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Class One:  Myths that Keep Adults 
from Going to College 

 

1. Myth: “I can’t afford it.” 
 
Reality: Many people believe they will never be able to go to college because they don‘t 
have the money to pay tuition and other costs. In fact, billions of dollars in grants, 
scholarships, and loans are available for those in need of financial aid. Find out about 
financial aid before you close the door to higher education. 

 

2. Myth: “It’s been a long time since I’ve been in school.  I’m worried about how I’ll do in 
college.” 
 
Reality: Community colleges are open to all students and offer classes at a wide range of 
levels to meet all students‘ needs.  The colleges also include many services to help 
students be successful.  Even if you had a hard time when you were in school, what‘s 
important is who you are now and what your goals and motivations are at this point in 
your life.  

 

3. Myth: “I need to get a job and make money before I go on to college.” 
 
Reality: In today‘s job market, more and more high-skill, high-wage jobs require a college 
degree. Studies have shown that college graduates earn hundreds of thousands of dollars 
more during their lifetime than those with only a high school diploma. 

  

4. Myth: “No one in my family has ever gone to college. I don’t know if I can do it.” 
 
Reality: Being the first in your family to pursue higher education can be confusing and 
difficult. You will need to select, apply to, and enroll in a college, and apply for financial 
aid. Goodwill has put together the Community College 101 class to help you get ready for 
going back to school.  The class will cover all of the important information that you need 
to know about college and will prepare you for taking that next step. 

  

5. Myth: “I’m too old to go back to school.” 
 
Reality: It‘s never too late to learn new skills.  Many adults feel they won‘t be able to 
keep up with younger students in classes.  In fact, the majority of community college 
students are adults over 30 and are quite successful in the classroom, bringing rich life 
experiences that enhance discussions and provide strong motivation to learn.
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       Class One:  Average Costs of  

Attending College 

 

 

On average, books will cost $300 - $400 per quarter depending on the course.  Some courses 
also require the purchase of equipment or clothing through the year, approximately $200 per 
quarter. In some cases, these costs may be a one-time expense. 
 
Examples: 
 
A.  Susie is a part-time welding student.  She is taking 5 credits and it is her first quarter.  For 
the welding class, she needs to purchase boots and a jumpsuit, which will cost $200.  She also 
needs to purchase books and school supplies at a cost of $350.  Her total expenses are as 
follows: 
 
 

 

 

 
 
 
 
 
 
 

 

B.  John is taking the Certified Nursing Assistant (CNA) training full-time and will be taking 12 
credits this quarter.  He needs to purchase a uniform (scrubs) that cost $200.  He also needs 
to purchase his books at a cost of $400.  As a CNA student, he will be in labs during the week 
and the lab fee is $50. 

 
 

 

 

 

 

 

 

 

 

Quarterly School Related Expenses for a Full-Time Student 

Source Amount 

Tuition/Fees $1275 ($85 per credit including fees x 15 credits) 

Books/Supplies $400 

Equipment/Uniform $200 

Total School $1875 

Susie’s First Quarter School Related Expenses 

Source Amount 

Tuition/Fees $425 ($85 per credit including fees x 5 credits) 

Books/Supplies $350 

Equipment/Uniform $200 

Total School $975 

John’s First Quarter School Related Expenses 

Source Amount 

Tuition/Fees $1020 ($85 per credit including fees x 12 credits) 

$50 (lab fee) 

Books/Supplies $400 

Equipment/Uniform $200 

Total School $1670 
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Activity:  Using the tuition structure of $85 per credit (including fees) and the following 
information, add up the costs for Ellen‘s first quarter of accounting training. 
 
Ellen is returning to school for an accounting certificate.  In her first quarter, she will be 
taking 15 credits.  She will need to purchase a calculator that will cost $150 and textbooks 
that cost $300.  In addition, she will need to purchase some clothing that she can wear in an 
office setting.  The clothes will cost $200. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
Personal Expenses 
 
It is important to keep in mind that school-related expenses are not the only costs you will 
have while going back to school.  In addition, you will have your personal expenses to 
consider as well, which may include: 
 

 Rent/Mortgage    

 Utilities (gas, electric, water, etc) 

 Food 

 Transportation (gas, bus, car 
repairs) 

 Tickets owed 

 Child care 

 Phone (cell, pager, internet, home 
phone) 

 Personal/Household items 

 Medical/Dental/Prescription 
 
 

 Insurance payments 

 Credit Card payments 

 Student Loan Payments 

 Other Loan Payments 

 Clothing 

 Entertainment 

 Cable 

 Other (specify): 

 Child support 

 Legal payments/Finds 

 Savings

Financial aid for school and creating a budget will be covered in later sessions.   

Ellen’s First Quarter School Related Expenses 

Source Amount 

Tuition/Fees $ 

 

Books/Supplies $ 

 

Equipment/Uniform $ 

 

Total School $ 
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Class Three:  Goal Setting 

 
 
 

The components of an effective goal can be remembered with the following acronym:  SMART 
 
Specific Who, what, when, where, why?  You know exactly what the goal is; it is not vague. 
 

Measurable How will I know that I have reached my goal?  You can create action steps to measure 
your progress and see how you‘re doing.   

 

Achievable Is your goal within reach?  Stretch yourself, but not so far that you fall short.  The goal 
should be something that you can do. 

 

Realistic Do you have the skills & resources to achieve your goal? Is it possible?  Your goals 
should be realistic given your personal situation. 

 

Time-limited When will you complete your goal?  Include a timeframe for achieving your goal. 
 
Tips for setting effective goals: 

 
1. Develop several career goals.  A list of 3 -5 items gives you several things to work on over time. 
2. State goals as actions you will take, not items on a wish list.    
3. Attach a date to each goal.  State what you want to accomplish and by when.  Think about short- and 

long-term goals.  
4. Be specific. ―To find a job‖ is too general; ―to find and research five job openings before the end of 

the month‖ is better. 
5. Share your goals with someone else who cares if you reach them.  Sharing your intentions with your 

parents, close friends, teacher, partner, spouse will help you ensure success. 
6. Write down your goals and put them where you will see them.  The more you read your list, the more 

results you‘ll get.  And, the more you visualize achieving your goal, the more likely you are to do it. 
7. Review and revise your list.  Experiment with different ways of stating your goals.  Goal setting 

improves with practice, so play around with it. 
 
Your goals can include many areas.  You can set personal goals, goals related to training and education, and 
career goals.  Some of these goals can be accomplished in just a few months; others may require a larger 
investment of time.  As you think about your goals, keep in mind the following: 
 

 Where you are now 

 What you need to pursue your goals 

 Opportunities that are available to you 

 Obstacles that may get in the way 

 Solutions for addressing obstacles 
 
Activity: 
Using the goal planning worksheet: 

1. Write the long-term goal for your career.   

2. Fill in the sub-goals that will help you reach your career goal.   
3. Write in the tasks (action steps) you will take to accomplish each sub-goal.  For example, if your 

long-term goal is to become a nurse, your sub-goals may include:  complete a Certified Nurse 
Assistant certificate, find a job in the health field, complete Licensed Practical Nurse training, 
and obtain a degree in Nursing.  Tasks could include: researching schools and nursing programs, 
completing pre-requisites to get into training, and learning about the job opportunities on the 
nursing pathway 
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          Class Three:  Circle of Support Exercise 

 
 
 

Identifying Positive Support Systems – Group Discussion Questions 
 
 
 
 
 

1. What is a positive support system? 
 
 
 
 
 
 
 

2. Who currently makes up your support system? 
 
 
 
 
 
 
 

3. What are the strengths and challenges of your support system? 
 
 
 
 
 
 
 

4. What, if anything, is missing from your support network? 
 
 
 
 
 
 
 

5. What would make your support system stronger? 
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Welcome to College 
 
Congratulations!  You just got into Goodwill Community College as full time student.  This is going to be a big time 
commitment. Also, the college is about 15 miles from your home.  And you start tomorrow!!!! 
 THINK OF ALL OF THE CHANGES IN YOUR LIFE THAT WILL HAPPEN BECAUSE OF YOUR NEW COLLEGE!! 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

 
Which of these changes are easier and which are more difficult?  Why? 
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What are some ways you can make this transition easier?   
 

1.  

2.  

3.  

4.  

5.  

6.  

7.  

8.  
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Cultural Adaptability 
 
One of the largest changes people can experience is moving to a new 
country or new region.  The way people and society behave may be very 
different than what you are used to, and this can be confusing and very 
frustrating.  College is no different.  Even though you may think you 
understand your new college environment, it is very important to view it as 
if you are entering a new culture.   

 

What is culture?  
 
 
 
 
 
What are 5 different cultures to which you belong? 
 
 
 
 
 
 
 
How did you learn to fit into these cultures?  
 
 
 
 
 
 
 
How is culture like an iceberg? 
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Cultural Values  
 
Cultural values are some of the most important things under the water line.  They influence how you behave and 
interact with others and help you understand how the world works.   
In your personal life and work life, when you interact with people with different values, you may feel challenged, 
and this often causes conflict.   
Using your i>clicker, please choose A if you feel the value on the right represents you or E if the value on the left 
represents you, or choose somewhere in between like B, C, or D.  
 
 

A····················  B  ····················   C  ····················   D  ······················   E 
My value Somewhat Value In the Middle Somewhat Value My Value 

New Ideas     ---- Tradition / Stability 

Everyone is equal ---- Everyone is not equal 

The individual is most important  ---- The group is most important 

Life is under my control ---- Life is not under my control 

Competition ---- Cooperation 

Future is most important ---- Past is most important 

There are many right ways ---- There is one right way 

Work defines me  ---- Family defines me 

Having more is better ---- Having enough is better 

Honesty is most important ---- Harmony is most important 

Everything needs to happen on time ---- What happens is more important than when 

 

What did you notice about the different values in the class? 
 
 
 
Imagine a way in which you might experience a misunderstanding with someone who has different values.   
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                              Class Four: Going to College 
 
 
Going back to school takes many steps before becoming a registered student.  These steps include: Admissions, Placement, Advising, Financial 
Aid and Registration.  In addition, there are a few entry points to the community college.  Your starting place will depend on the results of the 
assessment test you take and the program you choose.  This class and the navigation services will help you identify the right door to the college. 

 

P
a
g
e
 |

 1
5 
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Class Four:  Student Services 

and Activities 

 
 
 Every community college campus has a Student Services Department and several ways  
to get involved at the school.  Student Services includes a number of areas: 
 

 Advising  Financial Aid 

 Assessment  Tutoring and Study Skills 

 Counseling  Student Activities (student 
groups/clubs) 

 
 

In addition, the colleges have a variety of additional resources that may vary by 
campus.  These resources include: 

 
  
 
 
 
 
 

 
To get involved in campus life, there are many student groups and clubs on campus as 
well.  The groups include: student government, interest groups, and a variety of clubs 
for sports, languages, arts and other activities.  The following websites provide more 
information about student clubs and groups: 

 

 Renton Technical College 
http://www.rtc.edu/StudentServices/StudentHandbook/files/RTC_handbook_0
8-09.pdf 
 

 Shoreline Community College 
http://www.shoreline.edu/studentleadershipcenter/StudentGuide2008-09.pdf 
http://www.shoreline.edu/studentleadershipcenter/ 

 

 South Seattle Community College 
http://studentlife.southseattle.edu/index.html 

 

 Bookstore  Library 

 Career Development Services & 
WorkSource 

 Educational Support Services & 
Disability Services  

 Computer Labs  Writing Center 

 Health & Wellness Resources  Campus Newspaper 

 Women‘s Center  Student Center 

 Student Success Services  Cafeteria 

 Child Care Center  Athletics 
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   Class Four: Student Services Search Exercise 

 

Instructions: In your small group, please visit the website of your assigned college or use the college 

quarterly schedule to find information on the items listed below: 

1-Location of the assessment/testing center, contact phone # or email, and how to find a time to take 

the COMPASS test: __________________________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________ 

2-Information about student success skills or student success services on campus (what services are 

offered, where services are located, online resources/tips): _______________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

3-Advising office hours, location & how to make an appointment: __________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________ 

4-Tuition chart/information (amount per credit for resident & non-resident students): ________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________ 

5-Financial Aid (sources available): ____________________________________________________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 

6-Information about a specific program area (Nursing, Accounting, Office, Welding, etc.), including # of 

credits in the program, schedule of when offered, entrance requirements, etc.: ______________________ 

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________

___________________________________________________________________________________________ 
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Class Three:  FAFSA Required  Documents 

 

You will need records of income earned in the year prior to when you will start school. You may 
also need records of your parents´ income information if you are a dependent student.  

For the 2011-2012 school year you will need financial information from 2010. You will need to refer 
to:  

 
Your Social Security Number. Be sure it is correct! 

 
Your driver's license (if any) 

 
Your 2010 W-2 Forms and other records of money earned 

 

Your (and your spouse's, if you are married) 2010 Federal Income Tax Return.  

 IRS 1040, 1040A, 1040 EZ  

 Foreign Tax Return, or 

 Tax Return for Puerto Rico, Guam, American Samoa, the U.S. Virgin Islands, the 
Marshall Islands, the Federal States of Micronesia, or Palau  

 
Your Parents´ 2010 Federal Income Tax Return (if you are under 25, single, with no kids)  

 

Your 2010 untaxed income records 

 Veterans benefits records 

 Child support received 

 Worker's compensation 

 
Your current bank statements 

 
Your current business and investment mortgage information, business and farm records, 
stock, bond and other investment records  

 
Your alien registration or permanent resident card (if you are not a U.S. citizen)  

To organize your information, print and complete a FAFSA on the Web Worksheet before you begin 
entering your information online.  

Keep these records! You may need them again. Do not mail your records to Federal Student 
Aid. 
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What is your situation? Program/Degree Possible Funding Source

This document does not guarantee assistance and is meant to help you figure out what you may be eligible for.  All funding must be approved by the 

appropriate agency or college, depending on the type of assistance (DSHS, your selected community college, etc).  You should discuss your options with the 

Goodwill Navigator who can help you identify where to start.  Different sources pay for different things (tuition, books, fees, transportation, etc), so you may 

need multiple sources of funding.

WorkFirstShort-term programs 

up to 1 Year

Potential Funding Sources

Are you receiving a TANF cash 

grant (welfare) from DSHS?

Yes         No

Are you receiving Unemployment 

Benefits, or have you exhausted 

your benefits within the last 2 

years? Were you self-employed 

but now are unemployed, or are 

you a displaced homemaker?

Yes         No

Are you receiving or eligible for 

Food Stamps ?  (Eligibility is 

under 200% of poverty level)

Yes         No

Is your household income less 

than 175% of the poverty level? 

Yes         No

Do you have financial need and 

are you making satisfactory 

academic progress?

Yes         No

Yes         No

Are you a low-income student 

(less than 200% of poverty level) 

who has demonstrated 

commitment to school?

High-Demand Field

Any Professional/

Technical Program

Some High-Demand 

Fields, specified by 

college

Any 2+ Quarter 

College Program or 

45 Pre-Req credits

Will you be enrolled full-time at 

a local community college in the 

quarters for which you need 

funding?

Yes         No

High-Demand Field

Any Program or 

Degree

Worker Retraining

Basic Food Employment & Training 

(BFET)

WIA Adult

Opportunity Grant

Scholarships

Federal Financial Aid Programs

(Pell Grant, Work Study, Federal 

Supplemental Opportunity Grant)

State Need Grant
Academic 

Competitiveness Grant
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Funding Sources: 
WorkFirst 

 
 
There are a variety of funding sources available to help cover the costs of going back to 
school.  Eligibility for all of these funding sources is generally based on income and type of 
training program, with some funding options specifically designed to support high demand, 
short-term, professional/technical fields. 
 
 
WorkFirst is designed to assist low income parents in achieving their educational and 
employment goals. WorkFirst eligible students may receive financial assistance with tuition, 
fees and books.  Funding from WorkFirst can pay for up to one year of training.  If you receive 
Temporary Assistance for Needy Families (TANF), your caseworker from the Department of 
Social and Health Services (DSHS) needs to record this training on your Individual 
Responsibility Plan (IRP). 

In order to qualify for FREE training you must fulfill one of the following requirements: 

Eligibility A: 

 A parent of a child 18 years or younger 
 Currently receiving DSHS cash grant TANF 

Eligibility B: 

 A parent of a child 18 years or younger 
 Working at least part-time 
 Meet the income guidelines below: 

2011 Guidelines 

 

 

Family Size Monthly Income Annual Income 

1 $1,815 $21,780 

2 $2,452 $29,425 

3 $3,088 $37,056 

4 $3,725 $44,700 

5 $4,445 $53,340 

6 $4,998 $59,976 

7 $5,635 $67,620 

8 $6,272 $75,264 
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Funding Sources: 
Worker Retraining 

 
 
There are a variety of funding sources available to help cover the costs of going back to 
school.  Eligibility for all of these funding sources is generally based on income and type of 
training program, with some funding options specifically designed to support high demand, 
short-term, professional/technical fields. 
 

Worker Retraining is a state funded program that provides job-related training and 
employment services to dislocated (laid off) and unemployed workers.  This program is 
designed to help these workers gain additional training in their existing field or get started on 
a new career path. Training must be taken in Professional/Technical program.  Free tuition 
and books are provided through this program and are typically available for up to two 
quarters.  Depending on the availability of funding resources and the college‘s ability to 
secure other funding options, Worker Retraining may be available beyond two quarters.  
Colleges expect you to complete the FAFSA during your first quarter of training if you receive 
Worker Retraining funds.  The colleges require attendance at an orientation, which explains 
the process for applying for Worker Retraining. 

Eligibility for applying for Worker Retraining support is described below: 

 Be a Washington State Resident (live in Washington State for at least 12 months). 
 Be a dislocated (laid off) worker who is eligible for Washington State unemployment 

benefits or currently receiving unemployment benefits or have exhausted 
unemployment benefits within the past 24 months.  

 Be a Displaced Homemaker (unemployed or working in a job that does not support 
your household) or a self-employed individual who has lost their business due to poor 
economic conditions or a natural disaster. 

 If you are receiving unemployment benefits, you must get Commissioner Approved 
Training (CAT approval) from the Employment Security Department (ESD).   

 To receive funding, you must be enrolled for at least 6 credits each quarter in a 
Professional/Technical program.  
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    Funding Sources: 
    Basic Food Employment & Training 

 
 
There are a variety of funding sources available to help cover the costs of going back to school.  
Eligibility for all of these funding sources is generally based on income and type of training 
program, with some funding options specifically designed to support high demand, short-term, 
professional/technical fields. 
 
 
Formerly known as the Food Stamp Employment and Training Program (FSET), BFET provides free 
tuition and services for Food Stamp Assistance (Basic Food) recipients not receiving DSHS cash 
assistance (TANF). Available services include childcare, transportation, clothing, housing and utility 
shut-off, which are often provided by community-based providers.  Through BFET, community 
colleges provide tuition, books and fees for approved Professional/Technical programs, GED, ESL 
and high demand fields.  It is important to note that colleges expect you to complete the FAFSA 
during your first quarter of training if you receive BFET funds. 
 
To be eligible, students must be receiving Basic Food assistance (food stamps).  To receive Basic 
Food, students must be at or below 200% of the Federal Poverty Guidelines.  The monthly 
household income cannot be more than is listed on the chart for the number of people living in the 
household. 
 
2010 Basic Food Guidelines 
 

Number in 
Household 

Gross Monthly 
Income 

 1 $1,806 

2 $2,430 

3 $3,052 

4 $3,676 

5 $4,300 

6 $4,922 

7 $5,546 

8 $6,170 

9 $6,792 

10 $7,416 

Add for each 
person over 10 

$600 
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 .          Funding Sources:      

                   Opportunity Grant 

 
There are a variety of funding sources available to help cover the costs of going back to 
school.  Eligibility for all of these funding sources is generally based on income and type of 
training program, with some funding options specifically designed to support high demand, 
short-term, professional/technical fields. 
 
 
The goal of the Opportunity Grant (OG) Scholarship is to recruit, retain, progress and 
graduate students into high-wage, high-demand jobs. The scholarship can offer recipients up 
to 45 quarter credits in tuition and mandatory fees (approximately $3,200) plus $1,000 for 
supplies, books or tools. Some emergency funding is available for unforeseen circumstances.  
To receive OG funding, you must submit an application and be selected for the scholarship.   
 
Eligibility for the Opportunity Grant is described below: 
 

 Washington resident (live in Washington State for at least 12 months). 

 Enrolled in an Opportunity Grant-eligible program of study; each school has a different 
list of eligible Professional/Technical programs.  

 Apply and have financial need based on the Free Application for Federal Student Aid 
(FAFSA).  You can apply on-line at www.fafsa.ed.gov. Must receive Financial Aid 
awarding prior to second quarter to continue eligibility for Opportunity Grant 
Scholarship.  

 Not received OG funding for more than 45 credits (up to $3200 in tuition and fees) or 
more than 3 years from initial receipt of funds. 

 Maintains a cumulative 2.0 grade point average.  

 Family income at or below 200% of the federal poverty level (income limits below.)  

 (Copy of previous year‘s income tax return – if student under 24, both parents‘ + 
student‘s tax return.)  

 
You are not eligible for this funding if you have an Associate‘s Degree or higher. 
 
2011 Opportunity Grant Guidelines 

 

Family Size  Maximum Income (verified by Income Tax Statement)  

1  $21,780 

2  $29,420  

3  $37,060  

4  $44,700  

5  $52,340  

6  $59,980  

7  $67,620  

8  $75,260  

Each additional  
person, add  

$7,640  
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Funding Sources: 
Workforce Investment Act (WIA)    
Adult & Dislocated Worker Services 

 
There are a variety of funding sources available to help cover the costs of going back to school.  
Eligibility for all of these funding sources is generally based on income and type of training 
program, with some funding options specifically designed to support high demand, short-term, 
professional/technical fields. 
 
 
Workforce Investment Act (WIA) Adult Services 
WIA adult funding can be used to pay for tuition and other school-related costs.  To be eligible, 
the household income must be less than 175% of the poverty level, a guideline often used to 
determine eligibility for a variety of benefits.  For those above 175% of the poverty level, it may 
be possible to qualify under certain circumstances that may include homelessness, a criminal 
background, or receiving unemployment benefits.  A WIA case manager can provide the list of 
alternate criteria for those above 175% of the poverty level.  See the following website for the 
income breakdown at 175% of the poverty level:  
http://www.coverageforall.org/pdf/FHCE_FedPovertyLevel.pdf 
 
To apply for WIA Adult Services, students must go the nearest WorkSource center.  There is an 
application for this funding and it only covers certain ―in-demand‖ occupations.  It is important 
to keep in mind that this funding source does not cover the costs of pre-requisites. 
 
 
Workforce Investment Act (WIA) Dislocated Worker Services 
WIA Dislocated Worker funding provides tuition assistance as well as books, fees and supplies.  In 
addition, these funds can be used to help with childcare and assistance is provided for career 
and education planning.  To be eligible for these services, you must meet one of the following 
criteria: 
 

 You have been terminated, laid off, or received a "notice of termination or layoff" 
and are unlikely to return to your usual occupation or industry because of: 

 o A permanent plant closure; 

 o A substantial layoff; 

 o Foreign competition; and 

 o Lack of demand for your skills.  

 You are self-employed, but the economy or a natural disaster has put you out of 
work. Examples include farmers, ranchers, fishermen, etc. (Probably ineligible for 
unemployment benefits.)  

 You are a displaced homemaker who is either unemployed or working a job that does 
not support your household. (Probably ineligible for unemployment benefits.) 

 
To apply for WIA Dislocated Worker Services, students must go the nearest WorkSource center to 
determine eligibility. 
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Funding Sources: 
Federal and State Financial Aid 

 
There are a variety of funding sources available to help cover the costs of going back to 
school.  Eligibility for all of these funding sources is generally based on income and type of 
training program, with some funding options specifically designed to support high demand, 
short-term, professional/technical fields. 
 
Financial Aid Programs (FAFSA) 
Several types of grants, tuition waivers and loans are available. Federal student loans must be 
repaid and are available to students who qualify by applying through the FAFSA.  Colleges 
may have additional data forms for you to complete.  The FAFSA (Free Application for Federal 
Student Aid) is completed on the web, using a Personal Identification Number.  Most students 
are encouraged to apply for FAFSA assistance, even if they may not think they will qualify or 
need assistance.  The FAFSA determines eligibility for Pell Grants, Work Study, State Need 
Grant, Academic Competitiveness Grant and Federal Supplemental Opportunity Grant. 
 
Grants are need-based financial aid, which do not require repayment. Grants are available to 
students who have not already earned a bachelor‘s degree.  Approximate maximum amounts 
per academic year and enrollment criteria:  
 
2011 Federal Financial Aid Guidelines 
 

Type of Grants Amount 
Range 
 

Criteria 

Federal Pell Grant $400 – 5,550 Enrollment in at least six credits; 
some might be eligible at less than six 
credits 
 

Federal Supplemental Educational 
Opportunity Grant  (FSEOG) 
 

$100 – 1,300 Enrollment in at least six credits  
 

Federal Academic Competitiveness 
Grant 

$750 – 1,300 Enrollment in at least 12 credits; must 
be receiving Federal Pell Grant  
 

WA State Need Grant $209 – 2,682 Enrollment in at least three credits; 
state residents; must meet residency 
criteria  
 

Tuition Waiver $100 – 1,500 Waiver of tuition; enrollment in at 
least six credits; state residents 

 
Work Study  
Work Study is another funding opportunity with income earned from part-time work, on or off 
campus.   Like the above grants, Work Study is determined by the FAFSA.  Students must be 
enrolled in at least 6 credits.  Students can receive $900 - $3,900 which is based on ―need‖ 
eligibility for financial aid.  Students are paid for actual hours worked; not to exceed 19 hours 
per week. 
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     Funding Sources:   
     FAFSA Information 

 

General Student Federal & State Financial Aid Information 

Tips For Getting Aid Without Delay! 

 Important: Read the instructions!  
Many questions on the FAFSA are straightforward, like your Social Security Number. 
But many questions are asked specifically for purposes of student financial aid. 
Common words like "household," "investments," and even "parent" may have special 
meaning. Read all instructions carefully.  

 Apply Early! 
State and school deadlines will vary and tend to be early. Check with them to find out 
their exact deadline dates.  

Federal Student Aid will process your FAFSA if it is received on or before the deadline. 
However, in order for you to actually receive aid, your school must have correct, 
complete FAFSA information before your last day of enrollment.  

 Complete Your Tax Return!  
We recommend that you complete your tax return before filling out your FAFSA. This 
will make completing the FAFSA easier. If you have not filed your tax return yet, you 
can still submit your FAFSA but you must provide correct income and tax data once 
you have filed.  

 Save Time: File Electronically!  
Complete and submit your FAFSA online. It is the fastest and most accurate way to 
apply for student aid.  

 Ask: Do I Need Additional Forms?  
Many schools and states rely on the FAFSA as the single application for student aid. 
However, it would be wise to check with your state agency and the financial aid office 
at the school that you plan to attend to find out if they require additional forms.  

Why fill out a FAFSA? 

The (Free Application for Federal Student Aid), or FAFSA, is the first step in the financial aid 
process. Use it to apply for federal student financial aid, such as the Pell Grant, student 
loans, and college work-study. In addition, most states and schools use FAFSA information to 
award their financial aid.  
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How do I find out what my Estimated Family Contribution (EFC) is?  

Federal Student Aid will send you a report, called a Student Aid Report (SAR) by e-mail or by 
postal mail depending on the addresses that we have on file for you. The SAR lists the 
information you reported on your FAFSA. At the upper right of the front page of the SAR, 
you‘ll find a figure called the EFC.  

How much aid do I get? 

Schools use your EFC to prepare a federal and state financial aid package (grants, loans, 
and/or work-study) to help you meet your financial need. Financial need is the difference 
between your EFC and your school‘s cost of attendance (which can include living expenses).  

TIP: If you have unusual circumstances that impact your financial situation, contact your 
school‘s financial aid office. Some examples include: unusual medical expenses, or a large 
change in income from last year to this year.  

When do I get the aid? 

Your federal and state financial aid will be paid to you through your school. Typically, your 
school will first use the aid to pay tuition and fees. Any remaining aid is given to you for your 
other expenses.  

Where can I get more information about student aid? 

The financial aid office at the school you plan to attend is the best place to get information 
about federal and state sources of student financial aid.  

You can also check out these resources: 

 www.studentaid.ed.gov 
 www.students.gov 
 Workforce Education Department at your chosen community college(s) 
 Your local library 

Information about other nonfederal assistance may be available from foundations, religious 
organizations, community organizations, and civic groups, as well as organizations related to 
your field of interest, such as the American Medical Association or American Bar Association. 
Check with your employer or union to see if they award scholarships or have tuition payment 
plans.  

Warning! 

Be wary of organizations that charge a fee to submit your application, or to find you 
money for school. Some are legitimate and some are scams. Generally, any help that you 
pay for can be received free from your school or Federal Student Aid. 
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Funding Sources: 
Scholarships 

 
 
There are a variety of funding sources available to help cover the costs of going back to 
school.  Eligibility for all of these funding sources is generally based on income and type of 
training program, with some funding options specifically designed to support high demand, 
short-term, professional/technical fields. 
 
 
Scholarships are another source of funding that can help you pay for your education.  Unlike 
loans, they do not have to be repaid. Scholarship criteria can be based on academic 
achievement, athletic or artistic talent, financial need, particular fields of study, 
involvement in the community, ethnic/cultural group, membership in an organization or other 
criteria.  The scholarship application process is separate from the application for federal and 
state financial aid and often includes an essay.  Information about scholarships is generally 
available through the community college‘s foundation. 
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Class Seven:  Assessment Testing 

 
 
 
Assessment tests are used by the college to determine the math, reading, writing and English 
skill levels of incoming students.  The results of the test help advisors with placing students in 
the right level of courses.   
 
There are two tests that colleges typically use for assessment:  CASAS and COMPASS.   
 
 
The CASAS (Comprehensive Adult Student Assessment Systems) Test  

The CASAS test is a multiple choice test that assesses applied 
reading, math, and listening in a variety of adult life and work 
situations. This test is used to get a sense of a student‘s basic skill 

level and is not generally used for placement into college level courses.   
 
The CASAS test timed, with 25 minutes per section.  It is often given as pre-test to measure 
the skill level and then given as a post-test to see how skills have improved after instruction 
in basic skills. 

 
 
The COMPASS Test 

COMPASS is an untimed, computerized test that helps the college 
evaluate your skills and place you into appropriate courses. 
COMPASS offers tests in reading, writing, math, writing essay, and 

English as a Second Language (ESL). You will receive your COMPASS test results immediately 
upon completion of testing. 

COMPASS is not used like a traditional test. There is generally no "passing score." Rather, 
COMPASS scores are used to place you in classes that match your skill level.  Different college 
programs require different scores.  Depending on your COMPASS score, you may need to take 
additional Math and/or English classes before starting your program.  You and your institution 
can use your COMPASS score to prepare a course of study that will be appropriate, relevant, 
and meaningful for you. 
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Class Nine:  COMPASS Test Overview 

 
 

 
 
General Information 

 The test is untimed and computerized. 

 The test is adaptive and provides questions based on your responses.  Since the test is adaptive, 
be sure to answer all of the questions.  You will not be penalized for guessing.  
Your score will provide stronger placement information if you do not skip 
questions. 

 As an adaptive test, it will include questions that will be challenging for you. 

 Colleges use the test to place you into classes that match your skill level. 

 The test is scored immediately and you will receive a score report upon test 
completion that will give you information on the kinds of courses you can take. 

 
Math 

 There are several math tests.  You will be asked to choose your starting level.  Depending on 
your answers, you may be moved to a different level. 

 The math test focuses on equations and story problems that include whole numbers (positive 
and negative), ratios, proportions, fractions, exponents, percentages and averages.   

 
Reading 

 The reading test is used to see how well students understand passages both in terms of the 
words being used (vocabulary) and the information being shared.   

 This test also assesses how well students can make an inference (draw a conclusion) based on 
information in the passage that may not be directly stated. 

 The reading test includes several different kinds of passages: 
1. Practical reading (basic information) 
2. Prose fiction (short passages from a book, novel) 
3. Humanities (history, politics) 
4. Social Sciences (psychology, sociology) 
5. Natual Sciences (biology, chemistry)  

 
Writing 

 The writing skills placement test is a multiple choice test in which students are asked to 
identify grammatical errors in a passage.  Students are asked to look for errors in the following 
(if such errors do exist):  punctuation, spelling, capitalization, how words are used, verb 
formation/agreement, relationships of clauses (subject and predicate i.e. John is happy. John is 
the subject, and ―is happy‖ is the predicate), shifts in sentence construction, and organization. 

 There is also an essay question for the test.  Students are asked to respond to a question and 
present their position about the issue laid out in the prompt to the question.  The essay 
question assesses:  

1. Focus— being clear and consistent about the main idea or point of view 
2. Content— describing the topic, using specific ideas and details 
3. Organization— putting ideas together in a logical way 
4. Style— word selection that communicates the purpose of your writing 

5. Conventions—use of grammar, usage, spelling, and punctuation 
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Class Nine:  Reducing Test Taking Anxiety 

 
 
Test anxiety is when a student excessively worries about doing well on a test. This can 
become a major hindrance on test performance and cause extreme nervousness and 
memory lapses among other symptoms. The following are tips on reducing test taking 
anxiety.  

 
 
 Being well prepared for the test is the best way to reduce test taking anxiety.  

 Space out your studying and preparation over a few days or weeks and continually review 
class material or sample questions for computerized, standardized tests.  Don't try to learn 
everything the night before.  

 Try to maintain a positive attitude while preparing for the test and during the test.  

 Exercise before the test to help reduce stress.  

 Get a good night's sleep before the test.  

 Show up to class early so you won't have to worry about being late.  

 Stay relaxed, if you begin to get nervous take a few deep breaths slowly to relax yourself 
and then get back to work.  

 Read the directions slowly and carefully.  

 If you don't understand the directions on the test, ask the teacher to explain it to you.  

 Write down important formulas, facts, definitions and/or keywords in the margin or on 
scratch paper first so you won't worry about forgetting them.  

 For in-class tests, do the simple questions first to help build up your confidence for the 
harder questions.  

 Don't worry about how fast other people finish their test; just concentrate on your own test.  

 For most tests, if you don't know a question skip it for the time being (come back to it later 
if you have time), and remember that you don't have to always get every question right to 
do well on the test.  

 Focus on the question at hand. Don't let your mind wander on other things.  

 If you're still experiencing extreme test anxiety after following these tips, seek help from 
the navigator, your school counselor or advisor.  

For additional resources on test anxiety, check out the following: 

http://www.ets.org/Media/Tests/PRAXIS/pdf/01361anxiety.pdf 

http://www.ulc.psu.edu/studyskills/test_taking.html 
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Class Ten:  COMPASS Test –  
Practice Reading Questions 

 
 
COMPASS/ESL Reading Placement Test 
The reading comprehension items are of two general categories: referring and reasoning. 
Referring items pose questions about material explicitly stated in a passage. Reasoning items 
assess skills in making appropriate inferences (conclusions based on information in the text), 
developing an understanding of the text, and determining the meanings of difficult, unfamiliar, or 
ambiguous words based on the surrounding context. 
 
For additional sample questions, check out:   
http://www.act.org/compass/sample/prac.html 
http://www.testprepreview.com/modules/reading1.htm 
http://www.testprepreview.com/modules/readingmainidea.htm 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.act.org/compass/sample/prac.html
http://www.testprepreview.com/modules/reading1.htm
http://www.testprepreview.com/modules/readingmainidea.htm


Page | 36 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  



Page | 37 

 
 
 
 
 



Page | 38 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 



Page | 39 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page | 40 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Page | 41 

Class Ten:  COMPASS Test –             
Practice Math Questions 

 
 

Numerical Skills/Prealgebra Placement Test 
Questions in the Numerical Skills/Prealgebra Placement Test range in content from basic 
arithmetic (math) concepts and skills to the knowledge and skills considered prerequisites for a 
first algebra course. The Numerical Skills/Prealgebra Placement Test includes items from more 
than a dozen content areas; however, a majority of the questions come from the following 
categories: 
 

1. Operations with Integers (natural numbers and their negatives i.e. 1, 2, 3, -1, -2, -3) 
2. Operations with Fractions (1/2, 1/3, 5/8, etc) 
3. Operations with Decimals (1.2, .005, 3.75, etc) 
4. Positive Integer Exponents, Square Roots, and Scientific Notation (53, √, 1.23 x 1011) 
5. Ratios and Proportions (3:6, a/b = c/d) 
6. Percentages (%) 
7. Averages (Means, Medians, and Modes) 
  

For additional sample questions, check out:   
http://www.act.org/compass/sample/math.html 
http://www.hostos.cuny.edu/oaa/compass/index.asp 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.act.org/compass/sample/math.html
http://www.hostos.cuny.edu/oaa/compass/index.asp
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Calculator Guidelines 

To ensure fairness for all test takers, avoid disturbances in the testing room, and protect the 
security of the testing materials and process, the following types of calculators are not 
permitted: 

 Pocket organizers 
 Handheld or laptop computers 
 Electronic writing pads or pen-input devices—The Sharp EL 9600 is permitted. 
 Models with a QWERTY (typewriter) keypad (although calculators with letters on the keys 

are permitted as long as the keys are not arranged in QWERTY format) 
 Models with built-in capability to simplify algebraic expressions, multiply polynomials, or 

factor polynomials (often called Computer Algebra Systems)—Prohibited calculators in this 
category include:  

o Casio: Algebra fx 2.0, ClassPad 300, and all model numbers that begin with CFX-
9970G 

o Texas Instruments: All model numbers that begin with TI-89 or TI-92 
o Hewlett-Packard: hp 48GII and all model numbers that begin with hp 40G or hp 49G 
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The following types of calculators are permitted only if they are used as noted: 

 Models with paper tapes—The paper must be removed. 
 Models that make noise—The sound feature must be turned off. 
 Models that can communicate (transfer data or information wirelessly with other 

calculators)—The wireless transfer capability must be disabled by placing opaque material 
(such as masking tape) over the infrared data port. 

 Models that have a power cord—No power cords are permitted. The electrical cord must be 
removed. 

NOTE: ACT monitors new calculators as they become available. For the latest list of prohibited 
calculators, students and institutions are invited to call toll free 800/498-6481 for a recorded 
message. 

If students plan to use a calculator, they are responsible for bringing an acceptable one to the 
testing session. Sharing calculators during the test is not permitted, and the test proctor will not 
provide a calculator. 

Students are also responsible for ensuring that their calculator works properly. If their calculator 
uses batteries, students must make certain that the batteries are strong enough to last throughout 
the testing session. Students may bring a spare calculator and extra batteries with them. 
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Class Ten:  COMPASS Test -               
Practice Writing Questions 

 
 

COMPASS Writing Skills Sample Test Questions 
The Writing Skills Placement Test presents one or more passages, each containing several errors.  
When an error is detected in a passage, clicking on that section of the passage brings up several 
alternative segments of text from which a more appropriate or correct segment can be selected 
and inserted automatically into the text. Items in the Writing Skills Placement Test assess basic 
knowledge and skills in usage and mechanics (e.g., punctuation, basic grammar and usage, and 
sentence structure) as well as other skills such as writing strategy, organization, and style.  
 

Note that in the sample passage that follows, each section is numbered. In the computerized 
COMPASS Writing Skills Placement Test, sections are not numbered; instead, errors are 
identified by moving the cursor to the section of text in which an error is identified and then 
clicking the left mouse button to make the alternative text options appear. 
 

For additional sample questions, check out:   
http://www.act.org/compass/sample/writing.html 
http://www.act.org/compass/sample/write-s.html 
http://www.act.org/compass/sample/essay.html 
http://www.compass-test-practice.com/compass-writing-sample.htm 
http://www.act.org/compass/tests/esl.html 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 

 
 

http://www.act.org/compass/sample/writing.html
http://www.act.org/compass/sample/write-s.html
http://www.act.org/compass/sample/essay.html
http://www.compass-test-practice.com/compass-writing-sample.htm
http://www.act.org/compass/tests/esl.html
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        Class Eleven: Needs and Wants 

 
 

Instructions 

 Think of the 10 career needs and wants below in terms of their importance to you. 

 Circle the answer that best describes its‘ relevance to you. 

 Look at your choices in the ―Very Important‖ column, go through them and choose no 
more than two that you view as the most important. 

 Write these two career needs and wants below. 
 

1. ________________________  2. ________________________ 
 

 
MONEY — A need for extras beyond 
what you live on 

 
Less important 

 
Important 

 
Very important 

 
RESPECT — The prestige that some 
occupations provide (Example:  a 
doctor) 

 
Less important 

 
Important 

 
Very important 

 
FREEDOM — Being able to work 
independently with little supervision 

 
Less important 

 
Important 

 
Very important 

 
STABILITY — Occupations that have 
little turn-over or that offer job 
security 

 
Less important 

 
Important 

 
Very important 

 
VARIETY — Occupations that expose 
you to diverse experiences and 
locations 

 
Less important 

 
Important 

 
Very important 

 
LEISURE — Occupations that provide 
you with ample time for family and 
hobbies 

 
Less important 

 
Important 

 
Very important 

 
LEADERSHIP — Occupations with 
responsibility for others and for 
planning 

 
Less important 

 
Important 

 
Very important 

 
SERVICE —Occupations that help 
people and society in a very direct 
way 

 
Less important 

 
Important 

 
Very important 

 
INTEREST — Working in a field that 
you find stimulating 

 
Less important 

 
Important 

 
Very important 

 
CHALLENGE — A field that 
repeatedly tests your skills and 
abilities 

 
Less important 

 
Important 

 
Very important 
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Class Eleven:  Career 
Planning Worksheet 

 
Complete the following questions using two web resources:  O*NET online and 
Workforce Explorer: 
 

  http://online.onetcenter.org/ 
  http://www.workforceexplorer.com/ 

 
O*NET online provides useful information about different career options such as the 
skills and equipment needed for the job, the type of preparation required, and 
national wage information.  For this site, begin your search by clicking on the ―Find 
Occupations‖ option and type in your selection i.e. Nursing Assistant, Accountant, etc. 
 
Workforce Explorer provides similar information but can provide wage data that is 
specific to Washington state and its various counties.  To begin gathering information, 
click on the ―Wage and Benefit Information‖ under the ―How do I find tab.‖  Then, 
click on ―Occupation Explorer‖ and type in your selection i.e. Office Assistant, etc. 
 
 
 List the name of the occupation that you are interested in pursuing: 

 
 
 
 
 
 How many hours would you have to work per day and per week in this 

occupation? 
 
 
 
 
 
 Describe the knowledge and skills needed for the job: 

 
 
 
 
 
 Describe some of the equipment you will be using on the job: 
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 What kind of training do you need to enter this field? 
 
 
 
 
 
 Using Workforce Explorer, find out the beginning salary you could expect to 

start with in this field: 
 
 
 
 
 
 List the kinds of activities you would be doing on a day to day basis in this 

occupation: 
 
 
 
 
 Review your interests and ability worksheets.  How does this occupation match 

up?  What is the interest code on O*NET (R, I, A, S, E, C)? 
 

 



 

Program : ___________________________

School: _____________________________
Target Job & Wage

Potential Part-Time Job

Quarter Two
Additional Quarters

Goal

Quarter One

# of Credits

Classes

# of Credits

Classes

# of Credits

Classes

# of Credits

Classes

# of Credits

Classes

1. ______________________

2. ______________________

3. ______________________

4. ______________________

Certificate or Degree

Start Here

 

 

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

Entry Requirements

Test Scores / Licenses / Certifications / Classes

1. ______________________

2. ______________________

3. ______________________

4. ______________________

1. ______________________

2. ______________________

3. ______________________

4. ______________________

P
a
g
e
 |

 5
9 
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    Class Twelve:  Basic Study Skills          
Using VARK 

Understanding your learning style and developing good study skills are critical for students as they 
balance school, family and work.  Using the VARK questionnaire, you have identified your preferred 
learning style(s), which is based on seeing, hearing, reading/writing, and doing.  Study tips for each 
of these learning styles are included below. 

Seeing 

If you are a Visual Learner, you will remember things best when you've seen them.  
You like a stimulating and orderly environment and probably make use of diagrams 
and charts.  You likely enjoy reading and benefit from information obtained from 
visual aids included with text. 

 

Study tips to help people who are visual learners 

Write things down to help you learn them: 

 Draw pictures, charts and maps to help you understand things. 
 Use mind-mapping (map out how you see connections between ideas). 
 Use planners, organizers or goal-setting charts. 
 Highlight important points with color (but not in books which you've borrowed!). 
 Try visualizing ideas and facts in your mind. 
 Try changing places in the room while you're studying, to get a different perspective. 
 Use models if they're available. 
 When you need to revise, read over and recopy your notes. 

Hearing 

If you are what's called an Aural Learner, you will learn best when you're listening 
(for example, in a lecture) and when you're involved in discussion. You will 
remember things best when you've heard them. 

 

Study tips to help people who are aural learners 

The key thing is to make use of sound: 

 Talk things through as you learn them, with a friend or tutorial group. 
 Get a friend to read aloud to you. 
 When you have to learn facts, try reciting them to yourself, or even singing them aloud. 
 Find out if you study best in silence, or with music playing in the background. 
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Reading/Writing 

If you are a Reading/Writing Learner, you are comfortable reading text and writing notes and 
essays.  You learn best when information is presented to you visually and is a written format.  When 
you are studying graphs, charts and diagrams, convert them into words. 

 

Study tips to help people who are reading/writing learners 

 Write out sentences and phrases that summarize key information obtained from your 
textbook and lecture. 

 Make flashcards of vocabulary words and concepts and take a mental picture of the 
information. 

 Write out explanations for diagrams or illustrations. 

 Use highlighter pens with different colors to ―color code‖ things when studying new 
information or notes. 

Doing 

If you are what's called a Kinesthetic Learner, you will learn best when you're 
moving around. You will remember things best when you've done them (rather 
than just read about them). In lectures you may make lots of notes but tend 
never to look at them again. 

 

Study tips to help people who are kinesthetic learners 

 Move around as you learn and revise. 

 Work through problems physically. 

 Mentally review what you've been studying while you're swimming or jogging. 

 Use models and machines when you can. 

 Take plenty of breaks while you're studying. 

For additional information on study skills, check out the following: 

http://www.studygs.net/index.htm 

http://www.dartmouth.edu/~acskills/success/study.html 

http://www.how-to-study.com/ 

http://www.collegetips.com/college-classes/study-tips.php 

http://www.helium.com/knowledge/185414-10-study-tips-for-college-students 

Study tips adapted from:  http://www.studyskills.soton.ac.uk/studytips/learn_styles.htm  
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Studying           

Class Twelve:  Study Tips 
 

 
 
 
Going back to school requires budgeting additional time beyond going to class.  On 
average, you will have at least two hours of homework for each hour that you 
spend in class.  The following study tips below can you help you set up a 
reasonable schedule for studying and completing homework. 
 

 
1. Take advantage of downtime. Use your extra time to get ahead in classes if you can.  If you 

take a long bus ride each day or have some spare time while you do your laundry, why not use 
it to get a little studying in?   

 
2. Set goals. Set a clear goal of how much you want to get done and try your best to meet it; this 

will help motivate you to study. 
 

3. Use the syllabus. Your syllabus will let you know when and how fast you‘ll be covering topics 
in your class. You can use it to get ahead when you have extra time or to know when and what 
you‘ll need to work on each day to keep up. 

 
4. Study difficult subjects first. Get the hard stuff out of the way and you‘ll get more done in the 

long-run and be less likely to procrastinate. 
 

5. Work in short blocks with breaks. The most effective way to get through material is to go 
through it in smaller sessions and to give your mind and eyes time to rest in between with short 
breaks. 

 
6. Team up with classmates.  Sometimes collaboration can be a much faster way to get through 

material, and it can be a great help if you‘re struggling with certain concepts.  
 

7. Avoid skipping class. Going to class will make it easier for you to keep up with the material 
and will give you the chance to ask questions. 

 
8. Create a strategy and prioritize. Focus on certain subjects first or spend a little extra time on 

topics that you struggle with.  If you‘ve got a number of homework assignments, focus on the 
ones that are due the soonest or that will take you the most time to complete first. Whatever 
you do, make sure it works for you and makes the most of your time. 

 
9. Assign a specific amount of time the project should take. Assign a specific amount of time 

that you think a project should take and try to fit it into that time frame. This isn‘t always 
possible, but if you know about how long it takes you to complete a certain kind of assignment, 
it can help keep you on task. 

 
10. Find your peak hours. Everyone has hours of the day when they simply perform better 

mentally. Figure out what your peak times are, and do your hardest work during these times so 
that you‘ll have the energy to get through them more quickly. 

 
11. Work smarter. You don‘t have to work harder to get more done, just smarter. If you know you 

have two projects that need research at the library, work on both at the same time and save 
yourself an extra trip. 

 
Adapted from:  http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/ 



Page | 64 
 



Page | 65 



Page | 66 
 

 

Commonly Used Symbols and Abbreviations:  

& and 

No. or # number 

= equal to, is the same as 

b/4 before 

ref. reference 

w/ with 

> greater than 

< less than 

i.e., that is 

vs. versus, as opposed to 

e.g., for example 

etc. et cetera 

Q. question 

b/c because 

w/o without 

 

 

*Information adapted from: http://www1.chapman.edu/arc/goodnotes.html 
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Example 

Reasons for 
reproduction rates in 
agri. societies 
 
4-5 not THAT many, 
esp compared to 
other cultures                                          
 
Reasons for families 
getting smaller           

 
―Less need‖ rather 
than ―no need‖  

High reproduction rates used to be necessary 

--Kids in agricultural societies 

--Kids cared for parents in old age 

--Many kids = advantage 

These factors + short life expect. = American woman w/4-5 kids 

 

 

 

Families got smaller over time, less children wanted & born 

--Lower death rates 

--Less need for child labor 

--Higher costs for raising children 

--Better birth control 

 

 

Summary  

In agricultural societies, children needed for work and to care for aging parents; thus, 
families were large. In modern society, families smaller b/c less need for labor, higher costs 
for raising children, etc. 
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The Outlining Method 

Using indented or dashed lines can be an effective way to take notes, particularly when an 
instructor tends to lecture using an outline format.  In this method, general information (such 
as the main topic) begins at the left.  As information gets more specific, it becomes indented 
to the right.  Indenting shows the relationship between each subgroup. 

As you listen to the lecture, write the key points in a pattern using space indentation. Place 
major points farthest to the left. Indent each more specific point to the right. Levels of 
importance will be indicated by distance away from the major point.  

Advantages:  Well-organized system if done right. Outlining records content as well as 
relationships. It also reduces editing and is easy to review by turning main points into 
questions. 

Disadvantages:  Requires more thought in class for accurate organization. This system may not 
show the order of relationships when needed and it cannot be used if the lecture is too fast. 

When to Use:  The outline format can be used if the lecture is presented in outline 
organization. Use this format when there is enough time in the lecture to think about and 
organize information. This format can be most effective when you can handle the outlining 
regardless of the note-taking situation. 

Example: 

High reproduction rates 
 --Used to be necessary before modern times 
 --Reasons 

1-Offset high infant mortality 
  2-In agricultural societies 
   Kids assets in home and on farm economy 
   Kids cared for aging parents 
   Many kids = advantage 
 --These reasons + short life expect. = American women spent life raising 4-5 kids 
 
Couples adopted small family pattern 
 --Even before tradition of large family disappeared 
 --Decline in # of kids & desire for kids due to: 
  1-Lower mortality rates 
  2-Less need for child labor in agriculture 
  3-Increasing costs of raising children in urban, indust. society  
  4-Improved birth control methods 
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The Mapping Method 

Mapping is a visual representation of the content of a lecture. Information is grouped 
together on the paper with lines, arrows, or circles linking to connect ideas together. 

Advantages:  This format helps you to visually track your lecture and see clear relationships 
between different groups of information.  It is also easy to edit your notes by adding 
numbers, marks, and color coding.   

Disadvantages:  It might be difficult for you to sort through the major points of the lecture. 
As you review the notes, you will need to recall your thought process for grouping 
information. 

When to Use:  Use when the lecture content is well-organized. May also be used effectively 
when you have a guest lecturer and have no idea how the lecture is going to be presented.  
This style of note-taking is useful for visual learners. 

Example: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Rates of reproduction 

High until modern times 
Small family pattern 

adopted 

Necessary 

b/c of high 

mortality 

In 

agricultural 

societies 

Decline in 

# of kids 

Kids assets 

in home and 

on farm 

Kids cared 

for aging 

parents 

Many kids 

= advantage 

Amer. woman spent 

life raising 4-5 kids 

Lower 

death 

rates 

Less need 

for child 

labor 

Higher 

cost for 

raising 

kids 

Better 

birth 

control 
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The Sentence Method 

With this method, you are capturing each piece of information that you hear on a separate 
line on your paper, numbering each entry as you go along.  After class, you may want to 
review your notes and highlight connections between ideas. 

Advantages:  This method allows you to record most or all of lecture on paper.  Additionally, 
the act of rewriting is good preparation for essay tests. 

Disadvantages:  You may be more focused on taking the notes rather than on understanding 
the information that you are writing down.  It can also be difficult to identify the major 
points and you spend extra time rewriting the notes.  You may also find it difficult using these 
notes for review, particularly if you have not highlighted critical information. 

When to Use:  This method is useful when you have organized lecture material that is 
delivered quickly.  You may like this method when the instructor often gives you verbal cues 
to indicate that major points are being discussed such as, ‗There are four recurring themes..."   

Example 

1- High rates of reproduction used to be necessary to offset high mortality.  
2- In agricultural societies, kids were assets in the home and on farms. 
3- Parents relied on their kids for care in their old ages. 
4- Large numbers of kids were an advantage. 
5- Because of these factors and short life expectancy, American women spent most of 

their lives raising 4-5 kids.  
6- Before the tradition of large families disappeared, couples were adopting small family 

pattern. 
7- Because of decreasing mortality rates, less need for child labor in agriculture, higher 

costs for raising kids in industrialized urban society and better birth control, # of kids 
wanted and born decreased.  
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For additional information on taking notes, you can check out the following websites: 

http://www.studygs.net/ 

http://www.cui.edu/studentservices/learningservices/index.aspx?id=2416#Cornell 

http://www1.chapman.edu/arc/goodnotes.html 

http://sas.calpoly.edu/asc/ssl/notetaking.systems.html#outline 

http://sas.calpoly.edu/asc/ssl/lecturenotes.html 

http://www.eiu.edu/~lrnasst/notes.htm 

http://www.umm.maine.edu/note-taking.html 

 

 

 

 

 

 

 

 

 

 

 

 

 

Material adapted from the CalPoly Study Skills Library at http://sas.calpoly.edu/asc/ssl/notetaking.systems.html 
and Concordia University Learning Services at 
http://www.cui.edu/studentservices/learningservices/index.aspx?id=2416#Cornell 
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Class Thirteen:  Cornell Note Taking Template 
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Class Thirteen:  Cornell Note Taking Template 
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Class Thirteen:  Managing Your Time 

 

Going back to school will likely lead to a shift in priorities and call for a balancing act 
between family, work and classes.  Time management will be an important skill on 
which to focus as you add school and homework to what is already a busy schedule.  
Thinking about how you currently spend your time will help you think about where you 
can make adjustments so that you add new priorities to your life. 

 

Basics of Time Management 

1. Don’t take too many credits. Start with a smaller load and add classes as you get adjusted to 
being back in school. 

2. Write things down. Use your student planner or a notebook to take down all your important 
engagements, assignments and more.  Figure out what you need to get done each week on 
Sunday or Monday so that you know what to expect and how your week will play out. 

3. Stay organized. Keep your notes, assignments, papers, handouts, etc. for each class in a 
separate binder or folder.  You can save a lot of time trying to find the information you need if 
you  get organized for your classes at the start of the quarter. 

4. Take charge of your time. You control your time.  Get important things done and learn to say 
no if you have to.  Keep a record of the time you spend on each thing so you can get a better 
idea of how much time to allow yourself in the future. 

5. Focus on one thing at a time. Stay focused on one thing at a time. Once you complete a task, 
check it off and move on to the next one. 

6. Resist the urge to procrastinate. It is easy to get distracted and find other things to do when 
you need to study for a test or complete an assignment.  Manage your time effectively by 
finding a way to ignore these distractions.  For example, give yourself little breaks as rewards 
for not putting off tasks or set mini deadlines to help you keep working through a large 
assignment. 

7. Learn material the first time around. Ask for help, if you don‘t understand something in your 
classes.  Ask your classmates and instructor questions to ensure you learn it the first time. It 
can help you to more easily understand other concepts and will save you the time of revisiting 
the topic later. 

8. Control your surroundings. While you can‘t always make your study environment distraction 
free, you can do your best to create an environment that is most conducive to getting work 
done. Go to the library, put on headphones or whatever it takes to keep you from straying off 
task. 

9. Have confidence in your abilities. Sometimes your schedule will seem almost impossible. Have 
confidence that you can do things, and you may surprise yourself when you truly step up to the 
challenge. You‘ll never know how much you can do unless you test yourself, so give yourself 
opportunities to shine, even under pressure. 
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10. Get the most out of class. Read over class materials ahead of time so you have a rough idea of 
what class will be about. This will allow you to concentrate on the most important elements of 
the lessons and make it easier for you to study in the future. 

11. Know what’s important to you. Everyone has a different idea of what they want to take out of 
college. Figure out what things are most important to you and concentrate the bulk of your 
energies on those. 

12. Have confidence in your abilities. Sometimes your schedule will seem almost impossible. Have 
confidence that you can do things, and you may surprise yourself when you truly step up to the 
challenge. You‘ll never know how much you can do unless you test yourself. 

Developing a Schedule  

1. Set up daily study times. One thing you can easily add to your schedule is a few hours each 
day that are just dedicated to studying.  

2. Keep trying new systems. Your first way of scheduling yourself and managing your time may 
not be as effective as you like.  Keep looking for a method that works for you.   

3. Create realistic to-do lists. Be realistic about what you can accomplish in a day.  Think about 
what is truly doable each day and you won‘t end up disappointed when you don‘t finish 
everything you planned. 

Building in Personal Time  

1. Always make time for things you enjoy.  Ensure that you‘re scheduling in enough time for 
fund so you won‘t get burnt out.  And, while hanging out with friends is fun, sometimes you 
just need to set aside time for doing things that you like to do alone. 

2. Don’t schedule out sleep. If you‘re not getting enough sleep, your grades could start to suffer.  
Schedule yourself an adequate amount of time each night to rest and recuperate. 

3. Keep a good school-life balance. The time you spend doing assignments is no more important 
than the time you spend relaxing and being with friends. Your life has to maintain a balance; 
schedule your time accordingly.  Set some guidelines as to how much time you‘ll dedicate to 
work each day and how much time you‘ll dedicate to enjoying yourself.  

For additional information on time management, check out the following: 

http://www.csbsju.edu/academicadvising/help/23tmt.htm 
http://www.timemanagementhelp.com/college.htm 
http://sas.calpoly.edu/asc/ssl/time.mgt.strategies.html 
http://sas.calpoly.edu/asc/ssl/procrastination.html 
http://sas.calpoly.edu/asc/ssl/time.mgt.tips.html 
http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/ 
 
 

Tips adapted from : http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/ 

 

http://www.csbsju.edu/academicadvising/help/23tmt.htm
http://www.timemanagementhelp.com/college.htm
http://sas.calpoly.edu/asc/ssl/time.mgt.strategies.html
http://sas.calpoly.edu/asc/ssl/procrastination.html
http://sas.calpoly.edu/asc/ssl/time.mgt.tips.html
http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/
http://www.collegeathome.com/blog/2008/05/21/57-time-management-hacks-for-college-students/
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          Class Thirteen:                                                         
Time Management Exercise Part One 

 

Estimate how much time you spend per week on the activities listed below.  You will be 
tracking your time over the course of the week to get an accurate picture of how you are 
spending your time in Part Two of the time Management Exercise.   

 

Activity Hours per Week 

Classes 
  

Studying 
  

Sleeping 
  

Exercise/Sports 
  

Work/Internship 
  

Family Commitments 
  

Personal Care/Grooming 
  

Meal Preparation/Eating/Clean-Up 
  

Transportation (school, work, etc) 
  

Relaxation (TV, video games, etc) 
  

Socializing & Friends 
  

Other (describe) 
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Class Thirteen:                                       
Time Management Exercise Part Two 

Determine how you spend your time in a typical week. 
Block out the amount of time you spend per day on the activities listed in the box next to the chart.  Count up 
your blocks of time and add up how many hours you spend per activity in the box.  Also take a look at how much 
time your activities add up to per day; each day should total 24 hours. 

 
Sunday Monday Tuesday Wednesday Thursday Friday Saturday 

12 - 12:30 a.m. 
       

12:30 - 1:00 a.m. 
       

1 - 1:30 a.m. 
       

1:30 - 2 a.m. 
       

2 - 2:30 a.m. 
       

2:30 - 3 a.m. 
       

3 - 3:30 a.m. 
       

3:30 - 4:00 a.m. 
       

4 - 4:30 a.m. 
       

4:30 - 5 a.m. 
       

5 - 5:30 a.m. 
       

5:30 - 6 a.m. 
       

6 - 6:30 a.m. 
       

6:30 - 7 a.m. 
       

7 - 7:30 a.m. 
       

7:30 - 8 a.m. 
       

8 - 8:30 a.m. 
       

8:30 - 9 a.m. 
       

9 - 9:30 a.m. 
       

9:30 - 10 a.m. 
       

10 - 10:30 a.m. 
       

10:30 - 11 a.m. 
       

11 - 11:30 a.m. 
       

11:30 a.m. - 12 p.m. 
       

12 - 12:30 p.m. 
       

12:30 - 1:00 p.m. 
       

1 - 1:30 p.m. 
       

1:30 - 2:00 p.m. 
       

2 - 2:30 p.m. 
       

2:30 - 3:00 p.m. 
       

3 - 3:30 p.m. 
       

3:30 - 4 p.m. 
       

4 - 4:30 p.m. 
       

4:30 - 5 p.m. 
       

5 - 5:30 p.m. 
       

5:30 - 6 p.m. 
       

6 - 6:30 p.m. 
       

6:30 - 7 p.m. 
       

7 - 7:30 p.m. 
       

7:30 - 8 p.m. 
       

8 - 8:30 p.m. 
       

8:30 - 9 p.m. 
       

9 - 9:30 p.m. 
       

9:30 - 10 p.m. 
       

10 - 10:30 p.m. 
       

10:30 - 11 p.m. 
       

11 - 11:30 p.m. 
       

11:30 p.m. - 12 a.m. 
       

Total hours 
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Budget Worksheet 



 

 
Class Sixteen:  List of Public Benefits 

 
 

There are a variety of public benefits available to help support you while you are in school.  These 
benefits are often determined by income and household size.  Basic information is described below; 
talk to your case manager to determine what you may be eligible to receive.  For the benefits 
listed below, you can apply online at:   
https://fortress.wa.gov/dshs/f2ws03esaapps/onlinecso/applying.asp 
 
Temporary Assistance for Needy Families (TANF) 
Provides temporary cash and medical help for families in need. Some families participate in the 
WorkFirst Program. The WorkFirst Program helps participants find and keep jobs.  Washington state 
residents who are responsible for the care of children or who are pregnant are eligible.  Eligibility is 
also based on income (resources less than $1000) and legal resident status. 
 
Working Connections Child Care 
Helps families pay for childcare.  Households with parents who are working or are participating in a 
Department of Social and Health Services (DSHS) approved work activity and whose children meet 
citizenship requirements are eligible.  Eligibility is also based on income and household size. 
 
Children’s Healthcare Programs 
Medical programs for children living in Washington State, which includes Basic Health Plus and the 
State Children‘s Health Insurance Program (SCHIP).  Each program has its own eligibility guidelines.  
Children under age 19 are eligible. 
 
Basic Health 
Basic Health is a state-sponsored program providing low-cost health care coverage.  Basic Health is 
for Washington State residents who are:  

 Within Basic Health's Income Guidelines;  
 Not eligible for free or purchased Medicare;  
 Not institutionalized at the time of enrollment; and  
 Not attending school full-time in the United States on a student visa. 

There is currently a wait list for basic health. 
 
Family Medical 
A medical program for families.  Families with dependent children under the age of 19, whose 
income and resources are below Temporary Assistance to Needy Families (TANF) limits are eligible. 
 
DSHS Emergency Programs 
You can expect a prompt response when you are in an emergency situation. If you need help with 
any of the following, you should be able to talk to someone about your situation right away: 

 Eviction 
 No food 
 Homelessness 
 Pregnancy medical 

 Utility shut off 
 Domestic violence 
 Medical emergency 
 Non-receipt of benefits 

 Daycare needed due to work 
 Circumstances which present harm to yourself or others 

 
Washington Basic Food Program 
The Basic Food Program helps low-income individuals and families obtain a more nutritious diet by 
supplementing their income with Basic Food benefits.  Washington state residents are eligible.  
Eligibility is also based on income, household size and legal resident status. 
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Class Sixteen:  Asking the Right 
Questions & Communicating with 

Instructors 
 

Scenario 1: 
Ellen is getting ready to start CNA training at a local college and the classes will be held in 
the mornings, twice per week.  She has arranged for childcare and transportation.  She has 
also worked with her employer to arrange her schedule so that she can get to class.  On the 
first day of class, she arrives and finds out that the class schedule has changed.  The class 
will no longer be offered this quarter and, depending on enrollment, may start in the next 
quarter. 
 
What questions should Ellen ask?  Who should she go to seek information? 
 
Scenario 2: 
It took you a long time to complete your financial aid paperwork and your money isn‘t 
available yet.  As a result, you are not able to get your student I.D. or buy books.  Since you 
don‘t have your I.D. yet, you also can‘t access the library to check out textbooks or use the 
computer lab.  Classes will be starting in a couple of days.   
 
Who do you talk to? 
 
Process: 

1. Brainstorm Questions 
2. Review Questions and Prioritize 
3. Pursue Response 

 
Use the space below to develop your questions: 
 

Questions – What do you ask? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Solution – Who Can Help? 
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Communicating with Instructors 
 
Establishing a positive relationship with your instructor/professor is an 
important aspect of your college experience.  If you are confused about 
the class or received a grade that you would like to discuss, it is important 
to learn how to communicate with your instructor.  Oftentimes, you may 
have a clarifying question or need to gain other information to help you 
with your schoolwork.  In such situations, knowing how to ask questions is 
going to be an important skill.  You also need to know how instructors 
prefer to be contacted, which they will mention at the first class or note 
on the syllabus.  The following provides tips on how to best communicate 
with your instructor: 
 

 Make use of office hours.  Instructors are available at specified times during the week to 
talk with students.  If you cannot make office hours, contact your instructor to make an 
appointment. 

 

 Be prepared.  Think about the questions you want to ask in advance.   
 

 Be punctual.  Arrive at your appointment on time.  And, if you can‘t make your 
appointment, call or email your professor to let them know in advance. 

 

 Be respectful.  It is important to note how to address your instructor.  If instructors are 
tenured, you may call them Professor {last name}.  If they have a PhD, you would refer to 
them as Dr.  If you are unsure, always use Mr. or Mrs.  And, always thank your instructor 
after your session with them. 

 

 Be proactive.  Don‘t wait until the last minute to clear up an issue.  Talk with your 
instructor as issues come up so that you can address them in a timely manner. 

 

 Be friendly and have an open attitude.  If you are asking for feedback on a test or 
assignment, it will be important for you to listen and accept constructive criticism, which 
isn‘t always easy.  Instructors are there to help you and their feedback can assist you in 
being successful.  Getting defensive or angry will get in the way of you receiving the help or 
information that you need.   
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       Glossary of Basic College Terms 
 

 

 
Admissions:  Completing and submitting the application to the 

college.  Upon completion, accepted students receive a student 
identification number and can take the next step of meeting 
with an advisor and enrolling in classes. 

 

Adult Basic Education (ABE):  Pre-college courses that help 
students build basic skills in reading, writing and math.  The 
courses are non-credit.  ABE programs are part of Basic Skills 
departments.  

 

Advising:  A relationship between a student and a college advisor 
that helps students reach their educational goals.  Advisors help 
students with selecting programs and the correct courses to 
ensure they meet the graduation requirements.  The advisor also 
reviews course requirements and can help students address any 
academic problems. 

 

Assessment:  A test that measures your knowledge and/or skill 
level in certain subjects/areas such as math, reading, writing, 
English.  The results help the college advisor or career pathways 
navigator place students in the appropriate classes. 

 

Associate’s Degrees:  A degree received after completing at least 
two years of college coursework.  Degrees are awarded in a 
variety of occupational areas.  There is an Associate of Arts 
Degree (AA, academic transfer), an Associate of Applied Science 
Degree (AAS, professional/technical), and an Associate of 
Applied Science Transfer Degree (AAST, professional/technical 
transfer). 

 

Basic Skills / Basic and Transitional Studies:  This department 
includes Adult Basic Education (ABE), General Education 
Development (GED), and English as a Second Language (ESL) 
programs.  ABE, GED, and ESL courses are non-credit.  

 

 

 
Certificate:  A certificate is awarded after completing a short-term 

training program (1 – 2 quarters) and/ or a one-year program.  
Some programs also offer two-year certificate programs that 
require a few less courses than a two-year degree.  The 
certificate is generally recognized by the industry for which the 
certificate is offered. 

 

Continuing Education:  Short-term courses, programs, or 
organized learning experiences for adults, sometimes taken after 
a degree is obtained, to enhance personal or professional goals.  
Courses are offered in a variety of topics from business planning 
to photography and creative writing.  Continuing education can 
also include courses that bring participants up to date in a 
particular area of knowledge or skills, which are required for a 
job.  Continuing Education courses are not for credit and are not 
eligible for financial aid. 

 

Counseling:  Guidance and support provided to students to help 
manage stress or other difficulties that they may encounter 
while in school.  Counselors meet with students individually to 
discuss any problems or issues and help students cope with the 
challenges they may experience. 

 

Credits:  Credits are earned based on the type of class and number 
of hours spent in the class per week.  Generally, for lecture 
classes, 1 hour of class per week equals 1 credit.  For lab (hands-
on) classes, 2 hours of class per week generally equals 1 credit.  
Full-time and part-time student status depends on the number of 
credits you are taking as a student. 

Developmental Education (Dev Ed):  Pre-college courses that 
prepare students for college-level coursework in math, reading 
and math.  Developmental Education includes multiple levels 
with students progressing as skills are developed.  
Developmental classes are usually a higher level than ABE 
classes, but there can be some overlap in levels. 
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Distance Learning:  Education that occurs outside of the 
traditional classroom and on an individual basis. The students 
and instructors interact through web-based communication. 
Lectures can be viewed online and homework assignments and 
questions are submitted via email.  Also called online learning.   

 

Enrollment:  The process of choosing and signing up for the classes 
you would like to take during the semester.  Enrollment is often 
done with the assistance of a college advisor.  Also referred to as 
registration.   

 

FAFSA:  Free Application for Federal Student Aid.  A form that must 
be completed to qualify for federal and state financial aid. 

 

Fees:  Additional charges by the college that are not included as 
part of tuition.  Fees can be used to cover the costs of materials, 
equipment, and student activities, etc. 

 

Financial Aid:  Money that is available to students to help pay for 
college tuition or other expenses.  Types of aid include grants, 
loans, and scholarships.  Grants and scholarships do not need to 
be paid back; loans, however, are considered borrowed money 
and must be paid back.  There are also other funding sources 
available from the state for students who meet certain criteria.   

 

Grade Point Average (GPA):  The average of all the course grades 
you have received, on a four-point scale. 

 

Pre-requisite (Pre-req):  A course that must be completed prior 
to taking another course.  For example, completion of the 
Certified Nursing Assistant certificate can be a pre-requisite for 
continuing with the Licensed Practical Nurse training.  Pre-
Requisites are also sometimes called Requirements. 

 

Professional/Technical Education (Prof/Tech):  Combines 
technical and career skills with academic content such as 
reading, writing, and math, to prepare students for the 
workplace. In some colleges, Prof/Tech is referred to as 
Workforce Development or Workforce Education. (see Workforce 
Education and Workforce Development) 

Quarter (Qtr):  The academic year is often broken up into quarters 
(Fall, Winter, Spring and Summer).  Courses are offered each 
quarter.  Fall, Winter, and Spring quarters last 11 weeks; 
Summer quarter is usually less than 11 weeks. 

  

Registration:  See Enrollment. 
 

Syllabus:  An outline of the course that you will be taking that 

provided important information such as test dates, due dates for 
homework, assignments, policies and expectations. 

 

Transcript:  A student‘s permanent academic record that shows 
the courses taken, grades received, academic status, and honors 
received. 

 

Tuition:  The amount of money paid for each credit one is enrolled 
in.  It does not include books, fees, or equipment costs. 

 

Workforce Development:  Generally, a department within the 
community college that is focused on short-term training to 
prepare students for jobs.  This department also helps students 
access funding sources to pay for the training as well as provide 
assistance in accessing additional services to help with student 
success such as support services and tutoring.  Depending on the 
college, the Workforce Development department can part of the 
Professional/Technical department or it can be a separate 
department.   Workforce Development can also be referred to as 
Workforce Education is some colleges. (See Workforce Education 
and Professional/Technical Education) 

 

Workforce Education:  Programs focused on developing work-
related skills in a given occupation.  In the college, Workforce 
Education may be another name for Workforce Development, or 
it may be another name for the Professional/Technical Division.  
(See Workforce Development and Professional/Technical 
Education) 

 
Definitions have been adapted from “College Terminology” from www.universitylanguage.com, “Glossary of College Terminology” from San Diego City College, and the Career Pathways Glossary from 
WorkSource Oregon. 
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Allied Health Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Jobs & Wages*

Certified Nurse Assistant

Home Health Aide

Phlebotomist

$10.00  - $13.00

Start Here

 

 

Short-Term 

Certificate

11 – 14 credits earned

1 - 2 quarters

 (3-6 months)

Certificates from SCC, SSCC, 

and RTC that lead to entry-

level allied health positions.

1 Year Certificate

21 – 85 credits earned

3 – 4 quarters

(9 – 12 months)

Certificates from SSCC and 

RTC that lead to entry-level 

allied health positions.

You’ll be ready to transfer 

to many 4 year colleges 

and universities.

Examples include:  
 University of Washington

 Eastern Washington 

University

 Evergreen State College

 Washington State 

University

95 – 158 credits earned

5 – 10 quarters

(15 – 30 months)

Jobs & Wages*

Registered Nurse

Public Health Educator

Researcher

Health Policy Analyst

$16.00 - $30.00
Jobs & Wages*

Licensed Practical Nurse 

Pharmacy Technician

Medical Assistant

Veterinary Assistant

$12.00 - $20.00

Jobs & Wages*

Registered Nurse

Surgical Technologist

Medical Laboratory Tech

$16.00 - $21.00

Certificates from SCC, SSCC, 

and RTC that lead to nursing 

and other medical positions.

College Contact Information

2 Year Degree

4 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

Shoreline Community 

College (SCC)

Jan Otten

FOSS Building

(206) 546-5885

South Seattle Community 

College (SSCC)

Wendy Price

Robert Smith, Room 81

(206) 768-6667

Renton Technical 

College (RTC)

Maggi Sutthoff

Roberts Campus Center

Building I

(425) 235-2352 x5542
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Allied Health Training Options

What is it like to work in Allied 

Health Occupations?

Major employers:

 Medical offices, hospitals, clinics

Tasks & Skills

 Record patients‘ medical information and 

vital signs.

 Change dressings, bed linens and clean 

patients‘ living area.

 Converse with patients. 

 Help patients move in and out of bed, 

wheelchairs, automobiles. 

 Listen to others, understand, & ask 

questions. 

 Enjoy caring for others.

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 S c h ool  P rog ram

 P rog ram  

 Len g th  

(q u ar ter s )

 C red its  

 Earn ed
 En try  Req u irem en ts

 Phlebotom y T echnician 0 .5 11

 M in im um  A g e: 18

 M us t tak e C O M PA S S  tes t

 H ig h D iplom a  or G ED

 Nurs ing  A s s is tant 0 .75 14  C O M PA S S  s core

 Phlebotom y 2 11

 C O M PA S S  tes t:  61  reading , 

 28  writing

 ES L  L ev el 5

 A bility to  pa s s  back g round check

 Ins tructor interv iew

 C ertif ied Nurs ing  A s s is tant ( I-BES T ) 1 20

 C A S A S  tes t:   220  reading

 ES L  L ev el 3

 Ins tructor interv iew

 A bility to  pa s s  back g round check

 S ou th  S eattle Com m u n ity  Colleg e

 Nurs ing  Prog ram s
 Nurs ing  A s s is tant C ertif ied 1 12  C A S A S  tes t:   221  reading  &  m ath

 S h orelin e Com m u n ity  Colleg e

 H ea lth O ccupations  

 Sh ort-term  Certif ica te O ption s

 Ren ton  Tec h n ic a l Colleg e

 A llied H ea lth C areers  

 Veterina ry A s s is tant 3 21
 M in im um  A g e: 18

 M us t tak e C O M PA S S  tes t

 L icens ed Practica l Nurs e (L PN) 4 75

 S urg ica l T echno log is t 4 82

 Pha rm acy T echnician 4 75

 O phtha lm ic A s s is tant 4 75

 M edica l A s s is tant 4 85

 S h orelin e Com m u n ity  Colleg e

 H ea lth O ccupations  
 M edica l L ab T echnician 4 48

 C O M PA S S  tes t:  80  reading , 

 47  writing , 60  a lg ebra

 A bility to  pa s s  back g round check

 S ou th  S eattle Com m u n ity  Colleg e

 Nurs ing  Prog ram s  
 L icens ed Practica l Nurs e (L PN) 4 81

 C O M PA S S  tes t:  68  writing , 

 81  reading , 71  a lg ebra

1  Yea r  Certif ica te O ption s

 M in im um  A g e: 18

 M us t tak e C O M PA S S  tes t

 H ig h D iplom a  or G ED

 Ren ton  Tec h n ic a l Colleg e

 A llied H ea lth C areers  

 M in im um  A g e: 18

 C O M PA S S  tes t:  40  m ath, 

 56  reading  &  writing

 S urg ica l T echno log is t 5 -6  102

 M in im um  A g e: 18

 C O M PA S S  tes t:  40  m ath, 

 56  reading  &  writing

 Pha rm acy T echnician 5 -6  95

 O phtha lm ic A s s is tant 5 -6  95

 M edica l A s s is tant 5 -6  105

 M edica l L abora tory T echnician 7 158

 R eg is tered Nurs e 2  (+4  fo r L PN)

 M in im um  A g e: 18

 H ig h S choo l D iplom a  or G ED

 C om pletion  o f L PN prog ram

 M edica l L abora tory T echnician 8 114 -119

 C O M PA S S  tes t:  60  a lg ebra , 

 79  writing , 85  reading

 A bility to  pa s s  back g round check

 R eg is tered Nurs e 6 -10 106 -110

 C O M PA S S  tes t:  79  writing , 

 85  reading , 85  a lg ebra

 A bility to  pa s s  back g round check

 S ou th  S eattle Com m u n ity  Colleg e

 Nurs ing  Prog ram s
 L PN to  R eg is tered Nurs e  L adder 3 102  C O M PA S S  s core

2  Yea r  D egree O ption s

 S h orelin e Com m u n ity  Colleg e

  H ea lth O ccupations  

 M in im um  A g e: 18

 M us t tak e C O M PA S S  tes t

 H ig h  D iplom a  or G ED

 Ren ton  Tec h n ic a l Colleg e

 A llied H ea lth C a reers  
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Office & Business Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Jobs & Wages*

Office Clerk

Receptionist

Word Processing

Data Entry

$9.00  - $13.00

Start Here

 

 

Short-Term 

Certificate

5 – 19 credits earned

1 - 2 quarters;

 3-6 months

Certificates from SCC, SSCC, 

and RTC that lead to entry-

level office positions.

1 Year Certificate

45 – 80 credits earned

3 – 4 quarters;

9 – 12 months

Certificates from SCC, SSCC, 

and RTC that lead to entry-

level office positions.

You’ll be ready to transfer 

to many 4 year colleges 

and universities.

Examples include:  
 University of Washington

 Eastern Washington 

University

 Evergreen State College

 Washington State 

University

90 – 104 credits earned

5 – 6 quarters;

15 – 18 months

Jobs & Wages*

IT Project Manager

Human Resources Associate

Business Analyst

$18.00 - $25.00Jobs & Wages*

Office Assistant 

Receptionist 

Customer Service Rep

Records Clerk

$10.00 - $14.00

Jobs & Wages*

Administrative Assistant

Benefit Coordinator

Executive Assistant

Office Manager

$16.00 - $21.00

Certificates from SCC, SSCC, 

and RTC that lead to 

administrative support 

positions.

College Contact Information

2 Year Degree

4 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

Shoreline Community 

College (SCC)

Jan Otten

FOSS Building

(206) 546-5885

South Seattle Community 

College (SSCC)

Wendy Price

Robert Smith, Room 81

(206) 768-6667

Renton Technical 

College (RTC)

Maggi Sutthoff

Roberts Campus Center

Building I

(425) 235-2352 x5542
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Office & Business Training Options

What is it like to work in Office 

and Business Occupations?

Major employers:

 Local and state government agencies

 Business management companies

 Large corporations, small businesses, 

schools, hospitals

Tasks & Skills

 Perform general office duties: filing, 

supply orders, & bookkeeping.

 Operate office machines: copiers, fax 

machines, computers.

 Answer phones & deliver messages. 

 Coordinate schedules & plan meetings. 

 Organize, plan, & prioritize work.

 Express ideas clearly in speaking & 

writing.

 Listen to others, understand, & ask 

questions. 

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 Office Assistant/Receptionist 1.5 19

 Basic Computer Applications variable 13

 Bank Teller 1 5

 Business Software Applications 2 19

 Microsoft Software Applications 2 19

 Word Processing 2 19

 Customer Service Specialist/

 Receptionist
2 19

 Office Assistant/Receptionist 1 17

 I-BEST Bilingual Office Assistant 2 19  ESL Level 5 or 6

 South Seattle Community College

 Business Information Technology 

 First Step: Intro to Office 

 & Computers
1 7  Required orientation

 Short-term Certificate Options

 Minimum Age: 18

 Must take COMPASS test

 Renton Technical College

 Business Technology 

 Shoreline Community College

 Business 

 COMPASS test:  35 pre-algebra, 

 65-79 reading, 35-46 writing

 Administrative Office Management 4 80

 Office Support Specialist 4 73

 General Business Administration 3 53

 Business Technology 3 47-50 

 South Seattle Community College

 Business Information Technology 
 Business Information Technology 3 45-47 

 COMPASS test:  68 writing, 

 81 reading, 50 pre-algebra

1 Year Certificate Options

 Shoreline Community College

 Business 

 Minimum Age: 18

 Must take COMPASS test

 Renton Technical College

 Business Technology 

 COMPASS test: 85 algebra, 

 85 reading, 79 writing

 Executive Assistant 5 104

 Administrative Office Management 6 100

 General Business Administration 6 94-96 

 Business Technology 6 90

 South Seattle Community College

 Business Information Technology 
 Business Information Technology 6 96-100 

 COMPASS writing 77,  

 algebra 71

 Shoreline Community College

 Business 

2 Year Degree Options

 Minimum Age: 18

Must take COMPASS test

 Renton Technical College

 Business Technology 

 COMPASS test: 85 algebra, 

 85 reading, 79 writing
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Accounting Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Jobs & Wages*

Accounting Clerk

Payroll Clerk

Accounts Receivable/

Accounts Payable Clerk

$10.00  - $13.00

Start Here

 

 

Short-Term 

Certificate

15 – 36 credits earned

1 - 2 quarters

(3-6 months)

Certificates from SCC and 

RTC that lead to entry-level, 

accounting-related positions.

1 Year Certificate

55 – 62 credits earned

3 – 4 quarters

(9 – 12 months)

Certificates from SCC, SSCC, 

and RTC that lead to entry-

level, accounting-related 

positions.

You’ll be ready to transfer 

to many 4 year colleges 

and universities.

Examples include:  
 University of Washington

 Eastern Washington 

University

 Central Washington 

University

 Washington State 

University

92 – 109 credits earned

5 – 6 quarters

(15 – 18 months)

Jobs & Wages*

Certified Public Accountant

General Accountant

Tax Accountant

Budget Analyst

$20.00 - $30.00
Jobs & Wages*

Bookkeeping Assistant 

Auditing Clerk 

Account Administrator

Accounting Assistant

$13.00 - $17.00

Jobs & Wages*

Accounting Associate

Bookkeeper

Junior Accountant

$15.00 - $20.00

Certificates from SCC, SSCC, 

and RTC that lead to 

accounting and other 

paraprofessional positions.

College Contact Information

2 Year Degree

4 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

Shoreline Community 

College (SCC)

Jan Otten

FOSS Building

(206) 546-5885

South Seattle Community 

College (SSCC)

Wendy Price

Robert Smith, Room 81

(206) 768-6667

Renton Technical 

College (RTC)

Maggi Sutthoff

Roberts Campus Center

Building I

(425) 235-2352 x5542
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Accounting Training Options

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

What is it like to work in 

Accounting Occupations?

Major employers:

 Accounting Firms and Banking Institutions

 Local and state government agencies

 Large corporations and small business

Tasks & Skills

 Check figures, postings and documents for 

accuracy.

 Operate computers and use accounting 

software to record and analyze 

information.

 Prepare and review budgets and develop 

reports. 

 Calculate and prepare invoices, account 

statements and other financial 

statements.

 Organize, plan, & prioritize work.

 Attention to detail. 

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 Accounting Clerk 1 15

 Accounts Receivable/Accounts 

 Payable Clerk
1 20

 Payroll Clerk 1 20

 Short-term Certificate Options

 Minimum Age: 18

 COMPASS test: 30 math

 Renton Technical College

 Business Technology 

 Shoreline Community College

 Business 

 Accounting Clerk 2 36

 COMPASS test: 40 reading

 or ESL 100 and Math 080

 South Seattle Community College

 Accounting 
 Accounting 4 58-60

 COMPASS test:  68 writing, 

 81 reading, 50 pre-algebra

1 Year Certificate Options

 Shoreline Community College

 Business 

 Minimum Age: 18

 COMPASS test: 30 math

 Renton Technical College

 Business Technology 
 Accounting Paraprofessional 4 62

 COMPASS test:  25 pre-algebra,  

 50 reading, 20 writing
 Accounting 3 55

 Accounting Paraprofessional 5 92

 Accounting Specialist 6 109

 South Seattle Community College

 Accounting
 Accounting 6 94-99

 COMPASS test:  68 writing, 

 81 reading, 50 pre-algebra

 Shoreline Community College

 Business 

2 Year Degree Options

 Minimum Age: 18

 COMPASS test: 30 math

 Renton Technical College

 Business Technology 

 Accounting 6 94
 COMPASS test:  25 pre-algebra,  

 50 reading, 20 writing

P
a
g
e
 |

 1
0
0 



 

Manufacturing & Machining Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Jobs & Wages*

Basic Welder

Welding Apprentice

Machine Setter

Shop Helper

$14.00  - $18.00

Start Here

 

 

Short-Term 

Certificate

16  – 37 credits earned

1 - 2 quarters

(3-6 months)

Certificates from SSCC and 

RTC that lead to entry-level 

and/or apprentice welding 

and machinist positions.

1 Year Certificate

61 – 83 credits earned

3 – 4 quarters

(9 – 12 months)

Certificates from SCC, SSCC, 

and RTC that lead to entry-

level and/or apprentice 

welding and machinist 

positions.

87 – 145 credits earned

5 – 7 quarters

(15 – 21 months)

Jobs & Wages*

Jobs & Wages*

Pipefitter 

Journeyman Grade 2 or 3 

Manufacturing Assistant

Metal Inert Gas Welder

$15.00 - $24.00

Jobs & Wages*

Welding Technician

Machinist

Combination Welder

Metal Fabricator & Fitter

$15.00 - $28.00

Certificates from SCC, SSCC, 

and RTC that lead to 

specialized welding or 

machinist positions.

Shoreline Community 

College (SCC)

Jan Otten

FOSS Building

(206) 546-5885

South Seattle Community 

College (SSCC)

Wendy Price

Robert Smith, Room 81

(206) 768-6667

 

College Contact Information

2 Year Certificate

2 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

106 – 165 credits earned

6 – 9 quarters

(18 – 27 months)

Certificates from SCC, SSCC, 

and RTC that lead to 

specialized welding or 

machinist positions.

Welding Technician

Machinist

Combination Welder

Metal Fabricator & Fitter

$15.00 - $28.00

Renton Technical 

College (RTC)

Maggi Sutthoff

Roberts Campus Center

Building I

(425) 235-2352 x5542
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Manufacturing & Machining Training Options

What is it like to work in 

Manufacturing & Machining?

Major employers:

 Architectural & structural metals 

manufacturers

 Commercial & industrial machinery 

manufacturers

 Agriculture, construction, & mining 

machinery manufacturers

Tasks & Skills

 Read blueprints or work orders & inspect 

metal work pieces.

 Weld, fuse or solder metal parts together

 Select appropriate tools, machines & 

materials to be used in machinery work.

 Position and fasten work pieces.

 Observe strict safe work habits.

 Problem solving and attention to detail.

 Time management. 

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 Basic Welding 2 36
 Minimum Age: 18

 Must take COMPASS test

 Computer Numerical Control (CNC) 2 37
 Same as above + prior 

 experience in the machine trades

 Shoreline Community College

 Science
 Basic Manufacturing (I-BEST) 1 21

 COMPASS test: 50 reading, 14 writing, 

 50 pre-algebra

 Welding Level One 1 16
 COMPASS test: 65 writing, 

 75 reading, 50 pre-algebra

 Welding Level Two 1 19

 Welding Level Three 1 18

 Same as above + Equivalent industry 

 experience or Level 1 Certificate

 Short-term Certificate Options

 South Seattle Community College

 Welding Fabrication 

 Renton Technical College

 Manufacturing and Product 

 Service Technology

 Renton Technical College

 Manufacturing and Product 

 Service Technology 

 Basic Machining 4 83

 Minimum Age: 18

 Must take COMPASS test

 Prior experience in the machine trades

 Shoreline Community College

 Science 
 CNC Machinist (I-BEST) 3 61

 CASAS test: 220

 ESL Level 5 or 6

 South Seattle Community College

 Welding Fabrication 
 Welding 4 72

 COMPASS test: 65 writing, 

 75 reading, 50 pre-algebra

1 Year Certificate Options

 Welding 5 87

 Precision Machining Techonologies 7 145

 South Seattle Community College

 Welding Fabrication 
 Welding Fabrication 7 104

 COMPASS test: 65 writing, 

 75 reading, 50 pre-algebra

 Minimum Age: 18

 Must take COMPASS test

 Renton Technical College

 Manufacturing and Product 

 Service Technology  

2 Year Certificate Options

 Welding 6 107

 Precision Machining Technologies 8 165

 Shoreline Community College

 Science 
 CNC Technology 6-7 115-117

 COMPASS test:  79 writing, 85 reading,  

 55 pre-algebra

 Instructor interview

 South Seattle Community College

 Welding Fabrication 
 Welding Fabrication 8-9 117-129

 COMPASS test: 65 writing, 75 reading,   

 50 pre-algebra

 Renton Technical College

 Manufacturing and Product 

 Service Technology  

 Minimum Age: 18

 Must take COMPASS test

2 Year Degree Options
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Things to Consider about Apprenticeship:

Apprenticeship Training 

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

What is an Apprenticeship?

Apprenticeships offer opportunities to learn skills through a combination of on-the-job training and 

classroom instruction.  There are many apprenticeships available that prepare you for work in a variety of 

trades.  Apprentices work full-time in their field and attend related classes part-time, a few weeks per 

year or evenings per week.  In some apprenticeship programs, apprentices may have the option of earning 

an Associate of Applied Science degree as well as a journey-level certificate.

Jobs in the trades generally start at $15 per hour and by the end of apprenticeship (two to five years, 

depending on the program) earn $25-$30 per hour or more.

You might be ready for an apprenticeship if you:

   Like to work with your hands as well as your mind 

   Can show up every day, ready and eager to work—and go to school 

   Have an aptitude for math and spatial relations 

   Are at least 17 or 18 years old, depending on the program 

   Have at least a high school diploma or GED 

   Have a valid Washington State driver's license 

   Can pass a drug test 

   Meet other minimum qualifications for your chosen trade

Benefits of Apprenticeship:

 Good for people who like to learn by doing 

 Real pride in your work 

 Excellent wages and benefits 

 Varied work 

 Eligible to work anywhere in the U.S

Challenges of Apprenticeship:

 Often physically demanding 

 May have to work outside in bad weather 

 Work may not be year round (seasonal work) 

 Work sites may vary quite regularly

 Apprentices must provide their own transportation 

and tools
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Carpenters Plasterers*

Contact: Charlie Blankenship Contact: Matthew Markham

(425) 235-7854 (425) 235-7879

Renton Technical College Renton Technical College

Building L Building E

Heat & Frost Insulators* Roofers

Contact: Doug Steinmetzer Contact:  Gregg Gibeau

(425) 235-7827 (425) 235-2209

Renton Technical College Renton Technical College

Building E Building A

Lathers, Acoustical & Drywall Systems (LADS)* Seattle Public Utilities Water Pipe Worker

Contact:  Steve Ignac Contact:  Kerry Copeland

Specialties Training Center (206) 233-7260

(253) 437-5235 Seattle Public Utilities Apprenticeship Office

20474 72nd Avenue South 2700 Airport Way South

Kent, WA Seattle, WA

Millwrights* Plumbers, Pipefitters, and Refrigeration*

Contact: Linda Scrivano-Sprenger Contact (plumbers and pipefitters): Ed Holmes

Specialties Training Center (425) 271-5900

(253) 437-5235 Contact (refrigeration):  Dale Wentworth

20474 72nd Avenue South (425) 271-5900

Kent, WA Seattle Area Pipe Trades Education Center

Pile Drivers* 595 Monster Road SW, #100

Contact: Linda Scrivano-Sprenger Renton, WA

Specialties Training Center

(253) 437-5235

20474 72nd Avenue South

Kent, WA

Renton Technical College
Aerospace Apprenticeship HVAC/Marine Electricians

Contact: Laura Hopkins Contact: Brett Olson

(206) 768-6629 Greater Puget Sound Electrical Workers

Georgetown Campus - 6737 Corson Avenue South (253) 315-0540

Seattle, WA 19802 62nd Avenue South, Kent WA

Boilermakers Meatcutters

Contact: Frank Gosser Contact: Tim Phelan

(206) 624-4707 Seattle Meatcutters, UFCW Local 81

6770 E. Marginal Way South, B122 (253) 735-8181

Seattle, WA 960 E. Main Street, Auburn, WA

Cement Masons Ironworkers

Contact: Mark Maher Contact: Erich Smith

Western Washington Cement Masons Pacific NW Ironworkers & Employers 

(206) 762-9286 Apprenticeship & Training Trust

6737 Corson Avenue South, Building D (206) 244-2993

Seattle, WA 4550 S. 134th Place, Suite 101, Tukwila, WA

Floorcovering Sprinkler Fitters

Contact:  Robert Gratzer Contact: Charles "Chip" Brooks

Western Washington Floor Covering Seattle & Vicinity Sprinkler Fitter

(206) 709-4348 (206) 764-0395

6770 E. Marginal Way South, Building E 6737 Corson Avenue South, Building B #133

Seattle, WA

Glaziers and Glassworkers Western Washington Masonry

Contact: Craig Stewart Contact: Terry Hays

Glaziers, Architectural Metal & Glassworkers Western Washington Masonry Trades

Local #188 (206) 767-3986

(206) 762-7001 6737 Corson Avenue South, Building D

6770 E. Marginal Way South, Building E Seattle, WA

Seattle, WA

Western Washington Painting, Striping & Seattle City Light Electrical Workers

Drywall Finishing Contact: Karen DeVanaro

Contact: Don C. Olson (206) 386-1603

Western Washington Painting, Decorating & Seattle City Light Apprenticeship & Technical 

Drywall JATC Training

(206) 762-8332 700 5th Avenue, 32nd Floor,

6770 E. Marginal Way South, Building E Seattle, WA

Seattle, WA

Puget Sound Electrical JATC

Contact:  Michiko Starks

Puget Sound Electrical Apprenticeship Training &

Trust

(425) 228-1777

550 SW 7th Street

Renton, WA

South Seattle Community College

Apprenticeship Training Options
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Early Education Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Start Here

 

 

1 Year Certificate

15 – 60 credits earned

3 – 4 quarters

(9 – 12 months)

Certificates from RTC and 

SCC that leads to a variety of 

entry level teaching 

positions.

You’ll be ready to transfer 

to many 4 year colleges 

and universities.

Examples include:  
 University of Washington

 Eastern Washington 

University

 Central Washington 

University

 Washington State 

University

91 – 113+ credits earned

5 – 6 quarters

(15 – 18 months)

Jobs & Wages*

Elementary School Teacher

Education Coordinator

Education Administrator

$15.00 - $25.00Jobs & Wages*

Nanny/Au Pair 

Child Care Teacher 

Classroom Assistant

$8.55 - $11.00

Jobs & Wages*

Child Care Provider

Pre-school Teacher

Infant/Toddler Specialist

$12.00 - $15.00

Renton Technical 

College (RTC)

Maggi Sutthoff

Roberts Campus Center, Bldg I

(425) 235-2352 x5542

Shoreline Community 

College (SCC)

Jan Otten

FOSS Building

(206) 546-5885

College Contact Information

2 Year Degree

4 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

Certificates from RTC and 

SCC that leads to a 

variety of early education 

teaching positions.

P
a
g
e
 |

 1
0
5 



 

Early Education Training Options

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

What is it like to work in Early 

Education?

Major employers:

 In home

 Day Care/Child Care Centers

 Pre-School/Head Start Programs

Tasks & Skills

 Provide extra assistance to students with 

special needs.

 Tutor & assist children individually or in 

small groups.

 Supervise students in classrooms, halls, 

cafeterias, etc.

 Observe & record students‘ performance. 

 Meet with parents to discuss student 

progress.

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 Renton Technical College

 Education and Human Services
 Child Development Associate 3 15

 Minimum Age: 18

 Must take COMPASS test

 Ability to speak English 

 Access to or working in a 

 licensed facility with young 

 children

 Early Childhood Careers 3 51

 Minimum Age: 18

 Must take COMPASS test

 Ability to pass background check

 Child Care Professional 3 60
 COMPASS test: 79-100 writing, 

 85-100 reading, 55 pre-algebra

 Shoreline Community College

 Education

1 Year Certificate Options

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 Renton Technical College

 Education and Human Services
 Early Childhood Careers 5-6 91-113+

 Minimum Age: 18

 Must take COMPASS test

 Ability to pass background check

 Special Education

 Bilingual/Bicultural Education

2 Year Degree Options

 Shoreline Community College

 Education
6 93

 COMPASS test: 79-100 writing, 

 85-100 reading, 55 pre-algebra
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Automotive Technology Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Jobs & Wages*

General Service 

Technician

$12.00  - $16.00

Start Here

 

 

Short-Term 

Certificate

30 credits earned

1 - 2 quarters

(3 - 6 months)

Certificate from 

 SSCC that leads to entry-

level automotive positions.

1 Year Certificate

45 – 62 credits earned

3 – 4 quarters

(9 – 12 months)

Certificates from SCC and 

SSCC that lead to entry-level 

automotive positions.

93 – 135 credits earned

6 – 7 quarters

(18 – 21 months)

Jobs & Wages*

Shop Foreman

Assistant Shop Manager

Service Advisor

Service Manager

$18.00 - $25.00
Jobs & Wages*

Line Technician

Field Technician

Mechanic

$13.00 - $18.00

Jobs & Wages*

Specialty Technician

Autobody Mechanic

$16.00 - $21.00

Certificates from 

 SSCC and RTC that lead to 

specialty and certifed 

mechanic positions.

College Contact Information

2 Year Certificate

2 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

130 – 155 credits earned

7 – 8 quarters

(21 – 24 months)

Certificates from SCC, SSCC, 

and RTC that leads to 

mechanic and other service-

related positions with shops 

and dealerships.

Shoreline Community 

College (SCC)

Jan Otten

FOSS Building

(206) 546-5885

South Seattle Community 

College (SSCC)

Wendy Price

Robert Smith, Room 81

(206) 768-6667

Renton Technical 

College (RTC)

Maggi Sutthoff

Roberts Campus Center

Building I

(425) 235-2352 x5542P
a
g
e
 |

 1
0
7 



 

Automotive Technology Training Options
What is it like to work in Auto 

Tech Occupations?

Major employers:

 Auto repair shops, auto dealerships, gas 

& service stations

 Auto supply stores

Tasks & Skills

 Examine cars & list needed repairs.

 Adjust, repair, rebuild, or replaced 

damaged or poorly working parts.

 Use electronic equipment to test & 

diagnose parts & cars.

 May specialize in one or more areas, such 

as transmission.

 Repair body of automobiles, prime and 

paint surfaces.

 Manage time of self & others.

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

Other Requirements of Auto Tech Programs Include: 

Valid driver's license 

Proof of Insurability 

Sponsorship from dealer or repair shop (some colleges)

Instructor interview 

Drug testing (required by some employers)

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 South Seattle Community College

 Automotive

 General Service Technician (GST)

 (also I-BEST program)
2 30

 COMPASS test: 41 writing, 65 reading, 

 28 pre-algebra

 Short-term Certificate Options

 General Service Technician 

 (ABE, I-BEST)

 General Service Technician 

 (ESL, I-BEST)

 South Seattle Community College

 Automotive
 Automotive Technology (minor) 4 62

 GST certificate/equivalent experience

 COMPASS test: 41 writing, 65 reading, 

 28 pre-algebra

1 Year Certificate Options

 Shoreline Community College

 Science 
3 45

 COMPASS test: 13 writing, 45 reading, 

 19 math

 For ESL: same as above plus ESL level 4 

 CASAS test: 220

 Renton Technical College

 Automotive

 Autobody Repair and Refinishing

 Automotive Technology
7 135

 Minimum Age: 18

 Must take COMPASS test

 Automotive Technology (major) 6 93

 GST certificate/equivalent experience

 COMPASS test: 41 writing, 

 65 reading, 28 pre-algebra

 Autobody Collision Repair 7 115  COMPASS test: same as above

2 Year Certificate Options

 South Seattle Community College

 Automotive

 Renton Technical College

 Automotive
 Autobody Repair and Refinishing 7-8 155

 Minimum Age: 18

 Must take COMPASS test

 Automotive Technology 7-8 155

 Minimum Age: 18

 Must take COMPASS test

 Valid driver's license

 Automotive Service Technician (ITEC)

 Chrysler (CAP)

 General Motors (ASEP)

 Honda (PACT)

 Toyota (T-Ten)

 Automotive Technology 8 114-126

 COMPASS test: 57 writing, 70 reading (AAS)

 COMPASS test: 77 reading & writing, 

   71 algebra (AAST)

 Autobody Collision Repair 8 133-139  COMPASS test: same as above

 COMPASS test: 34 numerical, 45 writing, 

 44 reading

 ESL: placement in ENGL 101

 Dealer Sponsored

150-1557

 Minimum Age: 18

 Must take COMPASS test

 For Ford ASSET:  same as above plus dealer 

 sponsorship

8 130-133

 Ford ASSET

 South Seattle Community College

 Automotive

 Shoreline Community College

 Science 

2 Year Degree Options
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Retail Management Occupations

*Job title and wage information was derived from annual wages reported in the Occupational 

Employment Survey, Bureau of Labor Statistics for the Seattle/King County Workforce Development 

Area. http://www.workforceexplorer.com/cgi/dataanalysis/AreaSelection.asp?tableName=Oeswage

Actual job titles and wages will vary depending on demonstrable skills and experience.

Start Here

 

 

1 Year Certificate

45 – 80 credits earned

3 – 4 quarters

(9 – 12 months)

Certificate from Shoreline 

Community College that 

leads to a variety of entry 

level retail positions.

You’ll be ready to transfer 

to many 4 year colleges 

and universities.

Examples include:  
 University of Washington

 Eastern Washington 

University

 Evergreen State College

 Washington State 

University

90 – 104 credits earned

5 – 6 quarters

(15 – 18 months)

Jobs & Wages*

Sales Manager

Business Analyst

$18.00 - $25.00Jobs & Wages*

Sales Associate 

Assistant Buyer 

Display Coordinator

$10.00 - $14.00

Jobs & Wages*

Buyer

Management Trainee

Store/Department Manager

Merchandise Manager

$14.00 - $21.00

College Contact Information

2 Year Degree

4 Year Degree

Basic Education & High School Completion

English for Speakers of Other Languages

Computer Literacy

Support Services 

Retail & Customer Service Program

Job Search Assistance

Certificate from Shoreline 

Community College that 

leads to a variety of retail 

management positions.

Shoreline Community College (SCC)

Jan Otten

FOSS Building

206-546-5885
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Retail Management Training Options

Major employers:

 Clothing or department stores

 Home furnishing stores

 Grocery Stores

Tasks & Skills

 Provide customer service by greeting & 

assisting customers and respond to 

customer complaints.

 Monitor sales activities.

 Direct & supervise employees.

 Keep records of purchases & sales.

 Enforce safety, health & security rules.

 Hire, train & evaluate personnel. 

What if I Need Extra Help?

The colleges and Goodwill provide many 

support services:

What is it like to work in

Retail Management?

 Academic Advising

 Help with Financial 
Aid

 Help with Books & 
Supplies

 Transportation 
Assistance

 Childcare Assistance

 Disability 
Accommodations

 Computer Labs

 Case 
Management

 Internship 
Assistance

 Tutoring 

 Counseling

 Job Search 
Assistance

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

 COMPASS test: 79-100 writing, 

 85-100 reading, 85 algebra
 Retail Management 3 53

1 Year Certificate Options

 Shoreline Community College

 Business 

 School  Program

 Program 

 Length 

(quarters)

 Credits 

 Earned
 Entry Requirements

6 90
 COMPASS test: 79-100 writing, 

 85-100 reading, 85 algebra

2 Year Degree Options

 Shoreline Community College

 Business 
 Business Technology
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