


SPRING 2009 GACTC Continuing Education Classes

Unless otherwise stated, CLASSES BEGIN THE WEEK OF JANUARY 26, 2009

TRADE AND INDUSTRIAL

Air Conditioning (Beginning) ............ 01/27-04/21 .. .T/TH ..... 6:30-9:30 pm ......... 72hrs. ........ $250.
Cabinetmaking/Woodworking ........... 01/26-04/15 .. .M/W ..... 6:30-9:30 pm ......... 72hrs. ... ... 250.
*Computer Aided Drafting (AutoCAD) ... .. 01/26-04/01 .. .M/W .. ... 6:30-9:30 pm ......... 60 hrs. ........ 225.
Drafting/Blueprint Reading ......................... TITH ..... 6:30-9:30 pm ......... 72hrs. ..., 250.
Electricity - Commercial/Industrial . .................... TITH ... .. 6:30-9:30 pm ......... 72hrs. ... .. 250.
Electricity - Residential (Beginning) ................... M/W .. ... 6:30-9:30 pm ......... 72hrs. ..., 250.
Electricity for Plumbers/HVAC. . .. .......... ... .. .... TTH ..... 6:30-9:30pm ........ 72hrs. ... 250.
Forklift Safety . . ..................... 02/07, 03/07. . .SAT . 8:00-12:00 Noon . . . . .. S5hrs. ....... 100.
Machine (Beginning) ........ ... ... M/W .. ... 6:00-10:00 pm ........ 72hrs. ... .. 250.
Plumbing - Apprentice . ........ ... i M/W .. ... 6:30-9:30 pm ......... 72hrs. ........ 250.
Refrigeration Service Certification ... ... .. 03/05 ........ ™ ... 6:00-10:00 pm & ...... 7hrs. ..o 200.
03/07 ........ SAT ...... 8:00-11:00 am

SIgN DeSIgN . . . oo TITH..... 6:30-9:30 pm......... 60 hrs......... 250.
Small Engine Repair .................. 01/12-034/18 . .M/W . .... 6:00-9:00 pm ......... 60 hrs. ........ 225.
State Auto Emissions Test . ............. Online ....... By Appt. . .Call Office ........... lhr. ......... 20.
State Auto Inspection License . ............. ... ....... M/T/TH ...6:00-10:00 pm ........ 12hrs. ........ 140.

01/26, 27, 29 02/23, 24, 26 03/23, 24, 26

04/20,21,23 05/18, 19, 21
Welding . ..o T/TH ....6:00-10:00 pm ........ 72hrs. ........ 350.

*BASIC DRAFTING REQUIRED

EXPANDED FUNCTION DENTAL ASSISTING

Expanded Function Dental Assisting (EFDA) Program

Alaw was passed in December 1994 requiring the certification of Expanded Function Dental Assistants. The combination of the didactic, lab
oratory and clinical portions of the course exceed the minimum requirement of 200 hours that the Pennsylvania State Board of Dentistry had
mandated to qualify for the EFDA certificate.

EFDAs are in increasing demand in dental practices. An EFDA can perform additional duties, such as placing and contouring restorations.
Having an EFDA in a dental office can significantly increase productivity. Upon successful completion of this course, participants will be eligi-
ble to sit for the Pennsylvania certification exam for EFDAs.

Courses
EFDA 101

This is a 12 week course which is designed as an intensive introduction to the basics of restorative dentistry for the Dental Auxiliary, including

rubber dam applications, placing, carving, and finishing amalgam restorations, light cured composite restorations, and crown and bridge tem-
porary restorations. Skills are attained through both lecture and hands-on technical laboratory sessions.

EFDA 102

After successful completion of EFDA | & EFDA | Lab, students will perform restorative functions under the direct supervision of their employer

for 15 weeks (or a total of 120 hours).
This course is operated by the GACTC. For more information please call 814-946-8469.

Dectenested To 4 Carecer T 4 Yearn?

The Greater Altoona Career & Technology Center
Continuing Education Department
IS now accepting applications for Fall 2009.
ADULT DIPLOMA PROGRAMS

Administrative Assistant/Software Specialist
Automotive Technology

Automotive/ Diesel Technology
Baker/Pastry Cook
Cabinetmaking/Finished Carpentry
Carpentry/Construction

Collision Repair & Refinishing Technology
Computer Programming

Computer Repair Technology

Culinary Arts

Dental Assistant

Digital Printing Technologies
Drafting/Design Technology

Electrical Trades

B Electronics
DEGREE PROGRAMS

B Administrative Assistant/Software Specialist
B Culinary Arts™
B Medical Assistant™***

B Medical Administrative Specialist*

*QOptional transfer to St. Francis University for the Associate of Applied
Science Degree

*Optional transfer to Mt. Aloysius College for the Associate of Science
Degree in Applied Technology

+Advanced standing available through Mt. Aloysius College

++Optional transfer to Penn Highlands Community College for the
Associate of Applied Science Degree.

uII‘

Heating, Ventilation, Air Conditioning/Plumbing

Horticulture & Environmental Science

Interior Decorating & Finishing

Logistics & Materials Management

Masonry

Medical Assistant

Medical Administrative Specialist

Multimedia and Web Design

Outdoor Power Equipment Technology

Practical Nursing

Precision Machining

Retail Marketing/Entrepreneurship
Visual Arts Technology

Welding Technology

CURRENT CERTIFICATE PROGRAMS

B Commercial Truck Driver
240 Hour Program -- $4,795 -- 7:00 a.m. to 5:30
p.m.

CALL OFFICE FOR DATES

B Nurse Aide/Homemaker Health Aide*
240 Hour Program -- $744* -- 8:00 a.m. to 2:30 p.m.

CALL OFFICE FOR DATES

B Phlebotomy
200 Hour Program -- $1259

CALL OFFICE FOR DATES

*Tuition reimbursement available upon employment in long-term care

Financial Aid Available
Excellence You Can Afford!!!

Call 941-TECH or 946-8469 Today

AN EQUAL RIGHTS AND OPPORTUNITIES CAREER & TECHNOLOGY CENTER
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ENROLLMENT PROCEDURE

REGISTRATION: Individuals may register on a first comef/first serve basis at the Greater Altoona Career & Technology
Center, 1500 Fourth Ave., Altoona, PA. The Continuing Education Office is located on the second level off 15th Street.
Hours are from 7:30 a.m. to 4:00 p.m., Monday through Friday. Summer hours are 7:30 a.m. to 11:30 a.m. and 12:30 p.m.
to 3:30 p.m. BY MAIL: Fill in the application and mail to the school. Registration will begin December 1, 2008 and con-
tinue to January 16, 2009. Unless noted otherwise, classes begin the week of January 26, 2009. Any individual 16 years
of age and over may enroll in night classes. THIS INCLUDES HIGH SCHOOL STUDENTS.

REGISTRATION: Eees must be paid upon registration. A TEXTBOOK MAY BE REQUIRED AND IS NOT INCLUD-
ED IN THE REGISTRATION FEE. If a company is paying the registration fee and/or text costs, they must submit a letter

indicating this to the Continuing Education Coordinator before classes begin, listing names of employees, courses they are
taking, and specific cost items for which the company agrees to pay. Information/registration may be faxed to the
Continuing Education Office at 814-941-4690.

REFUND POLICY: There will be NO TOTAL REFUND of registration fees. If a registrant seeks a refund before the first
regularly scheduled class session, a fee of five dollars ($5.00) will be withheld by the school. The request for refund must
be in writing to the Coordinator, Continuing Education. There will be NO refund after the first regularly scheduled class
session.

CONTINUING EDUCATION UNITS (CEU'’S) are nationally recognized units of measurement which students may earn for
participating in qualified continuing education programs. These programs are generally job-related. CEU’s make it possi-
ble for you to document your non-credit work. One CEU is granted for every ten hours of classroom participation. CEU
verification is placed on an individual's certificate only upon request.

“An Equal Rights and Opportunities Career & Technology School”
Additional copies of this schedule can be obtained by calling (814) 941-TECH or 946-8470.

OUR MISSION

The mission of the Greater Altoona Career and Technology Center is to provide high school students and adult learners
a superior career and technical education consistent with accepted academic and skill standards.

PART-TIME CONTINUING EDUCATION REGISTRATION

Receipt #
Name Social Sec. #
Address Date of Birth:
City State Zip

Home Phone No. Work Phone No.

Employed By

Course Meeting Days

Amount Enclosed Date Registered

MAIL TO: GACTC, Continuing Education Office
1500 Fourth Avenue, Altoona, PA 16602-3695

CE 5203 07/25/06
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HEALTH RELATED

Medical Coding Advanced .............. 01/29-04/16 . .

Medical Coding/Insurance Forms ......... 01/26-04/13 . . .
Medical Terminology ................... 01/27-04/21 . ..
*+Medical Transcription . .............. 04/24-06/05 . . .

* MEDICAL TERMINOLOGY REQUIRED
+ TYPING SKILLS REQUIRED
DAYTIME CLASSES IN BOLD

.Thurs....6:00-8:30pm........ 30hrs......... 160.
.Mon. ... 6:00-8:30pm ....... 30hrs. ....... 160.
T/TH ... 6:00-8:30 pm ....... 60 hrs. ....... 230.
M-F .. 1:00-3:00pm........ 60 hrs........ 330.

COMPUTER SOFTWARE APPLICATIONS

*Access 2007-Intro . ... 01/26-03/04 . ..
*CorelDRAW . ... .. 01/27-03/05 ..
*Desktop Publishing (MS Publisher) ... ... 01/27-03/05 ...
*Desktop Publishing (MS Publisher). . .. 02/17- 06/05. . .
*Excel 2007-Intro . . ... ... ... ... ... 01/27-03/05 . . ..
*Excel 2007-Adv . ... ... 01/26-03/04 . . . .
*Excel 2007 .. ..o 03/11-06/05 ...
Intro to Computers-PC: .. ............. 01/26-03/04. . . .
Intro to Computers-PC: .. ............. 01/27 -03/05 ..
Intro to Geographic Information Systems: .01/27 - 04/21 . .
*Photoshop 7.0 . . . ... ... ... .. ... 01/27-03/05 . . .
Web Page Design . .. ............... 01/26-03/04 . ..
*+Word 2007-Intro . . . . ... 01/26-03/04 . . .

*BASIC COMPUTER KNOWLEDGE FOR ENROLLMENT
+TYPING SKILLS REQUIRED
DAYTIME CLASSES IN BOLD

M/W .. ... 6:30-9:30 pm ......... 36hrs. ....... $210.
.T/TH ....6:30-9:30 pm . ........ 36hrs. ....... 210.
T/TH ....6:00-9:00 pm ......... 6hrs. ....... 210.
M/F .. ..10:00-11:00am . ........ 75hrs. ... 410.
T/TH ....6:00-9:00 pm ......... 36hrs. ....... 210.
MIW .. ... 6:00-9:00 pm ......... 36hrs. ....... 210.
M-F ..... 8:00-9:25am ......... 60 hrs. ....... 330.
MW ... .. 6:00-9:00 pm ......... 36hrs. ....... 210.
TITH .. 6:00-9:00 pm ......... 36hrs. ....... 210.
TMH L. 6:30-9:30 pm ......... 72hrs ... ... 325.
TIMH ... 6:00-9:00 pm ......... 36hrs. ....... 210.
MW L 6:00-9:00 pm ......... 36hrs. ....... 210.
MW 6:00-9:00 pm ......... 36hrs. ....... 210.

SPECIAL INTEREST COURSES

Food Sanitation Safety (ServSafe) ....... 02/16-03/16 ...Mon. .....6:00-9:30 pm ......... 15hrs. ......... 175.
Gourmet Baking/Basic Cake Decorating . ..02/24-04/28 .. Wed. .....5:30-8:30pm ......... 30hrs. ........ 210.
International Cuisines - French ......... 02/23-03/09 .. .Mon. .....6:00-9:00 pm ......... 9hrs. ......... 100.
International Cuisines - Italian .......... 03/23-04/06 .. .Mon. .....6:00-9:00 pm ......... 9hrs. ......... 100.
International Cuisines - Southwest . ...... 04/20-05/04 .. .Mon. .....6:00-9:00 pm ......... 9hrs. ......... 100.
Appetizers & Hors D'ourves . . .......... 01/19-02/09 .. .Mon. . . ... 6:00-9:00 pm......... 12hrs. ... ... .. 105.
Photography (Basic & Digital) . ... ...... 02/02-03/23 ... Mon. . . . .. 6:00-9:00 pm......... 24hrs. ... ... ... 115.
Tax PreperationClass . . ............ Call Office ForDetails . . . ....... ... .. .......... Ohrs. . ......... 115.
Interior Decorating . . . ................ 01/27-03/05 ... T/TH. .. .. 6:00-9:00 pm ........ 36hrs. . ......... 210
Ladies Start your Engines. .. ........ Call Office For Details

The Art of Communication . .. .......... 01/27-03/31 ... Tues. . . .. 6:00-9:00 pm........ 30hrs. ...l 200.
Great First and Last Impressions . . ... ... 01/28-04/01 . .. Wed. . . .. 6:00-9:00 pm .. ..... .30hrs. L 200.
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PART-TIME CONTINUING EDUCATION CLASSES

TRADE & INDUSTRIAL

AIR CONDITIONING (Beginning) - 72 HR.

A course of instruction that deals with basic electrical
knowledge & experiments as applied to heating &
refrigeration. Test equipment & trouble-shooting heat-
ing and cooling equipment is taught.

AIR CONDITIONING (Advanced) - 72 HR.

The course will review the basic and provide
advanced theory on air conditioning and refrigeration
equipment. Hands-on experience will allow the stu-
dent to use troubleshooting techniques to find prob-
lems and correct them.

CABINETMAKING/WOODWORKING - 72 HR.

A course for individuals wishing to learn the proper
use of hand and power tools as they relate to cabi-
netmaking. Skills that are taught are basic construc-
tion joints, gluing, clamping, bending, making cabinet
doors, shelves, drawers & legs. Also included are fin-
ishing techniques, stains, fillings, protective coatings
and interior finishing.

COMPUTER AIDED DRAFTING (AutoCAD)

- 60 HR.

This is a comprehensive fundamental CAD literacy
course with an emphasis placed on the mastery of
computer commands and technical language of
computer assisted drafting and design. Formatted
in a straightforward, simple-to-use manner, this
course allows for the direct hands-on application of
the previously introduced commands and concepts
beginning at the intermediate level and moving
step-hy-step to an advanced level.

DRAFTING/BLUEPRINT READING - 72 HR.

This course covers the technical skills and fundamen-
tals of mechanical drafting. This includes lettering,
sketching geometric construction, dimensioning, multi-
view projections and auxiliary views and revolutions.

ELECTRICITY - COM./IND. - 72 HR.

An advanced course of study specializes in correct
wiring practices according to the National Electric
Code. Special purpose outlets, electrical heat, serv-
ice entrance and equipment & grounding will be cov-
ered. Commercial methods and procedures are dis-
cussed.

ELECTRICITY - RES. (Beg.) - 72 HR.

A course designed for the beginner of electrical theo-
ry. Theory and practice given in wiring receptacles,
single pole switches, light circuits, 3 and 4-way
switches and pilot lights, and interpreting electrical
blueprints. The National Electric Code Book is used
as a basis for reference.

ELECTRICITY FOR PLUMBERS/HVAC - 72 HR.
This course is specifically designed for individuals
employed as plumbers or HVAC workers. Topics cov-
ered will include wiring, controls, & electrical diagrams,
reading & troubleshooting low voltage diagrams, trou-
bleshooting new heating controls & high efficiency fur-
naces and electrical components of AC units.

MACHINE (Advanced) - 72 HR.

Designed to provide additional instruction and prac-
tice in the use of the lathes, milling machines and
related equipment.

MACHINE (Beginning) - 72 HR.

A course to introduce the individual in the use of the
different machining equipment. Instruction is given in
basic measurement & layout and the proper use of
the lathe, milling machine and drill press. Safety gog-
gles must be provided by the participant.

MASONRY/BRICKLAYING - 72 HR.

Abasic course of knowledge and skill development in
the use of tools, laying cement blocks to a line, foun-
dations, footers and procedures for different block
sizes.

REFRIGERATION SERVICE CERT. - 7 HR.

This one day class reviews information needed to
pass the EPA Technician Certification Exam for prop-
er refrigerant practices. A three hour test is sched-
uled on the second class day.

SIGN DESIGN - 60 HR.

To introduce students to the art of sign making.
Concept development and transferring those con-
cepts to paper and then layout on the computer. A
final printout will be the end result.

SMALL ENGINE REPAIR - 60 HR.

A course designed to instruct the individual in the
operation and repair of small gasoline engines, two
and four cycle. The repair of starters, ignition sys-
tems, fuel systems, governors, valves, cylinders and
pistons, camshaft and crankshaft assemblies is dealt
with throughout the course.

STATE INSPECTION

AUTO MECHANIC CERTIFICATION

This state approved course is designed to provide
automobile mechanics with the required certification
to conduct the PA Safety Inspection of Vehicles.
Specific categories that individuals can become certi-
fied in are: Category |-Passenger; Category II-
Motorcycles and Category lll-Heavy Trucks. Upon
satisfactory completion of the course, which includes
classroom and vehicle inspection, a certificate will be
issued by the PA State Department of Transporta-
tion. Classes are offered once a month.

WELDING - 72 HR.

A practical course in developing knowledge and skills
in Stick Welding. Safety goggles and welding gloves
must be provided by participant.

ACADEMIC/BUSINESS
RELATED

ACCOUNTING (Beginning) - 72 HR.
A course designed to teach both cash and accrual
methods of accounting. Instruction will be given relat-
ing to service business, merchandise business, and
practice in simulated office accounting.

ALGEBRA |- 72 HR.

A course for individuals with limited background in
algebra. It is designed to develop basic algebraic
skills through a study of fundamental properties of
numbers including polynomials & linear equations.
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BUSINESS MATH - 45/90 HR.

Introduces basic mathematic skills that would be
needed in a business environment. This course cov-
ers topics such as decimals, fractions, percents, find-
ing percentages, rates and bases, maintaining a
checking account, working with weights and meas-
ures and calculating interest.

SPEEDWRITING - 90 HR.

This course offers instruction in an abbreviated writ-
ing system called SuperWrite. Itis based primarily on
longhand and secondarily on phonetics. Learn-ing
SuperWrite is simplified because the alphabet is used
rather than special symbols. The goal of the course
is to increase the student's speed in making legible
notes from dictation and transcribe them into usable
form.

TYPING (Beginning) - 48 HR.

Basic fundamentals of keyboard instruction, horizon-
tal-vertical centering, business communications.
Practice will be utilized to attain speed.

COMPUTER SOFTWARE
APPLICATIONS

*ACCESS 2007-Intro - 36 HR.

Access 2007 for Windows is one of the most power-
ful database programs designed to keep track of
important data and information; and one of the sim-
plest to use. Individuals will learn database software
concepts, manipulate data and information, creating
typical business databases containing such data as
employee or payroll information and customer
lists. Individuals will develop skills necessary for
database manipulation by applying database con-
cepts to any database software and be able to ana-
lyze information as it applies to a particular business
situation.

*COREL DRAW - 36 HR.

Corel Draw is a vector based drawing program with
extensive text handling and precision-drawing fea-
tures that make it the ideal tool for virtually any
design project. Items such as logos, product pack-
aging, technical illustrations and advertisements
can be created with Corel Draw.

*DESKTOP PUBLISHING (Pagemaker) - 36 HR.
A course using the software program Pagemaker.
Individuals will learn how to produce a variety of
reports, newsletters, brochures, or other types of
publications.

*EXCEL 2007-Intro - 36 HR.

Excel for Windows is a powerful spreadsheet pro-
gram running in the Microsoft Office Suite designed
to combine information from wordprocessing, data-
base management and graphics into one productive
program for the home or business office. Individuals
will learn spreadsheet manipulation, utilizing column
and row functions while creating personal and busi-
ness budget worksheets. Individuals will be using
formulas to manage the budgets, and procedures to
edit the spreadsheets as they are being created.

INTRO TO COMPUTER - 36 HR.

A course for the person who knows nothing about
computers. This course will familiarize the student
with the PC processing unit memory and input/out-
put, the operating system, commands and the vari-
ous PC applications such as spreadsheets, word pro-
cessing, data management and communications.
Windows operations are introduced.

*MACROMEDIA FLASH and FREEHAND

- 36 HR.

A course for those individuals interested in website
design or computer web animation. Flash is the
professional standard for producing high impact
web experiences. Designers can easily create
engaging graphics while developers use scripting
forms to build advanced web applications. Free-
hand is the most powerful drawing tool in use today.
Integrating it with Flash allows the user to produce
a well designed site with sound and animations
interactivity.

+*OFFICE 2007-Intro - 48 HR.

This course introduces the student to the business
application software Microsoft Office Professional.
MS Office integrates four programs that have the
capability of working together. These are: Word for
Windows (word processing), Excel (spreadsheet),
Powerpoint (presentation graphics applications), &
Access (database management system). Through
comprehensive instruction, students learn how to
operate each program independently and in combi-
nation with each other.

*PHOTOSHOP 7.0 - 36 HR.

Adobe Photoshop software allows the user to create
and manipulate digital images for applications to
print, multimedia, video and the internet. With
Photoshop, extraordinary photo retouching, image
editing and color painting can be accomplished.
Students will learn the basics of painting and filling
images, editing, color corrections, filters, and work-
ing with type.

+*QUARKXPRESS 4.02 - 36 HR.

QuarkXPress is a powerful page layout program
which allows you to combine text and graphics and
in many ways replaces conventional page produc-
tion methods. Quark gives you the freedom to cre-
ate materials in the program itself and/or import text
and graphic files from other programs. Students will
learn to set type and incorporate text and graphics
in single-and multiple-page documents.

*WEB PAGE DESIGN - 36 HR.

A course designed to give individuals a working
knowledge of web design software. Students will
learn how to use Macromedia Dreamweaver, Allair
Homesite to design and produce web pages. The
integration of Microsoft Office software is also
taught.

INTRO TO GEOGRAPHIC INFORMATION
SYSTEMS (GIS) - 72 HR.

Students will gain an understanding of the software
and how to manipulate and find additional data
sources availableto augment GIS progects.If you've
ever wondered how Google, Yahoo and Microsoft
map applications can provide directions, find
places, or provide information about locations, then
Introduction to GIS s right for you.

*BASIC COMPUTER KNOWLEDGE NECESSARY FOR ENROLLMENT.
+TYPING SKILLS REQUIRED (30 WPM)

+*WORD 2007- Intro - 36 HR.

This microcomputer word processing program is
designed to provide instruction in creating documents
(letter, reports, proposals,newsletters). Students
learn the basic featers and functions of this software
application package to produce usable documents.

HEALTH RELATED

MEDICAL CODING/INSURANCE FORMS -

30 HR.

A course designed to give the student an under-
standing of what is needed to code claims correctly.
They will become familiar with various types of serv-
ices performed and how to interpret and find the cor-
rect codes for insurance claim forms.

MEDICAL CODING/INSURANCE FORMS - Adv. -
30 HR.

An advanced course to give the student an under-
standing of Evaluation & Management Codes, calcu-
lation, HIPPA basics, reimbursement issues, collec-
tion procedures, policies and other resources.

MEDICAL TERMINOLOGY - 60 HR.

Provides the basic principles of word building of med-
ical terms along with a brief study of anatomy and
physiology of each body system. Medical terms deal-
ing with each system are introduced along with the
anatomy. The basic principles of medical word build-
ing are then used to build medical terms relating to
that particular system. Worksheets are also used to
build, utilize and define the words used in each unit.

SPECIAL INTEREST

GOURMET BAKING / Basic Cake Decorating - 30 HR.
An extensive array of mouth watering desserts and
recipes for cookies, cakes, pastries and tarts utilizing
a variety of creams, sauces & garnishes for the fin-
ishing touches including basic decorating techniques.

GOURMET COOKING - 30 HR.

A practical course for those interested in preparing
meals with a special touch. Major topics will include
appetizers, salads, sauces, vegetables, beef, fish,
poultry, desserts and soups.

GREAT FIRST AND LAST IMPRESSIONS

Learn how to make a great first impression, but
dont stop there! This class will show you how you
can continually make a good impression on others.
Discover the key factors that make up first impres-
sions, along with ways you can actually manage
the impresssion others have of you. You can mas-
ter the art of visual and verbal communication and
present a polished, Professional image!

INTERNATIONAL CUISINES:

Italian Cuisine - 9 HR.

Southern ltalian cooking. Learn the simple, full fla-
vors of ltaly’s peasant cooking. The early Italian
immigrants originally adapted the real flavor of
Italian cuisine using only simple ingredients, which
were readily available to all. Discover a whole new
regional cuisine.

INTERNATIONAL CUISINES:

French Cuisine - 9 HR.

Fresh and healthy approach to Classical French
Cuisine. Clear and simple instruction on prepara-
tion methods to master the fine art of French cook-
ing in the American home kitchen.

INTERNATIONAL CUISINES:

Southwest - 9 HR.

Introduction to Southwest Cusine simulated in
modern american life. Learn the art of this popular
cusine.

INTERIOR DECORATING - 36 HR.
A practical course for those individuals desiring to
learn fundamentals of design, styles and decoration.
Color, coordination, proper furniture selection, and
small projects are part of the course.

LADIES START YOUR ENGINES

The central goal of this hands-on class is to empow-
er the participants by giving each woman the confi-
dence to perform her own light automotive mainte-
nance. The instructor will teach basic automotive
maintenance skills from changing windshield wiper
blades to changing oil. If you are a woman and own a
car, this class is a must for you.

PHOTOGRAPHY - 24 HR.

A beginning class in 35mm and digital photography.
Topics include the camera, lenses, focusing, F-stops,
filters, exposure and light. Additional instruction will
be given in photo composition portraits and macro
photography. A 35mm camera iand a digital camera
are recommended.

SANITATION & SAFETY - 48HR./18 HR.

A study of the principles of bacteriology, food-horne
iliness, sanitation, safety, personal hygiene, house-
keeping and health regulations and inspections. The
use, cleaning and maintenance of equipment is also
stressed. Each student, upon successful completion,
receives recognition for compliance with the sanita-
tion requirements for certification, or recertification,
by the American Culinary Federation and the PA
Dept. of Agriculture.

THE ART OF COMMUNICATION (LISTENING
AND SPEAKING)

Do you fear speaking in public or feel you are not
as effective as you could be when making a pres-
entation or engaging in a conversation? Overcome
your fear by learning and applying the techniques
professionals use to develop and deliver dynamic
speeches and presentations. In this practical
course you'll discover the most common mistakes
people make when communicating and how to
make a positive lasting impresssion. You'll have lots
of opportunity to practice your newly developed
skills in class and will receive feedback.



