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Visitors are always welcome at Southwestern Technical Institute. The
Administrative Offices are open Monday through Thursday from 8 a.m.
to 10 p.m. and Friday from 8 a.m. to 5 p.m. Visitors desiring interviews
with members of the staff are urged to make appointments in advance.




CALENDAR

1975-1976

FALL QUARTER
55 DAYS
Instructor In-Service ... ~ Tuesday, September 16 through

Friday, September 26
Registration 2 Monday, September 29
Classes Begin Tuesday, September 30
Fall Quarter Ends - A Wednesday, December 17
Instructor Work Day Thursday, December 18

Thanksgiving Holidays — November 27, 28

WINTER QUARTER

55 DAYS

Registration Friday, January 2
Classes Begin .. emeee -~ Monday, January 5
winter Quarter Ends | | Friday, March 19
Instructor Work Day ... ; Monday, March 22

SPRING QUARTER

55 DAYS

Registration e Tuesday, March 30
Classes Begin S—— s Wednesday, March 31
Spring Quarter Ends N e s - Wednesday, June 16
Instructor Work Day - Thursday, June 17

Easter Monday — April 19

SUMMER QUARTER

55 DAYS

Registration - Wednesday, June 23
Classes Begin Thursday, June 24
Summer Quarter Ends Thursday, September 9
Instructor Work Day Friday, September 10

Labor Day — September 6

Note: Days lost due to inclement weather or other causes will be made up at
the end of the quarter in which the loss occurred.
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THE INSTITUTE

Under the Community College Act passed in 1963 by the North Carolina
Qeqeral Assembly, a system of comprehensive community colleges, technical
Institutes, and industrial education centers was created to operate under the
State Board of Education.

| S.out.hwest.erp Technical Institute was founded in 1964 as an area educational
Institution within the system of community colleges of North Carolina. Jackson,
Swain, and Macon counties make up the primary service area of this institution.

Frorp the time of its creation in 1964 until January 1, 1968, it was part of
Ash.evnlle-Buncombe Technical Institute. On January 1, 1968, the school became
an Independent institution and was renamed Southwestern Technical Institute.

~ The first building, which houses the vocational curricula, was constructed
In 1965, followed in 1970 by the construction of a building housing Commer-
cial .Specialties, Human Services, and General Education. A third facility with
administrative offices, additional classrooms, gymnasium, and cafeteria was

completed in the summer of 1974.

.Situated on a beautiful hill in the midst of a twenty-three acre tract of land
with spectacular scenery in all directions, the Institute is located on Webster
Road two miles south of Sylva, five miles from Western Carolina University, and
twenty miles from the Cherokee Indian Reservation and Great Smoky Moun-
tains National Park. Franklin is twenty miles to the west. Cashiers-Highlands is
thirty miles south, and the Blue Ridge Parkway is twelve miles away.

PHILOSOPHY

The philosophy of Southwestern Technical Institute’s open door policy has
been stated by Dr. Dallas Herring, Chairman of the State Board of Education:

The only valid philosophy for North Carolina is the philosophy of total
education; a belief in the incomparable worth of all human beings,
whose claims upon the State are equal before the law and equal
before the bar of public opinion; whose talents (however great or
however different from the traditional), the state needs and must de-

velop to the fullest possible degree.

This is why the doors to the institutions in North Carolina’s system of
community colleges must never be closed to anyone of suitable age
who can learn what they teach. We must take the people where they
are and carry them as far as they can go within the assigned function

of the system.

PURPOSE

The purpose of Southwestern Technical Institute is to provide convenient
learning opportunities for people of the area by offering vocational, technical
and developmental programs and general adult education courses to any in-
dividual beyond high school age. These courses and programs will better pre-
pare individuals to join the labor market as new employees, qualify them for
employment opportunities in new and existing industry, provide specific skills
training, and encourage personal improvement, self-satisfaction, and an under-
standing of the responsibilities and privileges of citizenship.

Specifically stated, the objectives are:

To provide educational opportunities for adults desiring to continue their
education.

To provide inexpensive, nearby educational opportunities for high school
graduates.



To provide vocational programs for individuals seeking employment in trades.

To provide two-year technical programs for individuals desiring employment
in business and industry.

To provide programs of vocational education for employed adults needing
training, re-training or wishing to gain personal benefit from the program.

To provide suitable courses for individuals desiring to enrich their lives and
to continue personal growth.

To offer testing, guidance and educational counseling §ervices to students
and prospective students, as well as to any other person in the area who has
need of such service.



ADMISSIONS

Southwestern Technical Institute follows an “open door’” policy, and students
are admitted without regard to race, religion, sex, or national origin. Admission
requirements vary according to the level of training the applicant desires.
The Associate Degree, Diploma, and Certificate Programs are defined on page
16. Students desiring enrichment work only are classified as Special Credit

students.

All degree curricula programs require a high school diploma or the equival-
ent. Students with deficiencies in math or English will be referred to the De-

velopmental Laboratories for math or English improvement prior to entry into
the degree program. Admission requirements for pre-program students and

curriculum students are identical.

Admission to the Practical Nurse Education program and the Law Enforce-
ment Curriculum have more specific requirements. See page 58 for the
Practlcal Nurse Education program requirements and page 54 for the Law En-

forcement Curriculum requirements.

Diploma program admission normally requires a high school diploma or the
equivalent; however, an exception will be made of the applicant who demon-
strates the ability and motivation to enter the curriculum. Students should sub-

mit either:
A. High School transcript showing high school completion

B. GED or high school equivalency

C. Evidence of motivation and ability to be successful in curriculum

Special Credit students must be eighteen years of age or have a high
school diploma.

A physical examination may be required.

Admisslon will be denied any prospective student who knowingly submits
false information on any admissions forms.

ADMISSION PROCEDURE

ASSOCIATE DEGREE CURRICULA
Any applicant wishing to enroll in any Associate Degree Curriculum should:

1. Obtain an admission form from the Director of Student Services, South-
western Technical Institute, P. O. Box 95, Sylva, N. C. 28779.

2. Submit the completed admission form to Director of Student Services.

3. Submit transcripts from all previous schools attended to Director of Stu-
dent Services.

4. Visit Southwestern Tech's Student Services Office for placement testing.
SAT scores may be submitted in lieu of admission testing.

5. Have an interview with a member of the Student Services Staff.
6. Send a $5.00 tuition deposit after receiving notification of acceptance.

DIPLOMA
Any applicant wishing to enroll in a Diploma Curriculum should:

1. Obtain an admission form from the Director of Student Services, South-
western Technical Institute, P. O. Box 95, Sylva, N. C. 28779.

2. Submit the completed admission form to Director of Student Services.
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3. Submit transcripts of all previous schools attended to Student Services
Office.

4. Visit Southwestern Tech's Student Services Office for placement testing.
5. Have an interview with a member of the Student Services Staff.

6. Send a $5.00 tuition deposit after receiving notification of acceptance.

CERTIFICATE PROGRAM

Any applicant wishing to enroll in a Certificate Program should:

1. Obtain an admission form from the Director of Student Services, South-
western Technical Institute, P. O. Box 95, Sylva, N. C. 28779.

2. Submit transcripts of all previous schools attended to Director of Student
Services.

3. Submit the completed admissions form to Director of Student Services.
4. Visit Southwestern Tech’s Student Services Office for placement testing.
5. Have an interview with a member of the Student Services Staff.

6. Send a $5.00 tuition deposit after receiving notification of acceptance.

SPECIAL CREDIT PROGRAM

Any applicant wishing to enroll as a Special Credit student should submit
a completed admissions form during registration.

ADMISSION PROCEDURES FOR
SPECIAL STUDENTS

While most new students will be seeking enrollment in a curriculum and
should follow the steps listed previously, the Institute recognizes that many
adults in the community will wish to register for one or more courses as a stu-
dent, but not a candidate for a degree or diploma. In order to encourage this
type of interest, the Institute will allow a qualified person to be admitted to
the Institute and enroll for courses without taking the pre-enroliment test bat-
tery provlded the person does not wish to enter a degree or diploma curriculum.

TRANSFER STUDENTS

Applicants, for day or night classes, either full-time or part-time, who have
attended other colleges, universities, or technical institutes are responsible
for having a transcript from each institution submitted directly to the Admis-
sions Office. If official high school records are necessary, the applicant will be
notified. All freshmen and sophomore courses In which passing grades were
received are customarily accepted if they are applicable to the program selec-
ted at this institute and if they were earned at an accredited college or univer-
sity, at an institution within the North Carolina Community College System, or
at an institution approved by the Dean of Instruction.

Transcripts are not required of applicants who audit courses. Transcripts
are not required for Visiting Students provided they have the written approval

of the institution in which they are regularly enrolled. A minimum of two quar-
ters of work must be taken at STI.

AUDITING

By special permission, an applicant may be admitted to certain courses as
an auditor. Such students receive no credit for the course. Auditors will be
expected to attend classes and participate in the same manner as credit stu-
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dents. Fees for auditing students will be identical to those charged to regular
students.

FOREIGN STUDENTS

The Institute is authorized under Federal law to enroll non-immigrant alien
students. Students enrolling under this classification will be treated as non-
resident with respect to tuition and fees. An immigrant alien is subject to the
same considerations as a citizen. Foreign students must have a sponsor
living in the U. S.

READMISSION

Students with credit from STl who withdraw before completing the require-
ments for a diploma or degree may be readmitted by simple application and
a conference with the counselor.

11



EXPENSES

TUITION PER QUARTER

Full-Time Student %3200
Part-Time Student (Per quarter credit hour) . .. ...~ - 250
Extension Student (Per class) . . . 2.00
ACTIVITY (Per quarter) . 280
INSURANCE (Per vyear) . 2.50

Graduation fees will be paid when the student registers for his last quarter
of work prior to graduation.

ADDITIONAL FEES

In addition to the above fees, students enrolled in Cosmetology and Prac-
tical Nurse Education are required to pay an additional insurance fee and to
purchase uniforms. Cosmetology students must purchase a cosmetology Kit.

Activity fees for part-time students will be assessed on a pro rata.basis. Be-
cause costs are so inexpensive, the Institute does not provide for installment
payments of fees and charges.

NON-RESIDENT FEES

Southwestern Technical Institute will charge out-of-state tuition in accordance
with General Statutes 116-143.1, 1971, as amended by the 1973 General As-

sembly.

REFUNDS

Tuition refund for students shall not be made unless the student is, In the
judgment of the Institution, compelled to withdraw for unavoidable reasons. In
such cases, two-thirds of the student’'s tuition may be refunded if the student
officially withdraws within 10 calendar days after the first day of classes as
published in the school calendar. Tuition refunds will not be considered after
that time. Tuition refunds will not be considered for tuitions of five dollars
($5.00) or less, unless a course or curriculum fails to materialize.

In order to comply with federal regulations in institutions not regionally ac-
credited, the State Board authorized modiflcations of the tuition refund policy
so that veterans or war orphans receiving benefits under U.S. Code, Title 38,
Chapters 33 and 35, can be refunded the pro rata portion of the tuition fee
not used up at the time of withdrawal of such students.

OBLIGATION TOWARD TUITION AND FEES

Tuitlon and. fees are doue and payable at the time of the student's reqgistration.
No student will be permitted to graduate or register for a new quarter if he has
an unpaid balance due or an account from any previous quarter unless pay-

ment .of such an .outstanding balance has been guaranteed in writing by a
financially responsible person or organization.

Any student experiencing special difficulties may make speci
with the business manager. J PRCIAL Grtangemants

In the event a student completes registration and withdraw '
| o registr s before payin
the appropriate fees and tuition, the institution will make three attempts gu)rling

the current year by letter and personal contact to collect these funds. If the

institution is unsuccessful, the account will be turned :
. % over t
Attorney General's office for disposition. 0 the North Carolina
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TEXTBOOKS

All curriculum students will be expected to purchase adopted textbooks in
all courses. These textbooks will be sold at less than retail price to students.

Every effort will be made to keep the quarterly price of all textbooks between
$15 and $30.

Recommended textbooks are to be purchased at the beginning of the quarter
In which they are to be used. Textbooks used in any one quarter must be pur-
chased by the end of the second week of classes of that particular quarter.

STUDENT FINANCIAL AID

The purpose of the Financial Aid Program at Southwestern Technical Insti-
tute is to provide financial assistance to students who, without aid, would be
unable to attend the Institute. Financial assistance is available to needy stu-
dents in the form of loans, grants, work study and scholarships. These pro-
grams may be used in combination or singly to meet the expenses of students
whose parents cannot totally finance their education.

Financial aid applications are available at the STI Student Services Office.
Parents Confidential Statement forms may be obtained from high school guid-
ance counselors or from the Student Services Office at the Institute. Students
submitting PCS forms should designate Southwestern Technical Institute as the
school recipient. Applications should be filed as early as possible to allow time
for processing.

COLLEGE WORK STUDY PROGRAM

A program of employment in which the student, particularly from a low in-
come family, is compensated for the number of hours he works for the Institute
or an off campus agency. Students who are employed in this program may
work up to 15 hours per week while attending classes full time. During vacation
periods, when the students is not in school, he may work up to 40 hours per
week. On campus jobs can include work in offices, shops, libraries, and main-
tenance.

The Federal Government currently provides 80 percent of student earnings.
The Institute and participating organizations arrange for the other 20 percent.

VOCATIONAL WORK STUDY PROGRAM

A limited number of students may be employed on a part time basis by the
Institute under the provisions of the federal work study program. Applicants for
work study must be under 21 years of age and show that earnings are needed
to commence or continue training at the Institute on a full-time basis.

BASIC EDUCATIONAL
OPPORTUNITY GRANT PROGRAM

This is a new federal program of student financial aid which provides for
grants of $1400 less the expected family contribution for all eligible students to
assist them in meeting educational costs. The concept of this program is one of
entitltement, “"That every eligible student with demonstrated need is assured fi-
nancial resources to continue his education beyond high school.” The Basic
Grant program will potentially assist students from families up to an income
level of approximately $13,000.

A student who wishes to receive a Basic Grant must complete an Applica-
tion For Determination Of Basic Grant Eligibility. This form can be obtained in

the Student Services Office, high school counselor’'s office, post offices, and
libraries.
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SUPPLEMENTAL EDUCATIONAL
OPPORTUNITY GRANTS

This program provides grants to students of exceptional financial need, who,
for the lack of financial means of their own or of their families, would be un-
able to enter or to remain at the Institute. Grants, ranging from $200 to $1,000,
are available to a limited number of students and must be matched with other
aid funds. Supplemental Grants do not have to be repaid.

NATIONAL DIRECT STUDENT LOANS

The National Direct Student Loan Program provides long term, low interest
loans to qualified students in need of financial assistance to pursue a course
of study at the Institute. A student may borrow up to $1,000 for each year of
study. The repayment period and interest, at the rate of 3 percent, begins nine
months after a student ends his studies at the Institute.

The Fede_ral Government provides 90 percent of each student loan. The In-
stitute provides the other 10 percent.

COLLEGE FOUNDATION INCORPORATED LOAN FUND

Legal residents of North Carolina who are enrolled or have been accepted
for enroliment in an eligible college, university, technical or vocational school
in a full-time undergraduate program are eligible to apply. Applicants must meet
certain academic requirements as related to their course of study and must
provide proof of financial need. Students in good standing may reapply each

year that additional funds are needed.

NORTH CAROLINA STATE BOARD OF EDUCATION
STUDENT LOAN FUND

Full-time students enrolled in a vocational or technical program in an in-
stitution under the North Carolina Department of Community Colleges may bor-

row a maximum of $300 per year.

JAMES FRANK COWAN MEMORIAL STUDENT LOAN FUND

This fund was established by friends and fellow STI| staff members at the

time of Mr. Cowan’s death in October, 1974.
The purpose of the fund is to provide short duration loans in small amounts

to full-time students.

ROTARY CLUB LOAN FUND

A limited amount of money is available to students enrolled in vocational
programs in the form of emergency loans, sponsored by the Sylva Rotary Club.

FIRST UNION NATIONAL BANK

The Educational Checkloan is designed for those families who can afford
higher education for their children but need to spread the cost over a number
ot years. A flexible program, it allows any qualified resident of North Carolina
to borrow up to $10,000 for four years of higher education.

SUZANNE M. DAVIS

Low interest loans are available to Cherokee Indians through the Suzanne M.
Davis Loan Fund administered through the Historical Association, Cherokee.

North Carolina.
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LAW ENFORCEMENT EDUCATION PROGRAM

LEEP was established by Congress to provide for and encourage training,

education, research and development for the purpose of improving law en-

forcement by InCreasing the educational level of its personnel. To this end,
Congress saw fit to prov

/ ide financial assistance to allow In-service law en-
:orc?ment officers to continue their education at the college and university
evel.

NURSING SCHOLARSHIPS

The Health Careers Scholarsh
Educational and Development Fu
demically promising residents of

Ip Program of the James G. K. McClure
nd is to aid financially deserving and aca-

. | Western North Carolina to enter the Licensed
Practical Nursmg Program. Evidence of Christian character and the desire to
be of service to one’s fellowmen are considered of basic importance in the
selection of the recipients.

GREENEBAUM SCHOLARSHIPS

The James G. K. McClure Educational and Development Fund provides schol-

arships, given by the family and friends of the late Edward De Zulueta Greene-

b.aum,.for residents of Jackson County. Awards are based upon scholarship,
financial need and recommendations.

ART SCHOLARSHIP

Southwestern Technical Institute offers four scholarships each year to the
four top contestants in the annual

Commercial Art contest sponsored by the
school.

TOMMY LOVE MEMORIAL SCHOLARSHIP

This scholarship will pay tuition for one year at Southwestern Technical In-
stitute for a deserving graduate of Sylva-Webster High School.

ALCOA FOUNDATION SCHOLARSHIPS

Alcoa Foundation of Pittsburgh awards scholarships to eligible students in
the service area of Nantahala Power and Light So.: the counties of Macon,

Jackson, Swain, Graham, and Cherokee. These scholarship are administered
through the STI Financial Aid Office.

HAROLD’'S SUPERMARKET SCHOLARSHIP

This program provides a scholarship each year for employees of Harold
Potts or their children. If there are no applicants in the above category, then

the Scholarship is open to anyone from Jackson County who demonstrates a
financial need.

MACON COUNTY RETIRED TEACHERS ASSOCIATION
NURSING SCHOLARSHIP
This scholarship will pay tuition for one year for a Macon County student

entering the Licensed Practical Nurse Program at Southwestern Technical In-
stitute.

SOUTHWESTERN TECHNICAL INSTITUTE FOUNDATION
STUDENT FINANCIAL AID

The Southwestern Technical Institute Foundation Student Aid Program is de-

signed to complement the present aid program operated by the Institute. Appli-
cations may be obtained from the Student Services Office.
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THE STUDENT SCHOLARSHIP AND GRANT PROGRAM will serve all stu-
dents, especially those not qualified for federal aid.

STUDENT EMPLOYMENT is a program to aid both the student and South-
western Technical Institute as students use their skills and knowledge In support

of the Institute and its purpose.

The STUDENT LOAN PROGRAM will provide lo
students who otherwise would be unable to atten

stitute.

The EMERGENCY LOAN FUND is a short-term or “petty cash”
permit the Institute to satisty the emergency needs of stu
needs may include tuition, fees, books, rent or grocery
will provide small amounts of money for a short period of time.

DARRIS GREENE MEMORIAL FUND provides loans to students entering the
Commercial Art and Advertising Design Program at the Institute.

ng-term, low interest loans to
d Southwestern Technical In-

NORTH CAROLINA DIVISION OF REHABILITATION

The Institute is approved for the training and education of personnel who
qualify under the provisions of the North Carolina Division of Vocational Re-

habilitation, Department of Public Instruction.

SOCIAL SECURITY ADMINISTRATION

Eligible persons may receive educational benefits from the Social Security
Administration if the head of the household is over 62 and retired or disabled.

BUREAU OF INDIAN AFFAIRS

Educational assistance is provided to the Cherokee Indians through the Bur-
eau of Indian Affairs, Cherokee, North Carolina.
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ACADEMIC INFORMATION

DEGREE PROGRAM

South.western Technical Institute will confer an Associate of Applied Science
degree in the name of the State Board of Education in all technical curricula.
A state comprehensive examination may be required before graduation in any
technical curriculum.

DIPLOMA PROGRAM

Southwestern Technical Institute will grant diplomas in the name of the
Southwestern Technical Institute Board of Trustees upon successful com-
pletion of any vocational level curricula four quarters in length (or the part-
time equivalency). A state comprehensive examination may be required before
graduation in any vocational level curriculum.

CERTIFICATE PROGRAM

Certificates will be issued in the name of Southwestern Technical Institute
to students who successfully complete curricula less than four full quarters in
length.

GRADING SYSTEM

Grades will be issued the end of the term. Students enrolled in any currl-
culum will be graded by the following system:

A 93-100 Excellent

B 84-92 Above Average

C 75-83 Passing or Average
| Incomplete

INCOMPLETES

An “I”, or Incomplete, indicates that a student has done work of a passing
grade in a course but has not completed all required work. It is the student's
responsibility to have this deficiency removed within the following quarter.
When in the judgment of the instructor a student is not making a reasonable
effort to remove the Incomplete and has not done so within the required period,
the instructor may recommend to the Department Chairman that the student

repeat the entire course.

ACADEMIC PROBATION — SUSPENSION

A student receiving two or more Incompletes in any quarter must consult
with his adviser and, in the absence of extenuating circumstances, will be
placed on academic probation for the following quarter. The _adviser will de-
velop with the student a program for the following quarter desngn.ed to remove
the deficiencies. Copies of this program will be sent to the Reg|§trar and the
Department Chairman. A student who does not remove his probationary status
during the quarter may be suspended by the Director pf_ Occupational Edgca-
tion for one quarter. The student may appeal this decision to the Admlsswns
Committee. When a student returns to Southwestern Technical Inst.ltute at the
expiration of the suspension period, he will be placed under previous proba-

tionary requirements.
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QUALITY POINTS

At the end of each quarter quality points are assigned in accordance with
the following formula: The minimum quality point ratio for graduation Is 2.00
O an average grade of C.

A—4 quality points per credit hour
B—3 quality points per credit hour
C—2 quality points per credit hour

l—no quality points

Quality point ratios are determined by dividing the total number of quality
points by the number of hours completed.

DEAN’'S LIST

1. Only full-time students are considered. (A full-time student is defined as

a student enrolled in a curriculum program, carrying a minimum of 12
quarter hours.)

2. The student is to have a minimum 3.50 quality point average to qualify
for the quarter under consideration.

3. Incompletes and withdrawals will automatically eliminate a student from

this list for that particular quarter. Students receiving credit for a
course by examination or transfer are not affected.

ATTENDANCE REQUIREMENTS

All students are expected to be present and regular in attendance for all
scheduled classes and open labs. Absences will be considered justified and
excusable only in cases of emergencies, serious illness, or death in the im-
mediate family.

Any work missed because of excused absences must be made up.

CHANGE OF SCHEDULE

Changes in class schedule after registration may be made only with the ap-
proval of the students advisor and instructors.

WITHDRAWAL PROCEDURE

If a student wishes to withdraw for any reason he should:
a.) Discuss it with his advisor.

b.) Complete a withdrawal form with his advisor.

c.) Have the librarian sign the withdrawal form.

d) Take the completed withdrawal form and the student ID card to the
reqistrar,

e.) Present withdrawal form to the cashier.

18



STUDENT CONDUCT

Students of Sopthwestern Technical Institute will be expected to conduct
themselves at all times as mature adults. Students who do not respect the rights

and privileges and personal property of other students and who fail to dem-

?nr;:;re}te a high regard for school facilities and property will be subject to dis-
al.

~ Violation of rules and regulations relating to drug abuse and use of alcohol-
Ic beverages may result in disciplinary measures or dismissal.

Possession of firearms or other weapons as defined in G. S. 14-284.1 while

on campus is unlawful whether carried openly or concealed. Violations may
result in dismissal and prosecution.

Students of the institute are subject to the operating policies and rules of

the school, the local ordinances, the North Carolina General Statutes and the
laws of the United States.

FACULTY ADVISOR

E:fach'student will be assigned an advisor by the Department Chairman in his
major field. The purpose of this program is to provide each student with per-

s?nal c?ssistance in orientation and with guidance as he progresses in his course
ot stuay.

CREDIT BY EXAMINATION

Advanced placement is offered to those students who because of their dem-
onstrated abilities are qualified to accelerate their studies. To obtain advanced
placement a student may take a proficiency examination in any subject when
he believes he already has mastery of the course material. Permission for
such an examination must be obtained from the appropriate Department Chair-
man with the Dean of Instruction concurring. The examination may be written,
oral, performance, or all of these. Students failing such an examination may not
request a second examination until evidence of further study in the subject
concerned is presented. The declsion of the examining instructor will be final.

A veteran student may apply for credit toward graduation for training re-
ceived under any of the armed forces college training programs. Credit may
also be granted for specialized and technical training done under the aus-
pices of the armed forces and courses taken through USAFI.

COOPERATIVE EDUCATION

In keeping with its policy of offering new and enriching educational ex-
periences to students, Southwestern Technical Institute has introduced Coop-
erative Education in some of its curricula and will extend it to others later.
Cooperative Education, as the name implies, is a joint enterprise between the
school and private industry. Within this program, students are employed for a
specific period of off-campus work as a requirement of their course. This em-
ployment will be related as closely as possible to the student’s course of
study. Cooperative Education combines classroom teaching with practical ex-
perience on the job. Students interested in the Cooperative Education program
should check with their counselor or instructor.

NIGHT CURRICULUM PROGRAMS

It is the intent of Southwestern Technical Institute to make all courses avall-
able to all who want them during both day and night. Therefore, we are making
available curriculum level courses during the evening hours. One may enroll
for classes during both the day and night. For additional information, contact
the Evening Program Director.
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GRADUATION REQUIREMENTS

The student will be held responsible for fulfilling all requnremen’ts for tr:]e:'
degree or diploma for which he is registered. It is also the §tudents respdci) _
sibility to apply officially to the Student Services Office for his degree or aip
loma at the beginning of the last quarter the student is enrolled.

The required fee for degree, diploma or certificate must accompany applica-
tion for graduation.

Candidates for graduation are required to participate in graduation exercises
if they wish to receive their degree or diploma.

LIBRARY

The Library has a growing collection of over 12,000 books which are pri-
marily scientific and technical. The reference collection contains encyclopgzd-
ias, and many specialized dictionaries and handbooks. In addition to housing
the book collection, the Library receives more than 300 magazines and periodi-
cals and several newspapers.

The Library also provides other material such as pamphlets and clippings. In-
ciuded in the collection are bound volumes and microfilm of approximately 84
periodicals. The Library also provides microfiche of several document titles.

Many types of audiovisual materials and equipment are available through the
Library. The audiovisual media include films, filmstrips, tapes, slides, trans-
parencies, and video tapes. The materials may be used in the library at the
study carrells or taken to a classroom.

The Library staff of trained personnel, plus clerical and student workers, is
always willing to assist any users in locating materials or using materials he
has located.

The Library is open from 8:00 a.m. to 9:00 p.m. Monday through Thurs-
day and from 8:00 a.m. to 5:00 p.m. on Friday. The Library serves not only
faculty, staff and students of S.T.l., but also residents of the community at large.
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SERVICES TO STUDENTS

Student .S.ervicc.es Is a distinct and vitally important aspect in the develop-
ment, admmlstratlor), operation, and future planning of Southwestern Technical
Institute. Such services are provided primarily to serve the student effectively.

A definite program of service is offered to assist the student in selecting,
entering, progressing within, and completing a program of study. In addition,
the individual is provided numerous opportunities for personal development and
soclal growth through a variety of planned activities.

TESTING

| Thge Institutp provides an extensive program of aptitude, achievement, and
individual testing at the school.

COUNSELING

Students are encouraged to seek counseling on matters affecting their well
being. This service is available to assist students in coping with academic, per-
sona_l or vocational problems. Each student is assisted in developing according
to his peculiar set of abilities and background. Students needing assistance
should contact Student Services.

HOUSING

Southwestern Technical Institute was established to serve students within
the commuting distance of the campus. Thus, the Southwestern Technical In-
stitute has no dormitory or housing facilities on campus. However, the Student
Services Department maintains a listing of available apartments, rooms, or
trailers for rent in addition to dormitory rooms at near-by Western Carolina
University. Although it assumes no responsibility for housing, the Institute will
assist out-of-town students in locating suitable living accommodations if it is

requested through the Student Services Office.

ORIENTATION

At the beginning of each quarter, an Orientation program is held for new
students to acquaint them with basic ideas, procedures, academic areas, ad-
ministrative personnel and services of the Institute. The primary purpose for
schedullng this program is to inform new students of important information about

the Institute in an effort to assist them in making an easy transition to new sur-
roundings.

PLACEMENT

Assistance in locating employment is available to all Southwestern Techni-
cal Institute students and graduates. Qualified students are referred to employ-
ers contacting the Institute, and the school provides facilities for employers

desiring on-campus interviews.

Students will be asked to file a Personal Data Sheet with the Student Services
Office. This information is used for employment referral.
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VETERANS AFFAIRS

The Student Services Division maintains a full-time Coorc.ilntahtoirr gfdl}/ce;ggir;sl
Affairs for purposes of counseling and helping veterans obtatnn ein ucations!
benefits, select a program of education, and .helplng.the veteran rghans —
tending Southwestern Technical Institute. This also lnC|L_Jde? wardO ptional vy
dependents of disabled or deceased veterans that qualify for educa
sistance under the G. I. Bill.

Any veteran with 181 or more days of continuous active duty after Januarydfﬂ,
1955 or who was discharged or released under conditions other than |sr;
honorable can qualify for benefits. Length of entitlement IS 112 months for eac
month of active duty up to a maximum of 36 months.

The office of Veterans Affairs also coordinates the award of North Carolina

Veterans Scholarships which may be given to qualified veterans or their de-
pendents.

HEALTH SERVICES

The Institute does not have a Health Clinic to provide hospitalization or

emergency services. Injuries should be referred to the Student Personnel Of-
fice.

In the event of a accident or sickness, the following procedures should be
followed:

1. Notify the Student Services Office.

2. The person should not be moved, but made comfortable until help arrives.

All curriculum students enrolling in the Institute are required to fill out a
student medical data form. This information is used for the purpose of referral

In the event of an emergency. For more detailed information refer to the student
handbook.

LOST AND FOUND

The Student Services Office will post information on articles that have been

lost and turned in. Any lost articles should be reported to the Student Services
Office.

STUDENT IDENTIFICATION CARD

Student identification cards are distributed during one’s initial registration

with the Institute. These cards will be available in the Student Services Office
after registration.

CHANGE OF ADDRESS

A student should report any change of address immediately to the Student
Services Office.

TRANSCRIPTS OF STUDENT RECORDS

Al student records are held in confidence by the institute. Placement creden-
tials, transcripts, and other information will be made available only upon written,
signed request of the student. If the student is under age 18, the parent or le-

gal guardian must sign the request form. Transcript release forms are avail-
able in the registrar's office.
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Copies
D of the Student Government Constitution are availlable in the Student

INTRAMURAL ACTIVITIES

An in . : ,
terest totr:'rpgtrl?(lj prtogram with wide variety and scope provides activities of in-
S Sheans in ts. .lt?resen_t activities include: canoeing, touch football, hiking
facilitiés Ang e;JUigfrll\gnlfievgglrngeavaa?geb? agr%orq(;ng to student interest'and as:

: : e. I'he idea of activi
and faculty is being developed which features a golfing clL:tby. clubs for student

INTERCOLLEGIATE ATHLETICS

The intercollegiate activities of Southwestern T | i
, _ echnical Institute fe
men’s basketball team with a cheerleader squad, golf and baseball teama;t.ure :

VETERANS CLUB

Members must be veterans of at least six months active duty |

| . y In the armed
forces of the United States. Its purpose is to provide information for incom-
ing veterans concerning VA benefits, and to focus their efforts and opinions

for the benefit of the school.

SECRETARIAL SCIENCE CLUB

The purpose of the Secretarial Science Club is to foster and encourage in-
terest in the secretarial fields. Memberships is open to students in the Secre-

tarial Science curriculum.

SOCIAL LIFE

ughout the vyear for the cultural,
tudents. Any student who pays the

ties sponsored by the college.

A series of programs IS provided thro
educational, and social enrichment of the stt
student activity fee is eligible to attend activi
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COMMERCIAL
SPECIALTIES

BUSINESS

Accounting
Business Administration
Secretarial Science

COMMERCIAL ART AND
ADVERTISING DESIGN

RADIO BROADCASTING




ACCOUNTING

Purpose

A.ccounting IS a process of measuring and reporting various functions of
business and governmental organizations. These measurements are in terms
of dollars and material, labor, time, index numbers, and other valid units of

measurement. Accounting gives meaning to these measurements, and is
Justly described as the ‘language of business.”

- The duties and responsibilities of an accountant vary somewhat in different
firms. An accountant may record transactions, render periodic reports, maintain

cost records, make special reports, complete tax returns, audit the books, and
advise management in areas of financial affairs.

Job Description

| The.graduates of the Accounting Curriculum may qualify for various jobs
In business and industry leading to any of the following accounting positions:
accounting clerk, payroll clerk, accounting machine operator, auditor, and cost
accountant. This training plus further experience should prepare them to be-

come office managers or accounting supervisors, and to fill other responsible
positions in a business firm.

Suggested Curriculum By Quarters

Hours
First Quarter Class Lab Credit
ENG 100 English | 3 2 4
MAT 110 Business Math 5 0 5
BUS 101 Introduction to Business 5 0 5
BUS 120 Accounting | 4 3 5
17 5 19
Second Quarter
ENG 101 English Il 3 2 4
BUS 121 Accounting Il 4 3 5
BUS 110 Office Machines 2 2 3
BUS 248 Economics | 5 0 5
14 i 17
Third Quarter
ENG 102 English Ill 3 2 4
BUS 122 Accounting Il 4 3 5
BUS 249 Economics |l 5 0 5
EDP 104 Introduction to Data Processing
Systems 3 2 4
15 18
Fourth Quarter
ENG 204 English IV 3 0 3
SSC 201 Social Science 3 2 4
BUS 239 Marketing 9 0 5
BUS 124 Personal Finance 3 2 4
14 4 16
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Fifth Quarter

ENG 206

BUS
BUS
BUS

222
229
123

English VII
Intermediate Accounting |
Income Taxes |

Business Finance
Elective

Sixth Quarter

BUS
BUS
BUS
BUS
BUS

235
247
115
223
231

Business Management
Business Insurance
Business Law |
Intermediate Accounting I
Income Taxes ||

Seventh Quarter

BUS
BUS
BUS
BUS

224
225
227
116

Intermediate Accounting Il
Cost Accounting

Accounting Systems
Business Law I
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BUSINESS ADMINISTRATION
(Industrial Management Option)

Purpose

Industry’s peeds In positions of supervision and mid-management have
grown extensively with the development of new methods of manufacturing and
with the Increase in the national economy. This need has added emphasis to
the necessity for well-trained individuals who can understand new methods
and keep abreast of trends in the economy. The supervisor and persons in
mid-management must be concerned daily with human behavior and the psy-
chological factors which affect personnel working under their direction. They

must also be conscious of the responsibilities of their position toward the total
economic well being of the industry.

This course is designed to develop the individual's abilities in the art of
pommunicating with his fellow worker by providing him with training in bus-
iness and industrial management, psychology, production methods, and the
general and social education that broadens one’s perspective. This training
should provide one with the opportunity to enter into an industrial occupation
and, with experience, assume the responsibilities that go with supervisory and
mid-management positions in industry.

Job Description

The supervisor or foreman coordinates the activities of workers in one or
more occupations. His duties may encompass the interpreting of schedules and
estimating of man hour requirements for job completion, establishment or ad-
justment of work procedures, analyzes and resolves work problems, and ini-
tiates or suggests plans to motivate workers to achieve work goals.

Suggested Curriculum By Quarters

Hours
First Quarter Class Lab Credit
ENG 100 English | 3 2 4
MAT 110 Business Math 5 0 5
BUS 101 Introduction to Business 5 0 5
BUS 120 Accounting | 4 3 5
17 5 19
Second Quarter
ENG 101 English Il 3 2 4
BUS 121 Accounting Il 4 3 5
BUS 110 Office Machines 2 2 3
BUS 248 Business Economics | 5 0 5
14 7 17
Third Quarter
ENG 102 English lll 3 2 4
BUS 235 Business Management 3 2 4
BUS 249 Business Economics |l 5 0 5
EDP 104 Introduction to Data
Processing Systems 3 2 4
14 6 17
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Fourth Quarter

SSC
ENG
BUS
BUS
BUS

201
204
261
269
239

Social Science
English 1V
Manufacturing Cycles
Industrial Safety

Marketing

Fifth Quarter

ENG
BUS

103
115

English VI
Business Law

BUS 265 Work Measurement
BUS 272 Principles of Supervision

Elective

Sixth Quarter

BUS
BUS
BUS
BUS
BUS

109
247
273
267
278

Seminar on Human Relations
Business Insurance
Personnel Management
Production Planning

Labor Concepts

Seventh Quarter

BUS
BUS
BUS
BUS
BUS

263
268
266
264
274

Quality Control

Plant Layout

Value Analysis

Job Analysis

Seminar on Management

Problems
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BUSINESS ADMINISTRATION
(Marketing Option)

Purpose

~In North Carolina the opportunities in business are increasing. With the
Increasing population and industrial development in this State, business has
become more competitive and automated. Better opportunities in business
will be filled by students with specialized education beyond the high school
level. The Business Administration Curriculum is designed to prepare the stu-
.dent. for. employment in one of many occupations common to business. Train-
Ing 1s aimed at preparing the student in many phases of administrative work
that might be encountered in the average business.

The specific ob_jectives of the Business Administration Curriculum are to
develop the following competencies:

1. Understanding of the principles of organization and management In
business operations.

2. Understanding our economy through study and analysis of the role of
production and marketing.

3. Knowledge in specific elements of accounting, finance, and business law.
4. Understanding and skill in effective communication for business.

5. Knowlgdge of human relations as they apply to successful business
operations in a rapidly expanding economy.

Job Description

The graduate of the Business Administration Curriculum may enter a variety
of career opportunities from beginning sales person or office clerk to man-
ager trainee. The duties and responsibilities of this graduate vary in different
firms. These encompassments might include: making up and filing reports, tab-
ulating and posting data in various books, sending out bills, checking calcula-
tions, adjusting complaints, operating various office machines, and assist man-
agers in supervising. Positions are available in business such as advertising,
banking, credit, finance, retailing, wholesaling, hotel, tourist and travel industry,
insurance, transportation, and communications.

Suggested Curriculum By Quarters

Hours
First Quarter Class Lab Credit
ENG 100 English | 3 2 4
MAT 110 Business Math 5 0 5
BUS 101 Introduction to Business 5 0 S
BUS 120 Accounting | 4 3 5
17 5 19
Second Quarter
ENG 101 English Il 3 2 4
BUS 121 Accounting Il 4 3 5
BUS 110 Office Machines 2 2 3
BUS 248 Business Economics | 5 0 5
14 7 17
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Hours

Third Quarter Class Lab Credit
ENG 102 English I 3 ; ¢
BUS 122 Accounting Il 4 5 :
BUS 249 Business Economics Il | O
EDP 104 Introduction to Data Processing 4
Systems 3 2 -
15 7 18
Fourth Quarter
ENG 204 English IV 3 0 3
3SC 201 Social Science 3 2 4
BUS 239 Marketing 5 0 5
BUS 124 Personal Finance 3 2 4
Elective 3 0 3
17 4 19
Fifth Quarter
ENG 206 English VI 3 2 4
BUS 243 Advertising 3 2 4
BUS 229 Income Taxes | 3 2 4
BUS 123 Business Finance 3 2 4
12 8 16
Sixth Quarter
BUS 235 Business Management 3 2 4
BUS 247 Business Insurance 3 0 3
BUS 115 Business Law | 5 0 5
BUS 109 Seminar on Human Relations 3 2 4
Elective 3 0 3
17 4 19
Seventh Quarter
BUS 232 Sales Development 3 2 4
BUS 244 Retail Management 3 2 4
BUS 275 Seminar on Marketing Problems 3 0 3
BUS 116 Business Law Il 5 0 5
Elective 3 0 3
17 4 19
Electives
BUS 245 Intro. to Journalism 3 0 3
BUS 299 Basic Real Estate 3 0 3
BUS 288 Organizing A Small Business 3 4 5
BUS 229 Income Taxes | 3 2 4
BUS 231 Income Taxes lI 3 2 4
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SECRETARIAL SCIENCE
(Shorthand Option)

Purpose

The demand for better qualified secretaries in our ever-expanding business,
industry, government, and professional world is becoming more acute. The
purpose of this curriculum is to outline a training program that will provide
training in the accepted procedures required by the business, industrial and
professional areas to enable persons to become proficient soon after employ-
ment in their particular field. Special training in secretarial subjects is supple-

mented by related courses in math, accounting, business law, and personality
development.

Job Description

The student may take courses in shorthand or have the option of courses
that give them a broader business background. This option gives the student a
choice of concentrated study preparing her for employment as a stenographer

and secretary or for a variety of secretarial positions where shorthand skills
are not required.

Suggested Curriculum By Quarters

. Hours
First Quarter Class Lab Credit
ENG 100 English | 3 2 4
MAT 110 Business Math 5 0 5
BUS 101 Introduction to Business 3 2 4
‘BUS 102 Typewriting | (or elective) 2 3 3
*BUS 106 Shorthand | (or elective) 3 2 4
16 9 20
Second Quarter
ENG 101 English |l 3 2 4
*BUS 108 Typewriting |l (or elective) 2 3 3
BUS 107 Shorthand Il (or elective) 3 2 4
BUS 115 Business Law | 5 0 5
BUS 248 Business Economics | 5 0 5
18 7 1
Third Quarter
ENG 102 English Il 3 2 4
BUS 104 Typewriting Il 2 3 3
BUS 108 Shorthand Il (or elective) 3 2 4
BUS 110 Office Machines 2 2 3
BUS 112 Filing 3 0 3
13 9 17
Fourth Quarter
BUS 215 Office Applications 0 30 3
BUS 216 Orientation and Evaluation 3 0 3
BUS 217 Skill Performance and Production 3 0 3
BUS 218 Business Techniques 3 0 3
9 30 12
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Fourth Quarter (Summer)

CAT 227
CAT 117
CAT 205
CAT 201
CAT 212

Fashion lllustration
Photography |l

Advertising Copywriting and Fitting

Art History
Industrial Art & Design

Fitith Quarter

ENG 204
CAT 110
CAT 224
CAT 206
BUS 243

English 1V
General lllustration

Commercial Art and Advertising

Design 1V
Project Seminar
Advertising

Sixth Quarter

BUS 232
CAT 225

CAT 217
CAT 231

Sales Development
Commercial Art and
Advertising Design V
Silk Screen Techniques
Project Seminar

Seventh Quarter

BUS 248
CAT 226

CAT 235
CAT 232

Business Economics |
Commercial Art and
Advertising Design VI
Advertising Art Directions
Project Seminar

134 Total Hours
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COMMERCIAL ART
ADVERTISING DESIGN

Purpose

This curriculum wil| Prepare a graduate with a sound, well-rounded back-
ground for technical and creative achievement throughout his professional
life. Design and illustration for commerce is continually advancing its stan-
dards; therefore, the background offered the student must be well-developed
to prepare him for performance on a contemporary professional level. Grad-

uates of this program will have an adequate background in illustration, layout
and lettering, design, and production.

Equipped with professional competence and the potential for continuing

growth and improvement, graduates are qualified for employment in most fields
of commercial art.

Job Description

Thp commercial artist or advertising designer creates and designs layouts
and illustrations for printing, creates posters, signboards, billboards, and show
Card§. He may design and prepare charts, diagrams, sketches, and maps for
publication and exhibition, perform responsible illustrative work for package de-
Sign, photography, lettering, and art work for the printing processes. Op-
portunities for graduates of this program may be in advertising agencies, news-
papers and magazines, television studios, industrial advertising departments and

design studios, department stores, government agencies, or in printing and
publishing houses.

Suggested Curriculum By Quarters

Hours
First Quarter Class Lab Credit
ENG 100 English | 3 2 4
CAT 100 Art Orientation 1 0 1
DFT 101 Technical Drafting | 0 6 2
CAT 101 Advertising Principles 3 0 3
CAT 102 Art and Design 2 6 4
CAT 121 Commercial Art and Advertising
Design | 4 6 6
13 20 20
Second Quarter
ENG 101 English Il 3 2 4
DFT 102 Technical Drafting Il 0 6 2
CAT 105 Life Study | 2 3 3
CAT 122 Commercial Art and Advertlsing
Design I 4 6 6
9 17 15
Third Quarter
ENG 102 English Il 3 2 4
CAT 106 Life Study Il 0 6 2
CAT 116 Photography | 2 6 4
CAT 12C Commercial Art and Advertising
Design Il 6 8 8
1 20 18
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Hours
Fourth Quarter (Summer) Class Lab Credit

CAT 227 Fashion Illustration 4 6 6
CAT 117 Photography I 2 6 4
CAT 205 Advertising Copywriting and Fitting 3 2 4
CAT 201 Art History 5 0 5
CAT 212 Industrial Art & Design 2 3 3
16 17 22
Fitith Quarter
ENG 204 English IV 3 0 3
CAT 110 General lllustration 2 6 4
CAT 224 Commercial Art and Advertising
Design IV 4 6 6
CAT 206 Project Seminar 2 3 3
BUS 243 Advertising 3 2 4
14 17 20
Sixth Quarter
BUS 232 Sales Development 3 2 4
CAT 225 Commercial Art and 8
Advertising Design V 6 6 .
CAT 217 Silk Screen Techniques 2 6 -
CAT 231 Project Seminar 2 3 ?
13 17 19
Seventh Quarter
BUS 248 Business Economics | 5 0 S
CAT 226 Commercial Art and
Advertising Design VI 6 6 8
CAT 235 Advertising Art Directions 5 0 S
CAT 232 Project Seminar 1 6 3
17 12 21

134 Total Hours

36



RADIO BROADCASTING

Purpose

This curriculum is designed to prepare the student for vocations in radio
broadcasting. The first year of study deals with electronics. The second half
of the curriculum deals specifically with radio broadcasting techniques and
prepares the student for all types of radio work, including annoupc_:ing, news
gathering and writing, interviewing, program direction, and advertising.

Job Description

The Broadcasting curriculum is
ment in the radio broadcasting in

, salesmanship

Suggested Curriculum By Quarters

Hours
First Quarter Class Lab Credit
ENG 100 English | 3 2 4
MAT 115 Electrica| Math | 5 0 S
ELC 102 D.cC. Fundamentals 5 7 8
DFT 107 Schematic Drawing | 1 2 2
14 11 19
Second Quarter
ENG 101 English I 3 2 4
MAT 116 Electrical Math || 5 0 5
ELC 104 A. C. Fundamentals 5 Vi 8
DFT 108 Schematic Drawing Il 1 2 2
14 11 19
Third Quarter
ENG 102 English I 3 2 4
MAT 117 Electrical Math |l 5 0 5
ELN 101 Electronics | ) 7 8
PHY 101 Physics | 3 2 4
16 11 1
Fourth Quarter
ELN 106 Entertainment Systems 5 10 10
ELN 108 Mechanical Circuit Layout 2 2 3
PSY 102 General Psychology 3 0 3
ELN 125 FCC Exam Preparation 5 0 S
15 12 21
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_ Hours
Fifth Quarter Class Lab Credit

ENG 204 English IV 3 0 3
RTV 101 Introduction to Broadcasting 5 0 S
RTV 102 Newswriting 3 2 4
BUS 102 Typewriting | 2 3 3
BUS 243 Advertising 3 2 4
16 7 19
Sixth Quarter
RTV 112 Creative Writing 3 0 3
RTV 103 Announcing and Mike Techniques 3 6 6
RTV 110 Broadcasting Operations 3 3 4
RTV 114 Production Techniques | 3 2 4
12 11 17
Seventh Quarter
RTV 205 Production Techniques Il 3 2 4
RTV 207 Sales and Promotion 3 2 4
RTV 216 Broadcasting Practicum 2 6 5
Elective 3 2 4
1 12 17
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