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POINT OF VIEW

Okaloosa-Walton Junior College is committed to the belief that pro-
vision of opportunities for continuing study is the most desirable ap-
proach to fulfillment of the aspirations of the citizens of Northwest
Florida. This age of accelerated change, of rapid occupational obsoles-
cense, and of man’s intensified search for meaning in his life demands
such a commitment. Consequently, every effort of the College draws
its strength and structure from its determination to assist in making
continuing study a reality for students of all ages.



COLLEGE CALENDAR
DATES AND DEADLINES

COLLEGE CREDIT PROGRAMS

FALL SEMESTER 1967

General Faculty Meeting (9:00 AM.) ........ August 21
Registration (8:00 A.M.-8:00 P.M. Wed.,
Thurs.; 8:00 A.M.—4:30 P.M. Fri.; 8:00 A.M~

12:00 noon Sat.) ... August 23, 24, 25, 26

Evening Class Registration ................ August 23-31
Freshman Orientation ....................... August 24-26
Classes Begin (Day 8:00 A.M.; Evening

6:30 P.ML) ... August 28

Late Registration (Day Classes) ............ August 28, 29, 30
Change of Schedule Period

Day Classes ........coooominiieeaenen: August 28, 29, 30

Evening Classes ...................c.co.o. August 28-31
Last Day to Add Courses

Day Students ...................nn August 30

Evening Students ........................ August 31
Labor Day (No Classes) .................... September 4
Labor Day Make-Up (Monday Evening

ClasSes) ....voiuriiii e September 22

Last day to drop a course with a grade of “W”,
and last day to reprogram student

schedules (See Page 15) .................. October 6
Mid-Term grades due in Registrar’s Office

by 12:00 noon ... October 23
Thanksgiving Holidays ..................... November 23-24

Early Registration for Winter Semester Begins November 27-
(currently enrolled students only) .......... December 8
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Thanksgiving Day Make-Up (Thursday

Evening Classes) ......................... December 1
Final Examinations ......................... December 15, 16,
18, 19
Christmas Holidays Begin at 4:30 P.M. ...... December 19

Grades due in Registrar’s Office by 12:00 noon December 20

WINTER SEMESTER 1968

Registration (8:00 A.M.~8:00 P.M.) .......... January 2, 3, 4

Evening Class Registration ................ January 2-11
Classes Begin (Day 8:00 A.M.;

Evening 6:30 PM.) ....................... January 5

Late Registration (Day Classes) ............ January 8, 9, 10
Change of Schedule Period

Day Classes .............................. January 8, 9, 10

Evening Classes ........................... January 8-11
Last Day to Add Courses

Day Students ............................. January 10

Evening Students ......................... January 11

Last day to drop a course with a grade of “W”,
and last day to reprogram student schedules . . February 16

Graduation Application Deadline ............ February 20

Mid-Term grades due in Registrar’s Office by
12:00noon . ........... . March 1

Early Registration for Spring Semester and
Terms I and II (currently enrolled students

only) ... ... April 1-11
Spring Holiday ............................. April 12
American Arts Festival ..................... April 18-19-20
Last Day of Classes ......................... April 23
Final Examinations .......................... April 24, 25, 26, 27

Grades due in Registrar’s Office by 12:00 noon April 29
Graduation .............. .. ... ... May 5

SPRING SEMESTER 1968
Registration ................. e May 6, 7



Classes Begin ............... ... ..ol May 8
Change of Schedule Period

Day Classes ..., May 8, 9, 10

Evening Classes .......................... May 8-15
Last Day to Add Courses

Day Classes ................cooiiiiiiines May 10

Evening Classes .......................... May 15

Last day to drop a course with a grade of “W”,
and last day to reprogram student schedules . . May 29

Mid-Term grades due in Registrar’s Office by

12:00n00n ... ... June 21
Holiday ............................. ... .. July 4-5
Final Examinations .......................... August §

Grades due in Registrar’s Office by 12:00 noon . . August 7

TERM 1-1968

Registration ... .. e May 6, 7,
Classes Begin .................. ..., May 8
Change of Schedule Period ................... May 8, 9, 10
Last Day to Add Courses .................... May 10

Last day to drop a course with a grade of “W” May 22
Final Examinations ....................... ... June 19

Grades due in Registrar’s Office by 12:00 noon. June 21

TERM 11-1968

Registration .................. ... ... June 20
Classes Begin ............................... June 21
Change of Schedule Period .................. June 21, 24, 25
Last Day to Add Courses .................... June 25

Last day to drop a course with a grade of “W” July 9

Holiday ............... ... .o, July 4-5

Final Examinations .......................... August 6

Grades due in Registrar’s Office by 12:00 noon August 7
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NON-COLLEGE-CREDIT PROGRAMS
FALL TERM 1967

Registration at all Centers Beginning .......... August 28

(or the first day of classes)
Labor Day (no classes) ..................... September 4
Thanksgiving Holidays ..................... November 23-24
Classes End for Fall Term at 10:00 P.M. ...... December 15

WINTER TERM 1968

Registration at all Centers Beginning .......... January 8
(or the first day of classes)

Spring Holiday ............................ April 12
Classes End ................................ April 26

SPRING AND SUMMER TERM 1968

Registration at all Centers Beginning .......... May 8
(or the first day of classes)

Holiday ... ........... ... ... .. ... ...... July 4-5

Classes End .............. ... ... ... ...... August 6
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GENERAL INFORMATION

OBJECTIVES

1. To provide an harmonious educational environment which may
enhance the learning experience of each and every participant in
each specific offering and activity of the college;

2. To provide two years of college study which is directly applicable
to degrees at the baccalaureate level,

3. To provide two years of college study which will prepare indi-
viduals for those positions in industry, commerce, and the service
occupations, which require such preparation as a condition of or
preference in employment;

4. To provide specialized, occupational certificate programs which
focus directly upon effective, gainful employment;

5. To provide adult general education programs which may lead to a
special certificate, to a diploma, to particular personal satisfactions,
and to new educational and occupational opportunities;

6. To provide services of personnel and use of facilities of the Col-
lege, as may be suitable, to benefit appropriate needs and interests
of its two-county community;

7. To provide stimulation and assistance in facilitating enrichment of
the cultural climate of its two-county community.

HISTORY

OKALOOSA-WALTON JUNIOR COLLEGE, found its specific
beginning on April 16, 1963, at which time the State Board of Educa-
tion granted it “Priority One” status for organization and operation.
The 1963 State Legislature approved and appropriated funds for the
establishment of OKALOOSA-WALTON JUNIOR COLLEGE.
The Advisory Committee (five members from Okaloosa County and
four members from Walton County) was appointed in December,
1963. The first president of the College assumed his responsibilities on
February 15, 1964. Subsequently, the College was named officially on
March 3, 1964, and its temporary location was designated as Valpa-
raiso, Florida, effective April 3, 1964. The first faculty members
arrived on August 17, 1964 and classes began on August 24, 1964.
The present site of approximately twelve acres centers around
Perrine Park on a point of land which rests between two of the
scenic bayous that fringe the northern shores of Choctawhatchee
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Bay. The temporary campus is in a pleasantly wooded residential area
located just south of Highway 85 and only a short distance from
Eglin Air Force Base. The Twin Cities of Niceville and Valparaiso,
Florida contributed the initial conversion of the parks and buildings,
which comprise the former center of the picturesque town of Valpa-
raiso, into a collegiate campus.

At the time of its opening session in August 1964, the campus con-
sisted of seven buildings. As of January 1967 the facilities had in-
creased to twenty-two buildings to accommodate the broader range
of programs and the greatly expanded student enrollment. Facilities
have been made available in local communities throughout the two-
county area to serve the many “off-campus” courses taught through
extension.

Ample opportunity for recreational activities are available both on-
campus and throughout the beautiful beach and bayou areas. In addi-
tion to the natural serenity of the wooded campus, meditation and
worship opportunities are available in the interdenominational Com-
munity Church which is located on the campus.

The permanent site for the main campus was designated on Novem-
ber 24, 1965. Transfer of two hundred sixty-four acres of land from
the Eglin Air Force Reservation was made in January 1966, to the
Board of Public Instruction of Okaloosa County on behalf of Okaloosa-
Walton Junior College. The site is located at the northern boundary
of Niceville between State Road 85 and State Road 285 in a beautiful
wooded area. The philosophy undergirding the planning of the new
264 acre permanent college facility, as summarized by OW]JC Presi-
dent J. E. McCracken, states “We envision . . . through our program,
a movement that will enable an individual to experience all aspects of
our great heritage—from arts to sciences; from chemical creativity to
technical productivity; from contemplation of primeval origins to
consideration of ultimate destinies.”

“The new campus of OW]C should characterize this heritage by
infusion of the crafts and the liberal arts, blending these two inherit-
ances into one unified whole, both in program and in architecture.”

A groundbreaking ceremony marking the dedication of the per-
manent site was held August 29, 1966, with Congressman Bob Sikes
as guest speaker. A feature of the ceremony was the gold-plated
plow used for turning the soil. The facilities to be completed during
the first phase of construction are uniquely designed to implement the
mission of the College and are scheduled for occupancy by Fall 1968.

FACILITIES

The College is fortunate in having a well-correlated temporary
campus, pending construction of its permanent campus. Buildings,
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equipment, and general campus grounds provide students a congenial,
efficient environment in which to pursue their learning activities. The
campus is comprised of the following buildings:

ADMINISTRATIVE FAcCILITIES

Administration Building located on Westview Avenue houses the
offices of the President, the Dean, the Director of Administrative Ser-
vices, the Director of Financial Services, and the Registrar.

Adult Studies located on the corner of Westview and Southview
houses Faculty offices.

Campus Booknook located in the Student-Faculty Center and han-
dles textbooks and supplies needed by the students.

Library adjacent to the Administration Building houses reading,
audio-visual, periodical, and work rooms. Holdings exceeded 15,000
volumes by Spring of 1966-67, its third year of operation.

Maintenance Building located on Edge Avenue constitutes a home
base for maintenance personnel and activities.

Student Government Office located in the Student-Faculty Cen-
ter Annex.

Student-Faculty Center located on the corner of Westview and
Glenview houses faculty offices, the Student Services Office, the tu-
torial and reading laboratories, the student lounge, and the snack bar,
which is operated by the Florida Council for the Blind.

CLASSROOMS AND LABORATORIES

Basic Studies located on Southview Avenue houses general class-
rooms.

Classroom Buildings (5) located behind the Valparaiso Community
Church contain general classrooms and specialized laboratories for
music, art, drafting, physics, electronics, and air conditioning, heating,
and refrigeration.

Communications located on Westview houses two general class-
rooms.

Convocation Hall (the Jet Theater) located on John C. Sims Park-
way is used when all students convene for special programs.

Education Building (Community Church) located on Chicago Ave-
nue houses the day care center program, language laboratory, and
general classrooms.



Liberal Arts located adjacent to the Administration Building houses
four classrooms and faculty offices. Two annexes behind and beside
the principal building house certain business laboratories, a classroom,
and a portion of the Library.

Physical Education located on Glenview Avenue houses student
locker rooms, a large general classroom, and faculty offices.

Science located on the corner of John C. Sims Parkway and Semi-
nole Avenue houses science laboratories, classrooms, and faculty
offices.

CAMPUS LIFE

The atmosphere on this college campus is determined by the blend
of a dedicated faculty with an ambitious, determined, and stimulating
student body. From this environment comes an unforgettable chain
of memorable experiences for both the faculty and the student. Each
student and each faculty member finds himself appreciated for his
own nature and for the unique contributions he makes in building
and enriching his College—OW]C.

Students find outlets for their particular talents through the college
publications, through campus government, through athletics, through
hobby groups, and through the many other student activities that
complement the central function and purpose of the College—the
program of continuing studies.

The students and faculty in each academic year are the primary
determiners of the campus life and atmosphere at OW]JC in terms of
the patterns they maintain and enrich for the campus—this is an op-
portunity and a responsibility.

EVENING PROGRAMS

The courses and programs offered during the late afternoon and
evening are primarily designed for students who are continuing their
education on a part-time basis. These courses are basically the same
as day courses since they are taught whenever possible by the full-
time faculty of the day program.

Degree Programs. A student enrolled in the evening program is
limited to a maximum of 12 credit hours per semester. If he is working
full-time, he should limit his academic load to 8 credit hours or less.

Adult Study Programs. Any student enrolled in these programs
should establish with counselors and registration personnel loads suit-
able to the nature of the program and to his daily work load obliga-
tions.
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Probation and Suspension. Students enrolling in the evening degree
programs are subject to the same general rules on probation and sus-
pension as pertain to the full-time students in the day programs. At
such time as the degree program student attains 12 credit hours, his
record is subject to analysis both for honors and for assessment of
probation, suspension, or dismissal status.

YEAR-ROUND OPPORTUNITY

The programs of continuing study at the College vary considerably
in their timing. Enrichment programs, workshops, institutes, and
numerous certificate programs are offered on demand as these demands
occur and for whatever periods of time may be warranted in terms
of the nature of the offerings. Special programs are announced as
they are developed and the public is especially INVITED TO
REQUEST SHORT OR EXTENDED OFFERINGS in areas of
need or interest.

COMPOSITION OF STUDENT BODY

Okaloosa-Walton Junior College is a co-educational institution serv-
ing students of all ages who are legally out (by virtue of graduation,
age, or circumstance) of grades 1-12.

ACCREDITATION

Accreditation by the Florida State Department of Education was
granted when the College opened in the Fall of 1964.

The credits earned by students at OWJC have already been and
will continue to be accepted for transfer by the institutions of higher
learning in the State of Florida and by institutions of higher learning
outside the State.

As of December, 1965, the College attained its status as a “Candidate
for Membership” in the Southern Association of Colleges and Schools.
This status is an early recognition of those colleges who are progress-
ing at a suitable rate in their accreditation processes.



PROCEDURES AND REGULATIONS

REQUIREMENTS FOR ADMISSION

Associate Degree Programs. Candidates for admission to degree pro-
grams must have graduated from a secondary school or must be trans-
fer students from colleges or universitics accredited by the appropriate
regional accrediting agency. Such candidates whose records meet mini-
mum academic standards for OW]JC students are eligible for admis-
sion. Candidates may also enter if they possess high school equivalency
certificates from the various state departments of education provided
they meet the minimum standards required by the Florida State De-
partment of Education (GED Test with minimum standard score of
40 on each test and an overall average of 45; age minimum of 20 years).

Prospective applicants should obtain admission forms from the Ad-
missions Office which should be completed in detail and returned
along with a $5.00 non-refundable deposit. A health form is included
in the packet of admission forms and must be signed by a physician
and returned with the application for admission for full-time students.
Part-time students will submit the appropriate form designated for
part-time students.

Applicants without prior college work must furnish a record of
their high school work on forms which are available from the OW]JC
Admissions Office. These forms should be completed by the high
school from which the applicant graduated and mailed directly to the
Registrar at OW]JC.

Applicants with prior college work must request all colleges at-
tended to send official transcripts of all work completed to the Regis-
trar at Okaloosa-Walton Junior College. All transcripts must be re-
ceived by the Registrar prior to the beginning of classes and must be
received in the mail directly from the institution which awarded the
credit.

For applicants who have not graduated from high school, the high
school record form should be completed upon graduation and mailed
to OWJC; OR a copy of a GED test report with minimum scores
(as indicated above) should be submitted.

Upon receipt of all completed admission forms, the Registrar’s
Office will notify applicants of their status and provide additional in-
formation to approved students. All forms relative to admission to the
college should be received in the Registrar’s Office two weeks prior
to the beginning of registration to minimize delays during registration.

FALSIFICATION OF INFORMATION ON ANY ADMISSION
PAPERS WILL SUBJECT THE STUDENT TO DENIAL OF
ADMISSION OR TO IMMEDIATE DISMISSAL FROM THE
COLLEGE.



Adult Studies Programs. Students entering College programs are
not limited to the admission requirements of credit programs. Rather,
the particular nature of each offering will prescribe the readiness of
each applicant for that specific continuing study experience.

REGISTRATION

Students are expected to register on the days designated in the Col-
lege Calendar except for those Adult Studies (non-college-credit)
courses for which a student may register either on a continuing open
enrollment basis or at specific special registrations for specific courses.
All late registrants in college credit courses will be charged an addi-
tional fee of $5.00. Fees are to be paid at the time of registration.

Registration, which consists of at least two days, will be completed
in person during the regularly scheduled period each semester, except
in “open enrollment” programs.

EARLY REGISTRATION

During the Fall and Winter Semesters, for a two-week period just
prior to final examinations, all currently enrolled degree program
students whose mid-term quality-point average is 1.50 or higher are
given the opportunity to pre-register for the next semester. By regis-
tering early each student is assured a suitable schedule for the subse-
quent semester.

TRANSFER CREDITS

Course work with a grade of “C” or above from an accredited col-
lege will be accepted. Grades of “D” will be accepted only on a pro-
visional basis contingent upon the attainment of an academic record at
Okaloosa-Walton Junior College which compensates for the quality
point deficiency involved.

TRANSFERRING CREDITS TO A SENIOR
INSTITUTION

Those students who expect to transfer to a senior institution from
Okaloosa-Walton Junior College may obtain programming assistance
by consulting a counselor in the Student Services Office. These ex-
perienced counselors, available to all students, will gladly assist in
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planning and coordinating college programs to facilitate smooth trans-
fers to a senior institution.

It is desirable that a student planning to transfer to a senior institu-
tion plan his or her program so that he may transfer to the senior in-
stitution at the beginning of the school year (August or September).
Curriculums are generally offered in sequence and better articulation
in a student’s program may be achieved if he will strive to complete
his entire two-year program before transferring. Students majoring
in highly specialized programs should seek programming assistance
well in advance of actual transfer.

COUNSELING AND ADMISSIONS TESTING

The School and College Ability Test (SCAT) and Diagnostic
Reading Tests are required for all full-time students at Okaloosa-
Walton Junior College. Students are expected to have completed the
Florida State-Wide Testing Program which is normally administered
in the 12th grade. Students who have not taken such tests may be
required to take other achievement tests as necessary. Apttude and
interest tests are administered to individual students as the need arises.

While it is not required for admission to OW]C, it is recommended
that applicants take the American College Test (ACT) during their
senior year in high school or prior to enrolling in college.

FOREIGN STUDENTS

The credentials of an applicant for admission from a foreign country
are evaluated in accordance with the general regulations governing
admission. An application, passport-size photograph, official certifi-
cates, and detailed transcripts of records should be submitted to the
Registrar at least two montbs prior to the opening of the term in which
the applicant hopes to gain admittance. This will allow time for ex-
change of necessary correspondence relative to entrance and, if the
applicant is admitted, for assistance to him in obtaining the necessary
passport visa.

Applicants may also be required to take a qualifying examination in
English. If they are not sufficiently qualified in the English language
to pursue degree program courses, they will be required to prepare
themselves adequately in English before registering as regular students.

Each student from a foreign country is required, upon his arrival at
the College, to consult with the Director of Student Services for the
purpose of arranging a beneficial counseling program.
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ADVANCED PLACEMENT

Military Experience. A maximum of 15 semester hours may be
granted through accreditation of military experiences and/or general
educational development testing (or equivalent) while a member of
the armed forces.

Okaloosa-Walton Junior College participates in the Advanced Place-
ment Program conducted by the College Entrance Examination Board,
which provides 13 college-level advanced placement examinations.
OW]C allows a maximum of 15 semester hours credit for scores of
3, 4, and 5, and allows advanced placement without credit for scores
of 2 upon recommendation of the department concerned. Qualified
students may make special arrangements for taking the advanced place-
ment tests through the Director of Student Services at OW]C.

Advanced Placement Tests may be taken at participating high
schools or centers; however, a qualified student may make a request
and pay the required fees to the College Entrance Examination Board,
Educational Testing Service, Princeton, New Jersey, to make arrange-
ments to have the test or tests sent to and administered by the Test
Coordinator at OW]JC. Information bulletins are available from the
Educational Testing Service upon request.

High School Students. Outstanding students from high schools may
enroll and participate in an honors program involving enrollment at
the College upon approval of: (1) parents or guardians, (2) high
school principal, and (3) the Dean of the College. The students may
complete a limited number of college credits while still enrolled in
high school and be awarded the credit upon successful completion of
high school and completion of pertinent CEEB tests. Grades in high
school, test scores, and any unique individual circumstances will be
considered in making each commitment to this program. Students
enrolling in the honors program who intend to transfer the Advanced
Placement credits earned prior to graduation from OWJC should in
each instance contact the registrar of the receiving institution for
course approval before enrolling in this program.

Those high school students who may desire to pursue occupational
programs not available within the high school, itself, may consult
with their principals and the Dean of the College to arrange, where
feasible and wise, for released-time study of such courses at OW]JC.
Any such released-time study arrangements must have the recom-
mendation and approval both of the principal involved and of the
Dean.

FINANCIAL INFORMATION

A student will not have completed registration until all matricula-
tion and tuition fees have been paid in full. No faculty or staff member
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of the College with the exception of the Director of Financial Services
has the authority to set aside this ruling. Permission, if granted, must
be in writing.

Financial Assistance. The College will assist students insofar as pos-
sible in identification of opportunities for financial assistance in con-
nection with their studies. A variety of types of opportunities are avail-
able to students who seek aid: work scholarships and loans for prospec-
tive teachers, State of Florida full-value loans which pay tuition and
fees, the College Work-Study Program, part-time employment, and
other unique loans and scholarships granted on an individual basis. All
inquiries concerning financial aid should be directed to the Director of
Financial Services.

Residence Classification. For the purpose of assessing tuition, stu-
dents are classified as Okaloosa or Walton County residents, as residents
of other counties in Florida, or as non-Florida residents. This classifica-
tion is made by the Director of Financial Services of the College ac-
cording to Florida State Laws relative to residency in relation to school
attendance.

The student’s “Residence Classification” is determined at the time
of his first registration and may not thereafter be changed except by
ruling of the Director of Financial Services in terms of bona fide
change of legal residence on the part of the student if over 21 years of
age or of the parents if the student is a minor.

Active military personnel, Base-related government contract per-
sonnel, and their dependents stationed in Okaloosa or Walton Counties
of the State of Florida are classified as residents of these two counties.

A fee of $10.00 will be charged against the account of any student
who misrepresents his place of legal residence—this being in addition
to correction of the actual fee charge itself.

Application Fee. An application fee of $5.00 is required with all ap-
plications for admission to all college-credit programs of Okaloosa-
Walton Junior College. This fee is not refundable.

FEE SCHEDULE

COLLEGE-CREDIT ENROLLMENTS

Full-time students (12 or more semester hours)
1. Matriculation for Okaloosa and Walton County
residents and/or residents of other counties which
participate in the support of a public junior
college ........ ... ... $ 85.00



2. Matriculation for Florida students trom counaes

not participating in the support of a public junior

college ... ... .. ... ... $100.00
3. Matriculation for Non-Florida students ............ . $135.00

Part-time students enrolled for less than 12 semester hours

1. Florida students ...................... $ 9.00 per sem. hr.
Minimum semester charge ........... $ 18.00
Maximum semester charge ........... $ 85.00

2. Non-Florida students ........... .... .. $ 15.00 per sem. hr.
Minimum semester charge ........... $ 30.00
Maximum semester Charge ........ ... $135.00

3. No activity fee is assessed for part-time students.

NON-CREDIT ENROLLMENTS

Fees will be based on length of course, instructional costs, and costs
of special equipment. The minimum cost per course is $3.00 plus lab-
oratory and shop fees where applicable.

PERQUISITE FOR TEACHERS

Matriculation for courses at OWJC for properly certificated in-
structional personnel who are on the current payroll in either
Okaloosa or Walton County will be at one-half the normal matricu-
lation fee. All other fees (e.g., laboratory, supplies, etc.) will be full
price. The one-half price for matriculation will apply only when the
payment is an out-of-pocket expense for the teacher involved; should
payment be by the State or from Federal funds, full charges will
apply. This reduction in price applies only to OWJC courses and is
not applicable to courses offered by other institutions on the OWJC
campus, unless such institutions establish such policies directly with
the Okaloosa County Board of Public Instruction.

OTHER FEES

Application fee ......... ... ... .. ... ... ... ...... $ 5.00
Required of all applicants planning to enter OW]JC
college-credit programs for the first time. This fee is
not refundable.

Change of schedule (per course) ............... ... 1.00
Diploma fee for Adult High School .............. .. 5.00
Duplicate transcript (first one free) ................ 1.00
Graduation fee for degree programs ................ 10.00
Laboratory fees .................. ... ... .. ... $4.00-12.00
Late examination ....... ... ... ... ... ... .. ...... 5.00



Late registration ............... ..., 5.00

Music fees (per semester hour) .............. $10.00-20.00
Special fees (e.g. Equitation) .................... At Cost
Student activity fee*

Full-time students ............................. 15.00

*STUDENT ACTIVITY FEE, paid at the beginning of each term is
used to defray expenses connected with maintaining the following activities:
intercollegiate  athletics, College newspaper, College annual, College literary
magazine, and such special activities as may be sponsored by the College.

COST SUMMARY

Typical range of basic charges for a full-time, college-credit
student:

Fees ... $100.00 to $155.00
Books and supplies ................... $ 45.00 to $ 75.00
Total ........ ... . ... $145.00 to $230.00

Food and housing costs depend upon the student’s habits and cir-
cumstances of residence.

Change of Schedule. After the period of registration, changes in
courses or sections may be made during the time specified in the Col-
lege Calendar. For such changes, however, the student will be re-
quired to pick up “Change of Status” forms from the Admissions
Office. These forms must be signed by the student’s advisor as well
as a representative of the Student Services Office. When the completed
forms are submitted to the Admissions Office and to the Business
Office along with a fee of $1.00 for each course added, the revised
schedule will become effective.

If a student withdraws from the College during the first week of
classes he will, upon request, receive a refund in the amount of eighty

ercent of his muatriculation fee. No fees other than matriculation
shall be refunded. No refund shall be made of any fees after the first
week of classes. Any and all refunds to military personnel shall be
accomplished in accordance with the prevailing pertinent military
assistance contract.

Registration will be cancelled for any student who has not paid
his fees in full or made satisfactory arrangements with the Director
of Financial Services by the close of business on the third regular
class day in a semester for students whose schedules are composed
primarily of day classes and by the second evening class meeting for
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those students whose schedules are composed primarily of evening
classes.

Information for Veterans and Military Personnel. This College is
certified for training under the various veterans’ training laws. Veter-
ans planning to enter should consult the local Veterans Administra-
tion Office well in advance of enrolling. The veteran assumes re-
sponsibility for all fees out of monies paid to him by the Veterans
Administration. The veteran must complete a special form available
in the Business Office which is required by the Veterans Administra-
tion at the end of each calendar month of attendance in order to
receive payments from the Veterans Administration.

Training time is computed as follows:

14 or more semester hours ............................ Full time
10 to 13 semester hours ................. ... 3% time
7 semester hours . ............. ... Y, time

The veteran who is absent three consecutive school days without
notifying the Registrar will have his training interrupted and will have
to file a certificate of re-entrance.

A veteran in training under Public Law 550 receives an education
and training allowance each month from the Government. At regis-
tration the veteran will be required to pay all of his fees. Since the first
checks are sometimes delayed, it is advisable that the veteran be pre-
pared to meet all expenses for about two months.

A veteran entering the College under Public Law 894 (disabled
veterans) who has approval from the Veterans Administration will
have his registration fees paid directly to the College by the Govern-
ment.

Veterans who wish to enroll under the Cold War “G. I. Bill” should
secure a Certificate of Eligibility (V.A. Form No. 7-1993) from the
Veterans Administration prior to registration in order to expedite the
subsistence allowance. Both veteran students and war orphans desiring
information about benefits, requirements and registration procedures as
required by the Veterans Administration should contact the Student
Services Office.

Military Persomnel who would like to continue their education
through any of the various programs offered by OW]JC may receive
assistance by contacting the Registrar or the Director of Student Serv-
ices. Military personnel who enroll in college credit programs through
the Education Office at their respective base are eligible for financial
assistance (up to 75% of matriculation fees) through the Military As-
sistance Contracts which OWJC has with both Eglin Main and Hurl-
burt Field.

13



ACADEMIC REGULATIONS

Academic Load. A student of OKALOOSA-WALTON JUNIOR
COLLEGE is considered to be full-time or part-time according to
his course load at the time of registration. The designation will not
be changed after the specified deadline for withdrawal. A student
enrolled in 12 or more semester hours or 24 or more contact hours
is considered to be a full-time student for the purpose of participating
in the various student activities.

A combination of semester hours and contact hours (Adult Study
Courses) constitutes full-time status based upon the following scale:

Degree Programs  Adult Study Programs

12 semester hours plus 0 contact hours per week
11 semester hours plus 2 contact hours per week
10 semester hours plus 4 contact hours per week
9 semester hours plus 6 contact hours per week
8 semester hours plus 8 contact hours per week
7 semester hours plus 10 contact hours per week
6 semester hours plus 12 contact hours per week
5 semester hours plus 14 contact hours per week
4 semester hours plus 16 contact hours per week
3 semester hours plus 18 contact hours per week
2 semester hours plus 20 contact hours per week
1 semester hour plus 22 contact hours per week
0 semester hours plus 24 contact hours per week

The above table does not necessarily apply to the draft board’s or
Veterans Administration definition of full-time status. Any student en-
rolled for less hours than the above combinations will be considered
a part-time student.

Class Attendance. Students are expected to attend all of their sched-
uled classes. Audit students, likewise, are expected to attend all of
their scheduled classes. The effect of absences upon grades is deter-
mined by the instructor. Arranging to make up work missed because
of legitimate class absence is the responsibility of the student.

Autendance will be kept by the instructor and reported to the Reg-
istrar’s Office. The instructor will report inmmediately each student
in college-credit courses who has accumulated three absences.

Audit Students. Any student registering in a credit course on a
“non-credit” basis will be considered as an audit student and his rec-
ords will be marked accordingly. The word “Audit” will be placed
on the permanent record in place of a grade and no hours attempted
or quality points will be recorded.
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Examinations are not required; however, audit students are ex-
pected to attend classes on the same basis as credit students. Audit
students are expected to meet all the requirements of the course with
the exception of the examination.

Fees are the same for both credit and audit students.

Students may register for a class on an “Audit” basis or change to
“Audit” status at any time during the regular registration period or
prior to the date stated in the official catalog calendar as the last day
for reprogramming student schedules. Registration as an “Audit”
student at any time other than during registration period must be ap-
proved by the Dean; 770 changes to Audit status may occur after the
last day for reprogramming student schedules.

Audit students may not change to credit status following the ex-
piration of the change of schedule period.

Repeated Courses. Any course may be repeated; however, the
grade, hours attempted, and quality points of each attempt will be
included in the quality point average, but only one semester-credit
entry will count toward the required semester hours for graduation.

Reprogramming of Student Schedules. To provide individual at-
tention to each student’s educational aspirations and needs, Okaloosa-
Walton Junior College provides the opportunity for evaluation of
student progress at the end of the first six weeks of each semester
with the possibility of schedule adjustment.

The Director of Student Services has available pertinent test in-
formation, and counselors are available for individual conferences at
which time schedules may be changed if personal needs so dictate.

After this date any revision of student schedules will be governed
by withdrawal policies.

WITHDRAWALS

Withdrawals are subject to the fol]owing rules:

1. Before the end of the 6th week of the Fall and Winter Semesters,
third week for Spring Semester, and second week for Term I and
Term 1II, but after the change of schedule period indicated in the
College Calendar, a grade of “W” with zero hours attempted will be
entered on the permanent record.

2. After the end of the 6th week of the Fall and Winter Semesters,
third week for Spring Semester, and second week for Term I and
Term II, but before the week preceding final examinations, a grade of
“WP” will be recorded if the student is doing satisfactory work at
the time of withdrawal (“0” hours attempted). If the student is not
doing satisfactory work at the time of withdrawal, the grade will be
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“WF”, with the appropriate number of hours attempted being re-
corded.

3. Withdrawals within one week prior to the day designated in the
catalog as the first day of final examinations will receive an automatic
grade of “F” unless it can be established that the student was doing
passing work at the time of withdrawal and that the reason for with-
drawal was beyond the control of the individual (e.g.—illness or
transfer). Final approval for any student to be exempt from this au-
tomatic grade of “F” must be granted by the Admissions and Regis-
tration Committee. In the event that the Admissions and Registra-
tion Committee does approve the exemption of an “F”, a grade of “T”
shall be recorded. Should the student not complete all course require-
ments by mid-term of the following semester, the “I” shall auto-
matically become an “F”. Grades of “W” or “WP” do not affect a
student’s grade point average; a grade of “WE” however, affects the
grade point average in the same manner as does the grade of “F.”

STUDENTS WITHDRAWING FROM THE COLLEGE OR
DROPPING ANY COURSE FOR WHICH REGISTERED, MUST
FILE AN OFFICIAL DROP SLIP IN THE OFFICE OF THE
REGISTRAR AND THE BUSINESS OFFICE TO AVOID RE-
CEIVING AN AUTOMATIC GRADE OF “F” IN THE COURSES
DROPPED.

GRADES AND EXAMINATIONS

Final examinations are held at the end of each term and must be
taken at the scheduled time. If a student is absent from a final exami-
nation because of illness or other approved reasons, a late examination
will be given. Before taking such an examination, the student must
obtain written permission from the instructor and from the Admis-
sions Office and pay the fee of $5.00. No grades or transcripts awill
be issued to students with incomplete admissions folders or outstand-
ing fees, loans, or library fines.

Semester Hours and Quality Points. A minimum of 64 semester
hours in a prescribed course of study and a minimum of 128 quality
points is required for both the Associate of Arts and the Associate
of Science degree. No degree may be granted for completion of less
than 64 semester hours. The minimum quality point average for gradu-
ation is 2.0 on the total of all work attempted at Okaloosa-Walton
Junior College and any deficiencies in grade point average on work
taken at other institutions must be compensated for prior to gradua-
tion. Thus, the student must have a minimum quality point average
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of 2.0 on the total of all college-credit work attempted in order to
graduate.

Letter grades will be assigned as follows: A, excellent; B, good; C,
average; D, passing; F, failing; I, incomplete. Work required for re-
moval of a grade of “I” 7zust be completed prior to mid-term grades
of the next semester following the issuance of that grade. Failure to
remove the Incomplete will result in an automatic grade of “F” in
each such course.

Quality points per semester hour are as follows: A =4; B=3;
C=2,D=1;F=0; I=0.

ACADEMIC STANDING

Honors. When the quality of a student’s work is superior, the Col-
lege is pleased to honor his work through recognition:

1. Full-time students making a quality point average of 3.75-4.00
will be placed on the President’s List for that term.

2. Full-time students making a quality point average of 3.25-3.74
will be placed on the Dean’s List for that term.

At the time of graduation, a student’s total academic record is
reviewed to determine High Honors (3.75-4.00) and Honors (3.25-
3.74).

Good Standing. A student who has obtained a record of 1.50 or
better is considered to be in good standing, but he must attain a
cumulative quality point average of 2.00 (“C” average) on the total
of all work transferred and/or taken at Okaloosa-Walton Junior Col-
lege for graduation with an Associate Degree.

Probation, Suspension or Dismissal. The standards of Okaloosa-
Walton Junior College dictate that the quality of academic work
accomplished by its students shall be accurately represented through
the grades given by each instructor at this institution. When the
quality of a student’s work is represented by an instructor as less than
satisfactory, the College feels obligated to initiate restrictive actions
relative to his further studies in order to apprise him of the serious
nature of his status in relationship to his studies. For these reasons,
the following regulations pertain with respect to academic probation
and with respect to suspension or to dismissal of a student for aca-
demic reasons.

Restrictive actions for student behavior other than those necessi-
tated by academic performance shall be determined by the Admini-
strative Council of the College on such occasions as the situation
warrants.
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Probation. Any student who has failed to maintain a 1.5 quality
point average during any given semester of twelve semester hours of
college credit work (or upon accumulation of each 12 semester hours
in the case of part-time students) will be placed on academic proba-
tion, beginning with the next semester of attendance. This action is
based upon the fact that a student, in order to graduate from this
College, must attain a 2.0 quality point average (“C”) on all work at-
tempted (both in residence here and by transfer). Consequently, the
College feels the necessity of apprising any student of shortages of
quality points with respect to these standards. The record of any stu-
dent who fails to meet the 1.5 quality point average requirement will
be stamped “Academic Probation.”

Subsequent to the semester in which the student failed to maintain
the necessary quality point average for good standing, the student on
probation must attain at least a 2.0 average on a minimum of twelve
semester hours to avoid recurrences of the “Academic Probation”
status. A student must, prior to graduation, compensate further for
the semester of probation by attaining a quality point average of 2.0
(“C”) on all work attempted.

Any student who shall have failed to remove himself from academic
probation after two such entries shall be automatically suspended for
a minimum of one semester. Subsequent readmission shall be solely at
the discretion of the Admissions and Registration Committee.

Any student who enters the College on Academic Probation must
attain at least a 2.0 (“C”) quality point average on the total of all work
attempted during his first twelve semester hours at the College. Failure
to attain this average on a minimum of twelve semester hours shall
result in automatic suspension and subject the student to the regula-
tions pertaining thereto.

Suspension. Any full-time student who attains less than a 1.00
quality-point average in any given semester (or any part-time student
upon accumulation of each 12 semester hours) shall automatically be
placed on suspension for a minimum of one full semester. Re-enroll-
ment of such a student subsequent to the semester of suspension shall
be at the discretion of the Admissions and Registration Committee of
the College in terms of clear evidence of potentialities for attaining an
acceptable record in the future. It is strongly recommended that stu-
dents enroll in non-credit courses during the semester of suspension
in order to strengthen their areas of deficiency. For the student whose
record necessitates suspension according to these regulations, the entry
“Academic Suspension” shall be stamped on his permanent record.

Any student whose record from another institution of higher edu-
cation indicates less than a 1.00 quality-point average on a 4-point
scale will not be considered for enrollment at the College unless such
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records have been followed by at least 15 full semester hours of aca-
demic work in which a quality-point average of 2.0 (“C”) was at-
tained, except by special action of the Admissions and Registration
Committee.

Dismissal. Any full-time student who has failed all of his academic
courses in any given semester (or any part-time student upon attain-
ment of each 12 semester hours) shall be dismissed for academic reasons
and his record stamped accordingly. Similarly, a student who has not
passed at least one-half of his academic work in any semester subse-
quent to the first semester of his freshman year shall be dismissed for
academic reasons. Such students are not eligible for further admission
to credit courses at Okaloosa-Walton Junior College.

Readmission and Special Admissions. To be admitted to Okaloosa-
Walton Junior College following suspension or dismissal from another
institution or following suspension from OW]JC, it is necessary for a
formal request to be submitted to the Admissions and Registration
Committee of the College. The form for this purpose is available in
the Registrar’s Office.

Students, who as a result of academic difficulty become ineligible
to enroll in credit courses are encouraged to continue their education
through certificate programs or mon-credit offerings. This may be
arranged through counseling in the Student Services Office.

REQUIREMENTS FOR GRADUATION

General requirements for graduation from Okaloosa-Walton Junior
College must be met by all students seeking a degree, without regard
to the degree to be granted. Final responsibility for meeting the re-
quirements for graduation for either the Associate of Arts or the
Associate of Science degree rests with the student.

1. Students must have a total of 64 semester hours for graduation, in-
cluding a minimum of 40 semester hours of General Education
courses for the Associate of Arts Degree and 26 semester hours of
General Education courses for the Associate of Science Degree.
The remaining 24 hours in the Associate of Arts Program and 38
hours in the Associate of Science Program may be taken in any one
of the prescribed programs, or a planned program (see “General
Arts and Sciences,” page 37) which is applicable to a baccalaureate
degree at a specific Senior institution.

2. Four (4) semester hours of physical education activity credit will
be required unless waived (see P. E. requirements) in which case
4 hours shall be substituted from non-activity P. E. courses. Each
full-time student will be required to enroll and participate in a
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physical education activity each semester he is in attendance until
the 4-credit hours P. E. requirement is met.

. Each graduate is required to have successfully completed at least
one course which includes study of the United States Constitution.

. At least 24 semester hours of credit must be earned in residence
(at least 18 in the sophomore year), and the student must be in at-
tendance during the semester in which the degree is earned except
by special written dispensation of the Administrative Council.

. A quality point average of not less than 2.0 (“C”) must be attained
on the cumulative total of all work attempted whether at OW]JC
or by transfer. The minimum quality point average for all course
work attempted at OWJC must be 2.0 (“C”). Any credits accepted
for transfer to this institution shall be “C” work or better, or shall
be provisional (in the case of “D” grades) upon attainment of an
academic record at Okaloosa-Walton Junior College which com-
pensates for the quality-point deficiency involved.

. Qualification for graduation with Honors or High Honors shall
be computed on the total of all degree work attempted, whether
at OW]JC or by transfer.

. Students must make formal application for graduation on the
proper form furnished by the Registrar.

. Participation in graduation exercises is expected of all graduates.
Any student in any semester who is carrying enough credit to
graduate at the end of that semester will be charged a graduation
fee of $10.00. This fee must be paid at the time application for
graduation is made. If a student fails to meet the requirements for
graduation, fee will be refunded.

PHYSICAL EDUCATION REQUIREMENTS

All full-time college-credit students (12 hours or more per semester)
shall take four semester hours of activity courses in physical education.
Exceptions are as follows:

1. A student who is physically unable to participate must present a
letter from his physician to the Registrar and receive a written
waiver of the requirement.

2. A man or woman who has reached his 25th birthday need not en-
roll for activity courses in physical education.

20



3. A student Veteran who has served on active military duty for a
period of not less than two years shall be exempt from physical
education.

4. Students transferring from other institutions can transfer only four
semester hours of physical education.

5. Students who are completing their requirements at Okaloosa-
Walton Junior College by attending evening classes only may be
graduated without the physical education requirement. Each stu-
dent is required to complete a minimum of 64 semester hours by
course substitution.

6. Students engaged in varsity sports must enroll in a one-hour physi-
cal education course for which they have not received credit.
Grades will be assigned upon satisfactory completion of the semes-
ters’ activities; however, only one semester of P. E. credit may be
earned for each varsity sport.

7. Students who are exempt from the required four hours of activity
courses shall substitute any four semester hours from the Physical
Education area.
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STUDENT LIFE AND
SPECIAL SERVICES

STUDENT LIFE

Conduct. Since each student enrolling at Okaloosa-Walton Junior
College is an adult, rules and regulations are provided only for the
safety and welfare of the college community. Smoking will not be per-
mitted in any buildings except where receptacles are provided. The
possession and use of alcoholic beverages and narcotics by students on
school property is prohibited by policy of the Board of Public In-
struction of Okaloosa County, Florida. The general appearance and
behavior of our students is expected to bring credit to Okaloosa-
Walton Junior College.

Probation, Suspension, or Dismissal for Disciplinary Reasons. No-
ticeable or gross departures from expected standards of conduct on the
part of students will first be considered errors in judgement. Persistent
violations will involve disciplinary action. The Administrative Council
of the College may deny admission and/or continuation of enrollment
to those students whose decisions and actions are contrary to the pur-
poses and procedures of the College.

Students who as a result of disciplinary action become ineligible to
enroll in credit courses may 7ot continue their education through
certificate programs or non-credit offerings.

GOVERNMENT

The Okaloosa-Walton Junior College government is represented by
a joint assemblage of students and faculty members in order that all
components of our college share fully in government services and op-
portunities, seek solutions as one body, promote the respect of our
community, and direct their efforts toward one goal to further and
maintain maximum educational opportunities.

Student Semate. The principal governing body of elected student
representatives is the Student Senate. The executive functions of the
Senate reside in the Cabinet. The size and functions of the Senate and
its Cabinet are set forth in the Constitution.

Student Court. The Student Court consists of five judges chosen by
the Senate. The Court considers evidence and determines responsibility
in cases of student conduct considered harmful to the welfare of the
college community. The Court recommends a penalty to the Director
of Student Services for administrative concurrence and action or re-
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ports its findings to the Director of Student Services. Two faculty
members serve as counselors to the Court.

Administrative Council. The Administrative Council consists of the
President and six administrators of the College who are responsible
for execution and implementation of the official policies of the
College.

Faculty Council. The Faculty Council consists of the faculty at
large and serves as the legislative body of the professional staff.

OW]C Council. The OW JC Council is a group of selected College
administrative officers and Student Government officers which pro-
vides liaison between student government officers and the administra-
tive officers of the College.

PUBLICATIONS

The Raider Review. The College newspaper is staffed and published
by students under the guidance of a faculty advisor. As the official
student newspaper, it supplies information about college services and
provides experiences in journalism for its staff. Any student is eligible
to join the staff upon request. Appropriate material submitted by stu-
dents may be accepted for publication.

The OKAWAJUCO. The Annual of the College portrays through
pictures and written materials the personalities and activities of the
year. It is published by the students under the guidance of a faculty
advisor.

Scope. The College magazine is staffed and published by the stu-
dents under the leadership of a faculty advisor. Students from classes
in creative writing provide most of the material although any student
may submit material for publication. Published annually under the
title of Scope, the magazine reflects student creativity in prose and

POCtl'y'.
ORGANIZATIONS

Chamber Choir. This is a select group of twelve to sixteen voices
(SATB) which performs music specifically composed for the chamber
choral ensemble. Music is selected from all periods with special em-
phasis on the Renaissance and the Twentieth Century. Membership in
the OWJC Chorale is required for membership in the Chamber Choir,
and prospective members are required to sing an audition before the
membership of the Chamber Choir.

Chorale. This is a group of mixed voices (SATB) which presents
choral music from every historical period. The Chorale performs sev-
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eral times during the year, both on campus and at the area secondary
schools. In addition, orientation tours to various senior institutions are
scheduled each Spring. No audition is required, but membership is
contingent upon an attitude of service to the College and a consistent
effort to improve oneself musically and thus to enhance the musician-
ship of the Chorale.

Circle K. This club is a service organization sponsored by Kiwanis
of Fort Walton Beach in connection with Kiwanis International. In
1966-67 Circle K built the winning float in the Twin Cities Christmas
Parade. This group has as its express purpose—service to OW]JC and
its community.

Delta Chi Delta. This is a social fraternity which was organized for
the purpose of providing social activities for members and for the en-
tire student body. Members also perform various services for the Col-
lege and charity organizations. This was the first organization of its
kind on the campus. Membership in the fraternity is by invitation
only.

Dramatics Club. This club consists of students interested in pursuing
the dramatic arts. Interested students should submit applications to the
OW]JC Dramatics Club in order to obtain full membership.

Jazz Ensemble. The OW]C Jazz Ensemble serves two major func-
tions—as a laboratory group which investigates and performs repre-
sentative works by outstanding composers in the field of jazz, and
serves as a rehearsal group for student composer-arrangers and writers
in the area which the College serves. The Jazz Ensemble also presents
several jazz concerts during the year. Membership in the Jazz En-
semble is by audition, and all members of the Jazz Ensemble must be
members of the Wind Ensemble.

Mu Alpha Theta. This organization is sponsored by the National
High School and Junior College Mathematics Club with the National
Headquarters at the University of Oklahoma. This club is a non-secret
organization whose purpose is to stimulate interest in mathematics,
recognize superior mathematical scholarship, and promote various
mathematics activities for OW]JC students.

Oratorio Chorus. The Oratorio Chorus meets one night each week
for a two hour rehearsal and usually performs two major works each
year—at Christmas and during the Lenten Season. This organization
is part of the Adult Studies Program in music, but membership is
open to all students enrolled in the College. No audition is required.
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Sigma Kappa Zeta. The purpose of this social organization is to fur-
ther the social and academic well-being of its membership (limited to
thirty members) as well as to dedicate its services to Okaloosa-Walton
Junior College. Members are selected by invitation on the basis of
character, academic record, and service to the College, and must main-
tain a set academic level in order to be active in the organization.

SNEA. The members of Chapter Number Twenty-Nine of the
Student National Education Association are dedicated to serve the
College by making American ideals a reality through their individual
conduct and education as the means for transmitting and enhancing
these ideals.

Student Christian Association. This organization consists of students
interested in creating, maintaining, and extending the highest standards
of Christian character on the campus and throughout all college activi-
ties.

Program or business meetings are held every Thursday in the Com-
munity Church. The programs and activities of the Student Christian
Association are designed to foster a vigorous and wholesome partner-
ship between academic endeavor and religious development in the col-
lege career of the student. As of Fall 1967, the Association assumed
responsibility for the Student Counselor Program and Orientation
Program for new freshmen and transfer students.

Once each year this organization sponsors Religious Emphasis Week
during which outstanding speakers address the student body on mat-
ters of vital religious and spiritual concern. During this week of meet-
ings one is held in Ft. Walton Beach; one in Crestview; and one in
DcFuniak Springs. All others are held on campus.

The organization is non-sectarian and interdenominational and is
open to all students of Okaloosa-Walton Junior College.

Wind Ensemble. The OW]JC Wind Ensemble is a small concert
group involved with the performance of literature for the wind band.
The Wind Ensemble performs frequently on campus and tours ex-
tensively during the Spring. No audition is required for members in
the Wind Ensemble, but the difficulty of the literature being per-
formed would generally necessitate two or more years of secondary
school concert band activity prior to enrollment in the organization.

ATHLETICS

Okaloosa-Walton Junior College is a member of the National Junior
College Athletic Association and the Florida Junior College Confer-
ence. made up of public and private junior colleges in the State of
Florida.
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Varsity participation on a team representing the College is open to
evening and to day college students but is limited to two years. All
entering freshmen are eligible provided they carry a minimum of
eight semester hours in the evening or 12 semester hours in day
school. Scholastic requirements for eligibility on a varsity team are
the following: (1) for evening students, passing of eight credit hours
of work in the term last attended and (2) for day college students,
the passing of 12 credit hours of work in the last term attended. In
order to participatc in conference and tournament games, students
must also conform to FJCC eligibility rules.

Students with activity cards are admitted free to all varsity home
contests.

Intra-Mural Activities. The intra-mural program is under the direc-
tion of the Okaloosa-Walton Junior College Physical Education de-
partment. The program provides opportunities for inclusion of every
student in some phase of its activities.

Intercollegiate Sports. Basketball, baseball, cross-country, track and
field, tennis, golf, and riflery are the sports engaged in by the College
on an intercollegiate level. Football is prohibited by regulations of
the Florida State Board of Education.

Scholarships. Each year several general athletic scholarships cover-
ing matriculation, books, and general fees are granted to students main-
taining a satisfactory grade point average.

STUDENT SERVICES

ACADEMIC ASSISTANCE

Counseling and guidance services are provided by the faculty and
counselors of Okaloosa-Walton Junior College under the coordination
of the Director of Student Services. Each student is assigned by the
Registrar to a faculty advisor who provides close personal attention
and professional consultation. Guidance counselors are available in
the Student Services Office to provide specific counseling assistance.
The combined efforts of the faculty and counseling staff seek to in-
sure for each student those opportunities necessary for maximum
growth.

The Learning Skills Laboratory provides valuable services to stu-
dents of all abilitics who wish to improve their proficiency in reading,
study, and subject matter areas. Participation in this program is ar-
ranged through the office of Student Services by the student, his in-
structors, his faculty advisor, or by a counselor. Participation is vol-
untary; however, when a counselor or a faculty member recommends
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student participation, this student should make every effort to take
advantage of the opportunity.

The Tutorial Program, an extension of classroom and individual
study, is one of the methods by which Okaloosa-Walton Junior Coi-
lege honors its commitment to provide quality education for its stu-
dents. Students who need additional instruction in a particular area
are tutored by superior students who are competent in the particular
area needed. The benefits are two-fold: (1) the student who needs
help is given the opportunity to attend scheduled tutorial sessions
where he may correct his particular deficiencies by concentrated
study; and (2) the superior student becomes, through the tutoring
he provides, more articulate and acquires a greater depth in the subject
matter in which he is already proficient.

In order to ensure maximum student motivation, participation in the
tutorial program is voluntary for both tutors and tutorial students.
Scheduling is arranged through the counseling services under the
supervision of the counselor in charge of tutorials and through the
faculty. Students meet with their tutors for one period one or more
days each week. The program, because it is voluntary, gives the
student maximum freedom of choice which, in turn, provides maxi-
mum opportunity for students to realize their academic potential.

SCHOLARSHIPS

Several types of scholarships available to qualified students attend-
ing Okaloosa-Walton Junior College are as follows:

A. General Scholarships for the Preparation of Teachers. These
scholarships valued at $200 per term are granted to eligible students
on a competitive basis. Winners of the scholarships must sign a pledge
to teach, following graduation, in a Florida public school for the
same number of years that they received scholarship aid.

B. Gift Scholarships. A number of gift scholarships are available to
worthy students. Some of these scholarships are to be repaid after the
student’s graduation from college.

Scholarships were made available for the 1966-67 school year by
the following persons and organizations:

Air Force Aid Society

Alabama Textile Products Corporation
Alabama-West Florida Conference
John Arnold Perpetual Fund

Bank of Fort Walton

Ethel Hopkins Bartell

Beta Sigma Phi, Exemplar Chapter
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Haydon Burns

Choctawhatchee Electric Coop., Inc.
Choctawhatchee High School

Civic League of Fort Walton

Civitan International

Creel-Puckett College Fund

Crestview Kiwanis Club

Crestview Woman’s Club

Eglin N. C. O. Wives Club

Eglin Officers’ Wives Club

Escambia Farms Community Center

First National Bank of Crestview

First National Bank of DeFuniak Springs
First National Bank of Fort Walton Beach
Fisher Hardware Company

Fort Walton Business and Professional Women’s Club
Fort Walton Hospital Auxiliary
Gitenstein Foundation, Inc.

Gregg Chapel Methodist Church

Mrs. Phil Harris

Institute of Electric and Electronics Engineers
Kiwanis Club of DeFuniak Springs
Laurel Hill Ruritan Club
Niceville-Valparaiso Rotary Club
QOkaloosa Council PTA

Okaloosa County Education Association
Okaloosa National Bank

Paxton Plan

Percepter Delta Chapter-Beta Sigma Phi
Ricks and Kendrick, Architects

Rotary Club of Fort Walton

Senic City Lions Club of Fort Walton
Temple Mound Chapter, NSA
Valparaiso State Bank

W. C. Combs

Xi Beta Pi #2024—Beta Sigma Phi

C. Athletic Scholarships. Students interested in applying for a
scholarship should get in touch with the Director of Financial Services
and with the physical education staff.

ASSISTANTSHIPS

Two federal grants under the Economic Opportunities Act are
available for students enrolled at OWJC—The College Work-Study
Program and The Educational Opportunities Grants. Students who
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qualify may participate in a work-study program which has an average
value of $1.25 or $1.50 an hour or may participate in the Opportunity
grant program.,

LoaNns

The College maintains a loan fund from which a student may
secure a short-term loan. The loan carries a small service charge and
must be repaid before the end of the term. Money obtained through
the loan fund must be used to finance the student’s education. Appli-
cations for loans may be made to the Director of Financial Services.
The loan fund was made available through the sponsorship of the
Niceville-Valparaiso Rotary Club. The funds are administered by the
OW]JC Financial Assistance Committee.

VocATIONAL REHABILITATION AID

By act of Congress, any physically handicapped student may be
eligible for a partial tuition scholarship under the provisions of Public
Law 565. Inquiries may be directed to the Director of Financial Serv-
ices.

MEpIcAL SERVICES

Health services are coordinated through the Student Services Office,
with emergency first aid and services available through qualified per-
sonnel at the Physical Education Building and at the Student Services
Office. On-call services of three registered nurses and a local physician
are immediately available through these offices or through the switch-
board. Parents or nearest relative are notified immediately in the event
of illnesses and/or emergencies.

Bus SErvice

County bus service is provided free of charge for the convenience
of students enrolled at Okaloosa-Walton Junior College. The busses
arrive in time for the first period class each morning and leave the
College at the end of the last class in the afternoon.
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PROGRAMS

Okaloosa-Walton Junior College offers three basic programs which
students may enter for the purpose of completing specific goals. In
addition, the College offers other educational services in an attempt
to provide total educational opportunities for the community.

The Associate of Arts Degree provides the student with curricula
designed for transfer, with full credit, to other institutions for the
purpose of satisfying the requirements for the Bachelor’s Degree.

The Associate of Science Degree provides the student with college-
credit curricula designed to prepare persons for employment or ad-
vancement in a specific occupational area.

Adult Study Programs provide for any person legally out of grades
1-12 by virtue of age or situation regardless of the grade previously
completed. The courses in this area include vocational, technical, high
school completion, and adult basic education. Certificates and/or
diplomas are awarded for completion of the various programs in the
Adult Studies areas.

In addition, the College provides individuals with an opportunity
to become more effective in the use of their leisure time or to in-
crease their occupational efficiency through enrichment courses on
a credit or non-credit basis.

ASSOCIATE OF ARTS DEGREE

Basic Associate of Arts curricula are offered for those students plan-
ning to transfer to a four-year institution for the last two years of
their Bachelor’s degree program. Additional programs are available
through individual planning with the faculty advisors subject to the
approval of the Dean of the College.

Residence (Credit hours taken at Okaloosa-Walton Junior College).
Minimum residence requirement for the Associate Degree at Okaloosa-
Walton Junior College is 24 semester hours of which at least 18 must
be in the sophomore year.

General Education. The general education program for the Associ-
ate of Arts degree at Okaloosa-Walton Junior College embraces a
minimum of 40 semester hours of academic credit in the area of com-
munications, humanities, social sciences, mathematics, sciences, and
physical education. Students completing the general cducation courses
and carning an overall average of “C” will have their permanent
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Sem. Hrs. Course Selections

L@ 7 17 <V 41504151
and 42514252
or 42534254
Biology—required as general education
choice (select two) . ..ot 7155, 7156, 7160
Philosophy or Psychology........... 3 3279
or 6276
Approved Electives. . .............. As Necessary
Ministry
Speech............. ... 3 4105
Philosophy........ ...l 3 3279
Comparative Religion.............. 3 3280
S0CIOlogY -« .o 3 6277
World Civilization—may be used with
6100 as general education choice. . 6133
Approved Electives. ............... 12
Music
Music Theory..........coovvnentn 12 3121-3122,
3220-3221
Keyboard Harmony . ............... 2 3250-3251
Music Literature................... 4 3252-3253
Music Seminar. . ...t 4 3123-3124,
3225-3226
Applied Music (Instrumental or
Voeal)...ooooeii i As Required
Music Organizations. . ............. As Required
Pre-Engineering
Analytic Geometry and Caleulus. ... . 12 5200-5201-5202*
Chemistry and Qualitative Analysis. . 8 7115-7116
Physics—required as general
education choice. . ... e 7240-7241
Slide Rule........coovvvviiiii.. 1 5136
Engincering Drawing............... 4 7256
Deseriptive Geometry.............. 4 7106
Pre-Medicine
Foreign Language**, as follows: 6-12
French. . oo et 41404141
and 4240-4241
or or 42434244

* Four (4) semester hours may be allowed toward general education requirement.
If mathematics background is insufficient, 5101, 5110, and/or 5111 may be required
prior to this sequence. 5200 must be completed prior to start of third semester to
prepare properly for 7240.

** On the basis of sufficient prior studies in a given language, a student may, with
permission of the instructor, be enrolled initially in a second year language and thus
fulfill the language requirement in 6 semester hours.
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Sem. Hrs. Course Selections

German. ........ ...t 41504151
and 4251-4252
Mathematics. ..................... 3* 5110-5111, or any
more advanced
sequence.

Biological Science

Required general education choice................. 7155-7156

Specialization requirement. .. .. ... 8 7160-7200
Chemistry

Required general education choice................. 7115-7116

Specialization requirement. .. .. ... 8 7216-7217
Recommended Electives............ As Necessary 7130-7131

and 7132-7133

Teacher Education

Introduction to Education.......... 3 2100
Speech................ ... . 3 4105
Psychology........................ 3 6276
Appreved Elegtives. ............... 11-15
Teacher Education (Science Option)
Introduction to Education.......... 3 2100
Speech...................... ... 3 4105
Psychology........................ 3 6276
Biological Science—required for general
education choice (select two).................... 7155, 7156, 7160
Physical Science—required for general
education choice..................... ... .. ... 7115-7116,

or 7240-7241,
or 7130-7131
and 7132-7133

Science Electives, as follow:
Advanced Math. ... ............. 3

General Arts and Sciences

A specialization designed to permit planning of individually developed curricula
for the following needs:

(1) Students who seek a specialization not previously listed may request ap-
proval by the Deun of the College and the Chairman of any of the following
disciplines of a specially designed sequence which, with the general education

* Plus the 3-semester hours which count as general education.
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sequence, will meet degree requirements: Biological Science, Business, Com-
munications, Humanities, Mathematics, Physical Education, Physical Science,
and Social Sciences.

(2) Students who intend to transfer to a specific known senior institution may
arrange a specialization program, with the approval of a faculty advisor and
the Dean of the College, which will articulate most effectively with the junior
and senior years at that institution; which specialization, along with the general
education sequence, shall meet degree requirements.

Any programs planned under the General Arts and Sciences Specialization
should consist of at least 24-semester hours of planned electives. These elec-
tives, in combination with the general education sequence required of all Asso-
ciate of Arts students, shall total at least 64-semester hours for graduation.

ASSOCIATE OF SCIENCE DEGREE

Associate of Science Degree programs provide for specialization
in technical, business, semi-professional, and supervisory education.
Okaloosa-Walton Junior College within its objective of continuing
study has developed programs for applied studies based on the assump-
tion that self-contained curricula will best equip each student who
selects one of these programs to pursue fulfiliment of his role as a
productive citizen. Programs include study and practical applications,
both on the job and in the laboratory.

Residence (Credit hours taken at Okaloosa-Walton Junior College).
Minimum residence requirement for the Associate of Science degree
at Okaloosa-Walton Junior College is 24 semester hours of which at
least 18 semester hours must be in the sophomore year.

General Education. The general education program for the Associate
of Science Degree at Okaloosa-Walton Junior College embraces a
minimum of 26 semester hours of academic credit in the areas of
communications, humanities, social science, mathematics, science, and
physical education.

Specialization. In order to complete requirements for graduation,
each student must have earned at least 64 semester hours of credit, with
a minimum of 26 in the general education sequence and an approximate
total of 38 in a specialization.

The specializations within which students should plan their programs
are described in the following section: '
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GENERAL EDUCATION REQUIREMENTS
ASSOCIATE OF SCIENCE DEGREE

(26-Semester-Hour Minimum)

Sem. Hrs. Course Sclections
Communication Skills. .............. 6 4100
and 4101
or 4105
or 4242
Humanities.......................... 3 3175
Social Sciences. ...................... 3 6100
(Study of the U. S. Constitution or 6200
Required) or 6134
or 6136
Mathematics......................... 3 5101
or 1140

or any more advanced
math course.

Physical Science. .. .................. 3-4 7130
or 7110
or any more advanced
physical science course.

Biological Science. ................... 3-4 7150 or 7151
or 7156
or 7160
Physical Education................... 4 2000-series

activity-sport courses
unless exempted per
page 20.

General Education Elcctives. .. ....... As Necessary Selected from within
the above divisions,
but not restricted to
the above courses, per
sc.

TOTAL Minimum Required —

General Education................. 26 Semester Hours
SPECIALIZATIONS
ASSOCIATE OF SCIENCE DEGREE
Accounting Sem. Hrs. Course Selections

Communications Skills—required as general

education choice................ ... ... ... ...... 4100
Speech—required as general education choice 4105
Economics............o..iiiiLL 6 1286-1287
Business Math—required as general education

cholce. . ..o 1130



Sem. Hrs. Course Selections

Typewriting................ ... .. 2 1110*
Business. ........coceveniiniiaans 3 1131
Business Law...............coovnn. 6 1220-1221
Business Communications........... 3 1240
Accounting............ ... .ol 18 1200-1201,
or 1211-1212
1242-1243,
1244, 1245.
Management................ooi.n 3 1277
Statisties. . ...... .. 3 1140

Commercial Data Processingt

Economies................oi... 6 1286-1287
Typewriting...................o. 2 1110*
Business. .. .....c.virieeneiiinnns 3 1131
Accounting.......... ... ... ool 9 1200-1201, 1244
or 1211-1212, 1244
Business Law............ ... ... ... 3 1220
Statistics. . .......... ool 3 1140
Introduction to Data Processing. . ... 3 1112
Unit Record Equipment............ 8 1113, 1205
Computer Programming............ 8 1204, 1208
Data Processing Systems Design. .. .. 3 1207
Food Service Management

Mathematics—required as general education choice . .. .1130
Communications—required as general

education choiees. ..........c o i 4100, 4105
Food Service: School Law & Finance. 3 2850
First Aid.........coooieiiin, 2 2140
Business Law...................... 3 1220
Human Relations.................. 3 1276
Food Service Courses............... 21 1800, 1801, 1802, 7821,

7822, 7824, 7826.
Approved Electives. ............... 6
General Business Management

Economics. .......coovviivinniinn, 6 1286-1287
Typewriting..........coooieaiinie, 2 1110*
Business. ......c...ovieiiiiiniiinn 3 1131
Salesmanship...................... 3 1270
BusinessLaw...................... 6 1220-1221
Business Commuriications........... 3 1240

*The requirement of Basic Typewriting will be waived for students who pass a
proficiency test in typewriting or present a satisfactory grade for one year of type-
writing at the High School level. If waived, student will be required to take 2 hours
of other Business courses.

{Not available in full before January 1968.



Human Relations.................. 3
Management...................... 3
Mathematics...................... 3
Accounting........................ 6

or

Statistics—required as gencral
education choice................ .. .. i i,

General Office Management

Economies........................
Typewriting.......................
Business..................c.......
Business Communications...........
Office Practices. ...................
Business Law......................

Management......................
Mathematics......................
Accounting........................

SWWWOOWWwWNNS

or
Basic Office Machines.............. 3
Statistics—required as general
education choice............ ..o,

Drafting and Design

Course Selections
1276

1277
1130
1200, 1201
1211-1212

1140

1286-1287
1110*
1131

1240

1260
1220-1221
1276

1277

1130

1200, 1201

1211-1212
1202

Communications—required as a substitute for general

education classes.............. ... ... . Ll
Social Science—required as general education choice. . . .
Math and Science—required as substitute for general

education choices. .............. ... ... ... ... ...,
Math and Scienee.................. 9
Technical Drafting................. 12
Drafting and Design. . ............. 29

or

Secretarial Science
Communication Skills—required as

general education choices. . .......................
Mathematics—required as substitute

for general education choice.......................
Economics............cooiuin. ... 6
Typing......coovii i, 6

1110, 4111
6200

7107, 7242
7106, 7108, 7243
7122, 7123

7222 or 7223

7224 and

7232, 7233, 7234, 7235,
7244, 7245, 7246, 7247

4100-4101

1130
1286-1287
1110%, 1111, 1210

*Students will be admitted to the level of typewriting and shorthand for which
they are qualified (based upon proficiency tests or high school credits) and all lower
level courses will be waived for which students will be required to substitute other

business courses.
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Shorthand................. ....... 9 1120*%, 1150, 1250
Business.......................... 3 1131
Business Communications........... 3 1240
BusinessLaw...................... 6 1220-1221
Accounting........................ 3 1200 or 1211
Human Relations. ................. 3 1276
Specialization Elective: 3

Legal Office Practices............................. 1252

Medical Office Practices. ......................... 1251

*Students will be admitted to the level of typewriting and shorthand for which
they are qualified (based upon proficiency tests or high school credits) and all lower
level courses will be waived for which students will be required to substitute other
business courses.

ADULT STUDIES PROGRAMS

Adult Studies Programs provide for any person legally out of grades
1-12 by virtue of age or situation regardless of the grade previously
completed. The courses in this area include vocational, technical, high
school completion, and adult basic education. Certificates and/or
diplomas are awarded for completion of the various programs in the
Adult Studies areas with no less than 30% of the work in each
program (except Adult Basic Education and High School Completion)
earned in residence. All programs and announcements each year will
be available in separate bulletins on request.

Okaloosa-Walton Junior College has been designated as the Area
Adult and Vocational-Technical Educational Facility for the two-
county area and programs in five(*) of the eight vocational areas are
currently offered.

Agriculture and Agri-Business
*Business Education
*Distributive Occupations
Fishery Occupations

Health Occupations

*Home Economics

*Industrial Education
*Technical Education

College degree occupational programs are described under *“Associ-
ate of Science Degree.” Certificate Programs follow:
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CERTIFICATE PROGRAMS*
AIR-CONDITIONING, REFRIGERATION, HEATING, INDUSTRIAL

Required Program Class Hours

7838 Air-Conditioning, Refrigeration and Heating Mechanics,
Part L. ot 256

7839 Air-Conditioning, Refrigeration and Heating Mechanics,
Part 2. ottt 256

7840 Air-Conditioning, Refrigeration and Heating Mechanics,
278 A S I 256

7841 Air-Conditioning, Refrigeration and Heating Mechanics,
oY o A S 256
1024

AIR-CONDITIONING, REFRIGERATION & HEATING TECHNICIAN

Required Program Class Hours
7838 Air-Conditioning, Refrigeration and Heating Mechanics,
22T A O 256
7839 Air-Conditioning, Refrigeration and Heating Mechanics,
278« A 2 R R 256
7840 Air-Conditioning, Refrigeration and Heating Mechanics,
278 s T S 256
7841 Air-Conditioning, Refrigeration and Heating Mechanics,
22t n A SO R R R R 256
7850 Air-Conditioning, Refrigeration and Heating, Technical,
2718« A SO I 256
7851 Air-Conditioning, Refrigeration and Heating, Technical,
) 228 s A S R 256
7852 Air-Conditioning, Refrigeration and Heating, Technical,
) o7S S A 256
7853 Air-Conditioning, Refrigeration and Heating, Technical,
DY 3 PG S 256
2048

* When the certificate requirements are designated in “Class Hours”, high school
graduation is not a prerequisite for admission; when the requirements are in *Semes-
ter Hours”, high school graduation is a prerequisite.



AVIATION MECHANIC (POWER & FRAME)

Required Program Class Hours
7936 Aircraft Frame, Part 1............................... 256
7937 Aircraft Frame, Part 2............................... 256
7938 Aircraft Frame, Part 3............................... 256
7939 Aircraft Frame, Part 4............................... 256
7940 Aircraft Power, Part 1............................... 256
7941 Aireraft Power, Part 2. ............. ... ... ... ... ..... 256
7942 Technical Aircraft Maintenance, Part 1.......... ... ... 256
7943 Technical Aircraft Maintenance, Part 2. . ............ .. 256

2048
BOOKKEEPING

Required Program Class Hours
1907 Vocational Typewriting 1............................. 72
1997 Vocationad Typewriting 2............................. 72
1921 Bookkeeping 1. ............. ... ... ... . . 72
1923 Bookkeeping 2. .......... ... ... .. 72
1924 Bookkeeping 3. .......... ... 72
1903 Business English 1................................... 72
1904 Business English 2............................... ... 72
1906 Business English 3................................... 72
1908 Business English 4............... .. .. ... ......... 72
1913 High School Business Law............................ 72
1905 Business Arithmetic.................................. 72
1918 Office Machines. ................... .. ... .. 72
1915 Basic Office Practices. . .............................. 72

936
45



DRAFTING AND DESIGN

Required Program Class Hours
5813 Technical Mathematics 1................coviiiioit 64
4600 English 1......ooooeee e 64
7960 Technical Drafting 1. .. ... ... .. ... .o iiiiiiiianan, 128
5814 Technical Mathematics 2.............. ...t 64
4601 English 2., e 64
7961 Technical Drafting 2. . ................ ..o o it 128
7981 Technical Physics 1.............cooviiiiiiii .t 64
4815 Technical Report Writing............ ...t 64
7979 Materials Strength. . ........ ... .. 64
7973 Geometric Drafting. ......... ... 64
7980 Design Statics. .....o.oviiiie i 64
7972 Design Principles..... ... 64
7978 Elementary Surveying....... ..ot 64
7982 Technical Physics 2. ... ... ..ot 64
7974 Plumbing-Heating-Air Conditioning Design............... 64
7976 Machinery Design...........cooiiiiiiiieenianinnns 64
7977 Technical Drawing . ........ooviiii i, 64
7975 Military-Specification Drafting........... ... .. ... ... 64

7962 Drafting and Design, Electrical or
7964 Drafting and Design, Mechanical or
7966 Drafting and Design, Architectural.................. 256

ELECTRICAL MECHANIC

Required Program Class Hours
7944 Electrical, Part 1. ... oot iii e 256
7945 Electrical, Part 2... ... 256
7946 Electrical, Part 3. ... . oo 256
7947 Electrical, Part 4. ..ot 256

1024

ELECTRICAL TECHNICIAN

Required Program Class Hours
7944 Flectrical, Part 1... ... ..o 256
7945 Electrical, Part 2. ... ... 256
7946 Electrical, Part 3. .. ... .. cvi it 256
7947 Electrical, Part 4. .. ... 256
7948 Technical Electricity, Part 1............ ...t 256
7949 Technical Electricity, Part 2. .. ........... .t 256
7950 Technical Electricity, Part 3........ oot 256
7951 Technical Electricity, Part4........... ...t 256
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Required Program

FOOD SERVICE

7927 Basic Principles of Nutrition............................
7930 Equipment Useand Care..................ccoieevnn ...
7929 Quantity Cookery. ..... ...ttt
1985 Accounting and Reporting (Record Keeping)........... e
7926 Sanitation and Safety............... ... ... ...
7925 Foundation of Quantity Food Preparation and Service. .. . .
1941 Food Service Management..............................

1987 Purchasing

7600 High School Biology ... ...
7606 Human Anatomy and Physiology........................
1935 Applied Marketing Economies. .. .......................
2912 Industrial First Aid.................. ... .. ..o ...
4606 Effective Speaking............... ... i,
5608 Everyday Business Mathematies. . ......................

Required Program

GENERAL SALES

1803 Business English 1.....................................
1804 Business English 2.............. ... ... ... ... .......
1806 Business English 3.....................................
1908 Business English 4. ............. ... .. ... .. ..l
1905 Business Arithmetic....................................
1913 High School Business Law. .. .. e e
1932 Principles of Business Organization. .....................
1949 Principles of Retailing..................................
1934 Merchandising. ............ ... . ... . ... L

1954 Advertising

1951 Techniques

ofSelling.........c. i

1952 Business Psychology ............ ... ... i
1983 Organization and Management..........................
1945 Marketing Executive Development. .....................

47

Class Hours

48
48
48
48
48
48
48
48
48
48
48
24
24
48

624

Class Hours

72
72
72
72
72
72
72
72
72
72
72
72
72
72




SECRETARIAL

Required Program Class Hours
1907 Vocational Typewriting 1.............................0. 72
1997 Vocational Typewriting 2................ .. .. ooiiean, 72
1809 Shorthand 1. . ... ... ot i iienen 72
1999 Shorthand 2. . ... . i e 72
1903 Business English 1......... ...t 72
1904 Business English 2...................... ..., 72
1906 Business English 3........... ... ..ot 72
1908 Business English4............ ... .. .. i 72
1913 High School Business Law.................cooiiioit 72
1905 Business Arithmetic............ ... .o i 72
1919 Office Machines. .......... ...t 72
1920 Filing. .. ..o e RN 36
1917 Advanced Secretarial Practice........................... 72
1952 Business Psychology . ...t 72
1921 Bookkeeping 1. ... iiieini i e 72

1044

VOCATIONAL CLERICAL

Required Program Class Hours
1907 Vocational Typewriting 1........... .. .......oiioien 72
1997 Vocational Typewriting 2......... ...t 72
1803 Business English 1............ ... .. ... ... ... .. 72
1904 Business English 2............. ... ... ...l 72
1906 Business English 3........ ... .. ... . i 72
1908 Business English 4...... . ... ... ... it 72
1905 Business Arithmetic.............. ... o il 72
1952 Business Psychology . ......... . ... 72
1919 Office Machines. ....... ... ... ... i 72
1915 Basic Office Practices 1...................... e 72
1916 Advanced Office Practices 2...................cooein.n. 72
1920 Filing. .. .o on i s 36

828
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CLERICAL*
Suggested Program Semester Hours

1110 Typewriting . . ............
1111 Typewriting . . ... ... e
1130 Business Mathematics................................
1131 Business..............cooinnn.. e e
1277 Management................... e i
1260 Office Practices.................oooiiiiiiiiinnnnn..

4100 Communication Skills................................
Electives......... e e e e

[V~
o|mwwwmmuwt¢

STENOGRAPHIC*
Suggested Program Semester Hours

1131 BUSiness......ooi s
1277 Management.......... ... .. ... i
1180 Dictation...........oo e
1250 Transcription. ......... ...
1210 Typewriting . . ..... e e e e
1260 Office Practices.............oiiiiiii s,

4100 Communication Skills................................
Electives. .. oo

[X]
=] | b OO Ol R O O UK

* High school graduation required for entry.

49



GENERAL ADULT EDUCATION
ADULT HIGH SCHOOL DIPLOMA

Coursework leading to completion of elementary and secondary
level studies is available through the Adult Basic Education Program
and through the Adult High School Program. Additional offerings
are made available through credit and non-credit certificate programs
and upon special request.

Representative outlines of both diploma and enrichment certificate
programs and offerings follow:

BOOKKEEPING
Total Requirements and Suggested Sequence

English. .. ... it et 2 units
4600 English 1
1903 Business English 1

Social Studies (U.S. Constitution Required)................co0vveenn 2 units
6604 United States History
6606 Civics

Mathematics. ... ...oouui ittt iiiaaaaiaaaanaaaes 2 units

1905 Business Arithmetic
5610 General Mathematics

S CHBIICE. . . o oo ittt e e et 2 units
7600 High School Biology
7604 General Science

BuUsSiness. . ..ottt e e e e 8 units
1919 Office Machines
1921 Bookkeeping 1
1923 Bookkeeping 2
1924 Bookkeeping 3
1907 Vocational Typewriting 1
1913 High School Business Law
1915 Basic Office Practices
1916 Advanced Office Practices

CLERICAL
Total Requirements and Suggested Sequence

English. ... ...t 2 units
4600 English 1
1903 Business English 1

Social Studies (U.S. Constitution Required)..............cccoovve.tn 2 units
6604 United States History
6606 Civics
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Mathematics. . .. ... i e e 2 units
1905 Business Arithmetic
5610 General Mathematics

S N, ... . 2 units
7600 High School Biology
7604 Gencral Science

Business. . ... e 8 units
1907 Vocational Typewriting 1
1997 Vocational Typewriting 2
1915 Basic Office Practices
1916 Advanced Office Practices
1919 Office Machines
1921 Bookkeeping 1
1913 High School Business Law
1952 Business Psychology

COLLEGE PREPARATORY
Totul Requirements and Suggested Sequence

English
4600, 4601, 4603, 4605 . . .. oo e 4 units
Social Studies (U.S. Constitution Required)............covvvevioo... 4 units

66006 Civics

6604 United States History

6605 World History

6600 American Constitution and Government

Mathematies. ... ... i i i et 2 units
5600 High School Algebra 1
5602 High School Algebra 2

S M. ... o e e e e e 4 units
7600 High School Biology
7602 High School Chemistry or 7608 Basic Physical Seience
7604 General Science
7610 Physics

ElecUives. . ..o i et e, 2 units

DISTRIBUTIVE EDUCATION

Total Requirements and Suggested Sequence

English . ... e e 4 units
1903 Business English 1
1904 Business English 2
1906 Business English 3
1908 Business English 4

Social Studies (U.S. Constitution Required).......................... 2 units

6604 United States History
6606 Civics
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Mathematies. ... .ooii ittt it it it e e 2 units
1905 Business Arithmetic
5610 General Mathematics

S I EMICE. ... ittt e e e e e 2 units
7600 High School Biology
7604 General Science

BUS I eSS . . oottt ittt e e e e i e 6 units

1913 High School Business Law

1934 Merchandising

1953 Sales Psychology

1948 Principles of Retailing

1951 Techniques of Selling

1957 Distributive Education Training and Orientation

FOOD SERVICE
Total Requirements and Suggested Sequence

English. . ... ittt 2 units
4600 English 1
19803 Business English 1

Social Studies (U.S. Constitution Required).......................... 2 units
6606 Civics
6604 United States History

Mathematics........ ..ottt ittt iieanannns 2 units
5610 General Mathematics
1905 Business Arithmetic

Scienceand Technology. ..............ciiiiiiiiiiiiniieireansinns 8 units
7600 High School Biology
7608 Basic Physical Science
7606 Human Anatomy and Physiology
7910 Basic Foods
7927 Basic Principles of Nutrition
7925 Foundation of Quantity Food Preparation and Service
7929 Quantity Cookery
7931 Equipment Use and Care

Business. ...l e et e 2 units
1987 Purchasing
1941 Food Service Management

SECRETARIAL
Total Requirements and Suggested Sequence

English. ...ttt ierererienecnitcanannnnns 2 units
4600 English 1
1903 Business English 1

Mathematies. ... .ooooitiiiiiiiretrrrenereeennsreressaonasssonns 2 units
5610 General Mathematics
1905 Business Arithmetic
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S N, . .t e e e e 2 units
7600 High School Biology
7604 General Science

Social Studies (U.S. Constitution Required)................. . .
6604 United States History
6606 Civics

Business

1907 Vocational Typewriting 1
1997 Vocational T'ypewriting 2
1909 Shorthand 1

1999 Shorthand 2

1929 Filing

1915 Basic Office Practices
1919 Office Machines

1917 Secretarial Practice or 1925 Legal Secretary or 1927 Medical

Secretary

ENRICHMENT CERTIFICATES

CULTURAL ENRICHMENT*

Suggested Program

4226-4227 English Literature. .............................
4220-4221 American Literature...................ooou.. ...
3279 Philosophy . . . ...
3176-3177-3178 Humanities................coovvvinnen....
6100 American Civilization. .........................c.....

Electives

SCIENTIFIC ENRICHMENT*

Suggested Program

5101 Mathematics...................oiiii i
SL10 Algebra. . ...
7130-7131 Physical Science............ ...,
7150 or 7156 Biology or Botany............................
7151 or 7160 Biology or Zoology.......c..ovvviineeiai..
7136 Physical Geography..............cccovviivninen .

Electives

*High school graduation required for entry.
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c.v.v. 2units

......................................................... 8 units

Semester Hours

8' SSWwIwWe O

Semester Hours

3
3
6
3-4
4
3
7-8
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SOCIOLOGICAL ENRICHMENT*

Suggested Program Semester Hours

6100 American Civilization............ ..o,
6138 Political Geography.......oovvvvvii i,
6277 Sociology. ... .o i e
3279 Philosophy......ocoooii i
3280 Comparative Religion............cooiiiiiaaiia,
6126 Personal Adjustment..........cooiviiiiiiiiiniiiii.
6256 Current World Problems. . ......ooiiviereninnnrnnns
Electives. ..o oottt e

[ ]
OI@WWWNWNM

*High school graduation required for entry.
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COURSE DESCRIPTIONS

The courses which are offered by OKALOOSA-WALTON JUN-
IOR COLLEGE are listed below in numerical order within seven
subject matter areas. The first digit of a course number indicates the
subject matter area within which that course is offered:

1........ Business S Mathematics

2. ... Education and 6........ Social Sciences
Physical Education 7. Science and

% ....... Arts and Humanities Technology

4. ... Communications and

Language Arts

The second digit* of a coursc number indicates the class level or
specialized nature of the course.

1........ Freshman 6........ General Adult
2. Sophomore T Industrial
3. Junior 8........ Technical
4........ Senior 9. . ...... Vocational

5. ... Graduate

The third and fourth digits of the numbers are used for the se-
quential numbering of the courses in each area; 1110 represents a
business course on the freshman level which is the first of a
sequence, 1111 being the second course of that sequence, and 1210
being the sophomore level course in the same subject matter area.
7608 is a science course in the adult high school program providing
1 unit toward graduation, 7700 is a science course in industrial educa-
tion leading to a certificate, and 7701 being the second in a sequence
in this same subject. Courses identified as “Certificate Program” are
uniquely designed for special interest groups as workshops, institutes,
seminars, short courses, etc.

A cross-reference list of course numbers in use prior to the Fall
Semester, 1966, is available from the Director of Administrative
Services.

* Only numbers 1 and 2 pertain to those freshman and sophomore courses
which typically constitute the Associate of Arts Degree programs. Numbers 3,
4, 5, pertain to advanced undergraduate courses. Numbers 6 through 9 designate
specialized .courses within the various occupational and preparatory programs.
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BUSINESS

1110 Typewriting 1, 2 semester hours, 1 lec., 3 lab.
Development of correct typewriting technique, learning keyboard
control, problem typing and business letter writing.

1111 Typewriting 2, 2 semester hours, 1 lec., 3 lab.
Speed building through basic technique, tabulation, business letter
writing, reports, and manuscript typing. Prerequisite: Previous
typewriting experience or permission of the instructor.

1112 Introduction to Data Processing, 3 semester hours, 3 lec.

An introduction to basic methods, techniques, and systems of
manual, mechanical, and electronic data processing. Course cov-
ers development of data processing, basic data processing func-
tions as applied in manual, mechanical, electro mechanical, and
electronic data processing system, as well as an introduction to
analysis and application of these systems to business and indus-
trial paper work and information.

1113 Unit Record Equipment 1, 2 semester hours, 1 lec., 2 lab.
The first of two semester courses in the electric accounting ma-
chines used to program business applications. It includes pro-
gramming of interpreters, reproducers, collators, and accounting
, machine. A /,,//]:1- _.’5'6"‘ R

1' _ ’ [,“[c /
Y "“‘" lB//LvC’ (r'/rf j)

1120 Short“t{emaL 3 semester hours, 2 lec., 3 lab.
Basic skills and vocabulary of shorthand. Beginning of dictation
and transcription.

1130 Business Mathematics, 3 semester hours, 3 lec.

Mathematical problems involved in business transactions including
payrolls, depreciation, simple and compound interest, cash and
trade discounts, promissory notes, drafts, taxes, insurance, and
similar transactions. Meets the general education requirements
for business majors. Prerequisite: Satisfactory score on mathe-
matics section of the Florida High School Placement Test, satis-
factory completion of 5101, or permission of instructor.

1131 Business, 3 semester hours, 3 lec.
Examination and discussion of the problems of the business world.
Principles of taxation, insurance, marketing, advertising, and fac-

tors of producnon -

1133 Secmtyme/ R roenn 2 34 “rs-

1140 Statistics, 3 semester hours, 3 lec.
Samphng and the concept of error, tabular and graphic presenta-
tion of data, time series and frequency distributions, sunple index
number, correlation and inference. For business majors.
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1150 Dictation, 3 semester hours, 2 lec., 3 lab.
Speed-building in taking dictation and transcription. Prerequisite:
Dictation experience or permission of the instructor.

12060-1201 Accounting 1-2 (3-3), 2 lec., 3 lab.
Principles of sole proprietorship. Use of journals, ledgers, trial
balance, preparation of work sheets, balance sheets, profit and loss
statements, controlling accounts and subsidiary ledgers. Voucher
systems, partnerships, corporation accounting. Practice sets and
problems required.

1202 Basic Office Machines, 3 semester hours, 3 lec.
Operation of adding and calculating machines, including touch
control of the 10-key adding machine, the usc of correction tech-
niques, and the verification of answers.

1203 Machine Accounting Systems, 3 semester hours, 3 lec.
Operation of representative makes of accounting machines. In-
cludes machine posting methods for accounts receivable, accounts
payable, and payroll; detection of error in accounting distribu-
tion; posting and proof of posting; and basic operation of key
punch machines. (offered on demand)

1204 Computer Programming 1, 4 semester hours, 2 lec., 4 lab.
A basic course in the programming of eclectronic digital com-
puters to prepare programmers and students of closely related
occupations for employment in business and industry. Course
covers problems of data processing, characteristics of computers,
and computer programming.

1205 Unit Record Equipment 2, 2 semester hours, 1 lec., 2 lab.

This course presents typical business applications of electric ac-
counting machines. It suggests procedures for managing an elec-
tric accounting machine data processing installation as well as the
operation of various machines in their applications to processing
accounts receivable, accounts payable, payroll, and inventory in a
simulated business. Prerequisite: 1113 or permission of the in-
structor.

1207 Data Processing Systems Design & Procedures, 3 sem. hrs., 2 lcc.
3 lab.
A study of data processing systems and procedures including
. analysis of various existing business data processing applications,
integrated processing principles, total management information,
and data system concepts. Case study projects developing de-
tailed data processing procedures are stressed.
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1208 Computer Programming 2, 4 semester hours, 2 lec., 4 lab.
An advanced course in electronic digital computer programming
for achievement of technological proficiency in programming
input and output devices, machine-aided coding/compilers, pro-
gram optimizing, basic file maintenance, computer problem plan-
ning, and report writing. Prerequisite: 1204 or permission of the
instructor.

1210 Typewriting 3, 2 semester hours, 1 lec., 3 lab.
Development of occupational proficiency in business letter writ-
ing, advanced tabulation, and manuscript typewriting. Prerequi-
site: 1111, or permission of the instructor.

1211-1212 Accounting 1-2 (3-3), 3 lec.
Principles of solc proprietorship. Use of journals, ledgers, trial
balance, preparation of work sheets, balance sheets, profit and loss
statements, controlling accounts and subsidiary ledgers. Voucher
systems, partnerships, corporation accounting. Practice sets and
problems required. Evening classes only. Admitted by permission
of instructor.

12201221 Business Law 1-2 (3-3), 3 lec.
Nature, classification, and characteristics of law; courts and pro-
cedures; crimes and torts; business relationships; the contract,
agency, and employment; personal property; bailments.

1240 Business Communications, 3 semester hours, 3 lec.
Correspondence and report forms for a business office; various
kinds of business letters and reports.

1242 Accounting 3, 3 scmester hours, 3 lec.
Accounting theory relating to income measurement, corporate
capital structure, preparation and correction of financial statements
with emphasis on measurcment of receivables, inventories, and in-
vestment. Prerequisite: 1200-1201 or permission of the instructor.

1243 Accounting 4, 3 semcster hours, 3 lec.
A continuation of 1242. Measurement of tangible fixed assets,
liabilities, reserves, and the interpretation of financial statements;
analysis of working capital, application of funds and cash-flow.

1244 Cost Accounting, 3 semester hours, 3 lec.
Measuring unit production costs; principles of manufacturing, cost
accounting for business planning, control and income measure-
ment; product costing practice. Prerequisite: 1200-1201 or per-
mission of the instructor.

1245 Tax Accounting, 3 semester hours, 3 lec.
Determining income of individuals, partnerships, and corporations
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for income tax purposes; interpretations of Internal Revenue Code,
related regulations, and tax advisory services; payroll tax return
of business firms. Prerequisite: 1200-1201 or permission of the
instructor.

1250 Transcription, 3 semester hours, 2 lec., 3 lab.
Increasing accuracy in transcribing notes and a speed-building
program for dictation. Prerequisite: 1150, or permission of the
instructor.

1251 Medical Secretarial Practices, 3 semester hours, 2 lec., 3 lab.
General medical office procedures dealing with appointment
scheduling, health and insurance records, medical correspond-
ence, filing, collections, billing, credit extension and follow-up,
and medical record keeping, including medical terminology. Pre-

. Trequisite: 1250 or permission of instructor. Usually offered in al-
ternate odd numbered winter semesters, e.g., 1967, 1969, 1971 . . .

1252 Legal Secretarial Practices, 3 semester hours, 2 lec., 3 lab.
The legal secretary’s role in an attorney’s office including compi-
lation and safeguarding professional information, accounting for
the law office, payroll and miscellaneous recordkeeping, Prereq-
uisite: 1250 or permission of instructor. Usually offered in alter-
nate even numbered winter semester, e.g., 1966, 1968, 1970 . . .

1260 Office Practices, 3 semester hours, 2 lec., 2 lab.
Secretary’s duties in an office setting. Includes dictation, filing,
telephone usage, record keeping, reports, minutes, office machines,
and duplication procedures. Prerequisite: 1111 and 1120, or per-
mission of the instructor.

1270 Salesmanship, 3 semester hours, 3 lec.
Selling; correct attitudes and personal attributes for dealing with
the public on a business or professional basis.

" 1276 Human Relations, 3 semester hours, 3 lec.

Psychology of human behavior in industry; role of the technician.
Human behavior that bears upon success and failure on the job,
technique of group participation and leadership, plus opportunity
for self-analysis.

1277 Management, 3 semester hours, 3 lec.
Business organization and management; problems and principles
in personnel management; budgets and financial controls; plant
location and layout; and other vital managerial techniques.

12861287 Economics 1-2 (3-3), 3 lec.
Application of basic concepts and analytical technique to the
problems of public policy. Includes a study of the basic factors in
the economic development of the United States.
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1290 Data Processing Concepts, 3 semester hours, 3 lec.
Data processing equipment; consideration of general systems de-
sign, machine wiring, card and report design, and typical unit
record equipment components.

1299 Tutorial—Business, 1 semester hour
An experience in individual depth study in which one student
prepares for and engages in tutoring another for two class peri-
ods per week.

1600 Beginning Shorthand, 1 unit
Basic skills and vocabulary of shorthand. Beginning of dictation
and transcription. Performance in transcription is comparable to
high school courses in shorthand.

1602 Bookkeeping, non-vocational, 1 unit
Principles, concepts and knowledges required for practical book-
keeping in everyday living; principles of personal anl family fi-
nancing.

1604 General Business, 1 unit
Non-vocational course to provide adults an understanding of gen-
eral business practice as related to the everyday business affairs
of the lay citizen.

1606 Beginning Typewriting, 1 unit
Non-vocational course in typewriting for personal use; mastery
of the keyboard and ability to write personal and business letters
8o7 %Y. _(a /&uratelz y< Comparable to hxgh school courses in typewriting.

SR LT e G

1701 Industrial Supervnslon and Foremanslup, 1 unit
Supervision of workers by studying and interpreting blue-prints,
sketches, and written or verbal orders, determining procedure of
work, assigning duties, and inspecting work for quality and quan-
tity production; timekeeping, production record keeping, and
other record keeping; employing, training, and djscharging work-
ers; and setting up and inspecting equipment prior to regular op-

Y Ay RN PO SRR T
1719 Law I‘f forcement 1 unit

Phases of law enforcement such as weaponless defense, small
arms use, chemical tests for intoxication, police administration and
supervision, criminology, and crime prevention.

1800 Food Services—Merchandising, 3 semester hours, 3 lec.
Aesthetic and realistic display of foods providing a setting which
enhances the product.

1801 Food Services—Purchasing, 3 semester hours, 3 lec.
Analysis of purchasing, planning, pricing, promotion and distribu-
tion as it relates to cost control.
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1802 Food Services—Supervision and Administration, 3 semester
hours, 3 lec.
Principles, methods, and procedures related to the effective utiliza-
tion of human resources in food service programs.

1811 Industrial Management and Supervision, 1 unit
Preparation of technicians and personnel in specialized areas of
industrial personncl management and supervision.

1901 Farm Management, [ unit
Operation of the farm as a unit. Instruction and supervision is
provided for managerial jobs on the farm such as planning the
farm; financing; renting and leasing; evaluation of property; keep-
ing records and analyzing records.

1903-1904 Business English 1-2, 1-1 unit
Effective oral and written expression for business; application of
rules of grammar and development of vocabulary through super-
vised business activities involving speaking and writing.

1905 Business Arithmetic, 1 unit
Arithmetical concepts required for effective bookkeeping and mer-
chandising; provides practice in solving business problems which
involve mathematics.

1906-1908 Business English 3—4, 1-1 unit
Effective oral and written expression for business, application of
rules of grammar and development of vocabulary through super-
vised business activities involving speaking and writing. Prereq-
uisite: 1904 or permission of the instructor.

1907-1997 Vocational Typewriting 1-2, 1-1 unit
Skills, techniques, and knowledge in the use of the typewriter
for work in a business office in a clerical or stenographic position.

1909-1999 Shorthand 1-2, 1-1 unit
Integration of shorthand, English, and typewriting skills to de-
velop the ability and speed for vocational competence.

1913 High School Business Law, 1 unit
Legal system and principles of law applied to business situations:
prepares the office worker to meet and cope with simple legal
problems of an office occupation.

1915-1916 Basic Office Practices 1-2, 1-1 unit
A laboratory course to aid the student in filing, duplicating,
operating a switchboard and office machines, record keeping,
and developing job efficiency; personal qualities and traits essen-
tial for success.
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1917 Advanced Secretarial Practice, 1 unit
Preparation for the examination offered by the National Secre-
taries’ Association for the designation of “Certified Professional
Secretary.” Open to secretaries interested in improving job profi-
ciency.

1919 Office Machines, 1 unit
Practice in the use of business machines. Short courses to achieve
proficiency on a specific type of office machine may be offered.

1921 Bookkeeping 1, 1 unit
Complete bookkeeping cycle, including journalizing, posting,
preparing financial statements, and adjusting and closing the
books. Procedures for proprietorships, partnerships, and corpora-
tions, inventory methods, control accounts, special journals, the
voucher systems, notes and drafts, depreciation and payroll
methods.

1923-1924 Bookkeeping 2-3, 1-1 unit
Theory and accounting procedures for merchandising, manufac-
turing concerns, and the principles of cost accounting. Profit and
loss analysis, comparative statements, ratios, adjustments, and
various cost accounting systems are included. Attention to in-
come, income tax and official security tax laws, returns, and ac-
counting procedures.

1925 Legal Secretarial Practice, 1 unit
Stenographic procedures for employment in law offices; legal
forms, instruments, and legal terminology for the legal secretary.

1927 Medical Secretarial Practice, 1 unit
Secretarial procedures for the doctors office, clinic, or hospital-
medical vocabulary, medical case histories, and problems of deal-
ing with the ill and infirm.

1929 Filing, 1 unit
Methods and systems of filing used in business offices, filing
equipment, and time-and-motion saving skills. Filing practice sets
are used.

1931 Supervisory Training for Business, 1 unit
Principles and procedures of supervision for a business office;
supervision, establishment of good relationships, evaluation of job
performance, employee training and job advancement.

1932 Principles of Business Organization, 1 unit
This course is designed for new and/or prospective managers
and/or owners of small businesses. Included in the course are
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units covering location determination, financing a new business,
legal risks, personnel management, market research, and taxation.

1933 Business Management, 1 unit
Administrative management personnel problems in the organiza-
tion and operation of a business; location, sales promotion, long.
and short-term financing, record keeping, managerial aids, and
efficient use of personnel and merchandise.

1934 Merchandising, 1 unit
This course deals principally with training for personnel special-
izing in merchandising and buying. The functions of the mer-
chandising department, inventory control system, stock turnover,
the buying functions, and sales promotion are covered.

1935 Applied Marketing Economics, 1 unit
Economic principles applied to specific marketing problems en-
countered by managers of distributive businesses. Short course
dealing with the national income and its distribution; demand,
supply and prices; competition, spending and taxes; international
trade and commercial policy; debt management; and money and
banking.

1937 Service Station Management, 1 unit
Service station managers and owners training. Principles involved,
customer relations, accounting, servicing, and product control.

1939 Hotel-Motel Management, 1 unit
Hotel and/or motel operation including supervision of employ-
ees. room sales, dining room scrvice, bellman duties, and training
techniques; promoting the sales of services offered and accounting
procedures.

1941 Food Service Management, 1 unit
Managerial or supervisory problems of the food service industry;

food purchasing, food cost accounting, food control, food check-
ing, and food sales and services.

1943 Insurance Sales and Agency Management, 1 unit
Insurance agency and insurance sales management. The history
of the industry and methods of operation, essentials of direct sell-
ing, group demonstrations, and techniques of preparing sales talks.

1945 Marketing Exccutive Development, 1 unit
Executive supervisory personnel specializing in merchandising
and buying. The functions of marketing, inventory control sys-
tems, buying, and sales promotion. Management problems and
typical operation sheets are developed.
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1947 Supervisory Training for Distributive Workers, 1 unit
Principles and application of supervision; job of supervision, hu-
man relations, evaluation of job performance, employee training,
and job advancement.

1949 Principles of Retailing, 1 unit
Organization and operation of a retail merchandising business;
sales, service, sales promotion and advertising, credit and account-
ing, and administration departments. Also channels of distribu-
tion, store financing, personnel problems, and operating statements
are studied.

1951 Techniques of Selling, 1 unit
Selling sequences for making a sale. Includes retailing, direct and
wholesaling areas, and an analysis of the buyer-focused theory of
selling.

1952 Business Psychology, 1 unit
This course attempts to show how modern psychology is useful
for the person in business. The course also deals with abilities,
motives disappointments, ambitions, and idiosyncrasies normally
displayed by people in business.

1953 Applied Sales Psychology, 1 unit
Short course of psychological principles applied to selling prob-
lems which include buyer motivation, the factors of attention
and interest in the sales process, and the attributes of a successful
salesperson.

1954 Advertising, 1 unit
Included in this course are retail advertising procedures, copy-
writing and testing, selection and use of illustrations, direct mail
advertising, including research and analysis of sales territory, and
the coordination of the display, advertising, and sales depart-
ments.

1955 Sales Promotion, 1 unit
Methods and techniques used in sales promotion program develop-
ment. Research, advertising, merchandising display, direct mail
advertising, development of effective sales talks, and demonstra-
tions are covered.

1956 Floral Design and Sales, certificate program
Designs and specific sales technique for personnel employed as
retail florists.

1957 Distributive Education Training Orientation, 1 unit
A study of the kinds of organizations performing distributive
functions, marketing, retailing, wholesaling, and the total con-
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/1959

cepts in distribution of goods and services as they apply to a spe-
cific job, to the business, and to that particular business operation
as it functions in the business community and the general econ-
omy.

1958 Interior Decorating for Retail Sales, certificate program
Problems of persons employed in selling furniture, draperies and
fabrics, household accessories, carpeting, paint, and other lines
requiring a knowledge of interior decoration. Presentation of
information regarding design and color to assist in making more
effective sales.

— 2351 j':,\ V€S ﬁrrLerfoI-.
1961 Negotiable Instruments, 1 unit
Provisions of the uniform ncgotiable instruments law with em-
phasis upon bills of lading, stock certificates, bonds, certificates
of deposit, trade acceptances, warehouse reccipts, and other simi-
lar banking instruments.

1963 Real Estate Law—Instruments and Documents, 1 unit
Legal practices and procedures in real estate including a study
of the legal documents used in real estate transactions. Actual
practice in the preparation of various legal forms.

1965 Real Estate Appraisals, 1 unit
Nature and purposc of appraisals, rcasons for and use of ap-
praisals, depreciations, income approach, types of appraisals,
valuations, maps, values, costs, and markets.

1966 Waiter-Waitress Training, certificate program
Techniques used in greeting guests, seating them, taking orders,
serving food, proper sanitation practices, and suggestive selling
to aid uncertain customers.

1968 Hostess Training, certificate program
Problems of restaurant personnel which covers the proper way
to handle goods, dress, how to take orders, placing of orders,
seating arrangements, dining room service, and ways to make
customer’s meals pleasant.

1970 Hotel-Motel Front Office Procedures, certificate program
Dutics and responsibilitics of front officc personnel, i.c., register-
ing and rooming gucsts, rescrvations, recording charges and
credits, billing guests, checking out guests, preparing transcripts
of guest’s accounts reccivable, and balancing transcripts.

1972 Hotel-Motel Cashiering, certificate program
Procedure and mathematics required to prepare guest accounts
accurately. Posting of charges and credits to individual guest
accounts, handling of checks and making change, posting of
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charges and credits to accounts of non-registered guests, handling
of transcripts, check-ins and check-outs.

1974 Hotel-Motel Auditing and Posting Machine, certificate program
Posting charges and credits to guest accounts, correcting errors,
balancing cash at end of watch, transferring bills to new accounts,
taking trial balance, and proving all transactions made during
the watch.

1976 Hotel-Motel PBX Operator, certificate program
Manipulative skills involved in handling keys, cards, supervisory
signals, dials, extensions, incoming and outgoing local and long
distance calls, voice techniques, and courtesy. Proper phrasing,
paging, and filing names of guests are included.

1978 Executive Housekeeping, certificate program
Leadership and organizational ability for supervisory personnel
responsible for maintaining an establishment in a clean, orderly,
and attractive manner. Includes the basic technical knowledge
essential to the position.

1980 Hotel Housekeeping, certificate program
Training in the cleaning, orderliness, and decorating of a commer-
cial housing establishment, including the purchasing of supplies
and equipment for the housekeeping department.

1983 Organization and Management, 1 unit
Fundamentals of organization which include planning, lines of
responsibility and authority, environmental factors influencing
organization, and the measures of successful organization and
management.

1985 Accounting and Reporting (Record Keeping), 1 unit
Recording and reporting quantity food service business. Includes
sound record keeping and reporting system, daily practice in
maintaining adequate records and reporting information clearly
and accurately for food service managers and accountants.

1987 Purchasing, 1 unit
Principles of purchasing, grades of food, quality and control of
costs, marketing functions, laws, regulation, purchasing pro-
cedures and purchasing records for f