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In compliance with FERPA, Charter College will release “directory information” on all students.  Directory 
information includes student names, program goals, student statuses, professional certifications, Charter College 
High School Scholarship awards, dean’s lists, and commencement information. Students may consent to release 
additional personally identifiable information in their academic records and/or decline release of directory 
information, by completing the form titled Authorization to Release Information. Charter will honor requests by 
students to withhold certain information from parties requesting it, except where governed by law and/or regulation. 
 
Under FERPA, Charter College may release student information without student consent to school officials. This 
includes Charter College officials and those officials of other institutions who have a legitimate educational interest 
and need the information in order to fulfill their professional responsibilities.  The College is also authorized to 
release student information to various federal and state agencies, accreditation agencies, and to appropriate parties 
when so ordered by a federal or state court. Additionally, in the event of an emergency, Charter College will release 
student information to protect the health and safety of students, staff, and faculty.  
 
Charter’s responses to student requests for academic record amendments may be appealed in accordance with 
Charter’s Grievances and Appeals Policy.  After exhausting all appeals, students who have a grievance regarding the 
release of their personally identifiable information, may file a complaint with the U.S. Department of Education, 
Family Policy Compliance Office, 400 Maryland Avenue, S.W., Washington, D.C.  20202-4605. 
 
 
Children on Campus 

 
Students may not bring children with them to Charter College.  It is disturbing to others and it may be hazardous for 
the children.  Charter College is not equipped to serve children and cannot assume responsibility for them.  As a 
matter of policy, therefore, Charter College does not permit students to bring children to the school. 
 
 
Campus Safety Policy 

Charter College is committed to promoting a safe and secure environment for all campus members and visitors. 
Charter College has developed policies and procedures designed to ensure that every possible precaution is taken to 
protect persons on campus from harm or theft. 

The Charter College Annual Campus Safety Report 

On the Charter College campuses, the students, faculty, staff and community members themselves are responsible 
for measures to ensure personal safety and to protect property. The cooperation and involvement of students and 
employees in a campus safety program are absolutely necessary. 

In compliance with federal regulations Charter College is required to disclose crime statistics for the previous three 
calendar years as part of a campus security report to be published annually by each institution. These statistics must 
be gathered from campus security, local law enforcement, and other school officials who have significant 
responsibility for campus activities. 

The occurrence of the following crimes must be reported: 

• Murder and non-negligent manslaughter  
• Negligent manslaughter  
• Forcible sex offenses  
• Non-forcible sex offenses  
• Robbery  
• Aggravated assault  
• Burglary  
• Motor vehicle theft  
• Arson  
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In addition, Charter College has to report on liquor law violations, drug law violations, and illegal weapons 
possession. 

Campus crime statistics must be reported by location: on campus and public property (streets, sidewalks, lots 
adjacent to campus). 

Crime statistics for 2007, 2006 and 2005 are available. As well a daily log, which records all crimes reported to the 
campus, is maintained by the Campus President and open to public inspection during normal business hours. 
Limited information may be withheld to protect victim confidentiality. Charter College is also required to provide 
timely warning/notices of crimes that pose an on-going threat to students and employees. 

The annual report is made available to all current students and employees and prospective students and employees 
are to be notified of its existence and afforded an opportunity to request a copy. Paper copies are available upon 
request through the Campus Presidents. 

Charter College is also required to include in their annual campus security reports where information on registered 
sex offenders may be obtained. To locate the whereabouts of registered sex offenders a state of Alaska web site, 
http://www.dps.state.ak.us/sorweb/Sorweb.aspx, has been created. 

Access to Campus Buildings and Grounds 
Students and employees have access to all campus facilities, except where restricted by schools/departments. The 
general public can attend events on campus; however, their access is limited to the facilities in which the event is 
held. 

Sexual Assault  

Rape and sexual assault are significant issues for all students, employees and visitors of the Charter College 
community. It is important to report incidents of rape, sexual assault and violence as soon as possible. Any sexual 
assault that occurs, report it immediately to the local law enforcement agency. 

While survivors of sexual assaults are strongly encouraged to contact your local law enforcement, there may be 
occasions where students prefer to go to other campus staff. Staff members provide a wide range of resources and 
are available to assist the student in these circumstances.  

Illegal Drugs and Alcohol 
Charter College has standards that prohibit the unlawful possession, use or distribution of illicit drugs and alcohol 
by students, faculty and staff on campus property or as part of campus activities.   

The unlawful possession or distribution of illicit drugs and alcohol is a violation of state and federal law. In the 
State of Alaska anyone under the age of 21 cannot be served or be in possession of alcohol. 

Weapons 
For the safety of everyone, all types of weapons are prohibited on campus. This includes but is not restricted to 
firearms, illegal knives, ammunition, explosives, gas or spring-loaded guns, crossbows, bows and arrows, spring-
type guns, slingshots, firecrackers, fireworks, and cherry bombs. Anyone possessing or using any of these weapons 
can and will be subject to disciplinary action or arrest. 

Safety Tips 
General Safety 

• Be aware of your surroundings and any signs that something appears to be wrong or out of place.  
• Stay in well-lighted areas and walk mid-point between curbs and buildings and away from alleys and 

bushes when possible.  
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• Don't carry extra credit cards or large sums of money.  
• Lock your valuables securely.  
• Walk with someone whenever possible. Request an escort when traveling alone at night.  
• Do not risk personal injury if someone forcibly attempts to take your wallet, purse or property.  
• Do carry a whistle or personal alarm and use it when you feel threatened.   
• Acquaintance rape happens. Learn the danger signs. Victims suffer significant life disruption.  
• Distance yourself from the misuse of alcohol or drugs, it can be far worse than a bad headache the next 

morning.  
• Do not attach your ID to your key chain or mark your keys with your name and address.  
• Get to know your neighbors and share information about suspicious activities.  
• Call your local law enforcement agency in an emergency or to report any crime or suspicious activity.  

Office Safety 

• When working late, make sure doors are locked. Let someone know of your location and expected 
departure time.  

• NEVER prop doors open, even for a short time. Your action could contribute to harm to yourself or 
someone else.  

• Do not loan your office keys or allow them to be copied.  
• Do not hold a door open for a stranger.  
• Keep your purse, wallet, or other valuables in a locked cabinet or drawer. Office thieves know where to 

look.  

Car Safety 

• Auto theft is a problem nationally as well as on campuses. Take action to safeguard your vehicle.  
• Lock all doors after parking.  
• Help secure your car against grand theft/burglary with an electronic alarm and/or kill switch.  
• Keep a copy of your registration, title, and vehicle ID number in a safe place, separate from your vehicle.  
• Store your valuables out of sight.  
• If you park your car but don't use it regularly, check on it daily.  
• Immediately report thefts, as well as suspicious activity in parking lots or near parked cars, to Campus 

Security.  

Conclusion 

All members of the Charter College community must cooperate and work hand-in-hand to resolve criminal matters 
in a timely fashion. By working together the Charter College community can create a safe and secure environment. 
 
 
Campus Disaster and Evacuation Policy 
 
Charter College is committed to providing a safe and hazard free environment. As a building occupant, it is our 
responsibility to be familiar with this disaster and evacuation plan. If you have questions, consult your Campus 
Director, Director of Student Services or Human Resources Department. 
 
As you read this document, pay particular attention to: 
 

• Evacuation routes and exit points 
• When and how to evacuate the building 
• Locations of emergency equipment, supplies, and materials, such as fire extinguishers, pull alarms, first aid 

kits,  and emergency eye wash stations 
• Proper procedures for notifying emergency responders about an emergency 
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• Potential fire hazards in your building 
• Potential exposure to hazardous materials or processes in and around your work area, and means of 

protecting yourself in the event of an emergency 

Emergency Procedures 
 
When you call 911 or any other emergency number to request emergency assistance, you will be connected to the 
Police Dispatch. Call from a safe location, remain calm and be prepared to give the dispatcher as much information 
about the emergency as you can (what the emergency is, where it is, if there are injuries and how serious, etc.) The 
dispatcher will ask questions so do not hang up until you are told to do so. The dispatcher may also give you 
instructions. 

Evacuation Procedures 
 
A building occupant is required by law to evacuate the building when the fire alarm sounds. There may be instances 
where the building would be evacuated without a fire alarm sounding.  
 
Before any emergency, become familiar with appropriate evacuation routes (from the attached evacuation diagrams 
and those posted around your campus) and, if necessary, practice exiting your building and reaching your 
Emergency Assembly Area (EAA). An Emergency Assembly Area is a designated safe area that employees and 
students are to direct themselves incase of an evacuation. 
 
When evacuating your building or work area: 
 

• Stay calm; do not rush or panic. 
• Safely stop your work. 
• If safe, gather your personal belongings; take prescription medications with you. 
• If safe, close your office door and window, but do not lock them. 
• Use the nearest safe stairs and proceed to the nearest exit. Do not use the elevator. 
• Proceed to the designated EAA and report to your instructor or supervisor. 
• Wait for any instructions from emergency responders. 
• Do not re-enter the building until the emergency responders instruct you. 

Fire Procedures 
 
A building occupant is required by law to evacuate the building when the fire alarm sounds. 

• Immediately notify the fire department by pulling the alarm station. Call 911 at a safe location to provide 
details of the situation. 

• Evacuate the building as soon as the alarm sounds and proceed to the EAA. 
• On your way out, warn others. 
• Use stairs only; do not use elevators. 
• Move away from fire and smoke. Close doors and windows if time permits. 
• Touch closed doors. Do not open them if they are hot. 
• Enter the building only when instructed to do so by emergency responders. 

Earthquake Procedures 
 
Inside the Building: 

• Duck under the nearest sturdy object and hold onto it until the shaking stops. If you are not near a sturdy 
object, make yourself as small as possible and cover your head and neck. 

• If you stand in a doorway, brace yourself against the frame and watch out for a swinging door or other 
obstruction. 

• Avoid windows, filing cabinets, bookcases, and other heavy objects that could fall or shatter. 
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• Stay under cover until the shaking stops, then leave the building and go to the EAA or another designated 
location. Report to your instructor or supervisor. 

• If safe, before evacuating, stabilize any laboratory procedure that could lead to further danger. 
• (Example: turn off Bunsen burners or electrical equipment.) 

 
Outside the Building: 

• Move away from trees, signs, buildings, electrical poles and wires, fires, and smoke. 
• Protect your head with your arms from falling debris. 
• Proceed to the EAA or a pre-designated alternate assembly area. Report to your instructor or supervisor. 
• Stay alert for further instructions. 

Hazardous Materials Release Procedures 
 
If a hazardous material is released or spilled near you and you are not a user nor knowledgeable about hazardous 
materials, call Police immediately and move away from the release area. 

Utility Failure 
 
In the event of a major utility failure, notify the building owner if you are in a leased space. Evacuate the building if 
the fire alarm sounds and/or upon notification by Police. Do not panic; evacuate in an orderly manner, proceed to the 
EAA and wait for further instructions. 

Elevator Failure 
 
If you are trapped in an elevator, use the emergency telephone inside the elevator to call for assistance or press the 
elevator alarm inside the elevator to signal for help. 

Flooding, Plumbing or Steam Line Failure 
 
If your building has a plumbing failure, a flood, or a steam line failure: 

• Cease using electrical equipment. 
• Evacuate the building if necessary and proceed to the EAA. 
• Call the building owner/contact person if necessary. 

 
If you smell natural gas: 

• Cease all operations immediately. 
• Do not operate light switches. 
• Evacuate as soon as possible. 
• Call Police and your building owner/contact person for leased space. 

 
If you smell odors coming from the ventilation system: 

• Immediately notify the building owner/contact. 
• If necessary, cease all operations immediately. 
• If necessary, evacuate the building and proceed to the EAA. 
• If smoke is present, pull the fire alarm, and then call Police from a safe location. 

 
Maps with exit routes, fire extinguishers, pull alarms, first aid kits, and emergency eye wash stations are located 
throughout the campus. 
 
 
Right to Cancel 

 
Charter College reserves the right to cancel any course, at any time, with appropriate notification to students. 
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CHAPTER 3: STAFF AND FACULTY 

 
 

Administration – Anchorage 
 

 
President .....................................................................Terrance B. Harris, Jr., M.S./B.S., Embry-Riddle Aeronautical 

University; A.A.S., Community College of the Air Force. 
President Emeritus ....................................................Milton Byrd, Ph.D., University of Wisconsin; M.A./B.A., Boston 

University. 
Associate Director......................................................Hillary Hodges; M.S., University of LaVerne; B.S.O.E., Wayland 

Baptist University; A.A.S., Charter College.. 
Administrative Coordinator .....................................Gale Knouse, A.A.S., Charter College. 
 

 
Administration – Mat-Su 

 
 

President .....................................................................Michael Reeves, M.B.A./B.S., Trinity College & University. 
Executive Assistant ....................................................Cheryl Kirton, B.H.S./A.A.S., University of Alaska. 

 
 

Admissions - Anchorage 
 
 

Director of Admissions…………. .............................TBD. 
Admissions Representative .......................................Marvin L. Kucko, B.S., Arizona State University. 
Admissions Representative .......................................Irene Lee. 
Admissions Representative .......................................Pat Rose, B.S. Charter College. 
Admissions Representative .......................................Suzzette Rowell. 
Admissions Assistant .................................................Rachel Watts. 
Admissions Assistant .................................................Kelly Laske. 
 
 
 

Admissions – Mat-Su 
 
 

Director of Admissions…………. .............................Victoria Bruske, B.B.A., Mankato State University. 
Admissions Representative .......................................Katrina Pitre, B.B.A., University of Phoenix. 
Admissions Representative .......................................Kristal Smith, B.H.S./A.A.S., University of Alaska. 
Admissions Assistant .................................................Kathleen Farrar. 
Administrative Assistant ...........................................Jan Oman. 

 
 

Career Services - Anchorage 
 
 

Career Services Director ...........................................Lisa Good. 
Career Services Officer .............................................Melanie Lopez. 
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Career Services – Mat-Su 
 
 

Director of Career Services.......................................Michella Lincoln, M.Ed./B.A. University of Alaska. 
 

 
Student Success 

 
 

Director of Student Success ......................................Carol Marston, B.A., Alaska Pacific University. 
 

 
Student Services - Anchorage 

 
 

Director of Student Services .....................................Keith Carnes, ThB, Olivet Nazarene University. 
Assistant Director of Student Services.....................Alexandra Edwards, B.A. (Honours), University of Otago. 
Registrar .....................................................................Pat Stevenson, A.A.S., Charter College. 
Student Service Officer .............................................William Christensen. 
Student Service Officer .............................................Karen Dagley. 
Student Service Officer .............................................Sarah Kirton, B.A., University of Alaska. 
Student Service Officer .............................................Kim Lomen. 
Student Records Technician .....................................TBD. 
 
 

Student Services - Mat-Su 
 
 

Director of Student Services .....................................Jolene Sparks, B.S./A.A.S., Charter College. 
Student Service Officer .............................................Kate Waugaman, B. A., University of Alaska. 
Student Records Technician ....................................Marlea Alder 

 
 

Information Technology - Anchorage 
 
 

Network Administrator.............................................Travis Williams, A.A.S., Charter College. 
Network Technician II ..............................................Charlie Mullis. 
Network Technician ..................................................TBD. 
 
 

Information Technology – Mat-Su 
 
 

Network Technician II ..............................................TBD. 
 
 

Library - Anchorage 
 
 

Librarian ....................................................................Natalia Soto, M.S., Drexel University. 
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Library – Mat-Su 
 
 

Librarian ....................................................................TBD.  
 
 

Dean/Associate Deans - Anchorage 
 
 

Dean ............................................................................Stephen King, M.B.A., Alaska Pacific University; B.S., United States 
Military Academy at West Point. 

Associate Dean of Business and Accounting............Michelle Knittle, B.A. Eastern Washington University. 
Associate Dean of Distance Education .....................Jackie Watson, M.Ed., City University; B.A., University of 

Washington. 
Associate Dean of General Studies ...........................Roger Holl; J.D., Golden Gate University; B. A. University of 

LaVerne. 
Associate Dean of Medical Programs.......................Loy Bigelow. 
Associate Dean of Technology ..................................Milton Kabia, M.S., University of East Anglia. 
 
 

Dean/Associate Deans – Mat-Su 
 
 

Dean of Education .....................................................Charles Stallworth, M.S., Indiana University, B.S., Kentucky State 
University. 

Associate Dean of Medical Programs.......................Stephanie Capehart, B.S., Kaplan College. 
 
 

Faculty - Anchorage 
 
 

Bauer, Paul .................................................................Adjunct Instructor, Business Management; MHR, University of 
Oklahoma; B.A., Peru State College. 

Barnett, Rob ...............................................................Adjunct Instructor, Business Management; M.B.A., Alaska Pacific 
University; B.S./A.A.S., Charter College. 

Bartholomew, Courtneay ..........................................Adjunct Instructor, Computer Science; M.I.T., American 
Intercontinental University; B.S.B.A., University of Central Florida; 
A.A., Valencia Community College. 

Benfield, Rory ............................................................Adjunct Instructor, Technical Graphics; B.A.S./A.A.S., ITT 
Technical Institute. 

Bigelow, Loy ...............................................................Associate Dean of Medical Programs. 
Blair, Mark.................................................................Adjunct Instructor, Digital Electronics; A.A.S., Charter College. 
Brooks, Tom ...............................................................Instructor, Computer Science/Economics; B.S., Portland State 

University; B.A., Multnomah Bible College; B.A., University of 
Alaska. 

Brown, Don ................................................................Adjunct Instructor, Technical Graphics; A.A.S., Charter College. 
Burt-Burger, Christine..............................................Adjunct Instructor, Technical Graphics; A.A.S., Idaho State 

University. 
Capehart, Lymus .......................................................Adjunct Instructor, Medical Office Administration; M.S.B.O.M., 

University of LaVerne; B.S.O.E., Wayland Baptist University; 
A.A.S., Community College of the Air Force. 

Carroll, Linda ............................................................Adjunct Instructor, Medical Office Administration. 
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Charlton, Sandy .........................................................Instructor, Computer Science/Accounting; M.E., University of 
Alaska; B.B.A., University of Alaska; A.A.S., Anchorage 
Community College. 

Cooper, Stacy .............................................................Adjunct Instructor, Accounting/Business; M.B.A., Wayland Baptist 
University; B.B.A., University of Alaska Southeast. 

Duncan, David............................................................Adjunct Instructor, Business; M.B.A./B.A. University of Arkansas at 
Little Rock. 

Fitterer, Alexandra ....................................................Adjunct Instructor, General Education; B.A., Gonzaga University. 
Finch, Olivia ...............................................................Adjunct Instructor, General Education; M.A./B.A. University of 

Alaska Anchorage. 
Fredericksen, Rick.....................................................Adjunct Instructor, General Education; M.S. University of Arizona; 

B.S. Idaho State University. 
Granville, Elizabeth...................................................Adjunct Instructor, Mathematics; B.A. University of California, 

Berkeley.   
Harrison, Toni............................................................Instructor, Medical Assistant; National Certified Medical Assistant. 
Hassler, Jeff................................................................Adjunct Instructor, Computer Science; M.S., Regis University; 

M.B.A., Lehigh University; B.S.B.A., Pennsylvania State University. 
Hodges, Hillary ..........................................................Instructor, Business Management; M.S., University of LaVerne; 

B.S.O.E., Wayland Baptist University; A.A.S., Charter College. 
Holl, Roger .................................................................Associate Dean of General Studies; J.D., Golden Gate University; 

B.A., University of LaVerne. 
Jamison, Bill ...............................................................Adjunct Instructor, General Education;   M.A./B.A., West Chester 

University. 
Kabia, Milton .............................................................Associate Dean of Technology; M.S., University of East Anglia. 
Kinney, Arleta ............................................................Instructor, Medical Assistant; National Certified Medical Assistant. 
Knittle, Michelle.........................................................Associate Dean of Business and Accounting; M.Ed., University of 

Phoenix; B.A., Eastern Washington University. 
LeMay, Cathy ............................................................Adjunct Instructor, Accounting/Business Management; M.B.A./B.S., 

University of Phoenix. 
Mallars, Rick..............................................................Adjunct Instructor, General Education; M.S., University of Phoenix; 

B.S., Portland State University. 
Miles, Suzanne ...........................................................Instructor, General Education; M.A., University of Alaska; B.A., 

Bradley University. 
Miracle, David............................................................Adjunct Instructor, Business Management; M.B.A., Alaska Pacific 

University; B.B.A., Wayland Baptist University. 
Monroy, Jorge ............................................................Adjunct Instructor, Technical Graphics. 
Morgan, Stephanie.....................................................Adjunct Instructor, General Education; M.S., Portland State 

University; B.A., University of Alaska, Anchorage. 
Murray, Paula............................................................Adjunct Instructor, Criminal Justice; M.S., Tiffin University; B.S., 

University of Maine; A.A.S., Community College of the Air Force; 
A.A.S., University of Maine. 

Murugesan, Seetha ....................................................Adjunct Instructor, General Education; M.A., Hindi Prachar Sabha, 
India; M.A., Madurai Kamarajar University, India; B.A., University 
of Madras, India. 

Naff, Don ....................................................................Instructor, General Education; B.S., University of Idaho. 
Perry, Joshua .............................................................Adjunct Instructor, Computer Science; M.A., University of Alaska; 

B.S., University of Montana. 
Perryman, Sylvia .......................................................Adjunct Instructor, General Education; B.S., Excelsior College; 

A.A., University of Alaska, Anchorage. 
Reece, Norma .............................................................Instructor, Medical Assistant; National Certified Medical Assistant. 
Ruzicka, Joe ...............................................................Instructor, General Education/Computer Science; M.S., Washington 

State University; B.S., City College of New York. 
Smith, Wanda ............................................................Adjunct Instructor, Medical Office Administration; M.R.F.A., 

Friends International Christian University; B.A.A., Midwestern State 
University. 

Stuart, Michelle..........................................................Adjunct Instructor, Computer Science; B.S./A.A.S., Charter College. 
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Teichiera, Danna........................................................Adjunct Instructor, General Education; M.A., University of New 
Orleans; B.A., University of South Florida. 

Timmel, Thomas ........................................................Adjunct Instructor, Accounting; B.S., Bowling Green State 
University. 

Varney, Tom ..............................................................Adjunct Instructor, Technical Graphics. 
Washington, Bernie ...................................................Adjunct Instructor, Business Management; M.B.A., Pepperdine 

University; B.S., Pennsylvania State University. 
Watson, Jackie ...........................................................Associate Dean of Distance Education; M.Ed., City University; B.A., 

University of Washington. 
Woodward, Marlo .....................................................Adjunct Instructor, Business/Accounting; B.B.A., Boise State 

University. 
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Faculty – Mat-Su 
 
 

Albee, Jennifer……………………………………… Adjunct Instructor, General Education; M.A. /B.S., University  
      Of Alaska. 
Benson, Kitty……………………………………….. Adjunct Instructor, General Education; University Of North  
      Carolina; B.Ed., University of Alaska. 
Berg, Boyd………………………………………….. Adjunct Instructor, General Education; M.S., Western Oregon 

University; B.A., Valley City State University. 
Capehart, Stephanie…………………………………Associate Dean of Medical Programs; B.S., Kaplan College. 
Chance, Bridget…………………………………….. Instructor, Medical Assistant; Certified Medical Assistant, 

National Career Education. 
Chancellor, Mia…………………………………….. Adjunct Instructor, Technical Graphics; A.A.S., University of 

Alaska. 
Czajkowski, Michelle………………………………..Adjunct Instructor, Medical Education; New York Medical 

College; M.P.A. University of Alaska. 
Davis, Merrill………………………………………...Instructor, Accounting and Business; B.B.A., Faulkner 

University. 
Davis, Stacie………………………………………….Instructor, Medical Assistant, LPN; San Juan Basin Area 

Vocational Technical School. 
Hammon, Jack……………………………………… Adjunct Instructor, Technical Graphics; A.A.S., Charter 

College. 
Hawkins, Cynthia……………………………………Adjunct Instructor, General Education; B.A., A.A.S., 

University of Alaska. 
Healy, Kieran………………………………………...Adjunct Instructor, Accounting; B.S.O.E., Wayland Baptist 

University. 
Hunsucker, Frank………………………………….. Instructor, Computer Science and Business;  
      B.S. /A.A.S., Wayland Baptist University; A.A.S.,   
      Charter College. 
Jaronik, Tim………………………………………... Adjunct Instructor, Technical Graphics; Certificate; Charter  
      College. 
Johnston, Ted…………………………………………Adjunct Instructor, Computer Science; A.A.S., Charter  
      College. 
Koster, David……………………………………….. Adjunct Instructor, Computer Science; B.S., University of   
      Alaska. 
McFarland, Lyudmila……………………………… Instructor, Medical Office; B.S. /A.A.S., Charter College. 
Michaud, Jane………………………………………. Instructor, Medical Office/General Education; B.A., 
      Notre Dame College; A.A.S., Charter College. 
Murray, Paula……………………………………… Adjunct Instructor, General Education; A.S. University of  
      Maine; A.S. Community College of the Air Force; B.S.,  
      University of Maine; M.S. Tiffin University. 
Nelson-Wright, Annette……………………………. Adjunct Instruction, General Education; B.A., University 
      Of Alaska. 
Philpott, Karlie……………………………………... Adjunct Instructor, General Education; Accounting; 
      Accounting Paraprofessional Certificate, Bridgeland Applied 

Technology College; B.S., Utah State University; M.S., 
University of phoenix. 

Roffe, John…………………………….………….…Adjunct Instruction, Computer Science; Network+; 
      Microsoft Certified Systems Administrator. 
Silgailis, Andra………………………………………Adjunct Instructor, General Education; B.A. Western  

Michigan University; M.S. Mankato State University. 
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CHAPTER 4: PROGRAMS OF STUDY 

 
 
The following abbreviations identify the areas of study within all Charter College programs: 
 
 

ACC: Accounting ENG: Communications 

BSM: Business Management HUM: Humanities 

BUS: Career Development MAP: Medical Assistant 

CAD: Computer Aided Drafting MED: Medical Administration 

CJA: Criminal Justice MTH: Mathematics 

CMP: Computer Science OFM: Office Administration 

CSM: Construction Management SCI: Laboratory Science 

DET: Digital Electronics SOC: Social Science 

 
 
 

Bachelor of Science Degrees 
 
 

                                                                                                                                     Quarter Hours 
 
Business Management Accounting (Anchorage Only).........................................................................................195.10 
 
Business Management and Technology (Anchorage Only)..................................................................................193.30 
 
Construction Management (Anchorage Only) ......................................................................................................195.45 
 
Criminal Justice (Anchorage Only) ......................................................................................................................193.15 
 
Information Technology Engineering (Anchorage Only) .....................................................................................195.55 
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Bachelor of Science Degree in Business Management Accounting (Anchorage Only) 
 

The Bachelor of Science in Business Management Accounting program is designed to provide students with the 
knowledge, technical skills, and work habits required for management accountants in the public, private, or non-
profit sector.  This degree program requires a minimum of 195.10 quarter hours, usually earned over a period of 
twelve (12) quarters of study.  The program shares all General Education and Group A and Group B requirements 
with the Bachelor of Science program in Business Management and Technology, concentrations in Business 
Management Applications, Business Management Practice, or Computerized Accounting, thus building on a solid 
foundation of traditional liberal disciplines as well as education in management of technology and the use of 
technology to manage.   
 
In Group C requirements, students learn advanced principles of accounting, financial analysis, costing, 
governmental and non-profit accounting, and they also are required to participate in a minimum of 120 hours of 
hands-on accounting internship in local businesses.   
 
As part of the program, students are educated on the objectives necessary to prepare them to become certified as 
Certified Managerial Accountants (CMA). 
 
All Group A and Group C courses are required.  Students may choose an optional concentration emphasis in Group 
B or take a variety of concentration electives.  All prerequisites must be met.  The minimum requirement for Group 
B is 28.25 quarter hours. 

 
 
GROUP A 
Code Course Name Credits 
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
ACC201 Advanced Principles of  

Accounting 4.35 
CMP102 Computer Essentials with  

Microsoft Windows 3.25 
CMP126 Access and PowerPoint for  
 Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel  

for Windows 3.25 
OFM102 Customer Service and the  
 Automated Office 3.25 
 

GROUP B 
CONCENTRATION IN BUSINESS 
APPLICATIONS 
Code Course Name Credits 
BSM200 Leadership and Team  

Management 4.35 
BSM201 Managing People: Human  

Resource Development 4.35 
BSM203 Marketing with Technology 4.35 
BSM206 Business Law 4.35 
ENG121 Technical Writing and  

Presentation 4.35 
CMP125 Programming Essentials 3.25 
 
CONCENTRATION IN BUSINESS 
MANAGEMENT PRACTICE 
Code Course Name Credits 
BSM200 Leadership and Team  

Management 4.35 
BSM201 Managing People: Human  

Resource Development 4.35 
BSM202 Managing Projects:  

Development and  
Implementation 4.35 

BSM203 Marketing with Technology 4.35 
BSM204 Managing Small Business: 

Entrepreneurship 4.35 
BSM205 Statistics for Business 3.25 
BSM206 Business Law 4.35 
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CONCENTRATION IN COMPUTERIZED 
ACCOUNTING  
Code Course Name Credits 
ACC200 Income Tax Preparation 4.35 
ACC202 Automated Accounting  

Applications 3.25 
 -OR-  
ACC250 Accounting Internship 4.00 
ACC203 Advanced Automated  

Accounting 3.25 
ACC204 Audit Preparation 4.35 
BSM206 Business Law 4.35 
 
CONCENTRATION IN MEDICAL OFFICE 

ADMINISTRATION CODING AND 
BILLING  

Code Course Name Credits 
MED100 Medical Terminology  

Essentials 4.35 
MED101 Medical Insurance Billing  

Essentials 4.35 
MED122 ICD-9-CM Coding Essentials 3.25 
MED123 CPT Coding Essentials 3.25 
MED206 ICD-9-CM Coding Procedures 3.25 
MED207 Healthcare Data and Delivery  
 Systems 4.35 
MED208 CPT Coding Procedures 3.25 
MED209 Pathophysiology and  

Pharmacology 4.35 
MED210 Medical Office Procedures 3.25 
MED211 Reimbursement Methodologies 4.35 
MED212 AHIMA Professional Practice 3.25 
 
GROUP C 
Code Course Name Credits 
ACC300 Governmental/Non-Profit  
 Accounting 3.25 
ACC302 Financial Analysis for  

Managers 3.25 
ACC305 Automated Costing  

Applications 3.25 
ACC400 Accounting Information  

Systems 3.25 
ACC404 Advanced Tax  4.35 
ACC406 Contemporary Accounting  

Issues 3.25  
BSM301 Project Management  

Applications 3.25 
BSM302 Contract Management 4.35 
BSM303 Lawful Employment  

Management 4.35 
BSM307 Finance for Managers 4.35 
BSM308 Economics for Managerial  

Decision Making 3.25 
BSM401 Organizational Management 4.35 
 

BSM402 Managing Conflict: Dispute  
 Resolution 4.35 
BSM403 Research Methodologies in Business 

Applications 3.25 
BSM404 International Business for  

Managers 4.35 
BSM405 E-Business for Managers 4.35 
CMP305 Advanced Microsoft Office 

Applications 3.25 
ENG400 Managerial Writing and  
 Presentations 4.35 
ACC450 Senior Accounting Internship 4.00 
 
GENERAL EDUCATION COURSES 
Code Course Name Credits 
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105 Journalism and the New Media 4.35 
ENG201 Advanced Discourse 4.35 
MTH100 College Mathematics 4.35 
MTH103 Algebra I  2.15 
MTH120 Algebra II  2.15 
SCI102 Introduction to Human  

Anatomy and Physiology 4.50 
 – OR – 
SCI101 Physical Geology 4.50 
SCI200 Physics 3.25 
SOC101 Introduction to Economics  4.35 
SOC102 Interpersonal Psychology 2.15 
SOC103 Social Psychology  2.15 
SOC200 History of Alaska  4.35 
HUM120 Twentieth-Century Fiction 4.35 
 – OR – 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics  2.15 
HUM123 Applying Ethics  2.15 
HUM202 Logic & Reasoning  4.35 
 
COLLEGE REQUIREMENTS  
Code Course Name Credits 
BUS101 Career Development 2.15 
BUS400 Capstone: An Integration of  
 Learning 3.25 
 
MINIMUM NUMBER OF CREDITS:  195.10 
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Bachelor of Science Degree in Business Management and Technology (Anchorage Only) 
 
 
The program seeks to provide students with higher levels of understanding and ability to apply both the values and uses 
of the traditional liberal disciplines as well as the rapidly changing approaches to Business Management. The Bachelor 
of Science degree in Business Management and Technology (BMT) underscores management of technology as well as 
the use of technology to manage. Specialized topics for the BMT degree include organizational management; conflict 
resolution; multimedia design; advanced software applications; employment law; and managerial communications. 
 
All Group A and Group C courses are required. Students may choose an optional concentration emphasis in Group B or 
take a variety of concentration electives. All prerequisites must be met. The minimum requirement for Group B is 31.50 
hours.  This program requires that the student achieve the following industry certifications: Microsoft Certified 
Application Specialist: Word, Excel, PowerPoint and Access. 
 
 
GROUP A 
Code Course Name                                 Credits            
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint 
 for Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
OFM102 Customer Service and the 
 Automated Office 3.25 
 
GROUP B 
CONCENTRATION IN MEDICAL OFFICE 
ADMINISTRATION CODING AND BILLING 
Code Course Name                              Credits            
MED100 Medical Terminology  
 Essentials 4.35 
MED101 Medical Insurance Billing 
 Essentials 4.35 
MED122 ICD-9-CM Coding Essentials 3.25 
MED123 CPT Coding Essentials 3.25 
MED206 ICD-9-CM Coding Procedures 3.25 
MED207 Healthcare Data and Delivery 
 Systems 4.35 
MED208 CPT Coding Procedures 3.25 
MED209 Pathophysiology and 
 Pharmacology 4.35 
MED210     Medical Office Procedures  3.25 
MED211 Reimbursement Methodologies 4.35 
MED212 AHIMA Professional Practice 3.25 
 
 

CONCENTRATION IN BUSINESS 
APPLICATIONS 
Code Course Name                              Credits            
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
BSM200 Leadership and Team 
 Management 4.35 
BSM201 Managing People: Human 
 Resource Development 4.35 
BSM203 Marketing with Technology 4.35 
BSM206 Business Law 4.35 
CMP125 Programming Essentials 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 
 
CONCENTRATION IN COMPUTERIZED 
ACCOUNTING 
Code Course Name                               Credits            
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
ACC200 Income Tax Preparation 4.35 
ACC201 Advanced Principles of  
 Accounting 4.35  
ACC202 Automated Accounting  
 Applications 3.25 
    (OR) 
ACC250 Accounting Internship 4.00 
ACC203 Advanced Automated  
 Accounting 3.25 
ACC204 Audit Preparation 4.35 
BSM206 Business Law 4.35 
 
CONCENTRATION IN BUSINESS 
MANAGEMENT PRACTICE 
Code Course Name                               Credits            
ACC120 Automated Accounting 3.25 
BSM200 Leadership and Team   
 Management 4.35 
BSM201 Managing People: Human 
 Resource Development 4.35 
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Code Course Name                               Credits            
BSM202 Managing Projects: 
 Development and 
 Implementation 4.35 
BSM203 Marketing with Technology 4.35 
BSM204 Managing Small Businesses: 
 Entrepreneurship 4.35 
BSM205 Statistics for Business 3.25 
BSM206 Business Law 4.35  
 
GROUP C 
Code Course Name                               Credits            
ACC400 Accounting Information 
 Systems 3.25 
BSM300 Telecommunications for 
 Managers 4.35 
BSM301 Project Management 
 Applications 3.25 
BSM302 Contract Management 4.35 
BSM303 Lawful Employment  
 Management 4.35 
BSM307 Finance for Managers 4.35 
BSM400 Information Technology for 
 Managers 4.35 
BSM401 Organizational Management 4.35 
BSM402 Managing Conflict: Dispute 
 Resolution 4.35 
BSM403 Research Methodologies in  
 Business Applications 3.25 
BSM404 International Business for  
 Managers 4.35 
BSM405 E-Business for Managers 4.35 
CMP302 Database Management 3.25 
CMP305 Advanced Microsoft Office 
 Applications 3.25 
CMP400 Advanced Web Design 3.25 
CMP407 Multimedia Design and 
 Production 3.25 
ENG400 Managerial Writing and  
 Presentations 4.35 
ENG401 IT Business Communication 4.35 
 
GENERAL EDUCATION COURSES 
Code Course Name                              Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105    Journalism and the New Media      4.35 
ENG201 Advanced Discourse 4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR)  
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
 
 

Code Course Name                               Credits            
HUM123 Applying Ethics 2.15 
HUM202 Logic and Reasoning 4.35 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SCI200 Physics 3.25 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
SOC103 Social Psychology 2.15 
SOC200 History of Alaska 4.35 
 
COLLEGE REQUIREMENTS 
Code Course Name                               Credits            
BUS101 Career Development 2.15 
BUS400 Capstone: Integration 
 of Learning 3.25 
 
MINIMUM NUMBER OF CREDITS 193.30 
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Bachelor of Science Degree in Construction Management (Anchorage Only) 
 
 
The program seeks to provide students with higher levels of understanding and ability to apply the values, theory, and 
practices in use in the field of construction management.  The Bachelor of Science degree in Construction Management 
underscores management of technology as well as the use of technology to manage. Specialized topics for the degree 
include safety and risk management, materials statics and strengths, legal issues, cost estimating, project scheduling, 
and business related topics of organizational management, conflict resolution, advanced software applications, 
employment law, and managerial communications. 
 
All Group A and Group C courses are required. Students may choose an optional concentration emphasis in Group B or 
take a variety of concentration electives. All prerequisites must be met. The minimum requirement for Group B is 29.25 
quarter credit hours.  This program requires that the student achieve the following industry certifications: Microsoft 
Certified Application Specialist: Word, Excel, PowerPoint and Access. 
 
 
GROUP A 
Code Course Name                                 Credits            
ACC100 Accounting Essentials 4.35 
CAD101 Materials and Methods of 
 Construction with Blueprint 
 Reading 4.35 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint 
 for Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
OFM102 Customer Service and the 
 Automated Office 3.25 
 
 
GROUP B 
CONCENTRATION IN BUSINESS 
APPLICATIONS 
Code Course Name                              Credits            
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
BSM200 Leadership and Team 
 Management 4.35 
BSM201 Managing People: Human 
 Resource Development 4.35 
BSM203 Marketing with Technology 4.35 
BSM206 Business Law 4.35 
CMP125 Programming Essentials 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 
 

CONCENTRATION IN BUSINESS 
MANAGEMENT PRACTICE 
Code Course Name                               Credits            
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
BSM200 Leadership and Team   
 Management 4.35 
BSM201 Managing People: Human 
 Resource Development 4.35 
BSM202 Managing Projects: 
 Development and 
 Implementation 4.35 
BSM203 Marketing with Technology 4.35 
BSM204 Managing Small Businesses: 
 Entrepreneurship 4.35 
BSM205 Statistics for Business 3.25 
BSM206 Business Law 4.35  
 
CONCENTRATION IN TECHNICAL GRAPHICS 
Code Course Name                               Credits            
CAD100 CAD Essentials 3.25 
CAD120 Automated Drafting 3.25 
CAD121 CAD Procedures 3.25 
CAD200 Automated Architectural 
 Drafting and Design 3.25 
CAD202 Automated Process Pipe 
 Drafting 3.25 
CAD207 Automated Three-Dimensional 
 Drafting 3.25 
CAD208 Automated Civil Drafting 3.25 
CAD209 Automated Electrical Drafting 3.25 
CAD210 Automated Mechanical 
 Drafting 3.25 
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GROUP C 
Code Course Name                               Credits            
CSM300 Principles of Construction  

Management 4.35 
CSM301 Reading Construction Drawings 4.35 
CSM302 Building Codes and Standards 4.35 
CSM303 Materials Statics & Strengths 4.35 
CSM304 Mechanical Systems 4.35 
CSM400 Construction Project Scheduling  

and Logistics 3.25 
CSM401 Safety and Risk Analysis 4.35 
CSM402 Legal Issues in Construction  

Management 4.35 
CSM403 Cost Estimating & Analysis 3.25 
CSM404 Federal Acquisition Requirements 4.35 
BSM301 Project Management 
 Applications 3.25 
BSM302 Contract Management 4.35 
BSM303 Lawful Employment  
 Management 4.35 
BSM307 Finance for Managers 4.35 
BSM401 Organizational Management 4.35 
BSM402 Managing Conflict: Dispute 
 Resolution 4.35 
CMP305 Advanced Microsoft Office 
 Applications 3.25 
ENG400 Managerial Writing and  
 Presentations 4.35 
 

GENERAL EDUCATION COURSES 
Code Course Name                              Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
ENG201 Advanced Discourse 4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR)  
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
HUM123 Applying Ethics 2.15 
HUM202 Logic and Reasoning 4.35 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SCI200 Physics 3.25 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
SOC103 Social Psychology 2.15 
SOC200 History of Alaska 4.35 
 
COLLEGE REQUIREMENTS 
Code Course Name                               Credits            
BUS101 Career Development 2.15 
BUS400 Capstone: Integration 
 of Learning 3.25 
 
MINIMUM NUMBER OF CREDITS 195.45 
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Bachelor of Science Degree in Criminal Justice (Anchorage Only) 
 
 
The Criminal Justice program provides students interested in policing, criminal law, or corrections with an 
interdisciplinary study of crime and justice in American society. The program's inclusion of interpersonal skills and 
managerial and administrative subject matter prepares students for positions of responsibility and leadership within the 
criminal justice community and related professions. Students enrolled in the Criminal Justice program will examine the 
criminal justice process and its key components, while at the same time learn the skills needed for effective 
interpersonal communication, administrative decision -making and personnel management. Contemporary issues such 
as human relations and social conflict, professionalism and ethics, and the injection of technology into crime and its 
detection are also addressed. The Criminal Justice curriculum will appeal to student professionals who are currently 
employed and seeking advancement within the criminal justice community, or to working adults pursuing a new career 
in a criminal justice related field. Graduates of the program may find employment opportunities within public and 
private policing agencies, corrections, the court system, social services, and in corporate security.  This program 
requires a minimum of 193.15 quarter credit hours. 
 
 
GROUP A 
Code Course Name                                 Credits            
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint 
 for Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
OFM102 Customer Service and the 
 Automated Office 3.25 
 
 
GROUP B 
CONCENTRATION IN CRIMINAL JUSTICE 
Code Course Name                              Credits            
CJA100 Introduction to Criminal Justice 

& Law Enforcement 4.35 
CJA101 Introduction to Policing 4.35 
CJA102 Theories of Crime & Justice 4.35 
CJA103 Criminal Justice and Public  

Policy 4.35 
CJA200 The Courts in America 4.35 
CJA201 Juvenile Justice 4.35 
CJA202 Criminology 4.35 
CJA203 Criminal and Delinquent  

Behavior 4.35 
CMP133 Security+ 3.25 
CMP234 Computer Forensics and  

Investigations 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 
 

GROUP C 
Code Course Name                               Credits            
CJA300 Corrections 4.35 
CJA301 Substantive Criminal Law 4.35 
CJA302 Probation and Parole 4.35 
CJA303 Victimology 4.35 
CJA304 Restorative Justice Studies 4.35 
CJA400 Ethics in Criminal Justice 4.35 
CJA401 Perspectives on Terrorism 4.35 
CJA402 Drugs and the Criminal Justice  

System 4.35 
CJA403 Minorities, Crime and Social  

Policy 4.35 
CJA404 White Collar and Organized  

Crime 4.35 
CJA405 Gangs and Deviant Social  

Groups 4.35 
CJA406 Criminal Justice Practicum 3.00 
BSM401 Organizational Management 4.35 
BSM402 Managing Conflict: Dispute 
 Resolution 4.35 
CMP305 Advanced Microsoft Office 
 Applications 3.25 
ENG400 Managerial Writing and  
 Presentations 4.35 
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GENERAL EDUCATION COURSES 
Code Course Name                              Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
ENG201 Advanced Discourse 4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR)  
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
HUM123 Applying Ethics 2.15 
HUM202 Logic and Reasoning 4.35 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 

 Anatomy and Physiology 4.50 
SCI200 Physics 3.25 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
SOC103 Social Psychology 2.15 
SOC200 History of Alaska 4.35 
 
COLLEGE REQUIREMENTS 
Code Course Name                               Credits            
BUS101 Career Development 2.15 
BUS400 Capstone: Integration 
 of Learning 3.25 
 
MINIMUM NUMBER OF CREDITS 193.15 
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Bachelor of Science Degree in Information Technology Engineering (Anchorage Only) 
 
 
The program seeks to provide students with higher levels of understanding and ability to apply both the values and 
uses of the traditional liberal disciplines as well as the rapidly advancing discipline of information technology. The 
Bachelor of Science degree in Information Technology Engineering (ITE) underscores the direct application, 
manipulation and control of the technology. Specialized topics for the ITE degree include enterprise computer 
networking, advanced telecommunications, IP routing, network design, cabling standards, and programming. 
 
All Group A and Group C courses are required. Students may choose an optional concentration emphasis in Group 
B or take a variety of concentration electives. All prerequisites must be met. The minimum requirement for Group B 
is 37.25 hours.  This program requires that the student achieve the following industry certification: Cisco Certified 
Network Associate.  
 
 
GROUP A 
Code Course Name                              Credits 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP125 Programming Essentials 3.25 
CMP129 Managing and Maintaining 
 A Windows Server 2003 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
ENG121 Technical Writing and  
 Presentation 4.35           
 
GROUP B 
CONCENTRATION IN NETWORKING 
TECHNOLOGY 
Code Course Name                               Credits 
CMP104 Linux Essentials 3.25 
CMP134 Network+: Networking Essentials 3.25 
CMP210   Implementing a Microsoft 
 Windows Server 2003 Network 
 Infrastructure: Network Hosts 
 and Installing, Administering 
 and Configuring Microsoft  
 Windows XP Professional: 
 MS2276 and MS2285 and 
 Wireless Essentials 3.25 
CMP229   Implementing, Managing and  
 Maintaining a Microsoft  
 Windows 2003 Network 
 Infrastructure: Network 
 Services: MS2277 3.25 
CMP230   Planning and Maintaining a 
 Microsoft Windows Server 
 2003 Network Infrastructure: 
 MS2278 3.25 

 
Code Course Name                                Credits            
CMP231   Planning, Implementing, and 
 Maintaining a Microsoft 
 Windows Server 2003 Active 
 Directory Infrastructure:  
 MS2279 3.25 
CMP232   Designing Security for 
 Microsoft Networks and 
 Deploying and Managing 
 Microsoft Internet Security and 
 Acceleration Server 2000: 
 MS2830 and MS2159 3.25 
DET124 A+ Fundamentals 3.25 
DET128 NetWare 6 eDirectory  
 Administration: NV3001 3.25 
DET212 A+ Operating System  
 Technologies 3.25 
DET213 A+ Core Hardware 
 Technologies 3.25 
 
CONCENTRATION IN TECHNICAL GRAPHICS 
Code Course Name                               Credits            
ACC100 Accounting Essentials 4.35 
CAD100 CAD Essentials 3.25 
CAD101 Materials and Methods of 
 Construction with Blueprint 
 Reading 4.35 
CAD120 Automated Drafting 3.25 
CAD121 CAD Procedures 3.25 
CAD200 Automated Architectural 
 Drafting and Design 3.25 
CAD202 Automated Process Pipe 
 Drafting 3.25 
CAD207 Automated Three-Dimensional 
 Drafting 3.25 
CAD208 Automated Civil Drafting 3.25 
CAD209 Automated Electrical Drafting 3.25 
CAD210 Automated Mechanical 
 Drafting 3.25 
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CONCENTRATION IN NETWORK SECURITY 
Code Course Name                               Credits            
CMP104 Linux Essentials 3.25 
CMP134 Network+: Networking Essentials 3.25 
CMP133 Security+: Network Security 
 Fundamentals 3.25 
CMP234 Computer Forensics and 
 Investigations 3.25 
CMP235 Checkpoint Security 
 Administration 3.25 
DET124 A+ Fundamentals 3.25 
DET128 NetWare 6 eDirectory 
 Administration: NV3001 3.25 
DET212 A+ Operating System 
 Technologies 3.25 
DET213 A+ Core Hardware 
 Technologies 3.25 
DET216 Hardening the Infrastructure: 
 SCP-HTI 3.25 
DET217 Network Defense and 
 Countermeasures: SCP-NDC 3.25 
 
GROUP C 
Code Course Name                               Credits            
BSM300 Telecommunications for 
 Managers 4.35 
BSM301 Project Management 
 Applications 3.25 
BSM302 Contract Management 4.35 
CMP302 Database Management 3.25 
CMP303 Interconnecting Cisco Network 
 Devices CS: TRN-ICND 5.40 
CMP304 Programming Applications 
 And Development 3.25 
CMP306 Principles of Information 
 Security 3.25 
CMP400 Advanced Web Design 3.25 
CMP401 Building Cisco Remote Access 
 Networks CS: TRN-BCRAN 5.40 
CMP402 Network Design Applications 3.25 
CMP403 Building Cisco Multi-layer 
 Switched Networks CS: 
 TRN-BCMSN 5.40 
CMP404 Building Scalable Cisco 
 Networks CS: TRN- BSCN 5.40 
CMP405 Cisco Internetwork 
 Troubleshooting CS: TRN-CIT 5.40 
CMP410 JavaScript and Perl 3.25 
CMP411 Cisco Network Security 3.25 
DET400 Advanced Telecommunications 
 Technologies 4.35 
DET401 Cabling Standards and Codes 3.25 
ENG401 IT Business Communication 4.35  
  

GENERAL EDUCATION COURSES 
Code Course Name                               Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105    Journalism and the New Media      4.35 
ENG201 Advanced Discourse 4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
HUM123 Applying Ethics 2.15 
HUM202 Logic and Reasoning 4.35 
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
MTH200 Calculus I 2.15 
MTH220 Calculus II 2.15 
SCI200 Physics 3.25 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
SOC103 Social Psychology 2.15 
SOC200 History of Alaska 4.35 
 
COLLEGE REQUIREMENTS 
Code Course Name                               Credits            
BUS101 Career Development 2.15 
BUS400 Capstone: An Integration of 
 Learning 3.25 
 
MINIMUM NUMBER OF CREDITS       195.55
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Associate of Applied Science Degrees 
 
 
 Quarter Hours 
 
Business Management Practice (Anchorage Only).................................................................................................... 97.80 
 
Computer Science: Concentration in Business Applications..................................................................................... 97.80 
 
Computer Science: Concentration in Network Security (Anchorage Only) .............................................................. 95.90 
 
Computer Science: Concentration in Networking Technology (Anchorage Only) ................................................... 95.90 
 
Computer Science: Concentration in Technical Graphics ......................................................................................... 96.60 
 
Computerized Accounting......................................................................................................................................... 96.70 
 
Criminal Justice (Anchorage Only) ......................................................................................................................... 100.00 
 
Medical Office Administration: Concentration in Medical Assistant...................................................................... 103.85 
 
Medical Office Administration: Concentration in Medical Coding and Billing........................................................ 96.70 
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Associate of Applied Science Degree in Business Management Practice (Anchorage Only) 
 
 
This degree program will instruct students in how to hire, support, and evaluate personnel; to supervise working teams 
of staff; to identify, develop, and implement vital projects; to comply with complex business laws and regulations; to 
review financial data for decision-making; to use information technology to communicate and market; to apply the 
critical elements of leadership; to use advanced computer technology to manage; and to start and manage a small 
business.  This program requires that the student achieve the following industry certifications: (1) Microsoft Certified 
Application Specialist: Word; (2) Microsoft Certified Application Specialist: Excel. 
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                              Credits            
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
BSM200 Leadership and Team  
 Management 4.35 
BSM201 Managing People: Human 
 Resource Development 4.35 
BSM202 Managing Projects: Development 
 and Implementation 4.35 
BSM203 Marketing with Technology 4.35 
BSM204 Managing Small Businesses: 
 Entrepreneurship 4.35 
BSM205 Statistics for Business 3.25 
BSM206 Business Law 4.35 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint 
 for Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
OFM102 Customer Service and the 
 Automated Office 3.25 

GENERAL EDUCATION COURSES 
Code Course Name                               Credits 
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
SCI101 Physical Geology 4.50 
   (OR)   
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                               Credits            
BUS101 Career Development  2.15 
 
MINIMUM NUMBER OF CREDITS 97.80      
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Associate of Applied Science Degree in Computer Science  
Concentration in Business Applications 
 
 
This degree program seeks to prepare students for careers in receiving, processing, delivering, and storing information 
that is vital in both the short-term and the long-term operation and decision-making of virtually all businesses and 
governmental, social, and professional agencies and enterprises.  This program requires that the student achieve the 
following industry certifications: (1) Microsoft Certified Application Specialist: Word; (2) Microsoft Certified 
Application Specialist: Excel. 
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                               Credits            
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
BSM200 Leadership and Team 
 Management 4.35 
BSM201 Managing People: Human 
 Resource Development 4.35 
BSM203 Marketing with Technology 4.35 
BSM206 Business Law 4.35 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP125 Programming Essentials 3.25 
CMP126 Access and PowerPoint for 
 Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 
OFM102 Customer Service and the       
 Automated Office 3.25 

GENERAL EDUCATION COURSES 
Code Course Name                               Credits 
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105    Journalism and the New Media      4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                               Credits 
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 97.80 
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Associate of Applied Science Degree in Computer Science  
Concentration in Network Security (Anchorage Only) 
 
 
This degree program seeks to prepare students for careers in the field of network security. Network security specialists 
plan, coordinate, and implement an organization’s information security and security systems. Security specialists 
educate users on computer security, install security software, monitor the network for security breaches, respond to 
cyber attacks, and gather data and evidence. They install, configure, and manage firewall devices in an effort to provide 
a higher level of protection. Network security specialists are also responsible for developing security policies and 
procedures and for the physical security of the data network.  This program requires that the student achieve the 
following industry certification: Security+. 
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                               Credits            
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP104 Linux Essentials 3.25 
CMP125 Programming Essentials 3.25 
CMP129 Managing and Maintaining a 
 Microsoft Windows Server 
 2003 Environment: MS2273 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP133 Security+: Network Security 
 Fundamentals 3.25 
CMP134 Network+: Networking Essentials 3.25 
CMP234 Computer Forensics and 
 Investigations 3.25 
CMP235 Checkpoint Security  
 Administration 3.25 
DET124 A+ Fundamentals 3.25 
DET128 NetWare 6 eDirectory 
 Administration: NV3001 3.25 
DET212 A+ Operating System 
 Technologies 3.25 
DET213 A+ Core Hardware 
 Technologies 3.25 
DET216 Hardening the Infrastructure 
 SCP-HTI 3.25 
DET217 Network Defense and 
 Countermeasures: SCP-NDC 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 

GENERAL EDUCATION COURSES 
Code Course Name                               Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105    Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
MTH200 Calculus I 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                               Credits            
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 95.90     
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Associate of Applied Science Degree in Computer Science  
Concentration in Networking Technology (Anchorage Only) 
 
 
This degree program seeks to build a body of knowledge and skills to prepare students for careers as computer 
professionals. The program begins by establishing primary understanding and skills in computer operations with 
Windows Server 2003. Students are introduced to Linux, wireless technology, Cisco routers, and Novell NetWare. The 
program then proceeds to build a foundation in primary network architecture and current networking technology for 
local area networks (LANs), wide area networks (WANs), and the Internet.  This program requires that the student 
achieve the following industry certification: Microsoft Certified Professional. 
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                                Credits            
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP104 Linux Essentials 3.25 
CMP125 Programming Essentials 3.25 
CMP129 Managing and Maintaining a 
 Microsoft Windows Server 
 2003 Environment: MS2273 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP134 Network+: Network Essentials 3.25 
CMP210 Implementing a Microsoft  
 Windows Server 2003 Network 
 Infrastructure: Network Hosts 
 and Installing, Administering 
 and Configuring Microsoft 
 Windows XP Professional: 
 MS2276 and MS2285 and 
 Wiring Essentials 3.25 
CMP229 Implementing, Managing and 
 Maintaining a Microsoft 
 Windows 2003 Network  
 Infrastructure: Networking 
 Services: MS2277 3.25 
CMP230 Planning and Maintaining 
 A Microsoft Windows Server 
 2003 Network Infrastructure: 
 MS2278 3.25 
CMP231 Planning, Implementing, and 
 Maintaining a Microsoft  
 Windows Server 2003 Active 
 Directory Infrastructure:MS2279 3.25            
CMP232 Designing Security for 
 Microsoft Networks and 
 Deploying and Managing 
 Microsoft Internet Security and 
 Acceleration Server 2000: 
 MS2830 and MS2159 3.25 
DET124 A+ Fundamentals 3.25 

Code Course Name                                Credits            
DET128 NetWare 6 eDirectory 
 Administration: NV3001 3.25 
DET212 A+ Operating System 
  Technologies 3.25 
DET213 A+ Core Hardware 
  Technologies 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 
   
GENERAL EDUCATION COURSES 
Code Course Name                                Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media    4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
MTH200 Calculus I 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                                Credits            
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 95.90 
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Associate of Applied Science Degree in Computer Science 
Concentration in Technical Graphics 
 
 
This degree program seeks to prepare students for careers in producing, comprehending, analyzing, and expanding the 
information contained in drawings, sketches, manufacturer catalog information, and related documents. These functions 
are vital to the short-term and long-term operation, efficiency, and reputation of governmental agencies, professional 
engineering, architectural and construction businesses and enterprises, as well as for the environmental, health, and 
physical safety of the public.   
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
CAD100 CAD Essentials 3.25 
CAD101 Materials and Methods of 
 Construction with Blueprint 
 Reading 4.35 
CAD120 Automated Drafting 3.25 
CAD121 CAD Procedures 3.25 
CAD200 Automated Architectural  
 Drafting and Design 3.25 
CAD202 Automated Process Pipe 
 Drafting 3.25 
CAD207 Automated Three-Dimensional 
 Drafting 3.25 
CAD208 Automated Civil Drafting 3.25 
CAD209 Automated Electrical Drafting 3.25 
CAD210 Automated Mechanical Drafting 3.25 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP125 Programming Essentials 3.25 
CMP129 Managing and Maintaining a 
 Microsoft Windows Server  
 2003 Environment: MS2273 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 

GENERAL EDUCATION COURSES  
Code Course Name                                Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15  
MTH103 Algebra I 2.15 
MTH120 Algebra II 2.15 
MTH200 Calculus I 2.15 
SCI101 Physical Geology 4.50 
   (OR)   
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                                Credits            
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 96.60  
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Associate of Applied Science Degree in Computerized Accounting 
 
 
This degree program seeks to prepare students for global careers in receiving, recording, storing, classifying, 
summarizing, communicating, and interpreting individual and multiple financial transactions that are vital to both the 
short-term and log-term operation and decision-making of virtually all businesses and governmental, social, and 
professional agencies and enterprises.  This program requires that the student achieve the following industry 
certifications: (1) Microsoft Certified Application Specialist: Word; (2) Microsoft Certified Application Specialist: 
Excel. 
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
ACC200 Income Tax Preparation 4.35 
ACC201 Advanced Principles of 
 Accounting 4.35 
ACC202 Automated Accounting 
 Applications 3.25 
   (OR) 
ACC250 Accounting Internship 4.00 
ACC203 Advanced Automated 
 Accounting 3.25 
ACC204 Audit Preparation 4.35 
BSM206 Business Law 4.35 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint for 
 Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel  
 for Windows 3.25 
OFM 102 Customer Service and the 
 Automated Office 3.25 

GENERAL EDUCATION COURSES 
Code Course Name                                Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
SCI101 Physical Geology 4.50 
   (OR)   
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                                Credits            
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 96.70    
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Associate of Applied Science Degree in Criminal Justice (Anchorage Only) 
 
 
The Criminal Justice program provides students interested in policing, criminal law, or corrections with an 
interdisciplinary study of crime and justice in American society. The program's inclusion of interpersonal skills and 
managerial and administrative subject matter prepares students for positions of responsibility and leadership within the 
criminal justice community and related professions. Students enrolled in the Criminal Justice program will examine the 
criminal justice process and its key components, while at the same time learn the skills needed for effective 
interpersonal communication, administrative decision -making and personnel management. Contemporary issues such 
as human relations and social conflict, professionalism and ethics, and the injection of technology into crime and its 
detection are also addressed. The Criminal Justice curriculum will appeal to student professionals who are currently 
employed and seeking advancement within the criminal justice community, or to working adults pursuing a new career 
in a criminal justice related field. Graduates of the program may find employment opportunities within public and 
private policing agencies, corrections, the court system, social services, and in corporate security.  This program 
requires a minimum of 100.00 quarter credit hours. 
 
 
GROUP A 
Code Course Name                                 Credits            
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint 
 for Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
OFM102 Customer Service and the 
 Automated Office 3.25 
 
 
GROUP B 
CONCENTRATION IN CRIMINAL JUSTICE 
Code Course Name                              Credits            
CJA100 Introduction to Criminal Justice 

& Law Enforcement 4.35 
CJA101 Introduction to Policing 4.35 
CJA102 Theories of Crime & Justice 4.35 
CJA103 Criminal Justice and Public  

Policy 4.35 
CJA200 The Courts in America 4.35 
CJA201 Juvenile Justice 4.35 
CJA202 Criminology 4.35 
CJA203 Criminal and Delinquent  

Behavior 4.35 
CMP133 Security+ 3.25 
CMP234 Computer Forensics and  

Investigations 3.25 
ENG121 Technical Writing and 
 Presentation 4.35 
 

GENERAL EDUCATION COURSES 
Code Course Name                              Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR)  
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
SCI101 Physical Geology 4.50 
   (OR)  
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENTS 
Code Course Name                               Credits            
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 100.00 
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Associate of Applied Science Degree in Medical Office Administration  
Concentration in Medical Assistant 
 
 
This degree program is designed to provide students with the knowledge, technical skills, and work habits 
required for entry-level positions as Medical Assistants. The computer technology and word processing 
facets of the curriculum enhance the students’ potential for placement, and the medical office 
administration orientation of the second portion of the program makes graduates more valuable in the fast-
paced health care offices of today and the future.  This program is broken into two phases, the first phase 
being the Certificate in Medical Assistant program, and the second phase being the medical office 
administration courses.  Prior to advancing to the medical office administration courses, students must 
complete the Certificate in Medical Assistant program.  This program requires that the student achieve the 
following industry certification prior to their externship: NCCT National Certified Medical Assistant. 
 
 
CONCENTRATION REQUIREMENTS 
Course No. Course Name Credits 
MAP101 Record Management and Ethics 3.25 
MAP102 Patient Care Concepts 3.25 
MAP103 Office Management and 

Communications 3.25 
MAP104 Minor Office Surgery 3.25 
MAP105 Pharmacology 7.05 
MAP106 Medical Insurance 3.25 
MAP107 Fundamentals of Office 

Accounting 3.25 
MAP108 Office Emergencies and Cardiac 

Care 6.00 
MAP109 Hematology and Phlebotomy 4.35 
MAP110 Professional Development 1.65 
MAP111 Specimen Collection and Analysis 3.80 
MAP112 Computer Applications 2.20 
MAP200 Medical Assistant Externship 6.00 
MED122 ICD-9-CM Coding Essentials 3.25 
MED123 CPT Coding Essentials 3.25 

 
Any 4 of the following courses 
MED206 ICD-9-CM Coding Procedures 3.25 
MED207 Healthcare Data and Delivery 

Systems 4.35 
MED208 CPT Coding Procedures 3.25 
MED209 Pathophysiology and  

Pharmacology 4.35 
MED210 Medical Office Procedures 3.25 
MED211 Reimbursement Methodologies 4.35 

GENERAL EDUCATION COURSES 
Course No. Course Name Credits 
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105 Journalism and the New Media 4.35 
HUM120 Twentieth-Century Fiction 4.35 
 (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
SCI102 Introduction to Human  

Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 

MINIMUM NUMBER OF CREDITS 103.85 
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Associate of Applied Science Degree in Medical Office Administration  
Concentration in Medical Coding and Billing 
 
 
This degree program offers an understanding of modern medical practice, the requirements for accurate medical 
records, and the significance of medical coding and billing. Importantly, the program teaches the skills to identify 
accurately a specific examination, diagnosis, and/or therapy, as well as the means to acquire reimbursement.   
 
 
CONCENTRATION REQUIREMENTS 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP126 Access and PowerPoint 
 for Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
OFM102 Customer Service and the 
 Automated Office 3.25 
MED100 Medical Terminology 
 Essentials 4.35 
MED101 Medical Insurance Billing 
 Essentials 4.35 
MED122 ICD-9-CM Coding Essentials 3.25 
MED123 CPT Coding Essentials 3.25 
MED206 ICD-9-CM Coding Procedures 3.25 
MED207 Healthcare Data and Delivery 
 Systems 4.35 
MED208 CPT Coding Procedures 3.25 
MED209 Pathophysiology and  
 Pharmacology 4.35 
MED211 Reimbursement Methodologies 4.35 
MED212 AHIMA Professional Practice 3.25 
MED210 Medical Office Procedures 3.25 

GENERAL EDUCATION COURSES 
Code Course Name                                Credits            
ENG100 Written Communication 4.35 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
  (OR) 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH100 College Mathematics 4.35 
MTH103 Algebra I 2.15 
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
COLLEGE REQUIREMENT 
Code Course Name                                Credits            
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 96.70     
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Certificate Programs 
 
 

                                                                                                       Quarter Hours 
 
Computerized Bookkeeping Specialist ...................................................................................................................... 45.55 
 
Computer-Aided Drafting Associate ......................................................................................................................... 42.25 
 
Computerized Office Specialist ................................................................................................................................. 44.45 
 
Medical Assistant ...................................................................................................................................................... 50.55 
 
Medical Coding and Billing Specialist ...................................................................................................................... 46.80 
 
Network Security (Anchorage Only) ......................................................................................................................... 49.15 
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Certificate Program in Computerized Bookkeeping Specialist 
 
 
The Computerized Bookkeeping Specialist program seeks to prepare the student with the knowledge and skills in 
reporting financial transactions, computerized operations, computerized accounting, and computerized business 
software, customer service, and career development.  The skills, competencies, knowledge base, and attributes 
necessary for most students to establish a financial accounting career may require the completion of a degree program.  
 
 
CERTIFICATE REQUIREMENTS 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
BUS101 Career Development 2.15 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
ENG100 Written Communication 4.35 
MTH100 College Mathematics 4.35 
OFM102 Customer Service and the 
 Automated Office 3.25 
 
GROUP A – 1 or 2 Courses 
(3.25 – 8.70 Quarter Hours) 
Code Course Name                                Credits            
ACC200 Income Tax Preparation 4.35 
ACC201 Advanced Principles of 
 Accounting 4.35 
ACC202 Automated Accounting 
 Applications 3.25 
   (OR) 
ACC250 Accounting Internship 4.00 
ACC203 Advanced Automated 
 Accounting 3.25 
ACC204 Audit Preparation 4.35 
 

GROUP B – 2 or 3 Courses  
(6.50 – 13.35 Quarter Hours) 
Code Course Name                                Credits            
BSM206 Business Law 4.35 
CMP104 Linux Essentials 3.25 
CMP126 Access and PowerPoint for 
 Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
CMP132 Web Design Essentials 3.25 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH103 Algebra I 2.15 
SCI101 Physical Geology 4.50 
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
MINIMUM NUMBER OF CREDITS 45.55 
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Certificate Program in Computer Aided Drafting Associate 
 
 
The Computer Aided Drafting Associate program seeks to prepare technical professionals for the fields of construction, 
engineering, architecture, and related fields.  It helps the student master skills in operating the AutoCAD program, 
relevant computer software, and sophisticated computer monitoring of the strategic progress of complex projects. The 
skills, competencies, knowledge base, and attributes necessary for most students to establish a technical career may 
require the completion of a degree program. Students who come with substantial computer skills and knowledge and/or 
broad experience in one or more technical industries may become career-ready in less time.   
 
 
CERTIFICATE REQUIREMENTS 
Code Course Name                                Credits            
BUS101 Career Development 2.15 
CAD100 CAD Essentials 3.25 
CAD101 Materials and Methods of  
 Construction with Blueprint 
 Reading 4.35 
CAD120 Automated Drafting 3.25 
CAD121 CAD Procedures 3.25 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP131 Excel for Windows 3.25 
ENG100 Written Communication 4.35 
MTH103 Algebra I 2.15 
 
GROUP A – 2 Courses  
Code Course Name                                Credits            
CAD200 Automated Architectural 
 Drafting and Design 3.25 
CAD202 Automated Process Pipe 
 Drafting 3.25 
CAD207 Automated Three- 
 Dimensional Drafting 3.25 
CAD208 Automated Civil Drafting 3.25 
CAD209 Automated Electrical Drafting 3.25 
CAD210 Automated Mechanical  
 Drafting 3.25 

GROUP B – Minimum of 6.50 Qtr. Hrs. 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
CMP125 Programming Essentials 3.25 
CMP126 Access and PowerPoint for 
 Windows 3.25 
CMP130 Word for Windows 3.25 
CMP132 Web Design Essentials 3.25 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media    4.35 
ENG121 Technical Writing and 
 Presentation 4.35 
HUM120 Twentieth-Century Fiction 4.35 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
HUM123 Applying Ethics 2.15 
SCI101 Physical Geology 4.50 
SCI102 Introduction to Human 
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
SOC103 Social Psychology 2.15 
 
MINIMUM NUMBER OF CREDITS 42.25
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Certificate Program in Computerized Office Specialist 
 
 
The Computerized Office Specialist program is especially recommended to students seeking rapid computer literacy 
and operational skills. The program includes skills in mathematics and communications, word processing, computer 
operations, the use of essential business computer software, payroll reporting, customer service, and career 
development. The skills, competencies, knowledge base, and attributes necessary for most students to establish a career 
in the office professions may require the completion of a degree program.   
 
 
CERTIFICATE REQUIREMENTS 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
ACC102 Payroll Reporting 3.25 
BUS101 Career Development 2.15 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
ENG100 Written Communication 4.35 
MTH100 College Mathematics 4.35 
OFM102 Customer Service and the 
 Automated Office 3.25 
 

ANY 4 OF THE FOLLOWING COURSES 
Code Course Name                                Credits            
ACC120 Automated Accounting 3.25 
ACC121 Principles of Accounting 4.35 
CMP104 Linux Essentials 3.25 
CMP125 Programming Essentials 3.25 
CMP126 Access and PowerPoint for 
 Windows 3.25 
CMP132 Web Design Essentials 3.25 
CMP233 Advanced Word and Excel 
 for Windows 3.25 
ENG101 Oral Communication 4.35 
 – OR – 
ENG105     Journalism and the New Media     4.35 
HUM120 Twentieth-Century Fiction 4.35 
HUM121 The Impact of Mass Media 4.35 
HUM122 Philosophy of Ethics 2.15 
MTH103 Algebra I 2.15 
SCI101 Physical Geology 4.50 
SCI102 Introduction to Human  
 Anatomy and Physiology 4.50 
SOC101 Introduction to Economics 4.35 
SOC102 Interpersonal Psychology 2.15 
 
MINIMUM NUMBER OF CREDITS 44.45
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Certificate Program in Medical Assistant 
 
 
The Medical Assistant program of study is designed to provide students with the knowledge, technical skills, and work 
habits required for entry-level positions as Medical Assistants.  The computer technology and word processing facets of 
the curriculum enhance the students’ potential for placement.  Prior to graduation, students are required to complete a 
180-hour externship program at a local clinic, physician’s office, hospital, HMO (Health Maintenance Organization), or 
other allied health ambulatory facility.  This program requires that the student achieve the following industry 
certification prior to their externship: NCCT National Certified Medical Assistant. 
 

CERTIFICATE REQUIREMENTS 
Code Course Name                                Credits            
MAP101 Record Management and Ethics 3.25 
MAP102 Patient Care Concepts 3.25 
MAP103 Office Management and  
 Applications 3.25 
MAP104 Minor Office Surgery 3.25 
MAP105 Pharmacology 7.05 
MAP106 Medical Insurance 3.25 
MAP107 Fundamentals of 
 Office Accounting 3.25 
 

 
Code Course Name                                Credits            
MAP108 Office Emergencies and 
 Cardiac Care 6.00 
MAP109 Hematology and Phlebotomy 4.35 
MAP110 Professional Development 1.65 
MAP111 Specimen Collection and 
 Analysis  3.80 
MAP112 Computer Applications 2.20 
MAP200 Externship 6.00 
 
MINIMUM NUMBER OF CREDITS 50.55 
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Certificate Program in Medical Coding and Billing Specialist 
 
 
The Medical Coding and Billing certificate program prepares entry-level medical clerks, medical secretaries, record 
keepers, appointment administrators, medical insurance processors, medical coders, and medical coding assistants to 
serve in busy doctors’ offices and medical coding clinics. Classes include computer operations, word processing, 
financial reporting, medical terminology, medical insurance billing and career development. The skills, competencies, 
knowledge base, and attributes necessary for most students to establish a career in computerized medical office 
administration and management may require the completion of a degree program.   
 
 
CERTIFICATE REQUIREMENTS 
Code Course Name                                Credits            
ACC100 Accounting Essentials 4.35 
BUS101 Career Development 2.15 
CMP102 Computer Essentials with 
 Microsoft Windows 3.25 
CMP130 Word for Windows 3.25 
CMP131 Excel for Windows 3.25 
(OR) 
CMP126 Access and PowerPoint for 
 Windows 3.25 
ENG100 Written Communication 4.35 
MED100 Medical Terminology 4.35 
MED101 Medical Insurance Billing 
 Essentials 4.35 
MED122 ICD-9-CM Coding 
 Essentials 3.25 
MED123 CPT Coding Essentials 3.25 
SCI102 Introduction to Human Anatomy 
 and Physiology 4.25 

 
 
ANY 2 OF THE FOLLOWING COURSES 
Code Course Name                                Credits            
MED 206 ICD-9-CM Coding 
 Procedures 3.25 
MED207 Healthcare Data and 
 Delivery Systems 4.35 
MED208 CPT Coding Procedures 3.25 
MED209 Pathophysiology and 
 Pharmacology 4.35 
MED210 Medical Office 
 Procedures 3.25 
MED211 Reimbursement 
 Methodologies 4.35 
 
MINIMUM NUMBER OF CREDITS 46.80 
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Certificate Program in Network Security (Anchorage Only) 
 
 
The Certificate in Network Security program is designed to provide students with the knowledge, technical skills, 
and work habits required for careers in the field of network security.  This certificate program requires a minimum 
of 49.15 quarter hours, usually earned over a period of three (3) quarters of study.  Security specialists educate users 
on computer security, install security software, monitor the network for security breaches, respond to cyber attacks, 
and gather data and evidence. They install, configure, and manage firewall devices in an effort to provide a higher 
level of protection. Network security specialists are also responsible for developing security policies and procedures 
and for the physical security of the data network.  This program requires that the student achieve the following 
industry certification:  Security+ 
 
 
CERTIFICATE REQUIREMENTS  
Code Course Name Credits 
CMP102 Computer Essentials with  

Microsoft Windows 3.25 
CMP104 Linux Essentials 3.25 
CMP125 Programming Essentials 3.25 
CMP129 Managing and Maintaining  

a Microsoft Windows Server  
2003 Environment: MS2273 3.25 

CMP133 Security+: Network Security 
Fundamentals 3.25 

CMP134 Network+: Network Essentials 4.75 
CMP234 Computer Forensics and Investigations 3.25 
CMP235 Checkpoint Security  

Administration 3.25 

 
DET124 A+ Fundamentals 3.25 
DET128 NetWare 6 eDirectory Administration: 

NV3001 3.25 
DET212 A+ Operating System  

Technologies 3.25 
DET213 A+ Core Hardware  

Technologies 3.25 
DET216 Hardening the Infrastructure:  

SCP-HTI  3.25 
DET217 Network Defense and Countermeasures: 

SCP-NDC 3.25 
 
COLLEGE REQUIREMENT: 
Code Course Name Credits 
BUS101 Career Development 2.15 
 
MINIMUM NUMBER OF CREDITS 49.15
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CHAPTER 5: FINANCIAL AID PROGRAMS AND DISBURSEMENT 
 
 

Student Financial Aid Programs 
 
 

Alaska State Supplemental Education Loan Program 
 
Administered by the Alaska Commission on Postsecondary Education (ACPE), the Alaska Supplemental Education 
Loan program (ASEL) provides as much as $8,500 per academic year (up to student’s cost of attendance). An 
origination fee of 3% of the gross loan amount is deducted prior to disbursement.  Interest is fixed at 7.3% (8.25% APR) 
for 2008-09 award year while in school and repayment and begins accrual after loan funds are disbursed. Borrower 
benefits include, but are not limited to, an Alaska Presence Benefit resulting in an interest rate reduction of 0.5%. To be 
eligible for the Alaska Supplemental Education Loan, students must be Alaska residents and U.S. citizens (or eligible 
non-citizens). Students must also be enrolled in an eligible degree or certificate program and must maintain at least half-
time attendance. Applicants must also pass a credit check which includes, but is not limited to, verification of 
compliance with child support obligations and timely repayment on previous Alaska State Student Loan obligations. 
Repayment for this program begins six months after the last day of at least half-time attendance and is estimated at $85 
per month for those who borrow the maximum per each $8,500 loan.  
 
To apply for this loan, students may visit the application website www.state.ak.us/acpe or contact the Charter College 
Department of Student Services for assistance.  In either case, a credit assessment is performed during the process to 
identify individuals who meet the minimum requirements for approval. Students who complete the application through 
the website should forward the signed promissory note to Charter College Department of Student Services for further 
processing.  
 
As an added service to Charter students who do not meet the minimum credit requirements during the initial application 
process, Charter College has contracted with the Credit Bureau of Alaska (CBA) to provide rapid on-line credit 
assessments for cosigners at no charge to the student or the co-borrower. Final approvals are performed by ACPE.  
 
 
Alaska Family Educational Loan 
 
Administered by the Alaska Commission on Postsecondary Education, the Alaska Family Educational Loan Program 
provides as much as $8,500 per academic year (up to student’s cost of attendance) for family members to borrow on 
behalf of their students.  An origination fee of 3% of the gross amount of the loan will be deducted prior to 
disbursement.  The interest rate is fixed at 5% for the 2008-09 award year. Repayment begins 30-45 days following the 
last disbursement and is calculated on the total amount disbursed.   
 
To be eligible, applicants must be Alaska residents and U.S. citizens (or eligible non-citizens). Applicants must also 
pass a credit check, which includes, but is not limited to, verification of compliance with child support obligations and 
timely repayment on previous Alaska State Student Loan obligations.  Students must be enrolled full time in an eligible 
degree or certificate program.  
 
Applications may be completed by a family member online at http://www.state.ak.us/acpe.  As with other programs 
administered by ACPE, a credit assessment is performed during the application process to determine applicants who 
meet minimum credit requirements. Once the application is completed, the student or family member must forward the 
signed promissory note to the Department of Student Services for further processing. Final approvals are performed by 
ACPE. 
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High School Senior Tuition Scholarship Program 
 
Charter College will offer, during 2008, $221,000 in scholarships for seniors enrolled in accredited Alaskan high 
schools, public or private, to attend a degree program at Charter College. 

1. The scholarship award is intended to support the cost of tuition for full-time attendance in a degree program that 
must be completed within sixty (60) months after beginning program. 

2. The scholarship recipient must begin program as full-time student no later than one year from the date the 
scholarship is awarded. 

3. All high school scholarships are non-transferable. 

4. The college must receive the completed scholarship application, essay and recommendation letters by July 15.  All 
required documents must be submitted via mail or other delivery method to: Scholarship Selection Committee at 
Charter College, 2221 East Northern Lights Boulevard, Suite 120, Anchorage, Alaska 99508. 

5. All applicants must include a letter of recommendation from his/her high school counselor, administrator, or 
teacher from the attending high school.  This must be included with the application and essay.  

6. All applicants must complete an admissions interview with an Admissions Representative at Charter College prior 
to the July 15 deadline.  The applicant may contact the Anchorage campus at (907) 277-1000 or the Mat-Su 
campus at (907) 352-1000 to schedule an interview. 

7. Criteria for award recipients are: a) Level of Motivation – student should exhibit a strong work ethic with clear 
personal and professional goals; b) High maturity Level – student should exhibit dependability and ability to 
assume responsibility; c) Strong Academic Ability – student should be successful in high school courses, with the 
ability to successfully complete college-level classes. 

8. The scholarship selection committee will determine the award recipients and notify student(s) within 45 days of 
the application deadline. 

9. Tuition scholarship recipients must be enrolled as full-time students, maintain a cumulative grade point average of 
at least 2.50 on a 4.00 scale, meet attendance requirements, and successfully complete the program of study; 
otherwise, the scholarship, or the remaining portion of it will be withdrawn. 

10. The scholarship award will be credited to the recipient’s account as outlined on the Alaska High School Senior 
Tuition Scholarship Program “Terms and Conditions”, a copy of which may be obtained by contacting the 
College. 

 
 
Federal Academic Competitiveness Grant (ACG) 
 
The federal Academic Competitiveness Grant is a need-based award to help undergraduates pay for their education. To 
be eligible, students must be U.S. citizens, be Federal Pell Grant recipients, be enrolled full time in a degree program, 
and have completed a rigorous secondary program of study after January 1, 2005. For the 2008-09 award year, this 
grant provides $750 for students in their first academic year and $1,300 for students in their second academic year, 
provided that the students have a cumulative GPA of at least 3.0. The U.S. Department of Education will send 
notifications to students who are potentially eligible; students must then provide any requested documents to the 
Department of Student Services for verification of eligibility.  
 
 
Federal National Science & Mathematics Access to Retain Talent (SMART) Grant  
 
The federal SMART Grant is a need-based award to help undergraduates pay for their third and fourth year of 
educational costs. To be eligible, students must be U.S. citizens, be Federal Pell Grant recipients, be enrolled full time in 
an approved bachelor’s degree program in computer science or technology, and have a cumulative GPA of at least 3.0. 
For the 2008-09 award year, the maximum award is $4,000 per junior and senior academic years for students enrolled in 
Charter’s B.S. degrees in Information Technology Engineering or Business Management and Technology. 
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Federal Pell Grant 
 
Authorized by the United States Congress and administered by the United States Department of Education, the Federal 
Pell Grant may provide as much as $4,731 for the 2008-09 award year.  As a grant, no repayment is necessary unless a 
student fails to complete a portion of the academic year, which will result in a Return of Title IV Aid calculation.  The 
Federal Pell Grant is need-based and limited to undergraduates (students who have not earned a bachelor's degree or 
first professional degree), primarily those from low income families.  
 
 
Federal PLUS Loan 
 
Authorized by the United States Congress and administered by the United States Department of Education, the Federal 
PLUS Loan provides up to the total education costs (minus all other resources students have for their current 
enrollment).  Parents of dependent undergraduates are eligible to apply, and credit checks are conducted.  Depending on 
the lender chosen by the student, a 1% default fee and 1% origination fee may be applied prior to distribution of loan 
proceeds. The interest rate is fixed for 2008-09 at 8.5%.  Minimum payments are $50 per month per loan and begin 45 
to 60 days after the final disbursement in loan period. There is no grace period on this loan. 
 
 
Federal Supplemental Educational Opportunity Grant 
 
Authorized by the United States Congress and administered by the United States Department of Education, the Federal 
Supplemental Educational Opportunity Grant (FSEOG) is intended for students with exceptional financial need to help 
pay for their postsecondary education.  The FSEOG is available only to students who have not earned a bachelor's 
degree or first professional degree, and who are attending at least half-time.  An FSEOG award may vary. The 
maximum is $1,250 for the 2008-09 award year.  Students who are awarded this grant must maintain at least half-time 
attendance, a quarter cumulative Grade Point Average of no less than 3.00, and continuous attendance in consecutive 
quarters in order to maintain their eligibility. 
 
 
Federal Subsidized Stafford Loan 
 
Authorized by the United States Congress and administered by the United States Department of Education, the Federal 
Subsidized Stafford Loan may provide as much as $3500 (2008-09) per academic year for eligible first-year students.  
Additional amounts are available for second- and third-year students. Depending on the lender chosen by the student, a 
1% default fee and 1% origination fee may be applied prior to distribution of loan proceeds. The interest rate is fixed for 
2008-09 at 6.8%.  While the student is in school or during the six-month grace period after the last date the student has 
at least half-time attendance, interest is subsidized (paid) by the federal government.  After the grace period, minimum 
payments are $50 per month per loan, but may vary depending on the total amount borrowed.  
 
 
Federal Unsubsidized Stafford Loan 
 
Authorized by the United States Congress and administered by the United States Department of Education, the Federal 
Unsubsidized Stafford Loan provides $2,000 (2008-09) per academic year to all eligible students.  Independent students 
and dependent students whose parents did not qualify for the Federal PLUS Loan (see below) may qualify for a further 
$4,000 (2008-09) per academic year.  In addition, independent students who are ineligible for subsidized loans may 
qualify for additional unsubsidized Stafford loans in the amount of $3,500 (2008-09) for freshmen.  Additional amounts 
may be available to sophomores, juniors, and seniors. Depending on lender chosen by student, a 1% default fee and 2% 
origination fee may be applied prior to distribution of loan proceeds. The interest rate is fixed for 2008-09 at 6.8%.  
Interest begins accruing after the first disbursement.  There is a six-month grace period after the last date of at least half-
time attendance during which no principal payments are due.  Interest payments are due, but students may choose to 
capitalize the amount until after the grace period ends.  Minimum payments are $50 per month per loan, but actual 
payments may vary depending on the total amount borrowed. 
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Federal Work Study 
 
Federal Work-Study (FWS) provides part-time jobs for undergraduate students with financial need, allowing them to 
earn money to help pay education expenses. The program encourages community service work and work related to the 
recipient's course of study. Please see the Dept. of Student Services to determine eligibility. 
 

 
Financial Aid Disbursement Requirements 

 
Charter College administers many of the federal student financial aid programs and many other alternative loans 
including the Alaska Supplemental Education Loan based on an academic year. An academic year is defined as 30 
weeks or three quarters of study. A quarter is ten consecutive weeks of instruction, excluding the annual two week 
winter break. Funds are disbursed in accordance with the policy on Financial Aid Disbursement Requirements.  Each 
quarter, each student’s current enrollment status and academic progress is verified to ensure continued eligibility.  After 
this confirmation, funds are ordered and credited towards eligible tuition, books, and fees. Any credit balance that 
occurs is available to students unless otherwise requested to be held on account.  Students must submit a Stipend 
Request form to have excess funds issued. All stipend checks must be collected within ten (10) days from the date of 
issue or the check will be cancelled and the funds returned to the student’s lender (s). In addition, all stipend checks 
must be cashed within twenty (20) days from the date of issue or the check will be cancelled and the funds returned to 
the student’s lender(s).   
 
Charter College cannot guarantee the time of disbursement of financial aid.  The time of transmission of financial aid 
resources to Charter College is dependent on action by the funding agency.  The College will always do everything 
possible to expedite the disbursement when the resources arrive, after verifying students have met all requirements for 
disbursement. 
 
 
New Students and Students in Academic Warning Status 
 
All first-time, first-term students (those who are in their first quarter of study at Charter College) and all students in 
Academic Warning Status who receive financial aid from federal and state programs administered by the United States 
Department of Education must achieve passing grades in all classes by the mid-quarter grade evaluation point in order 
to have financial aid disbursed (a quarter is ten consecutive weeks of instruction, excluding the annual two week break).  
For students enrolled in the Certificate in Medical Assistant program, and the A.A.S. in Medical Office Administration: 
Concentration in Medical Assistant program, first-time, first-term students must receive passing grades in all classes at 
the end of their first five weeks.  A grade of “D” or “F” is not considered passing according to this policy.  Students 
who do not meet the minimum mid-quarter grade evaluation requirement must receive a quarter cumulative Grade Point 
Average of no less than 2.00 in order to have their financial aid disbursed.  Students who do not meet these financial aid 
disbursement requirements are considered to be on financial aid probation and remain responsible for the payment of 
tuition, fees, textbooks and other school-related costs.  Students who do not meet the requirements for financial aid 
disbursements will be permitted to continue one additional quarter with a debit balance on their account provided that 
they meet the College’s Satisfactory Academic Progress (SAP) policy. 
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Students in Good Standing 
 
For all students who meet all eligibility requirements and are not on financial aid probation, Charter College will make 
every effort to disburse financial aid as soon as the relevant funding agency submits financial aid resources. 
 
 
Third-Party Billing and Funding Disbursement  
 
Students sponsored by governmental agencies, including, but not limited to, the Alaska State Department of Vocational 
Rehabilitation (DVR), the Veteran’s Administration Department of Vocational Rehabilitation (VA-DVR), and the 
Workforce Development Programs (WDP), must provide written approval from the sponsoring agency affirming the 
student’s authorization for the quarter or the academic year (a quarter is ten consecutive weeks of instruction, excluding 
the annual two week break).  Students must meet the criteria for financial aid disbursement in accordance with the 
College’s policy, Financial Aid Disbursement Requirements. Any portion of tuition and fees not covered by the 
sponsoring agency will need to be paid by the student. 
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Ten-Key Calculators 
 
All students enrolled in advanced accounting classes, Automated Accounting (ACC120) and above, will be required to 
purchase their own ten-key calculator.  Students enrolled in beginning accounting classes, Accounting Essentials 
(ACC100) and Payroll Reporting (ACC102), will not be required to purchase ten-key calculators; they will be provided 
with ten-key calculators for use during class periods. 
 
 
Student Activity Fee 
 
The Student Support Committee, with members from faculty, administration, and students, makes recommendations on 
the usage of the Student Activity Fee to the President.  Such usage includes, but is not limited to, tutoring and 
supervision for study hall, library assistants, and approved special assistance to accommodate disabled students. 
 
 
Graduation Fee 
 
All degree seeking students who have fulfilled the "Requirements for Graduation", as set forth in the Charter College 
Catalog and Student Handbook, are required to pay a $50.00 graduation fee for certificates, $75.00 graduation fee for 
the associate degrees and a $125.00 graduation fee for the bachelor degrees. This fee is used to cover a variety of 
students’ graduation costs. 
 
 
Other Expenses 
 
Students should not expect to incur other expenses directly related to their studies.  However, students will experience 
indirect costs such as room, board and transportation costs. 
 
 

Educational Tax Incentives 
 
 

The Taxpayer Relief Act of 1997 initiated several educational tax incentives for those pursuing higher education.  Since 
then new tax law continues to modify existing provisions as well as expand on the available benefits to those pursuing 
higher education. The following is a brief summary of those provisions including additional changes and provisions of 
enactments passed since then. This list is not meant to be all inclusive; interested parties should refer to Internal 
Revenue Service Publication 970 for a complete and comprehensive list of the benefits available.  
 
 
Hope Scholarship Tax Credit 

 
Taxpayers can receive a maximum of $1,800 tax credit a year for each eligible first or second year student for qualified 
expenses (tuition & fees). Students must be enrolled at an accredited post-secondary educational institution (Charter 
College), attending half-time (6 quarter credit hours) for at least one academic period during the year, and may not have 
been convicted of a felony offense for the possession or distribution of a controlled substance. Qualified expenses must 
first be reduced by tax exempt income, such as Pell Grants, educational IRAs, scholarships, etc.  
 
 
Lifetime Learning Credit 

 
Taxpayers can receive a maximum of $2,000 tax credit per family for the cost of qualified tuition and related expenses. 
Qualified expenses must first be reduced by tax exempt income, such as Pell Grants, employer provided educational 
assistance, educational IRAs, scholarships, etc. No half-time registration is required, there are no restrictions as to 
existing drug felonies, and the benefit is not limited to the first two years of post-secondary education. 
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Deduction for Higher Education Expenses 
 
Since 2002, a student may be able to deduct qualified tuition and related fees paid to an eligible educational institution 
(Charter College) during the year for herself or himself, a spouse, or a dependent as a deduction from gross income.  
Tuition and related expenses for this deduction also include student-activity fees and fees for course-related books, 
supplies, and equipment, but only if these costs must be paid as a condition of enrollment or attendance. Qualified 
expenses must first be reduced by tax-exempt income, such as Pell Grants, employer provided education assistance, 
scholarships, etc. These benefits are deductible if modified adjusted gross income (MAGI) is under $65,000 if single 
and $130,000 if married filing a joint return. When MAGI reaches $65,000 but is less than $80,000 if single and 
$130,000 but less than $160,000 if married filing a joint return, the maximum deduction will be limited to $2,000. This 
deduction must be coordinated with the Hope & Lifetime Learning credits and other educational tax benefits and 
exclusions.  
 
 
Student Loan Deduction 
 
Taxpayers who have taken loans out to pay the cost of attending an eligible educational institution (Charter College) for 
themselves, their spouse, or their dependents who are at least half-time students may generally deduct interest they pay 
on these loans (including voluntary payments) from gross income until loans are paid off.  The maximum for 2005 and 
beyond is established at $2,500. Income restrictions apply.  
 
 
Using IRA Withdrawals to Pay Higher Education Expenses 

 
Taxpayers may make withdrawals from an IRA to pay the qualified expenses for higher education for themselves, their 
spouses, or their dependents. Amounts withdrawn are still subject to Federal income tax, but the 10% early withdrawal 
tax is waived.  
 
 
Other Miscellaneous Provisions Provided for Pursuing Higher Education 
 
Education IRAs established on behalf of children under 18 have changed their name to “Coverdell Education Savings 
Accounts” (ESAs). With this name change has come an increase from $500 to $2,000 in the annual contribution 
allowable, effective 2002. Certain bond interest received under the Education Savings Bond Program may be excludable 
from income. The Employer Provided Educational Assistance benefits of $5,250 each year has been extended.  State-
qualified tuition programs can now be established and maintained by educational institutions. A business deduction is 
now available for work-related education. See IRS Publication 970 for more information.  
 
Charter College does not purport to give tax advice; students should consult their tax advisors.  Other tax incentives and restrictions, 
not indicated on this summary, may apply to students. 
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Payment Options 
 
 

Students are liable for all tuition and fees, regardless of which payment option they select. Tuition and fees will be 
billed by the quarter. A quarter is ten consecutive weeks of instruction, excluding the annual two week winter break.   
Students must secure adequate funding to cover these costs, at a minimum.  Books purchased through the Charter 
College bookstore may also be financed. 
 
 
Students on Financial Aid 

 
Students seeking financial aid to cover their education expenses may begin attending classes only after scheduling and 
completing an interview with a student service officer.  In order to continue attending classes, new students must submit 
all required documentation to the Department of Student Services by the first day of the second week of their first 
quarter. A quarter is ten consecutive weeks of instruction, excluding the annual two week winter break. Continuing 
students must submit all required documents by the fifth day of the first quarter in which they will attend in each new 
award year. 
 
 
Cash-Paying Students 
 
Students who opt to pay cash for any portion of their tuition, fees and books must make satisfactory payment 
arrangements.  Various payment options are available for those who prefer to pay in installments.  Charter College 
offers cash payment plans without additional upfront fees.  Students who are late one or more times on agreed payment 
schedule will be assessed a non-refundable late payment service charge of 5% of the payment due and may be subject to 
dismissal for non-payment. 
 
 
Students Using Both Financial Aid and Cash 
 
Students who are both cash-paying and on financial aid must meet the requirements for both categories. 
 
 
Students Using Third Party Billing 

 
 

Government Agencies and Foundations 
 

Charter College must receive verbal authorization from an official of the agency/foundation to sponsor students before 
said students may attend class.  Within two weeks after the verbal authorization, the College must have received written 
authorization in order for sponsored students to continue attending class.  The agency/foundation will be billed within 
30 days of receipt of signed authorization. 

 
 
Private Companies 
 
Verbal authorization from a company official to sponsor the student will be secured by the admission representative 
before sponsored students may attend class.  Within two weeks after the verbal authorization, the College must have 
received written authorization in order for sponsored students to continue attending class.  The company will be billed 
for known charges at the time of signed authorization recognizing that adjusted and additional billing may become 
necessary later in the academic year.   
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Students with Financial Balances 
 
Students whose accounts with Charter College are unpaid at the end of a quarter and who have not made satisfactory 
payment arrangements will not be permitted to continue attending (a quarter is ten consecutive weeks of instruction, 
excluding the annual two week break).  Many payment options are available and students are encouraged to consult 
with the Department of Student Services for assistance. 

 

 
Withdrawal Policy 

 
 
Official Withdrawal Procedures for Students 
 
Students must initiate withdrawal by contacting the Department of Student Services either verbally or in writing 
indicating the intent to withdraw or cancel the enrollment agreement.  The date of this action becomes the official date 
of the withdrawal.  The last date of attendance (LDA) is used to calculate refunds, if any. 
 
 
Involuntary Withdrawal 
 
Students who are issued failing grades (F) in all courses in which they are scheduled in any given quarter and whose last 
date of attendance (LDA) is within the first six weeks of the quarter, will be involuntarily withdrawn. A quarter is ten 
consecutive weeks of instruction, excluding the annual two week winter break. The (LDA) will be used to calculate 
refunds if any.  
 
Students must begin attending classes no later than the first day of the second week of the quarter.  Otherwise, the 
students’ schedule for the quarter will be cancelled by the College as an involuntary withdrawal.  Students will not be 
permitted to attend during that quarter.  Students who are enrolled in the Certificate in Medical Assistant program, or 
the A.A.S. in Medical Office Administration: Concentration in Medical Assistant program, must begin attending classes 
no later than the second day of the first week of each five week module.  Otherwise, their registration will be cancelled 
by the College as an involuntary withdrawal. 
 
Students with a financial balance from a prior quarter or who have not met course prerequisites or standards of 
satisfactory academic progress will have their schedule cancelled for the quarter as an involuntary withdrawal (a quarter 
is ten consecutive weeks of instruction, excluding the annual two week break).  
 

 
Refund Policy 

 
 

Students Who Withdraw or are Terminated Prior to Starting Classes 
 
Prior to attending classes, the enrollment agreement may be cancelled by the student or the College for a full refund.  If 
students have not visited the College prior to enrollment, they may withdraw without penalty within five business days 
following a tour of the College facilities and inspection of equipment where their education services would be provided.  
Students will also receive a full refund if their educational services are discontinued or their starting date is postponed 
by more than ninety days.  
 
 
Students Who Withdraw After Starting Classes 
 
For students who have attended classes, tuition refunds will be based on last date of attendance according to the Charter 
College refund schedule.  An administrative fee of one hundred dollars ($100) will be charged to students who attend 
the College and officially withdraw or are involuntarily withdrawn or suspended before the end of the quarter. A quarter 
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is ten consecutive weeks of instruction, excluding the annual two week winter break. The administrative fee will be 
deducted prior to any return of federal aid or refund calculation.  
 
Irrespective of funding source(s), the following schedule is used to calculate refunds of tuition and fees for students who 
withdraw, are withdrawn, or suspended, or dismissed during the quarter: 
 
 
Refund Schedule 
 

 

LAST DATE OF 
ATTENDANCE 

IN A TEN WEEK QUARTER 

Refund 
% 

Prior to 2nd day of classes-Week 1 100% 

Remainder of Week 1 90% 

Week 2 80% 

Week3 55% 

Week 4 30% 

Week 5 30% 

Week 6-10 0% 
 
 
Students who are enrolled in either the Certificate in Medical Assistant program, or the A.A.S. in Medical Office 
Administration: Concentration in Medical Assistant program, are also subject to this refund schedule.  Refunds are 
based on the last date of attendance in the ten week quarter in which the student is registered (a quarter is ten 
consecutive weeks of instruction, excluding the annual two week break).  For these particular programs, a quarter 
consists of any two consecutive five week modules. 
 
Students remain liable for any portion of institutional charges not paid after Title IV funds are returned and/or the 
refund is calculated. All Refunds will be paid within 30 days. 
 
Return of Title IV Federal Aid Policy 
 
Based on the Higher Education Amendments of 1998, students who are using Title IV federal aid and withdraw, are 
withdrawn, or are suspended from a post-secondary institution prior to completing more than 60% of the academic 
quarter, will have their eligibility for aid recalculated based on the percentage of the quarter completed (percentage of 
Title IV aid earned).  
 
The percentage of Title IV aid earned is calculated as follows: 
 
Number of days completed by students equals the Percentage of the term completed* 
Total number of days in a quarter (69)** 

 
*The percentage of the term completed represents the percentage of Title IV aid earned by the students. 
**The total number of days in the quarter excludes any scheduled breaks of more than five days but includes all 
weekend days within the beginning and ending dates of each quarter. 
 
100% subtracted from the percentage of earned Title IV aid equals the Percentage of unearned Title IV aid 

 
The Return of Title IV aid policy requires two separate calculations to determine the amount of aid to be returned. The 
lesser of the two figures calculated below is returned to the federal programs: 
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1)  Percentage of unearned Title IV aid multiplied by Institutional charges (tuition, lab, books, and fees) equals the 
amount returned to the federal programs; or, 
 
2)  Percentage of earned Title IV aid multiplied by the total eligible aid* equals the amount to be returned to the federal 
programs 

 
*This amount may include disbursed and not disbursed funding for which students were eligible prior to the withdrawal.  
If withdrawing students are determined to have been eligible for and earned more aid than was actually disbursed 
before the official withdrawal date, Charter College will disburse these funds in accordance with federal regulations on 
Post Withdrawal Disbursements. 
 
After a return of unearned federal aid has been calculated, the portion of aid to be returned to federal programs is 
distributed in the following order: 
1. Federal Unsubsidized Stafford Loan 
2. Federal Subsidized Stafford Loan 
3. Federal Plus Loan 
4. Federal Pell Grant 
5. Federal Supplemental Educational Opportunity Grant 
6. Alaska Supplemental Education Loan 
7. Third party funding such as Veterans Administration Rehabilitation, Division of Vocational Rehabilitation, Worker’s 

Compensation, WDP, and Alaska native corporate and/or foundation funding. 
8. Students 
 
 
Post Withdrawal Disbursements 
 
Earned funding that has not been disbursed may be applied to outstanding institutional charges for the quarter.  If the 
student is eligible for the Pell Grant, this will be disbursed directly to the student's account. If the student is eligible for 
disbursement of loan funds, students must submit a written acceptance of those funds to the College within 14 days of 
written notification.  If excess funds remain after the “post withdrawal disbursement” has been made to students’ 
accounts, it will be offered in writing to the students within 60 days of the withdrawal. Students must accept this amount 
within 14 days of notification. If the students accept the disbursement, Charter College will provide it to the students 
within 90 days of the acceptance. If the students do not accept the disbursement within 14 days, Charter College is not 
required to make the disbursement to the students. 
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CHAPTER 7: ACADEMIC AND INSTRUCTIONAL POLICIES 
 

 
Academic Freedom 

 
Charter College provides instructors with the freedom to teach and pursue knowledge and skills and to discuss them 
openly, consistent with the requirements and expectations of the subject matter and the College curriculum. 
 
Instructors at Charter College are entitled to freedom in the classroom, but they should not introduce into their teaching 
controversial matter unrelated to the substantive topic or topics at hand.  The intent here is not to discourage what is 
“controversial,” but rather to underscore the need for teachers to avoid persistently intrusive material with no direct 
relationship to the subject matter. 

 
Charter College instructors are citizens of the society and professionals in an educational institution.  When they speak 
or write as citizens, they are free from institutional restraints, but their special position in the community imposes 
special obligations.  As educational professionals, they should be accurate at all times, should exercise appropriate 
restraint, should show a decent respect for opinions of others, and should make every effort to indicate that they are not 
speaking for the institution. 
 
Both the protection of academic freedom and the requirements of academic responsibility apply to all full-time and 
adjunct faculty and to teaching assistants who exercise teaching responsibilities within the College. 

 
 

Academic Year and Schedule 
 

Charter College schedules five quarters in a twelve month period for the majority of its programs. Each quarter meets 
for ten weeks. For the Associate of Applied Science Degree in Medical Office Administration Concentration in Medical 
Assistant and the Certificate in Medical Assistant, a quarter consists of any two consecutive five week modules.  Full-
time students take a minimum of twelve (12) quarter hours of credit or a maximum of nineteen (19) quarter hours of 
credit per quarter.  An academic year is at least thirty (30) weeks in length and thirty-six (36) quarter hours of credit.  If 
students enroll and attend the minimum quarter hours required for full-time student status, it will take more than two 
academic years to complete an Associate of Applied Science degree and more than four academic years to complete a 
Bachelor of Science degree.  Students should be aware that classes are scheduled on a rotational basis.  Students are 
encouraged to complete degree or certificate requirements in a continuum of study.  Otherwise, students may find that 
required classes may not be available at certain times.  Freshmen are those students who have successfully completed 
less than thirty-six (36) quarter hours of credit.  Sophomores are those students who have successfully completed at 
least thirty-six (36) quarter hours. Juniors are those students who have successfully completed at least ninety-one (91) 
quarter hours. Seniors are those students who have successfully completed at least one hundred thirty-six (136) quarter 
hours. Due to certain annual holidays, course make-up sessions may be scheduled. Quarters that require make-up 
sessions as a result of these holidays will have a minimum of nine (9) weeks of instruction. These make-up days are 
identified in the Academic Calendar of the Catalog and Student Handbook. 
 
Charter College observes Constitution and Citizenship Day on September 17th of each year to commemorate the 
September 17, 1787 signing of the United States Constitution.  If September 17th falls on a Saturday, Sunday, or 
holiday, the College will celebrate Constitution Day during the preceding or following week.    
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Academic Credit and Courses 
 

Charter College offers one quarter hour of credit for each 10 hours of classroom lecture/recitation, one quarter hour of 
credit for each 20 hours of laboratory, and one quarter hour of credit for each 30 hours of internship. 
 
Courses designated 2.15 QH and 4.35 QH are lecture/recitation. Courses designated 3.25 QH, 4.50 QH, 4.75 QH and 
5.40 QH are lecture and laboratory. Half courses are lecture courses with 2.15 QH.   

 
Advanced Standing 

 
 
Transfer of credit hours 

  
Of the quarter credit hours required for program completion, Charter College requires that at least 33% be earned from 
enrollment at Charter College. The 67% of advanced standing credits may come from successful transfer of credits from 
other accredited institutions or from course challenges.  
  
Members of the United States Military may transfer up to 75% of the credits in their program, according to the 
guidelines list in the Joint Statement on Transfer and Award of Academic Credit published by the Service-members 
Opportunity Colleges Consortium (http://www.soc.aascu.org).  
 
Students who wish to transfer credits to Charter College must provide the Department of Student Services with official 
transcripts and course descriptions from their previously attended institutions. To be considered official, a transcript 
must be sent directly to Charter College from the issuing institution and bear the seal or other official designation of the 
institution.  The official transcript and course descriptions, if requested by Charter College, will need to be received by 
the Department of Student Services one week prior to the start of a quarter to receive consideration for that quarter.  
  
In order to maintain integrity of Charter College programs and ensure graduating students have equivalent skills, 
Charter College will determine applicability of requested transfer credits based on current curriculum requirements.  
  
 
Transfer with a Degree 
 
Degree-seeking students may transfer their accredited associate or bachelor degree towards their Charter College degree 
program.  The transferring degrees need to be issued by accredited, degree-granting institutions. Students must provide 
Charter College with official transcripts and course descriptions from the accredited institution where the degree was 
conferred.  Official transcripts are to be sent by the institution directly to Charter College.  All official transcripts must 
be received before the end of the first quarter of enrollment.   
 
 
Challenging Courses by Passing Exams 
 
By passing designated institutional or nationally recognized exams, students admitted to Charter College may challenge 
required 100-level courses. Students interested in challenging courses should contact the Department of Student 
Services for a complete list of available institutional exams. Students wishing to challenge a course, for which they are 
registered, must do so prior to the end of the first week of said courses.  For courses which require institutional exams as 
challenges, only one examination attempt is permitted for each course.  A $100.00 fee will be assessed for each 
institutional exam passed.  
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For courses which require certification exams as challenges, students may attempt exams as many times as permitted by 
specific vendors. The following courses may be challenged by passing the official certification exams indicated: 
 

Charter College Course Name Corresponding Official Certification 

Access/Powerpoint for Windows (CMP126) Microsoft Certified Application Specialist (MCAS) Access and PowerPoint

Word for Windows (CMP130) Microsoft Certified Application Specialist (MCAS) Word  

 Excel for Windows (CMP131) Microsoft Certified Application Specialist (MCAS) Excel  

Managing and Maintaining a Microsoft Windows Server 2003 
Environment: MS2273 (CMP129)  

Microsoft Exam 70–290: Managing and Maintaining  
a Microsoft Windows Server 2003 Environment (MCP) 

Network+: Network Essentials (CMP134) Network+  

Security+: Network Security Fundamentals (CMP133) Security+   

A+ Fundamentals (DET124) A+   

Netware 6 eDirectory Administration: NV3001 (DET128) Certified Netware Administrator (CNA) 

 
Students who have passed an Official Certification Exam must provide the College with the original certification 
approval showing a passing score for the exam.  To be accepted for transfer, all official certification exams must be 
approved by Department of Student Services prior to credit being awarded.  Institutional and official Microsoft or Cisco 
certification exams, as indicated on the chart, are offered only to students who have been officially admitted to Charter 
College. 
 
Fees for official Microsoft or Cisco certification exams will be assessed for every sitting of the exam.  Official 
certification exams may be taken at Charter College, if available, or at any certified testing center.  
 

 
Attendance 

 
The goal of Charter College is to prepare its students for careers in the professional world of work. Therefore, the 
college and the instructor share the view that attendance in class should be treated as an employer would expect 
attendance at work.  It is a requirement and an expectation, but it is also rewarded.  If an employee does not report for 
work, they typically do not get paid, and in some cases, could be fired from their job, particularly if they do not make 
contact to report the absence. The points the student “earns” in the class are meant to be a reward for the student’s 
efforts, i.e., being in class, doing the assigned work, etc.  All students start at “0” points and work their way up over the 
course of the quarter.   

• If the student misses a class, and does not make contact with the instructor, the student will earn NO attendance 
points for that class.   

• Attendance points CANNOT be made up for ANY reason. 
• Attendance is excused ONLY at the instructor’s discretion. 
• Arriving to class significantly late or leaving before class is officially dismissed will result in a reduction of 

attendance points.   
• Habitual lateness or habitually leaving early could result in loss of the entire class period’s points.  
• Habitual absence, without making contact with the instructor, could result in an overall grade of “F” in the 

class. 
 
Communication is the key.  If the student misses a class, or if the student will be late, etc., it is the responsibility of the 
student (as it would be in the workplace) to contact the instructor.  Absences can be reported by calling the front desk at 
907-277-1000, or the student may e-mail the instructor at the address(es) provided on the syllabus.  If no contact is 
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made, no points will be earned.  It is understood that emergencies, illnesses, etc., do happen, and the instructor is not 
unsympathetic, but if no communication is made, there is no way for the instructor to know what is happening.   

Bookstore 
 

In order to provide students the opportunity to use financial aid to purchase books, Charter College operates a bookstore 
on campus. Textbooks or other items required for program completion may be purchased through the Charter College 
Bookstore using financial aid. Textbooks or other items purchased at the Bookstore may be returned for a refund credit 
if the following conditions have been met: 
 
• textbook or other item is in excellent condition and capable of being sold as new; 
• textbook or other item labeled “no return once opened” has not been opened; and 
• the textbook or other item is still considered current inventory by Bookstore management  

 
 

Commencement 
 

Commencement exercises are held once each year.  Students who have successfully completed all requirements for 
degrees are the honored guests of the occasion.  Their friends and members of their families, as well as all other friends 
of the College, are invited to attend and witness the honors conferred upon the graduates. 
 
No degrees will be issued prior to Commencement.  Official transcripts and letters of completion will be available to 
graduates who have fulfilled all financial obligations to the College.  If circumstances arise that make it impossible to 
attend Commencement, graduates must file petitions for absence from Commencement with the Department of Student 
Services at least two days before the date of Commencement. After Commencement, degrees will be available for 
graduates in the Department of Student Services for a period of thirty days, after which time a degree or certificate will 
be available for a fee of fifty dollars ($50) each. 

 
 

Honors Program 
 

The Honors program is intended to provide lasting approbation for those graduates who achieve very high standards 
during their baccalaureate studies at Charter College. The following guidelines will be used during the process to 
determine award recipients: 

 

• Grade point Average (GPA) -Students must complete their studies with a high cumulative GPA. 

• Community Involvement- Students must prove a willingness to participate in their school and/or local 
community.  Examples of involvement include, but are not limited to, active participation in the Student 
Support Committee or the community service aspect of a professional organization such as AITP. 

• Promise of career growth- Students must obtain the recommendations of at least two faculty members, 
speaking to their professionalism and ability to compete successfully in their chosen career field.  Students 
will demonstrate promise for career growth, as required by the Honors Program.  Achievements from 
among the following list will be considered as will similar achievements: 

a. Certification over and above the minimum required for completion of program of studies. 

b. Excellent employment or internship performance in chosen field (a letter of recommendation 
from a supervisor is a requirement of this category). 

c. Professional comportment, including both verbal and written communication, during the 
interview as well as during class sessions and employment. 

d. Recipients may elect to deliver an acceptance speech at the honors convocation. 



 

Page 62 of 100 
Revision 2008.09.19 

 

 

Students who are accepted into Honors status will also be inducted into the Charter College chapter of the Alpha Beta 
Kappa National Honors Society.  This society bestows upon its members the following benefits: 
• National student recognition 
• The ability to reference Alpha Beta Kappa on all future resumes 
• Lifetime membership (no annual dues) 
• Letters of reference (upon request) 
• Networking opportunities with other Alpha Beta Kappa chapters 

  
Students who would like to apply for graduation with honors should contact the Department of Student Services for 
further information. 
 

 
Completion Time Limits 

 
Students seeking the baccalaureate degree must complete all requirements within eight years (96 months) from the first 
day of instruction to their last quarter of attendance. Students seeking the associate degree must complete all 
requirements within four years (forty-eight months) from the first day of instruction to their last quarter of attendance.  
Students seeking a certificate must complete within two years (twenty-four months).  Until the limitation will have 
expired, students will be designated as either Attending or Continuing/Not Attending, except for students who will have 
been suspended for failing to meet College requirements for Satisfactory Academic Progress. 
 
Since the College responds to workplace changes with modification of the curriculum, students who delay completion 
of their programs by two or more quarters may need to meet modified curriculum requirements, possibly resulting in 
enrolling in one or more additional courses. 
 

  
Copyright Policy 

 
Charter College abides by the United States Copyright Law [Title 17, U.S. Code] and expects Charter faculty, staff and 
students to abide by this law. Any copying not specifically allowed by the copyright law and its fair use guidelines 
[Section 107] is strictly prohibited on the campus of Charter College. Charter College assumes no legal responsibility 
should members of the faculty, staff or student body find themselves in violation of copyright law. To aid Charter 
faculty, staff and students in their understanding of the U.S. Copyright Law, simplified fair use guidelines have been 
placed by all campus printers and photocopiers. The entire text of the U.S. Copyright Law and additional resources are 
available for review in the Charter College Library. 
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Course Codes 
 

The six character course code assigned to each course provides substantial information.  The first three characters are 
letters that indicate the area of study.  They are as follows: 
 
 
ACC: Accounting ENG: Communications 

BSM: Business Management HUM: Humanities 

BUS: Career Development MAP: Medical Assistant 

CAD: Computer Aided Drafting MED: Medical Administration 

CJA: Criminal Justice MTH: Mathematics 

CMP: Computer Science OFM: Office Administration 

CSM: Construction Management SCI: Laboratory Science 

DET: Digital Electronics SOC: Social Science 

 
 

The three numeric digits indicate the level of the course.  Courses with a 100-level designation do not have a 
prerequisite.  Courses with a 120-level and beyond have at least one prerequisite course. The specific prerequisites of 
the advanced courses are detailed in the section titled “Enrollment Prerequisites for 300/400-Level Courses.” 
 
 

Course Substitution for Program Requirements 
 

The students who are ready to complete their program may, with the permission of the president, substitute a course 
different from that required.  Or, conversely, if a course required in the program but not yet taken by the students is not 
being offered during the students’ final quarter, a substitution may be named by the president, if appropriate, and with 
successful completion of all courses during the final quarter, the students will have satisfied all the academic 
requirements. 
 
The high-tech orientation of the College requires occasional modification of a course or two to reflect changes in the 
workplace.  In all instances of course or curriculum changes, students who pursue their studies quarter-after-quarter 
without a break will be offered substitute courses.  Those who delay completion of their programs by two or more 
quarters may be required to take one or more additional courses. 
 
 

Dean’s List 
 
After each academic quarter, Charter College honors students who have earned a grade point average of 3.5 or better 
during the quarter just concluded.  Those students will be recorded on a Dean’s List, which will become part of the 
permanent record of the College.  The Dean’s List will be posted in conspicuous locations in the College and printed in 
the College newsletter.  In addition, students so honored will receive a letter of congratulations from the Dean and a 
printed certificate. 
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Dress Code and Code of Conduct 
 

Students are expected to dress in appropriate professional attire.  A courteous and professional attitude among students 
must be maintained to complement Charter College’s commitment to professional standards.  The possession or sale of 
firearms or other weapons, explosives, or dangerous chemicals is prohibited on campus.  Any students found to be 
engaged in socially unacceptable practices such as dishonesty, theft, offensive language, defacement of property, use of 
alcohol, or drug abuse will be subject to disciplinary actions which may include suspension or dismissal from Charter 
College. 
 
 

Double Major Degrees 
 

Responding to the action of many degree graduates who have returned to Charter College to complete a second degree, 
the College has established an option for degree-seeking students to elect a second major.  The second degree must be at 
the same academic level as the first degree.  Students pursuing two degrees concurrently can do so more efficiently than 
by completing one degree and then returning for a second.  Students electing the double-major option will identify one 
as primary and the other as secondary.  The Department of Student Services will assist students in selecting courses 
each quarter, so as to complete the requirements for both degrees in the most time-efficient manner. 

 
 

Duplication of Student Files 
 

Duplication of student files is available to the students, or designee with the written approval of the students, at a cost of 
$20.00.  Additional charges will be made if the duplicated file is to be mailed.  All charges must be paid prior to 
duplication of the file.  Requests for duplication of students' files must be in writing. 
 
 

Grievance and Appeals Policy 
 

Students with a grievance should first discuss it with the appropriate faculty member, administrator and/or student 
service officer.  If the grievance remains unresolved, students may appeal to the President of the College who may 
appoint a hearing board to review the matter and to make a recommendation.  A copy of the hearing procedures is 
available upon request.  After exhausting the above remedies, students may make a final appeal to the Alaska 
Commission on Postsecondary Education, 800 E. Dimond Blvd., Suite 200, Anchorage, AK 99515-2049, (907) 269-
7970 or the Accrediting Council for Independent Colleges and Schools, 750 First Street NE, Suite 980, Washington, 
DC, 20002-4241, (202) 336-6780. 

Other interested individuals or agencies with a concern or grievance should contact Charter College at 2221 E. Northern 
Lights Blvd., Anchorage, AK 99501 (907) 277-1000.  This information will then be forwarded to the appropriate 
department for review and possible resolution. 
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Honor Code and Plagiarism 
 

Charter College students are responsible for the preparation and presentation of work representing their own effort, 
skills and achievements.  Students will identify any quotations, materials or paraphrased materials taken from the work 
of others and fully acknowledge and identify the sources.  “The work of others” includes published works as well as 
work completed by other students, and encompasses projects, assignments, computer exercises and exams. 
 
In the event that a violation has been alleged, students will be notified of the violation by their instructor or the Dean of 
Education.  Students will be given an opportunity to respond informally.  If the matter is resolved to the satisfaction of 
the College and the students, the matter will be closed. 
 
If the matter is not resolved informally, students will be formally notified in writing of the alleged violation.  Copies of 
the notice will be given to the Dean, the instructor and the Director of Student Services, with a copy placed in the 
students’ files and with the original going to the student.  The notice will include an identification of the alleged 
violation, a summary of the informal meeting with the student, evidence in support of the alleged violation, and the 
students’ statement(s).  The student must make written response to the notice within ten days.  If the student does not 
respond, judgment will be rendered by the instructor, Dean and the Director of Student Services, and the student will be 
notified within seventeen days of the original notice, as specified above.   
 
If the student denies an alleged violation, a committee shall be appointed by the President of Charter College to hear the 
allegation, review the evidence and render judgment.  The student may appeal any judgment in writing to the President 
of Charter College who will then review the case and take action.  If still unsatisfied, the student may appeal to the 
Alaska Commission on Postsecondary Education, 800 E. Dimond Blvd., Suite 200, Anchorage, AK 99515-2049, (907) 
269-7970 or to the Accrediting Council for Independent Colleges and Schools, 750 First Street N. E., Suite 980, 
Washington, DC, 20002-4242, (202) 336-6780.  
 
If a violation is determined to have occurred, a sanction must be imposed.  The sanctions available include lowering the 
course grade for students; recording a course grade of “F” for students; academic warning; suspension or dismissal.  
Dismissal shall be an extreme measure which shall require the action of the President.  The sanction to be imposed will 
be communicated to the student in writing within seven days of the receipt of the students’ response(s) or within 
seventeen days following notice to the student, if the student fails to respond. 

 
 

Incompletes 
 
Once enrolled in a course, students should make the effort to complete all course assignments during the quarter in 
which they are officially enrolled (a quarter is ten consecutive weeks of instruction, excluding the annual two week 
break). However, circumstances of unusual and exceptional hardship may arise which prevent students from completing 
course assignments by the end of the quarter.  In those cases, an Incomplete may be granted to students who have 
completed most of the assignments required by the course and received a passing grade at mid-term.  For purposes of 
this policy, a mid-quarter grade of “D” or “F” is not considered passing.  Students must petition to take an Incomplete in 
the course with the approval of the instructor and Program Head, Dean, or Associate Dean for the program in which 
they are enrolled. Students must complete a petition form and submit it to the instructor prior to the last class meeting.  
Petition forms are available in the Department of Student Services. 

 
Students who are granted an Incomplete will receive a grade of "I" followed by a "/" and the grade earned in the course.  
Example:  "I/D."  Students must submit all missing course requirements by the end of four weeks after the last day of 
instruction of the course.  If the missing requirements are not completed, students will receive a "0" for those missing 
assignments and the grade assigned with the incomplete.  Regardless of whether the course work is completed, the 
Incomplete will be changed to a regular letter grade at the end of that period.   
 
Students should note that the policy on Satisfactory Academic Progress, set forth elsewhere in this Catalog, has a 
requirement, among others, that some number of credits be completed satisfactorily by the end of each quarter.  An 
Incomplete with a grade of F does not satisfy this requirement.  Therefore, notwithstanding the opportunity extended to 
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the students to satisfy an Incomplete at some future date, students with an I/F may be subject to suspension and/or 
termination of financial aid. 
 
 

Internal Transfer of Credit 
 

All credits earned towards a certificate may, if applicable, be transferred to another certificate or into a degree program 
or, conversely, from a degree program to a certificate program.  All Charter College credits earned in courses for a 
certificate when those courses are the same as, or are adjudged by the president of the College to be reasonably similar 
to, courses required or accepted for a degree may be transferred into a degree program. 

 
Late Assignments 

 
Students who submit assignments after the date they are due can expect some grade penalty.  Instructors may address 
this issue in the course syllabus. 
 
 

Library 
 

The Charter College Library is a traditional and virtual library. The traditional library provides access to physical 
resources such as books, magazines, and media resources.  The library also provides students with a quiet place to study 
and write papers, perform research, and complete homework assignments. The library computer lab provides access to 
computer software utilized by students in their classrooms. The virtual library provides access to a wide variety of 
online full-text research databases, an online computer skills training library, and a growing collection of electronic 
books.  Students may access the virtual library from on or off campus once accounts are set up.  

 
The Charter College Library collection reflects the programs of study at Charter College. The collection includes, but is 
not limited to, the following subject areas: Accounting, Business Management, Career Development, Computer Aided 
Drafting, Computer Operations, Communications, Construction Management, Criminal Justice, Humanities, Medical 
Office Administration, Mathematics, Office Management, and Social Sciences. 
 
The Charter College Library provides the following resources and services: 

 
 

• Computer Lab • Reference Book Collection  

• High Speed Internet Access • State and National Newspapers 

• Reference and Research Assistance • Media Collection 

• Homework Assistance • Online and Print Magazine Collection 

• Instructional Seminars • Online Research Databases 

• Circulating and Electronic Book Collection • Online Computer Training Library 

• National Certification Testing • Certification Study Materials 

 
 
Students and faculty are encouraged to use the library for educational and professional development purposes. All 
materials in the library, including computers, may be used for conducting research and completing class/ homework 
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assignments. Library staff is available to provide assistance during library hours. Reference materials and magazines are 
for library use only.  
 
Those who abuse the privilege of the library, including improper usage of the Internet, may be denied library privileges.   
 
 
Library Circulation Policy 
 
A library card is available to all current students, staff and faculty of Charter College. Library patrons must possess a 
current Charter College ID card to receive library privileges, as it functions as their library card. Patrons are responsible 
for all materials checked out on their library card and are responsible for reporting the loss or theft of ID cards.  As 
such, items will not be checked out to students not possessing a current Charter College ID.  Borrowing privileges are 
suspended once a patron has kept library material(s) two weeks past the due date and remain suspended until the item is 
returned or replaced.  A fee will be assessed for any lost and/or damaged materials. The librarian will determine when 
an item is damaged beyond repair and must be replaced. The replacement charge for lost or damaged materials is $75.00 
plus any outstanding fines for the item(s).  
 
In order for students to register for classes, to use placement services, to receive Charter College transcripts, and to 
graduate, they must be in good standing with the library, to include returning overdue materials and having any assessed 
fees paid-in-full. 
 
 

Grading System 
   
Instructors base their assessment of students’ progress on the assignments completed by the students, tests and quizzes 
and course participation.  The standard scale of A to F is used.  Official grades are issued at the completion of each 
quarter.  Successful student course challenges are identified with a P for Pass. Credit hours for the challenged course 
will be applied, but no quality grade points are awarded. 
 
Grading Scale 
 
 
Grade Grade Points/Quarter Credit Hour 
A 4.0 
A- 3.7 
B+ 3.3 
B 3.0 
B- 2.7 
C+ 2.3 
C 2.0 
C- 1.7 
D+ 1.3 
D 1.0 
F 0.0 
G 0.0 
P 0.0 
I 0.0 
W 0.0 
T 0.0 
I/T 0.0 
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Make-up Class Time 
 

Charter College schedules five ten-week quarters in one year.  This efficiency of course offerings permits students who 
are on a fast track to complete a bachelor’s degree in (30) months or an associate degree in fifteen (15) months.  Since 
Charter College offers classes practically year round, on occasion there may be a need to reschedule a class meeting.  In 
the event a class is cancelled, the make-up class meeting will be rescheduled at a later date prior to the end of the 
quarter. 

 
 

Messages for Students 
 

Charter College is neither staffed nor organized to deliver personal messages to students.  Nonetheless, the College 
realizes the importance of delivering messages regarding medical or police emergencies.  To assist students, Charter 
College will take and deliver messages to students while they are in class, during normal office hours, 8:00 a.m. to 7:30 
p.m., Monday through Thursday, and 8:00 a.m. to 5:30 p.m. Friday, under the following provisions only:  a) the call is a 
bona fide medical emergency (including calls from child care providers); and/or b) the call is a bona fide police 
emergency (from an official police agency).  The caller will be required to disclose fully the nature of the call. 
 
 

Mid-Quarter Grades 
 
At the midpoint in each regular ten week course the instructor will issue to students on forms supplied by the 
Department of Student Services, informational grades, indicating the level of students’ performance in one of three 
levels:  Pass, D or F.  For students in five week modules, the instructor will provide final grades (in levels A through F) 
for that module at the end of those five weeks. 
 
 

Minimum Degree Requirements 
 
A minimum of 190 quarter hours is required for all bachelor degrees.  A minimum of 90 quarter hours is required for all 
associate degrees.  Each degree has specific course and quarter hour requirements for graduation.  
 
 

New Student Orientation 
 
New Student Orientation will be held during the week prior to the first day of every quarter.  The student’s Admissions 
Representative will make arrangements as to which session the student will attend.  Attendance at new student 
orientation is mandatory for all first-time students.     
 
 

Out-of-Class Assignments 
 

Students should expect to spend about two hours each week in out-of-course study assignments for each hour of 
enrolled credit. 
 

 
Quarterly Student Policy Updates 

 
If applicable, Quarterly Student Policy Updates will be provided to notify students of policy revisions and additions to 
the Charter College Catalog and Student Handbook. Students are responsible for the informational changes in all 
student policy updates. 
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Repeating a Course 
 

When a course is repeated, the new grade is used in the calculation of the Cumulative Grade Point Average.  The 
original grade and points earned will be reflected in the Grade Point Average for the quarter in which the course was 
originally taken.  Additional tuition and fees may be charged for courses that are repeated. 
   
 

Requirements for Graduation 
 
In order to graduate from a specific program and earn a degree or certificate, students must enroll in all courses required 
for that program, and earn a minimum grade point average (GPA) of 2.00 (except for such courses as students are able 
to challenge successfully in accordance with the Charter College “Policy on Advanced Standing”).  In addition, students 
must have satisfied any balances due on their accounts with Charter College and, where applicable, completed all 
requirements under Federal and/or State financial aid regulations. 

 
Satisfactory Academic Progress (Academic Good Standing) 

 
Charter College maintains a Satisfactory Academic Progress Policy, in which the minimum standards for defining 
progress are clearly identified.  These standards are consistently applied to all students.  All required courses must be 
successfully completed in order to graduate. Only students who are making satisfactory academic progress, as defined 
by this policy, are eligible for financial aid from the Title IV financial aid program of the U.S. Department of Education 
or the Alaska Supplemental Education Loan (ASEL) program of the Alaska Commission on Postsecondary Education.  
Similar expectations have been established for students receiving financial assistance from the U.S. Veterans 
Administration, the Alaska Department of Vocational Rehabilitation and the Alaska Native Regional Corporations. 
 
In order to ensure that students are proceeding with relative promise toward completing the requirements for their 
chosen certificates and/or degrees, Charter College has established certain expectations: 
 
A) Cumulative Grade Point Average (CGPA) 
Students are required to maintain a Cumulative Grade Point Average of at least 2.00 (“C”).  Therefore, at certain 
specified times (evaluation points) during their studies at Charter College, students’ Cumulative Grade Point Averages 
will be examined.  Students who fail to meet the minimum standard at an evaluation point will be subject to academic 
warning or dismissal depending on the evaluation point. CGPA evaluations are also performed each quarter. A quarter 
is ten consecutive weeks of instruction, excluding the annual two week winter break. Students who are not meeting the 
minimum required CGPA at those intervals will placed on academic warning. The exact details are laid out in the chart 
on the following page: 
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SATISFACTORY ACADEMIC PROGRESS (SAP) POLICY  

 
KEY 

  QCH=    QUARTER CREDIT HOURS   CC=      CREDIT COMPLETED 
  CGPA=  CUMULATIVE GRADE POINT AVERAGE CA=      CREDIT ATTEMPTED 
       

A. Students who fail to meet minimum 2.00 CGPA at the evaluation point or any quarter between 
evaluation points will be placed on Academic Warning Status. 

B. Students who fail to earn a minimum 2.00 CGPA at this evaluation point will be subject to academic 
dismissal. 

 
PROGRAMS EVALUATION POINTS AND 

QCH ATTEMPTED 
ACADEMIC WARNING IF % 

OF CC OF CA IS BELOW 

50% (A) 21.13-24.57 QCH 55% 

100% (B) 42.25-49.15 QCH 60% 

125% (B) 52.82-61.43 QCH 65% 

 

3 QUARTER CERTIFICATES  

150% (B) 63.83-73.72 QCH 67% 

50% (A) 24.50-26.55 QCH 55% 

100% (B) 49.00-50.55 QCH 60% 

125% (B) 61.25-63.19 QCH 65% 

 
 
 
 

4 QUARTER CERTIFICATES  

150% (B) 73.50-75.83 QCH 67% 

50% (A) 47.95-48.90 QCH 60% 

100% (B) 95.90-97.80 QCH  65% 

125%(B) 119.63-122.25 QCH  65% 

 
 
 

6 QUARTER ASSOCIATE DEGREES & 
AND MULTIPLE PROGRAMS 

150% (B) 143.90-146.70 QCH 67% 

50% (A) 49.00-51.90- QCH 60% 

100% (B) 98.00-103.8 QCH  65% 

125% (B) 122.50-129.75 QCH  65% 

 
 
 

7 QUARTER ASSOCIATE DEGREES & 
AND MULTIPLE PROGRAMS 

150% (B) 147.00-155.7 QCH 67% 

25% (A) 48.33-48.88 QCH 55% 

50% (B) 96.65-97.77 QCH 60% 

75% (B) 144.99-146.66 QCH 65% 

100% (B) 193.30-195.55 QCH 67% 

125% (B) 241.63-244.43 QCH 67% 

 
 
 
 
 
 
 

BACHELOR’S DEGREES 
AND MULTIPLE PROGRAMS 

150% (B) 289.96-293.32 QCH 67% 
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B) Quarter Credit Hours Attempted 
Students are required to be completing courses successfully within certain levels of quarter credit hour courses 
attempted. Students are required to complete their objectives (certificates, associate, or bachelor degrees) at 150% of the 
quarter credit hours required for program completion.  For example, a certificate requiring 30 quarter credit hours will 
allow students to attempt up to 45 quarter credit hours, an associate degree requiring 90 quarter credit hours will allow 
students to attempt up to 135 quarter credit hours and a bachelor‘s degree requiring 180 quarter credit hours will allow 
students to attempt up to 270 quarter credit hours.  In order to ensure students progress toward successful program 
completion within the maximum 150% time frame, students are required to have completed a specific percentage of 
credits at each evaluation point. Students who fail to meet the applicable standards will be placed on academic warning.   
 
Credits transferred from other colleges and successful course challenges will be counted toward credit hours attempted 
and credit hours completed but not toward the cumulative grade point average.  
 
The full details of the policy on Satisfactory Academic Progress are set forth in the SAP Policy Chart on the previous 
page. 
 
 
Concurrent Degree Program Enrollment 
 
Students enrolled in more than one degree program concurrently will be evaluated for Satisfactory Academic Progress 
based on the credits applicable to each elected program and the total credits for all programs. 
 
 
Program Enrollment Changes 
 
Students in good academic standing can make program modifications to transfer from one program to another. In doing 
so, all credits may not be applicable to the revised program. Only applicable credits will be evaluated towards 
Satisfactory Academic Progress. 
 
 
Academic Warning Status 
 
All students (including new students) who fail to earn a 2.00 Cumulative Grade Point Average (CGPA) in any given 
quarter will be placed on Academic Warning Status. A quarter is ten consecutive weeks of instruction, excluding the 
annual two week winter break. Students in this category are encouraged to visit the Department of Student Services for 
academic advisement.  Students may remain on academic warning status in between evaluation points (as outlined in 
the Satisfactory Academic Progress Policy table in this section) as long as they show academic progress by improving 
the grade point average, except that students may not exceed 150% of the total number of credit hours required to 
complete the program.   
 
 
Academic Dismissal 
 
Students who fail to meet the minimum 2.00 CGPA requirement at specified evaluation points will be subject to 
academic dismissal. 
 
 
Continuation as Non-Regular Students 
 
Students who have been academically dismissed for failing to meet academic progress requirements may petition the 
college to continue as non-regular students. Non-regular students are not eligible for federal or state student aid.  
Dismissed students who seek approval to continue as non-regular students must first visit the Department of Student 
Services for academic advisement and then must file a completed petition form. All credits attempted are counted 
toward the 150% completion of the normal program length. 
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Mitigating Circumstances 
 
Students who are facing academic dismissal may, under certain circumstances, continue in Academic Warning Status 
for one academic quarter.  Such circumstances include death of a relative, an illness or injury, and other circumstances 
which, in the judgment of Charter College, created an insurmountable impediment to academic achievement.  Such 
mitigating circumstances must be thoroughly documented by these students and approved by Charter College.  Prior to 
granting continuation under these criteria, the College must determine that there exists a realistic possibility that these 
students can, by the end of one academic quarter, achieve academic good standing consistent with the institution’s 
requirements for graduation.  Students seeking approval under these criteria must first visit the Department of Student 
Services for academic advisement and then must file a completed petition form.  
 
 
Reinstatement as a Regular Student 
 
Non-regular students seeking reinstatement as regular students must have achieved academic standing consistent with 
Charter College’s requirements for graduation.  They will then be placed on Academic Warning Status for at least one 
academic quarter. 
 
For students seeking re-entry as regular students after an absence of at least one academic quarter, the College must 
determine that they currently meet academic standing consistent with the institution’s requirements for graduation.  
 
 
Students Right to Appeal  
 
Students whose status within the scope of Charter College’s policy on Satisfactory Academic Progress has been 
modified may appeal by filing a petition.  Students can obtain assistance by consulting with the Department of Student 
Services. 
 
 
Effect of Low Grade-Point Average on Financial Aid 
 
The requirements stated above relate to the Charter College academic requirements for certificates, associate degrees 
and bachelor degrees.  Students who receive financial aid may be subject to loss or reduction of financial aid when their 
Quarter Cumulative Grade Point Average is below 2.00.  Policy of financial aid funding agencies varies.  Students 
should check with the Charter College Department of Student Services for specific funding requirements.  

 
 

Student Identification Cards 
 

A Charter College Student Identification Card is available to all current students. The student ID can be used to ride the 
People Mover bus system for free, and can be presented at various merchants to receive student discounts.  A listing of 
participating merchants and their available discounts is available through the Department of Student Services.  To 
receive a Student Identification Card, students must present a valid picture ID before the card can be issued. The 
Student Identification Card is required in order to check out materials from the Charter College library.   A replacement 
fee of $20.00 for lost or stolen student identification cards will be assessed at the time a replacement card is issued. 

 
 



 

Page 73 of 100 
Revision 2008.09.19 

Technical Affiliations and Program Changes 
 
In response to information technology changes, modifications in technical affiliations will need to be made by the 
College.  The changes will include the addition, elimination and upgrading of technical program affiliations, approvals, 
and certifications.  Occasionally, the changes will affect the operation of the College's testing facility. 
 
New developments in information technology will also necessitate modifying various software programs used by the 
College.  Some students will experience software modification during a program of study and may be enrolled in 
courses having two software releases and/or certification preparation for two different releases.  In order to complete the 
certification track for the new releases, students will need to complete additional courses. 
 
Students who are continuously enrolled in their program of study without a delaying break will be offered substitute 
courses.  No additional courses will be needed in order to graduate from Charter.  However, students who delay the 
completion of their program of study by two or more quarters may be required to take one or more additional courses in 
order to complete their program(s) of study. 
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CHAPTER 8: COURSE DESCRIPTIONS AND PREREQUISITES 

 
 

Online Courses 
 

Certain Charter College courses are available in an online format. Please note that not all programs are approved for 
these online courses (please see the Department of Student Services).  These courses include: 
 
• ACC100 – Accounting Essentials  
• ACC121 – Principles of Accounting  
• ACC201 – Advanced Principles of Accounting  
• BSM203 ─ Marketing With Technology  
• BSM206 ─ Business Law  
• BSM307 ─ Finance for Managers  
• BSM404 ─ International Business for Managers  
• CMP102 ─ Computer Essentials with Microsoft Word  
• ENG100 ─ Written Communication  
• ENG121 ─ Technical Writing  
• ENG201 ─ Advanced Discourse  
• ENG401 ─ IT Business Communications  
• ENG400 ─ Managerial Writing and Presentations  
• HUM121 – The Impact of Mass Media  
• MTH100 – College Mathematics  
• MTH200 – Calculus I  
• MTH220 – Calculus II  
• SOC101 ─ Introduction to Economics  
• SOC102 ─ Interpersonal Psychology 
 

 
Students who desire to attend any of these classes via the online format should contact the Department of Student 
Services for registration. Registration in distance education courses is limited to students who are enrolled in the 
Bachelor of Science in Information Technology Engineering program, or the Bachelor of Science in Business 
Management Technology program. 
 
Course descriptions for the above-listed courses are the same whether the course is taken online or on-campus.  Student 
fees, textbook requirements, and grade and quarter credit awards for courses taken in an online format are equal to the 
same courses taken through the traditional format. 
 
Students enrolled in distance education courses will be required to have available a computer and an Internet 
connection. The system requirements for WebCT, the primary curriculum delivery tool, are relatively flexible: at least a 
56K connection to the Internet and a computer with a supported web browser (including Internet Explorer, Netscape, 
Mozilla, and Safari). Other material will be made available through ThomsonNow, and system requirements for that site 
include the following: 
 

• Microsoft® Windows 2000 or Windows XP (recommended) 
• Intel® or AMD® CPU at 266MHz or better 
• 128 MB RAM 
• Web browser: Microsoft Internet Explorer 6.0-7.0; Mozilla Firefox® 1.0–2.0; Mozilla 1.2.1–1.7.12 
• Java JRE 1.4.1_02–1.5/5.0 required for instructors and recommended for students 
• Adobe® Flash® Player strongly recommended 
• To print tests, Adobe Acrobat® Reader 4.05b or higher. 
• Screen Resolution of 800 x 600 or higher, and color quality of 16-bit or higher.  
• Internet connection speed of 56k or higher. 
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• Pop-up blocking software turned off or configured to allow *.ilrn.com to display pop-ups. 
• Recommended: Apple® QuickTime®, Real Player®, and Adobe® Shockwave® player. These free browser 
plug-ins are used to display multimedia components in some products, including TLE and Personalized Study 
courseware. 
• Sound card for products with audio features (for example, The Learning Equation). 

 
Students enrolled in distance education courses must sign in to the course on WebCT during the first week of the 
course. Additionally, students who have not yet completed the Distance Education Orientation available through the 
library web site are required to complete that during the first week of the course. 
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Accounting 
 
ACC100 - Accounting Essentials  An introduction to financial reporting. Students learn the manual preparation of 
double-entry accounting, with an emphasis on basic terminology, concepts and procedures for a service enterprise.  Use 
of special journals, subsidiary ledgers, and their relation to the general ledger are also covered.  Lecture 4.35 quarter 
hours.  
 
ACC102 - Payroll Reporting  An introduction to payroll reporting. Topics include payroll laws, regulations, payroll 
registers, employee earnings records, quarterly and annual payroll tax reports for both manual and automated payroll 
systems.  In addition, this course includes an introduction to 10-key by touch and bank reconciliations.  Lecture and 
Laboratory 3.25 quarter hours.  
 
ACC120 - Automated Accounting  A continuing study of accounting, converting manual systems to automation.  
Using a widely recognized accounting software, students practice using integrated modules: general, payable, 
receivable, inventory, payroll and system.  Prerequisite:  Accounting Essentials (ACC100).  Lecture and Laboratory 
3.25 quarter hours.  
 
ACC121 - Principles of Accounting  A continuing study of Accounting Essentials.  Topics include special journals, 
subsidiary ledgers and financial transactions of a merchandising enterprise.  Students gain more understanding of cash, 
accounts receivable, notes receivable, inventories, fixed assets, accounts payable, payroll and other current liabilities.  
Prerequisite:  Accounting Essentials (ACC100).  Lecture 4.35 quarter hours.  
 
ACC200 - Income Tax Preparation  A study of preparation of income taxes. Students learn about federal income 
taxation applied to individuals as well as preparation of forms.  Topics include capital gains, losses, business profit and 
loss, self-employment, itemized deductions, rental, and royalty income.  Prerequisite:  Principles of Accounting 
(ACC121).  Lecture 4.35 quarter hours. 
 
ACC201 - Advanced Principles of Accounting  A continuing study of Principles of Accounting, with emphasis on 
more complex aspects of financial transactions.  Students gain more understanding of corporations, their organization, 
capital stock transactions, dividends and income taxes.  Students study the statement of cash flows, financial statement 
analysis, job cost systems, cost volume-profit analysis, budgeting and performance evaluation from a managerial 
perspective.  Prerequisites:  Principles of Accounting (ACC121) and Automated Accounting (ACC120).  Lecture 4.35 
quarter hours. 
 
ACC202 - Automated Accounting Applications  An advanced study of automated accounting.  Students complete an 
accounting simulation, including payroll, which details the completion and preparation of financial transactions from 
day one in a small business enterprise.  The complete accounting cycle is also covered.  Prerequisites:  Principles of 
Accounting (ACC121) and Automated Accounting (ACC120).  Lecture and Laboratory 3.25 quarter hours. 
 
ACC203 - Advanced Automated Accounting   A continuing study of Automated Accounting and Principles of 
Accounting. This course focuses on the income statement, balance sheet and statement of cash flows. Students learn to 
prepare financial statements on the computer using two additional types of widely-used accounting software. Students 
also study managerial accounting.  Prerequisites:  Principles of Accounting (ACC121) and Automated Accounting 
(ACC120).  Lecture and Laboratory 3.25 quarter hours. 
 
ACC204 - Audit Preparation  A study of preparation for external audits.  These audits include financial, tax, and 
compliance.  Students gain an understanding of the audit function.  In addition, students learn how to prepare supporting 
schedules of a trial balance for an auditor through performing simulated audit projects.  Prerequisite:  Principles of 
Accounting (ACC121).  Lecture 4.35 quarter hours. 

 
ACC250 Accounting Internship  An advanced course applying accounting skills at a sponsoring company.  Students 
gain practical experience in a computerized office environment.  Students must have prior approval from the head of the 
Accounting program and must obtain a position with a company that will permit the student to perform as an intern 
there.  The course provides students with 120 hours of practical experience in operating a computerized accounting 
system, using office skills and procedures, and performing other accounting tasks.  Prerequisite: The equivalent of the 
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Computerized Bookkeeping Specialist certificate program or the equivalent of the Business Management and 
Technology degree.  4.00 quarter hours. 
 
ACC300 - Governmental/Non-Profit Accounting (Anchorage Only)  This course covers the fundamental concepts of 
Governmental and Non-Profit Accounting including the principles of fund accounting, budget and control issues, 
internal controls, and reporting requirements. Applicable Non-Profit GAAP, Sarbanes-Oxley Act and the Yellow Book 
regulations and professional standards are presented and discussed from a compliance perspective. Concepts are 
integrated with a variety of technological applications. Prerequisites:  Junior student status & Business Management 
Accounting enrollment, ACC121 Principles of Accounting and ACC201 Advanced Principles of Accounting.  
Lecture/Lab - 3.25 quarter hours. 
 
ACC302 - Financial Analysis for Managers (Anchorage Only)  This course expands on financial analysis of the 
corporate, partnership, proprietorship, and LLC forms of business. Topics include application of analytical procedures 
including but not limited to variance analysis, horizontal/vertical analysis, and liquidity, productivity, and financial 
ratios. Understanding financial statements and the interpretation of results reflected in them. This includes a thorough 
analysis of the Balance Sheet, Income Statement, Statement of Equity and Statement of Cash Flows. Concepts 
integrated with a variety of technological applications. Prerequisite: Junior student status.   Lecture/Lab -  3.25 quarter 
hours. 
 
ACC302 - Automated Costing Applications (Anchorage Only)  An advanced study of cost accounting applications 
including cost-volume profit analysis, activity-based costing, budgeting, variance analysis, inventory costing methods, 
standard vs. actual costing, cost behavior and allocation, divisional profitability and analyzing cost behavior.  Students 
will learn proper job costing techniques with accounting software applications. All concepts integrated with 
technological application. Prerequisite:  Junior student status.   Lecture/Lab - 3.25 quarter hours. 
 
ACC400 - Accounting Information Systems (Anchorage Only)  An advanced study of accounting information 
systems and their role in the information technology environment.  Topics include transaction cycles, the internal 
control structure, and the related support systems of the organization’s financial reporting system.  Prerequisite: Junior 
student status. Lecture/Lab 3.25 quarter hours. 
 
ACC404 - Advanced Tax (Anchorage Only)  This course delves into the benefits of tax planning and introduces 
alternative tax strategies for handling various business decisions at the Corporate, Partnership and Limited Liability 
Company level. The course will encompass the topics of tax planning and research, tax strategies for new businesses, 
business operating tax strategies, strategies for business growth and expansion, tax implications on business capital 
transactions, and property transactions. Prerequisite:  Junior student status.  Lecture - 4.35 quarter hours. 
 
ACC406 - Contemporary Accounting Issues (Anchorage Only)  An advanced course designed to cover key 
managerial accounting concepts typically associated with Intermediate Accounting concepts not otherwise covered. 
These concepts include future value and present valued concepts applied to managerial decision making, process 
costing and variance analysis, equity method of accounting for investments, corporate consolidation, leasing, foreign 
currency exchange and change/error analysis and correction. Corporate ethics applied.  Concepts integrated with a 
variety of technological applications.  Prerequisites:  Junior student status, Business Management Accounting 
enrollment, ACC121 Principles of Accounting and ACC201 Advanced Principles of Accounting.  Lecture/Lab-  3.25 
quarter hours. 
 
ACC450 - Senior Accounting Internship (Anchorage Only)  An advanced course applying a student’s accounting 
aptitude with a sponsoring company.  Students gain practical experience in an accounting office environment that may 
include a diverse set of accounting responsibilities with a variety of technological applications.  Students must have 
prior approval from the Program Head of the Accounting program and must obtain a position with a company that will 
permit the student to perform as an intern in the field of accounting commensurate with his/her academics.  The course 
provides students with 120 hours of practical experience in the technological aspects of managerial or financial 
accounting operations.  Prerequisites:  Senior student status, Business Management Accounting enrollment, ACC121 
Principles of Accounting and ACC201 Advanced Principles of Accounting.  Internship – 4.0 quarter hours. 
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Business Management 
 
BSM200 - Leadership and Team Management  A study of leadership and group dynamics.  Students learn to work 
with subordinates while increasing their ability to influence, lead, and coordinate the efforts of work-team members.  
Through the use of simulations and case studies, students analyze leadership effectiveness, leadership styles, and group 
dynamics to develop effective leadership strategies.  Prerequisites: Written Communication (ENG100) and 
Introduction to Economics (SOC101).  Lecture 4.35 quarter hours. 
 
BSM201 - Managing People: Human Resource Development  A study of human resource developments.  Students 
learn to hire, train, supervise, and evaluate employees.  Topics include legal issues, recruiting employees, training, 
performance appraisals, discipline, and grievance handling.  Prerequisites: Written Communication (ENG100) and 
Introduction to Economics (SOC101).  Lecture 4.35 quarter hours. 
 
BSM202 - Managing Projects: Development and Implementation (Anchorage Only)  A study of project 
development and implementation.  Students learn to design, set up and maintain a business management project to 
completion.  Topics include deliverables, procedures, business survey, feasibility study, project analysis, detail design, 
project completion and acceptance.  Prerequisites:  Written Communication (ENG100) and Introduction to Economics 
(SOC101) and Accounting Essentials (ACC100).  Lecture 4.35 quarter hours. 
 
BSM203 - Marketing with Technology  A study of marketing with emphasis on usage of technology.  Students learn 
to market products and/or services of a business in the context of computerized information technology.  Topics include 
identifying target markets; identifying niches; meeting customer needs; using technology to create sales promotions; 
and using electronic media to market products.  Prerequisites:  Written Communication (ENG100) and Introduction to 
Economics (SOC101) and Access and PowerPoint for Windows (CMP126).  Lecture 4.35 quarter hours. 
 
BSM204 - Managing Small Businesses: Entrepreneurship (Anchorage Only)  A study of entrepreneurship.  Students 
learn how to establish a small business or to evaluate an existing one and how to manage a small business for profit 
enhancement.  Students develop a comprehensive business plan for opening a new business or purchasing an existing 
one.  Special emphasis is placed on marketing, financing, operating, and controlling a small business enterprise.  
Prerequisites:  Written Communication (ENG100) and Introduction to Economics (SOC101) and Accounting 
Essentials (ACC100).  Lecture 4.35 quarter hours. 
 
BSM205 - Statistics for Business (Anchorage Only)  A study of statistics as applied to business needs.  Students learn 
to use spreadsheets to analyze real world business data sets, practice entering correct statistical formulas, perform 
proper commands, and draw appropriate conclusions from the results for business management decision-making.  
Prerequisites:  College Mathematics (MTH100), Introduction to Economics (SOC101), Word for Windows (CMP130) 
and Excel for Windows (CMP131).  Lecture and Laboratory 3.25 quarter hours. 
 
BSM206 - Business Law  An introductory survey of the law as it relates to business.  Students learn to familiarize 
themselves with the American court system, forms of business organizations, real and personal property, contract, 
agency and employment law.  Prerequisites:  Written Communication (ENG100) and Introduction to Economics 
(SOC101).  Lecture 4.35 quarter hours. 
 
BSM300 - Telecommunications for Managers (Anchorage Only)  A study of telecommunications for managerial 
professionals.  Students learn to develop a level of technical knowledge and managerial terminology such as data, voice, 
image and video communications, so that they can effectively communicate with technical, operational, and managerial 
professionals in the telecommunication field.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
BSM301 - Project Management Applications (Anchorage Only)  A study of project management from initiation to 
completion. Using a project management software, students learn the processes for initiating, planning, controlling, 
reporting, and closing a project.  Topics include integration, scope, time management, cost, quality, human resources, 
communications, risks, procurement, planning, executing, controlling and closing.  Prerequisite:  Junior student status.  
Lecture and Laboratory 3.25 quarter hours. 
 
BSM302 - Contract Management (Anchorage Only)  A study of the nature and terminology of business contracts.  
Students learn the legalities, techniques, and procedures needed to manage contracts successfully.  Topics include 
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procurement, fixed price, lump sum, cost reimbursement, provisions, controlling variables, documentation, and close 
out.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
BSM303 - Lawful Employment Management (Anchorage Only)  An advanced study of federal and state legal 
protocols for every phase of the employment relationship. Students learn how to avoid legal pitfalls.  Topics include 
personnel policies, benefits, termination, discrimination, Americans with Disabilities Act, health and safety, Workers 
Compensation, independent contractors, and harassment.  Prerequisite:  Junior student status.  Lecture 4.35 quarter 
hours. 
 
BSM307 - Finance for Managers (Anchorage Only)  A study of financial administration for management.  Emphasis 
is on the tools of financial analysis as relating to an organization’s capital structure alternatives. Topics include capital 
budgeting and structure, risk management, working capital management, and measuring rates of returns.  Prerequisite: 
Junior student status.  Lecture 4.35 quarter hours. 
 
BSM308 - Economics for Managerial Decision Making (Anchorage Only) This course develops principles and tools 
in economics for managerial decision making. Topics incorporate both microeconomics and macroeconomic 
applications including pricing for profit maximization, market structures, management of business expansion and 
recessions, monetary policy, and survival in the new economy.  Concepts integrated with technological applications. 
Prerequisite:  Junior student status.  Lecture/Lab - 3.25 quarter hours. 
 
BSM400 - Information Technology for Managers (Anchorage Only)  A study of the management of information 
technology.  Students learn methods and procedures for strategic planning, assessment and systems integration.  
Students are provided real-world examples of the convergence of telecommunications and information systems 
management into current IT management philosophy.  Prerequisite: Junior student status.  Lecture 4.35 quarter hours. 
 
BSM401 - Organizational Management (Anchorage Only)  An advanced study of organizational behavior and 
management.  Students learn to harness the power of employees and teams to navigate successfully the changing world 
of work.  Students are introduced to classic research and theory that form the foundation for this science and practice 
skills and behaviors that lead to organizational success.  Topics include organizational theory and design, the individual, 
organizational communication, teamwork, decision-making, and conflicts.  Prerequisite:  Junior student status.  
Lecture 4.35 quarter hours. 
 
BSM402 - Managing Conflict: Dispute Resolution (Anchorage Only)  A study of the management of conflict as it 
applies to Alternative Dispute Resolution (ADR).  Topics include mediation, arbitration and negotiation.  Students 
develop techniques that are instrumental in managing conflicts in a constructive way. Prerequisite:  Junior student 
status.  Lecture 4.35 quarter hours. 
 
BSM403 - Research Methodologies in Business Applications (Anchorage Only)  A study of qualitative and 
quantitative research methods needed to design, interpret and analyze research in the business world.  Topics include 
electronic research, designing, sampling methodologies, analyzing data, and interpreting results.  Prerequisite: Junior 
student status.  Lecture and Laboratory 3.25 quarter hours. 
 
BSM404 - International Business for Managers (Anchorage Only)  An international business course designed for 
managers to engage successfully in international commerce. Topics include culture, politics, law, economic systems and 
development, international trade, business-government trade relations, international monetary and financial markets, 
international operations and markets, hiring & managing employees.  Prerequisite: Junior student status. Lecture 4.35 
quarter hours. 
 
BSM405 - E-business for Managers (Anchorage Only)  A study of the major aspects of e-business.  Students examine 
the model for conducting business-to-business and business-to-consumer electronic transactions.  Topics include the 
application of e-business strategic management, how to leverage technology to enhance business processes, the unique 
characteristics of e-marketing, and how the legal, ethical, and regulatory environments affect e-businesses. 
Prerequisite: Junior student status. Lecture 4.35 quarter hours. 
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Career Development 
 
BUS101 - Career Development  A study of career planning and job search.  This course improves the marketability of 
students in the work environment.  Topics include self-assessment, interviewing, networking, employment application, 
cover letters, resumes, follow up letters, and career management.  Lecture 2.15 quarter hours.  
 
BUS400 - Capstone: An Integration of Learning (Anchorage Only)  An advanced course integrating the collegiate 
learning experience.  Students learn to collect, select, organize and develop a professional portfolio to showcase their 
knowledge, skills, and competencies to prospective employers.  Prerequisites:  Junior student status and completion of 
ten (10) 300- or 400-level courses.  Lecture and Laboratory 3.25 quarter hours. 
 
 

Computer Aided Drafting 
 
CAD100 - CAD Essentials  An introduction to a popular automated drafting software, AutoCAD. Students learn the 
basic drawing and editing functions of AutoCAD.  Two-dimensional entity creation and editing commands are 
presented in detail.  Hands-on practice is supplemented by lectures to provide students with the application of computer-
aided drawing techniques to real world problems.  Lecture and Laboratory 3.25 quarter hours.  
 
CAD101 - Materials and Methods of Construction with Blueprint Reading  An introduction to the materials and 
methods of construction with blueprint reading.  Topics include measuring with architectural and engineer’s scales, 
drafting standards, and dimensioning.  Students learn the basics of codes, specifications, building materials, methods of 
construction, and blueprint reading for building design and construction projects.  Lecture 4.35 quarter hours.  
 
CAD120 - Automated Drafting  A study of drafting with AutoCAD software.  Topics include beginning through 
intermediate engineering drawings (i.e. orthographic projection, section views, auxiliary views, working drawings, etc.) 
as well as construction details, all drawn with AutoCAD.  Prerequisite:  CAD Essentials (CAD100).  Lecture and 
Laboratory 3.25 quarter hours.  
 
CAD121 - CAD Procedures  A study of the intermediate features of AutoCAD.  Topics include text styles, layers, 
attribute/block definitions, system variables, and advanced display controls.  Three-dimensional properties and 
fundamental entities (building blocks) are introduced. Drawing manipulation and presentation qualities will be stressed 
throughout the course.  The use of AutoCAD by the design/drafting professional and the inter-relationships with others 
within a project group form a major portion of the course content.  Prerequisite:  CAD Essentials (CAD100).  Lecture 
and Laboratory 3.25 quarter hours.  
 
CAD200 - Automated Architectural Drafting and Design  A study of the application of AutoCAD to architectural 
drafting.  Students learn the steps involved in creating an architectural project from the rough sketches to the final draft.  
The course further emphasizes architectural symbols, blueprint reading, and drafting techniques used in construction.  
Use of advanced CAD techniques, external reference drawings, and paper space are introduced for the production of 
composite drawings.  Three-dimensional models of architectural construction for elevations and plan sections are 
covered.    Prerequisites:  Automated Drafting (CAD120) and CAD Procedures (CAD121).  Lecture and Laboratory 
3.25 quarter hours. 
 
CAD202 - Automated Process Pipe Drafting  A study of automated drafting as it applies to the process piping 
industry.  Topics include piping components, lettering, line presentation (width and pattern), layout necessary to 
complete final revisions, record project field information, and detail work from sketches.  Piping drawings are created 
that are properly arranged and easily understood.  Prerequisites:  Automated Drafting (CAD120) and CAD Procedures 
(CAD121).  Lecture and Laboratory 3.25 quarter hours. 
 
CAD207 - Automated Three-Dimensional Drafting  A study of the advanced features of AutoCAD’s three-
dimensional commands.    Topics include building models using solids, surfaces and wire frames.  Students learn entity 
creation, modification, viewing and editing functions as well as three-dimensional visualization and rendering tools.  
Other topics are dimensioning style, model space, paper space, presentation and layout.  Prerequisites:  Automated 
Drafting (CAD120) and CAD Procedures (CAD121).  Lecture and Laboratory 3.25 quarter hours. 
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CAD208 - Automated Civil Drafting  A study of automated drafting in the field of civil engineering using AutoCAD.  
Students learn  the process of civil drafting projects from engineers’ notes to the final design.  Topics include plot plans, 
profiles, mapping, surveying, contours and earthwork.  Prerequisites:  Automated Drafting (CAD120) and CAD 
Procedures (CAD121).  Lecture and Laboratory 3.25 quarter hours.  
 
CAD209 - Automated Electrical Drafting  A study of automated drafting in electrical building systems projects. 
These projects include lighting, power, special systems including data/telecom, fire and security systems from electrical 
engineering. Plans, details, diagrams, and equipment schedules for electrical building systems drawings are covered. 
Three-dimensional visualization and CAD techniques related to electrical systems are introduced as well as 
coordination issues with other disciplines.  Prerequisites: Automated Drafting (CAD120) and CAD Procedures 
(CAD121).  Lecture and Laboratory 3.25 quarter hours.  
 
CAD210 - Automated Mechanical Drafting  A study of automated drafting in mechanical building systems projects. 
These projects include heating, ventilation, air conditioning, plumbing, and fire protection systems from mechanical 
engineering.  Plans, sections, details, diagrams, and equipment schedules for mechanical building systems drawings are 
covered. Three-dimensional visualization and CAD techniques related to mechanical systems are introduced as well as 
coordination issues with other disciplines. Prerequisites:  Automated Drafting (CAD120) and CAD Procedures 
(CAD121).  Lecture and Laboratory 3.25 quarter hours. 
 
 

Computer Science 
 
CMP102 - Computer Essentials with Microsoft Windows  An introduction to personal computer systems for 
beginners.  Students are instructed on Microsoft Windows and its applications, such as desktop features, search 
capabilities, and file management.  Microsoft Outlook, information literacy and the Internet are introduced.  This course 
is a prerequisite to most other computer courses.  Lecture and Laboratory 3.25 quarter hours.  
 
CMP104 - Linux Essentials (Anchorage Only)  An introduction to the Linux operating system.  Topics include 
installing, configuring, maintaining, administering and troubleshooting the Linux operating system.  Lecture and 
Laboratory 3.25 quarter hours.  
 
CMP125 - Programming Essentials  An introduction to structured and object-oriented programming.  Flowcharting of 
programming tasks provide students with a basis for understanding computer language uses. An overview of BASIC, C 
and C++ is given.  Students build programs using the Visual Basic language putting theory to a practical use.  
Prerequisite: Computer Essentials (CMP102).  Lecture and Laboratory 3.25 quarter hours. Course challenge available 
by institutional exam. 
 
CMP126 - Access and PowerPoint for Windows  A continuing study of two Microsoft Office applications: Access 
and PowerPoint.  This course covers basic skills working with tables, setting up presentations, building forms, queries, 
macros, and printing documents.  This course along with Advanced Microsoft Office Applications (CMP305) prepares 
students to take the Microsoft Office Specialist: Microsoft Access and Microsoft PowerPoint Comprehensive 
certification exams.  Prerequisite:  Computer Essentials (CMP102).  Lecture and Laboratory 3.25 quarter hours.  
  
CMP129 - Managing and Maintaining a Microsoft Windows Server 2003 Environment: MS2273  An introduction 
to the management and maintenance of Windows 2003 Server using Microsoft Official Curriculum (MOC).  Students 
learn to manage accounts and resources, maintain server resources, monitor server performance, and safeguard data in a 
Microsoft Windows 2003 environment.  Prerequisites: Computer Essentials (CMP102), A+ Fundamentals (DET124) 
or CAD Procedures (CAD121); and Programming Essentials (CMP125). Lecture and Laboratory 3.25 quarter hours.   
 
CMP130 - Word for Windows  A study of Microsoft’s Word application using Microsoft Office Specialist Approved 
Courseware.  Topics include basic and advanced applications such as creating, editing, formatting, desktop publishing, 
customizing, and working with long documents.  This course prepares students to take the Microsoft Office Specialist 
Word certification exam.  Students must pass the Microsoft Office Specialist Word certification exam in order to pass 
this course.  Prerequisite:  Computer Essentials (CMP102).  Lecture and Laboratory 3.25 quarter hours.  
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CMP131 - Excel for Windows  A study of Microsoft’s Excel spreadsheet application using Microsoft Office Specialist 
Approved Courseware.  Topics include basic and advanced Excel concepts such as creating spreadsheets, working with 
charts and graphs, formatting, using solver utility, and importing data into Excel.  This course prepares students to take 
the Microsoft Office Specialist Excel certification exam.  Students must pass the Microsoft Office Specialist Excel 
certification exam in order to pass this course.  Prerequisite: Computer Essentials (CMP102).  Lecture and Laboratory 
3.25 quarter hours.  
 
CMP132 - Web Design Essentials  An introduction to web design utilizing Microsoft’s FrontPage application.  Topics 
include the creation and enhancement of web pages using links, graphics, tables, frames and forms.  Students learn to 
take conceptual ideas and generate professional web pages.  Prerequisite: Computer Essentials (CMP102).  Lecture 
and Laboratory 3.25 quarter hours.  
 
CMP133 - Security+: Network Security Fundamentals (Anchorage Only)  An introduction to CompTIA’s 
(Computing Technology Industry Association) Security+ computer network security.  Through case studies and 
laboratory assignments, students learn to identify security deficiencies, address these deficiencies, and prevent future 
attacks.  Appropriate security policies and procedures plans are also covered. Prerequisites: Computer Essentials 
(CMP102), A+ Fundamentals (DET124) or CAD Procedures (CAD121), and Programming Essentials (CMP125). 
Lecture and Laboratory 3.25 quarter hours.  
 
CMP134 - Network+: Networking Essentials (Anchorage Only)  An introduction to internetworking using CompTIA 
official curriculum.  Topics include: industry standards, networking terminology, protocols, network standards, 
LANs/WANs, router programming, and network topologies.  In addition, students learn the basics of network cabling, 
network safety, and network troubleshooting. Prerequisites: Computer Essentials (CMP102) and A+ Fundamentals 
(DET124) or CAD Procedures (CAD121). Lecture and Laboratory 3.25 quarter hours.  
 
CMP210 - Implementing a Microsoft Windows Server 2003 Network Infrastructure: Network Hosts and 
Installing, Administering and Configuring Microsoft Windows XP Professional:  MS2276 and MS2285 and 
Wireless Essentials (Anchorage Only)  A continuing study of Microsoft Windows 2003 Server and Windows XP 
Professional using Microsoft Official Curriculum (MOC).  Students learn to configure computers to operate in a 
Microsoft Windows Server 2003 networking infrastructure and to manage Microsoft Windows XP Professional 
computers in a Microsoft Windows Server 2003 environment.  Wireless topics include building, installing, and 
configuring a wireless LAN.  Standards related to physical, MAC layer and wireless LAN are covered.  Prerequisite:  
Managing and Maintaining a Microsoft Windows Server 2003 Environment: MS2273 (CMP129).  Lecture and 
Laboratory 3.25 quarter hours. 
 
CMP229 - Implementing, Managing and Maintaining a Microsoft Windows 2003 Network Infrastructure: 
Network Services: MS2277 (Anchorage Only)  A continuing study of Microsoft Windows 2003 network infrastructure 
using Microsoft Official Curriculum (MOC).  Students learn to implement, manage and maintain a Microsoft Windows 
Server 2003 network infrastructure.  Topics include network services, routing, implementing and managing Dynamic 
Host Configuration Protocol (DHCP), Domain Name System (DNS), and Windows Internet Naming Service (WINS). 
Prerequisite:  Implementing a Microsoft Windows Server 2003 Network Infrastructure: Network Hosts and Installing, 
Administering and Configuring Microsoft Windows XP Professional:  MS2276 and MS2285 and Wireless Essentials 
(CMP210).  Lecture and Laboratory 3.25 quarter hours. 
 
CMP230 - Planning and Maintaining a Microsoft Windows Server 2003 Network Infrastructure: MS2278 
(Anchorage Only)  A continuing study of Microsoft Windows Server 2003 using Microsoft Official Curriculum 
(MOC).  Students learn to plan and maintain a Windows Server 2003 network infrastructure.  Topics include 
Transmission Control Protocol/Internet Protocol (TCP/IP), Dynamic Host Configuration Protocol (DHCP), Domain 
Name System (DNS), and Windows Internet Naming Services (WINS).   Prerequisite:  Implementing a Microsoft 
Windows Server 2003 Network Infrastructure: Network Hosts and Installing, Administering and Configuring Microsoft 
Windows XP Professional:  MS2276 and MS2285 and Wireless Essentials (CMP210).  Lecture and Laboratory 3.25 
quarter hours. 
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CMP231 - Planning, Implementing, and Maintaining a Microsoft Windows Server 2003 Active Directory 
Infrastructure: MS2279 (Anchorage Only)  A continuing study of Microsoft Windows Server 2003 Active Directory 
services infrastructure using Microsoft Official Curriculum (MOC).  Topics include forest, domain structure, user and 
group accounts, and the integration of controllers and servers with Active Directory.  Prerequisite:  Implementing a 
Microsoft Windows Server 2003 Network Infrastructure: Network Hosts and Installing, Administering and Configuring 
Microsoft Windows XP Professional:  MS2276 and MS2285 and Wireless Essentials (CMP210).  Lecture and 
Laboratory 3.25 quarter hours. 
 
CMP232 - Designing Security for Microsoft Networks and Deploying and Managing Microsoft Internet Security 
and Acceleration Server 2004: MS2830 and MS2159 (Anchorage Only)  A continuing study of the network security 
infrastructure.and Internet Security and Acceleration (ISA) server service using Microsoft Official Curriculum (MOC).  
Topics include assembling the design team, modeling threats, and analyzing security risks to meet business 
requirements for securing computers in a networked environment.  Students learn to deploy and manage Microsoft ISA 
2000 in an enterprise setting.  Prerequisite:  Implementing a Microsoft Windows Server 2003 Network Infrastructure: 
Network Hosts and Installing, Administering and Configuring Microsoft Windows XP Professional:  MS2276 and 
MS2285 and Wireless Essentials (CMP210).  Lecture and Laboratory 3.25 quarter hours. 
 
CMP233 - Advanced Word and Excel for Windows  An advanced study of Microsoft’s Word and Excel applications.  
Students learn to produce quality, professional documents and spreadsheets.  Topics to be covered include: creating 
tables and charts, formatting and customizing documents, creating indexes and tables of content, creating pivot tables 
and pivot charts, creating macros, importing and exporting data, and working with multiple worksheets and workbooks. 
This course prepares students to take the Microsoft Office Specialist: Microsoft Excel Expert  and Microsoft Word 
Expert certification exams.  Prerequisites: Word for Windows (CMP130) and Excel for Windows (CMP131). Lecture 
and Laboratory 3.25 quarter hours. 
 
CMP234 - Computer Forensics and Investigations (Anchorage Only)  A study of computer forensics and 
investigation tools and techniques.  Students learn about the computer forensics profession while exploring the 
investigative process.  Topics include hardware and software forensic tools; process of data acquisition; and forensic 
analysis.  This course helps prepare students to take the International Association of Computer Investigative Specialists 
(IACIS) Certification exam. Prerequisite: Security+: Network Security Fundamentals (CMP133). Lecture and 
Laboratory 3.25 quarter hours. 
 
CMP235 - Checkpoint Security Administration (Anchorage Only)  A study of Checkpoint Software’s security 
products.  Students learn a software-centric approach to network security administration.  Topics include the differences 
and similarities between hardware and software security solutions and backups and disaster recovery.  This course helps 
prepare students to take the Checkpoint Certified Security Administrator (CCSA) Certification exam sponsored by 
Checkpoint Software. Prerequisite: Security+: Network Security Fundamentals (CMP133). Lecture and Laboratory 
3.25 quarter hours 
 
CMP302 - Database Management (Anchorage Only)  A study of the management of data using a database software 
program.  Topics include concepts, principles, issues and techniques for managing data resources, including methods of 
file organization, data structures, query languages, and micro to mainframe database environments.  Prerequisite:  
Junior student status.  Lecture and Laboratory 3.25 quarter hours. 
 
CMP303 - Interconnecting Cisco Network Devices CS: TRN-ICND (Anchorage Only)  An introduction to Cisco 
network devices using Cisco Official Curriculum. Students are provided an overview of Cisco’s Internetwork Operating 
System (IOS). Topics include programming of Cisco Ethernet switches, routers and customer premise equipment.  
Because the IOS core is present in all Cisco devices, students can program devices at any level in a Cisco enterprise 
internetwork.  Four hours per week of additional laboratory required.)  Prerequisite:  Junior student status.  Lecture and 
Laboratory 5.40 quarter hours. 
 
CMP304 - Programming Applications and Development (Anchorage Only)  An advanced study of programming 
applications and development.  Students are instructed on the development of web applications using Microsoft’s Visual 
Studio.  Topics include: creating and populating web forms, utilizing server controls, managing data sources, deploying 
and troubleshooting an ASP (Active Server Page) application, and creating XML (eXtensible Markup Language) web 
services.  Prerequisite:  Junior student status.  Lecture and Laboratory 3.25 quarter hours. 
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CMP305 - Advanced Microsoft Office Applications (Anchorage Only)  An advanced study and review of Microsoft 
Office suite of applications including Word, Excel, Access, PowerPoint and Outlook. Students learn advanced functions 
of all programs and how they are applied in a modern office setting.  This course prepares students to take the Microsoft 
Office Specialist certification Exams: Microsoft Word Expert, Microsoft Excel Expert, Microsoft PowerPoint, 
Microsoft Access, and Microsoft Outlook.  Successful completion of all required Microsoft exams will qualify students 
to receive Master Certification for the Microsoft Office Specialist.  Prerequisite:  Junior student status.  Lecture and 
Laboratory 3.25 quarter hours. 
 
CMP306 - Principles of Information Security (Anchorage Only)  A study of the common body of knowledge 
necessary for information security practitioners and managers.  Students learn the technical and managerial aspects of 
information security.  These topics include security planning, risk management, identification of threats, security 
assessments, physical security, and the effects of security on personnel.  This course helps students prepare for CISSP 
(Certified Information Systems Security Professional) Certification.  Prerequisite: Junior student status. Lecture and 
Laboratory 3.25 quarter hours. 
 
CMP400 - Advanced Web Design (Anchorage Only)  A continuing course on web design.  Students are introduced to 
Macromedia’s MX design suite, including Dreamweaver, Flash, and Fireworks.  Students learn to create next-
generation web sites, add dynamic content to these sites, and create and modify graphical elements of the sites.  Topics 
include: working with text, graphics, and links; creating animation and special effects; importing, selecting and 
modifying graphics.  Prerequisite: Junior student status. Lecture and Laboratory 3.25 quarter hours 
 
CMP401 - Building Cisco Remote Access Networks CS: TRN-BCRAN (Anchorage Only)  An advanced study of 
Cisco remote access network technology using Cisco Official Curriculum. Students learn to implement, operate and 
maintain remote access networks.  They learn remote access theory, device programming and inter-office 
communications.  Hands-on experience with state-of-the-art Cisco remote access devices is provided.  (Four hours per 
week of additional laboratory required.)  Prerequisite:  Interconnecting Cisco Network Devices CS: TRN-ICND 
(CMP303).  Lecture and Laboratory 5.40 quarter hours. 
 
CMP402 - Network Design Applications (Anchorage Only)  A continuing study of network design and application of 
Microsoft’s Visio network diagramming program.  Students learn to represent network models properly, incorporate 
them into existing network documents, and utilize them as discussion tools for future network deployment.  Students are 
shown how to create proprietary icons and stencils that may be easily recognized by industry professionals.  
Prerequisite:  Junior student status.  Lecture and Laboratory 3.25 quarter hours. 
 
CMP403 - Building Cisco Multi-layer Switched Networks CS: TRN-BCMSN (Anchorage Only)  An advanced 
study of Cisco technology using Cisco Official Curriculum.  Students learn to build campus networks using multi-layer-
switching technologies over high-speed Ethernet.  Students gain a solid understanding of how to model initially, 
develop conceptually, and deploy and document internetworks.  Students learn industry-accepted symbology so that 
they will be able to understand system-block.  (Four hours per week of additional laboratory required.)  Prerequisite:  
Interconnecting Cisco Network Devices CS: TRN-ICND (CMP303).  Lecture and Laboratory 5.40 quarter hours. 
 
CMP404 - Building Scalable Cisco Networks CS: TRN-BSCN (Anchorage Only)  A continuing study of Cisco 
network devices using Cisco Official Curriculum.  Students learn to size networks according to their purpose, create and 
maintain heterogeneous network topologies, and connect large corporate networks to other networks and the Internet. 
Remote-access connectivity is also covered.  (Four hours per week of additional laboratory required.)  Prerequisite:  
Interconnecting Cisco Network Devices CS: TRN-ICND (CMP303).  Lecture and Laboratory 5.40 quarter hours. 
 
CMP405 - Cisco Internetwork Troubleshooting CS: TRN-CIT (Anchorage Only)  An advanced study of Cisco 
Internetwork troubleshooting using Cisco Official Curriculum.  Topics include troubleshooting principles and 
techniques for an enterprise internetwork.  Students learn to model conceptually both system architecture and 
configuration in order to visualize potential trouble areas.  Moreover, students gain understanding of the software and 
hardware tools that are available to verify network performance, test system integrity, and troubleshoot system 
degradation.  (Four hours per week of additional laboratory required.)  Prerequisites:  Building Cisco Remote Access 
Networks CS:  TRN-BCRAN (CMP401), Building Cisco Multi-layer Switched Networks CS:  TRN-BCMSN 
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(CMP403), and Building Scalable Cisco Networks CS:  TRN-BSCN (CMP404).  Lecture and Laboratory 5.40 quarter 
hours.  
 
CMP407 - Multimedia Design and Production (Anchorage Only)  A study of the techniques and skills involved in 
the development of multimedia presentations.   Students design projects using overhead projection, camera and video 
recording, computer generated graphics, desktop publishing and animation for use in the world of business.  
Prerequisite:  Junior student status.  Lecture and Laboratory 3.25 quarter hours. 
 
CMP410 - Javascript and Perl (Anchorage Only)  A study of programming using JavaScript and Perl.  Students 
utilize JavaScript and Perl to develop applications for programming.  Topics include: form development, the browser 
object model, data types and operators, scalar data, lists and arrays, and regular expressions.  Prerequisite: Junior 
student status.  Lecture and Laboratory 3.25 quarter hours. 
 
CMP411 - Cisco Network Security (Anchorage Only)  A study of Cisco network security.  Students learn the 
concepts involved with Cisco’s security model.  These concepts are applied through the use of technologies such as 
access control lists, virtual private networks and network address translation.  Students also learn how to configure these 
technologies on Cisco’s premier line of PIX firewalls. Prerequisite: Interconnecting Cisco Network Devices CS: TRN-
ICND (CMP303).  Lecture and Laboratory 3.25 quarter hours. 
 
 

Criminal Justice 
 
CJA100 - Introduction to Criminal Justice & Law Enforcement (Anchorage Only)  An introduction and overview 
of the criminology and criminal justice major designed to provide students with an understanding of law, crime, and the 
criminal justice system in America. This class examines the law's proactive function in teaching people how to live 
peacefully within their communities and the law’s reactive function in sanctioning criminal behavior. Includes an 
introduction to various theories of crime causation and an overview of the criminal justice system and its response in 
processing those who transgress the law.  Lecture 4.35 quarter hours.  
 
CJA101 - Introduction to Policing (Anchorage Only)  This is an introduction to the study of policing in the United 
States. Policing is studied from three perspectives: the police officer-citizen interaction, the agency-community 
relationship, and the legal and ethical questions of policing in a democratic society. The course considers the history and 
future of policing, the police task, police strategies, theory of patrol, and police relationships with the community and 
criminal justice system. This class provides a foundation for understanding how one particular portion of the criminal 
justice system operates. The component this course focuses upon is the law enforcement function. As such, this class is 
a building block for pursuing other police-related courses and more advanced topics.  Lecture 4.35 quarter hours.  
 
CJA102 - Theories of Crime & Justice (Anchorage Only)  An overview of historical, sociological, biological, 
psychological, economic, and Marxist theories of crime causation. Particular attention is made to critically analyzing 
each theory presented in terms of its internal consistency and logic as well as its fit with data on crime, criminals, and 
victims. Policy implications stemming from these theories will be discussed. Lecture 4.35 quarter hours.  
 
CJA103 - Criminal Justice and Public Policy (Anchorage Only)  This course examines historically significant and 
recent crime and criminal justice policies in terms of their antecedent factors, their impact on measurable outcomes, and 
their unintended consequences. A comprehensive survey of the historical trends and current picture of crime in America 
that examines: (1) methods used to collect crime data, (2) factual aspects of specific crimes, including definitions and 
analytical statistics, (3) characteristics of victims and arrestees, (4) public opinion, and (5) personal protection.  Lecture 
4.35 quarter hours.  
 
CJA200 - The Courts in America (Anchorage Only)  This course is a comprehensive survey of the role and function 
of courts in the United States. Emphasis is placed on the operations of trial-level courts hearing criminal cases. The 
course explores the roles and duties of courtroom participants, structure of the judiciary, and the relationship between 
the formal rule of law and daily activities of courts, decision-making, and perspectives from which to view the courts. 
Attention also to appellate courts, juvenile courts, court reform, and issues of gender, race, and ethnicity and how it 
applies to law enforcement.  Lecture 4.35 quarter hours. Prerequisite:  Introduction to Criminal Justice & Law 
Enforcement (CJA100). 
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CJA201 - Juvenile Justice (Anchorage Only)  This class is a general orientation to the field of juvenile delinquency, 
including causation and the development of delinquent behavior. The problems facing juveniles today are addressed, 
and adult and juvenile justice systems are compared, including initial apprehension, referral, and preventive techniques. 
Specific issues examined include chemical dependency, mental illness, and compulsive and habitual offenders. Special 
attention is given to the problems inherent in the police handling of juveniles and the function of juvenile courts.  
Lecture 4.35 quarter hours. Prerequisite:  Introduction to Criminal Justice & Law Enforcement (CJA100). 
 
CJA202 - Criminology (Anchorage Only)  This course emphasizes criminological theory with the purpose of 
understanding the nature and extent of crime and delinquency in the United States.  The major goal of this course is to 
teach students how to think critically about crime and its causes.  Lecture 4.35 quarter hours. Prerequisite:  
Introduction to Criminal Justice & Law Enforcement (CJA100) 
 
CJA203 - Criminal and Delinquent Behavior (Anchorage Only)  This course is designed to provide an analysis of 
critical criminology theories and their underlying assumptions about criminals and delinquent behavior. It explores the 
connections between critical criminology and social behavior, the social justice movement, and the communities 
wherein social justice is practiced. Application of social justice theory to criminal justice policy and practice has created 
a new set of social response mechanisms to crime and delinquency: mediation, restitution, and restorative justice. These 
mechanisms will be explored and discussed throughout the course.  Lecture 4.35 quarter hours. Prerequisite:  
Introduction to Criminal Justice & Law Enforcement (CJA100) 
 
CJA300 - Corrections (Anchorage Only)  This course will provide the student with an overview of historical and 
contemporary views of offender management and treatment, corrections system operation, effects of institutionalization, 
and alternatives to incarceration. General course topics include the correctional context, correctional practices, and 
correctional issues and perspectives. Course also includes the examination of historical and contemporary approaches to 
the punishment of adult and juvenile offenders in institutional and community settings. Controversial topics like 
prisoner rights, the death penalty, and mandatory sentencing are covered.  Prerequisite:  Junior student status.  Lecture 
4.35 quarter hours. 
 
CJA301 - Substantive Criminal Law (Anchorage Only)  This course approaches criminal law as a complicated 
undertaking, full of moral uncertainties, ethical dilemmas and thoughtful disagreements about acts and omissions, 
criminal states of mind, harm, the relative gravity of offenses, and the purposes of punishment. This course assists in 
clarifying the role of criminal law in the study of crime and to continue to broaden student’s perspectives of complex 
problems of political and moral philosophy.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA302 - Probation and Parole (Anchorage Only)  The student will be able to identify the major developments of 
probation and parole, to identify the current practices in probation and parole, to explain the use of legal concepts 
employed within the field, and will demonstrate awareness of how probation and parole function as an integral part of 
the criminal justice system. Students will demonstrate that these objectives have been mastered through the use of class 
discussions, written assignments, demonstrations, and test taking. The Instructor may also list additional learning 
objectives in their “First Day Handout”.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA303 - Victimology (Anchorage Only)  This course provides a comprehensive overview of the study of victims of 
crime. This includes research on the process, etiology and consequences of criminal victimization. The criminal 
justice’s response to crime victims, both historically and more recently, will be discussed in terms of the changing role 
of victims in the criminal equation. Topics covered may include restorative justice, restitution, and mediation programs 
now offered through the criminal justice system.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA304 - Restorative Justice Studies (Anchorage Only)  This course places emphasis on the fundamental principles 
and practices of restorative justice as applicable to the criminal justice system and society. The course explores the 
needs and roles of key stakeholders (victims, offenders, communities, justice systems), outlines the basic principles and 
values of restorative justice and introduces some of the primary models of practice. It also identifies challenges to 
restorative justice - the dangers, the pitfalls – as well as possible strategies.  Prerequisite:  Junior student status.  
Lecture 4.35 quarter hours. 
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CJA400 - Ethics in Criminal Justice (Anchorage Only)  This course presents an in-depth analysis of the theoretical 
and applied association between morality and the function of the criminal justice process. Special attention is given to 
the unavoidable ethical, moral and legal dilemmas regularly confronted by police and correctional officers in the course 
of their daily duties.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA401 - Perspectives on Terrorism (Anchorage Only)  This course defines and describes for students and current 
police officers, terrorism, current terrorist organizations, their personnel and history and their capacity to threaten the 
security and interests of the United States. Within this context, students learn how law enforcement officials can predict 
patterns of terrorist activities. The course focuses especially on law enforcement's methods for combating terrorism 
within multiple arenas, including deterrence, detection, prevention and swift response. The course further addresses the 
challenges facing law enforcement and intelligence agencies in developing a coordinated response to terrorism.  
Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA402 - Drugs and the Criminal Justice System (Anchorage Only)  Students in this course will spend ten weeks 
discussing a wide variety of issues related to drugs (including alcohol), drug-related crime, and the criminal justice 
system’s responses to these concerns. This course has been developed as a comprehensive overview of the nature and 
types of drug use, drug related problems and issues, and criminal justice involvement with drug offenders.  
Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA403 - Minorities, Crime, and Social Policy (Anchorage Only)  The primary purpose and focus of this course will 
be to explore the different viewpoints and the current non-reconciled positions about the current influence of racial and 
ethnic bias on the treatment of ethnic minority subgroups within America's criminal justice system.  Additionally, this course 
will examine the relationship between stereotypical images of color and images and realities of crime and punishment.  
Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA404 - White Collar and Organized Crime (Anchorage Only)  This course is designed to provide the student with 
the theoretical background to critically analyze abstract and real world problems. This course will enhance written, 
verbal and analytical skills in the criminal justice field. Students will gain in-depth knowledge on juvenile and adult 
criminal careers as well as understand the extent, etiology, control, and treatment of white-collar and organized crime.  
Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA405 - Gangs and Deviant Social Groups (Anchorage Only)  This course explores the history of street gangs and 
other deviant social groups primarily in America, but will also focus its attention to gangs in Alaska.  A wide array of 
criminological theories applicable to gang formation, expansion, and intervention will be reviewed.  The influence of 
the family, media, peers, socio-economic status, drugs, neighborhood affiliation, public-housing, and schools on gang 
activity will be presented.  An overview of the legal framework in which police/and gangs interact along with the roles 
of the police, prosecutor, the juvenile court, and correctional personnel (e.g., security threat groups) will be taught.  
Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CJA406 - Criminal Justice Practicum (Anchorage Only)  The course must be arranged in the quarter prior to taking 
it, and requires the approval of the student's advisor. This is a practicum and is therefore a supervised work experience 
in criminal justice under the direction of a faculty advisor. The experience consists of working in an institutional setting 
at varying positions so as to become more familiar with the criminal justice field. Students must spend a minimum of 90 
hours per quarter in this capacity and maintain a log of their work activity. Evaluations of students are completed by 
agency staff and/or Charter College faculty. Students will be required to submit 5 written assignments based on reading 
and answering questions from the text and reflecting on experiences in the internship.  Prerequisite:  Junior student 
status.  Practicum 3.00 quarter hours. 
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Construction Management 
 
CSM300 - Principles of Construction Management (Anchorage Only)  An introduction to the disciplines and 
practices involved in construction management.  Students learn how the business and drafting disciplines tie into the 
field.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CSM301 - Reading Construction Drawings (Anchorage Only)  Students learn to read and understand the symbology 
used in construction drawings of various types and purposes, including mechanical, architectural, and electrical 
diagrams.  In addition, students learn to do takeoffs, requirement calculations, and modifications.  Prerequisite:  Junior 
student status and Materials and Methods of Construction with Blueprint Reading (CAD101).  Lecture 4.35 quarter 
hours. 
 
CSM302 - Building Codes and Standards (Anchorage Only)  An in-depth study of the building codes and standards 
applicable to commercial and residential construction.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CSM303 - Materials Statics and Strengths (Anchorage Only)  An analysis of the forces at play upon portions of 
structural elements and assemblies.  Students learn the fundamentals of statics; material stress, strain, and deformation; 
shear and bending moment stresses in beams; and column analysis.  Prerequisite:  Junior student status.  Lecture 4.35 
quarter hours. 
 
CSM304 - Mechanical Systems (Anchorage Only)  An analysis of the design, placement, and construction of the 
systems in buildings that provide occupants safety, comfort, and/or convenience.  Students learn how the systems 
interact.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CSM400 - Construction Project Scheduling and Logistics (Anchorage Only)  An in-depth study of the principles of 
project management as applied to construction management situations.  Students learn to utilize modern software tools 
to plan, implement, and track construction projects. Throughout the study, students consider the effects of logistics 
management issues on construction projects.  Prerequisite:  Project Management Applications (BSM301).  Lecture and 
Laboratory 3.25 quarter hours. 
 
CSM401 - Safety and Risk Analysis (Anchorage Only)  An in-depth analysis of the human health and welfare, 
process, project, and customer risks associated with construction projects.  Students learn to conduct risk analyses for 
projects and to translate the analyses into comprehensive safety and risk management plans.  Prerequisite:  Junior 
student status.  Lecture 4.35 quarter hours. 
 
CSM402 - Legal Issues in Construction Management (Anchorage Only)  A study of the various legal issues that 
affect construction management situations.  Students study specific issues related to contracts, permitting, and human 
resource laws.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
 
CSM403 - Cost Estimating & Analysis (Anchorage Only)  An analysis of the process used for estimating material and 
labor costs both pre-project and during the project for construction managers.  Students learn to use software tools to 
assist them in properly estimating costs for projects and project modifications.  Prerequisite:  Junior student status.  
Lecture and Laboratory 3.25 quarter hours. 
 
CSM404 - Federal Acquisition Requirements (Anchorage Only)  An in-depth study of the requirements imposed 
upon construction managers by Federal Acquisition Regulations used by governmental agencies in the process of 
contracting.  Prerequisite:  Junior student status.  Lecture 4.35 quarter hours. 
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Digital Electronics 
 
DET124 - A+ Fundamentals (Anchorage Only)  An introduction to CompTIA’s (Computing Technology Industry 
Association) A+ Core Hardware & OS (Operating System) Technologies.  Students, working with their own personal 
computers issued by the college, learn how to install, configure, upgrade, troubleshoot, and repair microcomputer 
hardware.  This course along with A+ Core Hardware Technologies (DET213) and A+ Operating System Technologies 
(DET212) prepares students to take the two exams required for A+ Certification.  Prerequisites: Computer Essentials 
(CMP 102) and Linux Essentials (CMP104). Lecture and Laboratory 3.25 quarter hours.  
 
DET128 - NetWare 6 eDirectory Administration: NV3001 (Anchorage Only)  An introduction to Novell NetWare 6 
networking system using Novell Official Curriculum.  Students learn network administration and fundamental network 
management.  Topics include e-NDS, workstation, network access, print services, file system, security, login script, 
Z.E.N. works and managing resources.  Prerequisites:  Computer Essentials (CMP102), A+ Fundamentals (DET124) 
or CAD Procedures (CAD121), and Programming Essentials (CMP125).  Lecture and Laboratory 3.25 quarter hours.   
 
DET212 - A+ Operating System Technologies (Anchorage Only)  A continuing study of A+ operating systems.  
Topics include Microsoft Windows, and an introduction to Linux and MacOS (Operating System).  The course takes a 
hands-on approach to learning the steps involved in installing, troubleshooting and supporting these common operating 
systems in use on the workstation computer.  Real-world examples of problems and issues related to operating systems 
are examined.  This course prepares students for the CompTIA (Computing Technology Industry Association) A+ OS 
Technologies exam.  A+ Fundamentals (DET124), A+ Core Hardware Technologies (DET213), and this course prepare 
students to take the two exams required for A+ Certification.  Prerequisite:  A+ Fundamentals (DET124).  Lecture and 
Laboratory 3.25 quarter hours. 
  
DET213 - A+ Core Hardware Technologies (Anchorage Only)  A continuing study of A+ hardware.  Using 
microcomputers issued by the College, students identify and troubleshoot major hardware problems. Topics include 
installing and supporting hardware components, peripheral devices, troubleshooting resources, and an introduction to 
laptops.  This course prepares students for the CompTIA (Computing Technology Industry Association) A+ Core 
Hardware Technologies Certification exam. A+ Fundamentals (DET124), A+ Operating System Technologies 
(DET212), and this course prepares students to take the two exams required for A+ Certification.  Prerequisite:  A+ 
Fundamentals (DET124). Lecture and Laboratory 3.25 quarter hours. 
 
DET216 - Hardening the Infrastructure: SCP-HTI (Anchorage Only)  A study of network security protection.  
Topics include: infrastructure and operating system hardening; process of network communication to protect secure 
communications; and proper techniques for contingency planning.  This course along with Network Defense and 
Countermeasures: SCP-NCD (DET217) prepares students to take the two exams required for the Security Certified 
Network Professional (SCNP) Certification exam sponsored by the Security Certified Program.  Prerequisite:  
Security+: Network Security Fundamentals (CMP133).  Lecture and Laboratory 3.25 quarter hours. 
 
DET217 - Network Defense and Countermeasures: SCP-NDC (Anchorage Only)  A study of network defense and 
countermeasures.  Topics include: designing and configuring firewall systems, Virtual Private Networks (VPN), and a 
network intrusion detection system.  Performing risk analysis and creating a network security policy are also covered.  
This course along with Hardening the Infrastructure: SCP-HTI (DET216) prepares students to take the two exams 
required for the Security Certified Network Professional (SCNP) certification sponsored by the Security Certified 
Program. Prerequisite:  Security+: Network Security Fundamentals (CMP133).  Lecture and Laboratory 3.25 quarter 
hours. 
 
DET400 - Advanced Telecommunications Technologies (Anchorage Only)  An advanced study of 
telecommunications.  Students   learn about interconnectivity concepts, ranging from single-channel to multiplexed 
fiber-optic pipes servicing the core of the  Internet in order to understand global  exchange networks. Other topics  
include convergence of voice, data and video, and the paths required to move this information. Prerequisites:  Junior 
student status and Telecommunications for Managers (BSM300). Lecture 4.35 quarter hours. 
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DET401 - Cabling Standards and Codes (Anchorage Only)  A study of telecommunications distribution in 
accordance with federal and state regulations.  Students learn the latest techniques for installing distribution frames, 
terminating, designing and distributing most network topologies.  Students also learn the procedures for documenting 
premise cabling infrastructure.  Prerequisite:  Junior student status.  Lecture and Laboratory 3.25 quarter hours. 
 
 

Communications 
 
ENG100 - Written Communication  An introduction to the theory and practice of writing effective paragraphs and 
essays.  Additionally, the course provides a review of grammar, punctuation, sentence structure, and paragraph 
development.  Students learn the beginning of research and MLA documentation.  Students have the opportunity to 
master a variety of writing modes in a wide range of assignments.  Lecture 4.35 quarter hours.  
 
ENG101 - Oral Communication  An introduction to public speaking.  Emphasis is on learning to talk with greater ease 
and to listen more effectively in individual and group situations.  Topics include organizing ideas, exchanging thoughts, 
opinions, information and data.  Students practice speaking and listening skills by participating in group activities and 
by giving formal and informal speeches.  Lecture 4.35 quarter hours.  
 
ENG121 - Technical Writing and Presentation  An introduction to writing with a technical orientation.  Students 
produce correspondence, instructions, promotions, technical reports/proposals, and other presentations.  Topics include 
technical communication, audience analysis, persuasion, analyzing and synthesizing information, and oral 
communication.  Prerequisite:  Written Communication (ENG100).  Lecture 4.35 quarter hours.  
 
ENG201 - Advanced Discourse (Anchorage Only)  A continuing study of Written Communication.  This composition 
course is designed to enable students to develop deeper insight into strategies employed by skillful writers to narrate, 
explain, analyze, interpret, argue and persuade, so that students can develop their own professional style in expository 
and argumentative writing.  Students learn to develop ideas within contexts of particular reading communities, rewriting 
content and structure based on the audience and the purpose of the writing, while learning the value of editing and 
revising prose for stylistic effectiveness.  Prerequisites:  Written Communication (ENG100) and Oral Communication 
(ENG101).  Lecture 4.35 quarter hours. 
 
ENG400 - Managerial Writing and Presentations (Anchorage Only)  An advanced study of managerial 
communications.  Emphasis is on the three basic communication skills: listening, speaking and writing and the 
applications of these skills in various situations that confront a manager.  This course expands the focus of 
organizational communication to include the delivery of effective presentations to clients, peers and senior management 
using technology to enhance the presentation process while focusing on essential communication skills.  Students 
prepare effective documents and practice delivering professional presentations.  Prerequisite:  Junior student status.  
Lecture 4.35 quarter hours. 
 
ENG401 - IT Business Communication (Anchorage Only)  An advanced study of writing for information technology 
professionals that enables them to communicate effectively with technical and non-technical audiences.  Topics include 
developing effective communication strategies and materials that support business objectives.  Students plan, compose 
and revise documents containing both positive and negative messages for internal and external audiences at various 
levels of technicality. Prerequisite:  Junior student status.  Lecture 4.35 quarter hours.  

 
 

Humanities 
 
HUM120 - Twentieth-Century Fiction  An in-depth study of the essentials of fiction of the twentieth century.  
Students watch films and read masterful short stories and novels from various countries written between 1900 and 2000.  
Students confront and evaluate issues that have faced cultures and examine various experiments that writers have 
explored to express dilemmas.  Prerequisite:  Written Communication (ENG100).  Lecture 4.35 quarter hours.  
 
HUM121 - The Impact of Mass Media  A study of communication theories underlying the mass media: popular 
music, motion pictures, television, and periodicals.  Students learn how the individual and society are influenced by 
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these media and understand how these media are produced and financed.  Insights into how a particular historical time 
affects the style of individual productions are explored.  Prerequisite: Written Communication (ENG100).  Lecture 
4.35 quarter hours.  
 
HUM122 - Philosophy of Ethics  An introduction to the philosophy of ethics.  Students learn how they choose, 
organize and assess their own values using a system of normative moral principles, ethical theories and moral decision-
making.  Prerequisite:  Written Communication (ENG100).  Lecture 2.15 quarter hours.  
 
HUM123 - Applying Ethics  An introduction to the application of ethics.  Topics include applying ethical theories to 
contemporary issues, examining specific codes of ethics, and studying the ethical behavior and practices of professional 
organizations.  Prerequisite:  Written Communication (ENG100).  Lecture 2.15 quarter hours.  
 
HUM202 - Logic and Reasoning (Anchorage Only)  A study of the principles of good and orderly reasoning.  
Students learn to avoid fallacious reasoning and evaluate the rhetoric of others when dealing with everyday problems.  
Topics include claims, arguments, evaluation, cogency, cognitive and emotive meanings, and evaluating advertising.  
Prerequisites:  Written Communication (ENG100) and Oral Communication (ENG101).  Lecture 4.35 quarter hours. 
 
 

Medical Assistant 
 
MAP101 - Record Management and Ethics  This course is designed to introduce the student to medical office 
procedures while ensuring the concepts of medical law and ethics.  Topics of study will include medical specialties and 
providers, medical law and ethics, HIPAA, patient medical records, and record management, including maintenance, 
filing, and charting.  Lecture and Laboratory 3.25 quarter hours.  
 
MAP102 - Patient Care Concepts  This course teaches the student the medical terminology with regard to body planes 
and directional terms commonly used in the medical office.  Course discussion and projects concentrate on the 
preparation and maintenance of exam rooms, positioning of patients for an examination, adhering to OSHA guidelines, 
taking vitals signs and recording the findings, and learning the digestive system, its pathologies, and the performance of 
procedure relating to the system and disorder.  Lecture and Laboratory 3.25 quarter hours. 
 
MAP103 - Office Management and Communications  This course presents the major clerical and front office 
functions of a medical office.  Topics covered in the course include telephone techniques, appointment scheduling, 
office communication, office interpersonal relationships, patient education, mail processing, office equipment 
maintenance, and managing office stressors. Lecture and Laboratory 3.25 quarter hours. 
 
MAP104 - Minor Office Surgery  In this course, students will study minor office surgical techniques and their 
relationship to the neurosensory division of the body and response of the Integumentary System to this internal 
communication. Using asepsis in surgical techniques; assisting with diagnostic procedures of the Integumentary, 
Nervous, and Endocrine Systems; and understanding mental health, medical terminology, vital signs, and OSHA 
regulations are a part of the course.  Lecture and Laboratory 3.25 quarter hours. 
 
MAP105 - Pharmacology  In this course, the student will be introduced to the principles of pharmacology and the 
administration of medication with Pediatric and Geriatric patients. Topics covered include injections, prescriptions, 
medication methods, pharmacology math, and the muscular, skeletal, and reproductive systems.  Also presented are 
medical terminology, vital signs, and OSHA regulations.  Lecture and Laboratory 7.05 quarter hours. 
 
MAP106 - Medical Insurance  In this course, students are introduced to the basics of insurance processing.  Topics 
and procedures presented include types of medical insurance plans, abstracting from medical records, professional 
services, CPT and ICD-9 coding, claims forms, third party guidelines, and methods for keeping up to date on changes.  
Students practice the clerical aspects of processing claims with Medicare, Worker’s Compensation, 
Medicaid/AHCCCS, group insurance, and private insurance.  Lecture and Laboratory 3.25 quarter hours. 
 
MAP107 - Fundamentals of Office Accounting  This course will introduce students to the fundamental concepts and 
practices of medical office accounting.  Topics covered in the course include basic bookkeeping procedures, accounts 
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payable, accounts receivable, payroll and taxation, banking processes, petty cash, and employee benefits packages.  
Lecture and Laboratory 3.25 quarter hours. 
 
MAP108 - Office Emergencies and Cardiac Care  This course will introduce students to office emergencies and 
cardiac care, as well as to IV theory. Topics presented in the course include principles of EKG, CPR, basic first aid, 
cardiovascular system, respiratory system, medical terminology, vital signs, and OSHA regulations.  Lecture and 
Laboratory 6.00 quarter hours. 
 
MAP109 - Hematology and Phlebotomy  This course will introduce the student to hematology and phlebotomy and 
the role of the lymphatic system with these clinical procedures.  Topics presented in the course include blood chemistry 
analysis, immunology, microbiology, vital signs, medical terminology, and OSHA regulations.  Lecture and Laboratory 
4.35 quarter hours. 
 
MAP110 - Professional Development  This course introduces the student to the basic concepts of general psychology 
and to the skills and strategies of writing an effective resume, conducting a successful job search, and interviewing 
effectively.  Topics presented in the course include employer expectations, workplace dynamics, job readiness, 
developing professional attitudes, allied health professions, and credentialing.  Lecture and Laboratory 1.65 quarter 
hours. 
 
MAP111 - Specimen Collection and Analysis  This course will give a student the understanding of how the urinary 
system functions and how to perform urinalysis procedures, including physical, chemical and microscopic 
examinations.  Topics presented include the collection of sputum and stool specimens, how to record and process 
specimens, the terminology used in these procedures, application of OSHA regulations, and taking vital signs.  Lecture 
and Laboratory 3.80 quarter hours. 
 
MAP112 - Computer Applications  This course is designed to introduce the student to computer applications while 
ensuring the concepts of medical word processing.  Topics of study will include transcription theory, medical office 
equipment and inventory maintenance, using reference materials to check unfamiliar medical and business terms, the 
three basic mechanical formats of letter preparation and the introduction to e-mail usage. The development of 
keyboarding skills will also be presented.   Lecture and Laboratory 2.20 quarter hours. 
 
MAP200 - Medical Assistant Externship  An advanced course applying medical assistant skills at a sponsoring 
medical facility.  Students gain practical experience in a medical office environment.  The course provides students with 
180 hours of supervised work involving medical assistant practical/procedural skills, medical office management skills, 
and career professionalism.  Prerequisites:  Students must complete all other Medical Assisting courses prior to 
entering the externship (MAP101, MAP102, MAP103, MAP104, MAP105, MAP106, MAP107, MAP108, MAP109, 
MAP110, MAP111, and MAP112), and successful completion of the NCCT certification examination.  6.00 quarter 
hours. 
 

 
Medical Administration 

 
MED100 - Medical Terminology Essentials  An introduction to medical vocabulary.  Topics include definitions, 
spelling, pronunciation, suffixes, prefixes, plurals, and combining forms.  Medical specialty systems and terminology 
related to pathology, laboratory tests, clinical procedures, and abbreviations are examined.  Lecture 4.35 quarter hours.  
 
MED101 - Medical Insurance Billing Essentials  An An introduction to the process of billing medical insurance.  
Topics include managed health care organizations, the cycle of insurance claims, legal and regulatory issues, and CMS 
(Centers for Medicare and Medicaid Services) reimbursements.  Students are introduced to several coding systems: 
ICD-9-CM (International Classification of Diseases, 9th Revision, Clincial Modification), CPT (Current Procedural 
Terminology), and HCPCS (Healthcare Common Procedure Coding System).  Prerequisite:  Medical Terminology 
Essentials (MED100).  Lecture 4.35 quarter hours.  
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MED122 - ICD-9-CM Coding Essentials  An introduction to ICD-9-CM (International Classification of Diseases – 9th 
Revision – Clinical Modification) coding and classification systems which classifies morbidity and mortality 
information.  Students learn to correctly code medical diagnoses for medical insurance claims.  Topics include 
Prospective Payment System (PPS), Uniform Hospital Discharge Data Set (UHDDS), diagnostic related groups 
(DRGs), late effects, supplementary classifications, and computerized encoding software systems. Prerequisites: 
Medical Terminology Essentials (MED100); Medical Insurance Billing Essentials (MED101); and Introduction to 
Human Anatomy and Physiology (SCI102). Lecture and Laboratory 3.25 quarter hours.  
 
MED123 - CPT Coding Essentials  An introduction to the CPT (Current Procedural Terminology) coding and 
classification systems developed by the American Medical Association.  Medical services, procedures and treatments 
performed for patients are translated into CPT numeric codes.  Topics include CPT coding procedures, section 
guidelines, medicine section, modifier usage and HCPCS (Healthcare Common Procedural Coding System) Levels, and 
computerized encoding software systems. Prerequisites: Medical Terminology Essentials (MED100); Medical 
Insurance Billing Essentials (MED101); and Introduction to Human Anatomy and Physiology (SCI102). Lecture and 
Laboratory 3.25 quarter hours.  
 
MED206 - ICD-9-CM Coding Procedures  A continuing study of ICD-9-CM (International Classification of Diseases 
– 9th Revision – Clinical Modification) coding and classification systems for processing insurance claims.  Topics 
include diseases of several systems—circulatory, digestive, genitourinary, skin, musculoskeletal, and complications of 
pregnancy and congenital anomalies.  Symptoms, injury and poisoning, E codes, and computerized encoding software 
are covered. Prerequisites:  ICD-9-CM Coding Essentials (MED122) and CPT Coding Essentials (MED123).  Lecture 
and Laboratory 3.25 quarter hours. 
 
MED207 - Healthcare Data and Delivery Systems  A study of the content, structure, and functions of healthcare data 
with emphasis on U.S. health delivery systems.  Topics include healthcare record, data sets, primary and secondary data 
sources, and ethical and legal issues in health information.  The evolution, organizational structures, delivery settings, 
regulatory agencies, accreditation requirements, and reimbursement systems of health services are also covered. 
Prerequisites:  ICD-9-CM Coding Essentials (MED122) and CPT Coding Essentials (MED123). Lecture 4.35 quarter 
hours.  
 
MED208 - CPT Coding Procedures  A continuing study of the CPT (Current Procedural Terminology) coding 
systems developed by the American Medical Association.  Students learn to code specialty procedures and services for 
medical insurance claims.  Specialty topics include coding in Surgery, Radiology, Pathology and Laboratory, and 
Anesthesia.  Expansion of CPT applications, reimbursement in the ambulatory setting, and computerized encoding 
software systems are covered.  Prerequisites:   ICD-9-CM Coding Essentials (MED122) and CPT Coding Essentials 
(MED123).  Lecture and Laboratory 3.25 quarter hours. 
 
MED209 - Pathophysiology and Pharmacology  A study of human diseases using a systems approach and the 
application of pharmacology drugs.  This course builds on the concepts of anatomy and physiology and medical 
terminology from prerequisite courses.  Topics include the basics of the disease process or pathology, diseases of major 
human systems, and pharmacological applications. Prerequisites: ICD-9-CM Coding Essentials (MED122) and CPT 
Coding Essentials (MED123).  Lecture 4.35 quarter hours.   
 
MED210 - Medical Office Procedures  A study of computerized medical office administration.  Students use a 
computerized account management software to set up the medical office.  Through practice sets, students learn to build 
patient files, post and edit entries, schedule appointments, bill insurance, generate reports, and keep records. 
Prerequisites:  ICD-9-CM Coding Essentials (MED122) and CPT Coding Essentials (MED123).  Lecture and 
Laboratory 3.25 quarter hours. 
 
MED211 - Reimbursement Methodologies  A continuing study of medical billing and reimbursement methodologies.  
Students learn to complete, interpret, and process manual and automated insurance claim forms.  Third party payer 
topics include Blue Cross and Blue Shield, Medicare, Medicaid, TRICARE, and Workers’ Compensation. 
Prerequisites:  ICD-9-CM Coding Essentials (MED122) and CPT Coding Essentials (MED123).  Lecture 4.35 quarter 
hours. 
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MED212 - AHIMA Professional Practice  An advanced application course in medical coding using American Health 
Information Management Association’s (AHIMA) online module on Professional Practice.  Under the supervision of an 
instructor, students learn to practice tasks and solve problems in the automated medical office environment.  Projects 
and cases replicate typical coding tasks in a hospital, physician's office, clinic or other health care setting.  Topics 
include obtaining coding resources, compliance, locate Medicare policies and memorandums, clinical diagnosis and 
professional development research, coding system updates, and professional practice coding exercises.  (Two hours per 
week of additional Professional Practice homework are required). Prerequisites: ICD-9-CM Coding Essentials 
(MED122) and CPT Coding Essentials (MED123) and four of the following courses: ICD-9-CM Coding Procedures 
(MED206); Healthcare Data and Delivery Systems (MED207); CPT Coding Procedures (MED208); Pathophysiology 
and Pharmacology (MED209); Medical Office Procedures (MED210) and Reimbursement Methodologies (MED211). 
Lecture and Laboratory 3.25 quarter hours. 
 

 
Mathematics 

 
MTH100 - College Mathematics  A study of collegiate mathematics with emphasis on mathematical reasoning as well 
as formal manipulation.  The course sequence moves from basic mathematics, including fractions and decimals, through 
solving equations.  Word problems are used to teach deductive reasoning.  Lecture 4.35 quarter hours. 
 
MTH103 - Algebra I  An introduction to the language of algebra.  The course focuses on the development of 
mathematical understandings and mathematical operations.  Topics include signed numbers, algebraic expressions, 
equations and inequalities, linear equations, exponents, and scientific notation.  Lecture 2.15 quarter hours. 
 
MTH120 - Algebra II  A continuing study of algebra.  Students learn additional ways of using mathematical 
expressions to solve problems.  They learn to combine polynomials using basic mathematical operations, simplify 
algebraic expressions, represent algebraic expressions with straight lines and slopes and use systems of equations to 
solve problems.  Prerequisite:  Algebra I (MTH103).  Lecture 2.15 quarter hours. 
 
MTH200 - Calculus I  A study of calculus with emphasis on reasoning and technical skills necessary for students to 
become proficient in applying mathematical concepts and tools of calculus.  Students explore multiple representations 
of functions, limits, and vectors.  Prerequisite:  Algebra II (MTH120).  Lecture 2.15 quarter hours. 
 
MTH220 - Calculus II (Anchorage Only)  A continuing study of calculus.  Topics include limit and continuity of a 
function, rates of change, slope of a tangent line, derivatives, differentiation rules, curve sketching, graphing, 
exponential and logarithmic functions, and differential equations.  Prerequisite:  Calculus I (MTH200).  Lecture 2.15 
quarter hours. 
 

 
Office Administration 

 
OFM102 - Customer Service and the Automated Office  An introduction to basic concepts of customer service.  
Students learn to enhance their customer service skills and their ability to anticipate, prevent and solve problems related 
to customer service.  This course also provides students with opportunities to practice tasks needed to perform 
efficiently and effectively in an automated office environment.  Topics include professional attitude, greeting, difficult 
customers, telephone usage, scheduling, filing, reprographics, e-mail and faxing.  Lecture and Laboratory 3.25 quarter 
hours. 
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Laboratory Science 
 
SCI101 - Physical Geology  An introduction to the study of the Earth, its material and the processes affecting changes 
on and within it.  Laboratory work focuses on learning to use physical properties to recognize and classify common 
rocks and minerals.  Geological features are studied using topographic maps and remote imagery.  (34.50 academic 
hours lecture and 22.50 academic hours laboratory)  Lecture and Laboratory 4.50 quarter hours.   
 
SCI102 - Introduction to Human Anatomy and Physiology  An introduction into the anatomical structure and 
physiological functions of the human body.  System topics include integumentary, skeletal, muscular, nervous, 
cardiovascular, lymphatic, respiratory, urinary, reproductive, endocrine, and digestive. Gross and microscopic anatomy 
and physiology of the cell are covered.  (34.50 academic hours of lecture and 22.50 academic hours of laboratory)  
Lecture and Laboratory 4.50 quarter hours.   
 
SCI200 - Physics (Anchorage Only)  A study of classical physics with emphasis on the physical environment on a 
macroscopic level.  Topics include kinematics, Newton’s Laws, dynamics, gravity, electrostatics, currents, circuits, and 
thermodynamics.  Prerequisite: Algebra I (MTH103).  Lecture and Laboratory 3.25 quarter hours. 
 
 

Social Science 
 
SOC101 - Introduction to Economics  An introduction to macro- and microeconomics.  Students learn basic concepts 
and theories used by economists as they apply to contemporary issues, problems, and policies.  Topics include 
government’s role, economic stability, demand, supply, organizations, and international trade.  Lecture 4.35 quarter 
hours.  
 
SOC102 - Interpersonal Psychology  An introduction to interpersonal psychology.  Topics include description and 
analysis of the relationship between culture, group life, social structures, and human behavior.  Emphasis is on 
interpersonal communication skills, self-concept, motives, values, emotions and perceptions.  Lecture 2.15 quarter 
hours.  
 
SOC103 - Social Psychology  An introduction to the social influence of psychology.  Topics include describing and 
analyzing the development of cognition; the influence of attitudes on social perception; and the powerful social forces 
that influence behavior.  Lecture 2.15 quarter hours.  
 
SOC200 - History of Alaska (Anchorage Only)  A study of the history of Alaska and the cultures of its indigenous 
peoples.  Students explore the cultures of the Aleuts, Northern and Southern Eskimos (Inupiat and Yuit), Athabascans, 
Tlingits and Haida in order to gain a wider appreciation of the traditional culture and present aspirations of this unique 
and diverse group of aboriginal people.  In addition, students are presented with major historical developments from 
early times to the present, with special emphasis given to twentieth century developments.  Prerequisite: Written 
Communication (ENG100).  Lecture 4.35 quarter hours. 
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CHAPTER 9: INSTITUTIONAL STATISTICS 
 

July 1, 2006 to June 30, 2007 
 

PROGRAM RETENTION 
 RATE % 

PLACEMENT 
RATE % 

B.S. Degree in Information Technology Engineering*** 75.00 100.00 

B.S. Degree in Business Management and Technology*** 71.00 83.30 

B.S. Degree in Business Management Accounting*** 100.00 0.00** 

A. A. S. Degree in Computerized Accounting 68.70 60.00 

     Certificate in Computerized Bookkeeping Associate*** 75.00 100.00 

     Certificate in Computerized Bookkeeping Specialist 61.10 100.00 

A. A. S. Degree in Business Management Practice*** 75.00 72.70 

A. A. S. Degree in Computer Science: 
Concentration in Technical Graphics 

73.60 83.30 

     Certificate in Computer Aided Drafting Assistant*** 66.70 42.90 

     Certificate in Computer Aided Drafting Associate 94.10 75.00 

A. A. S. Degree in Computer Science: 
Concentration in Networking Technology*** 

62.60 60.00 

A.A.S. Degree in Computer Science: Concentration in 
Network Security*** 

73.70 0.00** 

A.A.S. Degree in Medical Office Administration: 
Concentration in Medical Coding and Billing 

69.20 60.00 

     Certificate in Medical Coding and Billing 65.50 54.20 

A. A. S. Degree in Medical Office Administration*** 100.00 0.00** 

A.A.S. Degree in Computer Science: Concentration in Local 
Area Networking*** 

0.00 
 

0.00** 
 

A. A. S. Degree in Computer Science: 
Concentration in Business Applications 

65.00 100.00 

     Certificate in Computerized Office Associate*** 20.00 0.00** 

     Certificate in Computerized Office Specialist 47.10 100.00 

INSTITUTIONAL AVERAGE 68.10* 65.70* 

 
 
*ACICS Retention and Placement Rates: The 2007 retention and placement rates derived from ACICS calculation methods. 
**Program reflects a 0% Placement Rate.  There were no graduates within the reporting period. 
***These programs only offered at the Anchorage campus.  Percentages reflect Anchorage retention and placement rates. 
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CHAPTER 10: ACADEMIC CALENDAR 
 

 
QUARTER ONE 2008 

 
JAN. 28 .......MONDAY ........FIRST DAY OF THE QUARTER 
FEB. 4 .........MONDAY ........FIRST DAY OF WEEK TWO 
FEB. 11 .......MONDAY ........FIRST DAY OF WEEK THREE 
FEB. 18 ......MONDAY ........FIRST DAY OF WEEK FOUR 
FEB. 25 .......MONDAY ........FIRST DAY OF WEEK FIVE 
MAR. 3 .......MONDAY ........FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
MAR. 10 .....MONDAY ........FIRST DAY OF WEEK SEVEN 
MAR. 17 .....MONDAY ........FIRST DAY OF WEEK EIGHT 
MAR. 24 .....MONDAY ........FIRST DAY OF WEEK NINE 
MAR. 31 .....MONDAY ........FIRST DAY OF WEEK TEN 
APR. 5.........SATURDAY......LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 
 

QUARTER TWO 2008 
 

APRIL 7.......MONDAY ........FIRST DAY OF THE QUARTER 
APRIL 14.....MONDAY ........FIRST DAY OF WEEK TWO 
APRIL 21.....MONDAY ........FIRST DAY OF WEEK THREE 
APRIL 28.....MONDAY ........FIRST DAY OF WEEK FOUR 
MAY 5. .......MONDAY ........FIRST DAY OF WEEK FIVE 
MAY 12 ......MONDAY ........FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
MAY 19 ......MONDAY ........FIRST DAY OF WEEK SEVEN 
MAY 26 ......MONDAY ........FIRST DAY OF WEEK EIGHT 
HOLIDAY: MEMORIAL DAY 
JUNE 2 ........MONDAY ........FIRST DAY OF WEEK NINE 
JUNE 9 ........MONDAY ........FIRST DAY OF WEEK TEN 
JUNE 14 ......SATURDAY......LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 
 

QUARTER THREE 2008 
 

JUNE 16 ......MONDAY ........FIRST DAY OF THE QUARTER 
JUNE 23 ......MONDAY ........FIRST DAY OF WEEK TWO 
JUNE 30 ......MONDAY ........FIRST DAY OF WEEK THREE 
JULY 4 ........FRIDAY ...........HOLIDAY: INDEPENDENCE DAY 
JULY 7 ........MONDAY ........FIRST DAY OF WEEK FOUR 
JULY 14 ......MONDAY ........FIRST DAY OF WEEK FIVE 
JULY 21 ......MONDAY ........FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
JULY 28 ......MONDAY ........FIRST DAY OF WEEK SEVEN 
AUG. 4 ........MONDAY ........FIRST DAY OF WEEK EIGHT 
AUG. 11 ......MONDAY ........FIRST DAY OF WEEK NINE 
AUG. 18 ......MONDAY ........FIRST DAY OF WEEK TEN 
AUG. 23 ......SATURDAY......LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 

QUARTER FOUR 2008 
 

AUG. 25 ......MONDAY........ FIRST DAY OF THE QUARTER 
SEPT. 1........MONDAY........ FIRST DAY OF WEEK TWO 
HOLIDAY: LABOR DAY 
SEPT. 8........MONDAY........ FIRST DAY OF WEEK THREE 
SEPT. 15......MONDAY........ FIRST DAY OF WEEK FOUR 
SEPT. 22….. MONDAY........ FIRST DAY OF WEEK FIVE 
SEPT. 29......MONDAY ....... FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
OCT. 6.........MONDAY........ FIRST DAY OF WEEK SEVEN 
OCT. 13.......MONDAY........ FIRST DAY OF WEEK EIGHT 
OCT. 20.......MONDAY........ FIRST DAY OF WEEK NINE 
OCT. 27.......MONDAY........ FIRST DAY OF WEEK TEN 
NOV. 1. .......SATURDAY ..... LAST DAY OF INSTRUCTION                 
LAST DAY OF THE QUARTER 

 
QUARTER FIVE 2008 

 
NOV. 3 ........MONDAY........ FIRST DAY OF THE QUARTER 
NOV. 10 ......MONDAY........ FIRST DAY OF WEEK TWO 
NOV. 17 ......MONDAY.... ...FIRST DAY OF WEEK THREE 
NOV. 24 ......MONDAY.... ….FIRST DAY OF WEEK FOUR 
NOV. 27 ......THURSDAY ..... HOLIDAY: THANKSGIVING 
NOV. 28 ......FRIDAY .......... HOLIDAY: THANKSGIVING 
NOV. 29 ......SATURDAY ..... HOLIDAY: THANKSGIVING 
DEC. 1.........MONDAY........ FIRST DAY OF WEEK FIVE 
DEC. 8.........MONDAY........ FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
DEC. 15.......MONDAY........ FIRST DAY OF WEEK SEVEN 
DEC. 22.......MONDAY........ HOLIDAY RECESS  
JAN. 3..........SATURDAY ..... END OF HOLIDAY RECESS 
JAN. 5..........MONDAY........ FIRST DAY OF WEEK EIGHT 
JAN. 12........MONDAY........ FIRST DAY OF WEEK NINE 
JAN. 19........MONDAY......... FIRST DAY OF WEEK TEN 
JAN. 24........SATURDAY ..... LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 
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QUARTER ONE 2009 
 

JAN. 26 .......MONDAY ........FIRST DAY OF THE QUARTER 
FEB. 2 .........MONDAY ........FIRST DAY OF WEEK TWO 
FEB. 9 .........MONDAY ........FIRST DAY OF WEEK THREE 
FEB. 16 ......MONDAY ........FIRST DAY OF WEEK FOUR 
FEB. 23 .......MONDAY ........FIRST DAY OF WEEK FIVE 
MAR. 2 .......MONDAY ........FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
MAR. 9 .......MONDAY ........FIRST DAY OF WEEK SEVEN 
MAR. 16 .....MONDAY ........FIRST DAY OF WEEK EIGHT 
MAR. 23 .....MONDAY ........FIRST DAY OF WEEK NINE 
MAR. 30 .....MONDAY ........FIRST DAY OF WEEK TEN 
APR. 4.........SATURDAY......LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 
 

QUARTER TWO 2009 
 

APRIL 6.......MONDAY ........FIRST DAY OF THE QUARTER 
APRIL 13.....MONDAY ........FIRST DAY OF WEEK TWO 
APRIL 20.....MONDAY ........FIRST DAY OF WEEK THREE 
APRIL 27.....MONDAY ........FIRST DAY OF WEEK FOUR 
MAY 4. .......MONDAY ........FIRST DAY OF WEEK FIVE 
MAY 11 ......MONDAY ........FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
MAY 18 ......MONDAY ........FIRST DAY OF WEEK SEVEN 
MAY 25 ......MONDAY ........FIRST DAY OF WEEK EIGHT 
HOLIDAY: MEMORIAL DAY 
JUNE 1 ........MONDAY ........FIRST DAY OF WEEK NINE 
JUNE 8 ........MONDAY ........FIRST DAY OF WEEK TEN 
JUNE 13 ......SATURDAY......LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 
 

QUARTER THREE 2009 
 

JUNE 15 ......MONDAY ........FIRST DAY OF THE QUARTER 
JUNE 22 ......MONDAY ........FIRST DAY OF WEEK TWO 
JUNE 29 ......MONDAY ........FIRST DAY OF WEEK THREE 
JULY 4 ........SATURDAY......HOLIDAY: INDEPENDENCE DAY 
JULY 6 ........MONDAY ........FIRST DAY OF WEEK FOUR 
JULY 13 ......MONDAY ........FIRST DAY OF WEEK FIVE 
JULY 20 ......MONDAY ........FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
JULY 27 ......MONDAY ........FIRST DAY OF WEEK SEVEN 
AUG. 3 ........MONDAY ........FIRST DAY OF WEEK EIGHT 
AUG. 10 ......MONDAY ........FIRST DAY OF WEEK NINE 
AUG. 17 ......MONDAY ........FIRST DAY OF WEEK TEN 
AUG. 22 ......SATURDAY......LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 

QUARTER FOUR 2009 
 

AUG. 24 ......MONDAY........ FIRST DAY OF THE QUARTER 
AUG. 31 ......MONDAY........ FIRST DAY OF WEEK TWO 
SEPT. 7........MONDAY........ FIRST DAY OF WEEK THREE 
HOLIDAY: LABOR DAY 
SEPT. 14......MONDAY........ FIRST DAY OF WEEK FOUR 
SEPT. 21….. MONDAY........ FIRST DAY OF WEEK FIVE 
SEPT. 28......MONDAY ....... FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
OCT. 5.........MONDAY........ FIRST DAY OF WEEK SEVEN 
OCT. 12.......MONDAY........ FIRST DAY OF WEEK EIGHT 
OCT. 19.......MONDAY........ FIRST DAY OF WEEK NINE 
OCT. 26.......MONDAY........ FIRST DAY OF WEEK TEN 
OCT. 31.......SATURDAY ..... LAST DAY OF INSTRUCTION                 
LAST DAY OF THE QUARTER 

 
QUARTER FIVE 2009 

 
NOV. 2 ........MONDAY........ FIRST DAY OF THE QUARTER 
NOV. 9 ........MONDAY........ FIRST DAY OF WEEK TWO 
NOV. 16 ......MONDAY.... ... FIRST DAY OF WEEK THREE 
NOV. 23 ......MONDAY.... …FIRST DAY OF WEEK FOUR 
NOV. 26 ......THURSDAY ..... HOLIDAY: THANKSGIVING 
NOV. 27 ......FRIDAY .......... HOLIDAY: THANKSGIVING 
NOV. 28 ......SATURDAY ..... HOLIDAY: THANKSGIVING 
NOV. 30 ......MONDAY........ FIRST DAY OF WEEK FIVE 
DEC. 7.........MONDAY........ FIRST DAY OF WEEK SIX 
MEDICAL ASSISTANT MODULAR START 
DEC. 14.......MONDAY........ FIRST DAY OF WEEK SEVEN 
DEC. 21.......MONDAY........ HOLIDAY RECESS  
JAN. 2..........SATURDAY ..... END OF HOLIDAY RECESS 
JAN. 4..........MONDAY........ FIRST DAY OF WEEK EIGHT 
JAN. 11........MONDAY........ FIRST DAY OF WEEK NINE 
JAN. 18........MONDAY......... FIRST DAY OF WEEK TEN 
JAN. 23........SATURDAY ..... LAST DAY OF INSTRUCTION 
LAST DAY OF THE QUARTER 
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