
For the best experience, open this PDF portfolio in
Acrobat 9 or Adobe Reader 9, or later.

Get Adobe Reader Now!

http://www.adobe.com/go/reader




   
PROGRAM ADVISORY COMMITTEE 


MEETING RECORD 
 


 1 of 1 


Advisory Committee Name Diesel Technician 


Date 3/23/11 Time 
Convened 5:45 pm Time 


Terminated 7:45 pm 


Location Horizon Center – Room 106 Recorder Bill Fell 


Advisors Present 
(include only dean and curriculum chair) 


Beverly Frazier, Dave Clarbour, Jesus Anaya, Michael Cannon, Neil Rosenbaum, Joe Palecek, Craig Lambrecht, Jeff 
Dowd, Norm Brandes,  


Advisors Absent  


Guests (including all GTC staff except 
dean and curriculum chair) Bill Fell, Dave Bernard, Bob Graham 


NOTE: New advisors must be given a membership form to be completed and returned to the dean for signature. 
 


Please record advisors’ comments, questions, and suggestions as completely as possible. 
 


 Topics 
 
 Information/discussion with advisors 


Advisors’ recommendations/ 
Items for college follow-up 


1. Call to Order and Roll 
Call/Introductions 


2. Approval of Minutes  


Norm Brandes, chairmen, called the meeting to order at 5:45 pm. Send out the last minutes for approval.  
Dennis Sherwood has them. 


3. Advisors’ Report—topics may 
include: 
a. Workforce Needs/Trends 
b. Technology/ Equipment 


Trends 
c. Certification, Licensure, and/or 


Regulatory Changes 
d. Overall Industry 


Outlook/Direction 
e. Other specific topic assigned 


by the committee 


DOT Regulations, Inspections, Virtual Technician 
 


 







   
PROGRAM ADVISORY COMMITTEE 


MEETING RECORD 
 


 2 of 2 


 
 Topics 


 
 Information/discussion with advisors 


Advisors’ recommendations/ 
Items for college follow-up 


College Report 
a. Follow-up to Past 


Advice/Items from Previous 
Meetings 


b. Student Report (once per year 
by a current program student) 


c. Tour of Learning Environment 
(once per year, rotating 
locations if appropriate) 


d. Dean’s Report 


Boy Scouts 
 
Needs:   
*Soft Skills 
*Interested, Hardworking 
*Some Mechanical Aptitude 
*Basic Diesel Skills 
 
Beverly Frazier gave the dean’s report 


 
Discussion: Visit a Scale 
 
Instructor self-paced training 
 


Items for Discussion/ 
Recommendation 
a. Curriculum Modifications (if 


any) 
b. Learning Environment (once 


per year, coinciding with tour) 
c. Student Learning Plan (twice 


per year) 
d. Quality Review activities 


(spring semester) 


Adjunct Training: 
*Blackboard 
*Webadvisor 
*LJ Create 
*Equipment 
*Network 
 
Discussion: Tour for potential adjunct Instructors 


 


c. Suggestions for Future Agenda 
Items 


State Emission Testing  


d. Determine action plan, if needed, 
for next meeting 


  


e. Scheduling of Next Meeting Fall = Wednesday, October 5th; 5:30 pm 
Spring = Wednesday, March 7th, 5:30 pm 


 


f. Adjournment                                                                  Norm Brandes made motion to adjourn the meeting; Bob Graham 
seconded the motion. Unanimous. 
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MISSION STATEMENT 
 


The mission of Gateway Technical College’s transportation programs is to 
train the student for industry related, entry level knowledge and skills.  
These programs will encourage students who possess the drive and desire to 
succeed to develop a rewarding career opportunity in the transportation 
industry. 
 
Graduates of the Automotive Maintenance Technician program will: 


Possess ASE (Auto Service Excellence) entry level mechanical skills 
and knowledge. 
 
Possess ASE (Auto Service Excellence) entry level electrical 
knowledge and skills. 
 
Possess professional personal habits and work ethic. 
 
Possess the understanding and desire to continue with the premise of 
“life long learning” within their professional career. 
 


Graduates of the Automotive Technology Associate Degree program will: 
Possess ASE (Auto Service Excellence) entry level mechanical skills 
and knowledge. 
 
Possess ASE (Auto Service Excellence) entry level electrical 
knowledge and skills. 
 
Possess professional personal habits and work ethic. 
 
Possess the understanding and desire to continue with the premise of 
“life long learning” within their professional career. 
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WELCOME 
 
Congratulations!!  You are entering the exciting field of Automotive/Diesel 
Technology/Maintenance.  The field has changed in many ways since the 
day of the back yard mechanic.  Today’s technician is no longer working in 
a dark and dirty environment fixing simple vehicles.  Vehicles are a 
combination of complex electronic systems and advanced mechanical 
systems that required the technician to develop developed critical thinking 
skills along with advanced troubleshooting skills. 
 
This handbook is designed to supplement the Gateway Technical College 
Student Handbook and provide you with information specific to the 
transportation programs and the Horizon Center.  It is important to read the 
entire booklet and familiarize yourself with the contents.  If you have further 
questions or need additional information, please contact the program 
counselor Eric Koster 262-564-2526. 
 
Additional information about the college and the program can be found on 
Gateway’s web page at www.gtc.edu. 
 


 
PROGRAM ACCREDITATION 


 
NATEF-Automotive Maintenance Technician 1 year diploma 
NATEF-Automotive Technology   2 year associate degree 
 


 
PROGRAM DESCRIPTION 


 
Gateway Technical College has partnered with Snap-On Inc., to develop a 
state of the art high level training facility that focuses on high level job 
skills.  You will find the program places a great deal of emphasis on “real 
world” experiences with the goal of developing the student into a highly 
competent, trained auto technician. 
 
Automotive Maintenance Technician 
This one year program has been developed to introduce the non skilled 
students in the basics of automotive maintenance.  Emphasis is placed on 
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entry level skills that will prepare a student for a successful entry level 
career in the automotive industry. 
 
Automotive Technology 
This two year Associate Degree program is designed to develop the skills 
and knowledge of the entry level technician to a level of fully qualified high 
end diagnostic technician with advanced technical knowledge. 
 
Students in both programs are given Curriculum sheets when they enroll in a 
program. When students sign up for each additional semester they are 
instructed as to which program course to take by the Automotive Counselor 
or Instructors. All students must take the Automotive Mechanical 
Fundamentals 602-107 course. 
 
Diesel Equipment Technology 
Diesel Equipment Technology is a two-year repair and maintenance program 
designed to prepare an entry level diesel technician. Program instruction will include over the 
road, off road and stationary applications. Emphasis will be placed on operational 
fundamentals and repair of diesel engines, and diesel vehicle systems including brakes, 
heating, and cooling systems. Technical skills will be developed in diagnosing and repair of 
advanced engine and system controls.  
 
 
Diesel Equipment Mechanic 
Diesel Equipment Mechanic is a one-year repair and maintenance program  
designed to prepare an entry level diesel technician. This program is the first  
year of the associate degree Diesel Equipment Technology program. Program  
instruction will include over the road, off road and stationary applications.  
Emphasis will be placed on the fundamentals and repair of diesel engines, and 
 basic diesel vehicle systems including brakes, heating, cooling, and  
electrical/electronic.  
 
 


PHILOSOPHY 
 


Prior automotive/diesel maintenance experience is not necessary to enter 
these programs.  Gateway Technical College instructors will teach all 
courses based on the building block method of instruction.  The building 
block method of instruction assumes that students do not have any prior 
experience or knowledge beyond that required by the pre-requisite for the 
course.   
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Due to the highly technical nature of the material, instructors must be 
viewed as facilitators in your educational experience.  The large amount 
information and skill abilities make it impossible for any individual 
instructor to personally “teach” all of the required knowledge for any given 
course or program.   
 
Students are expected to assume responsibility for their own education.  
Students must attend class, participate in class, complete homework 
assignments and most importantly study! 


 
Core Abilities 


 
Core abilities are skills that all students of Gateway Technical College are 
expected to develop and master.  Core abilities will be part of the student’s 
academic evaluation in all courses. 
 
ACT RESPONSIBILY 
Among the skill and attitudes of acting responsibly are: 


1. Exert a high level of effort and perseverance toward goal 
attainment. 


2. Display high standards for attendance, punctuality, enthusiasm, 
vitality and optimism in approaching and completing tasks. 


3. Maintain self control in difficult situations. 
4. Judge accurately the amount of work he/she can accomplish 
5. Take good care of tools and equipment. 
6. Show up on time and ready to work. 
7. Apply ethical work values, such as putting in a full day’s work and 


following safety standards. 
8. Assess personal values and use them to guide actions and 


decisions. 
9. Recognize one’s responsibility to personal, social, professional, 


educational and natural environments and make informed decision 
based on that responsibility. 


 


COMMUNICATE CLEARLY AND EFFECTIVELY 
Among the skill and attitudes essential to communicating clearly are: 


1. Select appropriate means to convey a message. 
2. Speak clearly so others can understand. 
3. Write with clarity so others can understand. 
4. Ask questions for clarification. 
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5. Participate in discussion and group presentations. 
6. Interpret nonverbal communications. 
7. Use active listening skills. 
8. Apply standards of spelling, English, grammar and punctuation. 
9. Read for content, structural analysis and word meaning. 
10. Distinguish between fact and opinion. 


 


DEMONSTRATE ESSENTIAL COMPUTER SKILLS 
Among the skills and attitudes essential to demonstrating computer skills 
are: 


1. Demonstrate Level 1 computer literacy skills as determined by 
District policy. 


a. Hands-on experience with machine operation. 
b. Data input 
c. Screen display 
d. Information updating 
e. Use of disk memory 


2. Demonstrate ability to send and receive electronic mail. 
3. Demonstrate ability to perform research utilizing the Internet. 
4. Demonstrate ability to use a work processing software program. 
5. Demonstrate the ability to use occupational specific software. 


 
DEMONSTRATE ESSENTIAL MATHEMATICAL SKILLS 
Among the skills and attitudes essential to demonstrating essential 
mathematical skills are: 


1. Perform computations using appropriate methods. 
2. Demonstrate knowledge and application of measurement. 
3. Demonstrate knowledge and application of formulas. 
4. Apply mathematical problem solving steps. 


 
DEVELOP THE SKILLS REQUIRED TO SUCCESSFULLY SEEK AND 
OBTAIN EMPLOYMENT 
Among the skills and attitudes essential to successfully seek and obtain 
employment are: 


1. Identify job possibilities. 
2. Write a resume 
3. Prepare a professional qualifications portfolio. 
4. Complete and application for a job. 
5. Participate in an effective interview. 
6. Accept or reject a job offer. 
7. Develop a record keeping system for job search. 
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8. Research job clusters to determine possible careers. 
9. Determine career choices and alternative using personal 


information and career research. 
10. Set short and long range goals. 
11. Develop a plan of action to achieve goals. 
12. Network with peer groups and people in one’s career field. 


 
RESPECT SELF AND OTHERS AS MEMBERS OF A DIVERSE 
SOCIETY. 
Among the skills and attitudes essential to respecting self and others as 
members of a diverse society are: 


1. Communicate in a culturally sensitive manner. 
2. Act with a sense of equity. 
3. Work well with individuals and groups from diverse 


backgrounds. 
4. Value individual and cultural differences. 
5. Act consistently with a cultural context. 
6. Take responsibility for won behavior. 
7. Express ideas self-confidently. 
8. Behave assertively. 
9. Set personal goals. 


 
THINK CRITICALLY AND CREATIVELY 
Among the skills and attitudes essential to think critically and creatively are: 


1. Apply the principles and strategies of organized thinking. 
2. Practice analytical, explorative and innovative thinking. 
3. Apply problem-solving steps. 
4. Make decisions based on analysis. 
5. Evaluate information, ideas and problems. 
6. Accept all ideas during brainstorming sessions. 
7. Collect data through probing questions and research. 
8. Respect the contributions of others. 
9. Use techniques such as brainstorming to acquire alternative 


solutions. 
10. Make inferences and connections. 
11. Demonstrate open mindedness. 
12. Demonstrate comparison skills. 
13. Persist in the search for truth. 
14. Present ideas for critical evaluation. 
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WORK COOPERATIVELY 
Among the skills and attitudes essential to think working cooperatively are: 


1. Contribute to a group with ideas, suggestions and effort. 
2. Complete one’s share of tasks necessary to complete a project. 
3. Encourage team members by listening and responding 


appropriately to their contributions. 
4. Build on an individual team members’ strengths. 
5. Resolve differences for the benefit of the team. 
6. Challenge existing procedures, policies, or authorities 


responsibility. 
7. Participate as a member of a team (e.g., following instructions, 


providing feedback, cooperating with establishing team goals.) 
8. Work to satisfy internal and external customer’s expectations.  
9. Appropriately respond to praise and criticism; accept advice.  
10. Display a positive attitude. 
11. Empathize with others. 
12. Maintain a safe and healthy work environment for self & group. 
13. Interpret nonverbal cues accurately. 
14. Perform competent and effective leadership of a group. 
15. Evaluate outcomes. 


 
VALUE LEARNING 
Among the skills and attitudes essential to value learning are: 


1. Set personal learning goals. 
2. Assume responsibility for life-long learning. 
3. Identify own learning needs. 
4. Access appropriate resources for learning. 
5. Apply effective learning processes. 
6. Help other to learn effectively. 
 
 


STUDENT SUPPORT 
 


Instructor Office Hours 
 
All instructors have weekly office hours that are announced on the course 
syllabus.  These office hours should be utilized by students who are 
experiencing difficulties meeting the requirements of the course.   Students 
who are unable to meet with their instructor during these posted hours 
should speak with their instructor to check and see if other times may be 
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available.  Every effort will be made to assist students with one-on-one 
assistance with any issues they may be having.  Students are STRONGLY 
encouraged to meet with their instructor as soon as they experience any 
difficulties with their course work.  Many students wait until the situation 
becomes critical and are not able to overcome the situation. 
 
 
Library 
 
The library is located on the Kenosha campus.  A computerized on-line 
catalog named WISPALS is used to search for material in the library. Books, 
videocassettes and other audiovisual materials can be searched by topic, 
subject, author and/or title.  Magazines and journals can be searched by 
journal title.  A printed “periodical list” also lists the professional journals 
available in the library.  Depending on the year and title the library also has 
selected journals on microfilms.  Library personnel will assist you if you are 
unfamiliar with services. 
 
 
Academic Support 
 
The Academic Support Center, Located in Room A128 on the Kenosha 
Campus, is open, at no charge, to Gateway students on the following days 
and hours: 
  Monday & Thursday 8:30AM-5:30PM 
  Tuesday & Wednesday 8:00AM-7:00PM 
  Friday   9:00AM-12:00PM 
 
Or call 262-564-2006 
 
Professional instructors and student tutors are available in program courses, 
math, English, computer and other areas.  
 
Study Suggestions 
  
The following suggestions are designed to help students in the transportation 
program develop sound study habits for classroom and lab settings.  Success 
in your career required self discipline and sensible work and study 
procedures.  Your major goal or concern as a student cannot be just to 
achieve a good grade point average; but must be to excel as an 
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automotive/diesel technician.  Your ability to safely apply material learned 
in a professional environment is the real test of your abilities. 
 
How to study 
 
Set up a student schedule 


Create a schedule for one week. Record your normal activities for an 
average week. Include school, home and work demands.  Then review 
the schedule to determine study times. 
1. Block out regular hours each day for review of class notes. 
2. Block out short by regular periods for a cumulative review of 


all material 
3. Schedule time to prepare for the next class period (readings, 


written work, etc.) 
4. Schedule enough free time so unexpected events or exam 


studying will not upset your total schedule. 
5. Expect to spend a minimum of 2-3 hours per credit per week 


for study time. 
Stick to your schedule for one week.  At the end of the week assess 
how much time you actually spent studying versus how much time 
you had scheduled.  Revise your schedule as needed. 


 
Studying Class Notes: 
 
Begin to study as soon as possible after the lesson.  Look for the following: 


1. The whole lecture.  What was it about? Try to summarize it in 
three sentences. 


2. Do you have all the details presented?  Go back and fill in the 
missing parts (check with a friend or the instructor.)  Highlight key 
points as you review your notes. 


3. Try to identify the information related to the process/knowledge. 
4. Read over your notes slowly. 
5. Turn main points into questions and state or write your response.  


Check notes or text to see if you are correct. 
 
Preparing for class: 
 
Before class, determine the type of assignment as identified in your syllabus. 


1. Scan-make a quick survey of the material to recognize general 
topics.  Review broad competencies to help organize content.  
Look at bold-faced heading, pictures and charts in text. 
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2. Read-each section before class.  After class go back and read 
throughout each major section. 


3. Study-work with the assigned material so you learn the facts and 
principles presented.  You should be able to discuss them in class 
and apply them in class without referring to the text. 


4. Review-reread and recite facts and principles from materials 
previously assigned.  You may need to refer to other course 
materials to enhance your understanding. 


 
Preparing for labs 
 
Before starting, determine the type and purpose of the assignment. 
 
After assignment is know: 


1. Scan the assignment for pertinent details. 
2. Take notes in an organized manner.  Make a plan of action, it may 


take a few minutes longer but a plan of action can increase your 
understanding and save time later. 


3. Review your class notes or text concerning the assignment. 
4. Proceed with the lab assignment, making notes concerning any 


important data and questions that may occur. 
 
Study Groups 
 
Establish a study group of your classmates.  Group discussions of material 
often will clarify questions that you may have.  If possible try to involve 
students who have already completed the course(s) you are currently in so 
that you may benefit from their experience. 
 
 
Be aware of your own learning style.  Use all measures that will help you 
become the best technician you can be.  Remember that you are not just 
preparing to pass an exam or course in the program.  You are preparing for a 
future as an automotive/diesel technician. 
 


TABLET COMPUTER REQUIREMENT 
 


Gateway Technical College requires all students enrolled in any of the 
transportation programs to purchase a tablet computer.   These computers 
will be deeply integrated into the curriculum.   
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Technical 
 
When you’re physically located at any Gateway Technical College campus 
you will be able to log into the college’s network utilizing the equipment.  
You will have network rights that will allow you to utilize the districts 
computing assets and internet access.  Since the computer will be utilized for 
your courses you will be saving much of your coursework to the computer’s 
hard drive.  The college strongly recommends that you back-up your data to 
another medium (DVD, thumb drive, etc.).  You are responsible for the 
maintenance of your tablet computer. 
 


SECURITY 
 
Student Identification Cards 
 
Security is a major concern for the college.  All students who are attending 
classes that involve working in secure areas of the Horizon Center are 
required to display their Gateway identification card at all times while in 
those areas.  Students who do not have their cards will be asked to leave the 
class and will be marked absent for the day. 
 
Key Fobs 
 
All students are required to purchase a key fob so that they can gain access 
to prior approved secured doors.  Students must get an approval form from 
the center secretary and then go to the cashier’s office in Student Services on 
the Kenosha campus to pay the fee.  Once the student gets a receipt from the 
cashier’s office they will then return to the center’s secretary and will be 
issued a fob.   
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GRADUATION 
 


Placement Services 
 
Placement services are available to you before, during and after earning your 
diploma or degree from Gateway.  The placement counselor can assist you 
in finding full or part-time employment.  The counselor has access to a wide 
variety of job opportunities from local and other employers. 
 
Notice of job vacancies are on file with the Gateway Job Posting Service. 
These vacancies posted on a board on the Kenosha campus across from 
room A116, or on the web at www.wisconsintechconnect.com.   
 
Graduating students are encouraged to visit their campus Student Services 
office to pick up a placement credential packet.  Packets should be 
completed during the final semester. 
 
Various job seeking skills workshops are scheduled throughout each 
semester to help you with resume writing, interviewing skills and techniques 
for obtaining current labor market information.  Watch for posters 
announcing upcoming workshops. 
 


ACADEMICS 
 


Course Requirements 
 
Each student is expected to attend class, read their assignments, complete all 
written assignments, satisfactorily complete all tests, and perform all 
Learning Plans and Learning Activities, & any required job sheets to the 
required level.  At the start of each course the student will receive a course 
syllabus that will outline the following: 
 
1.  Course Title, Number, Credits 
2.  Semester Year 
3.  Gateway Technical College, Campus Address 
4.  Instructor's Name 
5.  Office Number and Phone Number 
6.  Office Hours 
7.  Textbook/Required Materials/Equipment 
8.  Course Description 
9.  Course Competencies 
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10.  Core Ability Statement and List 
11.  Class Procedure/Requirements 
12.  Attendance Policy 
13.  Evaluation:  Grading Scales/Weight Percentages 
14.  Course Outline Calendar 
15.  Special Needs Statement: If you have any special education needs or 
concerns, please contact your classroom instructor or the Special Needs 
instructor on your campus. 
 
Safety 


 


Before a student starts work on any vehicle in the shop, the student must 
complete the “Mechanical Safety and Pollution Prevention Course” on the 
SP2 website (http://www.sp2.org/.)   Additionally the student is required to 
complete a set of safety related activities for the particular class that is being 
attended. "Safety is no accident."  Safety is incorporated into the grading 
structure. This is not meant to be a disciplinary measure, rather a preventive 
measure. Many times we do things that are a risk and do not even realize it. 
It is the instructor’s responsibility to bring those situations to light when 
viewed. District policy states that a student may be removed from class if the 
student fails to comply with safety standards.  Please report all injuries and 
hazards to the Instructor. 
 
EACH INFRACTION OF THESE POLICIES, A SAFETY POLICY OR 


A COURSE PROCEDURE WILL RESULT IN A WRITTEN CITATION. 
THREE CITATIONS WILL RESULT IN DISMISSAL FROM THE 


PROGRAM 
 
Tools 


 
Tools will be provided by Gateway Technical College for scheduled course 
work. They will be stored in rollaway tool boxes, cabinets & in the tool crib.  
Students are responsible to utilize all tools and equipment in the manner of 
which they were intended.   If a tool is damaged during class the students is 
responsible for reporting the damage to the instructor.  If it is determined the 
tool/equipment failed as the result of “normal” utilization the student will 
not be held responsible for its replacement.  If the tool/equipment is lost or it 
is determined it was broke by improper utilization then the students will be 
held responsible for the replacement of the tool.  If such a circumstance 
occurs then the student will reimburse the college for the replacement 
purchase.  If a student does not reimburse the college then he/she will not be 
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allowed to enroll in the subsequent courses until the debt is paid.  
 
Any student found stealing any Gateway property will be prosecuted to the 
fullest extent of the law. 
 
When a student gains employment as an auto technician it is typically 
required that the technician has their own tools.  As a result Gateway 
Technical College and Snap-On, Inc. have team together to assist the student 
with their professional goals.  When an automotive student enrolls in 602- 
121 Instrumentation & Testing they will receive a Snap-On ETHOS that will 
be utilized in their course.  When the automotive student enrolls in program 
capstone course, the student will receive a certificate for a complete starter 
set of Snap-On tools that they will be able to proudly utilize once they have 
gain their first employment as an automotive technician.  If a student already 
has a set of tools then the certificate may be used to purchase other tools and 
equipment from Snap-On, Inc. All appropriate sales tax for the above 
equipment is included in the course tuition fees. 
 
Shop Tool Procedures 
 


1) The student’s ID card will be required to open GTC shop toolboxes & 
also required to check out any items from the tool crib.  


2) The student opening the box will be responsible for inventorying the 
toolboxes at the start & end of each class. 


3) Students are also responsible for any tool or equipment checked out of 
the tool crib.  All tools must be returned to the tool crib at the end of 
each class session. 


4) Any tools found missing or damaged will be reported immediately at 
the start of class so the instructor can determine who was responsible 
for the missing or damaged tool(s) or equipment. 


5) All tools must be used for their intended purposes only. 
6) Students are expected to periodically participate as a tool crib 


monitor. 
 
Clothing  
 
In order to replicate the actual work environment and establish a sense of 
pride about our trade, work uniform shirts will be purchased and maintained 
by each student (available at Gateway Technical College bookstore.)  
Appropriate dress is required at all times, no sweats, shorts, sandals, flip-
flops, slogan shirts, etc…, work pants or blue jeans (in good condition) are 
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allowed.  Students who don’t meet the clothing requirements will not be 
allowed to work in the shop and will be marked absent for the lab time. 
Students must maintain the cleanliness of the uniform. 
 
Shop Practices 
 
All students will participate in the cleaning of the lab area at the end of each 
lab period.  Instructors will assign clean-up duties and all cleaning activities 
will be completed prior to any student leaving the lab area. 
 
All vehicles that are brought into the shop must have a service order & 
wavier filled out prior to entering the shop. 
 
Any person that requests service on their private vehicle must contact the 
designated service writer to schedule the job & receive a quote for parts & 
other service fees required. 
 
Any parts required to perform service work will be obtained by Gateway 
through our designated parts supplier & billed on the work order. 
 
The vehicle’s owner must sign the work order before any work is started. 
 
Any additional service that may be required to complete a job will be 
approved by the owner before the work is started. 
 
The instructor running the class will assign the job to the students as 
required. 
 
After the work is completed the owner will be supplied a completed work 
order with a list of parts & supplies used to repair the automobile, as well as 
any other fees that apply. 
 
A Gateway instructor will check that the job is completed satisfactory prior 
to releasing the vehicle. 
 
The owner will pay for the job with a credit or debit card at the cashier’s 
window in Student Services on the Kenosha campus, before the car is 
released back to the owner. 
 
Any work performed by a Gateway student is not covered by any warranty 
or guaranty.  
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Re-work may be accomplished, if required at an additional charge if 
appropriate. 
 
Student Conduct 
 
PLEASE REVIEW THE INFORMATION AS IT WILL BE ENFORCED 
AT THE HORIZON CENTER AS WELL AS ANY OTHER CAMPUS. 
 
Students are required to abide by the student conduct policy outlined in 
Gateway Technical College student handbook. A copy of the handbook may 
be obtained at the start of the fall semester.  
 
All students must participate in the lab clean-up at the end of each class.    
 
Students who finish their lab work prior to the end of class must check in 
with the instructor who will give the student an additional assignment.   
 
Students who leave the lab area without instructor approval will not be 
allowed back into the lab and will be marked absent for the class. 
 
No private vehicles will be allowed to park in the fenced GTC auto storage 
yard. 
 
Any private vehicle that requires service must receive permission from an 
instructor after a service order & wavier is filled out completely & signed by 
the vehicles owner. 
 
No automotive/Diesel students will be allowed in the designated aircraft 
storage & maintenance shop. 
 
Automotive/Diesel students will are not be allowed access to the designated 
aircraft parking ramp area unless accompanied by an instructor. 
 
There is no pedestrian or motorized traffic allowed on any areas of Kenosha 
Regional Airport property. 
 
Student Citations 
 
Students who violate any of the districts, center specific or policies outlined 
in this document or other will receive a written citation.  If a student receives 
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a total of three written citations within an academic year he/she will be 
suspended from the all Transportation program(s) for a period of one 
semester.  Students who receive a total of six written citations will be 
suspended from all Transportation program(s) for a period of one year.  
Students who are suspended for these violations will receive an F grade in 
the course(s) they are currently enrolled.  If a student feels a citation was 
issued in error then he/she may appeal the citation through the student 
appeal process outlined in the Student Handbook. 
 
Smoking/Tobacco Products 
 
All Gateway Technical College campuses are tobacco free.  Anyone who is 
caught smoking or using any tobacco product anywhere on the campus 
grounds (this includes sitting in your vehicle in the parking lot) will be given 
a citation and/or ticket.   
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Service	
  Bay	
  Area	
  tool	
  box
Area Item Descrip6on Quan6ty
Service	
  Bay 	
  KERP843A5PDG	
   	
  RLCAB	
  3BK	
  PWR	
  SSH	
  84IN	
  MDNTBLU	
   3
Service	
  Bay 	
  KRSC101PDG	
   	
  HD	
  MOBL	
  WRK	
  CT	
  MIDNIGHT	
  BLUE	
   3
Service	
  Bay 	
  AW1020DK	
   	
  Set,	
  Wrench,	
  L-­‐Shape,	
  Hex	
  (20	
  pcs.)	
  (.028"	
  	
  to	
  3/4")	
  	
   3
Service	
  Bay 	
  AWM140DK	
   	
  Set,	
  Metric,	
  Wrench,	
  L-­‐Shape,	
  Hex	
  (14	
  pcs.)	
  	
  	
  (2	
  to	
  19	
  mm)	
   3
Service	
  Bay 	
  PPC210BK	
   	
  PUNCH/CHISEL	
  SET/KIT	
  BAG	
   3
Service	
  Bay 	
  OEX724K	
   	
  Set,	
  Wrench,	
  Combina6on,	
  12-­‐Point	
  (24	
  	
  pcs.)	
  (1/4"	
  to	
  1	
  5/8")	
   3
Service	
  Bay 	
  OEXM723K	
   	
  Set,	
  Wrench,	
  Metric,	
  Combina6on,	
  12-­‐Point	
  	
  	
  (23	
  pcs.)	
  (8	
  to	
  32	
  mm)	
   3
Service	
  Bay 	
  OEXS721	
   	
  Set,	
  Wrench,	
  Combina6on,	
  Short,	
  12-­‐Point	
  	
  	
  (21	
  pcs.)	
  (1/4"	
  to	
  1	
  3/8")	
   3
Service	
  Bay 	
  OEXSM719	
   	
  Set,	
  Wrench,	
  Metric,	
  Combina6on,	
  Short,	
  	
  	
  12-­‐Point	
  (19	
  pcs.)	
  (6	
  to	
  24	
  mm)	
   3
Service	
  Bay 	
  PWCS9	
   	
  Wire	
  Stripper/Cu[er/Crimper/Bolt	
  Cu[er,	
  	
  	
  (AWG	
  20	
  to	
  10	
  Stranded),	
  8	
  3/4"	
   3
Service	
  Bay 	
  12MA	
   	
  File,	
  Bastard	
  Cut,	
  Mill,	
  12"	
   3
Service	
  Bay 	
  10FMK	
   	
  File,	
  Mul6-­‐Cut	
  Flat,	
  10"	
   3
Service	
  Bay 	
  12HR	
   	
  File,	
  Bastard	
  Cut,	
  Half	
  Round,	
  12"	
   3
Service	
  Bay 	
  SGHF616BR	
   	
  INSTINCT	
  FILE	
  HANDLE	
   9
Service	
  Bay 	
  RXFS605B	
   	
  Set,	
  Wrench,	
  Flare	
  Nut	
  Double	
  End,	
  6-­‐Point	
  	
  	
  (5	
  pcs.)	
  (1/4"-­‐5/16"	
  to	
  3/4"-­‐13/16")	
   3
Service	
  Bay 	
  RXFMS606B	
   	
  Set,	
  Wrench,	
  Metric,	
  Flare	
  Nut	
  Double	
  End,	
  	
  	
  6-­‐Point	
  (6	
  pcs.)	
  (9	
  to	
  21	
  mm)	
   3
Service	
  Bay 	
  ECFB1	
   	
  Flashlight,	
  LED,	
  Aluminum,	
  1	
  wa[,	
  (3)	
  	
  	
  AAA	
  ba[eries	
   3
Service	
  Bay 	
  GAC1580	
   	
  Goggles,	
  Chemical	
  Splash	
   3
Service	
  Bay 	
  HS18A	
   	
  Hacksaw,	
  Deluxe	
  (for	
  12"	
  blades)	
   3
Service	
  Bay 	
  HBBD16	
   	
  Hammer,	
  Dead	
  Blow,	
  Ball	
  Peen,	
  16	
  oz.	
   3
Service	
  Bay 	
  HBBD24	
   	
  Hammer,	
  Dead	
  Blow,	
  Ball	
  Peen,	
  24	
  oz.	
   3
Service	
  Bay 	
  HBFE16	
   	
  Hammer,	
  Dead	
  Blow,	
  Soc	
  Grip,	
  16	
  oz.	
   3
Service	
  Bay 	
  GA3000A	
   	
  Protectors,	
  Ear	
  (Headphone	
  Style)	
   3
Service	
  Bay 	
  UIM225	
   	
  Mirror,	
  Inspec6on,	
  Telescoping,	
  2	
  1/4"	
  	
  	
  Mirror	
   3
Service	
  Bay 	
  UPT50A	
   	
  Pick-­‐up	
  Tool,	
  Magne6c,	
  Telescoping,	
  Lics	
  	
  	
  10	
  lb.	
   3
Service	
  Bay 	
  91ACP	
   	
  Pliers,	
  Adjustable	
  Joint,	
  Interlocking	
  	
  Channel,	
  Industrial	
  Finish,	
  9	
  1/4"	
   3
Service	
  Bay 	
  LP7R	
   	
  7IN	
  STRAIGHT	
  JAW	
  LKING	
  PLIERS	
   3
Service	
  Bay 	
  196CF	
   	
  LONG	
  NOSE	
  W/CUTTER	
   3
Service	
  Bay 	
  87CF	
   	
  DIAGONAL	
  CUTTER	
   3
Service	
  Bay 	
  47CF	
   	
  COMBO	
  PLIERS	
   3
Service	
  Bay 	
  PPC210BK	
   	
  PUNCH/CHISEL	
  SET/KIT	
  BAG	
   3
Service	
  Bay 	
  PPCL60BK	
   	
  LONG	
  PIN	
  PUNCH	
  SET	
   3
Service	
  Bay 	
  PPBL30AK	
   	
  Set,	
  Punch,	
  Bronze,	
  3	
  pcs.	
  (Tapered/Dric)	
   3
Service	
  Bay 	
  PK53A	
   	
  SCRAPER	
   3
Service	
  Bay 	
  SHD1R	
   	
  RED	
  STUBBY	
   3
Service	
  Bay 	
  SHD4R	
   	
  HARD	
  GRIP	
  SD	
   3
Service	
  Bay 	
  SHD6R	
   	
  HARD	
  GRIP	
  SD	
   3
Service	
  Bay 	
  SHD8R	
   	
  8IN	
  FLAT	
   3
Service	
  Bay 	
  SHD10R	
   	
  HARD	
  GRIP	
  INSTINCT	
  SLOTTED	
  DRV	
   3
Service	
  Bay 	
  SHDP22IRO	
   	
  NO.2	
  ORANGE	
  STUBBY	
   3
Service	
  Bay 	
  SHDP31IRO	
   	
  HARD	
  GR	
  PHILLIPS	
   3
Service	
  Bay 	
  SHDP42IRO	
   	
  HARD	
  GR	
  PHILLIPS	
   3
Service	
  Bay 	
  110TMDY	
   	
  Set,	
  Socket,	
  Shallow,	
  12-­‐Point	
  (10	
  pcs.)	
  	
  	
  (3/16"	
  to	
  9/16")	
   3
Service	
  Bay 	
  110STMDY	
   	
  Set,	
  Socket,	
  Deep,	
  12-­‐Point	
  (10	
  pcs.)	
  (3/16"	
  	
  	
  to	
  9/16")	
   3
Service	
  Bay 	
  111TMMDY	
   	
  Set,	
  Socket,	
  Metric,	
  Shallow,	
  12-­‐Point	
  (11	
  	
  	
  pcs.)	
  (5	
  to	
  14	
  mm)	
   3
Service	
  Bay 	
  111STMMDY	
   	
  Set,	
  Socket,	
  Metric,	
  Deep,	
  12-­‐Point	
  (11	
  pcs.)	
  	
  	
  (5	
  to	
  14	
  mm)	
   3
Service	
  Bay 	
  TMX1	
   	
  Extension,	
  1	
  1/4"	
   3
Service	
  Bay 	
  TMXK4	
   	
  Extension,	
  Knurled,	
  4"	
   3
Service	
  Bay 	
  TMXK60	
   	
  Extension,	
  Knurled,	
  6"	
   3
Service	
  Bay 	
  T72	
   	
  72	
  TOOTH	
  STD	
  HANDLE	
  RATCHET	
   3
Service	
  Bay 	
  TMU8B	
   	
  Universal	
  Joint,	
  Fric6on	
  Ball,	
  1	
  1/8"	
   3
Service	
  Bay 	
  211SFY	
   	
  Set,	
  Socket,	
  Deep,	
  12-­‐Point	
  (11	
  pcs.)	
  (1/4"	
  	
  	
  to	
  7/8")	
   3
Service	
  Bay 	
  207SIMFYA	
   	
  3/8IN	
  DEEP	
  FRACT	
  IMP	
  SOCKT	
  SET	
   3
Service	
  Bay 	
  211SFSY	
   	
  Set,	
  Socket,	
  Deep,	
  6-­‐Point	
  (11	
  pcs.)	
  (1/4"	
  to	
  	
  7/8")	
  	
   3
Service	
  Bay 	
  214IMFMYA	
   	
  3/8IN	
  6PT	
  SHAL	
  MET	
  IMP	
  SKT	
  ST	
   3
Service	
  Bay 	
  212FSMY	
   	
  Set,	
  Socket,	
  Metric,	
  Shallow,	
  6-­‐Point	
  (12	
  	
  pcs.)	
  (8	
  to	
  19	
  mm)	
   3







Service	
  Bay 	
  214SIMFMYA	
   	
  3/8IN	
  6PT	
  DP	
  MET	
  IMP	
  SKT	
  SET	
   3
Service	
  Bay 	
  212SFSMY	
   	
  Set,	
  Socket,	
  Metric,	
  Deep,	
  6-­‐Point	
  (12	
  pcs.)	
  	
  	
  (8	
  to	
  19	
  mm)	
   3
Service	
  Bay 	
  204IMXA	
   	
  Set,	
  Extension,	
  Impact,	
  Snap	
  Ring	
  (4	
  pcs.)	
  	
  	
  (1	
  3/4"	
  to	
  11")	
   3
Service	
  Bay 	
  206AFX	
   	
  Set,	
  Extension,	
  Fric6on	
  Ball	
  (6	
  pcs.)	
  (1	
  1/2"	
  	
  	
  to	
  11")	
   3
Service	
  Bay 	
  F80	
   	
  3/8	
  RATCHET	
   3
Service	
  Bay 	
  IPF80B	
   	
  3/8	
  DR	
  IMP	
   3
Service	
  Bay 	
  FU8A	
   	
  Universal	
  Joint,	
  Fric6on	
  Ball,	
  1	
  15/16"	
   3
Service	
  Bay 	
  311IMFSY	
   	
  Set,	
  Socket,	
  Impact,	
  Shallow,	
  Thin	
  Wall,	
  	
  	
  6-­‐Point	
  (11	
  pcs.)	
  (3/8"	
  to	
  1")	
   3
Service	
  Bay 	
  313TWYA	
   	
  Set,	
  Socket,	
  Shallow,	
  6-­‐Point	
  (13	
  pcs.)	
  (3/8"	
  	
  to	
  1	
  1/8")	
   3
Service	
  Bay 	
  320SIM	
   	
  1/2IN	
  DR	
  STND	
  6PT	
  DEEP	
  SK	
  ST	
   3
Service	
  Bay 	
  313TSYA	
   	
  Set,	
  Socket,	
  Deep,	
  6-­‐Point	
  (13	
  pcs.)	
  (3/8"	
  to	
  	
  	
  1	
  1/8")	
   3
Service	
  Bay 	
  315SIMMYA	
   	
  1/2IN	
  MET	
  6PT	
  DEEP	
  IMP	
  SKT	
  SET	
   3
Service	
  Bay 	
  313TWMYA	
   	
  Set,	
  Socket,	
  Metric,	
  Shallow,	
  6-­‐Point	
  (13	
  	
  pcs.)	
  (12	
  to	
  24	
  mm)	
  	
   3
Service	
  Bay 	
  325SIMM	
   	
  1/2IN	
  DR	
  METRIC	
  6PT	
  DEEP	
  SK	
  ST	
   3
Service	
  Bay 	
  313TSMYA	
   	
  Set,	
  Socket,	
  Metric,	
  Deep,	
  6-­‐Point	
  (13	
  pcs.)	
  	
  	
  (12	
  to	
  24	
  mm)	
   3
Service	
  Bay 	
  SN18B	
   	
  Breaker	
  Bar,	
  18"	
   3
Service	
  Bay 	
  305ASX	
   	
  Set,	
  Extension	
  (5	
  pcs.)	
  (2"	
  to	
  11"	
  lengths)	
   3
Service	
  Bay 	
  S80	
   	
  80	
  TOOTH	
  STD	
  HANDLE	
  RATCHET	
   3
Service	
  Bay 	
  IP80D	
   	
  UNIV	
  JT	
  1/2	
  DR	
  IM	
  SWIVEL	
   3
Service	
  Bay 	
  S8	
   	
  Universal	
  Joint,	
  Fric6on	
  Ball,	
  2	
  11/16"	
   3
Service	
  Bay 	
  GA599A	
   	
  TREAD	
  DEPTH	
  GAUGE	
   3
Service	
  Bay 	
  AC5B	
   	
  3X7	
  ROW	
  WELDERS	
  TOOTH	
  BRUSH	
  SS	
   3
Service	
  Bay 	
  JT13A	
   	
  BLOW	
  GUN	
   3
Service	
  Bay 	
  212IMFYA	
   	
  3/8IN	
  6PT	
  SHAL	
  FRAC	
  IMP	
  SKT	
  ST	
   3
Service	
  Bay 	
  VS814A	
   	
  Set,	
  Wrench,	
  Open	
  End,	
  4-­‐Way	
  Angle	
  Head	
  	
  	
  (14	
  pcs.)	
  (3/8"	
  to	
  1	
  1/4")	
   3
Service	
  Bay 	
  VSM814	
   	
  Set,	
  Wrench,	
  Metric,	
  Open	
  End,	
  4-­‐Way	
  	
  	
  Angle	
  Head	
  (14	
  pcs.)	
  (10	
  to	
  27	
  mm)	
   3
Service	
  Bay 	
  DBTBC129	
   	
  Set,	
  Drill	
  Bit,	
  THUNDERBIT®,	
  Cobalt,	
  	
  	
  135°	
  Split	
  Point,	
  29	
  Bits	
   3
Service	
  Bay 	
  EXD35	
   	
  Set,	
  Extractor,	
  Screw,	
  Mul6-­‐Spline	
  /	
  Spiral	
  	
  	
  Flute	
  /	
  Lec	
  Hand	
  Drill	
  Bits,	
  35	
  pcs.	
   3
Service	
  Bay 	
  FB325A	
   	
  Gauge,	
  Feeler,	
  U.S./Metric,	
  25	
  blades	
  	
  	
  (.0015"	
  thru	
  .025")	
   3
Service	
  Bay 	
  FBM320	
   	
  Gauge,	
  Feeler,	
  Metric,	
  General	
  Use,	
  20	
  	
  	
  blades	
  (.05	
  mm	
  thru	
  1.00	
  mm)	
   3
Service	
  Bay 	
  FBL325A	
   	
  Gauge,	
  Feeler,	
  U.S./Metric,	
  Long	
  Blade,	
  25	
  	
  blades	
  (.0015"	
  thru	
  .040")	
   3
Service	
  Bay 	
  FB305A	
   	
  Gauge,	
  Feeler,	
  Non-­‐Magne6c	
   3
Service	
  Bay 	
  304IMX	
   	
  EXTNSN	
  SET	
   3
Service	
  Bay 	
  SPBS704	
   	
  4PC	
  STRIKING	
  BLACK	
  PRYBAR	
  SET	
   3
Service	
  Bay 	
  307ESAY	
   	
  Set,	
  Socket	
  Driver,	
  Hex,	
  Standard,	
  5/16"	
  to	
  	
  	
  3/4"	
  (7	
  pcs.)	
   3
Service	
  Bay 	
  307ESAMY	
   	
  Set,	
  Socket	
  Driver,	
  Metric,	
  Hex,	
  Standard,	
  6	
  	
  	
  to	
  19	
  mm	
  (7	
  pcs.)	
   3
Service	
  Bay 	
  214FC	
   	
  Set,	
  Wrench,	
  Crowfoot	
  Open	
  End	
  with	
  Side	
  	
  Lock	
  Hole	
  (14	
  pcs.)	
  (7/16"	
  to	
  1	
  1/4")	
   3
Service	
  Bay 	
  216FCOM	
   	
  Set,	
  Wrench,	
  Metric,	
  Crowfoot	
  Open	
  End	
  	
  	
  (16	
  pcs.)	
  (9	
  to	
  24	
  mm)	
   3
Service	
  Bay 	
  213AFLEY	
   	
  Set,	
  Socket,	
  TORX®,	
  Shallow,	
  Combina6on	
  	
  Drive	
  (13	
  pcs.)	
  (E4	
  to	
  E24)	
   3
Service	
  Bay 	
  212EFTXY	
   	
  Set,	
  Socket	
  Driver,	
  TORX®,	
  Standard,	
  	
  1/4"-­‐3/8"	
  Drive,	
  T8	
  to	
  T55	
  (12	
  pcs.)	
   3
Service	
  Bay 	
  TPGDIF160	
   	
  DIAL	
  TIRE	
  INFLATOR	
  160	
  PSI	
   3
Service	
  Bay 	
  QD2R200	
   	
  Torque	
  Wrench,	
  Adj.	
  Click-­‐type,	
  U.S.,	
  Compact-­‐Ratchet,	
  40-­‐200	
  in.	
  lb.,	
  3/8"	
  drive	
  	
  	
   3
Service	
  Bay 	
  QD2R100	
   	
  Torque	
  Wrench,	
  Adj.	
  Click-­‐type,	
  U.S.,	
  	
  	
  Fixed-­‐Ratchet,	
  20-­‐100	
  c.	
  lb.,	
  3/8"	
  drive	
   3
Service	
  Bay 	
  BRUTUS3R250D	
   	
  Torque	
  Wrench,	
  Adj.	
  Click-­‐Type,	
  U.S.,	
  	
  	
  Fixed-­‐Ratchet,	
  50-­‐250	
  c.	
  lb.,	
  1/2"	
  drive	
   3
Service	
  Bay 	
  TR107A	
   	
  Tool,	
  Valve	
  Core,	
  6	
  1/4"	
   3
Service	
  Bay 	
  JCK15D	
   	
  Fender	
  Cover,	
  Vinyl,	
  Heavy	
  Duty	
   3
Service	
  Bay 	
  SEATCOVER1	
   	
  Cover,	
  Seat	
   3
Service	
  Bay 	
  TPM100	
   	
  100FT	
  STEEL	
  TAPE	
  MEASURE	
   3
Service	
  Bay 	
  YA169	
   	
  DISCONTINUED	
   3
Service	
  Bay 	
  2005BSKA	
   	
  Kit,	
  Ba[ery	
  Service,	
  5	
  pcs.	
   3
Service	
  Bay 	
  F4LB	
   	
  Speeder,	
  17	
  27/32"	
   3
Service	
  Bay 	
  NDD1070A	
   	
  Set,	
  Nut	
  Driver,	
  Ergonomic	
  Handle	
  (7	
  pcs.)	
  	
  (1/4"	
  to	
  1/2"	
  in	
  plas6c	
  tray)	
   3
Service	
  Bay 	
  497CCP	
   	
  Pliers,	
  Needle	
  Nose,	
  90°	
  Angle	
  Jaw,	
  Vinyl	
  	
  	
  Grips,	
  6	
  5/8"	
   3
Service	
  Bay 	
  61ACP	
   	
  Pliers,	
  Duck	
  Bill,	
  Vinyl	
  Grips,	
  7	
  3/4"	
   3
Service	
  Bay 	
  102LHCP	
   	
  Set,	
  Pliers,	
  Needle	
  Nose,	
  Long	
  (2	
  pcs.)	
   3
Service	
  Bay 	
  CT6855	
   	
  1/2	
  CDRLS	
  LTHIUM	
  IMP	
  1	
  BATTERY	
   3
Service	
  Bay 	
  CTLED4918HO	
   	
  CORDLESS	
  LIGHT	
  HIGH	
  OUTPUT	
   3
Service	
  Bay 	
  YA115020	
   	
  20IN	
  STRAIGHT	
  TUBE	
  BLOW	
  GUN	
   3
Service	
  Bay 	
  YA879	
   	
  Punch,	
  Automa6c	
  Center,	
  Heavy-­‐Duty	
   3
Service	
  Bay 	
  ECFM20	
   	
  Pick-­‐up	
  Tool,	
  Magne6c,	
  Flexible,	
  Lighted,	
  	
  18"	
  long	
   3







Service	
  Bay 	
  GA353B	
   	
  Pick-­‐up	
  Tool,	
  Flexible,	
  Four-­‐Claw,	
  17	
  1/2"	
   3
Service	
  Bay 	
  BLPPB704	
   	
  4PC	
  PRY	
  BAR	
  SET	
   3
Service	
  Bay 	
  SGASA104BR	
   	
  HOOK	
  AND	
  AWL	
  SET	
   3
Service	
  Bay 	
  MT302A	
   	
  Switch,	
  Remote	
  Starter	
  Solenoid	
   3
Service	
  Bay 	
  CT4G	
   	
  Tester,	
  Circuit,	
  for	
  6V	
  and	
  12V	
  Systems	
   3
Service	
  Bay 	
  S6129	
   	
  Seal	
  Puller,	
  7"	
  long	
   3
Service	
  Bay 	
  207IMFLE	
   	
  3/8IN	
  IMPACT	
  FEMALE	
  TORX	
  SET	
   3
Service	
  Bay 	
  SGDXXL20BR	
   	
  2PC	
  X-­‐LONG	
  SCREWDRIVER	
  SET	
   3
Service	
  Bay 	
  CDR6855	
   	
  1/2IN	
  CORDLESS	
  LITHIUM	
  DRILL	
   3
Service	
  Bay 	
  MPBS1140O	
   	
  40DEG	
  BRK	
  TOOL	
  PRYBAR	
   3
Service	
  Bay 	
  SRPC105	
   	
  Pliers	
  Set,	
  Retaining	
  Ring,	
  5	
  pcs.	
   3
Service	
  Bay 	
  212EFTAY	
   	
  Set,	
  Socket	
  Driver,	
  Hex,	
  Standard,	
  1/4"	
  -­‐	
  	
  3/8"	
  Drive,	
  1/16"	
  to	
  3/8"	
  (12	
  pcs.)	
   3
Service	
  Bay 	
  211EFAMY	
   	
  Set,	
  Socket	
  Driver,	
  Metric,	
  Hex,	
  Standard,	
  4	
  	
  	
  to	
  14	
  mm	
  (11	
  pcs.)	
   3
Service	
  Bay 	
  FBF80	
   	
  80	
  TOOTH	
  BENT	
  HANDLE	
  FLEX	
  HEAD	
   3
Service	
  Bay 	
  TX72	
   	
  72	
  TOOTH	
  LCKING	
  FLX	
  HNDL	
  RTCHT	
   3
Service	
  Bay 	
  SX80A	
   	
  1/2	
  FLEX	
  RATCHET	
   3
Service	
  Bay 	
  BT400	
   	
  Tool,	
  Brake	
  Spring,	
  Heavy	
  Duty	
  (3/4-­‐ton	
  	
  	
  and	
  heavier	
  trucks)	
   3
Service	
  Bay 	
  MICED1A	
   	
  Micrometer,	
  Electronic	
  Digital,	
  SAE/Metric,	
  	
  0-­‐1"	
  (0-­‐25mm)	
  	
   3
Service	
  Bay 	
  CTR3812	
   	
  CORDLESS	
  RATCHET	
  3/8	
   3
Service	
  Bay 	
  YA9070A	
   	
  Tool,	
  Rear	
  Brake	
  Adjus6ng	
  (use	
  on	
  single	
  axle	
  Lucas-­‐Girling	
  brakes)	
   3
Service	
  Bay 	
  315IMMYA	
   	
  1/2IN	
  MET	
  6PT	
  SHAL	
  IMP	
  SKT	
  SET	
   3























	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  Vehicle	
  Inventory	
  


	
  


Internationals 2004 4300 4x2 
 


International 2006 4300 4x2  
 


1 2003 Freightliner Columbia CL120. 
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Adjunct Instructor(s) 


Dan Wooster 


Ed Gordon 








AUTOMOBILE PROGRAM STANDARDS 
  


STANDARD 1 - PURPOSE  
 
THE AUTOMOBILE TECHNICIAN TRAINING PROGRAM SHOULD 
HAVE CLEARLY STATED PROGRAM GOALS, RELATED TO THE 
NEEDS OF THE STUDENTS AND EMPLOYERS SERVED.  
 
Standard 1.1 - Employment Potential  
The employment potential for automobile technicians, trained to the level for the 
specialty or general areas outlined in the program goals, should exist in the 
geographic area served by the program.  
 


Exhibit 1.1.A.1:  www.gtc.edu/careers 
Exhibit 1.1.A.2:  http://dol.gov/ 


 
 
Standard 1.2 - Program Description/Goals  
The written description/goals of the program should be shared with potential 
students and should include admission requirements, employment potential, area(s) 
of specialty training offered, and the cost of all tuition and fees. Technical 
qualifications of the faculty and the overall goal(s) of the program should also be 
included.  
 


State Mission Statement 
 
Exhibit 1.2.A.1:  student program hand book, p.11 
      http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
 
Exhibit 1.2.A.2:  Horizon Center policies hand book, p.3 
Exhibit 1.2.A.3:  www.gtc.edu 
 
 
Goals 
 
Exhibit 1.2.A.4:  Horizon Center policies hand book,  
Exhibit 1.2.A.5:  www.gtc.edu 


 
 
 
 
 







 
 
STANDARD 2 – ADMINISTRATION 
  
PROGRAM ADMINISTRATION SHOULD ENSURE THAT 
INSTRUCTIONAL ACTIVITIES SUPPORT AND PROMOTE THE 
GOALS OF THE PROGRAM.  
 
 
Standard 2.1 - Student Competency Certification  
 
The certificate or diploma a student receives upon program completion should 
clearly specify the area(s) of demonstrated competency.  
 
 Exhibit 2 – 2.1.A.1 Gateway Technical College Diploma 
 
Standard 2.2 - Chain of Command  
 
An organizational chart should be used to indicate the responsibilities for 
instruction, administration, and support services. 
 
 Exhibit 2 – 2.2.A.1 Chain of command 
  
Standard 2.3 - Administrative Support  
 
Positive administrative support from institutional and local governing bodies 
should be demonstrated. Indicators of administrative support would include: 
support for staff in-service training; provision of appropriate facilities; up-to-date 
tools, equipment, training support materials, and curriculum.  
 
            Exhibit 2.3.A.1:  Completion Certificate(s) copy of internship, program Don                                  
                                       Milestone 


Exhibit 2.3.A.2:  Advisory Committee minutes 
Exhibit 2.3.A.3:  Budget Reports 
Exhibit 2.3.A.4:  Trade Publication List 
 
 
 
 
 
 







 
 


 
Standard 2.4 - Written Policies  
 
Written policies should be adopted by the administration and policy board for use 
in decision-making situations and to provide guidance in achieving the program 
goals. Policies regarding safety, liability, and lab/shop operation should be written 
and prominently displayed as well as provided to all students and instructors.  
 


Written policies are in effect and have been approved by the appropriate 
administrative/institutional entities.  The policies are reviewed and updated as 
needed. 


 
Exhibit 2.4.A.1:  Horizon Center Policy Handbook 
Exhibit 2.4.A.2:  Student Handbook p. 51,57 


              
http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 


 
Exhibit 2.4.A.3:  Pictures of safety signs in the lab/shop 
Exhibit 2.4.A.4: Safety Pollution Prevention (SP2) http://www.sp2.org/ 
Exhibit 2.4.A.5: Snap On Tool Safety Certificate  
 
 
 


Standard 2.5 - Advisory Committee  
 
An Advisory Committee consisting of at least five (5) members (not including 
school personnel), must convene at least two times a year and be utilized to 
provide counsel, assistance, and information from the community served by the 
training program. This Committee should be broadly based and include former 
students, employed technicians, employers, and representatives for consumers’ 
interests.  
 


The Advisory Committee meets two times per year. 
 


Exhibit 2.5.A.1:  Advisory Committee minutes for the past 2 years 
Exhibit 2.5.A.2:  Advisory Committee Member list 
 


 
 
 
 







 
 
 
 
 
Standard 2.6 - Public/Community Relations  
 
An organized plan should be used to provide the community at large information 
regarding the training program, its graduates, its plans, and any services provided 
to the community.  
 


Exhibit 2.6.A.2:  www.gtc.edu 
Exhibit 1.2.A.1.1:  School Catalog   www.gtc.edu/webadvisor 
Exhibit 1.2.A.1.2:  School Handbook p.13 


http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
 
 
 
Standard 2.7 – Customer Vehicle Work  
 
A systematic method of collecting, documenting, and disbursing customer vehicle 
work repair receipts should be used. Instructional staff should not be required to 
collect payment for customer vehicle work repairs. (This applies only to programs 
that accept customer vehicles for instruction.)  
 
  


The live work is performed on customer vehicles during Service Simulation IV, 
and Program courses.Gateway Tech. College  requires the use of work orders 
that meet the Wisconsin Department of Agriculture 132 requirements.  
Customers pay for purchased parts and a $30 shop fee. 


 
Exhibit 2.7.A.1:  Repair order 
Exhibit 2.7.A.2:  Vehicle Repair Release Form 
Exhibit 2.7.A.3:  Pcard Enterprize account for in /out 


 
 
STANDARD 3 - LEARNING RESOURCES  
 
SUPPORT MATERIAL CONSISTENT WITH BOTH PROGRAM GOALS 
AND PERFORMANCE OBJECTIVES SHOULD BE AVAILABLE TO 
STAFF AND STUDENTS.  
 







 
 
 
 
 
Standard 3.1 - Service Information  
 
Service information with current manufacturer’s service procedures and 
specification data for vehicles manufactured within the last ten (10) years should 
be available. This information should be accessible to students while working in 
the lab/shop area.  
 


The program maintains a library of Service and repair information as well as 
repair estimating information  provided on-line with Alldata and Snap-on Shop 
Key.  There are eleven  (12) computer terminals in the lab/shop and the students 
can use their computers required by the program. 


 
Exhibit 3.1.A.1:  Picture of manuals/computer terminals 
Exhibit 3.1.A.2:  Alldata page  http://library.alldatapro.com/ 
Exhibit 3.1.A.3:  Shop Key page http://www.shopkey5.com/ 
 


 
Standard 3.2 - Multimedia  
 
Appropriate up-to-date multimedia materials such as video equipment, 
transparencies, CD ROM, etc. should be readily available and utilized in the 
training process.  
 


The program requires an extensive assortment of current multi-media materials. 
 


Exhibit 3.2.A.1:  Inventory of video library and multi-media resources 
Exhibit 3.2.A.2:  LJ Create http://www.classcampus.com/ 
Exhibit 3.2.A.3:  LJ Class Act  http://www.ljcreate.com/ 
Exhibit 3.2.A.4:  Students are required to have a notebook computer. All course      
                          Information is on-line. 
 


 
Standard 3.3 - Instructional Development Services  
 
The service of professional instructional development personnel should be used 
when available. At a minimum, equipment and supplies should be available for 
duplication or copying printed materials and transparencies. Instructional 







development personnel should conduct in-service and/or training in curriculum and 
media development.  
 
 
 


The program has access to multi-media specialist as part of the support 
staff for the program. 
 
Exhibit 3.3.A.1:  Pam See Website http://webdev.gtc.edu/seep/ 
Exhibit 3.3.A.2:  Picture of copy machine 
Exhibit 3.3.A.3:  Duplicating form 
 


 
Standard 3.4 - Periodicals  
 
Current general and technical automobile magazines and newspapers should be 
available for student and instructor use.  
 


General and technical automotive magazines are available in the library 
and the lab. 
 
Exhibit 2.3.B.4:  Trade Publication List 


 
Standard 3.5 - Student Materials 
 
Pertinent instructional texts, resources, and e-learning materials should be available for each 
student to satisfy the objectives of the mode of instruction used. Basic and specialty textbooks 
should have copyright dates that are not over six (6) years old. 
 


Textbooks and technical manuals are accessed through students 
computer and book publisher online so student always has the latest 
edition of text. 
 
Exhibit 3.5.A.1:   Automotive Technology: A Systems Approach, 5th Ed  
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781428311497 
 
Exhibit 3.5.A.2:  Automotive Suspension and Steering 5th Ed  
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781435481183 


 
 


 
 







Exhibit 3.5.A.3:  Automotive Brake Systems 4th Ed  
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781435486553 
 
Exhibit 3.5.A.4: Automotive Engines Repair and Rebuilding 4th Ed 
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781435428249 
 
Exhibit 3.5.A.5: Automatic Transmissions and Transaxles, 5th Ed 
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781435481053 
 
Exhibit 3.5.A.6: Manual Transmissions and Transaxles, 5th Ed 
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781435439337 
 
Exhibit 3.5.A.7: Automotive Heating and Air Conditioning 4th Ed 
http://www.cengage.com/search/totalsearchresults.do?keyword_all=97814
28383241&N=16&image.x=26&image.y=11 
 
Exhibit 3.5.A.8: Automotive Fuel and Emissions Control Systems 2nd Ed 
http://www.pearsonhighered.com/educator/course/Fuel-Emissions-
Systems/91055307.page 
 
Exhibit 3.5.A.9: Diagnosis and Troubleshooting of Electrical, Electronic, 
and Computer Systems 
http://www.pearsonhighered.com/educator/product/Diagnosis-and-
Troubleshooting-of-Automotive-Electrical-Electronic-and-Computer-
Systems/9780135066966.page 
 
Exhibit 3.5.A.10: Automotive Service Job Sheets for NATEF Task Mastery 
http://www.cengage.com/search/productOverview.do?N=+16+429492232
3+4294966277+11&Ntk=P_Isbn13&Ntt=9781418073022 
 


 
 
 
  
 
 
 
 
 
 
 







 
 
 
 
STANDARD 4 - FINANCES  
 
FUNDING SHOULD BE PROVIDED TO MEET THE PROGRAM GOALS 
AND PERFORMANCE OBJECTIVES.  
 
Standard 4.1 - Program Training Cost  
 
The enrollment in the program or program area should be sufficient to keep the 
per-student training costs to a realistic figure.  
 


The training cost per student is calculated according to a FTE (Full Time 
Equivalent) basis of 30 credit hours per annual FTE which equals $92.05 
per credit  2007/08 FTE (full time student). 
 
Exhibit 4.1.A.1:  Cost per FTE basis                           
http://www.gtc.edu/_publications/Public/09-10_CostEstimate.pdf 
 


 
Standard 4.2 - Budget  
 
An adequate annual budget should be developed, allocated, and used for the 
operation of the program.  
 


The instructors submit capital equipment requests to the Dean with a 
recommendation from the Advisory Committee.  Student consumed 
supplies may increase or decrease primarily as a comparison of the 
previous year’s budget with a percentage increase as necessary.  A 
prioritized final budget amount is allocated by administration from data 
furnished. 
 
Exhibit 4.2.A.1:  Advisory Committee minutes  


                     Exhibit 4.2.A.2:  Supply and Equipment Budgets 
 
 
 
 
 
 







 
 
 
Standard 4.3 - Budget Preparation  
 
The budget should be prepared by the institutional administration in conjunction 
with the program faculty.  
 


Budgeted funds allocated are used by the automotive program.  The 
faculty initiates purchase requisition for supplies and equipment.  A current 
budget report is available upon request to the Administrative Secretary. 
 


                     Exhibit 4.2.A.2:  Budget Reports 
 
 
 
Standard 4.4 - Status Reports  
 
Budget status reports should be made available to program staff at least quarterly.  
 


The faculty can request a Budget Status Report at any time through the 
administrative secretary. 
 
Exhibit 4.4.A.1:  Budget Reports 


 
 
STANDARD 5 - STUDENT SERVICES  
 
SYSTEMATIC SKILLS ASSESSMENT, INTERVIEWS, COUNSELING 
SERVICES, PLACEMENT, AND FOLLOW-UP PROCEDURES SHOULD 
BE USED.  
 
Standard 5.1 – Skills Assessment 
  
For students to develop the skills and knowledge required to service today’s 
automobiles, each student must possess, or be given the opportunity to develop, 
essential foundation skills in reading, mathematics, science, and mechanical 
aptitude. To this end, a formal skills assessment instrument (process) for these 
fundamental skills should be used to evaluate students to ensure that each student 
has a reasonable probability of success as an automobile technician. Testing 
procedures and how the test results will be used (e.g., placement, assessment of 







student’s developmental needs, etc.) should be stated in program explanatory 
material, and justification for all requirements should be available.  
 
                      Program admission procedures can be accessed through the program  
                      Counselor. When prospective students are counseled, the Counselor   
                      and/or Instructor, explain the program entrance requirements.   


Note:  Assessment materials are available for review by the Evaluation 
Team in the program Counselor’s Office. 
 
 
Exhibit 5.1.A.1:  Gateway Student Handbook p.27 
http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
 
Exhibit 5.1.A.2:  www.gtc.edu 
Exhibit 5.1.A.3:  LJ  http://www.ljcreate.com/ 
Exhibit 5.1.A.4: Horizon Center Student Handbook 
Exhibit 5.1.A.5: Placement Exam 
 
 


 
Standard 5.2 - Pre-admission Counseling  
 
Prior to program admission, a student should be counseled regarding automotive 
careers.  
 


Students are processed through the Counseling and Admissions Office.  A 
counselor and/or instructor will interview the student and provide 
information about the program such as a course of study, academic 
calendar, information packets, and orientation testing dates. 
 
Exhibit 5.2.A.1:  Gateway Student Handbook p.27 
http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
 


                     Exhibit 5.2.A.2:  www.gtc.edu 
 


 
Standard 5.3 - Student Records  
Rev. 10/0933  
 
Permanent records of all students, former and current, should be available, preferably in one 
central location, and kept confidential.  
 


The College uses a software program called Colleague through Web 
Advisor  found on the Gateway Tchnical Web-site to maintain all student 
records. 







 
Exhibit 5.3.A.1:  Colleague Statement 


 
 
Standard 5.4 - Placement  
 
A systematic student placement system should be used to assist program graduates 
to obtain employment in the automobile industry.  
 


The College has an active placement service, SAESO. 
 
Exhibit 5.4.A.1:  Gateway Student Handbook p. 25 
http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
 


                      Exhibit 5.4.A.2:  www.gtc.edu 
Exhibit 5.4.A.3: Horizon Center Student Handbook 


 
 
Standard 5.5 – Annual Follow-up  
 
A follow-up system should be used to determine students' employment location 
and for feedback regarding the efficiency, effectiveness, and appropriateness of 
training. The follow-up procedure should be designed to assure feedback regarding 
needed additions to or deletions from the training curriculum, program, and tools 
and equipment. Follow-up of graduates employed outside of the automobile 
industry should indicate reasons for non-automobile employment. When 
applicable, this information should be used to modify the training quality and/or 
content.  
 


The Research and Planning Office surveys and provides student follow-up 
and tracking. 
 
Exhibit 5.5.A.1:  Graduate Follow-up Survey 


                     http://www.gtc.edu/page.asp?q=131 
 
 
 
 
 
 
 
 







 
 
Standard 5.6 - Legal Requirements  
 
The training program should meet all applicable local, state, and federal 
requirements.  
 


Program is in compliance with the state technical college system: Higher 
Learning of Commission of North Central Association of Colleges and 
Schools. 


 
Exhibit 5.6.A.1:  School catalog p.51 
http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 


                      Exhibit 5.6.A.2:  MSDS sheets on line 
. http://hq.msdsonline.com/gtcedu2772 


Exhibit 5.6.A.3:  Pictures of Posted Signs in Lab  
Exhibit 5.6.A.4:  Pictures of containment barrels 
Exhibit 5.6.A.5:  State A/C Certification 
Exhibit 5.6.A.6: State of Wisconsin Ag laws;  


Exhibit 5.6.A.6.a: Chapter Trans 110- Motor Vehicle Inspection and 
Maintenance Program.  
http://legis.wisconsin.gov/Statutes/Stat0110.pdf 


                                 Exhibit 5.6.A.6.b: Chapter Trans 305 – Standards for  
Vehicle  Equipment. 
http://legis.wisconsin.gov/rsb/code/trans/trans305.pdf 
Exhibit 5.6.A.6.c: Chapter 347 – Equipment of Vehicles 
http://legis.wisconsin.gov/Statutes/Stat0347.pdf 
 


 
STANDARD 6 - INSTRUCTION  
 
INSTRUCTION MUST BE SYSTEMATIC AND REFLECT PROGRAM 
GOALS. A TASK LIST AND SPECIFIC PERFORMANCE OBJECTIVES 
WITH CRITERION REFERENCED MEASURES MUST BE USED.  
 
Standard 6.1 - Program Plan  
 
The training plan should progress in logical steps, provide for alternate sequences, 
where applicable, and be made available to each student.  
 


Students must complete courses Auto It for Transportation and Auto 
Service Fundamentals before continuing to any other technical courses.  







Students may take any academic courses if they meet the course 
prerequisites identified on the program’s curriculum sheet. 
 
 
Exhibit 6.1.A.1:  Curriculum Sheet 
http://www.gtc.edu/_publications/curriculumsheets/2010-2011/31-404-
3%20Automotive%20Maintenance%20Technician%20CS%202010-11.pdf 
 
Exhibit 6.1.A.2:  Advisory Committee minutes 


 
 
 
Standard 6.2 - Student Training Plan  
 
 
A training plan for each student should be developed and used, indicating the 
student's training goal(s) and specific steps needed to meet that goal. Students 
should be given a copy of their training plan.  
 
 


NA- Students generally follow the curriculum sheet and pre-requisites.  
Training plans are scheduled from the curriculum sheet.  The curriculum 
sheet is currently scheduled in sequential order. 
 
Exhibit 6.2.A.1:  Horizon Center hand book 
Exhibit 6.1.A.1:  Curriculum Sheet 
http://www.gtc.edu/_publications/curriculumsheets/2010-2011/31-404-
3%20Automotive%20Maintenance%20Technician%20CS%202010-11.pdf 
 


 
Standard 6.3 - Preparation Time  
 
Adequate time should be provided for teacher preparation and program 
development.  
 


Faculty has a teaching contract obligation that is based on a 35 hour 
workweek.  Instructors teach from 17 to 25 contact hours per week based 
on their assignment.  The balance of the 35 hour workweek is dedicated to 
preparation, student counseling, and other assignments. 
 
Exhibit 6.3.A.1:  Copy of faculty schedule 
Exhibit 6.3.A.2:  Copy of Instructor office hours 


 
 







 
 
 
 
Standard 6.4 - Teaching Load  
 
The instructor/student ratio and class contact hours should allow time for 
interaction on a one-to-one basis.  
 


The present class size is 14 students per instructor.  The maximum class 
size is 18 students.  Considering the amount of supplies, tooling, 
equipment training stations, the ratio seems to be educationally sound. 
There is several course with a common lecture and split labs. These 
courses may have 36 students in lecture/ 18 in  Lab  
 
Exhibit 6.4.A.1:  Copy of class rosters 
https://admin8.gtc.edu/wa/wa?&TYPE=M&PID=CORE-
WBMAIN&TOKENIDX=5392427148 
 


 
 
Standard 6.5 - Curriculum  
Rev. 10/0934  
 
All tasks have been given a priority rating. Ninety-five percent (95%) of the tasks designated as 
Priority 1 (P-1) must be taught in the curriculum. Eighty percent (80%) of the tasks designated as 
Priority 2 (P-2) must be taught in the curriculum. Fifty percent (50%) of the tasks designated as 
Priority 3 (P-3) must be taught in the curriculum. Additional tasks may be included to meet the 
needs of local employers. All additional tasks should be approved by the Advisory Committee.  
 
Instruction on the legal aspects and responsibilities of the automobile technician in 
areas such as Environmental Protection Agency regulations, safety regulations, 
OSHA regulations, and other appropriate requirements should be included in the 
curriculum. Instruction and practice in filling out work order forms, ordering parts, 
and basic record keeping should be a part of the training program.  
Tools and equipment must be available to perform the tasks in each of the areas for 
which certification is requested.  


95%             80%  50% 
P-1               P-2  P-3 
 


1. Brakes                                                Y/N               Y/N  Y/N 
2. Electrical/Electronic Systems             Y/N               Y/N  Y/N 
3. Suspension & Steering                      Y/N               Y/N  Y/N 







4. Heating & Air Conditioning                 Y/N               Y/N  Y/N 
6.  Engine Repair                                     Y/N               Y/N                Y/N 


 
Exhibit 6.5.A.1:  Copy of tasks.  
http://www.natef.org/documents/auto_standards_2008.pdf 
Exhibit 6.5.A.2:  Syllabus per class 
Exhibit 6.5.A.3:  Copy of tool inventory  
Exhibit 2.7.A.1:  Refer to work order forms.  (Filled out)  
Exhibit 6.5.A.5:  Syllabus of mechanical fundamental course of filling out 
RO. 
Exhibit 6.5.A.6: State of Wisconsin Ag laws;  


Exhibit 6.5.A.6.a: Chapter Trans 110- Motor Vehicle Inspection and 
Maintenance Program.  
http://legis.wisconsin.gov/Statutes/Stat0110.pdf 


                                 Exhibit 6.5.A.6.b: Chapter Trans 305 – Standards for  
Vehicle  Equipment. 
http://legis.wisconsin.gov/rsb/code/trans/trans305.pdf 
Exhibit 6.5.A.6.c: Chapter 347 – Equipment of Vehicles 
http://legis.wisconsin.gov/Statutes/Stat0347.pdf 


 
 
Standard 6.6 - Student Progress  
 
A record of each student's progress should be maintained through the use of a 
progress chart or other recording device. The record should indicate tasks required 
for program completion and those tasks the student has mastered.  
 


Students receive learning plans that list activities that must be completed 
and submitted to Blackboard.  All activities are performance rated by the 
instructor. 
 
Exhibit 6.6.A.1:  Blackboard Gradebook 
Exhibit 6.6.A.2:  need a performance rating per Learning Activity p.3 


 
Standard 6.7 - Performance Standards  
 
All instruction should be performance based, with an acceptable performance 
standard stated for each task. These standards should be shared with students and 
potential employers. Students should demonstrate "hands-on competency" of a task 
before the instructor verifies a student's performance.  
 


Courses were developed using performance based, Wisconsin 
Instructional Design system.  Students work through courses by 
completing learning plans.  Each learning plan is based on a course 







competency.  Instructors rate the student’s performance and determine if 
the student has met the minimum standard or must repeat the activities. 
 
Exhibit 6.7.A.1:  WIDS course report 


 
Standard 6.8 - Safety Standards  
 
Safety instruction should be given prior to lab/shop work and be an integral part of 
the training program. A safety test should be included in the training program. 
Students and instructors should comply with personal and environmental safety 
practices associated with clothing; eye protection; hand tools; power equipment; 
proper ventilation; and the handling, storage, and disposal of chemicals/materials 
in accordance with local, state, and federal safety and environmental regulations.  
 


Safety instruction is provided during the course orientation.  Each student 
must pass the safety exam with a 100% score before he/she can continue.  
Safety information is provided in each course by training video, instructor 
demonstrations and safety related questions which are included in 
learning plan review questions, study guides and hand out materials. 
Eye protection is required in the lab.  This safety policy is stated in each 
course syllabus and the Shop Policies. 
 
Exhibit 6.8.A.1:  SP/2  http://www.sp2.org/ 
Exhibit 6.8.A.2:  Horizon Center  Student Handbook p.15 


 
Standard 6.9 - Personal Characteristics  
 
All training activities and instructional material should emphasize the importance 
of maintaining high personal standards.  
 


 
Exhibit 6.9.A.1:  Horizon Center Student Handbook p.14-15 , 17 
Exhibit 6.5.A.2:  Course Syllabus 


 
 
Standard 6.10 - Work Habits/Ethics  
 
The training program should be organized in such a manner that work habits and 
ethical practices required on the job are an integral part of the instruction.  
 


Instruction on ethical practices and the expectations of the employer and 
customer is an inherent topic in all courses.  The instruction includes 







proper behavior of the student while in the classroom, lab, and dealership.  
These practices are covered in the course syllabus. 
 
Exhibit :6.5.A.2  Course syllabus 


 
Standard 6.11 - Provision for Individual Differences  
Rev. 10/0935 
  
The training program should be structured in such a manner that students with different levels of 
cognitive and psychomotor skills can be accommodated.  
 
 


The training program is structured to accommodate different learning 
styles of students by the utilization of various training aids.  Interactive 
video, VHS tapes and learning activities assist in this area.  Learning 
activities can be performed individually, with a partner, or with a student 
mentor.  Instructors are also instructed within certification courses.  There 
is also a Special Needs office for additional instruction of students. 
 
Exhibit 6.11.A.1: Gateway Student hand book p. 22 
http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
Exhibit 6.11.A.2: Horizon Center Student Handbook p.10 
Exhibit 6.11.A.3: Instructional Support Form 


 
Standard 6.12 - Related Instruction  
 
Instruction in related mathematics, science, communications, and interpersonal 
relations should be provided and coordinated with ongoing instruction in the 
training program. This instruction should be provided by a qualified instructor.  
 


The student schedules the program academic courses that meet his/her 
training plan. 
(Learning objects support materials), and we work with them. 
 
Exhibit 6.12.A.1:  Curriculum sheet 
http://www.gtc.edu/_publications/curriculumsheets/2010-2011/31-404-
3%20Automotive%20Maintenance%20Technician%20CS%202010-11.pdf 
 
Exhibit 6.5.A.2:  Course Syllabus 


 
Standard 6.13 - Testing  
 







Both written and performance based tests should be used to validate student 
competency. Students should be encouraged to take certification tests that are 
publicly recognized indicators of capabilities.  
 
 


All students are encouraged to take the ASE tests as they progress 
through the program.  Students receive advanced standing for courses if 
they pass the related ASE test.  
 
Exhibit 6.13.D.1:  Gateway Student Hand book p.47 


                      http://www.gtc.edu/_publications/Public/Student%20handbook.pdf 
Exhibit 6.13.D.2:  Advanced Standing Statement on web site: 
http://www.gtc.edu/pages/display.asp?display=student&ID=835 
Exhibit 6.13.D.3: Gateway Website http://www.gtc.edu/page.asp?q=32 
 


 
Standard 6.14 - Evaluation of Instruction  
 
Instructional procedures should be evaluated in a systematic manner. This 
evaluation should be through regular reviews by students and the administration. 
Self-evaluation of instruction should also be utilized on a systematic and regular 
basis. This system should include input from former students and the Advisory 
Committee members. Instructional procedures should show responsiveness to the 
feedback from these evaluations.  
 
 


Research and Planning selects programs to be reviewed or formally 
evaluated.  Programs that are certified must maintain their certification. 
 
Self-evaluation is an option for instructor evaluations. 
 
Exhibit 6.14.A.1: Assessment of Student Academic Achievement 
Exhibit 6.14.A.2: Feedback provided by students using Student 
Instructional Report II.  


 
Standard 6.15 – On-Vehicle Service and Repair Work 
  
On-vehicle service and repair work should be scheduled to benefit the student and 
supplement ongoing instruction on items specified in the NATEF task list. A 
student should have had instruction and practice on a specific repair task before on-
vehicle service and repair work requiring that task is assigned. Vehicles donated by 
the manufacturers or other sources, customer-owned vehicles, and other training 
vehicles may be used as the primary source of on-vehicle service and repair work. 







Training program student-owned vehicles, school buses, and other vehicles owned 
and operated by the governing body of the school should not be the primary source 
of on-vehicle service and repair work vehicles. All vehicles in the lab/shop should 
have a completed industry-type work order attached to or on the vehicle.  


 
 
Live work is essential to the program.  Service Simulation Course 
requirements can only be met using vehicles with customer concerns. 
 
Students complete NATEF tasks as part of the ASE specialty area 
courses.  The student can not perform live vehicle repairs on customer 
cars until he/she has demonstrated competence in the related course. 
 
 
Exhibit 6.15.A.1:  Service Simulation Course Syllabus 
Exhibit 6.15.A.2:  Gateway Catalog pg285 
http://www.gtc.edu/_publications/Public/2010-
2012%20GTC%20College%20Catalog.pdf 
 


 
Standard 6.16 - Articulation  
Agreements between programs with equivalent competencies should be used to 
eliminate unnecessary duplication of instruction and foster continued study.  
Rev. 10/0936  
 


Gateway maintains an articulation manual that describes the agreements 
between local secondary schools.  The program web site describes the 
articulation between the automotive technician program courses and 
students graduating from a state approved automotive 2 yr Automotive 
Technician Youth Apprenticeship program.  (Articulation Agreements 
manual) 
 
Exhibit 6.16.A.1: Gateway Web-site http://www.gtc.edu/page.asp?q=37 
 


 
STANDARD 7 - EQUIPMENT  
 
 
EQUIPMENT AND TOOLS USED MUST BE OF THE TYPE AND 
QUALITY FOUND IN THE REPAIR INDUSTRY AND MUST ALSO BE 
THE TYPE NEEDED TO PROVIDE TRAINING TO MEET THE 
PROGRAM GOALS AND PERFORMANCE OBJECTIVES.  
 







 
 
 
 
 
 
Standard 7.1 - Safety  
 
Equipment and tools used in the training program must have all shields, guards, 
and other safety devices in place, operable, and used. Safety glasses must be worn 
by all students, instructors, and visitors in the lab/shop area while lab is in session.  
 


Safety guards and shields are used.  Students, instructors and 
maintenance staff inspect the lab for safety hazards.  The students are 
required to wear safety glasses at all times while working in the lab/shop 
area. 
 
The students, instructors, and visitors are required to wear safety glasses 
at all times while in the lab/shop area. 
 
Exhibit 7.1.A.1:  Horizon Center Student Handbook p.15 
Exhibit 7.1.A.2:  Maintenance RO  
https://support.gtc.edu/helpdesk/WebObjects/Helpdes 
 


 
Standard 7.2 - Quantity and Quality  
 
The tools and equipment used in the training program should reflect the program 
goals and performance objectives. Sufficient tools and equipment should be 
available for the training offered. The tools and equipment should meet industry 
quality standards.  
 
 


The program has an adequate supply of tools and equipment.  The 
manufacturer to maximize the use of the donated vehicles has donated 
many specialty tools.  The school provides the necessary hand tools 
required to complete course assignments.  The program furnishes 
specialty tools that are normally provided by the employer. 
 
Exhibit 6.5.A.3:  Tool and Equipment Inventory 
Exhibit 7.2.A.2:  Vehicle Inventory 
Exhibit 8.7.E.1:  Picture of shop equipment/tools 
 







 
 
 
 
 
 
Standard 7.3 - Consumable Supplies  
 
Sufficient consumable supplies should be readily available to assure continuous 
instruction.  
 
 


Supplies consumed daily are located in the supply cabinets in the hand 
tool/supply storage area.  The faculty maintains the supply inventory and 
orders/requisitions additional supplies as needed. 
 
Exhibit 7.3.A.1:  Supply and Equipment budgets 
Exhibit 2.7.A.3:  Procurement Card 
Exhibit 7.3.A.3: Picture of Consumables 


 
Standard 7.4 - Maintenance  
 
A preventive maintenance schedule should be used to minimize equipment down-
time.  
 


Equipment is checked by maintenance and faculty.  The department 
employs a support person to acquire supplies, repair equipment, and 
make recommendations as to equipment needs.  Department equipment 
repair requisitions are in place in the event there is an equipment failure. 
 
Exhibit 7.4.A.1:  Maintenance RO 
https://support.gtc.edu/helpdesk/WebObjects/Helpdes 


 
Standard 7.5 - Replacement  
 
An annual review process should be used to maintain up-to-date tools and 
equipment at industry and safety standards. Student follow-up and Advisory 
Committee input should be used in this process.  
 


The Advisory Committee reviews lab equipment and makes 
recommendations to add new equipment to the program that meets the 
needs of changing technology. 







 
Exhibit 7.5.A.1:  Advisory Committee minutes  
Exhibit 7.5.A.2:  Supply and Equipment Budgets 
 
 
 
 


Standard 7.6 - Inventory  
 
An inventory system should be used to account for tools, equipment, parts, and 
supplies.  
 
 


A running inventory is taken on all tooling and equipment using the TC 
Max system. 
 
Exhibit 6.5.A.3:  Tool and Equipment Inventory 


 
Standard 7.7 - Parts Purchasing  
 
A systematic parts purchasing system, from work order - to parts specialist - to 
jobber, should be used. Task performance should not be unreasonably delayed due 
to lack of replacement parts.  
 


Parts procurement does not significantly delay task performance; parts are 
delivered to the lab by local Retailers.  The student calls the suppliers for 
the availability of parts as soon as he/she determines what is needed, and 
some cases schedules the repairs after the parts are delivered. 
 
Parts purchasing follows industry policies and guidelines.  We use a 
Procurement card supply by administration 
 
Exhibit 2.7.A.3:  Procurement card 
Exhibit 7.7.A.2:  Parts receipts 
Exhibit 2.7.A.1:  Work Order 
 


 
Standard 7.8 - Hand Tools  
 
Each student should have access to basic hand tools comparable to tools required 
for employment. Students should be encouraged to purchase a hand tool set during 
the period of instruction.  
Rev. 10/0937  







 
The school provides the necessary hand tools required to complete 
course assignments. 
 
Exhibit 7.8.A.1:  Hand Tool list 
Exhibit 7.8.B.2:  Snap-on Student Excellence Program 


 
STANDARD 8 - FACILITIES  
THE PHYSICAL FACILITIES MUST BE ADEQUATE TO PERMIT ACHIEVEMENT OF 
THE PROGRAM GOALS AND PERFORMANCE OBJECTIVES.  
 
Standard 8.1 - Training Stations  
 
Training stations (bench and on-vehicle service and repair work) should be 
available in the type and number required for the performance of tasks outlined in 
the program goals and performance objectives.  
 


The program has 13 toolbox/benches in the lab which provides adequate 
space for 26 students to work during the lab sessions. 
 
The lab area consists of 1200 square feet which provides an adequate 
work area for 26 students to work during the lab sessions. 
 
Exhibit 8.1.A.1:  Pictures of lab 
Exhibit 8.1.A.2 Gateway Web - camera (live 24 hrs. 365 days). 
http://198.150.32.55/top/liveapplet.html 
 


 
Standard 8.2 - Safety  
 
The facilities should meet all applicable safety standards and an emergency plan 
should be in place and posted in all classrooms and lab/shop areas.  
 


The fire extinguishers are checked annually by local fire department 
inspectors, and occasionally by the insurance provider. 
 
The Main Electrical Fuses and Circuit breakers are located in the lab and 
can be easily accessed in case of emergencies. 
 


 
Safety is a major concern of the institution; all applicable safety related 
standards are met. 


 
Exhibit: 8.2.A.1:  Picture of Hazardous waste signs 







Exhibit 8.2.A.2:  Picture of electrical box 
 


 
 
 
 
 
Standard 8.3 - Maintenance  
 
A written facilities maintenance program should be used to ensure facilities are 
suitable when required for instruction.  
 


The school maintenance cleans the classrooms, restrooms, and locker 
areas daily.  The maintenance crew ensures the lighting is maintained as 
well as any facility needs.  A work order can be completed if any facility 
modifications or repairs are needed. 
 
Exhibit 8.3.A.1:  Maintenance RO 
https://support.gtc.edu/helpdesk/WebObjects/Helpdes 
 


 
Standard 8.4 - Housekeeping  
 
The classroom(s), lab/shop, and support area(s) should be kept clean and orderly.  
 


Students are not required to clean the lab/shop area.  They are expected 
to clean up after themselves and maintain the area that they have used to 
perform their tasks.  The remainder of cleaning of the lab, washing of lab 
vehicles and general housekeeping is performed by work study students. 
 
Exhibit 8.4.A.1:  Picture of lab 
Exhibit 8.4.A.2: Gateway Web camera ( Live 24 hrs. 365 days/year). 
http://198.150.32.55/top/liveapplet.html 
 


 
Standard 8.5 - Office Space  
 
An area separate from the lab/shop should be available and convenient for the 
instructor(s) use as an office.  
 


Instructors have a separate dedicated office space with telephone, 
computer access and fax/copy machine.  Instructors also have a 







secondary office space with access to lab/shop area that includes 
telephone and computer access. 
 


                      Exhibit 8.5.A.1:  Picture of office 
 
 
 
Standard 8.6 - Instructional Area  
 
A classroom convenient to, but separate from, the lab/shop area should be 
available for instruction and other non-lab/shop activities.  
 


The program has 5 classroom(s) with seating for up to 18.  The 
classroom(s) have dedicated, VHS, DVD, overhead projector, and 
computer/internet access. 
 
Exhibit 8.6.A.1:  Picture of classrooms 


 
 
Standard 8.7 - Storage  
 
Storage areas for tools, parts, supplies, and automobiles should be sufficient to 
support the activities outlined in the program goals and performance objectives. 
Security should be provided to prevent pilferage and vandalism.  
 


Special tools are located throughout the lab, in the appropriate areas. 
 
Exhibit 8.7.A.1:  Picture of tool room 
Exhibit 8.7.A.2:  Picture of storage shed 
Exhibit 8.7.A.3:  Picture of locking cabinets/tool boxes 
 


 
Standard 8.8 - Support Facilities  
 
Restrooms and clean-up areas should be provided for both male and female 
students and should be convenient to the instructional area.  
 
 


The restrooms are in the lobby. 
 
Brooms, squeegees, steam cleaner, and oil dry are strategically located. 
 
Exhibit 8.8.A.1:  Picture of clean-up supplies  







 
 


 
 
 
 
Standard 8.9 - Ventilation  
 
An adequate exhaust fume removal system should be in place and operational. 
When appropriate, heating and cooling systems should be used to provide 
sufficient comfort for learning.  
 
 


The exhaust removal system is controlled in the lab/shop by a switch 
located in the south west corner of the lab/shop. 


 
The heating system is sufficient for learning. 


 
Exhibit 8.9.A.1:  Picture of exhaust removal system. 
Exhibit 8.9.A.2: Gateway Web camera (live 24hrs. 365 days/year) 
http://198.150.32.55/top/liveapplet.html 
 
 


Standard 8.10 - First Aid  
 
A first aid kit should be in place and should comply with local regulations and 
school policy.  
Rev. 10/0938  
 


The first aid kit is located in the hallway by the elevator door and the eye 
wash kit is located by the wash sink.  Both are appropriately marked. 
 
Exhibit 8.10.A.1:  Picture of first aid and eye wash kits 


 
Standard 8.11 - Facility Evaluation  
 
The Advisory Committee should conduct an annual evaluation of the facilities to 
assure adequacy to meet program goals.  
 


The Advisory Committee meetings rotate between each campus.  They 
are encouraged to review the facilities after each committee meeting.  
Recommendations are implemented as soon as possible. 
 







Exhibit 8.11.A.1:  Advisory Committee minutes 
 
 
 
 
STANDARD 9 - INSTRUCTIONAL STAFF  
 
THE INSTRUCTIONAL STAFF MUST HAVE TECHNICAL 
COMPETENCY AND MEET ALL STATE AND LOCAL REQUIREMENTS 
FOR CERTIFICATION.  
 
Standard 9.1 - Technical Competency  
 
Instructors must hold current ASE certification in the automobile areas they teach 
and which are being evaluated for program certification.  
 


Faculty  Position    Y/N 
 
Robert Braun  Instructor (full time)   Y 
Chuck Wasik           Instructor (full time)                        Y 
Ken Dotzler             Instructor (full time)                        Y 
Steve Semon           Instructor (full time)                       Y 
Dave Clarbour         Instructor (full time)                        Y 
William Fell              Instructor (full time)                        Y        
 


Exhibit 9.1.D.1:  ASE certifications 
 
Standard 9.2 - Instructional Competency/Certification  
 
Instructors should meet all state certifying requirements.  
 


The instructors have completed all state required certification courses, and 
meet all state requirements. 
 
Exhibit 9.2.A.1:  State certifications 


 
Standard 9.3 - Technical Updating  
 
Faculty members should be provided technical materials required to maintain their 
competency. Instructors must attend a minimum of 20 hours of technical update 
training each year.  
 







 
Instructors are encouraged to participate in related technical updating in 
the areas of program certification. 
 
Exhibit 9.3.B.1:  Verification of 20 hours of training 


 
Standard 9.4 - First Aid  
 
The program should have a written policy, approved by the administrator of the 
school, on First Aid procedures.  
 


In the event of emergency, instructors are instructed to call 911 
immediately. 


 
Standard 9.5 - Substitutes  
 
A systematic method of obtaining "substitute" instructors should be used to assure 
instructional continuity. An orientation session for substitutes should be held on a 
regular basis. The substitute should be a competent automobile instructor.  
 


Instructor schedules are such that current full/part time instructors are 
used to fill in when necessary. 
 
Exhibit 9.5.A.1:  Instructor list 


 
STANDARD 10 - COOPERATIVE AGREEMENTS  
 
WRITTEN POLICIES AND PROCEDURES SHOULD BE USED FOR 
COOPERATIVE AND APPRENTICESHIP TRAINING PROGRAMS. (This 
applies only to programs that offer cooperative/apprenticeship training.)  
 
Standard 10.1 - Standards  
 
The student training plan and performance standards should be developed and 
coordinated by the automobile instructor.  
 


The performance standards are determined by the use of WIDS (Course 
Design Software), NATEF, the Advisory Committee and the faculty. 
 
Exhibit 6.7.A.1:  WIDS course report 
Exhibit 10.1.A.2:  Advisory Committee minutes 


 







 
 
 
 
Standard 10.2 - Agreements  
 
All agreements should be written and legally binding.  
 


Documents used for interning students have been approved by the 
institution.  Both the employer and the student sign an employment 
document. 
 
Exhibit 10.2.A.1:  Internship Agreements 


 
 
Standard 10.3 - Supervision  
Rev. 10/0939 Rev. 10/09 40  
 
A supervising automobile instructor or supervising co-op coordinator should be assigned 
responsibility, authority, and time to coordinate and monitor automobile 
cooperative/apprenticeship programs.  
 
STANDARD 11 – E-LEARNING  
 
WRITTEN POLICIES AND PROCEDURES MUST BE FOLLOWED 
WHEN  
E-LEARNING CURRICULAR MATERIALS ARE USED OUTSIDE OF 
SCHEDULED CLASSROOM/LAB/SHOP TIME FOR THE PURPOSE OF 
MEETING NATEF INSTRUCTIONAL HOUR REQUIREMENTS. (This 
applies only to programs that are using e-learning to meet program hour 
requirements. This is a go/no go Standard that requires validation of a ‘yes’ 
response to each of the criterion.)  
 
Standard 11.1 – Access 
  
Students must have access to the appropriate technology needed to access e-
learning materials.  
 
 
Standard 11.2 – Curriculum and Student Progress  







All content/tasks taught by e-learning must be identified and a record of each 
student’s progress must be maintained through the use of a Learning Management 
System (LMS).  
Standard 11.3 – Advisory Committee Input  
E-learning, for the purpose of meeting NATEF hour requirements, must be 
discussed and approved by the Advisory Committee. 
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AUTOMOTIVE 
I
 
I EXCELLENCE
 


Be it known that 


DAVID P CLARBOURw 
~ 
~ 
!!, has successfully passed the examinations and met the experience requirement prescribed by the i<
 
u 
w National Institute for Automotive Service Excellence and is awarded this CERTIFICATE in
 
i evidence of COMPETENCE in the service areas listed below: 
~ 


l 
UJ 


MASTER MEDIUM/HEAVY TRUCK TECHNICIAN;£ 
Cl 


~ AREAS OF DEMONSTRATED COMPETENCE EXPIRES 
UJ 


~ 
Cl 


~ GASOLINE ENGINES DECEMBER 31, 2012 
~ 


DIESEL ENGINES DECEMBER 31, 2012 
~ 
§ I DRIVE TRAIN DECEMBER 31, 2012 


BRAKES DECEMBER 31} 2012 


SUSPENSION AND STEERING DECEMBER 31, 2012 


ELECTRICAL/ELECTRONIC SYSTEMS DECEMBER 31, 2012 


H~TING, VENTILATION, & Ale JUNE 3D, 2014 


PREVENTIVE MAINTENANCE INSPECTION DECEMBER 31, 2012 


** ** ** ** ** ** ** ** ** ** ** **** ** ** ** ** ** 
GIVEN THIS 30TH DAY OF JUNE 2009, AT LEESBURG, VIRGINIA 


/~-~~--~.Iv ~. ZILKE. Presi<knt 








INSTRUCTOR TRAINING FORM 
Instructors are required to attend a minimum of 20 hours per year of recognized industry update 
training relevant to the areas in which their program is certified. Please list all industry update 
training for the past year. Use a separate page for each instructor and attach to appropriate 
 
Instructor Qualification Sheet. 
 
Instructor: Dave Clarbour 
 
Date of training, 
May 20  


June 3  


June 10 


August 5  


September 9  


 
 
Training Provider Name Course Name 


Wisconsin Department of Transportation, Al Satini Instructor 


OBDII & Emission Testing in Wisconsin (4 Hours) 


10 Most Common Reasons Why Monitors Will Not Run. (4 Hours) 


- Using Modes 5 & 6 To Determine Why Monitors Will Not Run (4 hours) 


- Introduction To Use of DSO (digital storage oscilloscopes) (4 hours) 


Snap On Fleet Training 


New	
  Emission	
  standards	
  and	
  Testing	
  Diesel,	
  	
  Auto	
  Evaporative	
  testing,	
  Wheel	
  and	
  tire	
  service.	
  (6	
  


Hours)	
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Joe Palecek	
  






		Syllabus Auto Sim IV

Auto Simulation IV

		Course Information



		Course Number

		602-178



		Credits

		3



		Instructor

		William Fell



		E-mail Address

		fellw@gtc.edu



		Campus

		Gateway Technical College - Horizon Center Campus



		Address

		4940 - 

88th Avenue



		City/State/Zip

		Kenosha, WI 53144-1690



		Beginning Date

		10/26/2010



		Number of Weeks

		4



		Meeting Times/Location

		MTW 07:00am -12:00pm; Horizon Center RM: TBA






Description
This course will allow the student to perform NATEF tasks in                         

areas fuel and emissions systems, brakes, suspensions, heating and cooling, engines, manual and automatic transmissions. The tasks are to be  

performed in conjunction with the repair of customer vehicles

in a simulated shop environment. A strong emphasis is placed

on customer relations and communications. Students will 

perform both Service Writer and Parts Person 

positions on a rotating basis as well as performing NATEF 

Tasks.  Preparedness for the ASE ( Automotive Service 

Excellence) certification exam  is emphasized.



		Prerequisites



		602-159 Engine Performance I

SP2 must be up to date.

Textbook

Automotive Service Job Sheets for NATEF Task Mastery by Hadfield

Tompson/Delmar, ISBN # 13: 978-1-4180-7302-2







		Core Abilities



		A.

		Act responsibly 



		B.

		Communicate clearly and effectively 



		C.

		Demonstrate essential computer skills



		D.

		Demonstrate essential mathematical skills 



		E.

		Develop job-seeking skills 



		F.

		Respect self and others as members of a diverse society



		G.

		Think critically and creatively 



		H.

		Work cooperatively 



		I.



		Value learning

 

 

 



		Competencies



		1.

		Perform Electrical Voltage drop accurately 75% of the time.



		2.

		Diagnosis & repair ignition system failures



		3.

		Diagnosis & repair fuel system failures



		4.

		Diagnosis & repair sensors and senor circuit failures



		

		

		

		





 
Grading Information
Grading Rationale
The learner must complete all assigned task and all required NATEF tasks and demonstrate a level 3 skill rating while performing repairs on customer vehicles under the supervision of instructor(s) and or ASE certified mentor. Performance Evaluation Forms (Self and Instructor) must be completed for each service or repair performed.

All assignments must be turned in when completed. All assignments turned last day of course will be dropped one grade.

Rating Scale and Rating Definition for Labs

4 – Skilled – can perform job independently with no additional training

3 – Moderately Skilled – has performed job independently during the training program, limited additional training may be required.

2 – Limited Practice – has practiced job during training program, additional training is required to develop skill.

1 – Exposure Only – general information provided with no practice time, close supervision needed and additional training required.

0 – No Exposure – no information or practice provided during training program, complete training required.

Grade weighting:

80%	Lab Worksheet

20%	Final

		Grading Scale



		A

		90 – 100% of Total Course Points or 60 - 72 Flat Rate Hours



		B

		80 – 89% of Total Course Points or  45 - 59Flat Rate Hours



		C

		70 – 79% of Total Course Points or 30  - 44 Flat Rate Hours



		D

		60 - 69% of Total Course Points or 20 - 29 Flat Rate Hours



		F

		Below 60% of Total Course Points or less then 20 Flat Rate Hours 







Assignment Schedule

All Lab Sheets must be signed by instructor before being submitted on a weekly basis.

Assignment Completion Dates

		No work will be accepted after the Learning Plans are closed.  Closed date is off of the Assignment Schedule. 







		Guidelines for Success



		Attendance 1
ATTENDANCE: You are responsible to be in class according to the schedule you were provided. You must complete the VEHICLE REPAIRS or SERVICE in 2X OR twice the published FLAT TIME RATE. You must call the lab and let an instructor know you will be ABSENT or LATE. CALL 262-770-8951 and leave a voice mail message. A doctor’s excuse may be required.

Gateway Technical College recognizes the importance of attendance in the learning process but does not believe that attendance in and of itself constitutes learning.

Instructors will document in their course syllabi fair and reasonable attendance policies for their classes based on their subject matter, delivery methods, learning activities, student audience, external regulations, college and departmental guidelines, and employer expectations in their field of instruction.

Students are responsible for reading and understanding each class attendance policy and for learning any material covered during an absence.

Students will not be penalized for hours missed prior to late enrollment in a class if they enroll under the regular late enrollment policy. Students are expected to begin attending immediately after such late enrollment.

Students may miss class without penalty to attend college-sponsored field trips, competitions, or other educational activities if pre-arranged with their instructors.

When absences occur, students are responsible for making up any work missed and obtaining notes from lectures or other class activities so their learning may continue. Faculty can be contacted during posted office hours.

Students may be graded on attendance in accordance with college and departmental guidelines. The greatest portion of the course grade will be based on demonstration of the skills, knowledge, and behaviors that are the outcomes of the course.

Students with disputes related to the instructors' attendance policies shall follow the Student Due Process procedures outlined in the student handbook.

Pandemic statement (may not need this entire statement, please condense to fit your classroom situation.

Pandemic Emergency Preparedness 

Should there be a public health pandemic emergency, a temporary modification in method of instruction and evaluation of student knowledge may need to be made. You need to communicate these modifications to your students as an addendum to your course syllabus as soon as possible.  A similar procedure/language may be utilized by instructors for individual students who are out for extended periods of time due to flu or other illness.

Recommended language for course syllabus:

Should there be a public health pandemic emergency, the student is responsible for:

Being prepared and able to adapt if there is an unplanned absence (pandemic emergency); be present when classes are in session and manage your time so that you can complete your assignments and assessments on or before the date they are due. 

Complete work missed due to an absence within the time frame determined by the instructor.

Participate in alternative delivery method of instruction as determined by the instructor.  The alternative delivery method that will be used for this course is _______________________.

(Recommended alternative delivery methods. The list is not all inclusive)

· Internet - Blackboard 

· Nodal

· Podcasts

· Videotapes

· DVD

· Postal mail to and from students

· We are investigating use of radio and/or cable television outlets.

· Other? 



Potential modifications may be implemented to promote completion of the coursework.  The modifications may include ______________________________



(Recommended alternative student evaluation methods in lecture courses.  The list is not all inclusive) 

· Case study

· Completion of chapter questions

· Paper/Essay

· Application of technology or use of electronic records

· Completion of study guide activities

· Completion of online learning modules

· Midterm exam/Cumulative final exam

· Deletion of a quiz or test

· Use of Learning Objects

· Use of policy for an incomplete grade



(Recommended alternative student evaluation methods in lab/clinical courses.  The list is not all inclusive)

· Case study                                                                            

· Plans of care 

· Teaching project 					

· Concept mapping

· Use of the Electronic Health Record System (pristine case studies)

· Journal reviews/reports

· Human patient simulation, subject to availability

· Use of learning objects

· Paper/Essay

· Use of policy for an incomplete grade

The instructor will utilize a variety of strategies to support student success and mastery of the course competencies.   In the event of an incomplete grade, the instructor will provide an opportunity to complete the coursework prior to the start of the next semester.

If the college is closed for 14 days or more, the college may extend the semester.  All staff and students will be notified.



Independent Work

		Periodically throughout the program you will be asked to participate in independent activities, which may take several different forms, such as independent study, interactive instruction, laboratory exercises, research, internet exploration, and job shadowing. These activities are an integral part of the total curriculum, but will have minimal instructor involvement. They provide you with the opportunity to demonstrate your ability to work independently to meet a designated goal as well as to show development in the various core abilities associated with the program.











Special Needs Statement

		If you have any special educational needs or concerns, please contact your classroom instructor or the Special Needs Instructor on your campus.



Kenosha:  Special Needs Department Room A121

Dawn Kaiser (262)564-2570

(kaiserd@gtc.edu)

Tammi Summers(262)564-2448

(summerst@gtc.edu)







 



		 



		Attendance A
Attendance means "being here" mentally as well as physically. 602-159 Engine Performance II relies heavily on active participation of learners. The learning activities are designed to prepare you for your final performance of each competency. Being ill-prepared in the Automotive Repair Industry could jeopardize your safety and that of others, could damage expensive equipment, or could result in economic losses when products are not up to specification. During the course of the program, you will be expected to be in attendance just as you would be on a job--both physically and mentally. Should you find yourself ill or in extenuating circumstances that prevent you from being in class, you are still responsible for doing the work for that day. 

 



		 



		Attendance B
Attendance will effect your grade based on the following:

90-100% - No grade impact
80-89% - A one point grade reduction for each point below 90%
less than 80% - One letter grade reduction



		 



		How To Get The Most Out Of This Learning Experience
Take charge of your own learning. Raise questions, probe, explore, and go after what you need.

Be open. Use your imagination, consider new possibilities, and create something new for yourself.

Give as well as receive. Give liberally to co-learners and be prepared to receive a great deal from them.

Have fun. Plan to thoroughly enjoy this opportunity to learn and to grow in your professional competence and satisfaction.



		 



		Safety, Housekeeping, and Property Guidelines-Horizon Center
To remain in the program, students must adhere to safety guidelines. Horseplay will not be tolerated. Cheating will not be tolerated. Work performed in the lab must be executed in accordance with all safety standards and the specific safety precautions for each task. Students are required to wear the appropriate personal protective equipment when in the lab area or working on activities that may pose a hazard to themselves or others. It is the duty of all students to watch out for safety throughout the area and bring any unsafe practices they might observe to the attention of the instructor.

Students are required to know the location of all fire exits, fire extinguishers, eyewash and shower stations, emergency evacuation routes, and a procedure to obtain help in an emergency.

Tools belong to Gateway Technical College and are not to be taken from the Horizon Center. All tools are to be used safely and with respect. Tools are to be returned to their proper storage space at the end of each class. Supplies are provided by Gateway Technical College and are to be used with discretion. Wasting supplies will not be tolerated.

Students must purchase their own steel-toed safety shoes and wear them any time they are working in the lab.




Good housekeeping is important to safety in any operation, and the Automotive Repair industry is no exception. Students are expected to keep their work areas neat and orderly, minimizing potential safety hazards.

 



		 



		Handbook
You are required to read and follow all polices in the Gateway & Horizon Center Student Handbooks.



		 



		SP2 Training
You are required to complete Safety and Pollution Prevention training prior to working in the lab.

Log on to www.sp2.org to complete your required training. 
The school ID number is: 91139
The password is: shirt
The PIN number is your student ID number

If you have difficulty logging on contact your instructor.













Academic Support

Kenosha Tutoring Hours & Services 

Kenosha Campus: (262) 564-2006

Tutoring Hours
Monday, 8:30 a.m. - 5:30 p.m.
Tuesday and Wednesday 8:00 a.m. - 7:00 p.m.
Thursday, 8:30 a.m. - 5:30 p.m.
Friday, 9:00 a.m. - 12:00 p.m.

Study skills workshops offered:                                                             

 introduction to Word

learning styles

listening skills

memory improvement

note taking

overcoming math anxiety

overcoming test anxiety

resume writing

stress management

test preparation and strategies

textbook

reading (SQ3R)

time management

writing a research paper
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PROGRAM ADVISORY COMMITTEE

MEETING RECORD



		Advisory Committee Name

		Automotive Technician



		Date

		11/18/09

		Time Convened

		5:46 pm

		Time Terminated

		7:38 pm



		Location

		Horizon Center

		Recorder

		Jodie Carstens



		Advisors Present

(include only dean and curriculum chair)

		Dennis Sherwood, Joe Paulick, Tom Fitzpatrick, Dan Wooster, Alex Petkovic, Bill Buege, Dave Crosby, Jesus Anaya, Norm Brandes, Beverly Frazier, Steve Semon



		Advisors Absent

		Nick Dulisse, Philip Schmid, Adam Brulz, Fredrick Brookhouse, Jeff Van Buren, Chris Olsen, Jeff Dowd, Ron Haisler, Matt Janisin, Scott Koenig, Steven Rovik, DuWayne Jennings, Brett Matschke, Mark Prather, David Dixon, Bob Schmid, Chuck Pinkalla



		Guests (including all GTC staff except dean and curriculum chair)

		William Fell, Dave Clarbour





NOTE: New advisors must be given a membership form to be completed and returned to the dean for signature.



Please record advisors’ comments, questions, and suggestions as completely as possible.

		

	Topics

		

	Information/discussion with advisors

		Advisors’ recommendations/

Items for college follow-up



		1. [bookmark: _Hlk151893157]Call to Order and Roll Call/Introductions

2. Approval of Minutes 

3. Election of officers

		Meeting was called to order at 5:46 pm.

Motion by Norm Brandes to accept the minutes from the last meeting, Tom Fitzpatrick seconded the motion. Unanimous

Bill Buege volunteered to be chairperson for this next year.  All were in favor.

		



		4. Advisors’ Report—topics may include:

a.	Workforce Needs/Trends

b.	Technology/ Equipment Trends

c.	Certification, Licensure, and/or Regulatory Changes

d.	Overall Industry Outlook/Direction

e.	Other specific topic assigned by the committee

		Follow up from last meeting:  Dennis was unable to locate the plan that was in place a while ago regarding bringing in companies to sponsor students. He suggested it would be very beneficial to set this up again. The committee discussed when the students come into the program, the employers would come and interview the students to determine who they want to mentor.  This would be up to the employer if it would be paid or not. The committee suggested that maybe the first year be more of a mentorship and the second year more of an internship. Many of the students that come into the program do not have any automotive job experience and this would make it possible for the students to get experience before they graduate.

		A subcommittee has been created to develop a plan for the mentor/internship for students. The committee consists of: Dan Wooster, Bill Fell, David Crosby and Norm Brandes.



		5. College Report

a.	Follow-up to Past Advice/Items from Previous Meetings

b.	Student Report (once per year by a current program student)

c.	Tour of Learning Environment (once per year, rotating locations if appropriate)

d.	Dean’s Report

		a.The wholesale license is no longer on hold – it has been cancelled and we will be going down a different path.  Dennis said that they were working with someone in Racine who has agreed to purchase vehicles for us. There is a meeting on Monday morning to finalize the agreement.  Norm Brandes mentioned he has a dealer license and would be willing to help with the new process. Joe P. is a former dealer license investigator and is willing to help in any way needed.

Dennis reported that the torque Certification that Bob Braun was working on is now complete. Gateway will be implementing the torque certification in numerous programs, including the automotive.  Beverly mentioned that 



d. Beverly reported that the automotive program is down 25 students or 9% from Fall 2008 (head count, not individual students). But the MET division as a whole is up 23%. Dennis explained that the decrease is almost all because of the KUSD high schools.  We did not start up a new section for KUSD high school students this fall. We did increase the number of new students that are allowed into the program from 18 to 24 starting this fall.  The students have a combined lecture and then split into two groups of 12 for the lab time so they have more one on one time with the instructor. Bill Fell reported that three area high schools, Wilmot, Lake Geneva and Elkhorn are all teaching Gateway’s Fundamentals class at their high schools. There is a Fundamentals class scheduled for Whitewater high school in the spring in the evening.



Dave Crosby asked about the possibility of using Gateway’s marketing program to help market the Automotive/Diesel programs.  Dennis said it could be possible that this could be done, but the program is not in need of more students. Our new start sections are filled.

		Beverly suggested having a written plan for the entire process for purchasing vehicles.



		6. Items for Discussion/ Recommendation

a.	Curriculum Modifications (if any)

b.	Learning Environment (once per year, coinciding with tour)

c.	Student Learning Plan (twice per year)

d.	Quality Review activities (spring semester)

		a.  Starting with the 2010-2011 school year (starting summer 2010), the automotive curriculum will change to the new state aligned curriculum.  The new curriculum was handed out and discussed.  The new one year tech diploma curriculum is the exact same as year one of the two year associate degree program. Dennis said that 62 of the credits in the two year associate degree program are constant throughout the state of Wisconsin technical college system.  Each school has the option of adding up to 8 flex credits to the program if they so choose.  Gateway has chosen to use these flex credits.  The flex credits include:  602-1XX Auto IT for Transportation (2 credits – will need to be developed); 602-156 Auto Instrumentation and Testing (4 credits) and 602-1XX Service Sim (2 credits). The service sim class will cover the same material that the current service sim IV class covers, but it will decrease from 3 credits to 2 credits. It was mentioned that the mentoring/internship program is very important because most of the service sim classes are being removed from the new program.

 

c. Steve handed out the student assessments for both the one year and two year programs. The first couple that are listed and measured against other technical colleges in Wisconsin and not measured against any constant values.  It is a peer comparison. Steve said there is a large number of indicators and he pulled out four of them where Gateway scored below other colleges in Wisconsin. The assessments that have a learning outcome are measured within Gateway by student progress. Steve said that for the learning outcomes, he took the suggestions from the Advisory at a previous meeting and incorporated the safety inspection and repair order to the assessments.  Steve said he will have the results of the assessments at the spring meeting. A discuss came up about the ability to network ShopKey.  Dave said we do now have the ability to do so.  Bill Buege explained that the ShopKey program we have is donated to us. We do not have the version that other colleges have because we needed Service Writer and that did not come in the educational package. What Gateway has is the package that repair shops have. The educational version comes with 100 licenses, while the shop version is typically a stand alone. 

		a.        Norm Brandes made the motion to approve the curriculum as proposed for both the one and two year program. Tom Fitzpatrick seconded the motion. Vote was unanimous in favor of the new curriculum.





c. Dave Crosby made the motion to approve the assessment plan as presented. Alex Petkovic seconded the motion. Vote was unanimous in favor of the assessment plan.



		d. Suggestions for Future Agenda Items

		Review assessments; review mentoring/internship progress; review competencies for new curriculum; discuss Advanced Propulsion open house; Update on vehicle wholesale/resale agreement

		Send out new curriculum to members prior to next meeting.



		e. Determine action plan, if needed, for next meeting

		

		



		f. Scheduling of Next Meeting

		Spring 2010 = Wednesday, March 24th, 2010; 5:30 pm

		



		g. Adjournment                                                                 

		Alex Petkovic made motion to adjourn the meeting; Jesus Anaya seconded the motion. Unanimous.
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PROGRAM ADVISORY COMMITTEE

MEETING RECORD



		Advisory Committee Name

		Automotive Technician



		Date

		3/24/10

		Time Convened

		5:45 pm

		Time Terminated

		7:38 pm



		Location

		Horizon Center – Room 112

		Recorder

		Jodie Carstens



		Advisors Present

(include only dean and curriculum chair)

		Joe Paulick, Tom Fitzpatrick, Dan Wooster, Bill Buege, Dave Crosby, Jesus Anaya, Norm Brandes, Beverly Frazier, Steve Semon, Matt Janisin



		Advisors Absent

		Nick Dulisse, Philip Schmid, Adam Brulz, Fredrick Brookhouse, Jeff Van Buren, Chris Olsen, Jeff Dowd, Ron Haisler, Matt Janisin, Scott Koenig, Steven Rovik, DuWayne Jennings, Brett Matschke, Mark Prather, David Dixon, Bob Schmid, Chuck Pinkalla, Alex Petkovic,



		Guests (including all GTC staff except dean and curriculum chair)

		William Fell, Bob Braun





NOTE: New advisors must be given a membership form to be completed and returned to the dean for signature.



Please record advisors’ comments, questions, and suggestions as completely as possible.

		

	Topics

		

	Information/discussion with advisors

		Advisors’ recommendations/

Items for college follow-up



		1. [bookmark: _Hlk151893157]Call to Order and Roll Call/Introductions

2. Approval of Minutes 

		Meeting was called to order by Chairman Bill Buege at 5:45 pm.

Motion by Norm Brandes to accept the minutes from the last meeting, Dave Crosby seconded the motion. Unanimous.

		



		3. Advisors’ Report—topics may include:

a.	Workforce Needs/Trends

b.	Technology/ Equipment Trends

c.	Certification, Licensure, and/or Regulatory Changes

d.	Overall Industry Outlook/Direction

e.	Other specific topic assigned by the committee

		The members said that the current trend is being prepared for the electronic age.  Jesus said it’s all about the continual training. He said his employees typically attend at least 20 hours of training per year. 



A discussion occurred about the possibility of linking businesses on Gateway’s website.  In addition, have a page that lists all the training that various companies/vendors offer in the auto field.

Joe Paulick said that the DOT does a newsletter two times per year that goes out to all the shops.  He said there is space on the back to put the website link and it would be at no cost.

		a. Someone will check with Jayne Herring to see if putting training/business links on Gateway’s website is possible.



		4. College Report

a.	Follow-up to Past Advice/Items from Previous Meetings

b.	Student Report (once per year by a current program student)

c.	Tour of Learning Environment (once per year, rotating locations if appropriate)

d.	Dean’s Report

		a. Dan and Bill Fell met regarding developing a plan for the mentor/internship for students. The issues that arose from this meeting was that there is no room in the new curriculum to add an internship class because we are already maxed out on the credits. The committee discussed possibly using the internship in place of the Service Sim class at the very end of the program for those students who would be interested. With the internship, it would be up to the instructor to stop in at the place of the internship once per week if possible to check on the student and talk to his/her supervisor. However, the instructor would need to volunteer his time to meet with the supervisor. The purpose of the internship would be to get the students entry level employable so they will have some experience behind their belt.  The committee said the students should do a little bit of everything during the internship – not be specific to one area. Jesus said that for creditability purposes, the instructor, not the student should contact the company regarding internship possibilities. Before this is put into place, this committee will need to set guidelines.



Beverly reported that we are set up with Last Stop Motors in Racine to purchase vehicles from the auction for the auto program. To date, there have been no purchases, but in the next few weeks we will be purchasing a couple vehicles. Norm questioned why we are using Last Stop Motors and Beverly said that was the decision of the college. We will be getting high mileage vehicles to start and are paying a very minimal fee. Wes is working with Last Stop Motors to get the vehicles.



b. Student report:  David Allen who is in his 3rd semester came in to talk with the committee.  He said he very much enjoys the auto program at the Horizon Center. He likes the fact that all tools are provided for the students so they are not required to bring their own. He said most of the instructors are very knowledgeable and very helpful. He brought up the possibility of maybe moving the instrumentation and testing class before the engine performance class. One of the instructors present asked him if he’d be able to do all the laps in the instrumentation class if he would not have had the engine performance  class, and the student replied no so he then said it would best be left alone.  David also said he loves the equipment the students are able to use throughout the program, but he would like to see more in quantity for some of the equipment because it’s hard if there is only one piece of equipment and there are 15 students who need to use it all at the same time. 

A suggestion was brought up to see if there was a way to anonymously survey the students.  The committee discussed creating a survey through survey monkey and send it out to all the automotive students before the next meeting so the results could be shared with the committee members.



d. Beverly reported that in 2009 Spring, there were 253 enrollments in the automotive classes (head count, not individual students) and 18.29 FTE’s. In 2009 Summer, there were 108 enrollments and 7.02 FTE’s. In 2009 Fall, 319 enrollments and 28.80 in the auto program.

		a. The internship subcommittee will get together to determine what the mission of the internship will be.  Also, they will put together a survey to send out to the advisory committee members to determine what employers are looking for.



b. Committee members should email Bill Buege suggested questions that they would like to see on the survey to give to the current  auto students.  Bill Buege will work with Jodie Carstens to get the survey set up and delivered to the students.  The committee said the survey should  be between 6-12 questions.



		5. Items for Discussion/ Recommendation

a.	Curriculum Modifications (if any)

b.	Learning Environment (once per year, coinciding with tour)

c.	Student Learning Plan (twice per year)

d.	Quality Review activities (spring semester)

		a. The committee discussed if we had all the equipment necessary to run all the classes in the new curriculum.  Bill Fell and Dan Wooster were concerned about the equipment for the Transmission classes. The first class will be offered in Spring 2011.  Bill said Dave had gotten 9 or 10 Chrysler transmission and the scan tools that go along with them, but wasn’t sure what exactly he would need.

c/d. Steve handed out the student assessments for both the one year and two year programs. The first couple that are listed and measured against other technical colleges in Wisconsin and not measured against any constant values.  It is a peer comparison. Steve said there is a large number of indicators and he pulled out three of them where Gateway scored below other colleges in Wisconsin. The assessments that have a learning outcome are measured within Gateway by student progress. Steve said that for the learning outcomes, he took the suggestions from the Advisory at previous meetings.  Steve also handed out the scorecards for each program.  Steve said the assessments will be revamped for the next school year and he will choose different outcomes to measure. Steve said if the committee has any suggestions on what they would like to see evaluated, send him an email before October 15th and he will incorporate that into the next assessment.  Steve will email the committee the NATEF tasks and program standards so the committee knows what the guidelines are that Steve is currently using.   

		a.        Bill Fell will review the curriculum for the new transmission classes and report back at the fall meeting as to what additional equipment will be needed to successfully teach the two classes.





c. Steve will email the NATEF tasks & program standards to the committee and the committee will email Steve with suggestions of what they would like the students to be assessed on for the next year.

d. Steve will check with John Thibodeau to see if he any information on students who have dropped out of the program. Steve will bring this back to the next meeting if there is data on this.


The committee endorsed and supported Steve’s program effectiveness work plan and assessment plan that he discussed. 



		e. Suggestions for Future Agenda Items

		

		



		f. Determine action plan, if needed, for next meeting

		

		



		g. Scheduling of Next Meeting

		Fall 2010 = Wednesday, November 10th, 2010; 5:30 pm

		



		h. Adjournment                                                                 

		Norm Brandes made motion to adjourn the meeting; Dan Wooster seconded the motion. Unanimous.
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PROGRAM ADVISORY COMMITTEE


MEETING RECORD



		Advisory Committee Name

		Automotive Technician



		Date

		10/11/11

		Time Convened

		5:32 pm

		Time Terminated

		7:14 pm



		Location

		Horizon Center – Room 106

		Recorder

		Jodie Carstens



		Advisors Present


(include only dean and curriculum chair)

		Anaya, Jesus; Brandes, Norm; Buege, Bill; Janisin, Matt; Paulick, Joe; Werner, Bob; Zondlak, Jim; Frazier, Beverly; Semon, Steve



		Advisors Absent

		Brookhouse, Frederick; Crosby, David; Fitzpatrick, Tom; Jennings, DuWayne; Petkovic, Alex; Wooster, Dan



		Guests (including all GTC staff except dean and curriculum chair)

		Braun, Bob; Fell, Bill





NOTE: New advisors must be given a membership form to be completed and returned to the dean for signature.


Please record advisors’ comments, questions, and suggestions as completely as possible.


		
Topics

		
Information/discussion with advisors

		Advisors’ recommendations/

Items for college follow-up



		1. Call to Order and Roll Call/Introductions


2. Approval of Minutes 

3. Election of Chair

		Meeting was called to order by Chairman Bill Buege at 5:32 pm.


Motion by Joe Paulick to accept the minutes from the last meeting, Jesus Anaya seconded the motion. Unanimous.

Election of chair:  a nomination for Joe Paulick was made – Joe declined.  A nomination for Jesus Anaya was made – Jesus declined. A nomination for Norm Brandes was made – Norm declined.  Bill Buege said because no one else will volunteer for this position, he will continue to do it for one more year. He said he can’t always make it to the meetings and Beverly said she would run the meetings if Bill can’t make it.

		Bill Buege volunteered to be chair for one more year.  All in favor – no one opposed.



		4. Dean’s Report



		Beverly reported that there is currently a headcount of 276 for the fall semester. Last fall, we were at 330 headcount.  Summer had 104.  

The 100 year Gala will be held on October 14th at the Veteran’s Terrace in Burlington. All advisory board members are invited. Contact Pat Repka in the Provost’s office if you are interested.


Elkhorn campus is expanding, but not in the MET area.  


Horticulture is doubling in building size and the groundbreaking for the Pike’s Creek Center is October 17th.


Bill Fell and Bob Braun talked about a grant that all the automotive instructors are involved in as a pilot program (along with graphic communication and criminal justice) on student retention and building graduation rates. Bob said they auto instructors will be responsible for contact with 190 automotive students who were enrolled in the program/classes at one time, but haven’t returned or graduated.  The instructors will be working with counselors. The goal is to get the students returning to Gateway and graduate from the program.

Beverly and Bill Fell went to Morocco and Spain last month for part of NC3. Bill taught the Solus to instructors in Morocco. They have signed a 4 year MOU to teach our auto classes. (In the first class of 30 people, 3 are women). Spain in interested in the wind program.

		



		5. Advisor’s Report

		Joe Paulick discussed emissions. He said that it looks like there will be 200-250 individual test facilities, which would mostly be independent shops.  This is not official yet, but it is what is being discussed in Madison. They are going away from the test facilities that they have now.  Burlington, Cedarburg and one in Waukesha have closed as a cost savings. Currently there is emissions testing in seven counties and it may expand. Joe said there will still be the OBDII download and it will be free for three times. After that, there is an $800 waiver on emission repairs. After a vehicle reaches $800, the emissions will be waived regardless of if it passes or not. Joe said he will be able to report more on this at the next meeting. Jim Z. said that he had talked to a mechanic who was worried that the people who bring their vehicles to him that don’t pass emissions will think it failed as business for the repair shop.  Joe said it does not have to be repaired at the shop it was tested at.  

		



		6.   Items for Discussion/ Recommendation




		There was a lengthy discussion regarding recruiting more advisory committee members and recruiting more students for the program.

Advisory Committee:  The committee discussed a possible meeting time change to attract new members and to get more current members attending.  Beverly said it can be first thing in the morning or over lunch time. It doesn’t always need to be in the evening.  It was suggested to do a survey monkey to see what time and day works best for members. It was also suggested that we invite prior students who are now working in the field to be part of the committee. Bill F. and Bob B. said they would get a list of students to contact about the next meeting.  The committee would like to invite 10-12 past students to the spring meeting. It was suggested that when we invite them, we give them a question or two that the committee would like them to answer ahead of time so they are prepared. An example of a question the committee would like answered:  What challenges do you see in the industry.


Steve S. handed out the scorecards for the two auto programs. The scorecards compare the threshold, target and actual data in various areas.  Steve also discussed the student learning and work plans he is working on. The plans are due by October 15th. He will report on the results at the spring meeting. This year two of the assessments need to be done in the core ability area of Communication clearly and effectively and act responsibly.  Steve was asking for ideas on how to measure these. Bob B. said that in almost every one of his classes, he has the students do a 5 minute PowerPoint presentation on a concept they had learned in the class. Beverly suggested having the students rate each presentation so it’s not just the instructor’s perspective. A suggestion was made to video tape the student’s presentation and then to review it. The instructors were concerned with the amount of time that may take.

Beverly suggested using the student’s attendance as a way to measure acting responsibly.  Steve asked about possibly using the student’s as a service manager for the day.

Bill F. reported that he will have the NATEF information on the Gateway website by Friday, October, 14, 2011.  It will show the NATEF standards and how we are following those standards.  He is trying to get the one and two year programs up for re-certification at the same time to save time and money.  He needs four advisory committee members to volunteer to evaluate the one and two year auto programs for NATEF. Eventually he would like to get the diesel one and two year programs on the same re-certification schedule as the auto programs.

		Bill B. will meet with Beverly to get a list of questions together to email to past students for the next meeting.

Steve S. said he would connect with dealers in the area to try to recruit them for the advisory committee.


The following members volunteered to help Bill Fell evaluate the Auto programs for NATEF:  Joe Paulick; Bill Buege; Bob Werner and Dan Wooster.



		7. Follow up from previous meeting

		Matt J. said the enviotab experiment is not complete yet. There were not a lot of people who completed the entire process the first time around so more data is still being collected. 

		



		8.  Scheduling of Next Meeting

		Spring = Tuesday, March 27th, 5:30 pm

		



		9. Adjournment                                                                 

		Norm Brandes made motion to adjourn the meeting; Jesus seconded the motion. Unanimous.
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PROGRAM ADVISORY COMMITTEE


MEETING RECORD



		Advisory Committee Name

		Automotive Technician



		Date

		4/12/11

		Time Convened

		5:34 pm

		Time Terminated

		5:58 pm



		Location

		Horizon Center – Room 106

		Recorder

		Jodie Carstens



		Advisors Present


(include only dean and curriculum chair)

		Bill Buege, Norm Brandes, Alex Petkovic, Joe Paulick, Beverly Frazier, Dan Wooster, Matt Janisin, Jesus Anaya, Steve Semon



		Advisors Absent

		Frederick Brookhouse, DuWayne Jennings Bob Schmid, Dave Crosby



		Guests (including all GTC staff except dean and curriculum chair)

		Bob Braun, Dennis Sherwood





NOTE: New advisors must be given a membership form to be completed and returned to the dean for signature.


Please record advisors’ comments, questions, and suggestions as completely as possible.


		
Topics

		
Information/discussion with advisors

		Advisors’ recommendations/

Items for college follow-up



		1. Call to Order and Roll Call/Introductions


2. Approval of Minutes 

		Meeting was called to order by Chairman Bill Buege at 5:34 pm.


Motion by Alex Petkovic to accept the minutes from the last meeting, Joe Paulick seconded the motion. Unanimous.

		



		3. Advisors’ Report—topics may include:


a.
Workforce Needs/Trends


b.
Technology/ Equipment Trends


c.
Certification, Licensure, and/or Regulatory Changes


d.
Overall Industry Outlook/Direction


e.
Other specific topic assigned by the committee

		Joe P. mentioned they have a newsletter that gets sent out and he said Gateway could put something in the newsletter. 

Joe P. said that the RFP is out for the emissions testing. He said there will be a 5 year initial contract. It will be a decentralized program and the number of testing centers at this time is unknown. 

Joe P. said that there is an upgrade to the Wisetech test.  There are more questions that have been added.


Jesus said the workforce needs are similar to the last few years. He is selling more big jobs – a few years ago if a job would cost $2,000 to repair an older car, the customer would junk the car and now the customer is repairing the car. Jesus said his business relies on construction vehicles and with construction being down, so is his business. He said one thing that is keeping him going is having the latest technology for working on vehicles. Cars for Clunkers made used car values increase and took business away from repair shops. He said he sees no difference between the flex fuel vehicles and regular vehicles. He also said that many of the vehicles that come in are having electrical problems.

The auto program at Gateway doesn’t have many graduates. Many students take their auto classes and then do not complete their general studies courses needed to graduate. Those that are graduating are not finding many jobs available. One issue is that they do not want to work at $8 an hour jobs.

It was discussed that Gateway should offer a small diesel program as an off chute of the diesel program.




		Beverly said we will get something in Joe’s newsletter.





		College Report


a.
Follow-up to Past Advice/Items from Previous Meetings


b.
Student Report (once per year by a current program student)


c.
Tour of Learning Environment (once per year, rotating locations if appropriate)


d.
Dean’s Report

		Bill Fell is moving along really well with the NATEF process.


Beverly reported that we are up 26 students (headcount) in the automotive area.

Gateway celebrates its 100th year on July 12th.


Horticulture will be offering Urban Farming.


Engineering has its first full time faculty member.


Bob spent 2 weeks in Scotland studying their wind farms.


The boy scouts held a tech academy at Gateway. There were 180 scouts in 10 events at various locations at Gateway. Auto and aviation were held at the Horizon Center.


Matt Janisin is working on an experiment that is supposed to reduce emissions and increase gas mileage.


Chuck Wasik was on Channel 12 reporting on oil changes.

		



		Items for Discussion/ Recommendation


a.
Curriculum Modifications (if any)


b.
Learning Environment (once per year, coinciding with tour)


c.
Student Learning Plan (twice per year)


d.
Quality Review activities (spring semester)

		Steve Semon handed out the learning plans for the 1 and 2 year programs. Many of the assessments have already been done and most met or exceeded the mark that Steve had set.  

Steve also handed out the curriculum changes sheet. The auto program is state aligned, but the individual colleges can make some changes. Since this was brand new, the state figured there would be quite a few changes to make once the schools had the chance to teach the new courses.  Next year the state will review the curriculum. The curriculum committee discussed moving the additional equipment around that is purchased through Snap On. They also decided to change the configuration to include some lab hours as before it was all lecture. Steve also listed the pre-req’s that the curriculum committee voted to remove. Dan Wooster questioned some of the changes and Steve said that there are numerous other pre-req’s still on the classes.The ones he listed were being removed because the curriculum committee decided that the pre-req’s were not required for those classes.


One of the members asked about a portfolio. Steve said that there is a way to log in their NATEF tasks sheets they do as a type of portfolio. He said it will print out each task and what they received on it. He said that it will also print out zeros for the tasks the student didn’t complete. There is nowhere on this printout for character traits of the student.

One member suggested having the students learn to do a paper invoice in case the computer is down or if there is too many people trying to use the one computer in the lab. This could be put in the student’s portfolio. This could easily be integrated into the Fundamentals class.


The end of program testing has already been given to 5 students last semester. This semester there is a bigger group that will get the test.

		 Ask the staff at the next staff meeting about having students do paper copy invoices.

Results of the end of program testing will be shared with the committee.



		c. Suggestions for Future Agenda Items

		End of Program Testing

		



		d. Determine action plan, if needed, for next meeting

		

		



		e. Scheduling of Next Meeting

		Fall = Tuesday, October 11th; 5:30 pm

Spring = Tuesday, March 27th, 5:30 pm

		



		f. Adjournment                                                                 

		Dan Wooster made motion to adjourn the meeting; Norm Brandes seconded the motion. Unanimous.
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                          Instructor Training Form NATEF

Instructor are required to attend at least 20 hours of recognized industry update training per year relevant to the areas their program are certified in.



Instructor:  William Fell



Date            Provider Name                            Course Title                         Hours

12/18/10    Westech Automotive               Shop time, hands on           600hrs

7/11/11      W.A.T.D.A.                                 Wis. Summer Institute        20 hrs













ROBERT BRAUN 
07/18/1958 


Your Certifications 
Certifications lists all tests you have passed with work experience on file. 


 


Your Current Registrations 
Current registration indicates tests signed up for in the upcoming test period. 


 


Your Test History 
Test history shows which tests you have registered for in the past. History for tests taken before 1990 is 
condensed. 


Type Expiration Date


A1 Engine Repair  06/30/2012


A2 Automatic Transmission/Transaxle  12/31/2012


A3 Manual Drive Train and Axles  12/31/2012


A4 Suspension and Steering  06/30/2012


A5 Brakes  06/30/2012


A6 Electrical/Electronic Systems  06/30/2014


A7 Heating and Air Conditioning  06/30/2014


A8 Engine Performance  06/30/2012


L1 Automobile Advanced Engine Performance Specialist  12/31/2014


T2 Diesel Engines  12/31/2010


Type Test Date Test Center


Type Test Date Status


A1R Recert A1 - Engine Repair 11/20/1997 Pass


A1R Recert A1 - Engine Repair 11/14/2002 Pass


A1R Recert A1 - Engine Repair 05/15/2007 Pass


A2R Recert A2 - Automatic Transmission/Transaxle 05/12/1998 Pass


A2R Recert A2 - Automatic Transmission/Transaxle 05/13/2003 Pass


A2R Recert A2 - Automatic Transmission/Transaxle 11/15/2007 Pass


A3R Recert A3 - Manual Drive Train and Axles 05/12/1998 Pass


A3R Recert A3 - Manual Drive Train and Axles 05/13/2003 Pass


A3R Recert A3 - Manual Drive Train and Axles 11/15/2007 Pass


A4R Recert A4 - Suspension and Steering 11/20/1997 Pass


A4R Recert A4 - Suspension and Steering 11/14/2002 Pass


A4R Recert A4 - Suspension and Steering 05/15/2007 Pass


A5R Recert A5 - Brakes 11/20/1997 Pass


A5R Recert A5 - Brakes 11/14/2002 Pass


A5R Recert A5 - Brakes 05/15/2007 Pass


A6 Electrical/Electronic Systems 05/06/1999 No Show


A6R Recert A6 - Electrical/Electronic Systems 11/09/1993 Pass


Page 1 of 2myASE: Certification Status
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A6R Recert A6 - Electrical/Electronic Systems 11/11/1999 Pass


A6R Recert A6 - Electrical/Electronic Systems 11/18/2004 Pass


A6R Recert A6 - Electrical/Electronic Systems 05/14/2009 Pass


A7 Heating and Air Conditioning 05/06/1999 No Show


A7R Recert A7 - Heating and Air Conditioning 05/12/1994 Pass


A7R Recert A7 - Heating and Air Conditioning 11/11/1999 Pass


A7R Recert A7 - Heating and Air Conditioning 11/18/2004 Pass


A7R Recert A7 - Heating and Air Conditioning 05/14/2009 Pass


A8R Recert A8 - Engine Performance 11/20/1997 Pass


A8R Recert A8 - Engine Performance 11/14/2002 Pass


A8R Recert A8 - Engine Performance 05/15/2007 Pass


L1 Automobile Advanced Engine Performance Specialist 05/05/1994 Pass


L1R Recert L1 - Automobile Advanced Engine Performance 11/04/1999 Pass


L1R Recert L1 - Automobile Advanced Engine Performance 11/16/2004 Pass


L1R Recert L1 - Automobile Advanced Engine Performance 11/10/2009 Pass


T2 Diesel Engines 11/17/2005 Pass


Page 2 of 2myASE: Certification Status
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                          Instructor Training Form NATEF

Instructor are required to attend at least 20 hours of recognized industry update training per year relevant to the areas their program are certified in.



Instructor:  Bob Braun



Date            Provider Name                            Course Title                         Hours



7/12/11     Wisconsin Auto Truck               Summer Institute                20hrs

                    Dealers Accociation
















                          Instructor Training Form NATEF

Instructor are required to attend at least 20 hours of recognized industry update training per year relevant to the areas their program are certified in.



Instructor:   Chuck Wasik



Date            Provider Name                            Course Title                         Hours



7/25/11       Snap On tools                          Undercar Certification         40hrs













                          Instructor Training Form NATEF

Instructor are required to attend at least 20 hours of recognized industry update training per year relevant to the areas their program are certified in.



Instructor:   Ken Dotzler



Date            Provider Name                            Course Title                         Hours

7/12/11       Wisconsin Auto Truck              Summer Institute               20hrs

                     Dealers Association 
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                          Instructor Training Form NATEF

Instructor are required to attend at least 20 hours of recognized industry update training per year relevant to the areas their program are certified in.



Instructor:    Steve Semon



Date            Provider Name                            Course Title                         Hours

7/12/11    Wisconsin Auto Truck                Summer Institute                20hrs

                   Dealers Association
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TABLET COMPUTER REQUIREMENT



Gateway Technical College requires that all students enrolled in any of the automotive or diesel programs obtain a tablet computer for the coursework.  This is a digital program.  Your computer will be deeply integrated into the curriculum.  Any school software that may need to be loaded on the computer to assist you will be returned and/or erased once the program courses are completed. 



TECHNICAL



When you’re physically located at any Gateway Technical College campus, you will be able to log into the college’s network utilizing the equipment.  You will have network rights that allow you to utilize the districts computing assets and internet access.  This requires strict protocol set-ups for your computer that are preset at the time of delivery.  You simply should be able to turn the computer on and start working on your course. If  you should have problems with your computer, it is up to you to get it repaired.



Since the computer will be utilized for your courses, you will be saving much of your coursework. The college strongly recommends that you backup your data to another medium (USB, thumb drive, extra hard drive, etc.).  You should refrain from installing various additional software onto the computer as many software programs will compete for control of certain operations and settings on your computer, and in many instances cause the computer to “crash.”  This is not a college problem if your computer crashes. It is up to you to maintain your computer and your course work.



SOFTWARE



When you are required to utilize equipment and software owned by the college, the copyright laws of the United States and the manufacture limitations of sale of software require that the software can only be utilized by the college and on equipment for which it was meant for only.  The college reserves the right to inspect the equipment at any time if problems exist for which it creates program problems.  But, it is up to you to maintain your computer so that you have the ability to access needed programs while at GTC and in the automotive programs.  






ACADEM IC AD VISING

Role of the Student in Advising

The role of the student in advising is to consult the counselor or faculty advisor regarding

academic issues. Continuing students should make an appointment with their counselor or

faculty advisor for guidance when registering, dropping/adding, transferring to another program

or school, withdrawing, or any other matter of an academic nature. Every continuing student

should get a program evaluation/degree audit report via WebAdvisor during Academic Advising

Days before seeing their faculty advisor. It is ultimately each student’s responsibility to fulfill

his/her degree requirements.

Role of the Counselor in Advising

The role of the counselor in advising is to guide students who have remedial requirements

and less than 12 credits toward a program. Program counselors have specific programs, are

available during office hours throughout the year, and help plan course schedules. Counselors

are available on each campus in the Student Services office to assist in educational/technical

career planning. All matters discussed are confidential unless you give written permission for

the release of information.

Role of the Faculty in Advising

Faculty members from each program serve as advisors to continuing students who have

completed all remedial requirements and 12 or more credits toward a program and are enrolled

in diploma and associate degree programs. Faculty advisors are available during faculty office

hours throughout the year and help plan course schedules during Academic Advising Days,

which are scheduled prior to the beginning of each registration period.


STUDENT EM PLOYMENT SER VICES (SES )

Student Employment Services (SES) is dedicated to teaching you the skills necessary to find

employment during the academic year and after you graduate. This office has access to a wide

variety of job opportunities from local and nationwide employers. Notices of job openings are

posted on Wisconsin TechConnect, an internet-accessible database specially developed for the

Wisconsin Technical College System.

TechConnect is located at http://vorlon.gtc.edu. To register and see job postings you must

email saeso@gtc.edu. You must be a current student or graduate to gain access to the system.

After registering you will automatically receive email with new job postings in your area for

up to six months. Upcoming job related events and activities are also listed at the website.

Students/graduates may upload their resumes to www.resumematrix.com for employers to view.

It is recommended that a counselor in student employment review your resume prior to posting.

Job Seeking Skills Workshops are offered in the spring semester to help with resume writing,

interviewing skills, and provide resources for obtaining labor market information.

There is a SES Counselor available on each campus to assist you with your job search

activities. For more information or an appointment, please contact Student Services or visit

www.gtc.edu/studentemployment.


Safety



Before a student starts any work on any vehicle in the shop, the student must complete the “Mechanical Safety and Pollution Prevention Course” on the SP2 website (http://www.sp2.org/.)   Additionally, the student is required to complete a set of safety related activities for the particular class that is being attended: "Safety is no accident."  Safety is incorporated into the grading structure. This is not meant to be a disciplinary measure, rather a preventive measure. Many times we do things that are at risk and do not even realize it. It is the instructor’s responsibility to bring those situations to light when viewed. District policy states that a student may be removed from class if the student fails to comply with safety standards.  Please report all injuries and hazards to the Instructor.



EACH INFRACTION OF THESE POLICIES, A SAFETY POLICY OR A COURSE PROCEDURE WILL RESULT IN A WRITTEN CITATION. THREE CITATIONS WILL RESULT IN DISMISSAL FROM THE PROGRAM






CORE ABILITIES



Core abilities are skills that all students of Gateway Technical College are expected to develop and master.  Core abilities will be part of the student’s academic evaluation in all courses.



ACT RESPONSIBILY

Among the skills and attitudes of acting responsibly are:

1. Exert a high level of effort and perseverance toward goal attainment.

2. Display high standards for attendance, punctuality, enthusiasm, vitality and optimism in approaching and completing tasks.

3. Maintain self control in difficult situations.

4. Judge accurately the amount of work he/she can accomplish.

5. Take good care of tools and equipment.

6. Show up and be ready to go to work on time.

7. Apply ethical work habits, such as putting in a full day’s work and following all safety standards.

8. Assess personal values and use them to guide your overall decision making.

9. Recognize one’s responsibility to personal, social, professional, educational and natural environments and make informed decisions based on that responsibility.



COMMUNICATE CLEARLY AND EFFECTIVELY

Among the skills and attitudes essential to communicating clearly are:

1. Select appropriate means to convey a message.

2. Speak clearly so others can understand.

3. Write with clarity so others can hear what you are saying.

4. Ask questions for clarification.

5. Participate in discussions and group presentations.

6. Interpret nonverbal communications.

7. Use active listening skills.

8. Apply English standards in spelling, grammar, and punctuation.

9. Read for content, structural analysis and word meaning.

10. Distinguish between fact and opinion.



DEMONSTRATE ESSENTIAL COMPUTER SKILLS

Among the skills and attitudes essential to demonstrating computer skills are:

1. Exhibit Level 1 computer literacy skills as determined by the District policy:

a. Hands-on experience with machine operation.

b. Data input

c. Screen display

d. Information updating

e. Use of disk memory

2. Show one’s ability to send and receive electronic mail.

3. Show one’s ability to perform research utilizing the Internet.

4. Demonstrate ability to use a work processing software program.

5. Demonstrate ability to use occupational specific software.



DEMONSTRATE ESSENTIAL MATHEMATICAL SKILLS

Among the skills and attitudes essential to demonstrating essential mathematical skills are:

1. Perform computations using appropriate methods.

2. Demonstrate knowledge and application of measurement.

3. Demonstrate knowledge and application of formulas.

4. Apply mathematical problem solving steps.



DEVELOP THE SKILLS REQUIRED TO SUCCESSFULLY SEEK AND OBTAIN EMPLOYMENT

Among the skills and attitudes essential to successfully seek and obtain employment are:

1. Identify job possibilities.

2. Create a resume.

3. Prepare a professional qualifications portfolio.

4. Complete an application for a job.

5. Participate in an effective interview process.

6. Accept or reject a job offer.

7. Develop a record keeping system for job search.

8. Research job clusters to determine possible careers.

9. Determine career choices and alternatives using personal       information and career research.

10.  Set short- and long-range goals.

11.  Develop a plan of action to achieve goals.

12.  Network with peer groups and others in chosen career field.



RESPECT YOURSELF AND OTHERS AS MEMBERS OF A DIVERSE SOCIETY

Among the skills and attitudes essential to respecting self and others as members of a diverse society are:

1. Communicate in a culturally sensitive manner.

2. Act with a sense of equity.

3. Work well with individuals and groups from diverse backgrounds.

4. Value individual and cultural differences.

5. Act consistently with a cultural context.

6. Take responsibility for one’s behavior.

7. Express ideas confidently.

8. Behave assertively.

9. Set personal goals.



THINK CRITICALLY AND CREATIVELY

Among the skills and attitudes essential to think critically and creatively are:

1. Apply the principles and strategies of organized thinking.

2. Practice analytical, explorative and innovative thinking.

3. Apply problem-solving steps.

4. Make decisions based on analysis.

5. Evaluate information, ideas and problems.

6. Use techniques, such as brainstorming, to acquire alternative solutions.

7. Collect data through probing questions and research.

8. Respect the contributions of others.

9. Accept all ideas during brainstorming sessions.

10.  Make inferences and connections.

11.  Demonstrate open-mindedness.

12.  Demonstrate comparison skills.

13.  Persist in the search for truth.

14.  Present ideas for critical evaluation.









WORK COOPERATIVELY

Among the skills and attitudes essential to think working cooperatively are:

1. Participate as a member of a team (e.g., following instructions, providing feedback, cooperating with establishing team goals).

2. Contribute to group with ideas, suggestions, and effort.

3. Complete your own share of tasks necessary to complete project.

4. Encourage team members by listening and responding appropriately to their individual contributions.

5. Build on individual team members’ strengths.

6. Resolve differences for the benefit of the team.

7. Challenge existing procedures, policies, or authorities responsibility.

8. Work to satisfy internal and external customer’s expectations. 

9. Appropriately respond to praise and criticism; accept advice. 

10.  Display a positive attitude.

11.  Empathize with others.

12.  Maintain a safe / healthy work environment for self and others.

13.  Interpret nonverbal cues accurately.

15.  Perform competent and effective leadership of a group.

16.  Evaluate outcomes.



VALUE LEARNING

Among the skills and attitudes essential to value learning are:

1. Set personal learning goals.

2. Assume responsibility for life-long learning.

3. Identify own learning needs.

4. Access appropriate resources for learning.

5. Apply effective learning processes.

Help others to learn effectively



























Academic Support



The Academic Support Center, located in Room A128 on the Kenosha Campus, is open, at no charge, to Gateway students on the following days and hours. It may change semester to semester, so please check the scheduling when you arrive at the Library, or call 262-564-2006 to speak to a representative:





		Monday & Thursday	8:30AM	-	5:30PM

		Tuesday & Wednesday	8:00AM	-	7:00PM

		Friday			9:00AM	-	12:00PM



Professional instructors and student tutors are available in automotive, math, English, computer and other areas.  Let them know the specifics of where you may need assistance.



Study Suggestions

 

The following suggestions are designed to help students in the transportation programs develop sound study habits for classroom and lab settings.  Success in your career requires self-discipline and sensible work /study procedures.  Your major goal or concern as a student cannot be just to achieve a good grade point average; your goal must be to excel as an automotive/diesel technician.  Your ability to safely apply material learned in a professional environment is the real test of your abilities.



How to Study



Set up a student schedule:



Create a schedule for one week. Record your normal activities for an average week. Include school, work, and home demands. Then review the schedule to determine study times.



1. Set schedule regular hours each day for review of class notes.

2. Schedule short , regular periods of time for a cumulative review of all material.  

3. Schedule time to prepare for the next class period (readings, written work, etc.) Be consistent.

4. Schedule enough free time so unexpected events or exam studying will not upset your total schedule.

5. Expect to spend a minimum of 2-3 hours per credit hour/per week for your study time.



Stick to your schedule for one week.  At the end of that week, assess how much time you actually spent studying versus how much time you had scheduled.  Revise and modify your schedule as needed.





Studying Class Notes



Begin to study as soon as possible after the lesson.  Look for the following:



1. Think about the whole lecture.  What was it about? Try to summarize it in three sentences.

2. Do you have all the details presented?  Go back and fill in the missing parts (check with a friend or the instructor.)  Highlight key points as you review your notes.

3. Try to identify the information related to the process/knowledge.

4. Read over your notes slowly.

5. Turn main points into questions and state or write your response.  Check notes or text to see if you are correct.



Preparing for Class



Before class, determine the type of assignment as identified in your syllabus.



1. Scan and make a quick survey of the material to recognize general topics.  Review broad competencies to help organize content.  Look at bold-faced heading, pictures, and charts in text to overview the content.

2. Read-each section before class.  After class go back and read throughout each major section. Redundancy helps.

3. Study the assigned material so you learn the facts and principles presented.  You should be able to discuss them in class and apply them without referring to the text.

4. Review and recite facts and principles from materials previously assigned.  You may need to refer to other course materials to enhance your understanding.



Preparing for Lab



Before starting, you should determine the type and purpose of the assignment. After the assignment is known:



1. Scan the assignment for pertinent details.

2. Take notes in an organized manner. Make a plan of action, it may take a few minutes longer but a plan of action can increase your understanding and save time later.

3. Review your class notes or text concerning the assignment.

4. Proceed with the lab assignment, making notes concerning any important data and questions that may occur.



Study Groups



Establish a study group with your classmates.  Group discussions of material often will clarify questions that you may have not been able to answer on your own.  If possible try to involve students who have already completed the course(s) you are currently in so that you may benefit from their personal experience.



Become aware of your own learning style.  Use all measures that will help you become the best technician you can be.  Remember that you are not just preparing to pass an exam or course in the program.  You are preparing for a future as an automotive technician. All information is important!
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MISSION STATEMENT



The mission of Gateway Technical College’s automotive programs is to train the student for industry related, entry-level knowledge and skills.  These programs will encourage students who possess the drive and desire to succeed to develop a rewarding career opportunity in the transportation industry.



Graduates of the Automotive Maintenance Technician program will possess:



ASE (Auto Service Excellence) entry-level mechanical skills     and knowledge.



ASE (Auto Service Excellence) entry-level electrical knowledge and skills.



Professional personal habits and work ethic.



The understanding and desire to continue with the premise of “life long learning” within their professional career.



Graduates of the Automotive Technology Associate Degree program will possess:



ASE (Auto Service Excellence) entry-level mechanical skills and knowledge.



ASE (Auto Service Excellence) entry-level electrical knowledge and skills.



Professional personal habits and work ethic.



The understanding and desire to continue with the premise of “life long learning” within their professional career.
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MISSION STATEMENT

The mission of Gateway Technical College’s automotive programs is to train the student for industry related, entry-level knowledge and skills.  These programs will encourage students who possess the drive and desire to succeed to develop a rewarding career opportunity in the transportation industry.


Graduates of the Automotive Maintenance Technician program will possess:

ASE (Auto Service Excellence) entry-level mechanical skills     and knowledge.


ASE (Auto Service Excellence) entry-level electrical knowledge and skills.


Professional personal habits and work ethic.


The understanding and desire to continue with the premise of “life long learning” within their professional career.


Graduates of the Automotive Technology Associate Degree program will possess:

ASE (Auto Service Excellence) entry-level mechanical skills and knowledge.


ASE (Auto Service Excellence) entry-level electrical knowledge and skills.


Professional personal habits and work ethic.


The understanding and desire to continue with the premise of “life long learning” within their professional career.


WELCOME


Congratulations!!  You are entering the exciting field of Automotive/Diesel Technology/Maintenance.  The field has changed in many ways since the day of the back yard mechanic.  Today’s technician is no longer working in a dark and dirty environment fixing simple vehicles.  Vehicles are a combination of complex electronic systems and advanced mechanical systems that require the technician to develop critical thinking skills along with advanced troubleshooting skills.

This handbook has been designed to supplement the Gateway Technical College Student Handbook and provide you with information specific to the automotive or diesel programs and the Horizon Center.  It is important to read the entire booklet and familiarize yourself with the contents.  If you have further questions or need additional information, please contact the program counselor, Eric Koster, at (262) 564-2526.

Additional information about the college and the program can be found on the Gateway Technical College web site: www.gtc.edu.


PROGRAM ACCREDITATION


NATEF-Automotive Maintenance Technician    -
  1 year Diploma

NATEF-Automotive Technology

      -     2 year Associate Degree

PROGRAM DESCRIPTION


Gateway Technical College has partnered with Snap-On Inc. to develop a state of the art, high-level training facility that focuses on high level job skills.  You will find the program places a great deal of emphasis on “real world” experiences with the goal of developing the student into a highly competent, trained auto technician.


Automotive Maintenance Technician

This one year program has been developed to introduce the non skilled students in the basics of automotive maintenance.  Emphasis is placed on entry level skills that will prepare students for a successful entry-level career in the automotive industry.

Automotive Technology

The Associate Degree (two-year) program is designed to develop skills and knowledge of the entry-level technician to a level of fully qualified high-end diagnostic technician with advanced technical knowledge.

Students in both programs are given current curriculum sheets when they enroll in a program. When students register for each additional semester they are instructed as to which program course to take by the Automotive Counselor or Instructors. All students must take the Automotive Mechanical Fundamentals course.

Diesel Equipment Technology

Diesel Equipment Technology is a two-year repair and maintenance program designed to prepare an entry level diesel technician. Program instruction will include over the road, off road and stationary applications. Emphasis will be placed on operational fundamentals and repair of diesel engines, and diesel vehicle systems including brakes, heating, and cooling systems. Technical skills will be developed in diagnosing and repair of advanced engine and system controls.


Diesel Equipment Mechanic

Diesel Equipment Mechanic is a one-year repair and maintenance program 

designed to prepare an entry level diesel technician. This program is the first 

year of the associate degree Diesel Equipment Technology program. Program 

instruction will include over the road, off road and stationary applications. 

Emphasis will be placed on the fundamentals and repair of diesel engines, and

 basic diesel vehicle systems including brakes, heating, cooling, and 

electrical/electronic.

PHILOSOPHY


Prior automotive/diesel maintenance experience is not necessary to enter these programs.  Gateway Technical College instructors will teach all courses based on the building block method of instruction.  The building block method of instruction assumes that students do not have any prior experience or knowledge beyond that required by the pre-requisite for the course.  


Due to the highly technical nature of the material, instructors must be viewed as facilitators in your educational experience.  The large amount information and skill abilities make it impossible for any individual instructor to personally “teach” all of the required knowledge for any given course or program.  


Students are expected to assume responsibility for their own education.  Students must attend class, participate in class, will complete homework assignments, and most importantly “STUDY”!


CORE ABILITIES

Core abilities are skills that all students of Gateway Technical College are expected to develop and master.  Core abilities will be part of the student’s academic evaluation in all courses.


ACT RESPONSIBILY


Among the skills and attitudes of acting responsibly are:


1. Exert a high level of effort and perseverance toward goal attainment.


2. Display high standards for attendance, punctuality, enthusiasm, vitality and optimism in approaching and completing tasks.


3. Maintain self control in difficult situations.


4. Judge accurately the amount of work he/she can accomplish.

5. Take good care of tools and equipment.


6. Show up and be ready to go to work on time.


7. Apply ethical work habits, such as putting in a full day’s work and following all safety standards.


8. Assess personal values and use them to guide your overall decision making.


9. Recognize one’s responsibility to personal, social, professional, educational and natural environments and make informed decisions based on that responsibility.


COMMUNICATE CLEARLY AND EFFECTIVELY


Among the skills and attitudes essential to communicating clearly are:


1. Select appropriate means to convey a message.


2. Speak clearly so others can understand.


3. Write with clarity so others can hear what you are saying.


4. Ask questions for clarification.


5. Participate in discussions and group presentations.


6. Interpret nonverbal communications.


7. Use active listening skills.


8. Apply English standards in spelling, grammar, and punctuation.


9. Read for content, structural analysis and word meaning.


10. Distinguish between fact and opinion.


DEMONSTRATE ESSENTIAL COMPUTER SKILLS

Among the skills and attitudes essential to demonstrating computer skills are:

1. Exhibit Level 1 computer literacy skills as determined by the District policy:

a. Hands-on experience with machine operation.


b. Data input


c. Screen display


d. Information updating


e. Use of disk memory


2. Show one’s ability to send and receive electronic mail.


3. Show one’s ability to perform research utilizing the Internet.


4. Demonstrate ability to use a work processing software program.


5. Demonstrate ability to use occupational specific software.


DEMONSTRATE ESSENTIAL MATHEMATICAL SKILLS


Among the skills and attitudes essential to demonstrating essential mathematical skills are:

1. Perform computations using appropriate methods.


2. Demonstrate knowledge and application of measurement.


3. Demonstrate knowledge and application of formulas.


4. Apply mathematical problem solving steps.


DEVELOP THE SKILLS REQUIRED TO SUCCESSFULLY SEEK AND OBTAIN EMPLOYMENT

Among the skills and attitudes essential to successfully seek and obtain employment are:


1. Identify job possibilities.


2. Create a resume.

3. Prepare a professional qualifications portfolio.


4. Complete an application for a job.


5. Participate in an effective interview process.


6. Accept or reject a job offer.


7. Develop a record keeping system for job search.


8. Research job clusters to determine possible careers.


9. Determine career choices and alternatives using personal       information and career research.


10.  Set short- and long-range goals.


11.  Develop a plan of action to achieve goals.


12.  Network with peer groups and others in chosen career field.


RESPECT YOURSELF AND OTHERS AS MEMBERS OF A DIVERSE SOCIETY

Among the skills and attitudes essential to respecting self and others as members of a diverse society are:


1. Communicate in a culturally sensitive manner.


2. Act with a sense of equity.


3. Work well with individuals and groups from diverse backgrounds.

4. Value individual and cultural differences.


5. Act consistently with a cultural context.


6. Take responsibility for one’s behavior.


7. Express ideas confidently.


8. Behave assertively.


9. Set personal goals.


THINK CRITICALLY AND CREATIVELY


Among the skills and attitudes essential to think critically and creatively are:


1. Apply the principles and strategies of organized thinking.


2. Practice analytical, explorative and innovative thinking.


3. Apply problem-solving steps.


4. Make decisions based on analysis.


5. Evaluate information, ideas and problems.


6. Use techniques, such as brainstorming, to acquire alternative solutions.

7. Collect data through probing questions and research.


8. Respect the contributions of others.


9. Accept all ideas during brainstorming sessions.

10.  Make inferences and connections.


11.  Demonstrate open-mindedness.


12.  Demonstrate comparison skills.


13.  Persist in the search for truth.


14.  Present ideas for critical evaluation.


WORK COOPERATIVELY


Among the skills and attitudes essential to think working cooperatively are:


1. Participate as a member of a team (e.g., following instructions, providing feedback, cooperating with establishing team goals).

2. Contribute to group with ideas, suggestions, and effort.

3. Complete your own share of tasks necessary to complete project.


4. Encourage team members by listening and responding appropriately to their individual contributions.


5. Build on individual team members’ strengths.


6. Resolve differences for the benefit of the team.


7. Challenge existing procedures, policies, or authorities responsibility.


8. Work to satisfy internal and external customer’s expectations. 


9. Appropriately respond to praise and criticism; accept advice. 


10.  Display a positive attitude.


11.  Empathize with others.


12.  Maintain a safe / healthy work environment for self and others.


13.  Interpret nonverbal cues accurately.


15.  Perform competent and effective leadership of a group.


16.  Evaluate outcomes.


VALUE LEARNING


Among the skills and attitudes essential to value learning are:


1. Set personal learning goals.


2. Assume responsibility for life-long learning.


3. Identify own learning needs.


4. Access appropriate resources for learning.


5. Apply effective learning processes.

6. Help others to learn effectively.


STUDENT SUPPORT


Training Plan

While students must assume responsibility for their own education, Gateway Technical College does provide services to assist students with professional development. Students will generally follow the curriculum sheet and pre-requisites. Training plans are developed from the curriculum sheet with the help of an Instructor and their Counselor.  

INSTRUCTOR OFFICE HOURS

All instructors have weekly office hours that are announced in the course syllabus and will announce in beginning of class. These individual office hours should be utilized by students who are finding themselves experiencing difficulties in meeting the requirements of the course.   Students who are unable to meet with their instructor during their posted hours should check with the individual instructor to inquire if other times may be available for them to meet. This may be set by appointment. 

Every effort will be made to assist students with one-on-one assistance with any issues they may be having. Students are STRONGLY encouraged to meet with their instructor as soon as they experience any difficulties with their course work.  Many students wait until the situation becomes critical and are not able to overcome the situation.  


NOTE: DO NOT WAIT! ASK FOR HELP SOONER THAN LATER.

THE LAST OF THE CLASS IS SIMPLY TOO LATE.

Library

The Gateway Technical College nearest library to the Horizon Center is located on the Kenosha campus. A computerized on-line catalog named WISPALS is used to search for material in the library. Books, videocassettes and other audiovisual materials can be searched by topic, subject, author and/or title.  Magazines and journals can be searched by journal title.  A printed “periodical list” also lists the automotive journals available in the library.  Depending on the year and title the library also has selected journals on microfilms.  Library personnel will assist you if you are unfamiliar with services.  Please ask for assistance if needed.

Academic Support

The Academic Support Center, located in Room A128 on the Kenosha Campus, is open, at no charge, to Gateway students on the following days and hours. It may change semester to semester, so please check the scheduling when you arrive at the Library, or call 262-564-2006 to speak to a representative:



Monday & Thursday
8:30AM
-
5:30PM




Tuesday & Wednesday
8:00AM
-
7:00PM




Friday


9:00AM
-
12:00PM


Professional instructors and student tutors are available in automotive, math, English, computer and other areas.  Let them know the specifics of where you may need assistance.

Study Suggestions


The following suggestions are designed to help students in the transportation programs develop sound study habits for classroom and lab settings.  Success in your career requires self-discipline and sensible work /study procedures.  Your major goal or concern as a student cannot be just to achieve a good grade point average; your goal must be to excel as an automotive/diesel technician.  Your ability to safely apply material learned in a professional environment is the real test of your abilities.


How to Study


Set up a student schedule:

Create a schedule for one week. Record your normal activities for an average week. Include school, work, and home demands. Then review the schedule to determine study times.


1. Set schedule regular hours each day for review of class notes.


2. Schedule short , regular periods of time for a cumulative review of all material.  

3. Schedule time to prepare for the next class period (readings, written work, etc.) Be consistent.

4. Schedule enough free time so unexpected events or exam studying will not upset your total schedule.


5. Expect to spend a minimum of 2-3 hours per credit hour/per week for your study time.


Stick to your schedule for one week.  At the end of that week, assess how much time you actually spent studying versus how much time you had scheduled.  Revise and modify your schedule as needed.


Studying Class Notes

Begin to study as soon as possible after the lesson.  Look for the following:


1. Think about the whole lecture.  What was it about? Try to summarize it in three sentences.


2. Do you have all the details presented?  Go back and fill in the missing parts (check with a friend or the instructor.)  Highlight key points as you review your notes.


3. Try to identify the information related to the process/knowledge.


4. Read over your notes slowly.


5. Turn main points into questions and state or write your response.  Check notes or text to see if you are correct.


Preparing for Class


Before class, determine the type of assignment as identified in your syllabus.


1. Scan and make a quick survey of the material to recognize general topics.  Review broad competencies to help organize content.  Look at bold-faced heading, pictures, and charts in text to overview the content.


2. Read-each section before class.  After class go back and read throughout each major section. Redundancy helps.

3. Study the assigned material so you learn the facts and principles presented.  You should be able to discuss them in class and apply them without referring to the text.


4. Review and recite facts and principles from materials previously assigned.  You may need to refer to other course materials to enhance your understanding.


Preparing for Lab

Before starting, you should determine the type and purpose of the assignment. After the assignment is known:


1. Scan the assignment for pertinent details.


2. Take notes in an organized manner. Make a plan of action, it may take a few minutes longer but a plan of action can increase your understanding and save time later.


3. Review your class notes or text concerning the assignment.


4. Proceed with the lab assignment, making notes concerning any important data and questions that may occur.


Study Groups


Establish a study group with your classmates.  Group discussions of material often will clarify questions that you may have not been able to answer on your own.  If possible try to involve students who have already completed the course(s) you are currently in so that you may benefit from their personal experience.

Become aware of your own learning style.  Use all measures that will help you become the best technician you can be.  Remember that you are not just preparing to pass an exam or course in the program.  You are preparing for a future as an automotive technician. All information is important!

TABLET COMPUTER REQUIREMENT


Gateway Technical College requires that all students enrolled in any of the automotive or diesel programs obtain a tablet computer for the coursework.  This is a digital program.  Your computer will be deeply integrated into the curriculum.  Any school software that may need to be loaded on the computer to assist you will be returned and/or erased once the program courses are completed. 

TECHNICAL

When you’re physically located at any Gateway Technical College campus, you will be able to log into the college’s network utilizing the equipment.  You will have network rights that allow you to utilize the districts computing assets and internet access.  This requires strict protocol set-ups for your computer that are preset at the time of delivery.  You simply should be able to turn the computer on and start working on your course. If  you should have problems with your computer, it is up to you to get it repaired.

Since the computer will be utilized for your courses, you will be saving much of your coursework. The college strongly recommends that you backup your data to another medium (USB, thumb drive, extra hard drive, etc.).  You should refrain from installing various additional software onto the computer as many software programs will compete for control of certain operations and settings on your computer, and in many instances cause the computer to “crash.”  This is not a college problem if your computer crashes. It is up to you to maintain your computer and your course work.

SOFTWARE

When you are required to utilize equipment and software owned by the college, the copyright laws of the United States and the manufacture limitations of sale of software require that the software can only be utilized by the college and on equipment for which it was meant for only.  The college reserves the right to inspect the equipment at any time if problems exist for which it creates program problems.  But, it is up to you to maintain your computer so that you have the ability to access needed programs while at GTC and in the automotive programs.  

SECURITY


STUDENT INDENTIFICATION CARDS

Security is a major concern for the college.  All students who are attending classes that involve working in secure areas of the Horizon Center are required to display their Gateway identification card at all times. Students who do not have their cards will be asked to leave the class and will be marked absent for the day.


KEY FOBS

All students are required to purchase a key FOB so that they may gain access to prior-approved, secured doors.  Students must get an approval form from the center’s secretary and pay the fee at the cashier’s office in Student Services, Kenosha campus.  Once the student obtains the receipt from the cashier’s office, they will then return to the center’s secretary and there will be issued a FOB.  

GRADUATION


Placement Services

Placement services are available to students before, during and after earning your diploma or degree from Gateway.  The placement counselor can assist you in finding full or part-time employment.  The counselor has access to a wide variety of job opportunities from local and other area employers.


Notice of job vacancies are on file with the Gateway Job Posting Service. These vacancies posted on a board on the Kenosha campus across from room A116, or on the web at www.wisconsintechconnect.com. 

Graduating students are encouraged to visit their campus Student Services office to pick up a placement credential packet.  Packets should be completed during the final semester.  It’s up to you to apply for graduation.

Various job seeking skills workshops are scheduled throughout each semester to help you with resume writing, interviewing skills and techniques for obtaining current labor market information.  Watch for posters announcing upcoming workshops.


ACADEMICS

Course Requirements


Each student is expected to attend class, read their assignments, complete all written assignments, satisfactorily complete all tests, and perform all Learning Plans and Learning Activities, and any required job sheets to the required level.  At the start of each course, the student will receive a course syllabus that will outline the following:

1.
 Course Title, Number, Credits


2.
 Semester Year


3.
 Gateway Technical College, Campus Address


4.
 Instructor Name


5.
 Office Number and Phone Number


6.
 Office Hours


7.
 Textbook/Required Materials/Equipment


8.
 Course Description


9.
 Course Competencies


10.
 Core Ability Statement and List

11.
 Class Procedure/Requirements


12.  Attendance Policy


13.  Evaluation:  Grading Scales/Weight Percentages


14.
 Course Outline Calendar


15.  Special Needs Statement: If you have any special education needs or concerns, please contact your classroom instructor or the Special Needs instructor on your campus.

Program Student Portfolio


At the start of each class, students will be given directions on how to maintain and present a portfolio for each class. It is strongly recommended that you maintain these portfolios and amass them into an overall portfolio of  your experience at Gateway. Many employers will have interest in the types of experiences that you have acquired during your educational experience. The program portfolio provides the graduate a means to visually display to the potential employer of his/her abilities and skills.

Safety

Before a student starts any work on any vehicle in the shop, the student must complete the “Mechanical Safety and Pollution Prevention Course” on the SP2 website (http://www.sp2.org/.)   Additionally, the student is required to complete a set of safety related activities for the particular class that is being attended: "Safety is no accident."  Safety is incorporated into the grading structure. This is not meant to be a disciplinary measure, rather a preventive measure. Many times we do things that are at risk and do not even realize it. It is the instructor’s responsibility to bring those situations to light when viewed. District policy states that a student may be removed from class if the student fails to comply with safety standards.  Please report all injuries and hazards to the Instructor.


EACH INFRACTION OF THESE POLICIES, A SAFETY POLICY OR A COURSE PROCEDURE WILL RESULT IN A WRITTEN CITATION. THREE CITATIONS WILL RESULT IN DISMISSAL FROM THE PROGRAM

Tools

Tools will be provided by Gateway Technical College for scheduled course work. They will be stored in rollaway tool boxes, cabinets and in the tool crib.  Students are responsible to utilize all tools and equipment in the manner of which they are intended.   If a tool is damaged during class, the student is responsible for reporting the damage to the instructor.  If it is determined the tool/equipment failed as the result of “normal” utilization, the student will not be held responsible for its replacement.  If the tool/equipment is lost or it is determined it was broken by improper utilization, then the student will be held responsible for the replacement of the tool.  If such a circumstance occurs, then the student will reimburse the college for the replacement purchase price. If a student does not reimburse the college, he/she will not be allowed to enroll in the subsequent courses until the debt is paid. 


Any student found stealing any Gateway property will be prosecuted to the fullest extent of the law.

When a student gains employment as an Auto Technician, it is typically required that the technician has their own tools.  As a result, Gateway Technical College and Snap-On, Inc. have teamed together to assist the student with their professional goals.  When a student enrolls in 602- 121 Auto Instrumentation and Testing course, they will receive a Snap-On ETHOS that will be utilized in their course.  When the student enrolls in the program’s capstone course, the student will receive a certificate for a complete starter set of Snap-On tools that they will be able to proudly utilize once they have gained their first employment as an Automotive Technician.  If a student already has a set of tools, the certificate may be used to purchase other tools and equipment from Snap-On, Inc. (All appropriate sales tax for the above equipment is included in the course tuition fees.)

Shop Tool Procedures

1) The student’s ID card is required to open GTC shop toolboxes and also required to check out items from the tool crib. 


2) The student opening the box will be responsible for inventorying the toolboxes at the start and end of each class.


3) Students are also responsible for any tool or equipment checked out of the tool crib.  All tools must be returned to the tool crib at the end of each class session.

4) Any tools found missing or damaged will be reported immediately at the start of class so the instructor can determine who was responsible for the missing or damaged tool(s) or equipment.


5) All tools must be used for their intended purposes only.


6) Students are expected to periodically participate as a tool crib monitor.  All students are expected to participate and rotate.

Clothing 

In order to replicate the actual work environment and establish a sense of pride about our trade, work uniform shirts will be purchased and maintained by each student (available at Gateway Technical College bookstore.)  Appropriate dress is required at all times, no sweats, shorts, sandals, flip-flops, slogan shirts, etc…, work pants or blue jeans (in good condition) are allowed.  

Students who don’t meet the clothing requirements will not be allowed to work in the shop and will be marked absent for the lab time. Students must maintain the cleanliness of the uniform.

Shop Practices


All students will participate in the cleaning of the lab area at the end of each lab period.  Instructors will assign clean-up duties and all cleaning activities will be completed prior to any student leaving the lab area.


All vehicles that are brought into the shop must have a service order and wavier filled out prior to entering the shop.  Strive for accuracy in all things.

Any person that requests service on their private vehicle must contact the designated service writer to schedule the job and receive a quote for parts and other service fees required.


Any parts required to perform service work will be obtained by Gateway Technical through our designated parts supplier and billed on the work order.  Close work orders when completed.  

The vehicle’s owner must sign the work order before any work is started. Any additional service that may be required to complete a job will be approved by the owner before the work is started.


The instructor running the class will assign the job to the students as required.


After the work is completed the owner will be supplied a completed work order with a list of parts and supplies used to repair the automobile, as well as any other fees that apply.


A Gateway instructor will check that the job is completed satisfactory prior to releasing the vehicle.


The owner will pay for the job with a credit or debit card at the cashier’s window in Student Services on the Kenosha campus before the car is released back to the owner.


Any work performed by a Gateway student is not covered by any warranty or guaranty. Re-work may be accomplished, if required at an additional charge if appropriate.  Strive for accuracy in all things.

Student Conduct


PLEASE REVIEW THE INFORMATION AS IT WILL BE ENFORCED AT THE HORIZON CENTER AS WELL AS ALL OTHER CAMPUS.

Students are required to abide by the Student Conduct policy outlined in Gateway Technical College student handbook. A copy of the handbook may be obtained at the start of the semester in the bookstore. 

All students must participate in the lab clean-up at the end of each class.   


Students who finish their lab work prior to the end of class must check in with the instructor who will give the student an additional assignment.  


Students who leave the lab area without instructor approval will not be allowed back into the lab and will be marked absent for the class.

No private vehicles will be allowed to park in the fenced GTC auto storage yard.


Any private vehicle that requires service must receive permission from an instructor after a service order and wavier is filled out completely and signed by the vehicle’s owner.

No automotive or diesel students will be allowed in the designated aircraft storage and maintenance shop.

Automotive or diesel students will not be allowed access to the designated aircraft parking ramp area unless accompanied by an instructor.

There is no pedestrian or motorized traffic allowed on any areas of Kenosha Regional Airport property.

Student Citations

Students who violate any of the districts, center specific or policies outlined in this document will receive a written citation. 


· Students who receive a total of three written citations within an academic year, will be suspended from the Transportation program(s) for a period of one semester. 

· Students who receive a total of six written citations will be suspended from all Transportation program(s) for a period of one year.  

· Students who are suspended for these violations will receive an F grade in the course(s) they are currently enrolled.  If a student feels a citation was issued in error then they may appeal the citation through the student appeal process outlined in the Student Handbook.

· A forgery violation will constitute an immediate dismissal and an “F” for the course.


Smoking/Tobacco Products

All Gateway Technical College campuses are tobacco free.  Anyone who is caught smoking or using any tobacco products on the campus grounds (this includes sitting in your vehicle in the parking lot) will be given a citation and/or ticket.  
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MISSION STATEMENT



The mission of Gateway Technical College’s automotive programs is to train the student for industry related, entry-level knowledge and skills.  These programs will encourage students who possess the drive and desire to succeed to develop a rewarding career opportunity in the transportation industry.



Graduates of the Automotive Maintenance Technician program will possess:



ASE (Auto Service Excellence) entry-level mechanical skills     and knowledge.



ASE (Auto Service Excellence) entry-level electrical knowledge and skills.



Professional personal habits and work ethic.



The understanding and desire to continue with the premise of “life long learning” within their professional career.



Graduates of the Automotive Technology Associate Degree program will possess:



ASE (Auto Service Excellence) entry-level mechanical skills and knowledge.



ASE (Auto Service Excellence) entry-level electrical knowledge and skills.



Professional personal habits and work ethic.



The understanding and desire to continue with the premise of “life long learning” within their professional career.






NATEF online Cert.



1.1.A.1      http://www.gtc.edu/program.asp?pid=10-602-3

1.2.A.2       Horzon Center Hand Book p.3

1.2.A.4       Horizon Center Hand Book p.

1.2.A.3        http://www.gtc.edu/program.asp?pid=10-602-3

1.2.A.5        http://www.gtc.edu/program.asp?pid=10-602-3

2.4.A.5        Delete

2.6               1.2A.1.1 Delete

2.6               Change 1.2.A.1.2 to 1.2.A.1.1

3.5.A.1       http://www.cengage.com/search/productOverview.do?Ntt=Automotive+Technology||9781428311497&Ntk=all||P_Isbn13&N=+16

3.5.A.2

http://www.cengage.com/search/productOverview.do?Ntt=Automotive+Steering+and+Suspension||9781435481183&Ntk=all||P_Isbn13&N=+16

3.5.A.3

http://www.cengage.com/search/productOverview.do?Ntt=Automotive+Brake+systems||9781435486553&Ntk=all||P_Isbn13&N=+16

3.5.A.4

http://www.cengage.com/search/productOverview.do?Ntt=Automotive+Engines+and+rebuilding||9781435428249&Ntk=all||P_Isbn13&N=+16





3.5.A.5

http://www.cengage.com/search/productOverview.do?Ntt=Automatic+Transmission||9781435481053&Ntk=all||P_Isbn13&N=+16

3.5.A.6

http://www.cengage.com/search/productOverview.do?Ntt=Manual+Transmission||9781435439337&Ntk=all||P_Isbn13&N=+16

3.5.A.7

http://www.cengage.com/search/productOverview.do?Ntt=Automotive+heating+and+air+conditioning||9781428383241&Ntk=all||P_Isbn13&N=11

3.5.A.8      OK

3.5.A.9      Ok

3.5.A.10    Ok

4.1.A.1    http://www.gtc.edu/_publications/Public/Cost%20estimate_2011.pdf

 5.1.A.1   Change to page 33

6.8.A.2    Change to page 16

6.9.A.1    Change to pages 6-9


















Safety



Before a student starts any work on any vehicle in the shop, the student must complete the “Mechanical Safety and Pollution Prevention Course” on the SP2 website (http://www.sp2.org/.)   Additionally, the student is required to complete a set of safety related activities for the particular class that is being attended: "Safety is no accident."  Safety is incorporated into the grading structure. This is not meant to be a disciplinary measure, rather a preventive measure. Many times we do things that are at risk and do not even realize it. It is the instructor’s responsibility to bring those situations to light when viewed. District policy states that a student may be removed from class if the student fails to comply with safety standards.  Please report all injuries and hazards to the Instructor.



EACH INFRACTION OF THESE POLICIES, A SAFETY POLICY OR A COURSE PROCEDURE WILL RESULT IN A WRITTEN CITATION. THREE CITATIONS WILL RESULT IN DISMISSAL FROM THE PROGRAM



Tools



Tools will be provided by Gateway Technical College for scheduled course work. They will be stored in rollaway tool boxes, cabinets and in the tool crib.  Students are responsible to utilize all tools and equipment in the manner of which they are intended.   If a tool is damaged during class, the student is responsible for reporting the damage to the instructor.  If it is determined the tool/equipment failed as the result of “normal” utilization, the student will not be held responsible for its replacement.  If the tool/equipment is lost or it is determined it was broken by improper utilization, then the student will be held responsible for the replacement of the tool.  If such a circumstance occurs, then the student will reimburse the college for the replacement purchase price. If a student does not reimburse the college, he/she will not be allowed to enroll in the subsequent courses until the debt is paid. 



Any student found stealing any Gateway property will be prosecuted to the fullest extent of the law.



When a student gains employment as an Auto Technician, it is typically required that the technician has their own tools.  As a result, Gateway Technical College and Snap-On, Inc. have teamed together to assist the student with their professional goals.  When a student enrolls in 602- 121 Auto Instrumentation and Testing course, they will receive a Snap-On ETHOS that will be utilized in their course.  When the student enrolls in the program’s capstone course, the student will receive a certificate for a complete starter set of Snap-On tools that they will be able to proudly utilize once they have gained their first employment as an Automotive Technician.  If a student already has a set of tools, the certificate may be used to purchase other tools and equipment from Snap-On, Inc. (All appropriate sales tax for the above equipment is included in the course tuition fees.)



Shop Tool Procedures



1) The student’s ID card is required to open GTC shop toolboxes and also required to check out items from the tool crib. 

2) The student opening the box will be responsible for inventorying the toolboxes at the start and end of each class.

3) Students are also responsible for any tool or equipment checked out of the tool crib.  All tools must be returned to the tool crib at the end of each class session.

4) Any tools found missing or damaged will be reported immediately at the start of class so the instructor can determine who was responsible for the missing or damaged tool(s) or equipment.

5) All tools must be used for their intended purposes only.

6) Students are expected to periodically participate as a tool crib monitor.  All students are expected to participate and rotate.







Clothing 



In order to replicate the actual work environment and establish a sense of pride about our trade, work uniform shirts will be purchased and maintained by each student (available at Gateway Technical College bookstore.)  Appropriate dress is required at all times, no sweats, shorts, sandals, flip-flops, slogan shirts, etc…, work pants or blue jeans (in good condition) are allowed.  



Students who don’t meet the clothing requirements will not be allowed to work in the shop and will be marked absent for the lab time. Students must maintain the cleanliness of the uniform.



Shop Practices



All students will participate in the cleaning of the lab area at the end of each lab period.  Instructors will assign clean-up duties and all cleaning activities will be completed prior to any student leaving the lab area.



All vehicles that are brought into the shop must have a service order and wavier filled out prior to entering the shop.  Strive for accuracy in all things.



Any person that requests service on their private vehicle must contact the designated service writer to schedule the job and receive a quote for parts and other service fees required.



Any parts required to perform service work will be obtained by Gateway Technical through our designated parts supplier and billed on the work order.  Close work orders when completed.  



The vehicle’s owner must sign the work order before any work is started. Any additional service that may be required to complete a job will be approved by the owner before the work is started.



The instructor running the class will assign the job to the students as required.



After the work is completed the owner will be supplied a completed work order with a list of parts and supplies used to repair the automobile, as well as any other fees that apply.



A Gateway instructor will check that the job is completed satisfactory prior to releasing the vehicle.



The owner will pay for the job with a credit or debit card at the cashier’s window in Student Services on the Kenosha campus before the car is released back to the owner.



Any work performed by a Gateway student is not covered by any warranty or guaranty. Re-work may be accomplished, if required at an additional charge if appropriate.  Strive for accuracy in all things.







