
















































































































































































































































































































































































CIS151 Introduction to DOS - 4 Hrs.

Prerequisite: CIS112

This course introduces the students to the fundamentals of computer
operating systems. The Microsoft Disk Operating System (MS-DOS) will be
used as a tool to teach operating system installation and command line skills.
The experience gained in this course will be applicable to other more complex
operating systems.

CIS155 Java Programming - 4 Hrs.

Prerequisite: CIS113

This course provides a foundation for programming in Java. The elements
of the language are covered as well as compiling, methods and classes.
Techniques used for implementing applications are also discussed.

CIS160 C++ Programming - 4 Hrs.

Prerequisite: CIS113

The student will learn intermediate programming and problem solving
techniques using C++. Students will interface design, built-in and user defined
data types; structured types, data abstraction and classes; arrays of records
and class objects; array processing and array based lists; pointers, dynamic
data and reference types; linked structures and recursion. Object-oriented
programming techniques will be introduced in this course. A lecture period will
be followed by instructor-assisted lab time to provide students with hands-on
learning experience.

CIS161 Linux Operating System - 4 Hrs.

Prerequisite: CIS151

This course serves as an introduction to the Linux operating system. Students
will begin with the installation of a popular Linux distribution. Then they will learn
the basics of file management, shell scripting, and the boot process. Students
will also explore network configuration and security. By the end of the course,
students will be able to use command line tools to perform common tasks.

CIS171 Desktop Troubleshooting - 4 Hrs.

Prerequisites: CIS112 and CIS114

Students will learn to methodically diagnose and repair problems with
computer systems. Computer setup, driver installation, and troubleshooting
strategies are emphasized. They will also learn how to ask questions and
successfully interact with end users.

CIS181 Windows Desktop Administration - 4 Hrs.

Prerequisite: CIS111

This course provides students with the knowledge and skills necessary to
install and configure Microsoft Windows on a desktop computer. Students
will learn about the various tools for administering and configuring the system,
including the Microsoft Management Console, control panel, and registry
editor. (Formerly MSE110 Windows Desktop Operating System)
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CIS202 Systems Analysis and Design - 4 Hrs.

Prerequisite: CIS113

Students will learn structured systems analysis and design techniques.
Students will be introduced to the five high-level functions in the modern
systems development life cycle. This course will cover systems planning,
systems analysis, systems design, systems implementation, and systems
support. Students will learn these functions by applying the techniques
studied to a real-world model or case study selected by the instructor.

CIS208 Database Management - 4 Hrs.

Prerequisites: CIS112 and CIS114

This course investigates advanced database concepts such as database
administration, technologies, and the selection and acquisition of DBMS
(Database Management Systems). The student will study data modeling
and system development in a database environment. This course will review
data flow diagramming, context diagrams, and entity-relationship models.
Students will learn these models by applying the techniques studied to a real-
world model or case study selected by the instructor.

CIS210 Desktop Publishing - 4 Hrs.

Prerequisite: CIS114

Students will be introduced to key desktop publishing concepts and
develop the skills required to produce professional-looking documents
using desktop publishing software. Through lectures and demonstrations
students will become familiar with image acquisition, copyright practices,
typography, proof of print process, to help create appealing publications
for a variety of media. A lecture period at the beginning of class will be
followed by instructor-assisted lab time providing students with hands-on
learning experience.

CIS215 Web Graphics - 4 Hrs.

Prerequisite: CIS114

This course is an introduction to resolution-dependent raster graphics,
vector motion graphics, and resolution-independent vector graphics for the
Web. Using the industry standard in graphics software, students enrolled
in this course will learn the concepts of creating graphical images for the
Web. Additional topics include, but are not limited to, image acquisition,
color modes, resolutions, web compatible file formats, file size optimization,
principles of animation, and vector design and drawing tools.

CIS218 Network Communications - 4 Hrs.

Prerequisite: CIS112

This course is designed to teach the student computer networking concepts.
The information presented includes how to configure and operate a variety of
networking products. Topics include networking media, topologies, protocols,
standards, and IP subnetting.
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CIS220 Web Programming - 4 Hrs.

Prerequisites: CIS120 and CIS113

This course is an introduction to client-side and server-side scripting for the
World Wide Web. Students enrolled in this course will learn to utilize JavaScript
to enable dynamic content within HTML (Hypertext Markup Language) web
pages. Students will also be given a broad overview of technologies such as
PHP, ASP, and server-side includes, along with their interaction with specific
web server software. Additional topics include, but are not limited to, forms,
functions, properties, events, variables, and arrays.

CIS236 Computer Forensics - 4 Hrs.

Prerequisites: CIS111, CIS151 and CIS161

This course is an introduction to the history of computer forensics and
the many tools used in computer investigations. Students will engage in
discussions involving the functions of computer forensic workstations and
software, recognize the physical layout of a computer forensics lab, determine
reasonable expectations of forensics tools, identify the significance of digital
evidence, discuss the goals of the Honeynet Project and recognize the roles
of the client and server in email. Projects utilizing the information presented
will be completed in a secured lab environment.

CIS250 Data Structures - 4 Hrs.

Prerequisite: CIS113

This course is an introduction to the concepts of various data representation tech-
niques. Topics include data structures such as the stack, queue, linked list, and
binary tree. Students will learn to implement various search and sort techniques
and determine when each is appropriate. A lecture period will be followed by in-
structor-assisted lab time to provide students with hands-on learning experience.

CIS281 Windows Network Administration - 4 Hrs.

Prerequisite: CIS181

Students will learn to administer the Windows Server operating system as well as
plan and implement a Microsoft Windows Network. Topics include, but are not
limited to, account management, file systems, remote access, security, network
protocols, name resolution, virtual private networks, and Active Directory services.

CIS290 Object-Oriented Programming - 4 Hrs.

Prerequisite: CIS113

Students will expand their knowledge of object-oriented programming
techniques. Topics will include class methods and reusing classes, function
templates and class templates, and stream input and output. An introduction
to Microsoft Foundation Classes is also included in this course.

CIS299 Internship - 4 Hrs.

Prerequisites:  Permission of the Program Director and availability of
employment opportunity

The student will work in a professional environment in order to gain relevant
work experience and learn how to operate in a structured work setting. A
Minimum of 160 hours on the job is required.
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CIS302 Advanced Systems Analysis and Design - 4 Hrs.

Prerequisite: CI1S202

Methodology of building a complete computer based information system
including techniques and tools of system specification and development.
Students will complete a real-world case study to gain practical experience
in using the Systems Development Life Cycle to build a computer-based
information system.

CIS318 Advanced Network Communications - 4 Hrs.

Prerequisite: CIS218

Advanced Network Communications covers the theories, designs, and
technologies utilized in current data communication networks. The students
will study the functions, performance and capacity, and management of
multiple network architectures. Upon completion of this course, students will
have an understanding of current data communication techniques.

CIS320 Java Programming and Web Design - 4 Hrs.

Prerequisite: CIS220

This course covers the field of Web programming using the Java programming
language. The students will learn Internet and web-based applications, design
and development of multimedia systems, user interface design, Gateway Interface
Scripting (CGl), and VRML. Alecture period will be followed by instructor-assisted
lab time to provide students with hands-on learning experience.

CIS325 Advanced Internet Topics - 4 Hrs.

Prerequisites: CIS120 and CIS218 or CIS318

This course is an overview of Internet communications. Topics covered
include website design, Internet application development, and web server
administration. The student will have an understanding of the general
concepts involved in taking a website from inception to completion. A lecture
period will be followed by instructor-assisted lab time to provide students with
a hands-on learning experience.

CIS328 Database Management I: Disaster Recovery - 4 Hrs.

This course introduces key concepts for developing disaster recovery
procedures. Discussions on how an organization develops a disaster
recovery philosophy, organizes a planning team, assesses risks, develops and
documents policies and procedures, selects and trains emergency response
teams and tests their effectiveness in live simulations. Case projects are
included as students engage in several exercises.

CIS338 Database Management ll: Security and Auditing - 4 Hrs.
Prerequisite: CIS328

This course is designed to provide the student with an understanding of
security concepts and practices in general and those specific to database
security in a highly detailed implementation. The student will be shown how
to develop database applications, embedding simple to sophisticated security
and auditing models.
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CIS340 File Organization and Management - 4 Hrs.

Prerequisite: Concurrent enrollment or completion of CIS250

This course is an introduction to file organizations and access methods.
Topics include sorting and merging operations as well as hashing schemes
for storage and retrieval. Projects involve data validation, data creation and
updating of files, simulation and/or implementation of direct and indexed files.

CIS348 Database Management lll: Management of Information Security - 4 Hrs.
Prerequisite: CIS328

This course is designed to provide the student with an opportunity to gain
insight into several of the many aspects of the field of information security
management. Case readings provide a mixture of material that offers advice
about management practices that are founded on solid theoretical structure.
Both academic and practical treatment will be given to the material presented.

CIS350 Information Technology - 4 Hrs.

This course is a study in the management of information technology resources
and the effects of information technology on organizations. Current trends in
information technology, including competitive and strategic uses of information,
and identifying and accessing information sources will be utilized to provide
students with an understanding of this rapidly changing environment.

CIS400 Information Technology Management - 4 Hrs.

Prerequisite: All CIS core courses completed

Examination of client/server concepts, components, and operations as
related to the business environment. This course will provide students with
an opportunity to improve research skills, gather data, and synthesize that
data toward workable conclusions. The student will complete a real-world
project related to his/her employment environment. Statistical analysis
concepts and methods will be utilized in data collection and measurement
of results. Topics include major business operating system platforms,
relational database designs, structured query language, trends in database
products and applications, and local and wide area networking technologies
utilized in business.

CIS499 Internship - 4 Hrs.

Prerequisites:  Permission of the Program Director and availability of
employment opportunity

This course provides an opportunity for the student to apply the skills
and knowledge gained in the areas of Computer and Information Science
and Management Information Systems in a professional setting. At the
conclusion of the internship, the student will be expected to provide an
analysis of the work experience. The analysis will include how knowledge
gained through previous coursework was applied on the job, what
knowledge was gained from the experience, how that knowledge may be
applied toward future opportunities, etc. A minimum of 160 hours on the
job is required.
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ECONOMICS

ECO144 Introduction to Macroeconomics - 4 Hrs. (1Al S3 901)

This course introduces the student to the nature of macroeconomics. The
course considers concepts of scarcity and the world of trade-offs, supply
and demand, the macro economy, measuring the economy’s performance,
economic growth, classical and Keynesian macro analyses, consumption,
income and the multiplier effect, and issues related to the global economy.

ECO0145 Introduction to Microeconomics - 4 Hrs. (IAl S3 902)
Prerequisite: ECO144

This course introduces the student to the nature of microeconomics. The
course considers concepts of scarcity and the world of trade-offs, supply and
demand, consumer choice, demand and supply elasticity, the firm, perfect
competition, monopoly, and environmental economics.

ECO0325 The Federal Reserve and Financial Institutions - 4 Hrs.
Prerequisites: ECO144 and ECO145

A study of the foundations of the Federal Reserve System, the regulations that
support this system, and the role it plays in supporting and controlling financial
institutions.

ECO0350 Money and Banking - 4 Hrs.

Prerequisites: ECO144 and ECO145

A study of the theory of money and banking, factors influencing demand and
supply of money, analysis of current policy issues, operations of commercial
banks and the Federal Reserve System.

ENGLISH

ENG100 Basic English Skills - 4 Hrs.
This course focuses on the development of knowledge and skills necessary
for success in composition and other courses which require written language
skills. English grammar, punctuation, capitalization, spelling, and paragraph
construction receive primary attention.

ENG109 Principles of Speech - 4 Hrs. (IAl C2 900)

A study of and participation in oral communication processes, including
the self as a communicator, verbal and nonverbal communication, cultural
expectations, cooperation, and conflict resolution. Experiential exercises
encourage understanding and interpretation of the student’s own and other
people’s attempts at communication. Students will be required to deliver a
minimum of three substantial speeches extemporaneously.
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ENG111 Business Communications - 4 Hrs.

A study of the uses of writing and other aspects of communication in business and
industry. The principles of grammar and composition are applied to the writing
of business letters and reports. Students also develop useful skills which will in-
crease their ability to write brief, expository papers, free from grammatical errors.

ENG116 Composition - 4 Hrs. (IAl C1 900R)

Prerequisites: A score of 38 or better on written communication portion of the
entrance examination and CIS114

A course designed to perfect composition skills with competencies in critical
thinking and integration of knowledge with accurate usage, vocabulary,
spelling, grammar, and punctuation. Throughout the course, students are
exposed to self-discovery and source writing. A research paper is required.

ENG117 Advanced Composition - 4 Hrs. (1Al C1 901R)

Prerequisite: A minimum of “C” in ENG116 or its equivalent

An advanced composition course designed to improve composition skills
through writing essays that persuade and present an argument. The course
also includes writing essays that analyze argumentative and persuasive
essays. Aresearch paper is required.

ENG120 Interpersonal Communications - 4 Hrs.

Prerequisite: CIS114 or permission of the Program Director

A study of and participation in communication processes, including the self as a
communicator, verbal and nonverbal communication, cultural expectations, coop-
eration, and conflict resolution. Experiential exercises encourage understanding
and interpretation of the student’'s own and other people’s attempts at communi-
cation. At least one face-to-face presentation with visual aids is required.

ENG185 Introduction to Literature - 4 Hrs. (1Al H3 900)

An introductory course to the major literary genres: prose, poetry and
drama, exposing students to the characteristics, terminology and elements
of each. Students will read examples of the various types of literature from
a variety of historical and thematic perspectives. Students will be expected
to demonstrate understanding of the material through a variety of written
assignments including but not limited to personal essays, critical reviews,
comparisons, and analyses of assigned readings.

ENG230 Masterpieces of Literature - 4 Hrs. (IAl H3 906)

Prerequisite: ENG117

Masterpieces of Literature is a survey course covering great drama, poetry,
and fiction selections. This course will concentrate on masterpieces of the
Ancient World, including selections from Homer, Plato, Aristotle, Virgil, and
the New and Old Testaments; Masterpieces of the Middle Ages, including
The Divine Comedy, Sir Gawain and the Green Knight, and The Canterbury
Tales; and Masterpieces of the Renaissance, including selections written by
Christopher Marlowe (1564-1593), William Shakespeare (1564-1616), John
Donne (1572-1631), and John Milton (1608-1674).
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ENG260 Grant Writing - 4 Hrs.

This course will present the foundations and basic skills needed to participate in
the grant writing process. Primary focus areas will include researching and writing
grant proposals as well as exploring funding sources. Emphasis will be placed on
the writing process to include strategy for acceptance of grant proposals.

ENG300 Introduction to Non-fictional Prose - 4 Hrs.

Prerequisite: ENG117

Reading and analysis of non-fictional prose in a variety of forms and from a variety
of periods, including approaches to determining literary meaning, form, and value.

ENG310 Technical Writing - 4 Hrs.

Prerequisite: ENG117

Introduction and practice in editing, proposals, and analytical writing; attention
given to style manuals, research writing, technical terminology, and (as
needed) publication. Computer assisted.

ENG319 Survey of American Literature | - 4 Hrs. (1Al H3 914)
Prerequisite: ENG117

A study and analysis of representative texts of literature in the United States
from its beginnings to the realistic period.

ENG320 Survey of American Literature Il - 4 Hrs. (1Al H3 915)
Prerequisite: ENG117

A study and analysis of selected writings by the major authors of American
literature. The course encompasses the ideas and artistic expression of
American prose from the realistic period to the present.

ENG330 Creative Writing: Fiction - 4 Hrs.

Prerequisite: ENG117

Students will understand the structure and elements of fiction and the writing pro-
cess, produce fully developed works of fiction, and demonstrate an understanding
of the critical terminology of the creative writer. A minimum of 45 pages of original
work is recommended. Journals, a midterm, and a final exam are also required.

ENG331 Creative Writing: Literary Non-fiction - 4 Hrs.

Prerequisite: ENG117

Students will understand the structure and elements of literary non-fiction
and the writing process, produce fully-developed works of non-fiction, and
demonstrate an understanding of the critical terminology of the creative
writer. A minimum of 45 pages of original work is recommended. Journals, a
midterm, and a final exam are also required.

ENG340 The American Short Story - 4 Hrs. (IAl H3 901)

Prerequisite: ENG117

A study of the shaping and development of the modern short story as a literary
form by American writers, from the early 19th century to the present. Analysis
will include determining literary meaning, form, and value.
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FINE ARTS

FA110 Art Appreciation - 4 Hrs. (1Al F2 900)

A survey of the visual arts (painting, drawing, printmaking, sculpture and
architecture) as they transmit cultural traditions and humanistic and aesthetic
values. This course examines historical, social and technological factors that
contribute to understanding the function and meaning of works of art.

FA120 Music Appreciation - 4 Hrs. (IAl F1 900)

This course introduces the student to representative music masterpieces
through perceptive listening. Emphasis is on the elements of music, various
musical forms and periods, and great composers and performers.

FA300 20th Century American Fine Arts | - 4 Hrs. (IAl HF 900)
Prerequisite: ENG117

This course is a chronologically organized interdisciplinary survey of the
significant intellectual, literary, philosophical, visual art, music and other
performing arts expressions from the major epochs of the early American 20th
Century (1900 - 1950).

FA301 20th Century American Fine Arts Il - 4 Hrs. (IAl HF 901)
Prerequisite: ENG117

This course is a chronologically organized interdisciplinary survey of the
significant intellectual, literary, philosophical, visual art, music and other
performing arts expressions from the major epochs of the late American 20th
Century (1950 - 2000).

FINANCE

FIN200 Principles of Finance - 4 Hrs.

Prerequisites: ACC101, ACC105 and MAT130 or higher

An analysis of the factors governing financial management. The course
examines the management of short-term assets, the sources and cost of long-
term capital investment, and investment decision-making factors. Students
acquire a knowledge of how to utilize accounting data from financial statements
in financial analysis by deriving cash and capital budgets, forecasting sales
and expense, and discounting capital investments. Students gain an
understanding of the role of financial management for both domestic and
international firms. In addition, the students will study the role of the Federal
Reserve in the U.S. economic system.

FIN300 Managerial Finance - 4 Hrs.

Prerequisites: ACC213, ECO144 or ECO145, and MAT130 or higher

An analysis of financial operations, decision processes, and analytic tools
used in the financial management of business enterprises. Special attention
is applied to areas of capital budgeting, cost of capital, ethical issues,
investment decisions, and working capital management.
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FIN308 Financial Management of Healthcare Organizations - 4 Hrs.
Prerequisite: ACC105

This course provides a foundation for financial analysis by managers in the
healthcare industry. Students will apply accounting and financial principles
including financial statement analysis, valuation of assets, cash flow analysis,
and capital budgeting as it relates specifically to the healthcare industry. In
addition, students will strengthen their analytical and critical thinking skills
through related case studies and/or projects.

GEOGRAPHY

GEO140 World Regional Geography - 4 Hrs. (IAl S4 900N)

This course covers the study of each geographic location of the world and how
the environmental human equation, poverty and wealth, politics and culture
unite to affect the lifestyles of individuals in the industrialized, developing, and
third world countries. By analyzing these patterns, each country’s dominance
is determined.

GEO142 Environmental Issues (Lab) - 6 Hrs. (IAl L1 905)

Environmental Issues is a course designed to study various ecosystems of
the earth and the effects of humans on them. This course will include an
introduction of the scientific method to help evaluate, interpret, and critique
writings on environmental issues. Discussions will include environmental
changes, their causes and effects, as well as preventative and remedial
measures that may be utilized to allow humans to live harmoniously with their
ecosystem.

HEALTH INFORMATION TECHNOLOGY

HI100 Medical Terminology for Health Information - 4 Hrs.

This course is a systematic study of medical terminology and abbreviations
associated with body organization, the body systems, oncology, radiology,
nuclear medicine, pharmacology, and other medical specialties. The student
will be able to define, pronounce and spell medical terms using prefixes,
suffixes, roots, and combining forms related to the anatomy and physiology of
the human body. (Formerly AH135 Medical Terminology II)

HI130 Pathophysiology - 4 Hrs.

Prerequisite: BIO110 and HI100

Corequisite: BIO120

This course provides an introduction to the study of pathophysiology. Diseases
that affect humans can range from mild to severe and can be acute or chronic.
We will discuss how some diseases are localized versus other that become
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systemic. We will discuss the predisposition of certain disease processes
based on heredity, baseline health status and coexisting factors such as the
use of medications, caffeine, tobacco and alcohol. Students will describe the
Standard Precaution guidelines for disease prevention and identify laboratory
and imaging data that is specific to each disease process. Genetics and
diseases that affect the human body throughout the life cycle will be explored;
building upon concepts utilized in BIO110.

HI140 Principles of Health Information | - 4 Hrs.

This course covers the basics of health information technology including
function and content of the health record, data sets, data sources, clinical
vocabularies, reimbursement methodologies, and healthcare statistics.
(Formerly AH 141 Health Data and Content)

HI150 Medical Transcription | - 4 Hrs.

Prerequisites: BIO110, BIO120 and HI100

This course incorporates transcription theory and practical hands-on
transcription techniques utilizing weekly practice transcription exercises.
Students will learn how to format documents utilizing computer-generated
templates, as well as edit and proofread transcribed reports. Information
presented in this course is based on the official guidelines of the Association
for Healthcare Documentation Integrity (AHDI, formerly American Association
for Medical Transcriptionists). Professionalism, legal, and ethical issues
related to medical transcription are introduced. Transcription theory includes
a systems approach to medical terminology, anatomy and physiology,
pathophysiology, surgery, laboratory, radiology, and pharmacology. (Formerly
AH150 Medical Transcription I)

HI161 Computers in Health Information - 4 Hrs.

Prerequisite: CIS114

Computerized health information systems will be introduced in this course
including definitions, electronic data collection, storage, and retrieval, as well
as how to implement, manage, and secure computer-based patient record
systems. In addition, computer voice technology will be introduced. (Formerly
AH 161 Computers in Health Information)

HI170 Medical Transcription Il - 4 Hrs.

Prerequisite: HI150

This course provides hands-on transcription preparation using a systems
approach. Areas covered include anatomy and physiology, human disease
and surgical procedures, laboratory procedures, medical science, medical
terminology, pharmacology, critical thinking skills, editing, proofreading and/
or transcribing various types of medical documents including the H & P,
Discharge Summary, Operation Record, Consultation Record, SOAP Note
and Office Note. Professional issues regarding the AHDI organization as well
as publications and certifications available will also be discussed. (Formerly
AH170 Medical Transcription Il)
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HI190 Medical Coding Specialist Professional Practice Experience - 4 Hrs.
Prerequisite: Satisfactory completion of core courses.

The student will complete a supervised practical experience intended
to reinforce the student’s skills in medical coding and insurance claim
processing. A minimum of 160 clock hours is required and the student must
meet entry-level requirements to pass this course. Specific arrangements for
this experience must be made with the Department Director during the quarter
preceding the practical experience. Professional dress is required. (Formerly
AH190 Medical Coding Specialist Practicum)

HI191 Medical Coding Practicum - 4 Hrs.

Prerequisite: Satisfactory completion of core courses.

The student will complete a simulated work experience intended to reinforce the
student’s skills in medical coding and insurance claim processing for a variety
of medical specialties. The student must meet entry-level requirements to pass
this course. Specific arrangements for this experience must be made with the
Department Director during the quarter preceding the practicum. Professional
dress is required. (Formerly AH190 Medical Coding Specialist Practicum)

HI195 Medical Transcription Professional Practice Experience - 4 Hrs.
Prerequisite: Satisfactory completion of core courses

The student will perform medical transcription as assigned by the on-site
supervisor for a minimum of 160 clock hours without payment. Specific
arrangements must be made with the Department Director during the quarter
preceding the planned professional practice experience. The student must
meet entry-level requirements to pass this course. At the conclusion of this
course, the student will take a comprehensive final assessment exam which
will constitute part of the professional practice experience grade. (Formerly
AH195 Medical Transcription Externship)

HI200 Medical Transcription Il - 4 Hrs.

Prerequisites: HI170, typing speed of at least 60 wpm with 5 or less errors, or
permission of the Program Director

The student is provided with experience in transcribing a variety of complex
medical reports common to acute care facilities including some dictation from
physicians of different nationalities. Transcription production accuracy and
speed improvement are emphasized. All competencies must be passed with
a “C” or better to pass this course. (Formerly AH230 Medical Transcription III)

HI205 Pharmacology for Health Information - 4 Hrs.

Prerequisite: HI100

An introduction to the principles of pharmacology, including drug terminology;
drug origins, forms, and actions; routes of administration; as well as the
use of generic name drugs, trade name drugs, and classifications of drugs
to treat various body systems. This course will integrate the disciplines of
pharmacology, HIT, coding and medical transcription assisting students to
decipher specific drug categories applicable with certain disease processes;
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thereby, decreasing the number of medication errors within the healthcare
documentation record. Research paper and group project will enable students
to discuss current pharmacological issues such as ePrescribing and how it will
specifically impact their chosen profession.

HI215 Classification and Indexing Systems | - 4 Hrs.

Prerequisites: HI100

This course provides information about ICD-9-CM coding for inpatient and
outpatient settings. Students will learn to utilize ICD-9-CM diagnosis and
procedure codes.

HI220 Health Information Law and Ethics - 4 Hrs.

This course is designed to provide legal and ethical information for students
entering health information management careers. Legal topics include the
legislative process; reimbursement and reporting requirements, and current
laws, policies and requirements regarding the collection, documentation and
maintenance of health information in a variety of healthcare venues. Students
will also study ethical issues related to the health information field such as
living wills, advanced directives, and confidentiality of patient information.
Research is required.

HI230 Principles of Health Information Il - 4 Hrs.

This course explores quality management, performance improvement,
information systems, evolving technology, and the organization and
supervision of health information functions.

HI235 Classification and Indexing Systems Il - 4 Hrs.

Prerequisites: HI100

This course provides information utilized for outpatient procedural billing.
Students will learn to utilize CPT and HCPCS service and procedure codes.
The course provides details to ensure in-depth knowledge and accuracy in
code assignment and billing processes.

HI250 Management for Health Information - 4 Hrs.

This course presents management principles of planning, organizing, leading,
and controlling as they relate to the Health Information profession. Additional
issues including committees, time management, and change management
are also addressed.

HI260 Alternate Healthcare Settings - 4 Hrs.

This course explores healthcare settings in the United States and issues
related to each. Changes in the healthcare settings will be addressed as well
as regulatory issues, documentation requirements, reimbursement, funding,
information management, data flow, coding, data sets, and trends.
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HI275 Classification and Indexing Systems Il - 4 Hrs.

Prerequisites: HI215 and HI235

This course provides experience with coding, utilizing ICD-9-CM, CPT,
and HCPCS codes. Students will code case studies from diverse areas of
specialization. Application of physician query development, POA indicators,
MS-DRGs, and encoder use will be addressed.

HI290 Health Information Professional Practice Experience - 4 Hrs.
Prerequisite: Satisfactory completion of core courses

The Health Information program student will perform procedures in a
healthcare facility under the direction of a health information professional.
This 160-hour experience will provide the student with hands-on
experience in applying their knowledge to technical procedures in health
information systems, the opportunity to gain insight into the role of the
health information professional, and the opportunity to become competent
and confident in interactions with other professionals and consumers in the
healthcare field. Experiences include admission and discharge procedures,
collection of health and vital statistics information, coding and abstracting,
following up on incomplete records, tumor registry, release of information,
utilization review, and patient care evaluation procedures. This experience
may be located in one or more facilities such as long-term care, hospital,
ambulatory care, psychiatric and/or drug rehabilitation. The student will
take a mock Registered Health Information Technologist (RHIT) exam,
which will constitute part of the course grade. (Formerly AH 240 Health
Information Practicum)

HISTORY

HIS120 Western Civilization | - 4 Hrs. (IAl S2 902)

Apreliminary survey of world history from Paleolithic man to the modern world.
This course deals with population expansion; the development of political
freedom and constitutional government; relations among religion, society,
and the state; the development of science and technology and their impact
on thought and social institutions; and the major religious and intellectual
currents that have shaped Western culture.

HIS121 Western Civilization Il - 4 Hrs. (1Al S2 903)

A continuation of Western Civilization | to the present. This course deals with
population expansion; the development of political freedom and constitutional
government; relations among religion, society, and the state; the development of
science and technology and their impact on thought and social institutions; and
the major religious and intellectual currents that have shaped Western culture.

HIS122 Women in American History - 4 Hrs.

A study of America with emphasis on the importance of women of the period
who were instrumental in the shaping of America’s past, present, and future.
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HIS130 U.S. History | - 4 Hrs.

Survey of American history from the Pre-Columbian era through the U.S. Civil
War: peoples and origins, colonial development, revolution, establishment of
the U.S. Constitution, Early Republic, Age of Reform and Civil War.

HIS131 U.S. History Il - 4 Hrs.

Survey of American history from the end of the Civil War to the present time.
A study traces the growth of the United States from the position of a newly
emerging industrial nation, with accompanying problems, to the position of the
nation with global responsibilities and the problems characterizing this position.

HIS300 Contemporary World History - 4 Hrs.

A study of the important events around the world since World War Il and how
these events are linked in a global framework. Common problems of today
and possible future issues are also examined.

HEALTH SERVICES MANAGEMENT

HSM300 Human Disease - 4 Hrs.

Prerequisites: AH110 and AH120 or equivalent

This course is designed to give a basic knowledge of the diseases that
commonly afflict mankind. Disease through the life stages will be examined.
Health issues related to acute and chronic iliness, occupational iliness, and
genetic illness will be examined.

HSM305 Epidemiology for Health Services - 4 Hrs.

This course emphasizes health and wellness through selected concepts in
biology involving microorganisms including identification, structure, taxonomy,
growth genetics, and effects on the environment. Topics will include a survey
of micro-organisms, the role of micro-organisms in health and disease,
pharmacology, sanitation, ecological and environmental roles of microbes and
the role of micro-organisms in biotechnology. (Formerly BIO300 Microbiology)

HSM310 Principles of Community Health - 4 Hrs.

An introduction to the variety of health services required in the community
including mental health, chemical dependency treatment, schools and public
health departments. History, service and resources of major community
health services will be addressed.

HSM320 Healthcare of Aging - 4 Hrs.

A course designed to sharpen career skills by applying managerial knowledge
to care of the elderly and aging patient. Physical, emotional and mental
changes, finance, facilities/environment, regulations and organizations
specific to aging are covered.
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HSM375 Healthcare Sociology - 4 Hrs.

Prerequisites: PSY140 or SOC100

A course with a broad overview of the influence of role, values, culture and
religious belief as it affects an individual’s health, illness, and recovery. Socio-
logical influences that drive the industry’s accommodation of individual patient
differences.

HSM400 Healthcare Law and Ethics - 4 Hrs.

An examination of the law and legal system that regulates health services.
Topics include: malpractice, confidentiality, HIPPA regulations, patient rights
and risk management.

HSM410 Principles and Practices of Alternative and Complementary
Healthcare - 4 Hrs.

This course is a survey of the complementary and alternative treatment
options that are available and selected by patients as treatment modalities.
Topics include motivation for alternative treatment, risk and reimbursement.
Recognizing that a growing percentage of Americans utilize unconventional
healing therapies in addition to the advice of physicians, there is also an
introduction to the philosophies, practitioners, techniques, and evidence of
efficacy of complementary and alternative medicine.

HSM420 Healthcare Marketing - 4 Hrs.

Strategic planning, marketing services in relation to organizational
mission, methods for identifying the market, gathering and utilizing
marketing data, continuous quality improvement and quality assurance
are discussed. Students will gain an understanding of the unique role
of marketing in healthcare and the function that marketing serves for
society in general.

HSM430 Basics of Healthcare Finance - 4 Hrs.

Prerequisites: BUS204 and CIS116 or knowledge of spreadsheets

This course provides basic tools for non-financial managers involved in the
healthcare industry. Topics covered include budgeting, inventory, assets,
liabilities, net worth, benchmarking, forecasts, business loans, and capital
expenditures. Practical applications to long-term care, home health agencies,
and hospitals will help develop important concepts.

HSM440 Current Issues & Health Service Management Capstone - 4 Hrs.
Prerequisite: Completion of all other Health Services Management coursework.
Current topics in the healthcare field will be discussed and analyzed. Students
will complete case studies and discuss implications of decisions made. An
intensive individual research project will be required.
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HUMANITIES

HUM110 Human Potential - 4 Hrs.

The purpose of this course is to provide an opportunity for students to learn
and adopt methods to be successful both academically and personally. The
course is designed to promote self-awareness, self-discipline, and self-
motivation. Students participate in several projects that aid in behavior
modification to develop self-confidence and self-esteem.

HUM130 World Religions - 4 Hrs.

Prerequisites: ENG116

An introductory examination of the major Eastern and Western religions.
Basic principles of the world’s great religious traditions will be compared
and contrasted. Religions studied will be selected from among the following:
Hinduism, Buddhism, Confucianism, Taoism, Judaism, Christianity, and Islam.

HUMZ200 International Studies - 4 Hrs.

This course will include the study of various cultures, customs, languages,
religions, and political systems of countries differing from the United States in
order to promote an understanding of international relations.

JUDICIAL REPORTING

JR116 Machine Shorthand | (60/80 WPM) - 4 Hrs.

Prerequisites: RR114 and RR115

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
each of the following: 40 wpm and 60 wpm jury charge material; 60 wpm
and 80 wpm two-voice testimony material. Each test must be transcribed
with 95 percent accuracy. Emphasis is placed on the ability to write conflict-
free outlines with accuracy, to read notes fluently, and strive for a first-pass
translation rate of 95 percent while writing realtime drills.

JR117 Machine Shorthand Il (100 WPM) - 4 Hrs.

Prerequisite: JR116

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
80 wpm on jury charge material and two five-minute tests at 100 wpm on
two-voice testimony material. Each test must be transcribed with 95 percent
accuracy. Emphasis is placed on the ability to write conflict-free outlines
with accuracy and to read notes fluently. Laboratory tape sessions augment
classroom dictation and instruction.

JR118 Machine Shorthand Ill (120 WPM) - 4 Hrs.

Prerequisite: JR117

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
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100 wpm on jury charge material and two five-minute tests at 120 wpm on
two-voice testimony material. Each test must be transcribed with 95 percent
accuracy. Emphasis is placed on the ability to write conflict-free outlines
with accuracy and to read notes fluently. Laboratory tape sessions augment
classroom dictation and instruction.

JR120 Machine Shorthand IV (140 WPM) - 4 Hrs.

Prerequisite: JR118

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 100
wpm on literary material, 120 wpm on jury charge material, and 140 wpm on
two-voice testimony material. Each test must be transcribed with 95 percent
accuracy. Emphasis is placed on the ability to write conflict-free outlines
with accuracy and to read notes fluently. Laboratory tape sessions augment
classroom dictation and instruction.

JR121 Machine Shorthand V (160 WPM) - 4 Hrs.

Prerequisite: JR120

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 120
wpm on literary material, 140 wpm on jury charge material, and 160 wpm on
two-voice testimony material. Each test must be transcribed with 95 percent
accuracy. Emphasis is placed on jury charge, literary, medical, technical, and
two- and four-voice testimony. Emphasis is also placed on the ability to write
conflict-free outlines with accuracy and to read notes fluently. Laboratory tape
sessions augment classroom dictation and instruction.

JR211 Machine Shorthand VI (180 WPM) - 4 Hrs.

Prerequisite: JR121

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 140
wpm on literary material, 160 wpm on jury charge material, and 180 wpm on
two-voice testimony material. Each test must be transcribed with 95 percent
accuracy. Emphasis is placed on jury charge, literary, medical, technical, and
two- and four-voice testimony. Emphasis is also placed on the ability to write
conflict-free outlines with accuracy and to read notes fluently. Laboratory tape
sessions augment classroom dictation and instruction.

JR212 Question and Answer (180 WPM) - 4 Hrs.

Prerequisite: JR121

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests on
two-voice testimony material at 180 wpm. Each test must be transcribed with
95 percent accuracy. The student will be able to write conflict-free outlines
with accuracy and to read notes fluently. Laboratory tape sessions augment
classroom dictation and instruction.

141

paJayo sweiboid sSoIwapedy suoissiwpy MBIAIBAQ 863109

suonduossag 8sino)




JR213 Machine Shorthand VIl (200 WPM) - 4 Hrs.

Prerequisite: JR212

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 160
wpm on literary material, 180 wpm on jury charge material, and 200 wpm on
two-voice testimony material. Each test must be transcribed with 95 percent
accuracy. Emphasis is placed on jury charge, literary, medical, technical, and
two- and four-voice testimony. Emphasis is also placed on the ability to write
conflict-free outlines with accuracy and to read notes fluently. Laboratory tape
sessions augment classroom dictation and instruction.

JR214 Machine Shorthand VIIl (225 WPM) - 4 Hrs.

Prerequisite: JR213

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass three five-minute tests
at 180 wpm on literary material, 200 wpm on jury charge material, and 225
wpm on two-voice testimony material. Each test must be transcribed with 95
percent accuracy, all within 75 minutes. STUDENT MUST PASS THE TESTS
AS DESCRIBED ABOVE TO BE ELIGIBLE TO GRADUATE. The student will
be able to write conflict-free outlines with accuracy and to read notes fluently.
Laboratory tape sessions augment classroom dictation and instruction. This
course is structured to prepare the student for the lllinois CSR and NCRA-RPR
machine skills portion of these examinations. The student must transcribe a
simulated RPR skills test in 3.75 hours to be eligible to graduate.

JR216 Question and Answer (200 WPM) - 4 Hrs.

Prerequisites: JR211 and JR212

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests on
two-voice testimony material at 200 wpm. Each test must be transcribed with
95 percent accuracy. The student will be able to write conflict-free outlines
with accuracy and to read notes fluently. Laboratory tape sessions augment
classroom dictation and instruction.

JR217 Question and Answer (225 WPM) - 4 Hrs.

Prerequisites: JR213 and JR216

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass three five-minute tests on
two-voice testimony material at 225 wpm. Each test must be transcribed with
95 percent accuracy, all within 75 minutes. The student will be able to write
conflict-free outlines with accuracy and to read notes fluently. Laboratory tape
sessions augment classroom dictation and instruction.

JR218 Realtime Applications - 4 Hrs.

Prerequisites: JR121 and RR206

The student will continue to build a conflict-free dictionary and utilize a
conflict-free theory to practice, analyze, and improve realtime writing. By
using stenotype input, the student will develop the knowledge, skill, and ability
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to produce accurate simultaneous translation and display of live proceedings
utilizing a computer-aided translation system. Emphasis will be placed on
practical applications of this skill, such as broadcast captioning, the role of
the CART provider in the educational field, and related job opportunities.
Students will participate in sensitivity training and preparation for working with
the Deaf and hard-of-hearing community.

JR220 Judicial Reporting Practicum - 4 Hrs.

Prerequisites: JR121, RR206, and RR210

The student will participate in mock videotaped depositions. Transcripts will
be prepared with the use of computer-aided transcription with emphasis on
form, punctuation, vocabulary, accuracy, and overall appearance. Students
will participate in a daily copy exercise. They will receive an overview of the
use of video equipment in trials and depositions and of NCRA's Certified
Legal Video Specialist (CLVS) program. Emphasis is placed on the practical
application of judicial reporting as it applies to actual working conditions with
training in discipline and endurance.

JR225 Judicial Reporting Internship - 4 Hrs.

Prerequisite: JR213, JR216, JR218, and JR220

The internship will include a minimum of 50 hours of participation under the
guidance of experienced reporters, captioners, or Communication Access
Realtime Translation (CART) providers. A minimum of 40 verified hours
of actual writing time is a graduation requirement and will be assigned at
depositions, judicial and/or realtime settings including the classroom, hearings,
and various other settings that may require the services of a realtime reporter,
where possible. The remaining ten hours of participation may include
research, transcription, formatting, setup of computer equipment, or various
record-keeping duties as would be utilized in the several areas of reporting. A
40-page complete and accurate transcript will be prepared. A narrative of the
internship experience is required. The internship verification form(s) must be
submitted for approval, and a resume will be prepared.

KEYBOARDING

KEY107 Beginning Keyboarding (30 GWAM) - 4 Hrs.

Students will learn the standard keyboard and the 10-key numeric keypad
and will understand the essentials of good technique for building speed and
accuracy in keyboarding.

KEY109 Keyboarding Applications (45 GWAM) - 4 Hrs.

Prerequisite: CIS114

Review of the keyboard, proofreading, and word processing techniques.
Presentation of memorandums, email, business letters, envelopes, outlines,
reports, manuscripts and tables.
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KEY111 Keyboarding Speed and Accuracy Improvement | - 4 Hrs.
Prerequisite: Demonstrate speed and accuracy skill level of 30 gwpm or
completion of KEY107 with a grade of “C” or better.

Students practice various drills and timed writings to assist them in reaching
their required skill level in keyboarding speed and accuracy.

KEY121 Keyboarding Speed and Accuracy Improvement Il - 4 Hrs.
Students practice various drills and timed writings to assist them in reaching
their required skill level in keyboarding speed and accuracy.

KEY131 Keyboarding Speed and Accuracy Improvement Il - 4 Hrs.
Students practice various drills and timed writings to assist them in reaching
their required skill level in keyboarding speed and accuracy.

KEY141 Keyboarding Speed and Accuracy Improvement IV - 4 Hrs.
Students practice various drills and timed writings to assist them in reaching
their required skill level in keyboarding speed and accuracy.

LEGAL

LEG100 Introduction to Law - 4 Hrs.

This course provides a basic understanding of the American legal system from
a variety of perspectives, both civil and criminal. The course focus includes the
essential history and the working structure of government, procedural issues
in the courts, specific concepts of basic categories of law (including contract,
property, civil, business, estates and probate, criminal, and family), the distinctive
characteristics of criminal law and procedure, and finally, the roles of various legal
professionals and the effect of legal ethics on the practice of law. It is intended
that the course lay a solid foundation for those intending to pursue advanced legal
courses and to provide a functional appreciation for students of other disciplines
with regard to the impact of the legal system on those disciplines.

LEG102 Criminal Law - 4 Hrs.

Prerequisite: LEG100 or permission of the Program Director

Students will gain a working knowledge of the lllinois and Federal court
systems, the sources of law, the stages of criminal litigation (including pre-
and post-trial procedures), the rules of criminal procedure, criminal offenses,
and constitutional issues affecting the criminal justice process.

LEG104 Wills, Trusts, Estates - 4 Hrs.

Prerequisite: LEG100 or permission of the Program Director

A study of both theoretical and procedural information involving wills, trusts,
and estate administration. This course emphasizes the role of the paralegal
in assisting clients plan their wills and trusts, drafting and executing these
documents, and carrying out probate procedures. This course is designed to
provide students with both theoretical and practical knowledge.
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LEG107 Family Law - 4 Hrs.

Prerequisite: LEG100 or permission of the Program Director

This course is an overview of the law (with an emphasis on lllinois law)
relating to marriage, divorce, annulment, child custody and support, adoption,
paternity, and other legal matters involving domestic relations. The student
will be required to perform research and to draft necessary pleadings relative
to the practice of family law.

LEG115 Torts and Worker’s Compensation - 4 Hrs.

Prerequisite: LEG100 or permission of the Program Director

A general course in basic elements of torts and worker’s compensation law
for paralegals which shall encompass work-related injuries, personal injuries,
and property damage resulting from negligence, strict liability, and willful and
wanton conduct.

LEG116 Legal Research | - 4 Hrs.

Prerequisites: LEG100 and LEG117

This course introduces the student to a variety of legal research tools and
techniques. An emphasis is placed on legal analysis, proper citation form,
and cite checking. The course includes a review of grammar basics, the
Association of Legal Writing Directors (ALWD) Citation Manual (A Professional
System of Citation), and a series of written assignments ranging from simple
case briefs to business letters. The students will be drafting legal documents
during class and as outside homework assignments.

LEG117 Civil Procedure - 4 Hrs.

Prerequisite: LEG100 or permission of the Program Director

This course will examine the paralegal’s role in handling civil cases and the
means by which the objectives of litigation may be achieved. Strategy and
mechanics of civil procedure will be explored in depth with an emphasis
placed on lllinois law. The student will be required to prepare several writing
projects including a complaint, answer, discovery requests, motion, and initial
appellate documents.

LEG123 Legal Word Processing and Terminology - 4 Hrs.

Prerequisites: KEY109 or demonstrated skill, CIS115 or demonstrated skill,
LEG100, or permission of the Program Director

Various legal documents, forms, and correspondence are prepared by the
student with an emphasis on legal terminology.

LEG203 Discovery and Investigation - 4 Hrs.

Prerequisites: LEG100 and LEG117 or permission of the Program Director
Students will gain a working knowledge of the lllinois and Federal court
systems, the sources of law, the stages of civil litigation (including pre- and post-
trial procedures), alternative dispute resolution, the rules of civil procedure,
subject matter jurisdiction, personal jurisdiction, venue, statute of limitations,
parties, and pleadings. Students will learn investigation skills in gathering
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information and evidence in a civil lawsuit. Students will gain a thorough
understanding of the discovery process and will be able to prepare discovery
devises and respond to discovery requests. Students will be required to draft
complaints, answers, and motions. Students will be encouraged to develop a
trial notebook and a settlement brochure.

LEG207 Real Estate Law - 4 Hrs.

Prerequisites: LEG100 and LEG104 or permission of the Program Director
This course provides the student with an overview of the basic concepts of the
law (emphasis on lllinois law) of real property with a focus on the role of the
paralegal in performing connected duties in a law office, financial institution,
or titte company. The course includes an overview of landlord-tenant law,
property interests, title searches, deeds, mortgaging, closing procedures, and
zoning regulations.

LEG209 Legal Research Il - 4 Hrs.

Prerequisite: LEG116 or permission of the Program Director

This course provides a continuation of LEG116 Legal Research | providing a
more in-depth, hands-on experience in the process of legal writing, research,
and analysis. The student will continue to develop their analytical skills and
their ability to conduct effective legal research. The student will be required
to develop several writing projects, including a memoranda of law and an
appellate brief.

LEG210 Paralegal Internship - 4 Hrs.

Prerequisites: Successful completion of 32-quarter hours of legal courses
(including LEG116 and LEG213) and permission of the Program Director.
The Paralegal Services Program internship is designed to provide the Paralegal
Services’ students with the opportunity to apply their formal education to actual
work situations while providing the student with on-the-job experience in the
paralegal arena. The student intern will work under the direct supervision
of a practicing attorney or under the direct supervision of a practicing legal
assistant/paralegal while under the overall supervision of a practicing attorney
at the internship site provider location. The site provider may be a law firm,
prosecutor’s office, government agency, public defender’s office, or legal
department of a business. During the 12-week term, the student intern shall
complete a minimum of 126 hours of work experience. The 126-hour work
schedule needs to be arranged between the internship site supervisor and the
student intern. All internship sites must be approved by Paralegal Services
Program Director prior to the commencement of the internship experience.

LEG213 Law Office Management - 4 Hrs.

Prerequisites: LEG100 and LEG117 or permission of the Program Director
This course provides an introduction to the organization, technology, and
management of a law office. An emphasis will be placed on the organization
and management of a law office in personnel administration including fees,
timekeeping, and billing procedures. Document preparation and litigation
support including docket control and records management are also emphasized.
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LIFE SCIENCE

LS110 Concepts of Biology (Lab) - 6 Hrs. (1Al LI 900)

Concepts of Biology is an introductory course in the basic biological principles
aimed at understanding life processes common to living things. Major
areas of emphasis will include cellular biochemistry, cell structure, genetics,
differentiation, the plant and animal kingdoms, and ecology.

MATH

MAT101 Fundamentals of Mathematics - 4 Hrs.

An introduction to basic and fundamental mathematics which includes
reading and writing whole numbers, the operations associated with addition,
subtraction, multiplication, and division of whole numbers, fractions, mixed
numbers, decimals, and percents. The course also covers ratio and
proportion, and the metric system. Solving word problems is emphasized
throughout the course.

MAT110 Business Mathematics - 4 Hrs.

Prerequisite: Score of 17 or better on Math Placement Examination

The student has the opportunity to develop skills in business math transactions.
Upon successful completion, the student will be able to compute percents,
discounts, markups and markdowns on retail prices, payroll, simple interest
and maturity value, discount notes, and the metric system.

MAT130 Introduction to Algebra - 4 Hrs.

This course is designed for students with one year or less of credit in high
school algebra or for students needing a review of algebra. Topics to be
covered include a review of calculator operations, real number properties and
operations, operations with polynomials, linear equations and inequalities,
solution of linear systems by elimination and/or substitution, second-degree
polynomial factoring, exponents, roots, radicals, and graphing lines.

MAT135 General Education Mathematics - 6 Hrs.

Prerequisite: MAT130 or qualifying math placement score or consent from
Dean or two years of high school algebra and one year of high school
geometry.

This course is designed to fulfill general education requirements, and not
designed as a prerequisite for any other college mathematics course. It focuses
on mathematical reasoning and the solving of real-life problems, rather than
routine skills. Topics include counting techniques and probability, logic and
set theory, the mathematics of finance, and statistics. Some of the topics may
be substituted with geometry, graph theory, mathematical modeling, game
theory, or linear programming.
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MAT138 Intermediate College Algebra - 4 Hrs.

This course is an intermediate college algebra course of the real number
system. It is designed for those students who have some background
in algebra, either one year of high school algebra or MAT130, but lack the
preparation needed to study college algebra. Fundamental concepts will be
reviewed quickly from introductory college algebra. This review will be followed
by a rigorous schedule of topics that include the algebra of polynomials and
rational expressions, exponents, radicals and radical expressions, first and
second degree equations and inequalities in both one and two variables
including graphing, relations and functions, systems of linear equations,
determinants, and series and sequences.

MAT140 College Algebra - 4 Hrs.

This course is presented as a functional approach to the algebra of the real
number system. It is intended for students who have had at least two years of
algebra in high school or who have taken intermediate algebra. Fundamental
concepts will be reviewed quickly from intermediate algebra. This review will
be followed by a rigorous schedule of topics that include complex numbers,
relations, functions, inverse functions, linear equations and their graphs,
quadratic equations and their graphs, higher degree polynomials and their
graphs, composite functions, exponential and logarithmic functions, analytic
geometry, and the basics of probability.

MAT145 Discrete Mathematics - 4 Hrs. (IAl M1 905)

Prerequisite: MAT140 College Algebra

Introduction to analysis of finite collections and mathematical foundations
of sequential machines, computer system design, data structures and
algorithms. This includes sets, counting, recursion, graph theory, trees, nets,
Boolean algebra, automata, and formal grammars and languages.

MAT150 Pre-Calculus - 4 Hrs.

This course is designed for students who have had at least three years of high
school algebra and trigonometry, but who lack the preparation needed to study
calculus. Topics include functions and their graphs, polynomial and rational
functions, exponential and logarithmic functions, trigonometric functions, and
topics related to analytic geometry.

MAT161 Calculus for Business and Social Sciences - 6 Hrs. (1Al M1 900-B)
This course is presented as an applied approach to calculus and is intended
for students who have had at least three years of high school algebra and
trigonometry or who have taken a college algebra course at an accredited
university or college. This course does not count toward a major or minor
in mathematics. Fundamental concepts covered will be limits, formulas for
finding derivatives, higher derivatives, definite and indefinite integrals, the
fundamental theorem of integral calculus, and corresponding substitution
techniques.
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MAT170 Calculus | - 6 Hrs. (IAl M1 900-1)

Prerequisite: MAT150

Differentiation of polynomial, rational, exponential, logarithmic, and trigono-
metric functions and associated applications. Introduction to integration with
applications.

METEOROLOGY

MET101 Principles of Weather - 6 Hrs. (1Al P1 905L)

An introductory physical science course with a laboratory component, this
course examines the natural processes which create weather and its temporal
and geographic variations and an analysis of the basics of weather forecasting.
Current tools and techniques of weather analysis will be applied to weather
forecasting of storms, blizzards, hurricanes, tornadoes, drought, and flooding.

MANAGEMENT

MGT308 Principles in Healthcare Management - 4 Hrs.

Prerequisite: BUS204

A systematic study of the management challenges and responsibilities in the
healthcare industry. The student will gain an understanding of the evolution
of healthcare and healthcare management including issues concerning the
structure of healthcare in the United States, the interrelationship of the various
healthcare-related industries, and the ethical issues facing management in
the healthcare industry.

MGT320 Labor-Management Relations - 4 Hrs.

Prerequisites: BUS204 and BUS340

A study of employer-union-management relationships, including behavioral, eco-
nomic, social, political, and legal issues. Collective bargaining tactics and dis-
pute settlement are included. The future of the labor movement is also analyzed.

MGT330 Compensation Management - 4 Hrs.

Prerequisite: BUS204

A study of financial and nonfinancial benefits to employees, including job
evaluation systems and legislation affecting pay and fringe benefit packages.
Emphasis is placed on linking pay structure to company goals and objectives.
A variety of compensation plans are explored.

MGT340 Advanced Financial Institutions Management - 4 Hrs.
Prerequisite: BUS240

Study and application of management systems in financial institutions.
Students will gain an understanding of the complexities of executive decision-
making in the financial institutions management sector.
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MGT345 Small Business Management - 4 Hrs.

Prerequisite: BUS204

A study of the management and operations of small business, including the
role of small businesses in the economy, characteristics of small businesses
and owner-managers, marketing and producing a product or service,
maintaining financial health, and the future of small businesses.

MGT350 Human Resource Management - 4 Hrs.

Prerequisites: BUS204

This course examines the theories and applications of the management of
human resources in organizations. The student will study the areas of human
resource planning, recruitment, selection, training, performance appraisal,
union-management relations, and compensation.

MGT360 Operations Management - 4 Hrs.

Prerequisites: CIS114 and BUS232

This course is an introduction to operations management techniques
including their application to functional areas of the business enterprise and
operations control. Topic coverage includes product and production planning,
facilities layout and location planning, project evaluation and control, linear
programming, waiting time and inventory modeling, production control, and
quality planning and control.

MGT370 Quality Management - 4 Hrs.

Prerequisite: MGT360

A study in the theory, history, and management of quality management
programs in the United States and in foreign countries, including how quality
control is designed, implemented, and measured in manufacturing and
service organizations. Many TQM improvements implemented in the last few
decades are also covered.

MGT375 Leadership and Motivation - 4 Hrs.

Prerequisites: BUS204

This course examines major leadership theories, leadership styles,
characteristics of leaders and delegation, motivational methods, and
techniques useful to successful leadership. Students will develop and analyze
profiles of successful leadership traits and test these profiles in field research.

MGT380 Entrepreneurship - 4 Hrs.

Prerequisites: ACC101, ACC105 and ACC213

This course presents elements of entrepreneurship highlighting successful
characteristics. The functions of the entrepreneur will be explained and
illustrated. Students will examine personal and commercial strategies that
can be used in establishing new business ventures.
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MGT388 Healthcare Policies - 4 Hrs.

Prerequisite: ECO144

This course examines the role of public policy and the influence of the private
and public sectors on the evolution of healthcare in the United States. Through
a series of readings, the students will evaluate the foundation of healthcare
policy in the United States, analyze the factors influencing today’s healthcare
policies, develop an understanding of future trends in healthcare policies, and
how these policies will affect the healthcare industry.

MGT390 Performance Improvement - 4 Hrs.

Prerequisites: BUS204 and MGT350

This course examines the theories and applications of human performance
improvement in organizations. The student will study methods for analyzing
performance gaps and their root causes as well as performance improvement
interventions.

MGT400 Project Management in Business - 4 Hrs.

Prerequisites: CIS114, CIS116 and BUS204

This course is an in-depth study of project management, the organization,
and its many contributing parts. The course will examine organizational form,
management functions, staffing, time management, and special topics that
can influence and differentiate a successful project from an unsuccessful
one. The course approach will utilize text readings, case studies, projects
and additional outside research. Since this course focuses on project
management, groups will simulate a project and class time will be devoted to
the completion of this exercise.

MGT405 Managing Change in the Modern Workplace - 4 Hrs.

The principles and techniques to manage and create change in both the
service and manufacturing sector are developed in this course. Topics
include managing diversity; the political-legal, economic, and technological
environments; innovation process; and promotion of entrepreneurship. The
student will examine both the techniques used to handle resistance to change
and techniques used to grow with change.

MGT420 Principles of E-Business - 4 Hrs.

The student will differentiate between effective e-business strategies and
effective “brick and mortar” business strategies. Topics include satisfying
needs online, fundamental models of e-business, customer relations,
analyzing markets, operations management, and financial planning. Students
will examine techniques that have failed and study techniques that have been
successful in the e-business environment.
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MARKETING

MKT250 Planning Organizational Marketing - 4 Hrs.

This course will present the core concepts of marketing, stressing relationship
building with customers and satisfying their wants, needs and demands using
the marketing tools of product, price, place and promotion. The course will help
students develop necessary skills and understanding useful to small business,
corporate and nonprofit organizations in their marketing efforts. Special
emphasis will be placed on the development of an effective marketing plan.

MKT305 Marketing Management - 4 Hrs.

Prerequisites: BUS204 and ACC101

This course examines the role of management in marketing. The students
will learn how marketing objectives are established, how target markets
are identified, and how marketing mixes are developed and implemented.
Through case studies the students will learn to evaluate effective marketing
strategies. Students in this course will also have the opportunity to develop,
execute, and analyze market research through an assigned project.

PHILOSOPHY

PHI101 Introduction to Philosophy - 4 Hrs. (1Al H4 900)

This is an introduction to the various disciplines of philosophy, including
epistemology, metaphysics, ethics, and logic. Students will gain insight into
the philosophies of classical and contemporary philosophers and have an
opportunity to evaluate their own beliefs and ideals relevant to the major areas
of philosophical thought.

PHI220 Ethics - 4 Hrs. (1Al H4 904)

An introduction to the philosophy of ethical values and human conduct.
Through a survey of traditional and contemporary philosophies the student
will gain insight into the changing nature of moral and ethical principles and
be better able to evaluate their own ethical beliefs.

POLITICAL SCIENCE

PSC110 Introduction to American Government - 4 Hrs. (IAl S5 900)

This course provides an introduction to the organization and function of
the United States national government. More specifically, this course will
examine the ideological foundations of the Constitution and its influence on
current U.S. political institutions and culture, federalism, political behavior, the
different branches of the American system of government and their respective
roles, and public policy.
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PSYCHOLOGY

PSY140 Introduction to Psychology - 4 Hrs. (IAl S6 900)

This course covers the fundamentals of human psychology. Using a scientific
approach to the study of human behavior, this course examines and integrates
physiological, intrapsychic, and social/behavioral perspectives on human
thought and behavior. Major units include biological bases of behavior,
sensation and perception, motivation, learning and memory, maturation and
development, personality, and social psychology.

PSY200 Human Growth and Development - 4 Hrs. (IAl S6 902)
Prerequisite: PSY140

An overview of the total life span of human growth and development from
conception through old age including the neurobiological, physical, cognitive,
social and emotional development of humans, this course presents the
current theories and principles of human development, emphasizing normal
developmental stages and patterns of adjustment to differing lifetime demands.

PSY305 Psychology of Deaf People and Their Culture - 4 Hrs.

The study of psychological processes, behavior, emotional and social maturity,
disability adjustments of deafness, social and educational aspects from past
to present, family status, socialization in groups and in the Deaf Community,
economic status of deaf persons, types of accommodations, and basic sensitivity
issues related to working with the Deaf and hard-of-hearing community.

REALTIME REPORTING

RR114 Theory of Machine Shorthand | - 4 Hrs.

Recommended: Knowledge of the QWERTY keyboard

Phoenix Theory is a computer-compatible, conflict-free, machine shorthand
theory. Many conflicts and ambiguities that were acceptable prior to the use
of computers to translate Stenograph outlines are identified and resolved.
Emphasis is placed on the ability to write conflict-free machine shorthand
with accuracy and to read notes fluently. Students learn the Phoenix Theory
system of writing the spoken language of English in machine shorthand.
Students learn how to write all sounds for words in the English language,
abbreviations, phrases, numbers, and all other elements necessary to write
the spoken or written word. Skill is progressively built through a series of
lectures and exercises designed to facilitate mental recall and physical skill.

RR115 Theory of Machine Shorthand Il - 4 Hrs.

Prerequisite: RR114

This course is a continuation of Theory of Machine Shorthand |I. More
advanced computer-compatible, conflict-free machine shorthand theory
concepts are covered. Extensive drills on unfamiliar material and timed
writings will prepare the student to pass timed writings at 40, 60, and 80 wpm.
The student will strive to acquire a 95 percent first-pass translate rate.
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RR125 English for Realtime Reporters - 4 Hrs.

Prerequisite: ENG116

The student will learn to prepare court transcripts and other related business
and legal documents using the appropriate principles of punctuation,
capitalization, numbers, and abbreviations. Spelling, word usage, and
vocabulary development will also be emphasized.

RR176 Advanced Vocabulary Development - 4 Hrs.

Recommended: RR114 and RR115

This course is designed to enhance the student’'s vocabulary. Emphasis is
placed on proper spelling, usage, homonyms, and commonly confused words
in the English language, including medical and technical word parts. Students
will develop advanced vocabulary comprehension and skills.

RR206 Computer Transcription and Technology - 4 Hrs.

Prerequisites: CIS114, CIS115, and JR115 or RR260

The student will learn the process of creating a complete and accurate
transcript. The student will learn how to create and set up his/her own user
area on the hard disk; read steno notes from a disk; translate steno notes;
edit the transcript; create/modify dictionary entries; create and attach the title,
index, appearance, and certificate pages; spell check the transcript; print
the transcript; create ASCII files and a keyword index; and write realtime.
Information on other related software packages will be introduced.

RR210 Judicial Reporting Procedures - 4 Hrs.

Prerequisites: JR120 or RR280, and RR206

This course is designed to stimulate the thinking of judicial reporting students
to provide them with practical applications that will help them in their chosen
profession with special emphasis on the NCRA Code of Professional Ethics.
The following applications will be covered: role of the reporter in ftrials,
depositions, and administrative hearings; marking and handling of exhibits;
indexing and storage of notes; reporting techniques; researching citations;
transcript preparation and production; reporting and transcription of jury
selection; proofreading; interpreted proceedings; computer-aided transcription;
and videotape technology. (Formerly JR210 Judicial Reporting Procedures)

RR220 Realtime Reporting Machine Shorthand | (60/80 WPM) - 4 Hrs.
Prerequisite: RR115

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
each of the following: 40 wpm and 60 wpm jury charge material and 60 wpm
and 80 wpm two-voice testimony material while writing realtime. Each test
must be transcribed with 95 percent accuracy. Emphasis is placed on the
ability to write conflict-free outlines with accuracy and to read notes fluently.

RR240 Realtime Reporting Machine Shorthand Il (100 WPM) - 4 Hrs.
Prerequisite: RR220

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 80
wpm on jury charge material and two five-minute tests at 100 wpm on two-
voice testimony material while writing realtime. Each test must be transcribed
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with 95 percent accuracy. Emphasis is placed on the ability to write conflict-
free outlines with accuracy and to read notes fluently. Laboratory tape
sessions augment classroom dictation and instruction.

RR260 Realtime Reporting Machine Shorthand Ill (120 WPM) - 4 Hrs.
Prerequisite: RR240

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 100
wpm on jury charge material and two five-minute tests at 120 wpm on two-
voice testimony material while writing realtime. Each test must be transcribed
with 95 percent accuracy. Emphasis is placed on the ability to write conflict-
free outlines with accuracy and to read notes fluently. Laboratory tape
sessions augment classroom dictation and instruction.

RR280 Realtime Reporting Machine Shorthand IV (140 WPM) - 4 Hrs.
Prerequisite: RR260

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
100 wpm on literary material, 120 wpm on jury charge material, and 140 wpm
on two-voice testimony material while writing realtime. Each test must be
transcribed with 95 percent accuracy. Emphasis is placed on the ability to
write conflict-free outlines with accuracy and to read notes fluently. Laboratory
tape sessions augment classroom dictation and instruction.

RR310 Realtime Reporting Machine Shorthand V (160 WPM) - 4 Hrs.
Prerequisite: RR280

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at 120
wpm on literary material, 140 wpm on jury charge material, and 160 wpm on two-
voice testimony material while writing realtime. Each test must be transcribed
with 95 percent accuracy. Emphasis is placed on jury charge, literary, medical,
technical, and two-voice testimony. Emphasis is also placed on the ability to
write conflict-free outlines with accuracy and to read notes fluently. Laboratory
tape sessions augment classroom dictation and instruction.

RR315 Medical Dictation - 4 Hrs.

Prerequisites: RR310 and AH110

This course places emphasis on accurately writing medical terminology on the
Stenograph machine while utilizing realtime technology with special attention
to the division and writing of medical prefixes, root words, and suffixes.
Terminology from major areas of medicine will be stressed to include common
terminology that does not consist of traditional word parts. Actual hospital
records, doctors’ reports, and medical testimony will be dictated.

RR316 Freelance Reporting Procedures - 4 Hrs.

Prerequisite: RR210

The course provides detailed instruction in the role of the reporter in depositions
(telephonic, discovery, perpetuation/evidentiary, etc.) and in aid of execution
and administrative hearings; reporting with an interpreter; reserved signature;
NCRA Code of Professional Ethics in relation to freelance reporting; available
hardware and software technology; litigation support; realtime reporting in the
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broadcast captioning and CART environments; deposition videotaping and
NCRA's CLVS (Certified Legal Video Specialist) program; examinations and
certifications; types of jobs encountered; in-depth procedures before, during,
and beyond proceedings; and skills forums. (Formerly JR315 Freelance
Reporting Procedures)

RR317 Official Reporting Procedures - 4 Hrs.

Prerequisite: RR210

The course provides detailed instruction in the role of the official reporter
in trials and pretrial proceedings, order of trial proceedings, how to report
and transcribe voir dire of the jury and witnesses and polling of the jury,
sidebar discussions, NCRA Code of Professional Ethics in relation to official
reporting, laws pertinent to the industry, reporting interpreted proceedings,
realtime reporting in the Computer-Integrated Courtroom (CIC) environment,
courthouse departments and duties, litigation support in the judicial system,
realtime reporting in the broadcast and CART environments, and examinations
and certifications. (Formerly JR317 Official Reporting Procedures)

RR320 Internet Research Techniques for Realtime Reporters - 4 Hrs.
Prerequisite: CIS114

The student will learn the most efficient and reputable Internet research
techniques for general use and in order to gather pertinent information
and compile word lists of realtime reporting terminology as specified for
each concentration in NCRA's CASE General Requirements and Minimum
Standards Captioning and CART Standards Options and common judicial
terms. The student will learn to prioritize the most valuable and trustworthy
sites on the Web while avoiding “junk” sites and untrustworthy material in
order to best facilitate the realtime writing required for each realtime reporting
career field.

RR330 Realtime Applications for CART/Captioning - 4 Hrs.

Prerequisites: RR310 and RR206

This course is intended for those currently employed in the judicial reporting
field or current students near the end of their speed requirements in a realtime
reporting program who wish to develop or improve conflict-free writing
methods and hone their realtime skills for endeavors in CART reporting and/or
broadcast captioning fields. All students must have their own realtime capable
steno machines with realtime cables, laptops, realtime capable computer-
aided transcription software, and a base dictionary.

Upon successful completion of this course, the student will begin fine-tuning
current realtime dictionaries and writing methods using realtime principles
specific to CART reporting and broadcast captioning. Special emphasis
will be placed on the dividing and writing of word parts, conflict resolution,
homophones, numbers, punctuation and dictionary management. The
student will have the knowledge of principles needed to become realtime
ready for personal use as well as for realtime certification preparation.
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RR340 Dictionary Development and Management - 4 Hrs.

Prerequisites: RR320 and RR330

The student will learn techniques required to build and manage realtime
dictionaries. Word lists that were developed in the Internet Research
Techniques for Realtime Reporting course in specific subjects related to
the broadcast captioning, CART, and/or judicial reporting industries, as
specified in NCRA's CASE General Requirements and Minimum Standards
Captioning and CART Standards Options, will be added to the appropriate
realtime dictionaries. The student will become proficient in managing various
dictionaries in order to best facilitate successful realtime writing in the realtime
reporting fields.

RR350 Realtime Reporting 140 Literary - 4 Hrs.

Prerequisites: RR380 and RR340

Through extensive drills on unfamiliar material which includes timed writings,
the student will be able to pass two five-minute literary material tests at
140 wpm while writing realtime. Each test must be written with a first-pass
translation rate of 96 percent verbatim accuracy or better with the evaluation
based on NCRA's “What is an Error?” Guidelines. Emphasis is placed on
literary material and the ability to write conflict-free realtime with accuracy.
Realtime accuracy will be charted and analyzed for improvement. Weekly
current events assignments will be given. Laboratory tape sessions augment
classroom dictation and instruction.

RR355 Realtime Reporting Machine Shorthand VI (180 WPM) - 4 Hrs.
Prerequisite: RR310

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
140 wpm on literary material, 160 wpm on jury charge material, and 180 wpm
on two-voice testimony material while writing realtime. Each test must be
transcribed with 95 percent accuracy. Emphasis is placed on jury charge,
literary, medical, technical, and two-voice testimony. Emphasis is also
placed on the ability to write conflict-free outlines with accuracy and to read
notes fluently. Laboratory tape sessions augment classroom dictation and
instruction. (Formerly JR350 Machine Shorthand VI [180 wpm])

RR360 Realtime Reporting Question and Answer (180 WPM) - 4 Hrs.
Prerequisite: RR310

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests on
two-voice testimony material at 180 wpm while writing realtime. Each test
must be transcribed with 95 percent accuracy. The student will be able to
write conflict-free outlines with accuracy and to read notes fluently. Laboratory
tape sessions augment classroom dictation and instruction. (Formerly JR360
Question and Answer [180 wpm])
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RR365 Realtime Reporting 160 Literary - 4 Hrs.

Prerequisite: RR350

Through extensive drills on unfamiliar material and timed writings, the student
will be able to pass two five-minute literary material tests at 160 wpm while
writing realtime. Each test must be written with a first-pass translation rate of
96 percent verbatim accuracy or better with the evaluation based on NCRA's
“What is an Error?” Guidelines. Emphasis is placed on literary material and the
ability to write conflict-free realtime with accuracy. Realtime accuracy will be
charted and analyzed for improvement. Weekly current events assignments
will be given. Laboratory tape sessions augment classroom dictation and
instruction. (Formerly RR410 Realtime Reporting 160 Literary)

RR370 Realtime Reporting Machine Shorthand VIl (200 WPM) - 4 Hrs.
Prerequisites: RR355 and RR360

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests at
160 wpm on literary material, 180 wpm on jury charge material, and 200 wpm
on two-voice testimony material while writing realtime. Each test must be
transcribed with 95 percent accuracy. Emphasis is placed on jury charge,
literary, medical, technical, and two-voice testimony. Emphasis is also
placed on the ability to write conflict-free outlines with accuracy and to read
notes fluently. Laboratory tape sessions augment classroom dictation and
instruction. (Formerly JR410 Machine Shorthand VII [200 wpm])

RR380 Realtime Reporting Machine Shorthand VIIl (225 WPM) - 4 Hrs.
Prerequisite: RR370

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass three five-minute tests
at 180 wpm on literary material, 200 wpm on jury charge material, and 225
wpm on two-voice testimony material while writing realtime. Each test must
be transcribed with 95 percent accuracy, all within 75 minutes. STUDENT
MUST PASS THE TESTS AS DESCRIBED ABOVE TO BE ELIGIBLE TO
GRADUATE. The student will be able to write conflict-free outlines with
accuracy and to read notes fluently. Laboratory tape sessions augment
classroom dictation and instruction. This course is structured to prepare the
student for the lllinois CSR and NCRA-RPR machine skills portion of these
examinations. Students will be required to transcribe a simulated RPR
(Registered Professional Reporter) skills test in 3.75 hours to be eligible to
graduate. (Formerly JR440 Machine Shorthand VIII [225 wpm])

RR390 Multi-Voice Speaker Designation for Judicial Reporting - 4 Hrs.
Prerequisites: RR330 and RR370

The student will write multi-voice material of various types utilizing realtime
principles specific to judicial reporting at appropriate variable speeds. This
course emphasizes elements and uses of multi-voice speaker designations in
regard to the judicial reporting industry and environments including freelance
and official settings. Realtime accuracy will be charted and analyzed for
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improvement. Portions of realtime writing will be graded with a goal Total
Error Rate (TER) of 95 percent or higher. (Formerly JR390 Multi-Voice
Speaker for JR)

RR420 Realtime Reporting Question and Answer (200 WPM) - 4 Hrs.
Prerequisites: RR355 and RR360

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass two five-minute tests on
two-voice testimony material at 200 wpm while writing realtime. Each test
must be transcribed with 95 percent accuracy. The student will be able to
write conflict-free outlines with accuracy and to read notes fluently. Laboratory
tape sessions augment classroom dictation and instruction. (Formerly JR420
Question and Answer [200 wpm])

RR445 Realtime Reporting Question and Answer (225 WPM) - 4 Hrs.
Prerequisites: RR370 and RR420

Through extensive drills on unfamiliar material which includes current events
and timed writings, the student will be able to pass three five-minute tests on
two-voice testimony material at 225 wpm while writing realtime. Each test
must be transcribed with 95 percent accuracy, all within 75 minutes. The
student will be able to write conflict-free outlines with accuracy and to read
notes fluently. Laboratory tape sessions augment classroom dictation and
instruction. (Formerly JR445 Question and Answer [225 wpm])

RR450 Realtime Reporting Internship - 4 Hrs.

Prerequisites: RR370, RR420, JR220, LEG123, and RR316 or RR317

The internship will include a minimum of 40 verified hours of actual writing
time under the guidance of experienced realtime reporters. Students in
the Judicial Reporting Concentration must meet this requirement to be
eligible to graduate. The institution will be responsible for this arrangement.
Students shall not serve in the capacity of the actual realtime reporter during
participation in the Internship. Special emphasis will be placed on writing
realtime in judicial settings. A 40-page complete and accurate transcript will
be prepared. A narrative of the internship experience is required. All writing
logs will be submitted for approval. A resume will be prepared. (Formerly
JR450 Judicial Reporting Internship)

SOCIOLOGY

SOC100 Introduction to Sociology - 4 Hrs. (1Al S7 900)

A description and analysis of the structure of human society. Special emphasis
is placed on the changing nature of social groups and patterns of action. Stu-
dents will gain an understanding of the nature of, and motivation for, individual
behavior in a group setting. Students will acquire deeper insight into social prob-
lems, their causes, and possible solutions. Research and writing is required.
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S0C200 Marriage and Family - 4 Hrs. (1Al S7 902)

Prerequisite: SOC100

This course surveys the contemporary family in historical and cross-cultural
perspectives. Trends in mate selection, marriage, child-rearing, employment,
gender roles, and communication within the family are included.

S0C230 Adulthood and Aging - 4 Hrs.

The student will investigate the biological, cognitive, and psychosocial factors
from early adulthood through old age. Topics such as age, gender, race/
ethnicity, socioeconomic status, culture; career choice and development;
mate selection and marriage; conventional and nonconventional families;
theories of adult personality development; mid- and late-life transitions; aging;
and dying, death and bereavement are included.

SOC300 Social Psychology - 4 Hrs. (1Al S8 900)

An exploration of the connections between group experience and individual
behavior, including the development of “self,” conformity and deviance,
attitudes, attraction, intergroup interaction and collective behavior.

S0C310 Racial and Ethnic Relations - 4 Hrs. (IAl S7 903D)

An analysis of racial, religious, ethnic and other groups, examining persistence
of group identity, inter-group relations, social movements, government policy
and related social problems.

SPANISH

SP110 Conversational Spanish - 4 Hrs.

An introduction to basic spoken and written Spanish and Hispanic culture. Upon
completion, the student will be able to communicate at an elementary level in
spoken and written Spanish and will demonstrate an introductory knowledge of
Spanish-speaking cultures. Not open to native speakers of Spanish.
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