuseccounting with
individualized instruction in an area not covenedlepth by current course
offerings. Though the student initiates the desifjtihe course through his/her
interest in a particular area of study, the ingbuand the academic chair must
grant final approval of course content.

MANAGEMENT

MGT 105 Business Management, 4 units
Prerequisite: ENGL 101.
A study of the functions of management. The courskeides the study of
management principles as they pertain to orgaoizagolicy making, planning,
control and evaluation, and a range of functionaasa including human
resources, marketing, operations, accounting, iméion systems, finance and
legal studies. The use of economic and accountiatysis in analytical decision
making is included in the manager's role as detisiaker.

MGT 120 Business Law I, 4 units
Prerequisite: MGT 105 or LEGA 101.
An introduction to the legal aspects of busineskitmenvironment. Emphasis is
placed on contracts, torts, classes and sourdasvphgency, employer and
employee relations, bailments, pledges, partnesshkigrporations, civil and
criminal liability.

MGT 130 Salesmanship, 4 units
A survey of personal salesmanship, the course esiggsathe importance of good
salesmanship and the personal qualifications requor effective selling. The
psychological principles involved in selling areaexned and applied to the sales
interview.
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MGT 140 Supervisory Management, 4 units
An introductory course covering in general ternestibtal responsibilities of a
supervisor in industry such as organization, irdsertraining, duties and
responsibilities, human relations, grievancesningj, rating, promotion, quality
control, and management-employee relations.

MGT 150 Personal Financial Management, 4 units
Prerequisite: Passing scores on the following pheceg examinations: reading,
writing, and numerical, or their equivalent courses
This course studies the aspects of personal firhn@nagement at an
introductory level. It includes the concepts ofqmral finances, consumer credit,
insurance, investments, and retirement planning.

MGT 210 Advertising, 4 units
Prerequisite: MGT 105.
Emphasis is placed on developing an understandiagwertising from the sales
management standpoint. The course includes anat@iof advertising as a tool
in sales promotion. Topics covered are principfesdvertising, selection of
media, planning the advertisement, and analyzipgutand copy.

MGT 215 Public Relations, 4 units
Prerequisite: MGT 105.
A study of public relations methods for businesishwmphasis on public
relations policies and techniques. The course &xo08s developing good
relationships with customers, employees, stockhs]dbe government, and the
general public. It also covers the role of resegociblicity, and mass media in
public relations.

MGT 220 Organizational Behavior, 4 units
Prerequisite: MGT 105.
The business organization is examined as a sog@tm; the system concept is
used as a vehicle in examining problems of effectinganization. Emphasis is
placed upon the importance of the communicatiocgss, growth and change,
motivation, group behavior, and other human facatelsvant to managers.

MGT 230 Human Resources Management, 4 units
Prerequisite: MGT 105.
Primary emphasis is on the recruitment and effeatise of labor and the
development of good human relationships withinlibsiness organization. The
course includes employee classification, job anslysientation of new
employees, employee training, employee servicaswamker evaluation.

MGT 245 Operations Management, 4 units
Prerequisite: MATH 101, MGT 105.
A study of the concepts necessary for developmathihn@anagement of efficient
productive systems that include people, equipnsem,materials.
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MGT 255 Small Business Management, 4 units
Prerequisite: MGT 105.
This course studies the importance of small businesproblems and
requirements. Focus is on the application of thecgles of business
management in the small business setting. It imdwwvnership, management,
planning the start-up phase, selecting employeagkeating strategy, financial
planning and controls, short and long range plaprfinancing.

MGT 260 Principles of Marketing, 4 units
Prerequisite: MGT 105.
An interdisciplinary study of principles and metlsaaf marketing consumer and
industrial goods. The course emphasizes managiiadion making and the use
of research in solving marketing problems. It ubescase-analysis method of
analyzing marketing problems.

MGT 270, 271 Financial Management |, Il, 4 unitgjrdts
Prerequisite: ACCT 102, MATH 101.
This course analyzes the role of finance in thenenyy, financial decision-
making in the modern firm, and the role of the fic@l manager in the firm. It
includes application of financial statements anwftlows.

MGT 275 Money and Banking, 4 units
Prerequisite: ECON 101.
A study of American and international monetary &ndncial institutions and
policies. Financial institutions, monetary theongaolicy, credit allocation, and
international monetary theory and policy are ineldid

MGT 280 Business Law I, 4 units
Prerequisite: MGT 120.
A continuation of MGT 120 Business Law I. The s®miemphasizes
partnerships, corporations, insurance, suretyshipiers, shippers, and
passengers and accountant's responsibility.

MGT 285 Integrated Analysis, 4 units
Prerequisite: Completion of all classes in the mege, or permission of the
academic advisor.
An interdisciplinary capstone course. Emphasigiighe integrative analysis of
decision making using the statistical decision thiemanagement information
system, and other analytical tools in making mariabdecisions.

MGT 290 Current Concepts and Ethics, 4 units
Prerequisite: Senior status or consent of instructo
Through the review of current literature on managetrelated subjects, the
student will acquire an awareness and appreci&ioinends and issues which
illustrate the past, present, and future of busiresivity and the impact of
managerial performance on the activity. Discussibethical dilemmas and
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social responsibility of business constitutes aompart of the learning objectives
of this course.

MGT 295 International Business, 4 units

Prerequisite: MGT 105.

A survey of the business policies and activities tiross national borders,
including the transfer of technology, global stggtefinance and banking factors,
risk and market and/or cultural consequences. kesfease study, and outside
sources are used for instruction.

MGT 296 Internship, 1-4 units; may be repeatedafaraximum of 8 units.

Prerequisite: Approval of academic chair.

30 hours per quarter on-the-job equivalent to ane Supervised work
experience designed to give qualified studentsmatlerstanding of the nature and
scope of the business operations. SupervisioroMged by the faculty and the
cooperating agencies. Open to all upper-divisiodests.

MGT 298 Special Topics, 1-4 units

Prerequisite: Approval of academic chair.
An in-depth study of a subject related to business

MGT 299 Directed Study, 4 units

Prerequisite: A cumulative GPA of 3.25, conserthefinstructor, and the
approval of the academic chair.

This course is designed for qualified studentsiguar senior standing) desiring
to pursue advanced study, including reading, wgiind research in particular
areas related to their degree program. Designedhance and build on present
curriculum in management with individualized instiion in an area not covered
in-depth by current course offerings. Though thelsht initiates the design of the
course through his/her interest in a particulaaafestudy, the instructor and the
academic chair must grant final approval of coasatent.

COMPUTER MANAGEMENT INFORMATION SYSTEMS

CMIS 101 Introduction to Management Information t8yss, 4 units

Prerequisite: Passing scores on the followingesteent examinations: reading
and writing.

A survey of the functions, uses, and impact of corafs in today’s society.
Emphasis is placed on understanding the hardwaigifins and the meaning of
software along with integrated peripheral devidd® course includes
flowcharting techniques for both programming anstegns, includes beginning
level BASIC language instruction, and emphasizegAlarogramming and the
Internet. A hands-on lab environment includes usmigputer terminal entry.
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CMIS 120 Computer Logic Concepts, 4 units
Prerequisite: CMIS 101.
This course studies the formulation and administnabf computer operations as
a managerial responsibility. It emphasizes theyamabf problems encountered in
the planning of scheduling, input/output contralheiques, and human resource
development.

CMIS 130 Beginning COBOL, 4 units
Prerequisite: CMIS 120.
This course trains the student in the design amdldpment of application
programs using COBOL, one of the most compreherdefied the high-level
languages. Lecture and lab assignments includecHawing techniques,
structured coding, testing, and debugging. Utdibytware is introduced to
students for entry and program compilation.

CMIS 131 Intermediate COBOL, 4 units
Prerequisite: CMIS 130.
A continuation of Beginning COBOL, this course ma@mphasis on more
advanced programming methods and techniques in QOEBudents chart and
code programs with extensive input editing, talscpssing and file capabilities
using structured design. Lab assignments includeotithe utility software.

CMIS 140 Introduction to the Internet, 4 units
Prerequisite: ADM 120.
The course concentrates on the use of the Intggadrming online research,
and discovering the capabilities of the Internéid8nts learn how to access and
use the Internet, including e-mail, file transfeotpcols, newsgroups, and bulletin
boards.

CMIS 150 Information Systems, 4 units
Prerequisites: CMIS 101.
An introductory course in information systems. ®iot$ learn how businesses,
individuals, and society use information systemsluding the technical
foundations of information systems and telecommaftioas. Further, students
learn how data are created and managed in rel@tithre design and development
of information systems.

CMIS 160 Managing and Maintaining the Personal Qatep 4 units
Prerequisite: ADM 120.
A study of the personal computer, including itsrapiens. Students learn to
manage the personal computer, troubleshoot comprablems with hardware
and software. Students become familiar with systboards, install and maintain
hard drives, configure memory, connect periphegaigment, and prevent virus
infections.
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CMIS 170 Visual Basic, 4 units
Prerequisites: CMIS 101.
A course in designing and programming of the MiofogVindows® graphical
user interface. Topics include standard interfaesgh, event processing and
control focus, data exchange, debugging, and aandling.

CMIS 175 Networking Essentials, 4 units
Prerequisites: ADM 120.
A study of the intricacies of installing a netwoftudents study and troubleshoot
connection problems, including hardware and sofyweabling, connecting
peripheral devices such as printers, scanners, hulters, and bridges, and
implementing network protocols.

CMIS 180 Internet Web-page Design and Java Prograg)@ units
Prerequisites: ADM 120, CMIS 140.
A study of the development of Internet web pagekaitization of Microsoft
Front Page® and JAVA programming techniques. Stisdéevelop web pages
and web sites and learn HTML.

CMIS 201 Programming in C+, 4 units
Prerequisite: CMIS 120.
An introduction to implementing computer programgin the C+ language. The
course covers fundamentals of programming, dat, typerators, functions,
structures, arrays, pointers, files, and other aded features.

CMIS 202 Programming in C++, 4 units
Prerequisite: CMIS 201.
A continuation of C+ programming language. The sewovers the advanced
techniques of programming in the C++ language.

CMIS 222 Management Information Systems, 4 units
Prerequisite: CMIS 101, ADM 120.
This course provides business majors with an utaleisng of basic management
and organization theories, methods, and technigsed to build management
information systems. Students solve various busipesblems using decision
support software.

CMIS 224 Systems Analysis, Design and Implementadounits
Prerequisite: ENGL 101, CMIS 101, CMIS 150.
A comprehensive case study of analysis and degign application from a
manual system to a computerized system. This caurseurages the use of
system flowcharting in problem definition, programmlanguages to be used,
the logical process of selection employed in ansjytesign, development, and
the implementation of the system. The conversiatgss in this course includes
all aspects of business workflow methods and steetf®e value of procedure
writing and documentation.
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CMIS 235 Computer Installation Management, 4 units
Prerequisite: CMIS 224.
The formulation and administration of computer gpens as a managerial
responsibility. This course will emphasize the ggial of problems encountered
in the planning of scheduling, input/output contesthniques, human resource
development, facilities and equipment planningntrey and interdepartmental
collaboration, and priorities and management infdram requirements.

CMIS 240 Database Management Systems, 4 units
Prerequisite: CMIS 224.
Planning, organization, and implementation of a goter database management
system. Discussions include database administrdtiootions, design, selection,
and data integrity concepts. Case studies incledegd and implementation of a
database management system.

CMIS 250 Operating Systems, 4 units
Prerequisite: CMIS 120 or CMIS 130.
A study of compilers, interpreters, inter- andastomputer communications.
Students study structure of real-time and time-ethaperating systems,
scheduling of jobs, central processing unit, irgrud output devices, paged and
segmented memory management, file handling, anchsgnization of concurrent
processes.

CMIS 260 Telecommunications, 4 units
Prerequisite: CMIS 120 or CMIS 130.
A study of online computer communications via ifdee devices over a variety
of media. This course also includes concepts ta-destributed networks and
their hardware/software requirements.

CMIS 270 Decision Support Systems, 4 units
Prerequisite: CMIS 222.
Decision making and problem solving as a managegggdonsibility, using the
computer as an informational tool to support seecdf alternatives to meet
needs or solve problems. This method follows aaeed, logical pattern
established by the designer.

CMIS 275 Advanced Networking, 4 units
Prerequisite: CMIS 175.
An advanced course in networking essentials. Thieseodeals with various
networking platforms, the relationships betweertfpians, multiple
configurations, and connecting with different taggikes and protocols. The
course includes configuration and troubleshootimgnections using DSL, fiber,
cable, and other broadband media.
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CMIS 277 E-Business Using the Internet, 4 units
Prerequisites: CMIS 101, CMIS 140.
This course teaches developers how to implemerméssto-business and
business-to-customer commerce solutions using Mafteystems. Students learn
how to create the foundation for a commerce-enalkdul site, create order
processing, setting up catalogues, shopping aartscheckout procedures.

CMIS 285 Network Operating Systems, 4 units
Prerequisites: CMIS 224, CMIS 250, CMIS 275.
A study of the Windows®, Linux® or Novell Netwara®@twork operating
system. Students set up, manage, and maintaimankedperating system, install
software, manage users, security, and administratio

CMIS 290 Internship, 4 units: may be repeated foraximum of 8 units
Prerequisite: Approval of academic chair.
30 hours per quarter on-the-job equivalent to ane Bupervised work
experience designed to give qualified studentsralerstanding of the nature and
scope of the accounting business. Supervisioroigged by the faculty and the
cooperating firm. Open to all upper-division stutden

CMIS 299 Directed Study, 4 units
Prerequisite: A cumulative GPA of 3.25, conserthefinstructor, and the
approval of the academic chair.
Designed to enhance and build on present curricututomputer management
information systems with individualized instructionan area not covered in-
depth by current course offerings. Though the stughétiates the design of the
course through his/her interest in a particulaaafestudy, the instructor and the
academic chair must grant final approval of cousaent.
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Department of Court Reporting

The mission of the Court Reporting Department iprtavide students with the skills and
knowledge to enter into a quality career and twigl@the professional community with
qualified individuals in the areas of court repagti deposition reporting, and captioning.

Court Reporting

Technology has had a great impact on the courttieggrofession and on the services
that can be provided to the courts, attorneys liigeints. Computerized reporting has
also created new career opportunities outsidectl@ field such as interpreting for the
deaf and hard of hearing, closed captioning favislon, medical transcription, and
rapid text entry. The degree and certificate prograre designed to integrate realtime
technology into the curriculum, to reflect develaggts in the reporting profession, and
to prepare students to provide effective instardasdranslation of oral communication
and proceedings in a variety of environments.

The objective of the court reporting program iptepare the student to achieve
certification as a California Certified Shorthandd®rter (CSR) and to function
professionally on entering the field. The programapproved by the Court Reporters
Board of California and complies with all rules aedulations. By combining the
certificate with an associate or bachelor degte=student can attain a stronger academic
foundation and knowledge of a broad range of stbpbich will be an asset in this
challenging profession.

The curricula are also designed to provide thertiteral knowledge and technical
proficiency to enable these language specialistaski® advantage of new and challenging
career options created by the combination of coargaiied transcription (CAT),

realtime applications, and the stenotype keybaardh as steno-interpreting for the deaf
and hard of hearing, closed captioning for telewisand medical transcription. Realtime
captioners, who can produce written text from fheken word on a computer screen
with unmatched speed and accuracy and furnishcetta@scripts within hours, are
providing services in the classroom, public heajrimsiness meetings, conventions,
church services, and entertainment and sportsitesiv

Achievement in machine stenography courses is ctanpg-based, and it is the nature of
psychomotor development that students demonstnatedavidual rate of progress. Since
students' abilities and backgrounds vary, somehrteedesired speed levels faster than
others. Students advance to the next course ireseqat the time the required
proficiency is demonstrated. Units and final graaesawarded upon achievement of the
competency-based criteria.

Attendance is a critical element in the learningcess in these programs. Regular

attendance in class and completion of assignmeatstdigations which the student
assumes at the time of enroliment and become latgriain successfully completing the
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degree or certificate programs. To enable studerpisogress satisfactorily, the College
offers an extensive audio-video tape library, tcaipsion and realtime computer lab
facilities to provide students with the opporturtdydevelop proficiency outside of class
sessions. It is the intention of the College tovte the best possible environment,
academic instruction, skill development, and diotapractice to enable the student to
reach his or her career goal or achieve certificatHowever, success is greatly
dependent upon the motivation, self-discipline, atitude of the student.

Certified Shorthand Reporter (CSR) Certification

The California certification examination is admbei®d in March, Julyand November
and consists of two academic written knowledge ssgsnand a dictation/transcription
component. In addition to earning a Certificat&Coimpletion in Court Reporting and
meeting California requirements, the student massm@ qualifying test to be certified
through Humphreys College for the state examination

The prescribed course of study, school approval aaministration of the examination
are regulated by the Court Reporters Board of @ali&. In order for a person to qualify
from a school to take the state licensing exanonathe person shall complete a
program at a recognized school. For informationceoming the minimum requirements
that a court reporting program must meet in orddye recognized, contact the Court
Reporters Board of California, 2535 Capitol Oaks/®#230, Sacramento, California
95833, (916) 263-3660.

Transfer Students

Students from other approved court reporting pnograre eligible to transfer into the
Humphreys College program. However, credit towadggree can be granted only for
courses taken at institutions accredited by thet#vedssociation of Schools and
Colleges or other similar regional accrediting ages. Courses from other schools may
transfer for a Certificate of Completion and quedifion to sit for the state examination
provided they meet the regulations of the Boara@ureéigg the prescribed course of study
and the requirements of the Humphreys College (Reporting program. Any transfer
credit will be based on hours awarded on submdatédial transcripts and demonstration
of competency in the subject matter or course giicy prerequisites.

Bachelor of Science in Court Reporting (181 units)
A graduate from this program will:
» Develop mastery and application of a conflict-freachine shorthand language

* Develop a minimum of 97.5% accuracy in the traqion of live single-voice
dictation material dictated at 200 wpm
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Develop a minimum of 97.5% accuracy in the traqsizm of live three-voice
deposition material dictated at 180 wpm

Develop a minimum of 97.5% accuracy in the traqtimmn of live four-voice
court material dictated at 200 wpm

Gain knowledge of the general and special termgfiek(spellings, definitions,
grammar, etc.) that are likely to be encounterezbunt proceedings, depositions,
hearings, and other meetings and/or legal procgedin

Gain a thorough knowledge of the computer technotagrently in use by court
reporters in performing realtime computer-aideddtaiption

Develop fluency and accuracy in reading steno nalasd in class, as directed by
the instructor

Develop a thorough knowledge of transcript formessd by court reporters

Develop a thorough knowledge of research matearadistechniques available to
court reporters

GENERAL EDUCATION REQUIREMENTS (73 units)
o Communications (16 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 103 Intensive Grammar
= ENGL 110 Oral Communications
o Social and Behavioral Sciences (28 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History |l
= HIST 103 U.S. History lli
LEGA 101 Introduction to the Legal System
Select two of the following:
= PSY 101 Introduction to Psychology
= SOC 100 Interpersonal Communication
=  SOC 101 Introduction to Sociology
Select one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization I
= HIST 112 History of Western Civilization Il
= HIST 120 Modern Asian History
Upper-Division Social and Behavioral Sciences Eect
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o Humanities (16 units)
= Two of the following
=  AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
= REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
= SPAN 101 Elementary Spanish |
= Upper-Division Humanities Elective
= Humanities Elective
o Math and Science (13 units)
= SCI 120 Human Biology
= SCI 121 Human Biology Lab (1unit)
= MATH 100 College Math
= Elective
- COURT REPORTING CORE REQUIREMENTS (86 Units [28 upper
division required)
o CAT 164 Computer-Aided Transcription
o CAT 199 Independent Study
o Select one of the following:
=  ADM 120 Computer Applications
= ADM 121 Word Processing
o Lower-division machine classes = 24 units
o Upper-Division machine classes = 16 units
o Court Reporting Department Upper-Division Electiy&2 units)
= Choose from the following:
= CR 290 Professional Practice and Ethics
= CR 240 Special Topics
= CAT 265 Realtime Practicum
=  CAT 299 Independent Study
o Business/Paralegal Studies/Communications: (24unit
= MGT 105 Business Management |
= MGT 120 Business Law
= ENGL 100 Study of the English Language
= ENGL 120 Medical Terminology
= Upper-Division Electives (8 units)
+  FREE ELECTIVES (22 units [16 upper-division requirejl]

Associate in Arts in Court Reporting (100 units)

This degree is designed to provide a solid foundati general education which will
more effectively prepare the student for his/herseim profession. This curriculum also
provides the student with the academic knowledggtizal experience, and technical
skills required for such realtime applications Esed captioning for television,
interpreting for the deaf and hard of hearing, srwbrding of oral proceedings in
business, medical, educational, and governmenta@lcemments.
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+ GENERAL EDUCATION REQUIREMENTS (56 units)
o Communications (12 units)
= ENGL 101 Written Communications
= ENGL 103 Intensive Grammar
= ENGL 110 Oral Communications
o Social and Behavioral Sciences (20 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History Il
= LEGA 101 Introduction to the Legal System
= Electives (8 units)
o Humanities Electives (12 units)
o Math and Science (12 units)
= SCI 120 Human Biology
= MATH 100 College Math or Math 101 College Algebra*
= Elective
«  MAJOR REQUIREMENTS (44 units)
o Machine Stenography (40 units) with certificatd 80 wpm
o CAT 164 Computer-Aided Transcription
o Typing certificate at 60 net words per minute iguieed

*If a student is planning to transfer with the Adegree, he/she should consult the
receiving institution regarding its math requiremen

Associate in Science Degree in Court Reporting (2its)

The Associate in Science degree includes a geedualation component not required for
certification as a court reporter but gives thelstu a strong academic background along
with the technical proficiency and professionairtiag required to function effectively
upon entering the field. This degree is also appatefor the student who desires to
pursue realtime applications such as stenocaptiptegal or medical transcription, or
rapid text entry for high volume information prosesy.

-« GENERAL EDUCATION REQUIREMENTS (24 units)
o Communications (8 units)
= ENGL 101 Written Communications
= ENGL 103 Intensive Grammar
o Social and Behavioral Sciences (8 units)
= PS 101 American Institutions
= Elective
o Humanities Elective (4 units)
o Science (4 units)
= SCI 120 Human Biology
« MAJOR REQUIREMENTS: (44 units)
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o Machine Stenography (40 units) with certificatd @0 WPM
o CAT 164 Computer-Aided Transcription
o Typing Certificate at 60 net words per minute iguieed

« FREE ELECTIVES (22 units)

To certify for the California Certified Shorthan@porter Examination and obtain a
license, the student must also attain a Certifiohteompletion in Court Reporting and
pass qualifiers to meet Court Reporters Board d¢ifd@aia minimum curriculum,
proficiency, and applications requirements. Stusl@ormally take the additional
required courses for the certificate as their elest

Certificate of Completion in Court Reporting (108 wnits)

This curriculum is limited to the academic courgeshnical competencies, and
professional training required for certificationa€alifornia Certified Shorthand
Reporter (CSR) and for the national professionglfeations granted by the National
Court Reporters Association as a Registered PriofessReporter (RPR) and Certified
Realtime Reporter (CRR).

+ ACADEMIC REQUIREMENTS: (40 units)

o ENGL 100 The Study of the English Language
ENGL 101 Written Communications
ENGL 103 Intensive Grammar
ENGL 120 Medical Terminology
SCI 120 Human Biology
MGT 120 Business Law |
LEGA 101 Introduction to the Legal System
Select one of the following:

= ADM 160 Legal Terminology
= LEGA 102 Torts

o CR 120 Introduction to Court Reporting

o CR 290 Professional Practice and Ethics
« STENOGRAPHY/COMPUTER REQUIREMENTS: (68 units)

o MS 51 Machine Shorthand | Speed & Accuracy (60-80)
MS 61 Machine Shorthand Il Speed & Accuracy (90)110
MS 71 Machine Shorthand Il Speed & Accuracy (12071
MS 150 Machine Shorthand Theory
MS 151 Beginning Shorthand Practice
MS 152 Machine Shorthand Theory I
MS 153 Beginning Shorthand Practice I
MS 155 Introduction to Requirements (60-80)
MS 160 Legal/Technical Requirements | (90-110)
MS 170 Medical/Literary Requirements | (120-140)
CR 61 Machine Shorthand IV Speed & Accuracy (150)17
CR 71 Machine Shorthand V Speed & Accuracy (180}200
CR 260 Medical/Literary Requirements Il (150-170)

O O 0O 0O O o o

O O OO OO o o o o oo
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CR 262 Deposition Reporting/Multi-Voice (150-170)
CR 270 Professional Requirements (180-200)
CR 272 Court Reporting/Multivoice (180-200)
CAT 164 Computer-Aided Transcription
ER REQUIREMENTS:
Internship & Court Observation (60 hours)
Machine shorthand certificate at 200 wpm (M/V afél)S
Typing certificate at 60 nwpm

. oT

O O 0o T o o oo
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Courses in the Department of Court Reporting

COMPUTER-AIDED TRANSCRIPTION

CAT 101 Introduction to Captioning, 4 units
Prerequisite: Certificate at 140 wpm; ENGL 1001 ,18nd 103.
This course provides an introduction to captiorforgthe hard of hearing and
deaf. The student will learn basic sign langudgiéssand have some exposure to
the deaf culture. Emphasis is placed on realtigotary development through
basic dictation and editing. This is not a speeitdbng course. The student will
also receive a basic understanding of ethics irivith captioning.

CAT 102 Advanced Captioning
Prerequisite: Completion of CAT 101.
This course provides in-depth instruction on thafdelture, including study of
the Americans with Disabilities Act (ADA), off-carap realtime writing
experience, sign language skills, captioning efldaosl advanced dictation and
vocabulary/dictionary building. This is not a spdmiilding course.

CAT 164 Computer-aided Transcription, 4 units
Prerequisite: CAT 150.
This course provides instruction in computer-aittadscription software for
court reporting applications, realtime writing, aswmputer terminology. The
student refines the realtinaictionary for use with basic editing and printing
techniques to produce computer-generated transcniat variety of formats and
to develop realtime proficiency for computer-intetgd reporting (CIR).

CAT 265 Realtime Practicum, 4 units
Prerequisite: CAT 199; approval of instructor.
In this independent-study course, the studentasiged with opportunities to
increase realtime competence by completing spexssiggnments utilizing
available software options. The student may algcauigptop computer to gain
realtime experience through visitation to acadestasses, deposition and court
sessions, government proceedings, and public ngset@omputer knowledge
and competency are enhanced by application of aedastrategies and
management of software and hardware resources. lpelagpeated for credit for
a maximum of 8 units.)

CAT 199/299 Independent Study, 2 units
Prerequisite: CAT 163 or CAT 164; approval of instor.
Under the guidance of a court reporting instructudents develop special
projects which utilize and enhance realtime and @Ampetency by more
effectively incorporating computer strategies ieas related to course of study or
field of interest. (May be repeated for credit domaximum of 4 units.)
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COURT REPORTING

CR 49 CSR Prep Seminar, no units or grade awarded.
Prerequisite: Certificate at 200 wpm in straightteraand multivoice dictation;
completion of all state and program requirementséstification.
This seminar prepares the student for the CSR &Rl &aminations and also
serves as a review for certified and out-of-stafrters and previous CSR
examinees. Students may attend dictation classést gualifying examinations,
and utilize lab facilities and resources.

CR 61 Machine Shorthand IV Speed & Accuracy (150314 units
Prerequisite: Certificate at 140 wpm; completiomexfuired projects.
This course provides for speed development to 1&® whrough live dictation of
drills and exercises to build endurance and confideand for production of
conflict-free, accurate notes for realtime applmas. Daily drill/tape
requirement.

CR 71 Machine Shorthand V Speed & Accuracy (180y20@nits
Prerequisite: Certificate at 170 wpm; completiomexfuired projects.
The purpose of this course is continued speed dprednt to 200 wpm through
practice of straight-matter and two-voice matewdail)s, and exercises with an
emphasis on endurance, accurate notes, and cdrgkctheory. Daily drill/tape
requirement.

CR 81 Machine Shorthand VI Speed & Accuracy (21@+)nits
Prerequisite: Certificate at 200 wpm.
This course continues to build the student's pieriicy through dictation of
straight-matter and two-voice material at speed® @60 wpm and is designed
as a preparation for the national RPR and RMR exations and the CSR
examination.

CR 91 Registered Professional Reporter Prep (20aijts (M/W/F)
Prerequisite: CR 71 or certificate at 200 wpm; clatipn of required projects.
This course continues to build the student's pierficy through dictation of
straight-matter and two-voice material at speed®@60 wpm and is designed
as a preparation for the national RPR and RMR exatiains.

CR 120 Introduction to Court Reporting, 4 units
Prerequisite: Concurrent enroliment in MS 150 arfsl Mb1.
This course is designed to give the beginning stude overview of the reporting
field and an understanding of the demands andeoéxipectations of this
profession. Official and freelance reporting iscdssed. Other topics include the
functions and requirements of the State Boardptheess for certification as a
CSR, and state examination procedures, technoladge@lopments such as CAT
(computer-aided transcription) and realtime applices, and alternate career
options.
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CR 240 Special Topics, 1-4 units
Prerequisite: Approval of the academic advisor.
Topics approved by the academic advisor offer stisde specialized course in a
specific area of court reporting and realtime aggtions, giving students the
opportunity for in-depth and concentrated studpanticular issues. (May be
repeated with new content for a maximum of 8 uhits.

CR 260 Medical/Literary Requirements Il (150-17)nits
Prerequisite: Certificate at 140 wpm; completiomexfuired projects.
The purpose of this course is to expand the stigdeotprehension of
specialized vocabularies with a concentration odioa and literary topics with
increased density and complexity of material toadigy the ability to
conceptualize and apply English skills for instaetaus translation and realtime
applications. The student is required to utilibedry resources to produce
accurate, verbatim transcripts.

CR 262 Deposition Reporting/Multivoice (150-170)dits
Prerequisite: Certificate at 140 wpm multivoicepgmetion of required projects.
This course concentrates on deposition reportirdgt@lop the student's
proficiency to 170 wpm in multivoice dictation thugh the presentation of actual
deposition and administrative hearing proceedinigjs & emphasis on expert
testimony. The course includes instruction in demysprocedures and transcript
format. The student is expected to produce prafessiranscripts utilizing
English and vocabulary skills and reference mdteria

CR 270 Professional Requirements (180-200), 4 units
Prerequisite: Certificate at 170 wpm.
This course offers an extensive variety of mateddiroaden the student's
knowledge and comprehension and to develop wrpnafjciency to 200 wpm.
The course integrates complex topics requireddievision closed-captioning or
realtime interpreting services as well as matéraah conventions and legal
proceedings. The student is required to demonstatgetency in vocabulary
and English skills and in the use of library resegrin the production of
professional transcripts.

CR 272 Court Reporting/Multivoice (180-200), 4 snit
Prerequisite: Certificate at 170 wpm multivoice.
This course prepares the student for official répgrby the presentation of four-
voice material from court and deposition proceesliteggbuild proficiency to 200
wpm. The course includes instruction on courtroosotedures and phraseology,
the use of legal and general reference materidlteansimulation of actual court
proceedings. Transcript assignments are expecteeéd the standards of the
working professional.
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CR 282 Advanced Court Reporting/Multivoice, 4 units
Prerequisite: Certificate at 200 wpm multivoice.
The purpose of this course is to prepare the studesit for the California CSR
examination by offering four-voice dictation at sds up to 225 wpm. The course
includes reporting procedures and terminology, ireguuse of library resources,
and the preparation of professional transcriptali@®ing examinations required
by the State Board are integrated into the course.

CR 290 Professional Practice and Ethics, 4 units
Prerequisite: Completion or concurrent enrollmentR 262.
This course is designed to give the student a tighrainderstanding of the
working world of the reporter through a study ofifdania codes and statutes
relating to the profession, court and depositiarcpdures, professional practice
and ethics. The course also includes a surveyatd sind federal legal systems,
court personnel, legal citations, and office piagi Fifty hours of required
apprenticeship and a course project are requinecoimpletion of the course.

MACHINE STENOGRAPHY

MS 51 Machine Shorthand | Speed & Accuracy (60-8Q)nits
Prerequisite: Completion of MS 150, MS 151, MS 1&#&] MS 153 or
completion of a theory course; typing proficienty3@ wpm; placement at
English 101 level.
This course provides for the speed developmeriteotudent's skills to 80 wpm,
through use of live dictation, drills, and exersisdth emphasis on accurate
notes, conflict-free theory, and increased proficiein readback of notes.
Included in this class are two-voice dictation dests.

MS 61 Machine Shorthand Il Speed & Accuracy (90)14Qunits
Prerequisite: Certificate at 80 wpm; concurrenbément in MS 160.
This course provides for speed development to 14 whrough use of live
dictation, drills, and exercises with emphasis ctugate notes, conflict-free
theory, and increased proficiency in readback e¢sidDaily drill/tape
requirement.

MS 71 Machine Shorthand Ill Speed & Accuracy (12@)1 4 units
Prerequisite: Certificate at 110 wpm; concurremblment in MS 170.
This course continues speed development to 140 thpsagh use of live
dictation, drills, and exercises, stressing cotiftiee theory, accurate notes, and
fluent readback. The course also provides two-vdicttion and tests. Daily
drill/tape requirement.
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MS 150 Machine Shorthand Theory, 4 units
Prerequisite: Placement at ENGL 101 level; abitityype 30 wpm; concurrent
enrollment in MS 151.
This course is designed to give the student anrstadeling of the concepts of
conflict-free, realtime theory and the applicatadrthe principles of phonetics
with an introduction to writing words, phrases, atnbreviations on the stenotype
machine with emphasis on correct techniques toldpwdexterity. Daily
drill/tape requirement.

MS 151 Beginning Shorthand Practice, 4 units
Prerequisite: Placement at ENGL 101 level; abitityype 30 wpm; concurrent
enrollment in MS 150.
This course provides for the development of mactesanique through writing
practice and application of theory principles frdiatation, drills, and exercises
stressing accuracy of notes. Instruction on readfrehorthand notes is included.

MS 152 Machine Shorthand Theory I, 4 units
Prerequisites: Typing certificate at 30 wpm; Ergldacement at English 101.
level; completion of MS 150 and MS 151; concurremtollment in MS 153.
This course is designed to give the student moneeqats of conflict-free,
realtime theory, taking up where MS 150 ended. Sthdent continues to learn
the principles of phonetics, writing words, phrasesl abbreviations on the
stenotype machine with emphasis on correct teclesitp develop dexterity.
More emphasis will be placed on speed takes, asiscription skills, and
readback skills.

MS 153 Beginning Shorthand Practice I, 4 units
Prerequisites: Typing certificate at 30 wpm; Ergldacement at English 101.
level; completion of MS 150 and MS 151. Concuremtoliment in MS 152.
This course provides for the continued developméntachine technique
through writing practice and application of theprinciples from dictation, drills,
and exercises stressing accuracy of notes. Ingirugh reading of shorthand
notes is included.

MS 155 Introduction to Requirements (60-80), 4 sunit
Prerequisite: MS 150 and MS 151 or equivalent.
This course develops the student's writing skiB@wpm through reinforcement
of theory concepts and introduction of additionatiwg principles. Instruction in
transcribing skills and readback of notes is ineliidlong with introduction to
legal, literary, and medical material. Daily dtdipe requirement.

MS 160 Legal/Technical Requirements | (90-110)n#su
Prerequisite: Certificate at 80 wpm; concurrenbémrent in MS 61.
Student is introduced to legal and technical makevith instruction on
transcription skills, application of spelling, panation, and grammar principles,
and the use of reference materials to produce atetranscripts. The course is
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designed to develop the student's knowledge of Eaghspecialized vocabularies
and to increase writing proficiency to 110 wpm.

MS 170 Medical/Literary Requirements | (120-140ynits
Prerequisite: Certificate at 110 wpm; concurremblment in MS 71.
This course incorporates the presentation of médiua literary material to
develop an understanding of specialized terminegnd to achieve competency
at 140 wpm. Emphasis is placed on the applicatidinglish skills, vocabulary
building, and the use of library resources in thedpction of verbatim transcripts.
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Department of Liberal Arts

The Department offers a Bachelor of Arts in Libe3aldies, a Bachelor of Science in
Community Studies, and an Associate in Arts in tab&tudies. In addition to the
courses required for its degrees, the Departmeantdadfers other liberal arts courses used
by other departments to meet their general edutatiguirements.

Bachelor of Arts in Liberal Studies (181 units)

The Bachelor of Arts in Liberal Studies is desigt@g@rovide graduates with a well-
rounded education in communications, humanitiesasand behavioral sciences,
mathematics, and natural sciences. The facultydedithe degree with aspiring
elementary school teachers in mind. Though graduaighing to be credentialed to
teach in a California public school will need ta@ahin a credential program elsewhere,
the Bachelor of Arts in Liberal Studies will prepajraduates to be successful in pursuit
of that career goal. Since the degree imparts Hraadts scope of subjects, graduates are
provided with a liberal studies foundation thabads them the opportunity to be
successful in a variety of careers requiring a bextdegree as a requisite for
advancement in business or education. Such aelatge prepares graduates for
graduate programs in education, liberal studied,|aww.

A Humphreys College graduate with a baccalaureelibéral studies will be able to
demonstrate the following:

* Communications
The ability to state clearly and support with evide well-reasoned positions
through concise and proper use of the English laggas delivered in logically
organized and MLA-formatted written and oral preéagans reflecting a keen
sense of audience needs and expectations relevdrd thetorical context.

* Humanities
The ability to identify the common and divergertisdic, philosophical, and
religious expressions of world societies; recogtiese expressions as cultural
products of their times; and understand how th&peessions have been
historically used. Facility to reflect, conducteasch, synthesize, and critically
approach the humanities.

» Social and Behavioral Sciences
A national and global understanding of the intatiehships of individual and
social forces that have given rise to politicakiah and individual developments
and of how these forces and developments affedalitbetion of humanity on
both the individual and social levels. Intellectaapacity in depth of knowledge
and synthesis in the areas of social and behasorahces.
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* Natural Sciences
An understanding of the scope, terminology, methaglg and applications of the
natural sciences and the benefits and risks ahtkeaction between humans and
nature.

* Mathematics
An understanding of the development and applicatfomathematical processes
and structures as they relate to the analysis @ntian of problems.

* General
The ability to think critically, the willingness t@cognize and follow the positive
values of a civic society, and the ability to uesearch techniques and methods as
part of the habit of life-long learning.

Communications (20 units)
ENGL 101 Written Communications
ENGL 102 Advanced Written Communications
ENGL 103 Intensive Grammar
ENGL 110 Oral Communications
ENGL 201 Report Writing
Humanities (44 units)
LIT 101 Introduction to Literature
AM 101 Art & Music Appreciation
PHIL 101 Introduction to Philosophy
REL 101 Great Religions of the World
Foreign Language (8 units)
Upper-Division Literature Course
Upper-Division Humanities Electives (16 units)
Math and Science (13 units)
MATH 100 College Math
Natural Sciences (must be a lab science)
Science Lab
Math or Science Elective
Social and Behavioral Sciences (48 units)
Select one of the following:
HIST 101 U.S. History |
HIST 102 U.S. History Il
HIST 103 U.S. History IlI
Select one of the following:
HIST 110 History of Western Civilization |
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HIST 111 History of Western Civilization Il
HIST 112 History of Western Civilization 111
HIST 120 Modern Asian History
PS 101 American Institutions
PS 105 Modern World Issues
Select one of the following:
ECON 101 Economics |
ECON 102 Economics |l
PSY 101 Introductory Psychology
SOC 100 Interpersonal Communication
SOC 101 Introduction to Sociology
Select one of the following:

ECON 201 Intermediate Economics
PS205 International Relations
PS210 Mass Media and Society
SOSC 290 Special Topics

Upper-Division Social and Behavioral Sciences Elest
(12 units)

Technology (4 units)
ADM 120 Computer Applications
Free Electives (52 units)
Minimum of Upper-Division Free-Elective Units (20its)
Lower- and/or Upper-Division Free-Elective Unit2 (@nits)
(All'units must be college-level)
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Community StUdiES(formerly Community Affairs)

The Bachelor of Science in Community Studies drap@n a number of academic
disciplines, yet places an emphasis on their conafityrand interdependence as
components of an integrated community system. gitdgram provides students with a
basic understanding not only of the subject maliar comprises social science,
management, and law but also of how specialistsinvihese disciplines interact with

one another toward the resolution of community f@ais. Careers for Community
Studies majors can be found in the private, pullici nonprofit sectors, such as in public
relations, law enforcement, health care, humaneesyand education.

Graduates of the Community Studies program will destrate the following:

* An awareness of the social processes and struchaesake up a modern
America. Specific emphasis will be placed on thea institutions that
influence our lives and the importance that theceph of community has in the
future of our society on a local and a nationaélev

* A working knowledge of the vital role of researasan, implementation, and
presentation as a catalyst for changing and slisgagocial institutions.
Scientific research methods with application tdialds of social and behavioral
science will be covered, culminating in real-wardearch on areas of local and
national importance.

* Applied experience and reflection of the inner-wogs of service providers in
our/the student’s own local community with addiabfocus on employment
opportunities for graduates as well as potentigllegrers’ needs. Students will
be required to participate within the real worldsotial and human services,
using their experiences to add depth of understgnidi other courses within the
program as well as help them understand futureecgi@als.

* An understanding of the dynamic interrelationslapsocial science, human
services, education, law, and business as theyeapplthin local community
institutions. The strengths of Humphreys Collegeé the social and employment
needs of the local community are immediately corbpatvith the Community
Studies program. Students will exit these requi@atses with a better
understanding of important social dynamics thastepart from yet impact upon
the human services.

* A methodological awareness and first-person expeei®f local and national

structures and institutions that impact our perkand social selves throughout
one’s life span.
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Bachelor of Science in Community Studies (181 units

GENERAL EDUCATION REQUIREMENTS (73 units)
Communications (20 units)
ENGL 101 Written Communications
ENGL 102 Advanced Written Communications
ENGL 103 Intensive Grammar
ENGL 110 Oral Communications
ENGL 201 Report Writing
Social and Behavioral Sciences (20 units)
PS 101 American Institutions
SOC 100 Interpersonal Communication
Select one of the following:
HIST 101 U.S. History |
HIST 102 U.S. History Il
HIST 103 U.S. History I
Select one of the following:
PS 105 Modern World Issues
HIST 110 History of Western Civilization |
HIST 111 History of Western Civilization Il
HIST 112 History of Western Civilization IlI
HIST 120 Modern Asian History
Select one of the following:
PS205 International Relations
PS210 Mass Media and Society
ECON 201 Intermediate Economics
SOSC 290 Special Topics
Humanities (20 units)
LIT 101 Introduction to Literature
PHIL 101 Introduction to Philosophy
Select one of the following:
LIT 201 Masterpieces of World Literature
LIT 202 Major Figures of American Literature
LIT 204 Shakespeare
HUM 290 Special Topics
Humanities Elective (8 units)
Math & Science (13 units)
Science Elective (must be a lab science: SCI 1203r130)
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Science Lab (SCI 121 or SCI 131)
MATH 101 College Algebra
Math or Science Elective
MAJOR COURSEWORK (76 units, 28 must be upper-divisbn)
Community Studies (24 units)
CS 101 Introduction to Community Studies
CS 201 Social Research Methods
CS 210 Proposal Writing/Data Analysis
CS 220 Community Studies Colloquium
CS 295 Internship
CS 295 Internship
Social and Behavioral Sciences (12 units)
SOC 101 Introduction to Sociology
PSY 101 Introductory Psychology
Select one of the following:
ECON 101 Economics |
ECON 102 Economics Il
Law (minimum 8 units)
LEGA 101 Introduction to the Legal System
Select one of the following:
LEGA 204 Criminal Law
LEGA 216 Family Law
LEGA 217 Administrative Law
LEGA 218 Workers' Compensation
Business Management: (minimum 8 units)
Select two of the following:
MGT 105 Business Management
MGT 120 Business Law
MGT 140 Supervisory Management
MGT 215 Public Relations
MGT 220 Organizational Behavior
MGT 230 Human Resources Management
MGT 270 Financial Management
ACCT 101 Accounting |
ACCT 102 Accounting Il
Major Electives (24 units)
Select from courses in the following subject areas:
Business, Paralegal Studies, Early Childhood EdutaCommunity Studies,
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Social and Behavioral Sciences
FREE ELECTIVES (32 units)

Note: All bachelor degree students must complettad of 60 upper-division
units; therefore, choose all elective courses thith requirement in mind.

Minor in Community Studies (28 units)

A minor in Community Studies is open to any studamblled in any baccalaureate
degree program other than community studies. Théamental premise of the
Community Studies minor is parallel to that of thajor: to emphasize the
interdependence of the social sciences, managearahtaw in an integrated community
system. The minor offers the student a better wtaleding of the collaborative process
in addressing and resolving community problemsddition, the minor enables the
student majoring in the disciplines of managemeddication, or law an opportunity to
broaden his or her knowledge of the social sciemgsthe unifying principle of
community involvement and public service.

+ REQUIRED COURSES (16 units)

CS 101 Introduction to Community Studies

o PSY 101 Introductory Psychology

o SOC 101 Introduction to Sociology

o Select one of the following
= LEGA 101 Introduction to the Legal System
=  MGT 105 Business Management

«  UPPER-DIVISION ELECTIVES (12 Units)

o Select from the following:

= LEGA 204 Criminal Law
= LEGA 216 Family Law
= LEGA 217 Administrative Law
= LEGA 218 Workers' Compensation
= MGT 215 Public Relations
=  MGT 220 Organizational Behavior
= MGT 230 Human Resources Management
= CS 201 Social Research Methods
= CS 290 Community Planning
= CS 291 Community Health Analysis
= CS 292 Human Service Delivery
= CS 293 Police and Community Relations
= CS 294 Deviant Behavior
= CS 295 Community Studies Internship
= CS 296 Rural Problems and Prospects
= CS 297 Gerontology

o
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= CS 298 Social Stratification in American Society
= CS 299 Special Topics in Community Studies *

* May be repeated with a different topic for a taf8 units towards the minor.
Associate in Arts Degree in Liberal Studies (93 uts)

The Associate in Arts degree in Liberal Studiesoidtices and stimulates intellectual
experience in major fields of knowledge and prosiddoundation for further and more
specialized education either at Humphreys Colleg another college or university.

« Communications (12 units)
o ENGL 101 Written Communications
o ENGL 102 Advanced Written Communications
o ENGL 110 Oral Communications
« Humanities (16 units)
o LIT 101 Introduction to Literature
AM 101 Art & Music Appreciation
PHIL 101 Introduction to Philosophy
REL 101 Great Religions of the World
Math & Science (13 units)
MATH 100 College Math oMATH 101 College Algebra*
Select one of the following:
= SCI 120 Human Biology
= SCI 130 Environmental Science
o Science Lab (choose the lab corresponding to tle@ce course above)
o Elective in Math or Science
« Social and Behavioral Sciences (28 units)
o Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History lli
o PS 101 American Institutions
o Select one of the following:
= ECON 101 Economics |
= ECON 102 Economics Il
PSY 101 Introductory Psychology
SOC 100 Interpersonal Communication
SOC 101 Introduction to Sociology
Choose one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization I
= HIST 112 History of Western Civilization Il
= HIST 120 Modern Asian History
- Technology (4 units)

O O O O O O

O O O O
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o ADM 120 Computer Applications
+ Electives (20 units)
o Choose 20 units of college-level courses

*If a student is planning to transfer with the Adegree, he/she should consult the
receiving institution regarding its math requiremen
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Courses in Department of Liberal Arts

Many of the courses in the Liberal Arts Departmeojuire that a student be at college
level in reading and writing. A student can demmatstcollege-level proficiency in
reading and writing by satisfying both of the foliog:

« By achieving a passing score on the college’s mgiplacement examination or
by earning a C or higher in ENGL 40

and

« By achieving a passing score on the college’s nepgiacement examination or
by earning a C or higher in ENGL 41

A student may also be considered to be at college in reading and writing if the
student transfers an English course with similguiements as those above.

COMMUNICATIONS
English

Note: A student who needs either English 40 or Ehgl1 must complete that course
within his/her first two quarters, and a studenbwieeds both English 40 and English 41
must complete both courses within his/her firseéhquarters.

ENGL 40 Essential Writing Skills, 4 units
Prerequisite: Based on score of writing sectioardfance examination.
A review of writing fundamentals. The course emjessthe basic principles of
writing sentences and paragraphs as well as uaaelisy grammar, spelling, and
punctuation.

ENGL 41 Essential Reading Skills, 4 units
Prerequisite: Based on score of reading secti@mtwnce examination.
A review of reading fundamentals. The course empbhas/ocabulary
development; identifying main ideas in sentencasagraphs and essays. Reading
analysis and comprehension skills are introduced.

ENGL 100 The Study of the English Language, 4 units
An intensive study of word structure, elementampaetics, etymology, word
analysis, and spelling. Included are Latin, Gregk] English roots and affixes
and an introduction to the history of the Englishduage.

ENGL 101 Written Communications, 4 units
Prerequisite: College-Level Reading and Writing.
A directed writing course that develops the studemtitten communication skills
through the critical examination and productiorofanized and coherent essays
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and a research paper. Students read and discusssidngs of accomplished
writers and use them as examples in the produofitimeir own writing
assignments.

ENGL 102 Advanced Written Communications, 4 units
Prerequisite: ENGL 101.
Further directed writing extending the writing $kitleveloped in English 101.
Emphasis is placed on logic, critical analysis, eegkarch techniques in the
composition of writing assignments that are expktdebe more proficient than
those produced in English 101.

ENGL 103 Intensive Grammar, 4 units
Prerequisite: College-Level Reading and Writing.
An intensive examination of English grammar. Thosirse is designed to improve
the student's communication skills by emphasiziragrgmar, word usage,
conciseness, clarity, punctuation, spelling, anddvabudy.

ENGL 110 Oral Communications, 4 units
Prerequisite: ENGL 101.
The study and practice of oral presentation sKillgs course provides
individualized experience enabling the studentdal avith specific, practical
opportunities to present information in front ofatévely small groups. The
course includes the study of modes of oral comnatinic and methods used to
develop and support both informative and argumemtapeaking while
emphasizing both analytical and critical thinkingoral expression.

ENGL 120 Medical Terminology I, 4 units
Prerequisite: College-Level Reading and Writing.
A study of the roots, affixes, and structure of mabterminology. The course
develops basic medical vocabulary and the abiityde and understand medical
terms. Students study diagnostic, systematic, gedative terms as well as
abbreviations and symbols.

ENGL 121 Medical Terminology I, 4 units
Prerequisite: ENGL 120.
A continuation of ENGL 120 Medical Terminology kuslents study additional
topics such as cancer medicine; pharmacology; Ieglipnuclear medicine and
radiation therapy; psychiatry; and the endocrirstesy.

ENGL 201 Report Writing, 4 units
Prerequisite: ENGL 101 and either ENGL 102 or ENIBI.
Analysis and production of the organization, stgled format of both technical
and non-technical reports. Students engage inrgpapation of informal and
formal reports often directly related to the stuttefield of professional or
educational interest.
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ENGL 210 Advanced Oral Communications, 4 units
Prerequisites: ENGL110, ENGL102.
This course is designed to provide the student adtranced skills and techniques
to refine style, delivery, choice of materials, anetthods of organization for
public speaking with a focus on persuasive speaknatuding argumentation and
debate.

HUMANITIES

AM 101 Art and Music Appreciation, 4 units
A course designed to increase the student's appicecof the great masterpieces
of art and music through lecture, films, and reaugd. Consideration is given to
the historical setting as well as the significaotart and music as interrelated
expressions of Western culture.

HUM 201 Biographies: Great Figures in the Humasité units
Prerequisites: ENGL101, one humanities course.
An in-depth study of select figures in the humasitiStudents study biographies
and important works of great men and women who Ipagtundly influenced
history with significant contributions in the hunies, including art, music,
literature, philosophy, and religion.

HUM 290 Special Topics, 1-4 units (repeatable wighv topic for up to 8 units)
Prerequisite: ENGL 101 and others determined by iheral Arts faculty.
An intensive study in communications and/or the aaities from a critical
perspective.

HUM 299 Directed Study, 1-4 units (repeatable wigw topic for up to 8 units)
Prerequisites: ENGL 101, upper-division standinthv@ GPA 3.25 or better and
approval of instructor and academic chair.

Designed to enhance and build on present curricututme humanities with
individualized instruction in an area not covenedlepth by current course
offerings. Though the student initiates the desifjtihe course through his/her
interest in a particular area of study, the indbuand the academic chair must
grant final approval of course content.

PHIL 101 Introduction to Philosophy, 4 units
Prerequisite: ENGL 101.
An introduction to philosophy by study of the wokksancient and modern
philosophers, concentrating on questions of mgrailid ethical conduct, reality,
knowledge, religion, politics, and science. Therseunfuses both analytical and
critical thinking in the discussion and study of $ources.
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REL 101 Great Religions of the World, 4 units
Prerequisite: ENGL 101
A study of the history and basic principles of wnarld's major religions. Students
study Judaism, Christianity, Buddhism, Islam, Hiisdy and the Confucian
school of philosophy. The importance and signifeaof religion and the
continuous influence on humanity provide the bacgdor this study.

Literature

LIT 101 Introduction to Literature, 4 units
Prerequisite: ENGL 101.
An introduction to and survey of fiction, poetryydadrama. Students learn to
read, analyze, discuss, and write about literasitedents are introduced to the
perspectives of various literary criticism theoréssapplied to the works of many
well-known writers.

LIT 201 Masterpieces of World Literature, 4 units
Prerequisite: LIT 101 or ENGL 102.
A study of several well-known masterpieces of wditlefature. Students
synthesize the knowledge and critical reading anting strategies learned in
previous courses to embark on in-depth analysesdd literature.

LIT 202 Major Figures of American Literature, 4 tmi
Prerequisite: LIT 101 or ENGL 102.
An intense study of the major authors and theirkedn American literature from
the Colonial Period to modern times. Students ®gige the knowledge and
critical reading and writing strategies learnegbiiavious courses to examine in-
depth the writings of America's major authors.

LIT 203 California Literature, 4 units
Prerequisite: LIT 101 or ENGL 102.
A concentrated, thematic study of California litera, focusing on authors from
and works about the Central Valley. This courdersfa selection of writers from
diverse ethnic, cultural, and socioeconomic baadkgads.

LIT 204 Shakespeare, 4 units
Prerequisite: LIT 101 or ENGL 102.
A critical study of the dramatist, his plays, heefry, the Elizabethan theater, and
the historical period. Applying their literary dkil students focus their efforts on
the study of Shakespeare's works.

LIT 205 Language and Literature of the Ancient Viod units
Prerequisite: ENGL 101 (LIT 101 or ENGL 102 isostgly recommended).
A critical study of the Greek and Latin languagés, cultures from which they
arose and the relevance those languages and suftave to both our own culture
and contemporary times.
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Spanish

SPAN 101 Elementary Spanish I, 4 units
Prerequisite: College-Level Reading and Writing.
An introduction to the Spanish language and Hispanitures. The following
language skills are emphasized: listening, speakeayling, and writing.

SPAN 102 Elementary Spanish Il, 4 units
Prerequisite: SPAN 101.
An extension of the study of the Spanish languangkHispanic cultures. The
following language skills are emphasized: listenspeaking, reading, and
writing.

SPAN 103 Intermediate Spanish, 4 units
Prerequisite: SPAN 102.
An Expanded study of the Spanish language and Hisgaltures with more
emphasis placed on reading and writing than irptegious Spanish courses.

MATHEMATICS

Note: A student who needs MATH 40, MATH 48, andWoATH 49 must complete the
course(s) within his/her first three quarters vat@ or better. A student whose degree
plan requires only MATH 100 must complete MATH 4@han his/her first three
guarters with a C or better. Prior to beginningrieth sequence, students should seek
counseling from their faculty advisors for propé&gement.

MATH 40 Basic Mathematics, 4 units
Prerequisite: Based on score of numerical secti@mtvance examination.
A review of the number system and operations oflmens1 Fundamentals of
addition, subtraction, multiplication, divisionafitions, decimals and percentages
are stressed by application; practical applicatafrarithmetic are used for
illustrations of principles, introduction to elentary algebra and geometry.

MATH 48 Introductory Algebra, 4 units
Prerequisite: MATH 40 with a C or better; or pagsszore on numerical section
of entrance examination.
An introduction to algebraic concepts. Topics ¢éodiscussed include the number
system and the properties of real numbers, solmmegr equations and
inequalities in one variable, graphs and lineamtéiqus, systems of equations in
two and three variables, polynomials and exponamd,an introduction to
factoring.

MATH 49 Intermediate Algebra, 4 units

Prerequisite: MATH 48 with a C or better; or pagssgore on elementary algebra
section of entrance examination.
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A continuation and more advanced treatment of algelzoncepts. Topics to be
discussed include an in-depth exploration of fantprrational expressions,
functions, roots and radicals, the quadratic foarand quadratic equations, and
sequences and series.

MATH 100 College Math, 4 units
Prerequisite: MATH 40 with a C or better; or pagsscore on the numerical
section of entrance examination. (Not open to sttedalready having credit for
MATH 101 or equivalent.)
A course to acquaint students with mathematicatepts and theories with the
purpose of developing and increasing skills in reatétical, quantitative, and
critical thinking and reasoning, as well as probksoiving skills. (Does not
satisfy the math requirement fall majors.)

MATH 101 College Algebra, 4 units
Prerequisite: MATH 49 with a C or better; or pagsstore on intermediate
algebra section of entrance examination.
An in-depth treatment of algebra with the intenadfancing students’
mathematical, quantitative, critical reasoning, prablem-solving skills. It will
include but not be limited to quantitative problewilving techniques, rational
expressions and equations, functional notationpeeptial and logarithmic
equations, polynomials, analytic geometry, linead aonlinear equations and
inequalities, and sequences and series.

MATH 110 Calculus, 4 units
Prerequisite: MATH 101 or passing score on collggebra section of entrance
examination.
A course in the fundamental concepts and applieatod calculus to problems in
business and the social sciences. The course dinefsllowing topics: functions
and graphs, limits and continuity, the derivatinel &s applications in
maximization and minimization, exponential and Idahenic functions, definite
and indefinite integrals, and functions of seveaaiables.

MATH 120 Statistics, 4 units
Prerequisite: MATH 101 or passing score on collggebra section of entrance
examination.
A beginning course in statistics. The course cotledollowing topics:
describing sets of data, probability, and probgbdistributions of discrete and
continuous random variables, measures of centrdetecy and variability, the
Poisson, binomial and normal probability distrilbat, hypothesis testing,
sampling techniques and regression and correldtitarences from large and
small samples.

MATH 199 Special Problems in Mathematics, 1-6 units
Prerequisite: MATH 101 and others as determinethbyLiberal Arts faculty.
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Small groups and individualized programs of studynathematics designed to fit
the special interests or needs of students.

MATH 210 Quantitative Methods, 4 units

Prerequisite: MATH 101 or passing score on collgigebra section of entrance
examination.

Study of the algorithms, terminology and techniqokeguantitative decision
making. The course covers the following topicseéinprogramming, duality and
sensitivity analysis and decision making under uaggty. The use of the
computer as an aid to decision making will be diseudl.

NATURAL SCIENCES

Note: If you are in a bachelor degree programhmktyou may continue toward a
bachelor after you earn your associate's degraétyou are a Liberal Studies major, you
need to take either SCI 121 or SCI 131 to satls®ylab requirement.

SCI 110 Physical Science, 4 units

Prerequisite: College-Level Reading and Writing.

An introduction to physical science with informatidrawn from physics,
geology, astronomy and meteorology. The coursersaselection of the
following topics: mechanics, electricity and magsm®t plate tectonics,
earthquakes and volcanoes, seasons and weatheoldhsystem, and stars.

SCI 120 Human Biology, 4 units

Prerequisite: College-Level Reading and Writing.

An introduction to life science with emphasis oa thasic concepts of anatomy
and physiology, including the anatomical structoireells, tissues, skin, skeleton,
and organs together with their physiological fumes. The course also covers the
basic systems of the body (respiratory, circulatogrvous, endocrine, digestive,
muscular, skeletal, and urinary).

SCI 121 Human Biology Laboratory, 1 unit

Co-requisite: To be taken concurrently with SCI.120

Students engage in laboratory work and hands-orodstrations in the
anatomical structure and processes occurring in @talents learn to use
scientific instruments in the examination of celfsl tissues, the senses, and
human inheritance and genetics.

SCI 130 Environmental Science, 4 units

Prerequisite: College-Level Reading and Writing.

An introductory analysis of the complex of biologi@and physical sciences and
their interactions with societal concerns whichstdate environmental problems.
Students investigate such environmental concertiseagimensions and causes of
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the population problem, energy development anderwasion, and pollution, as
well as the conservation of natural environments.

SCI 131 Environmental Science Laboratory, 1 unit
Co-requisite: To be taken concurrently with SCI1.130
Students participate in and observe field laboyatavrk, field investigations, and
applied approaches to the study of environmentahse topics. This laboratory
requires students to travel to field locations amued at the first meeting.

SOCIAL AND BEHAVIORAL SCIENCES
Economics

ECON 101 Economics I, 4 units
Prerequisite: College-Level Reading and Writing.
A study of macroeconomics. The course covers tth@wng topics:
organization, operation and control of the Amerieannomy; measurement,
level, and distribution of national income; econofftuctuations; business and
government finance; money and banking; fiscal andetary stabilization
techniques.

ECON 102 Economics Il, 4 units
Prerequisite: College-Level Reading and Writing.
A study of microeconomics. The course covers teviang topics: pricing
process under perfect and imperfect competitidhityyimarginal products,
government policies for agriculture, distributionimcome.

ECON 201 Intermediate Economics, 4 units
Prerequisite: ECON 102 or ECON 101.
An advanced analysis and discussion of economiasglesits examine, discuss,
and write about current economic trends, eventslitions, policies, players, and
directions.

History

HIST 100 History of California, 4 units
A historical background of the state. The courseltes students to understand
the significance that events in California histbewve had on the entire United
States. While covering the geography, the Spamdh\exican eras, the
California missions, the war with Mexico, the Gé&ldsh, the admission of
California to the United States, and other maiméyjea special emphasis is
directed toward the cultural diversity in Califcani

HIST 101 History of the United States I, 4 units
Prerequisite: College-Level Reading and Writing.
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A history of the United States, the events, idaasd, main currents from its
beginning until 1860. The course focuses on theodisry of America, its
colonization, the American Revolution, the Declamaif Independence, the Bill
of Rights, the Constitution, the territorial acqtigss, slavery, and the causes of
the Civil War.

HIST 102 History of the United States Il, 4 units
Prerequisite: College-Level Reading and Writing.
The ideas, events, and main currents in the UiEtates history from 1860 to
1920. Emphasized are the Civil War, the Reconstmd®eriod, the westward
movement, industrialization during the Gilded Aties growth of labor unions
and big business, and America's involvement in Wavhar I.

HIST 103 History of the United States lll, 4 units
Prerequisite: College-Level Reading and Writing.
A history of the United States from 1920 to thesprd. The three wars—World
War I, the Korean War, and the war in Vietham—siigdied along with the
important events and movements in the followingadies.

HIST 110 History of Western Civilization I, 4 units
Prerequisite: College-Level Reading and Writing.
A survey of the development of Western culture fitsrclassical antiquity to the
end of the Middle Ages. Emphasis is placed onnhalectual and institutional
foundations of Western civilization.

HIST 111 History of Western Civilization I, 4 usit
Prerequisite: College-Level Reading and Writing.
A survey of the development of Western society eultlre from the Renaissance
to the French Revolution. Consideration is givethsocial, intellectual, and
institutional changes that led to the birth of thedern Western world.

HIST 112 History of Western Civilization Ill, 4 usi
Prerequisite: College-Level Reading and Writing.
A survey of the development of Western societyriyithe nineteenth and
twentieth centuries. Emphasis is placed upon th@kanstitutional, and
intellectual changes that have formed the basiseo€ontemporary Western
world.

HIST 120 Modern Asian History, 4 units
Prerequisite: College-Level Reading and Writing.
A study of the histories of China, Japan, and Kang&ae nineteenth and
twentieth centuries. Other countries such as thigppimes, Taiwan, Indonesia,
and Vietnam are included in the context of thefieefon and significance to the
histories of the major powers. Students becomeaintpd with the uniqueness of
East and Southeast Asian cultures and traditiodglair importance in
understanding their historical interaction with iVest.
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HIST 201 American Immigrant Experience, 4 units
Prerequisites: ENGL 101; PS 101; HIST 101, 102403.
An intense study of the past, present, and futtiteeoUnited States as an
ethnically diverse country. Immigration issues@aeed both as a process and as
a current phenomenon. Special attention is paidddCalifornia immigrant
experience.

HIST 210 The Supreme Court in American Life: Landkn@ases, 4 units
Prerequisites: ENGL 101; PS 101; HIST 101, 102Q8.
An in-depth analysis of landmark U.S. Supreme Cdadisions in light of their
economic, social, political, and cultural conseqesn Both the Court’s role in
the national and state legal system and the jisstiokes in the constitutional
system are examined.

Political Science

PS 101 American Institutions, 4 units
A study of American government and other institasiotheir constitutional bases,
structure, functions, and their influence on theamal, state, and local level.
Consideration is given to the Constitution, poditisystems, and historical
background of California. This course fulfills tBalifornia State
recommendations in federal, state, and local gowent.

PS 105 Modern World Issues, 4 units
Prerequisite: College-Level Reading and Writing.
An introduction to history in the making and curé@nternational issues with
worldwide social, political, and economic implicais. Issues such as war and
peace, terrorism, foreign relations, and intermetidrade are studied in the
context of the geography, history, and currentgsedi of the countries involved.

PS 205 International Relations, 4 units
Prerequisites: ENGL 101 and PS 101.
An in-depth examination of the geography, resoyrisgminology, recent history,
comparative political philosophies, and politicslué regions of the world
engaged in international affairs and diplomacyd8his analyze the historical
and modern perspectives of specific approachesretidods that nations use in
the conduct of foreign affairs.

PS 210 Mass Media and Society, 4 units
Prerequisites: ENGL 101 and PS 101.
The role of the media in American and global poditand society. The course
emphasizes the relationship of American politicad ather social institutions
with the media, especially in terms of how popuginion is affected by both
objective and subjective means. Particular attenigiven to news journalists
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and commentators as they communicate via televisamtio, print, and/or the
Internet.

Psychology

PSY 101 Introductory Psychology, 4 units
Prerequisite: College-Level Reading and Writing.
An introduction to facts and theories in the sdfenstudy of human behavior.
Includes attention to psychological factors in sgios, perception, emotion,
motivation, learning, personality, the brain, anideo behavioral factors.

Sociology

SOC 100 Interpersonal Communication, 4 units
A survey of techniques and processes of persomiteep interaction, including
verbal and non-verbal communication, active lisignand positive relationship
building. Students study and practice the conaeghéged to improving
interpersonal communication skills.

SOC 101 Introduction to Sociology, 4 units
Prerequisite: College-Level Reading and Writing.
An introduction to the principal concepts, persp@as, methods, and insights of
the scientific study of human society. The coursdudes the analysis and
explanation of culture, personality, social ingtaas, population, social
processes, and collective behavior.

SOSC 290 Special Topics, 1-4 units (repeatable math topic for up to 8 units)
Prerequisite: ENGL 101 and others as determinddhimral Arts faculty.
An intensive study in the social sciences fromitcat perspective.

SOSC 299 Directed Study, 1-4 units (repeatable mgtlu topic for up to 8 units)
Prerequisite: ENGL 101 and upper-division standuitp) CGPA 3.25 or better
and approval of instructor and academic chair.

Designed to enhance and build on present curricututime social sciences with
individualized instruction in an area not covenedlepth by current course
offerings. Though the student initiates the desifjtihe course through his/her
interest in a particular area of study, the indbuand the academic chair must
grant final approval of course content.

Note: Some Community Studies and Early Childhooddation courses may satisfy

elective requirements for social and behavioramsmes. Consult your academic advisor
for detalils.

102



Courses in Community Studies

CS 101 Introduction to Community Studies, 4 units
Prerequisite: College-Level Reading and Writing.
Introduces students to the concept of communityrataded ideas, including
integrated versus fragmented communities and unitits that comprise
communities, such as families, schools, businessgmgrofit organizations, and
government agencies. Students also learn techniquesmmunity analysis and
mechanisms for promoting greater connections anmuigiduals, families, and
organizations within the community. (Can counSasial and Behavioral
Sciences elective.)

CS 201 Social Research Methods, 4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
Teaches students to understand and utilize vanmiBods of social research,
including qualitative (interviews, observation,.g&nd quantitative (descriptive
and inferential statistics) research techniquasd&its design a research project
which employs one or more of the methods covereatdiiss. This course is
intended to make students informed consumers adlsedence research.

CS 210 Proposal Writing/Data Analysis
Prerequisite: CS 201.
Provides more in-depth guidance on how to writesarch proposal with the
needs of a local community organization in mindg&nization of the proposal is
balanced by attention given to data-gathering umsémts and analysis of data.
This class is very useful for anyone hoping to eatmanagement position in the
field of social services. An absolute requirementany Community Studies
major before entering CS220, Colloquium.

CS 220 Community Studies Colloquium, 4 units
Prerequisites: CS 101, CS 201, CS 210.
Taught in seminar format, this capstone coursetended to allow students to
carry out a formal research project. The instrustwes as facilitator for the
interactive format in which students provide infubne another concerning the
design and conduct of individual research projete focus is on real-world
challenges, such as evaluating a social prograsgreimg social group
interactions, or analyzing a public or private arigation.

CS 290 Community Planning, 4 units
Prerequisites: Junior or Senior status and onkeofdilowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
A study of the physical layout and built environrhdrat characterizes
communities, with an emphasis on how communitiesbEadesigned, built or
redeveloped to promote sustainability and to mazénfiuman interaction. (Can
count as Social and Behavioral Sciences elective.)
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CS 291 Community Health Analysis, 4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
An overview of health and wellness issues as tlffegtathe functioning of
communities. Health care institutions within thencounity are emphasized,
along with a discussion of the holistic health mMpddich encompasses
prevention, education and lifestyle issues in aoldito traditional medical
approaches to health care. (Can count as SoadBahavioral Sciences
elective.)

CS 292 Human Service Delivery, 4 units
Prerequisites: Junior or Senior status and onkeofdilowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
A review of the history of social services in thestern world with primary
emphasis on the United States over the last cerflwy course presents a balance
of information on the structural causes, programponents, social attitudes, and
recipients of social resources given to the lesggpful in our country. A text
provides historical perspective while handouts ginelst speakers give up-to-date
information on the reality of what "welfare" meansnodern America. (Can
count as Social and Behavioral Sciences elective.)

CS 293 Police and Community Relations, 4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
Law enforcement institutions and practitioners@reered by this course, which
stresses concepts such as community-based poleongict resolution between
neighborhood residents and the police departmeahthanintegration of police
services into a community's human service delivetyvork. (Can count as
Social and Behavioral Sciences elective.)

CS 294 Deviant Behavior, 4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
Societal definitions of deviance, the process byctvimdividuals within a
community are labeled as deviant and the role viaghee in determining and
reinforcing the stratification of society are amdhg key themes of this course.
Cross-cultural interpretations of deviant behawiar also addressed. (Can count
as Social and Behavioral Sciences elective.)

CS 295 Community Studies Internship, 2-4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
This course is designed to provide practical exgmee in a community-based
setting, augmented by class discussions and watisignments.
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CS 296 Rural Problems and Prospects, 4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
An examination of the challenges faced by ruralifi@sand communities in the
United States and abroad. Topics include urbawizats it affects the rural
landscape, environmental degradation and the ggptsamd toward corporate
agriculture. (Can count as Social and Behavioc&@r®&es elective.)

CS 297 Gerontology, 4 units
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
A study of the aging process and the problemsehtfed, with an emphasis on
issues such as the changing roles of individuatee&sgrow old and the policy
challenges associated with an increasingly agimmadion. (Can count as Social
and Behavioral Sciences elective.)

CS 298 Social Stratification in American Societynits
Prerequisites: Junior or Senior status and onleeofollowing: CS 101, SOC
101, PSY 101, ECON 101, ECON 102*
Explores the multidimensional nature of stratificatand examines the
theoretical perspectives as well as the histoaodl social-structural context of
stratification and inequality in the U.S. (Can nbas Social and Behavioral
Sciences elective.)

CS 299 Special Topics in Community Studies, 1-4suni
Prerequisites: Junior or Senior status and onkeofdllowing: SOC 101, PSY
101, CS 101, ECON 101, ECON 102.*
Issue-oriented courses addressing topics of retevianthe study of communities.

* All upper-division Community Studies courses rgquat least one social science
course as well as Junior or Senior status as prsites; however, taking more than one
social science course, such as SOC 101, PSY 1010CSECON 101, ECON 102, may
substitute for Junior/Senior status requiremeng. \®eir academic advisor for more
information.
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Department of Administrative Management

The Administrative Management Department offersifogaite and degree programs in
executive, legal, and medical administrative agststducation. The certificate programs
are short, intensive programs designed for theestiuseeking immediate entry-level
employment. The two-year degree programs, Assoiriadets and Associate in Science,
prepare the student for more advanced secretalabfice administrative positions. The
four-year Bachelor of Science degree program pespstudents academically for
advancement opportunities.

The department encourages and assists many tdidsrgs to find part-time clerical and
secretarial employment in the community, therehinigg valuable on-the-job
experience while pursuing classroom studies. Bnigidihe gap between business and
education is a primary objective.

Office administrative positions are challenging aeafarding with excellent
advancement opportunities. Executive, legal, andicaéadministrative assistants are
considered a vital part of the management team imitteased supervisory and decision-
making responsibilities. The combination of worlpexence coupled with continued
education leads to job advancement opportunities.

Bachelor of Science Degree in Administrative Manageent (181 units)

The Bachelor of Science degree in Administrativenbtgement is designed to prepare
experienced administrative support personnel vightéchnology, communications, and
problem solving skills needed to advance into pmsét such as legal, general business,
and medical office management, front-line supergiscorporate sales representatives,
administrative services management, claims exasiigsurance underwriters,
administrative assistants, social and human seyvianagers, and many major
corporation entry-level positions.

A graduate from this program will exhibit:

* Administrative Skills
Proficiency in composing business documents, teleptand interpersonal skills,
and office procedures to create the groundwork biciwto continue building
office and communication skills. The ability tonesmunicate, coach, lead,
resolve conflicts, and motivate employees from emyure and background keeps
the office moving forward. Progressive requirersantthe upper-level classes
such as identifying creative solutions or altew&and implementing them bring
the students training in management perspectives.
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Business Technology Skills

A solid foundation in current software and usehaf Internet. A series of
software courses in areas such as word procesgineadsheets, databases, and
presentation software with progressive degreesffofudty are required to
prepare students to function effectively in the pater-oriented workplace.

Technology Problem-Solving Skills

Intermediate and advanced knowledge of softwarks teguiring thought in
design, arrangement, and software selection, aggkptation arrangement. Being
able to identify creative solutions or alternatiaesl implement them in the
business office requires computer expertise.

Office Maintenance Skills

Time management and organizational skills as veellexibility and adaptability.
Effective communication and maintenance of busicessacts and
correspondence are essential to productivity.

Critical Thinking and Analytical Skills

The ability to think through issues and analyzeations for efficient and
effective problem resolution. Practice in analysiterpretation, inference,
explanation, and evaluation increase ability taktaritically.

GENERAL EDUCATION REQUIREMENTS ( 73 units )
o Communications (16 units)

= ENGL 101 Written Communications

= Select one of the following:
= ENGL 102 Advanced Written Communications
= ENGL 103 Intensive Grammar

= ENGL 110 Oral Communications

= ENGL 201 Report Writing

o Social and Behavioral Sciences (28 units)

= PS 101 American Institutions

= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History Il

= PSY 101 Introduction to Psychology

= Select one of the following:
= SOC 100 Interpersonal Communication
= SOC 101 Introduction to Sociology

= Select one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization Il
= HIST 112 History of Western Civilization Il
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= HIST 120 Modern Asian History
= Upper-Division Social and Behavioral Sciences Blect
= Social and Behavioral Sciences Elective
o Humanities (16 units)
= Select two of the following:
= AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
= REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
= SPAN 101 Elementary Spanish |
= Upper-Division Humanities Elective
= Humanities Elective
o Math and Science (13 units)
= MATH 101 College Algebra
= MATH 120 Statistics
= Science with a lab (5 units)
ADMNISTRATIVE MANAGEMENT REQUIREMENTS (96 units)
o Lower Division ( 44 units)
= ACCT 101 Accounting |
= ACCT 102 Accounting Il
= MGT 105 Business Management |
= MGT 120 Business Law |
= ADM 120 Computer Applications
= ADM 121 Word Processing
= ADM 134 Spreadsheets
= ADM 136 Desktop Publishing and PowerPoint
= ADM 141 Relational Database
= ADM 155 Administrative Procedures
= (Legal emphasis, take ADM 161 Legal Office Procegur
in place of ADM 155)
=  ADM 150 Records Management
0 Upper Division (52 units)
MGT 215 Public Relations
= MGT 220 Organizational Behavior
= MGT 230 Human Resources Management
= MGT 255 Small Business Management
= MGT 295 International Business
= ADM 240 Office Production Systems
= ADM 241 LAN and Web for the Modern Office
= ADM 242 Integrated Office Software
= ADM 270 Evaluative Research on the Internet
= ADM 280 Integrated Administrative Management Capsto
=  ADM 290 Special Topics (8 units)
= ADM 295 Internship
FREE ELECTIVES (12 units)
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Associate in Arts in Administrative Support Managenent (94 units)

Students must choose one of the following emphasdsninistrative, Legal, or Medical.
The degree seeks to prepare students for entriiggessuch as data input clerk,
accounting clerk, loan clerk, interviewer, humasogce support personnel,
administrative assistant, customer service reptasea, medical and legal clerks.

« GENERAL EDUCATION REQUIREMENTS ( 56 Units)
o Communications (12 Units)
= ENGL 101 Written Communications
= ENGL 110 Oral Communications
= Select one of the following:
= ENGL 102 Advanced Written Communications
= ENGL 103 Intensive Grammar
o Social and Behavioral Sciences (20 Units)
= PS 101 American Institutions
= PSY 101 Introduction to Psychology
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History llI
= Select one of the following:
= Social and Behavioral Sciences Elective (for
Administrative Emphasis)
= LEGA 101 Introduction to the Legal System (for Lega
Emphasis)
= Social Science Elective
o Humanities Electives (12 Units)
o Math & Science (12 Units)
= MATH 101 College Algebra
= Science Elective
= Math or Science Elective
« ADMINISTRATIVE SUPPORT REQUIREMENTS (38 units)
o ADM 100 Intermediate Keyboarding
ADM 115 Administrative Correspondence
ADM 120 Computer Applications
ADM 121 Word Processing
ADM 134 Spreadsheets
ADM 150 Records Management
ADM 190 Professional Development
ACCT 101 Accounting |
Choose one of the following course groups:
= For Administrative Emphasis (8 units)
= ADM 155 Administrative Procedures
= Select one of the following

O O OO0 O o o o
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= ADM 136 Presentation Graphics and Desktop
Publishing
= ADM 141 Relational Database
= For Legal Emphasis (8 units)
= ADM 160 Legal Terminology
= ADM 161 Legal Office Procedures

Additional courses may be needed to meet the kegbwagraduation requirement of 60
net words per minute.

Associate in Science in Administrative Support Mangement (90 units)

The Associate in Science degree in Office Technotmmcentrates on developing the
highest secretarial and office management skikslad in any business. It contains fewer
liberal arts subjects, leaving more units to pursuecific office skills other academic or
occupational interests. The degree seeks to prepatents for entry into data entry,
accounting clerk, loan clerks and interviewers, Aomesource support personnel,
administrative assistants, customer service reptaees, medical and legal clerks.
Students must choose one of the following emphasédsinistrative, Legal, Medical.

GENERAL EDUCATION REQUIREMENTS: (28 units)
o Communication (12 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= Select one of the following:
= ENGL 103 Intensive Grammar
= ENGL 110 Oral Communications
o Social and Behavioral Science (8 units)
= PS 101 American Institutions
= Elective
o Humanities Elective (4 units)
o Math or Science Elective (4 units)
ADMINISTRATIVE SUPPORT REQUIREMENTS (46 units)
o ADM 100 Intermediate Keyboarding |
ADM 115 Administrative Correspondence
ADM 120 Computer Applications
ADM 121 Word Processing
ADM 134 Spreadsheets
ADM 136 Desktop Publishing and PowerPoint
ADM 141 Relational Database
ADM 150 Records Management
ADM 190 Professional Development
One of the following:
= ACCT 40 Basic Accounting
= ACCT 101 Accounting |
o Select one of the following course groups:

O O O OO0 oo o o
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= For Administrative Emphasis (8 units)
= ADM 155 Administrative Procedures
= MGT 105 Business Management
= For Legal Emphasis (8 units)
= ADM 160 Legal Terminology
= ADM 161 Legal Office Procedures
« FREE ELECTIVES (16 Units)

Additional courses may be needed to meet the kegbwpgraduation requirement of 60
net words per minute.

Administrative Support Certificate Programs

Certificate of Completion for Administrative Management (12 months)

This program is open only to those students whe ltavnpleted a minimum of two
years of college (90 quarter units or 60 semestis)) of which at least 32 quarter units
or 20 semester units are in the area of Generatdiidun, or have at least three years of
experience working in a supervisory, manageriagralyst position. The program is
designed to develop modern, specialized businasseahnology skills appropriate for
management positions in administrative supportsaireéegal, medical, or business
environments that employ administrative analyssistants to executives, and human
resource managers.

Also required is proficiency in Microsoft Office &grams — Microsoft Word, Excel,
Access, and PowerPoint. Proficiency can be dematest by college-level transferable
courses from other educational institutions or kgmeination at Humphreys College.

All students must also have previously taken, aasbpd with a C or better, MGT 105
Business Management (or transferable equivaletpag college-level written English
course (English 101 Written Communications) ordderg it concurrently.

Course Requirements:

«  MGT 220 Organizational Behavior

« MGT 230 Human Resources Management

- ADM 240 Office Production Systems

+ ADM 241 LAN and Web for the Modern Office

- ADM 242 Integrated Office Software

« ADM 280 Integrated Administrative Management Capsto
« ADM 270 Evaluative Research on the Internet

« ADM 295 Internship

Students must have a cumulative GPA of at leasin2l@e above courses in order to earn
the certificate.
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Certificate of Completion for Computerized-Accounting Clerk (9
months)

The certificate program is intended to preparestbdent for entry-level accounting
positions, such as accounts receivable, accougtfeg general ledger, purchasing, and
payroll clerks.

+ GENERAL EDUCATION REQUIREMENTS
o ENGL 101 Written Communications
o English Elective
o Math Elective
«  ACCOUNTING AND ADMINSTRATIVE MANAGEMENT
REQUIREMENTS
o ACCT 101 Accounting |
ACCT 102 Accounting I
ACCT 110 Payroll Accounting & Credit Management
ACCT 150 Computerized Accounting |
ACCT 151 Computerized Accounting Il
ADM 120 Computer Applications
ADM 121 Word Processing
ADM 134 Spreadsheets
ADM 190 Professional Development

O O OO O o o o

Certificate of Completion for Executive Administrative Assistant (12
months) (Administrative, and Legal Emphases Available)

Entrance Requirement: Keyboarding at 25 wpm.

« GENERAL EDUCATION REQUIREMENTS
o ENGL 101 Written Communications
o ENGL 103 Intensive Grammar
o ENGL 110 Oral Communications
o Math Elective
+  ADMINISTRATIVE MANAGEMENT REQUIREMENTS
o ADM 100 Intermediate Keyboarding
ADM 115 Administrative Correspondence
ADM 120 Computer Applications
ADM 121 Word Processing
ADM 150 Records Management
ADM 190 Professional Development
Select of one of the following course groups:
= Administrative Emphasis (24 units)
= ACCT 40 Basic or ACCT 101 Accounting |
=  ADM 134 Spreadsheets
= ADM 136 Desktop Publishing and Presentation Graphic
= ADM 155 Administrative Procedures

O O O 0O oo
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= ENGL 102 Advanced Written Communications
=  MGT 105 Business Management
= Legal Emphasis (20 units)
= ACCT 40 Basic or ACCT 101 Accounting |
= ADM 136 Desktop Publishing and Presentation Graphic
= ADM 160 Legal Terminology
= ADM 161 Legal Office Procedures
= LEGA 101 Introduction to the Legal System

Additional courses may be needed to meet the kegbwpgraduation requirement of 60
net words per minute.

Administrative Support Update Certificate (6 monthg
« ADMINISTRATIVE MANAGEMENT REQUIREMENTS

ADM 120 Computer Applications

ADM 121 Word Processing

ADM 115 Business Communications
ADM 150 Records Management

O O O O

o Select of one of the following course groups:

= Administrative Emphasis (16 units)
* ACCT 40 Basic or ACCT 101 Accounting |
 ADM 134 Spreadsheets
* ADM 136 Desktop Publishing and Presentation Gragphic
* ADM 155 Administrative Procedures

= Legal Emphasis (16 units)
* ACCT 40 Basic or ACCT 101 Accounting |
 ADM 160 Legal Terminology
 ADM 134 Spreadsheets
 ADM 161 Legal Office Procedures
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Courses in the Department of Administration
Management

ADM 51 Beginning Keyboarding, 2 units
A course designed for students who have not haddearging experience or who
do not know the keyboard well. Emphasis is plageoh correct techniques as a
basis for developing speed and efficient keyboagrgkills. This lab course
provides self-paced instruction adapted to indigicheeds and abilities.

ADM 80 Independent Study, 2 units
Prerequisite: Ability to type 40 wpm on a five-miauest or approval of
instructor.
The lab course provides self-paced instruction ethip the student's individual
needs and abilities.

ADM 90 Typing Speed Development I, 2 units
Prerequisite: Ability to type 40 wpm on a five-miauest or approval of
instructor.
Program designed to improve keyboarding speed alyzing typing technique
and prescribing practice that will help the studeayt faster and more accurately.

ADM 91 Typing Speed Development I, 2 units
Prerequisite: ADM 90.
This course is a continuation of Typing Speed Dgwalent | and is designed to
improve keyboarding speed by analyzing typing tésnes and prescribing
practice that will help the student key faster amate accurately.

ADM 100 Intermediate Keyboarding I, 2 units
Prerequisite: ADM 51 or equivalent, ability to typ& wpm.
This instruction and skill-practice program seekdgévelop understanding and
skill in office practices involving the use of coatprs. Emphasis is placed on
business letters, office memorandums, tables, eymort keyboarding.
Development of speed and accuracy is stressedhathoal of attaining a speed
of at least 40 words a minute with five or fewenoes on a five-minute timing.
The lab course provides self-paced instruction ethip the student's individual
needs and abilities.

ADM 115 Administrative Correspondence, 4 units
This course introduces students to administratbreespondence styles, formats
and strategies that produce clear, correct, andig®mvriting. Additionally,
students will discover how to overcome multicultlwammunication barriers and
develop presentation skills.

ADM 120 Computer Applications, 4 units
Prerequisite: Ability to keyboard at 25 wpm in @efiminute test.
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An introductory skills-integrated approach to besis software for the personal
computer. This course provides an introductioodimputer hardware and
peripherals as well as instruction in the use afrvBoft Internet Explorer, Word,
Excel, Access, PowerPoint, Outlook, and the Windoperating system in real-
life business settings. Applications are usedp@eno edit, and share information
as well as to construct new documents within eagti@tion. The course serves
as a foundation for all other software applicatonrses.

ADM 121 Word Processing, 4 units
Prerequisite: ADM 120, the ability to type 25 wpm @ five-minute test or
approval of instructor.
A comprehensive introduction to Microsoft Office YdoTopics include creating
and working with the following: resumes, covetdes, web pages, tables, charts,
watermarks, form letters, mailing labels, direasrinewsletters, collaboration
tools, online forms, macros, master documentgxasd, table of contents, and
XML. This course also focuses on linking an Exeetksheet and charting its
data in Word.

ADM 134 Spreadsheets, 4 units
Prerequisite: ADM 120.
A basic spreadsheet course in which students Eawat managing workbooks,
automating tasks, using and analyzing list dataaeaing charts and worksheets,
working with Excel and the Internet, performing "athf" analysis, creating
PivotTables, exchanging Excel data with other paotg, controlling worksheet
properties and calculations.

ADM 136 Presentation Graphics and Desktop Publgrunits
Prerequisite: ADM 120.
Continuing work within Microsoft Office Professidnéearners concentrate on
Microsoft PowerPoint, and learn basic skills in Misoft Publisher to produce
flyers, brochures, and newsletters.

ADM 141 Relational Database, 4 units
Prerequisite: ADM 120.
A comprehensive course in Microsoft Access, cowgimroductory through post-
advanced database concepts and skills. This coavses all the skills required
for successful mastery of the Microsoft Office USgecialist Access
Examination.

ADM 150 Records Management, 4 units
Prerequisite: None.
This course covers basic alphabetic filing ruleg #re adapted from the
standards published by the Association of Recordesdders and Administrators.
Emphasis is placed on the development of knowleahgieskills in filing and
managing records, including principles of alphabeageographic, subject, and
numeric filing systems. Students apply the alphiabetlexing rules to a
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computer records database after achieving and staaheling of manual filing.
Also included is the study of advancements and gésim office technology and
the resultant effect on the management of officends.

ADM 155 Administrative Procedures, 4 units
Prerequisite: College-level reading and writing, M200, ADM 121, the ability
to type 40 wpm on a five-minute test.
Students improve office skills by providing praeli@pplication in such areas as
processing information with computers, telephorazedures, filing and
managing records, processing business document®dures for sending and
receiving mail, and accounting and record keepppieations in the office. Also
included is a study of human relations with emphasi the role of the office
worker in contact with superiors, peers, subord@isaand the general public.

ADM 160 Legal Terminology, 4 units
Prerequisite: College-level reading and writingapproval of the academic
advisor.
The course is designed to give the student a baukgrin basic legal
terminology. Students who successfully complete tlourse will be able to
correctly spell, pronounce, and define basic légaths used in law offices.

ADM 161 Legal Office Procedures, 4 units
Prerequisite: College-level reading and writing, A00, ADM 121, ADM 160,
the ability to type 40 wpm on a five-minute test.
The course is designed to give the student thessacg background to work as a
legal secretary. Students learn about secretanakgdures in the following areas:
court structure, civil procedures, real estateniral law, family law,
conservatorship, probate, corporations, and workerapensation.

ADM 190 Professional Development, 4 units
Prerequisite: ADM 100, ADM 121, and ADM 134.
This lower-division capstone course focuses omuckired sequential course in
life and career planning. The emphasis is on capegsonal, and educational
awareness as they relate to the process of cdremec Planning skills and self-
assessment instruments help identify tentativeecanptions. Decision-making
strategies, resume writing, interviewing skillsdgab-search techniques are
reviewed. Students focus on real-world office datians that develop critical-
thinking, composition, and decision-making skillBhe instructor serves as
facilitator for this project with students providimput.

ADM 194 Internship, 1 — 8 units.
Prerequisite: Approval of the academic chair.
Supervised work experience designed to give qgedlifbwer-division students an
understanding of the nature and scope of the adtrative functions in the
workplace. Supervision is provided by the facultg édhe cooperating agencies.
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ADM 240 Office Production Systems, 4 units
Prerequisite: ADM 120, ADM 121, ADM 134, ADM 141 approval of the
academic chair.
Exposure to office analysis techniques, work measents, form design,
paperwork, flowcharts. Presentation of techniques@ncepts concerning
productivity, ergonomics, and change in the offEmphasis on systems project.

ADM 241 LAN and Web for the Modern Office, 4 units
Prerequisite: ADM 120, ADM 121, ADM 134 or approwdithe academic chair.
Students learn area network terminology, system§iguration, shred drives,
email, servers and workstation set-up and mainmneBtudents learn about
system security, file and environment ownershigermet and intranet webs are
introduced and students will learn how they arkzetl in the work environment.

ADM 242 Integrated Office Software, 4 units
Prerequisite: ADM 120, ADM 121, ADM 134 and ADM 14t approval of the
academic chair.
Office software applications through Word, ExcetcAss, and PowerPoint.
Students learn to use advanced concepts to crnedtatagrate word processing,
spreadsheets, database, and presentation appig#tigolve practical problems.
Students use various forms of linking and embeddlrjgcts.

ADM 270 Evaluative Research on the Internet, 4sunit
Prerequisites: ADM 120, ENGL 201, and upper-divisstanding approval of the
academic chair.
This course instructs in the proper use of therh&ieto conduct extensive
detailed searches for credible data produced aeskpted by reliable sources.
The course reviews and instructs on the technitpregata acquisition,
interpretation and presentation in the modern ssrenvironment. Instruction
includes utilizing business applications in thedorction of research and
presentation materials, as well as refining ana)ysierence, and explanatory
skills.

ADM 280 Integrated Administrative Management Capsia! units
Prerequisite: ADM 242, ADM 240, or approval of theademic chair.
High-order cognitive skills such as creativity tical thinking, and problem
solving are called upon to create a business aiit solution to a management
reporting problem. Individual student solutionst@e an important part of the
student’s portfolio, demonstrating the use of Mawfh Office Professional Suite
as a tool in the production of creative solutiambuisiness reporting problems.

ADM 290 Special Topics, 4 units
Prerequisite: ADM 120, ADM 121, ADM 134, ADM 141 approval of the
academic chair.
This course will be designed to encompass speoifics and/or problems in the
management not addressed by the core courses listed
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ADM 295 Internship, 4 units
Prerequisite: Approval of the academic chair. (et Departmental Policy for
Internships.)
Supervised work experience designed to give qedl$tudents an understanding
of the nature and scope of the administrative fonstin the workplace.
Supervision is provided by the faculty and the @vafing agencies.

ADM 299 Directed Study, 4 units (may be repeatedafmaximum of 8 units)
Prerequisite: Advanced standing in the AdministetManagement program,
consent of the instructor, and the approval ofatedemic chair.

This course is designed for qualified studentsraesto pursue advanced study,
including reading, writing, and research in pafacwareas related to their degree
program.
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Department of Paralegal Studies

The Paralegal Studies degree program is designeatide the student with a strong
foundation in the liberal arts as well as praciicéhe technology skills used in the legal
environment. This foundation, along with the esiea requirements in legal studies, is
designed to help prepare student to find employrasm¢gal assistants or paralegals in
law offices or in any capacity where a legal edaceis desirable. This may include
positions in real estate, banking, estate planrdogument preparation firms, as well as
in governmental agencies.

The program will prepare the student in the sultistarmnd procedural aspects of the law
needed to perform services such as preliminaryvm@eing of clients; fact finding and
investigation of people or issues involved in legglvices or litigation; preliminary
drafting of documents required by courts or adntiats/e bodies; legal research;
preparation of routine forms required in legal mauares; follow-up with clients, official
bodies, or officers to achieve timely completioregal documents.

Bachelor of Arts Degree in Paralegal Studies (181nits)
A graduate from this program will:

» Understand the professional and ethical role adralpgal and the specific
regulations and rules pertaining to the performarfqearalegal tasks

* Demonstrate an understanding of the roots and eswicthe American legal
system, its structure, administration, and the éafions of procedural and
substantive law

* Demonstrate an ability to understand and use theapate forms and practices
related to litigation, trial procedures, and appeal

» Develop a proficiency in legal research and writingve sufficient opportunities
to write frequently, as suggested in the Writingoas the Curriculum policy
adopted department faculty; demonstrate an abdifyerform tasks, using the
tools of research and writing in preparing a varagdtlegal documents

* Become familiar with the operation and manageméatraodern law office and
the role of a paralegal in that setting

* Develop a conceptual and substantive knowledgeeo$tibjects of torts and
contracts

» Develop habits of critical thinking and the abilityanalyze and apply the law to
specific factual situations
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GENERAL EDUCATION REQUIREMENTS (73 units)
o Communications (20 units)
= ENGL 101 Written Communications
= ENGL 102 Advanced Written Communications
= ENGL 103 Intensive Grammar
= ENGL 110 Oral Communications
= ENGL 201 Report Writing
o Social and Behavioral Science@4 units)
= PS 101 American Institutions
= Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History Il
= Select two of the following:
= PSY 101 Introduction to Psychology
= SOC 100 Interpersonal Communication
= SOC 101 Introduction to Sociology
= Select one of the following:
= HIST 110 Western Civilization |
= HIST 111 Western Civilization 1l
= HIST 112 Western Civilization 11l
= HIST 120 Modern Asian History
= PS 105 Modern World Issues
= Upper-Division Social and Behavioral Sciences Blect
o Humanities (16 units)
= Choose two of the following:
=  AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
= REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
=  SPAN 101 Elementary Spanish |
= Upper-Division Humanities Elective
= Humanities Elective
o Math and Science (13 units)
= Science Elective with a Lab
= Math 100 College Math
= Math or Science Elective
MAJOR CORE REQUIREMENTS (36 UNITS)
o LEGA 101 Introduction to the Legal System
LEGA 102 Torts
LEGA 201 Contracts
LEGA 204 Criminal Law
LEGA 206 Legal Drafting
LEGA 207 Legal Research
LEGA 210 Civil Litigation
LEGA 212 Professional Responsibility

O O O 0O O o o
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o LEGA 230 Evidence
« PARALEGAL STUDIES MAJOR ELECTIVES (20 units)
+ BUSINESS AND ADMINISTRATIVE MANAGEMENT REQUIREMENTS
(24 units)
o ACCT 101 Accounting |
o ADM 120 Computer Applications
o Administrative Management Electives (16 units)
« FREE ELECTIVES (28 units)

Certificate of Completion in Paralegal Studies

The Certificate of Completion in Paralegal StudreBcates the completion of a core of
nine paralegal subjects developed and approveldebaralegal Studies faculty. It is
designed to provide the student who already haslkgoound of college education or
practical experience in the legal field with thear& and practical exposure to certain
areas of the law which will help that person beconuge effective and valuable as a
paralegal.

This certificate program is open only to those shid who have completed a minimum
of two years of college (90 quarter units or 60 est@r units), of which at least 56
guarter units or 36 semester units are in the @r&eneral Education, or who have at
least three years of experience working in a laie@and who demonstrate sufficient
proficiency on their assessment testing. Entryughothe work experience mode requires
approval of the academic chair.

All students must also have previously taken, aagbpd with a C or better, any college-
level written English course or be taking it comeatly during their first quarter. It is
highly recommended that students have a basic wgibility with computers and word
processing prior to entry into the certificate pirog or that a software applications
course be taken during the student's first quarter.

A certificate will be awarded to the student whonptetes the following courses with a
grade point average of 2.0 or higher.

+ CERTIFICATE CORE REQUIREMENTS: 36 units
o LEGA 101 Introduction to the Legal System

LEGA 102 Torts

LEGA 201 Contracts

LEGA 204 Criminal Law

LEGA 206 Legal Drafting

LEGA 207 Legal Research

LEGA 210 Civil Litigation

LEGA 212 Professional Responsibility

LEGA 230 Evidence

O O OO O o o o
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Minor in Paralegal Studies (24 Units)

A minor in Paralegal Studies is open to any studenblled in any other baccalaureate
degree program.

One objective of a minor in Paralegal Studies igrtavide students in other disciplines
with exposure to the law of the United States d&edunderlying theories and principles
which form the foundation of the current legal asioere.

A second objective of a minor in Paralegal Studiés broaden the students' knowledge
and skill base, thereby increasing their poten@dilie to an employer and their career
opportunities.

« Requirements: (16 units)

o LEGA 101 Intro to the Legal System

o LEGA 102 Torts

o LEGA 201 Contracts

o LEGA 210 Civil Litigation
« Electives: Select two (8 units)

o LEGA 204 Criminal Law
LEGA 212 Professional Responsibility
LEGA 215 Law Office Management
LEGA 217 Administrative Law
LEGA 218 Workers’ Compensation
LEGA 221 Partnerships & Corporations
LEGA 222 Bankruptcy
LEGA 223 Real Estate
LEGA 290 Special Topics

O O OO O o o o
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Courses in the Department of Paralegal Studies

LEGA 101 Introduction to the Legal System, 4 units
Prerequisite: College-level reading and writing yrba taken concurrently).
This course is designed to provide a general petispeof the legal system and
the present and potential role of the paralegdiiwithat system. Students are
exposed to the operations and structures of thexdédnd state court system,
administrative agencies, private law firms and puséctor law offices.
Instruction includes an introduction to basic cpibcedure, legal terminology,
legal bibliography and other basic areas of the @bjectives are to provide a
working knowledge of the present structure of #gal system and to provide an
understanding of the legal issues and ethics fatiadegal assistant.

LEGA 102 Torts, 4 units
Prerequisite: LEGA 101 (may be taken concurrently).
An introduction to the study of torts includingentional torts such as assault and
battery, false imprisonment, intentional inflictiohemotional distress, trespass to
land and chattel, negligence and products liability

LEGA 201 Contracts, 4 units
Prerequisites: LEGA 101 (may be taken concurremihb)y permission.
An introduction to the formation, construction, dadal operation of contracts.
Course includes the conditions of contracts, righthird parties, assignments,
joint and several contracts, breach of contraliégal bargains, remedies, and the
Uniform Commercial Code.

LEGA 204 Criminal Law, 4 units
Prerequisite: LEGA 101 (may be taken concurrently).
A general survey course to provide an understanaliige state criminal code
and other statutory provisions relating to the amahjustice system, from arrest
to trial decisions, elements of various crimes sagmurder, rape, larceny, and
conspiracy; and criminal procedure questions sgctearch and seizure, Miranda
warnings, and suppression of evidence.

LEGA 206 Legal Drafting, 4 units
Prerequisite: LEGA 101, 102, 201, and 207 or byme&sion.
This course is designed to provide the student pridictical training in the
various techniques of legal drafting. The studeatns to prepare office
memoranda, legal citations, interrogatories, mati@md various other legal
documents. A major legal drafting project is regdialong with several smaller
exercises.

LEGA 207 Legal Research, 4 units
Prerequisites: LEGA 101, 102 and 201 or by perorssi
This course is designed to provide the student @igberience in doing legal
research projects and then utilizing the resulthisfresearch in preparing letters,
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motions, memoranda, and other legal documents hgsadthe research. This
course integrates the knowledge gained in prerggsisourses with substantive
course material.

LEGA 210 Civil Litigation, 4 units
Prerequisites: LEGA 101 and LEGA 102 and LEGA 20bypermission.
This is a study of the forms and practice in giribcedure. Students learn to use
legal forms and library materials in order to bevaluable assistance to the
attorney in drafting pleadings, motions, and othezuments required in either
civil or criminal actions. Further study of triahé appeal procedure and the forms
and procedures required by the court clerk's affice

LEGA 211 Advanced Civil Litigation, 4 units
Prerequisite: LEGA 210.
Designed to define and develop in greater deptlskils and knowledge used by
the legal assistant already familiar with litigatipractice. Topics such as federal
practice, handling and organizing a big case, apelate procedure are covered.

LEGA 212 Professional Responsibility and Client Gat, 4 units
Prerequisites: LEGA 101 and LEGA 102 OR LEGA 201may be taken
concurrently.
The objective of this course is to improve and gaarverbal communication
skills in interviewing, negotiating, and advocadyations. The student is
prepared to conduct fact-finding interviews witreats, to listen effectively, and
to prepare reports of information obtained fromc¢hents for the use of the
attorneys. An overview of the ethical consideratiarithin the legal profession is
emphasized.

LEGA 215 Law Office Management, 4 units
Prerequisite: LEGA 101.
This course analyzes the fundamental objectivélseofmanagement of a law
office, the various machines used, basic indeximjfding principles, accounting
methods, and personnel management in the law oMegor attention is given to
the development and use of systemization in theoffiee in order to increase
efficiency and reduce costs.

LEGA 216 Family Law Practice, 4 units
Prerequisites: LEGA 101 or by permission.
This course covers the basic substantive law réggatioptions, guardianships,
non-support, uncontested and contested divorcéd,alstody, and paternity.
Emphasis is given to the use of family court forthg, preparation of pleadings
and proposed decrees, the drafting of propertiesstit agreements, and the use
of interviewing checkilists.
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LEGA 217 Administrative Law, 4 units
Prerequisite: LEGA 101 or by permission.
This course surveys the various functions of govemt agencies and the laws
involving the public sector. Students become aagediwith the procedures
involved in the implementation of public laws ahé general role of the
paralegal in this field.

LEGA 218 Workers' Compensation, 4 units
Prerequisites: LEGA 101 or by permission.
This course involves a study of the Workers' Corspéian Act and the
procedures and steps that are required to assisttibrney in cases involving
such areas as employment, earnings, temporaryilitis@lenefits, permanent
disability benefits, and medical benefits.

LEGA 219 Probate, 4 units
Prerequisites: LEGA 101 or by permission.
This course provides the basic legal conceptseofitbre common forms of wills
and trusts, as well as intestacy; a study of thedmental principles of law
applicable to each; the organization and jurisdictf the probate court, and an
analysis of estate administration and fiduciaryoaoting. Emphasis is on the
practice of probate law including the ability tdléev a probate through courts
and tax agencies to final closing.

LEGA 221 Partnerships and Corporations, 4 units
Prerequisites: LEGA 101 or by permission.
This course provides the student with a familiawith the legal principles and
statutory requirements of business entities comynoséd in California. The
course also involves the preparation of the basotichents required for the
formation, operation, and dissolution of Califorpi@prietorships, general and
limited partnerships, and various forms of corpore.

LEGA 222 Bankruptcy Practice, 4 units
Prerequisites: LEGA 101 or by permission.
The following subjects are included in the courbankruptcy and wage earner
plans, alternatives to bankruptcy, and proceedimgter the Bankruptcy Act from
the point of view of individuals, businesses, aretidors; collection procedures;
handling assets; preparing and filing forms; nedimtn with creditors; discharge,
dischargability, and post-discharge responsibdlitie

LEGA 223 Real Estate, 4 units
Prerequisites: LEGA 101 or by permission.
An introduction to the law and regulations govegiiransactions in California
real estate with instruction in the practical aspef real estate. Includes:
property, contracts, agency, listing, financinge@® liens, encumbrances,
escrows, title insurance, land descriptions, ahdro$ubjects appropriate to the
study of real estate.
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LEGA 230 Evidence, 4 units
Prerequisite: LEGA 101.
The following topics are covered in the coursebpmenas, written
interrogatories, demands for production, requeasadmissions, and demands for
independent medical examinations.

LEGA 290 Special Topics, 1-4 units
Prerequisite: LEGA 101 and upper-division standing.
A variety of topics and subjects of interest whack useful to paralegals are
offered in this course designation. The courseiffered on a regularly
scheduled basis but is available to cover subjegtsanot found in the other
courses.

LEGA 295 Internship, 1-4 units. (may be repeatadip to 8 units)
Prerequisite: Approval of academic chair. (Seeadepental policy for
internships.)
Supervised work experience designed to give gedli$tudents an understanding
of the nature and scope of the paralegal's fundtidhe workplace. Supervision
is provided by the faculty and the cooperating agen Open to upper-division
students meeting the prerequisite.

LEGA 299 Directed Study, 2-4 units.
May be repeated for a maximum of 8 units.
Prerequisite: Advanced standing in the Paralegali& program, consent of the
instructor, and the approval of the academic chair.
This course is designed for qualified studentsratesto pursue advanced study,
including reading, writing, and research in patacwareas related to their degree
program.

126



Department of Early Childhood Education

The programs in the Early Childhood Education Depant are designed for the student
wishing to pursue a career in early childhood etlosa Students may pursue a
certificate, associate degree or bachelor degrdgbisnmajor area. Completion of these
courses and degrees will qualify toward placemantttee Child Development Permit

Matrix issued by the California State DepartmenEdfication, Commission of Teacher
Credentialing.

Department Goal

The goal of the Early Childhood Education Departmemo fully equip students to
pursue and advance in careers involving educatdgcaring for young children.

Careers Related to Early Childhood Education

Early Interventionist Teacher Educator
Infant Teacher Researcher

Preschool Teacher Children’s Book Author
Child & Family Advocate Licensing Specialist

Program Director/Site Supervisor  Inclusion Spesiali

Bachelor of Arts in Early Childhood Education (181units)
A graduate from this program will:

» Develop an understanding of young children’s charatics, needs, and the
multiple influences on their development and leagniwhich will enable them to
create environments that are healthy, respectiypartive, and challenging for
all children

» Study the importance and characteristics of childgréamilies and communities,
and use this understanding to create respectfatioakhips that support and
empower families, and to involve all families ineth child’s development and
learning

* Gain an understanding of the goals, benefits, aed of assessment, and learn to
use observation, documentation, and other effectissessment strategies to
positively influence children’s development andteag

» Learn to design, implement, and evaluate curricuexperiences that promote
positive development and learning for all children

 Develop the skills for administrating and supemgsia successful Early
Childhood Education program within ethical guidebn
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General Education Requirements (77 units)
e Communications (16 units)
o ENGL 101 Written Communications
o ENGL 110 Oral Communications
o Select two of the following:
= ENGL 102 Advanced Written Communications
= ENGL 103 Intensive Grammar
= ENGL 201 Report Writing
» Social and Behavioral Sciences (28 units)
o PS 101 American Institutions
0 Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History I
= HIST 103 U.S. History 1lI
0 Select two of the following:
= PSY 101 Introduction to Psychology
= SOC 100 Interpersonal Communication
= SOC 101 Introduction to Sociology
0 Select one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization Il
= HIST 112 History of Western Civilization 111
= HIST 120 Modern Asian History
0 Upper-Division Social and Behavioral Sciences Elect
o Social and Behavioral Sciences Elective
* Humanities (16 units)
0 Select two of the following
= AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
» REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
= SPAN 101 Elementary Spanish |
0 Upper-Division Humanities Elective
0 Humanities Electives
* Math & Science (13 units)
o Math 100 College Math
o0 Select one of the following:
= SCI 120 & 121 Human Biology and Lab
= SCI 130 & 131 Environmental Science and Lab
o Math or Science Elective
* Technology (4 units)
o ADM 120 Computer Applications
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ECE Major Requirements (57 units)
 ECE 101 Child Growth and Development |
» ECE 102 Child Growth and Development II
 ECE 105 Child and Society
* ECE 110 Curriculum Development: Developmentally Aygiate Practice
» ECE 135 Internship in ECE/Work Experience
» ECE 150 Adult Supervision
 ECE 200 Development of Language
» ECE 205 Cognitive Development
» ECE 210 Social and Emotional Development
 ECE 215 Research and Assessment in ECE Programs
* ECE 237 Development of Childcare Programs
» ECE 238 Supervision of Childcare Programs
» ECE 240 Advanced Internship in Early Childhood Eatian/Work Experience
» ECE Elective
Free Electives (47 units)
Note: All bachelor degree students must completeta of 60 upper-division
units; therefore, choose all elective courses thith requirement in mind.

Associate in Arts in Early Childhood Education (90Units)

General Education Requirements (60 units)
» Communications (12 units)

o ENGL 101 Written Communications

o ENGL 110 Oral Communications

o0 Select one of the following:
= ENGL 102 Advanced Written Communications
= ENGL 103 Intensive Grammar

» Social and Behavioral Sciences (20 units)

o PS 101 American Institutions

o0 Select one of the following:
= HIST 101 U.S. History |
= HIST 102 U.S. History Il
= HIST 103 U.S. History I

o Select two of the following:
= PSY 101 Introduction to Psychology
= SOC 100 Interpersonal Communication
= SOC 101 Introduction to Sociology

o0 Select one of the following:
= PS 105 Modern World Issues
= HIST 110 History of Western Civilization |
= HIST 111 History of Western Civilization Il
= HIST 112 History of Western Civilization 11|
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= HIST 120 Modern Asian History

* Humanities (12 units)
0 Select two of the following
= AM 101 Art & Music Appreciation
= PHIL 101 Introduction to Philosophy
» REL 101 Great Religions of the World
= LIT 101 Introduction to Literature
= SPAN 101 Elementary Spanish |
0 Humanities Elective
* Math & Science (12 units)
o Math 100 College Math or Math 101 College Algebra*
0 Select one of the following:
= SCI 120 Human Biology
= SCI 130 Environmental Science
o Math or Science Elective
* Technology (4 units)
o ADM 120 Computer Applications
* ECE Major Requirements (30 units)
o ECE 101 Child Growth and Development |
ECE 102 Child Growth and Development I
ECE 105 Child and Society
ECE 110 Curriculum Development: DAP
ECE 135 Internship in ECE/Work Experience
ECE 150 Adult Supervision
ECE Electives: 6 units

OO0 O0OO0OO0Oo

*If a student is planning to transfer with the Adegree, he/she should consult the
receiving institution regarding its math requiremen

ECE Certificate Programs

Early Childhood Education Associate Teacher (20 uis)
(2-3 quarters)

ECE 101 Child Development |
ECE 102 Child Development Il
ECE 105 Child & Society

ECE 110 Curriculum Development
ECE Elective

Students working toward receiving their Child Deyhent Permit would need to meet
the 50-dayExperience Requirement listed on the matrix (see below). All requiredtsn

must be completed with a “C” or better in each seurAt least half of the units must be
completed at Humphreys College. Students are medjuo take the English Placement
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test to begin the program. Depending on placeragamination scores, students may
need to take English preparation courses.

Early Childhood Education Teacher (52 units)
(6 Quarters)

ECE Requirements (36 units) General Education Requirements (16 units)
ECE 101 Child Development | ENGL 101 Written Coomitations
ECE 102 Child Development I Social Science Elect

ECE 105 Child & Society Humanities Elective

ECE 110 Curriculum Development Math or Sciencecive

ECE 150 Adult Supervision
ECE Electives (16 units)

Students working toward receiving their Child Deyhent Permit would need to meet
the 175-day classrooiExperience Requirement listed on the matrix. All required units
must be completed with a “C” or better in each seurAt least half of the required units
must be completed at Humphreys College. Studemetsemuired to take the Math &
English Placement test to begin the program. Déipgnon placement examination
scores, students may need to take math and/ordBnieparation courses.
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Humphreys College Child Development Permit Matrix

Permit Title

Education Requirement

Experience Rexmént

Associate Teacher

ECE 101- Child Development |
ECE 102- Child Development I
ECE 105- Child & Society
ECE 110- Curriculum Development
ECE Elective (2 Units)
18 units

50 days of 3+ hours per day within 2

years
or

ECE 135 & 136 Internships

2
”

Teacher

ECE 101- Child Development |
ECE 102- Child Development II
ECE 105- Child & Society
ECE 110- Curriculum Development
ECE Electives (20 units)
Communications (4 units)
Social Science (4 units)
Humanities (4 units)
Math & Science (4 units)
52 units

175 days of 3+ hours per day within
4 years
or

ECE 135- Internship

ECE 136- Internship

ECE 240- Internship

and 100 days of 3+ hours per day
within 4 years

0,
o

Master Teacher

ECE 101- Child Development |
ECE 102- Child Development Il
ECE 105- Child & Society
ECE 110- Curriculum Development
ECE 150- Adult Supervision
ECE 237- Development of CC Programs
ECE 238- Supervision of CC Programs
ECE Electives (20 units)
Communications (4 units)
Social Science (4 units)
Humanities (4 units)
Math & Science (4 units)

65 units

350 days of 3+ hours per day within
4 years

3
”Q

Site Supervisor

AA Degree including:
ECE 101- Child Development |
ECE 102- Child Development Il
ECE 105- Child & Society
ECE 110- Curriculum Development
ECE 150- Adult Supervision
ECE 237- Development of CC Programs
ECE 238- Supervision of CC Programs
ECE Electives (8 units)

90 units

350 days of 3+ hours per day within
4 years including at least 100 days
supervising adults

3
”Q

D

Program Director

BA Degree including:
ECE 101- Child Development |
ECE 102- Child Development Il
ECE 105- Child & Society
ECE 110- Curriculum Development
ECE 150- Adult Supervision
ECE 237- Development of CC Programs
ECE 238- Supervision of CC Programs
ECE Electives (8 units)

181 units

350 days of 3+ hours per day within
4 years including at least 100 days
supervising adults and one program
year of Site Supervisor experience

0,
o

D

« Alternative qualifications are available as stated on the Gld Development Permit Matrix
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Courses in theDepartment of Early Childhood Education

ECE 101 Child Growth and Development I, 4 units
(This course may be used as a Social Science elective.)
This course is designed to introduce the studenth® discipline of child
development. History, theory, and the topic of geseare examined along with
child growth and development from conception thitougs months of age.
Emphasis is placed on physical, cognitive, soaatl emotional growth with the
concept of nurturing the “whole” child as a focU$eories examined include:
psychoanalytic, cognitive, behavioral, and socititral. Current research on
brain development and multiple intelligences islesgd.

ECE 102 Child Growth and Development II, 4 units

(This course may be used as a Social Science elective.)

This course is designed to explore a child’s growtid development from
preschool (36 months) through middle childhood é&rg). Physical, cognitive,
social, and emotional growth is examined with déston emphasizing the
relationship each domain has with the others. Tétexa perspectives include:
psychoanalytic, cognitive, behavioral, and socititcal. Learning styles are
discussed with a focus on Gardener’s theory ofiplalintelligences. In addition,
Maslow’s theory of basic needs and the importantecuiture to a child’'s
development are introduced.

ECE 105 Child and Society, 4 units
(This course may be used as a Social Science elective.)
This course is designed to examine the interadbetween the child and the
society. Focus is on the child, the family, therpg®up, the school, the culture,
and the community systems as they relate to edwr @ind influence a child’s
growth and development.

ECE 110 Curriculum Development: Developmentally Agpiate Practice, 4 units
Prerequisites: ECE 101, ECE 102
This course examines developmentally appropriaéetiwe in the ECE program
as it relates to the development and implementatfocurriculum. Methods for
creating centers of interest appropriate to the E€fing are a major focus and
the use of integrated curriculum, thematic unitddftrips, and guest speakers as
a means of planning and implementing activities iiafants, toddlers, and
preschoolers is explored.

ECE 115 Child Discipline and Guidance, 4 units
Prerequisite: Approval of the academic chair.
(This course may be used as a Social Science elective.)
The purpose of this course is to familiarize theEEStudent with appropriate
methods of guidance and discipline. Definitions ftive terms guidance,
discipline, and punishment are discussed along théhr relationship to parenting
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and teaching styles. Students learn to set up pppte environments for infants,
toddlers, and preschoolers that will minimize bebial problems and facilitate
positive interaction among children and staff. Anderstanding about the
functionality and use of appropriate limits is gain effective communication
skill will be taught, and effective teaching stgits are developed.

ECE 120 Caring for Children with Special Needsn#su
Prerequisites: ECE 101, ECE 102 or by approvatatiamic chair.
(This course may be used as a Social Science elective.)
This course examines the inclusion of the childhvéipecial needs in the early
childhood program. Identification, screening, ahe teferral of children with
special needs are part of the focus along withslative mandates related to
inclusion. The strategies for the full inclusionaothild with special needs and the
process of making “reasonable accommodationshemphysically, mentally, and
behaviorally challenged child are discussed.

ECE 125 Health, Safety, and Nutrition, 4 units
Prerequisite: Approval of the academic chair.
(This course may be used as a Social Science elective.)
This course provides students with the opportumityexamine the issues of
health, safety, and nutrition in child developmprigrams and family childcare
homes. Topics include emergency preparedness,omnvéntal safety in child
care, prevention of infectious disease, exclusioficigs, mandated reporting,
appropriate meal patterns for infants through sthge children, and safety
standards for food storage and preparation.

ECE 130 Infant and Toddler Care, 4 units
Prerequisites: ECE 101, ECE 102 or by approvatatiamic chair.
This course provides the student with knowledgeirfgplementing appropriate
practice in infant and toddler care. Stages of ¢novand development,
temperamental traits, and attachment are examisedvedl as best practice
strategies in infant/toddler care. Continuity ofegasmall group sizes, and primary
care are emphasized. Health and safety, licenggginements, setting up the
environment, and the impact of culture and pargngiyles are also discussed.

ECE 135 Internship in Early Childhood Education/WE&xperience, 4 units
Prerequisites: ECE 101, ECE 102.
This course is designed to prepare students fahieg in various types of ECE
programs. Participation involves observing, plagninand implementing
developmentally appropriate learning activities fdrildren ranging from six
weeks to five years of age. Students are expeotedltaborate with other ECE
students, teachers, and site administrators andnteyact with children in
approved ECE settings as they gain necessary gkilsmployment.
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ECE 136 Internship in Early Childhood Educatiommts
Prerequisites: ECE 101, ECE 102, ECE 135.
Students participating in this course are involireglanning, implementing, and
evaluating developmentally appropriate learningegigmces for the child ages
two through five years. Child observation, learnatigjectives, and assessment are
part of the experience as students are preparingrnfiployment in a variety of
child development programs.

ECE 140 Math and Science Experiences, 4 units

Prerequisites: ECE 101, ECE 102 or by approvatatiamic chair.

This course is designed to assist the early chddh@ducator with the
development of appropriate math and science expmgefor children age two
through five years. A variety of mathematical angstific concepts are explored
as are how to plan and implement activities. Sttglane given curricular and
material resources that enable them to provide retmcmath and science
activities for young children and links with chi@r's literature to enhance
learning potential.

ECE 145 Child Observation, 4 units

Prerequisites: ECE 101, ECE 102 or by approvatatiamic chair.

This course is designed to educate ECE professi@iadut methods available for
studying and observing children’s behavior. Stugeare introduced to a variety
of techniques and methods used to observe, reanddinterpret patterns related
to a child’s growth and development. Opportunif@sobserving, recording, and
analyzing children’s behavior in a variety of sags are provided. Ethical
considerations are emphasized and skills for wgrkiith children are developed.

ECE 150 Adult Supervision, 4 units
Prerequisites: ECE 101, ECE 102.
The purpose of this course is to provide the EQiestt with the necessary skills
to mentor adults in ECE classrooms. Supervisioa/uation, and professional
growth are among the topics to be covered as stsiqeepare for the role of
mentoring student teachers, new assistant teatdabkérs, volunteers, and other
adults in the childcare setting. Ethical practiass emphasized.

ECE 155 Children’s Literature, 4 units
Prerequisites: ECE 101, ECE 102 or by approvatatilamic chair.
This course is designed to assist parents, studants educators interested in
learning how to utilize literature to nurture aldl growth and development.
Participants become knowledgeable about selecppgogriate stories and books
for young children, how to effectively use them hiit curriculum, and how to
incorporate the use of puppets and flannel boatal time classroom setting. The
concept of developing a child’s creative, cognitisecial, cultural, and emotional
growth is emphasized.
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ECE 165 The Value of Play, 4 units
Prerequisites: ECE 101, ECE 102 or by approvatatiamic chair.
This course is recommended for ECE students, pgarigachers, and family child
care providers. It involves the subject of play atsdvalue to a child’s overall
growth and development. The focus is on infantdled and pre-school age
children and their play patters. The needs of childcand cultural aspects as they
relate to play are addressed. Developmentally gpjate play materials and
activities are also be explored.

ECE 170 - Professionalism in Early Childhood Edigcaf{4 units)
Prerequisites: ECE 101, ECE 102.
This course is recommended for ECE students, daitd administrators, family
daycare and childcare providers, and other prafaass working in fields serving
children. It provides a comprehensive look at M&EYC Code of Ethical
Conduct, employment opportunities in education, ahd laws related to
mandated reporting. Topics discussed will includghical issues, professional
growth planning, job search, resumes, interviews, gkills, occupational safety
and the California Child Abuse & Neglect Reportlragw.

ECE 175 Anti-Bias Curriculum, 4 units
Prerequisites: ECE 101, ECE 102 or by approvatatiamic chair.
This course focuses on methods for developing at-b&as curriculum
appropriate to the early childhood setting. Stuslgi@iin an understanding of anti-
bias curriculum as it relates to planning and impating activities, setting up
environments, selecting children’s literature andsimm, and communication.
Culture, ethnicity, and gender are among the aveépstential bias examined.

ECE 180 Caring for Children with Autism and othas@ders, 4 units
Prerequisite: Approval of the academic chair.
This course is designed for ECE students, adma@ts, and parents interested in
learning about autism and other disorders whichcaf€hildren. The definitions
and potential causes of these disorders are dedumsd students are provided
with knowledge about characteristics. Methods faeting the physical, social,
and cognitive needs of children with these disw@ee a primary focus.

ECE 199 Special Topics, 1-4 units
Prerequisite: ECE 102, ECE 102, ECE 105.
A specialized lower-division course focusing onaaea directly related to ECE.

ECE 200 Language Development, 4 units
Prerequisites: Completion of lower-division ECE smwork or by approval of
academic chair.
The purpose of this course is to provide the adednECE student with
comprehensive knowledge about the developmeningiuiage. Chomsky’s theory
of language acquisition and Skinner’'s theory of awbrism as it relates to
language development are emphasized. Students dbaut the developmental
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sequence related to language acquisition and metlard fostering language
development. Identification for problems with speetevelopment and multi-
linguistic influences are discussed.

ECE 205 Cognitive Development, 4 units
Prerequisites: Completion of lower-division ECE smwork or by approval of
academic chair.
(This course may be used as a Social Science elective.)
Theories about cognitive development are examinethis course designed for
the advanced ECE student. Special emphasis is dolace the following
developmental theorists: Piaget, Vygotsky, Brun&kinner, Maslow, and
Gardener. Advancements in research related to deaialopment, how cognition
develops, and ways to facilitate this developmentaung children are explored.

ECE 210 Social and Emotional Development, 4 units
Prerequisites: Completion of lower-division ECE smwork or by approval of
academic chair.
(This course may be used as a Social Science elective.)
In this course, the advanced ECE student becomaBdawith the importance of
the social and emotional domains as they relat@ ¢hild’s overall growth and
development. Erikson’s theory of psychosocial depeient is emphasized and
the influence of temperament and attachment is gen Students learn about
the professional and moral responsibility thatyeahildhood educators have with
regard to developing esteem and pro-social behavipoung children, as well as
methods that promote healthy development in thesssesa

ECE 215 Research and Assessment in ECE Programngts4
Prerequisites: Completion of lower-division ECE =mwork or by approval of
academic chair.
Students enrolled in this course gain knowledgauabesearch methods as they
relate to child development along with assessmealstappropriate to ECE
programs. Specific methods of research and etbmasiderations are discussed.
Students learn to assess ECE programs, becomdaiamith assessment tools
used with children of various ages, and how to Wgveand complete staff
evaluations.

ECE 220 Community Collaborations in Early Childhdediucation, 4 units
Prerequisites: Completion of lower-division ECE r=mwork or by approval of
academic chair.
(This course may be used as a Social Science elective.)
This course explores the types of ECE programstheid relationships to each
other as well as community agencies. Students beckmowledgeable about
services and support systems available to ECE anogirand how to enter into
collaborative relationships. Social service agen@ee focused on as well as
establishing connections to local resource andnadfagencies.
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ECE 225 Cross-Cultural Child Development, 4 units
Prerequisite: Approval of the academic chair.
(This course may be used as a Social Science elective.)
Child rearing across cultures is examined in th@mpgrehensive course
recommended for the advanced ECE student and ptbfssionals working with
children and adolescents. Students have the oppiyrtio learn about historical
and current trends and issues related to differelitires. Among those explored
are Asian, Hispanic, Native American, European, Anterican. Cross-cultural
communication, discipline, parenting, educationaditions, religion, and
recreation are a few of the topics to be discussed.

ECE 230 Children’s Art, 4 units
Prerequisite: Completion of lower-division ECE cgework or by approval of
academic chair.
This course is designed to provide the student witmprehensive knowledge
about children’s art and its importance to a childverall growth and
development. Developmental stages as they rela@ttand its function as a
means of enhancing cognitive skills are discusasdwell as art as part of the
ECE curriculum and how it relates to a child’s sdeind emotional well-being.

ECE 237 Development of Childcare Programs, 4.5sunit
Prerequisites: Completion of lower-division ECE gmwork or by approval of
academic chair.
This course is designed to help students identfyiaistrative styles and roles in
a childcare setting. Students discuss ways to er@atpositive climate of
community and how to motivate and encourage stfious types of child care
facilities are examined. The steps of the licengingcess and its purpose are
explored. Students examine the function and purpafsdoards, articles of
incorporation, and bylaws. Students study the btidgeprocess and are
introduced to resources available for funding ddchare program. Developing
and equipping a new center are discussed.

ECE 238 Supervision of Childcare Programs, 4.5sunit
Prerequisites: Completion of lower-division ECE smwork or by approval of
academic chair.
This course is designed to help students idertigéynbajor sections of a personnel
policy and understand the interview process. Stisdéiscuss the implications of
the laws pertaining to servicing children with didiéies in a child care setting.
The rationale for different types of child groupiisgexamined. The need for staff
training is explored. Students examine the profasmonitoring procedures for
caring for injured or sick children. Students stutlg importance of evaluating
center components and discuss how to develop piofed development
strategies and the components of a parent program.
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ECE 240 Advanced Internship in Early Childhood Eation/Work Experience, 4 units

Prerequisites: Completion of lower-division ECE =sawork.

This course is designed for the experienced ECHegsmnal who desires to
experience professional growth in a variety of ardaurriculum planning and
implementation, staff collaborations and evaluatiguality program review, and
desired results are explored. Students have anriopgty to give input regarding
to their personal needs and issues related to gmiofeal growth. Coursework is
developed to address those needs.

ECE 245 Working with Children at Risk, 4 units
Prerequisites: Completion of lower-division ECE smwork or by approval of
academic chair.
(This course may be used as a Social Science elective.)
This course is designed to provide knowledge to E@E professional about
working with children at risk. Areas covered inctuidientification of risk factors,
impact on a child’s overall growth and developmesttategies for intervention,
and working with the families of children at risk.

ECE 250 Chemical Dependency Issues in Familiegjt4 u
Prerequisite: Approval of the academic chair.
(This course may be used as a Social Sciences elective.)
This course is designed to educate the student abemical dependency and the
impact it can have on a child’s growth and develeptirom conception through
the developmental years. Identification of risktéas for children and adults,
types of chemicals and their effects, and copimgtesgies including interventions
are discussed. Impact on family structures is exploand information about
community agencies available for support is prodide

ECE 299 Advanced Special Topics, 1-4 units

Prerequisite: Completion of lower-division ECE csawork.
An intensive upper-division course focusing on eraalirectly related to ECE.
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