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GLOSSARY

academic courses: those which carry transfer credit
toward a bachelor’s degree as well as meeting
requirements for an associate degree
(see occupational courses).

accreditation: formal recognition of an educational
institution that maintains standards qualifying its
graduates for further study or for professional practice.
Albuquerque TVI is accredited to grant certificates and
associate degrees by the North Central Association of
Colleges and Schools; individual programs are
accredited or approved by professional organizations.

adding courses: Students may add (register for) TVI
courses through the fifth day of a full-term session and
the third day of a short session. If the course has a
corequisite it must be added as well.

admission: the process of applying and being accepted
by TVI (as opposed to registering for a particular
course).

advisor: a TVI staff member who provides program
information and checklists, handles credit transfer
issues, assists students with setting and meeting
academic goals and provides referrals to other
departments.

articulation agreement: a list of community college
courses which are equivalent to corresponding courses
at four-year colleges and universities. In other words, a
transfer school, such as UNM or NMSU, has agreed, in
writing, that these courses will fulfill many or all of the
lower-division requirements for a bachelor’s degree.

associate degree: a degree awarded by a community
college upon satisfactory completion of an organized
program. TVI offers the associate of arts, associate of
science and associate of applied science degrees. They
require 64 to 84 credit hours and include requirements
in general education as well as those in the major field
of study. Some credit hours are transferable toward a
bachelor’s degree.

audit: TVI students may register for occupational or
Arts & Sciences courses for audit—which means no
grade or credit is recorded on the transcript—if they
have met the prerequisite(s). Students are expected to
attend all class sessions but are not responsible for
completing assignments. Audit courses do not count for
enrollment verification and cannot be used to meet
prerequisite or corequisite requirements.

certificate: awarded by a community college for
completion of a job training program requiring fewer
credit hours and less advanced coursework than an

associate degree. TVI offers 41 certificates, some of
which form the basis for an associate degree when
general education courses are added.

challenge exams: used to establish credit for
occupational and Arts & Sciences courses.

community college: a postsecondary institution like
TVI which offers adult education, college preparation
and courses/programs (certificates and degrees) in
technical and occupational fields of study as well as for
transfer to four-year schools.

corequisite: a course which must be taken in
combination with a specific course. Often a lab is the
corequisite for a lecture: CHEM 121/121L, for
example. A student who drops one of a pair of
corequisite courses must drop the other as well.

counselor: a TVI staff member who provides academic,
career and personal counseling as well as referrals.

course fee: a charge for materials, equipment and
supplies for a course, listed in the Schedule of Classes
and the Catalog.

course load: the number of courses taken in a term,
usually measured in credit hours. At TVI, 12 hours is
considered a full load. Students wishing to take more
than 18 hours must meet certain conditions.

credit hour: a unit of measurement for courses. At TVI,
each hour of credit in a lecture class requires a
minimum of 750 minutes of instruction per term; each
hour of credit in a laboratory class requires at least
1,500 minutes. For transfer purposes, one TVI credit
hour generally equals one semester credit hour at other
institutions.

credit/no credit: CR/NC, a grade option in some TVI
courses, replacing the traditional letter grade.

CRN: course reference number, assigned to each course
in the Schedule of Classes and used in registering.

distance learning: course sections offered via the
Internet, videotape, correspondence or television or in
an electronic classroom. These sections cover the same
material and carry the same credit as their in-class
counterparts. Separate fees are charged. For details, see
the Schedule of Classes.

dropping courses: removing your name from a course
roll if you no longer wish to attend and will not receive
a grade. Deadlines for dropping courses are printed in
the Schedule of Classes. If you drop a course with a
corequisite you must also drop the corequisite.
Dropping courses may affect your financial aid.



202 Albuquerque Technical Vocational Institute

elective: a course not required for graduation or
for a major.

full-time status: 12 credit hours constitute a full 
course load.

general education courses: courses outside the major
field that are required for an associate degree. Examples
are ENG 101 and MATH 121; at TVI, general
education courses are offered by the 
Arts & Sciences Department.

grade point average (GPA): computed by multiplying
the number of credit hours of a course by the points
assigned to the letter grade, then dividing by the total
number of hours.
Point values are: A=4, B=3, C=2, D=1, F=0.

major: a group or series of courses designed to provide
intensive education or training in a specialized area. A
major prepares students for immediate employment and/
or further education; a student’s major is the certificate
or degree program in which he or she is enrolled.

non-degree student: one who has not yet chosen a
major or who does not wish to earn a certificate or
degree. Adult & Developmental Education students are
classified as non-degree. Credits earned in non-degree
status may be transferred to a certificate or degree
program. Non-degree students may not be eligible for
financial aid or veterans’ benefits.

occupational courses: those designed to prepare
students for entry-level jobs. At TVI occupational
courses (also called vocational courses) are offered in
the Business Occupations, Health Occupations,
Technologies and Trades & Service Occupations
departments.

PIN: personal identification number used as an access
code  in STARS. Your PIN is pre-set to your birth
month/day/year (June 12, 1970, is 061270, for
example). To protect your privacy, you should change
your PIN as soon as you begin using STARS. If you
forget your PIN, come to the Records Office with a
picture ID which includes your Social Security number.

prerequisite: a requirement which must be fulfilled
before a student may enroll in a course. Often the
prerequisite is a lower-level course in the same subject
which must be completed with a passing grade.

program director: an instructor who provides in-depth
information about a certificate or degree program

R: Thursday (really!) in the TVI Schedule of Classes,
where T R means a class meets Tuesday and Thursday.

recommended: a course which is recommended to be
taken prior to enrollment in another course.
(See prerequisite.)

registration: the process of signing up for courses,
including paying tuition and fees.

registration fee: a charge paid before registering for
classes ($22.25 per term in 2000–01).

repeating courses: A course may be repeated up to
three times, with each enrollment appearing on
the transcript.

Schedule of Classes: a printed list of classes to be
offered in the upcoming term, including CRN, day/time
and location, with information about admission,
payments and registration.

snow day: Under extreme weather conditions, TVI may
close or operate under an abbreviated schedule, with
classes beginning at 10:30 a.m. Information is
announced on a telephone hotline, 224-4SNO, and on
radio stations.

STARS: TVI’s Student Access Telephone Registration
System. It allows students to register for classes, add
and drop classes and find out their grades by using a
touch-tone telephone. Instructions for using STARS are
published in the Schedule of Classes.

term: the length of a specific course and, therefore, a
portion of the academic year. TVI has three terms a
year: fall (beginning in September), spring (January)
and summer (May).

topics course: a course on a special topic offered
irregularly and indicated with a = footnote in the
Schedule of Classes.

traditional grade: letter grade (A, B, C, D or F) used
in calculating the grade point average and
recommended for courses in the major and for courses
to be transferred to another institution. For details on
grade options, see page 18.

transcript: an official copy of a student’s academic
record at a college, showing courses attempted and
completed, grade and the grade point average. TVI
transcripts are available from the Records Office.

transfer credit: credits for courses taken at another
institution and counted toward a TVI certificate or
degree or taken at TVI and applied toward a degree at
another institution.

tuition: a charge for TVI’s Arts & Sciences courses: in
2000–01 New Mexico residents pay $33.00 per credit
hour. Non-residents also pay tuition: $91.40 per credit
hour for Arts & Sciences and occupational courses.

withdrawal: dropping all courses and ceasing to be a
TVI student.

wpm: words per minute (keyboarding).
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A
“ability to benefit” standards  9
academic calendar  8
Academic Policies  18–23
academic records  22

challenge of contents  23
academic renewal  20
academic standards  20

warning  20
academic support  26
academic year  4, 9, 18
Accounting  42, 135

introduction  135
accreditation  3, 4
Accuplacer  10
adding courses  12
address change  22
admission  9–11
Adult & Developmental Education  25, 26, 27–28, 132–133
Adult Education  27–28, 132
Adult Education Learning Center  26, 132, 133
advanced placement test  10, 24
advertising  144
advisement  24
Aerospace Studies  29, 138
Air Conditioning, Heating and Refrigeration  43, 137

concentration  100
Air Force  29
algebra  132, 185
American Bar Association  31, 41
American College Test (ACT)  10, 24
American Council for Construction Education  41, 64
American Culinary Federation Educational Institute  41, 72
American Hotel & Motel Association  89
Anderson Schools of Management  119
anthropology  139
Application for Admission Form  10
applying to TVI  10
apprenticeships  34, 44
Architectural/Engineering Drafting Technology 45, 139
art  96, 140
art history  140
articulation agreements  30
Arts & Sciences  29, 40, 41. See also Liberal Arts
assessment  4
Assistance Centers for Education  26
associate of applied science degree programs  9, 38–41
associate of arts degree programs  9, 38–41
associate of science degree programs  9, 38–41
Association of Collegiate Business Schools and Programs

30, 41
astronomy  141
attendance  13, 18–23, 27
audit  12, 19
Automotive Service Fundamentals  46
Automotive Technology  46, 141

concentration  127

INDEX

B
Baking  47, 147
Banking  see Financial Services
Bilingual concentration (Elementary Education)  81
biological and physical sciences  96
biology  145
blueprints  148, 171, 192
Bookkeeping  48
Business Administration  49, 142
Business Computer Applications concentration  58
business English  143
Business Graphics and Communication  51, 145
Business Information Management concentration  58
Business Occupations  30, 40, 41
Business Resource Centers  31

C
Call Center Operations  52
cancellation of enrollment  12
Career Resource Room  24
Carpentry  53, 148

apprenticeship  44
CASAS  27
certificate programs  9, 38–41
certificate/degree status  9
Certified Professional Secretary (CPS)  112
challenge examinations  15, 32
Character Counts  142
chemistry  151
child care  16, 25
Child Care Grant  15
Child, Youth and Family Development  54, 149
choice of catalog  12, 21
circuits  169
citizenship  133
class schedule  12
Clinical Laboratory Assistant  57, 155
code of conduct  25
College Level Examination Program (CLEP)  10, 24
Commercial Carpentry Apprenticeship  44, 149
Commission on Accreditation of Allied Health

Education  41, 122
Committee on Accreditation for Respiratory Care  41, 122
communications  95, 142, 157
computer animation  160
Computer Animation concentration  63
computer basics  143, 164
computer graphics  63, 160
Computer Information Systems  57, 151
computer languages

ANSI COBOL  159
Assembler  161
Basic  160
C++  162
Extensible Markup Language (XML)  152
Hypertext Markup Language (HTML)  152
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JAVA  161
RPG III  162
UNIX  162
Visual Basic  162

computer literacy  133, 164
computer networks  105, 161
Computer Programming concentration  62
computer programming  62, 161, 164, 169
computer science  96
computer software

Access  152
Alias Wavefront/Maya  161
CADKEY  187
computer-aided design/drafting (CADD)  165
computer-assisted design drafting (CADD)  73
computer-assisted drafting (CAD)  139, 187
desktop publishing  145, 154
digital publishing  145
Excel  152
FrontPage  153
HTML  129, 152
Lightwave 3D  162
multimedia authoring  154
network server  105
PageMaker  145
Photoshop  145
PowerPoint  151
QuarkXPress  145
scripting  129, 152
Web commerce  168
Web sites  129, 152
Windows  151
word processing  133, 151

computer-aided transcription  164
computers

computer-aided design  73
hospitality industry  89
Internet  105, 129, 152
multimedia  152
open computer lab  26
Windows NT  151
World Wide Web  129, 152

Computing Technology  62
concurrent enrollment  10
Construction Management  156
Construction Management Technology  64
Construction Technology  65
continuing education credit  11
continuous enrollment  21
Continuous Quality Improvement  67, 142

concentration  50
cooperative education  25, 34
corequisite  12
Cosmetology  67, 157
counseling  24
course load  13
course repetition  13
course substitutions/waivers  11
Court Reporting  69
credit by examination  see Challenge Exam
credit hour  18
credit/no credit  19
Criminal Justice  70, 155
Critical Care Nurse Internship  72
Culinary Arts  72
cultural studies  164

D
Data Communications Management concentration  58
Data Entry  73, 166
dean of students  19
Design Drafting Engineering Technology  73, 165
Developmental Education  26, 27
Diagnostic Medical Sonography  74, 167
Diesel Equipment Technology  75, 127, 166

concentration  127
disabilities, services for people with  4, 5, 24
distance learning  5

fee  15
Division of Vocational Rehabilitation  16
drafting  45, 73, 139, 165

introduction  168
dropping courses  13

E
E-Commerce  76, 168
Early Childhood Multicultural Education concentration  54
economics  168
Electrical concentration  66, 171
Electrical Trades  77, 173

apprenticeship  44, 176
electronics

introduction  170
Electronics Engineering Technology  78, 169
Electronics Technology  79
Elementary Education  81
Emergency Medical Technician  83, 173
Emeritus Academy  3
Employment Skills  198
English  173

developmental English  173
English as a second language  132, 173
Entrepreneurship  83, 174
Environmental Technology  83, 174
equal opportunity  5
(ESL) see English as a second language
experiential learning  25

F
Facilities Maintenance concentration  98
Family Educational Rights and Privacy Act  22
Family Studies concentration  54
fees  14–15
financial aid  15–17

check release  16
deferment authorization  17
eligibility  15
repeating courses  13
satisfactory academic progress  16

Financial Services  84, 144
fine arts  96
Fire Science  86, 177
Fitness Technician  87, 176
Food Service Management  88, 178
foreign languages  96
French  177
full load  13
funding for TVI  4
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GED  9, 15, 25, 132

Spanish GED  132
GED exam

fee  15, 25
pre-test  25
preparatory classes  25

General Business concentration  50
General Construction concentration  65
general education  4
General Educational Development. See GED
General Electronics concentration  80
General Honors courses  178
General Honors Program  29
General Manufacturing concentration  100
Geographic Information Systems  46, 178
geography  178
geometry  132, 185
glossary  201
Governing Board  3, 4
grades  18, 202

appeals  19
grade point average (GPA)  18

graduate job placement  6–7
graduation  15, 21

requirements  21
with honors  21

grammar  26, 132, 133, 173, 174

H
health insurance  25
Health Occupations  32, 40, 41

introduction  179
Healthcare Technician  88, 178
Health Unit Clerk  89, 181
high school equivalency exam. See GED
history  179
history of TVI  4
home page (TVI)  2
home school  9
honor roll  20
honors  21
honors courses  29, 178
Hospitality and Tourism  89, 179
humanities  96, 182

I
ID number  14
identification card  18
incomplete grade  19
Instructional Media Resources  26
International Business  91, 182
internships  25  See also individual programs
Iron Worker Apprenticeship  44, 182

J
job placement  6–7, 25
Job Training Partnership Act  16
journalism  182
Judicial Studies  92, 182

K
keyboarding  163
kiosk  23, 24

L
language arts  81
lasers  184
learning centers  26
Legal Assistant Studies  94, 183
Legal (Office Administration) concentration  112
Liberal Arts  95
Licensed Practical Nurse Refresher  96, 184
literature  132, 173
loans  16

M
machine shorthand  163
Machine Tool Technology  97, 186

concentration  104
major  12
management  143
Manufactured Housing Set-up  97, 187
Manufacturing Technology  98, 188
marketing  143
math  26, 96, 132, 184, 192

developmental math  184
Math Applications Learning Lab  26
Mechanical Technology  100
Medical (Office Administration) concentration  113
Medical Laboratory Technician  102, 188
Merchandising concentration  50
Metals Technology  104
mission, vision, values and goal statements  3
Multimedia concentration  58
music  188

N
name change  23
National Accrediting Agency for Clinical

Laboratory Sciences  41, 102
National Automotive Technicians Education

Foundation  41, 47
National Child Development Associate  59
National Court Reporters Association  41
National League for Nursing Accreditation

Commission  41, 107
Network Systems Management concentration  106
Network Technical Support concentration  106
Networking Technology  106
New Mexico Highlands University  118
New Mexico Real Estate Commission  120
New Mexico State Board of Nursing  41, 107
New Mexico State University  73, 79
non-degree status  10
non-traditional credit  11
North Central Association of Colleges and Schools  4, 31
Nursing  107

ADN  108
loans  16
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Nursing Assistant  111, 189
Nursing Home/Home Health Attendant  107, 189
Nursing Programs  107
nutrition  190

O
Office Administration  112, 134
Office Assistant  114
Office Technology concentration  112
open-entry, open-exit  12, 19
optics  184
orientation  12, 24

P
Pell Grant  15
Perioperative Nurse Specialist  111, 193
permission to enroll  13
Pharmacy Technician  115, 194
philosophy  190
Phlebotomy  116, 191
phonics  132
physics  96, 191
placement test  10
Plumbing  116, 191

apprenticeship  45, 191
concentration  101

PLUS loans  16
political science  193
Practical Nursing  109, 192
Pre-Engineering  117
Pre-Management  118
prerequisites  12
Presbyterian Hospital  109
probation  20
Process Control  190
Process Control concentration  80
Professional Cooking  119, 194
Professional Truck Driver Institute of America  41, 128
programs of study  36–131
psychology  193

Q
quality improvement  142
Quantity Food Preparation  see Professional Cooking

R
reading  26, 132, 133, 173, 195
Real Estate  120, 143

concentration  50
refunds  17
Registered Nurse Refresher  120, 195
registration  12–15

fee  14
invoice  12

religion  195
remodeling  148
repeating courses  19
Retail Management  124
residency

tuition  14
Residential Superintendent  64

Residential Wiring  121, 171
Respiratory Therapy  122, 195
Returning Student Update Form  10
robots  190

S
SAT  10, 12
Schedule of Classes  2, 12
scholarships  16
science  96, 132

developmental science  197
self-paced learning  26
Semiconductor Manufacturing concentration  99
semiconductors  197
Sheet Metal Apprenticeship  45, 197
“sitting in” on classes  12
Skills USA  33, 34
Small Business Management concentration  50
Small Engine Skills Improvement  197
social and behavioral sciences  96
Social Security number  14, 23
Society of Manufacturing Engineers  73, 98
sociology  197
Spanish  198
Special Education  81
Special Services  2, 5, 24
spelling  132
Stafford Loan  16
State Student Incentive Grant  15
Stenotranscription  125, 164
stepbacks/stepups  13
Student Employment program  16
Student Handbook  2, 24
Student Health Center  25
Student Job Placement  25
Student Right to Know and Campus Security Act  23
Student Services  24–26
study skills  198
Supplemental Educational Opportunity Grants  15
Surgical Technology  126, 198
suspension  20

T
Tax Relief Act  23
Technologies  33
Technology Accreditation Commission of the Accreditation

Board for Engineering and Technology  41, 73, 79
Testing Centers  24
theater  199
topics courses. See individual programs
“Touch TVI”  23, 24
Trades & Service Occupations  34
transcripts  15, 23
transfer of credit  10
transferring to TVI  10
Transportation Technology  127
Tres Manos Child Development Center  16, 25
Truck Driving  128, 199
tuition  14

senior citizen discount  14
Tutorial/Learning Centers  26
tutoring  26, 132
TVI challenge exams  11
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TVI Foundation  4
typing. See keyboarding
typing tests  24

U
University of New Mexico  25, 29, 57, 64, 102, 112, 117,

118, 122, 196

V
verification of completion  9
Veterans Administration  16, 28, 32
VICA. See Skills USA
VICA courses  199

W
Web Technology  129
Welding  130, 199

concentration  105
withdrawal  13
work study  16
Workforce Training Center  5
writing  132, 133, 173
Writing and Reading Assistance Center  26
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