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‘ - I. OVERVIEW.

Recent llterature'regerd1ng communication systems on co]]ege campuses

ref]ects a grow1ng inability on the part of college commun1t1es effec~-
tively to process informatynn {Saffian 1973; Dalton and Pillans 1974;
Mullinix 1976). There are.many resources availqble to students and
s;aff. but most of them .have become'so complicated or inaccessisle that
. étudents steer away from them. Tbe paradox is that, institution§ that ° ,
specialize in the qi;covery and tranSmissien_oﬁ knowledge, are faced ‘
with the dilemma of how to convey accurate and relevant inrermatibn in
. a simple -and effieiént way (Dalton and Pillans 1974). Contemporary col-

lege commun1t1es. the1r departments, staff and students are be1ng bom-

barded daily with information overload. \i“‘

@

“In an effort to cope with this problem a number of eblleges and univer-

\.

sities have begun to estab11sh information and referral services, whose
pr1nc1;al functions are centralized information- g1v1ng and referral
(Mullinix 1976). Such services w1th'annual operat1ng_bud§ets of from
$200 to $95.000Iare becoming quite eommon on college campu§es. Seve-

ral studies seem to indicate fhaf more“traditjbnal modes of communica-
tion, student handbinks, nerpapers. newsle{fers. flyers, brochures,

etc. are not effective in putting studenfs, staff and departments in
touch with the multitude-of services typjcally aveﬁlabje (Dye and Akens
T969' McMillan and Cerra i972) The emerging information.and referral =
services can thus be v1ewed as creative altnrnat1ves for 1ncreas1ng

student, staff and department awareness of ava1lable services, and for

faci]itating the linking offclients to such services.
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A'recent < tudy (Mullinix 1976) reflects a variety of shortcomings with
. T such services: (1) services rarely involve themselves in-the actual

screening of clierts;' (2) many. services are\apparently ut)lizing tra-

ditional mass -oriented technlques to pub11c1ae themselves, (3) most

services have fa11ed to ewaluate their efforts systemat1cal]y.

(4) while services have functioned as conmunicatlon-]inks_between an

Aaoency and student. they have not fonctioned-as communication linEE//—\

between departments:and department services themselves.

After reviewing a_variety of these services, it is apparent that many

of them are.little more than basic resource instruments. - Most do not’

even approach'the7§tatus of resource "center." A complete information
~and referral service is-nqre than a resocurce in~trument or even a re-

source center, it io a system composed of: (1) an effective instrument;
. . » (2) an easily acucessible center; (3). a refe-rra‘.; and (4) a follow-up

with the referred student, department, and receiving agency, (5) .a

built-in evaluation sub-svstem:

Despite thetabparent shortcomingél the emerging information and refen-
ral service and/or center concept appears to be a viable approach for
s, deallng with the 1nformat1on overload of most college and university

communications systems.

- ERa .

Unfbrtunately, due to the sheer magnitude of the problem, many cam-

puses find itvdifficult to kno“ Just where or how to begin. While

‘more than half of current services have been originated by offices of

s

student affa1ts (Mullinix 1976), many campuses find. that their student




affairs departments are not ready or able to deal with the problem.
Thus, they'quéstfon how and where to begin.

The Officc of Resident Life at the University of Maryland, College
Parh is in the processﬂof developing an. 1nformat1on and referral sys-

tem which (1) prov1des an answer to this problem. and (2) responds to

the apparent shortcomings of many existing services.

I1. - BEVELOPMENT OF THE SYSTEM

\

"While there have been several attempts to develop.resohrce centers at
the University of Maryland, College Park. to date a centralized‘infor-
mation and:referral centerzhas not been designed or iﬁplemented.' As'a.i-
result, past efforts havewbeen characterized by vast dqplication of .

work among various departments. .

-

Tihe Student Union, for eiample. has developed an information center
which has information about campds events, actirities. department-lo-
cations, serviges, etc. The'Student Activfties Office, the Undergra-_
_duate Library, the Office of Res1dent L1fe,.The Black Peer Counseling
Team, the Career Deve]opment Center. the Woman's Information Center
and manysother departments on campus have.compi1ed various resource
booklets, handbooks. calendars, ongotfng resource f11es, staff manuals,,

o

etc., to reach students. Agaln, these fragmented efforts have re-’

sulted in duplication of work.

¥

'The 0ff1ce of Re51dent L1fe 3 approach to. information and resource de-
velopment has been typ1cal of many campus departments It has tradi-

tionally used staff manua]s in the tra1n1ng of field staff.. These
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manudIS*have included sections on use of resources, listings of re-
‘ sources and other general lnformatmn about the campus. 'Each RA has
been suppl1ed with such 1nformat1on w1th the expectat1on that he/she

would master it and, as appropriate, channel it to unit res1dents.

. . . A} i
In addition, 24-hour desks which provide security and information ser-

vices have frequently received calls requesting information about cam-
pus, but little resource information has been readily accessible to
them. Like;RAs, they have been serving in an information-giving capa-

city without the benefit of a "resource instrument."

The Office-of Resident Life in the past h;s steered away from a re-

source syetem or resource center concept, choosing to make do with_

_the use of elaborate staff manuals unique to each of its respective

‘ _ f.i.eld areas. .This approach has resuvlted'in duplications of efforts,
waste of materials and waste of valgéble staff time within eech‘of

"its.field areas.

anally, there have been fewusystcmatic'attempts to (1) collect deta

-~

regarding the frehuency of use or (2) analyze and document the actual

effect1veness of the manun]s Most data collected has been based upon

's1mple staff perceptions. .

Staff in general have agreed that the manuals have been useless, i.e.,

too bulky,unorgan1zed and usuallx,un1nso1r1ng ) The staff has repor-
ted an 1nab1l1ty to locate what they needed when confronted w1th a
prbblemz The manuals have been seen as a waste of time and money. con-.
_s1der1ng the cost of develomnent and annual updat1ng '.Frustrafion

. with the manuals has resulted in many RAs evading the 1nformat10n-
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giving aspect of their jobs.

The Office of Resident Life is nowrin the process of developing.a com-
foehensive Information and Referral System.. The systemis béing deve-
ioped wi;h these objectives in mind: .

A. To provide ResiJent'Assistants vithauseable téo] which would
facilitate their ro1es as a resource link between students’
and the campds

B. To provide Desk Receptionists with a too] ‘which would facili-
tate thetr infornation- -giving voles

C. To re1nforce-and strengthen the concept of Resident Assistantg

" as resource persons. | |

D. To provide a better service to resident hall students regard-
iné available campus and community resources.

' .\ o - E.- To increase student use of‘campus and :conmun'ity servic.es by
'2 | develobing an easily updatable, compdct tool.

F. To iﬂentify need areas for which existing services are dupli-

ﬁated or for which no service exists at 51].
The Reséurce System is composed of:

A. Eight Informatibn and Referral Centers each of_;hfch houses
a soph1st1cated resource 1d QQQ?n , an operator and trained
outreach para- profess1onal staff‘\@nd one ‘mobile instrument.

designed exclusively for c1rcu]ation amqng various depart-
ments, services and organIZaplons. (See Appen&1x_T'& 2)
B. A micro Flip Chart/Einder Instrumeht w1th1n individual campus

departments/agencics.




C. A systematic updating system.

D. A three-pronqed uvnluntidn sytem involving en evaluation of:
1. Use of the resourcc instrument.
2. The effectiveness .| the Center.

3. The offectixeness of the entire resource system,

The Instrument is a firstoneeessary step in thé evb]ut{on of a sophis-
ticated information Referkal'System. The Instrument itself is a three
volume Resource Binder and Addendum Binder and Flip Chart, and.is
housed at each 24-hour service desk. (See Appendix 3) The Flip Chart/
Binder Instrument has four basic qualities making it effect1Ve and-
usable v :

A. It'is complete (includes @l].neEessary infofmat{on).

B. It is up-to-date (the entries are updated easily and regular-
“ly).

C. It is well organized (1ts categor1es and index help the user
quickly to find what he.is secking).

D. It has two built-in evaluation systems (test whether 1t is
being used, and how much).
The Binders are composed of standard questionnaire§ which provide (See_
Appendix 4) information about organizations, services, departments on
campus and in the community. Additional pamphlets, local area infor-

mation, and handbooks areﬁalso 1nc1uded’in the Binders.

The Flip -Chart conte1ns nineteen cateqor1es Under these broad'cate-
gories are listed agenc1es, departments and services students might be
’ "interested in. . The objective of the instrument is to ca;egorize pro-
gfams for easy accessibility. :The ihstrumentAis designed to be.flexi-

ble %oradditionsanddcorrections when needed. The Flip Chart is.cross-

referenced by categories tc facilitate its use.
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The Flip Chart/Binder tool wns(&riqinally conceived as a response to
Resident Assistants' complaints about manuals not meeting their nee&{.
It seemed only appropriate ta. incorporate them in the research and
development of the instrument. Resident Assistants were the indivi-
duals most ablel(l) to argiculate exactly what types of information

an instrument should provide, and (¢' 'o articulate the qualities that

~a truly "usable" instrument should possess. A workshop was designed

to utilize them in the development of a Resource Instrument. The
staff was involved in the definition of the problem, and in the col-
lection aﬁd compilation of information. In other words, By using this
technique, the staff was involved in both the definition and solution

of the problem.

There were four basic steps in the' development of the Resource Tool: -
1. Definition of the categories'dnd identification of various
agencies, organizations and institutions which were to be con-

tacted. -
2. Field contéct and collection of pertinent infdrmation.
3. Ct¥ssification of the informatioh_into categories.and refer-
encing- and cross-refgrencing the agencies and services for-
fast retrieval.

4. Development of a plan for wide marketing of the instrument.

Since the Resource Centers are staffed mainly by para-professionals
and part-time employees, it is important to héve a well-developed tool
which allr  veople to handle inquiries as effectively as if they were

experienced, professional, full-time employees. ~‘

7
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b < 111, BUDGET )

Budget considerations were determined in the development stage of this

project. A detailed description of the budget follows.

Cost of carrying on the project'w§s borne by the Cambridge/Ellicott
Community, Office of hesiéent Life. The actual projected cost is
based on setting up, maintaining, updating and evaluating the file for
June, 1976 - December, 1976. |

The following budget summary shows the initial investment in materials,

labor and contractual services.

The developméntal cost.will be cut)to below $100 the second year of
operation because most materials will'not need to be replaced. As the
. , | instrument concept graduaﬂy evolves into an I & R system, the oper-
Ating expenses would increase considering newly-installed outside
phone extensions, full-time staffing, offiée supplies, efc. A sig-
nificant portion of that cost would be borne by the contracting

agency(s).

11
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IV. TRAINING

A. Resident Assistant worksbgp:(Develdpment of the Instrument)

The worksn0p was p?annéd_to: (1) collect and assimilate informatién
about cémpus and community resources and services which are necessary
for student develooment :n residence halls; and (2) develop a Resident
Life Resource Center.' Five Teaders were chosen to design and lead
this workshop (two RAé.qne Ro;énd a Graduate Assistant). Behavioral
objgctives were defined. The workshop invo]veq four phases:
A. Introduction - explanation of_the\Flip Chart/Binders model.
B. Discussion of Resident Assistants! roles in the information
gathefing phase~df tH; workshop.
C. Field experience.
D. Final presentation (Resident Assistants hand in all the ques-
- . ) ‘ +tionnaires and the summary list of all agencies that were con-
| tacted). ~ (See Appoﬁdix 5. 6, 7, 8)
Upon c0mp1€;ioh of the wofkshop. the agencies, départments. services,
etc.,ﬂwere referenced and croés-referenced by categories to'faci]itate
use. hThe F1ip Chart/Binders were collated, xeroxeq, proofed,: and re-
ferenced by a student support staff during the sunmer. |
B. 89§jgég£_Ap§isﬁgng_prj_ﬂprEéhpp»(Training on the use of the Resi- °
: dent A sistant Instrument)
A fall .train. stsion. "How Lo use the Flip Chart” was utilized td?
.- teach Resident Assistants wa to use the F%ip Chart/Bindérxjnstrument
efficient1y and effectivitlly. Flip Charts wnre.distributed to -the Resi- .
dent Assistants the.day be%ore the wofkshop.:'The workshop format con;

tained three parts:“A(T) A presentation on how to use the instrument,

1




{2) Discussion on haw to make students aware of the file, and (3) dis-

cussion cn updatinq. (See Appendix 9)
C. Desk Receptionist Fall Workshop (Training on the use of the Desk

‘ Receptionist Instrument)
A fh]] training §es§ion'%ps utilized to cxplafn the use of the ingé;ﬂ-.
ment. (See Appendix 10) As a follow-up, most information is channelled
to the part-timé Desk Receptionists by way of their Desk Supervfsors.
or their full-time Desk Receptibnist. This is done through *he use of

memos, notes in the "log." and at weckly Desk Receptionist meetings.

A student Resource Assistant attends Desk Receptionist meetings peri-

odically in order to answer questions and give out information. The

Desk Receptionist has been qgiven a tool to facilitate his/hér job as

an information-giver.

D. Spring Resident Assistant Resource Workshop (Updatina the Instru-
ment )

A spring Resident Assistant in-service workshop has been scheduled for

“early March. The goals of tivis workshop are: (1) to familiarize RAs

t

with the available resources on caipus, (2) to give them direct expo-
sure and contact with Department Heads, and (3) to gather updated in-
formation about re<aurces on campus. The format of this workshop will

be actual "field experience.” (See Appendix 11)

E. Desk Receptionists In-Service Workshop (Use of the Instrument;
' . How to Refet)

" There will be a Desk Receptionist workshop for the Cambridge and El-

“licott Aned in ear]y‘March. _The purpose of the workshop will be: .

(1) to discuss the use of the file, (2) gather suqgqestions about the

effectiveness or ineffectivenecssof the tool, (3) to educate.Desk Re-

15
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ceptionists about future anticipated plans and (4) to teach what an ac-
tual referrnlv}s, how to refer a person, and discuss basic helping
skills. The workshop will.be led by & Resident Director, the Consul-
_tént for Resource Development, or a team composed of Resident Assis—

tants, Resident Directors and the Resource Assistant.

F.  Desk Re?ﬁptionist;ﬁﬁg_Rﬁﬁjgfﬁﬁhﬁéﬁiﬁﬁﬁﬂﬁwlﬂ‘SerViCé Traininﬁ
Program | |
In-service train{ng-programx will be the responsibility of the Resi-
dent DfreEtorﬁ, Desk Supervisors and full-time Desk Receptionists. A
QUiz.was designed.- by the Hagerstown }ull-time Desk ‘Receptionist to ac-
complish these qoals: (1) to train Doqk.Receptignists in the use-of
the file, (2) t; train Desk Receptionists to éroJide adeqqgie 5' 
tance to stuQents, (3) to train De%k Receptionists to tabu]atevthe fre-
quency of use of the filo, and (4) to educate Desk Receptionists about
fhe updating prbcedufeé. If the quiz format proves effectibe, it will

be used at all service desks as a training device. It was felt that

the éuperyisors were most capable of designing the test‘because‘of

their experience with des} operations. It is also hope& that Resident

Directors will develop their own in-service traihihg programs with the - .

support of the Consultant for Resource Develophent. (See Appendig 12,

13) ) ‘ ;

V. _Staff Responsibilities . ' ) :

In order to properly design”and implement the Cambridge/Ellicott Flip
Chart/Bihder Instrument certain staff resbonsiﬁi!ities must be assumed.

In order to maintain this project as an ongoin@_system“ two work-study

. 15
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"ral other people need to be utilized.

students and one Resource Development Assistant are necessary. Seve-
This section outlines flexible

job descriptibns that'seem appropriate at this time. These descrip-

tions can and will change as the system develops further and expdnds.

17
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A.

10.

1.

e s é;
1.

2.
3.

CONSULTANT FOR RESOURCE DEVELOPMENT

2

To complete design of the Flip Chart/Resource Binder instrument
and distribute them to all Cambridge/Ellicott desks, Resident As-
sistants, the Organization Development 0ff1ce, the Cambridge Com-
munity Center, and professional staff.

To develop and implement a systematic approach to publicizing re-
source system availability.

To develop a method of updating the -instrument in all ‘locations,

" including written process quidelines.

To coordinate and organige records on the Flip Chart/Binder for
ongoing operation -and maintenance.

To meet regularly'w1th the Assistant Director of Resident Life,
Cambr1dge/Ell1cott for purposes of 1nformat1on shar1ng. supervi-
s1on. and d1rectlon - .

To develop a method ofcomprehens1veevaluat1on of the - Fl1p Chart/
Binders. : S

nDes1gn and' complete a paper which outl1nes the process of develop-
ing, 1mplement1ng and evaluating the Flip Chart/Binder instrument.
.This paper should provide the guidelines by which such & system

- ‘could’ be expanded for department -wide use within Res1dent wae

To engage an asslstant for Resource Development and two work- stu-
dy- students; provide d1rect supervision for the Assistant for Re-
source Development and the work-study students

To work w1th the Adm1n1strat1ve Assistant for Student Development
-in 1mplement1ng the system and designing a proposed campus "I & R"
SeerCE = o - . it

To plan and conduct tra1n1ng programs for RAs DRs, and Rstto
facilitate the use of the Resource System. _ 5

. To recruit possible WAdvisory_Board“ members.

“ ASSISTANT DIRECTOR OF RESIDENT LIFE, CAMBRIDGLC/ELLICOTT
Y ; i ; - - . "

~
Pl

Provide logistical support to the prOJect. 1nclud1ng space, equip-
ment, and suppl1es .

Prov1de administrative support and guidance to the consultant.

~ .
»

- Peview the project expendltures in reldtion to the budget.

\ ST
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5.

Provide general operating quide}ines and meet monthly with the
consultant to discuss the progress of the project.

Keep the director's staff informed of project developments. or
changes in circumstances.having significance for the project.

ADMINISTRATIVE ASSISTANT FOR STAFF/COMMUNITY DEVELOPMENT
7 a -

Provide direct suppgrt to the project.

Work with the consultant to desijn a campus "I & R" service.

He]p plan and conduct tra1n1ng ‘programs to fac111tate use of the
resource instrument. -

Maintain direct: contact with the consultant for professional and
technical gu1dance as 1nd1cated

Assist the consultant in recru1tment of the "1 & R Advisory Board."
Serve as a resource l'nk between the Office of Res1dent Life and.

other campus departments and organ1zat1ons

ASSISTANT FOR RESOURCE'DEVELOPMENT (20 hour/week student job)

Type papers and memos: perta1n1ng to the Resource System, when in--
dicated. : :

" Meet regularly with the'consuitant for support and guidance.

Meet with the desk supervisors and full-time desk receptionist
periodically, 1n order to insure smooth operation of the prOJect

Attend DR and RA meetings reqularly in order to d1scuss new 1deas
or-plans-and- to relay 1nformat1on about the prOJect .

Meet w1th student groups, in order to gain their ideas and sugges-"
_tions. '

Work with the full't1me DRs and desk superv1sors to make certain
‘posters are designed and displayed in the lobbies to publicize the
Resource System 5 }

«
[

Supervise two work- study students

Report to the Adm1n1strat1ve Ass1stant for student deve]opment for
gu1dance and support.

) ,. | 2?:1' . - .,



10.
n.

12.

13.

Mimeograph, xerox, and collate new material relative to the Re-
source System and distribute it to the Resource Centers.

Design and distribute memos to RAs, DRs, RDs, etc. about the file.
Frequently visit the desks, the Cambridqe Commvnity Center and the
Organization Development Office to observe their operations “hand

out new material; and check to sve.if things are running efficient-

ly and effectively. _ .

Call local theatres. cainpus departments, organizations, services, .
etc., to make certain the ORL Resource Center is on their mailing
list and‘that appropriate'monthly publications pamphlets and fly- -
ers are being sent out. . . o

Call organizations. services, etc., that students have suggested

be included in the Resource File. Gather data; fill out the ques-
tionnaries; type, xerox and distribute ‘the questionnaires plus ac-

i companying material to the Resource Centers.

14.

15.

16.
‘ for monthly comparisons and review

o

Be responsible for coltecting information, designing and distribut-

ing the bi-monthly, "Sorry We Erred" sheet. (See Appendix 17) e

Be responSible for distribution, collection and tabulation of data
on use of the Resource System from RAs, RDs, and the Resource Cen-
ters .

Graph results of frequency of use of fite on appropriate charts

E.  WORK-STUDY:-STUDENTS

-Attend all mretinosrelevant to the Flip'Chart/Resource Binder.

Work with the Assistant for Resouree Development for support and
superViSion . - . : .

‘Type papers and nemos pertaining to the Resource System

Mimeograph, xerox. and collate new material relative to the Re-
source System and‘distribute it to the Resource Centers.

N

Design and distribute memos to Rns. ‘DRs., RDs. ete -about the file.

Call local tleatres. campus departments. organizations. services,
etc., to make sure the ORL Resource Center is on their mailing
list and that appropriate nmnthly publirations. pamphlets and fly—

.ers are being sent out.

"’,w.' . 't B . v, - v . . . L .
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‘8. Collect ‘information, and dlstrlbute the bi- monthly "Sorry We Erred" |
" sheet.

9. Help the Resource Assistant distribute, collect, tabulate and graph
results of the frequency of use charts monthly.

F. ASSISTANT COMMUNITY DIRECTOR
| . T

1. Provide support and quidance for the Desk Supervisors, including
- . organization of the records on the Flip Charts/Binders for ongoing
operation and maintenance'

2. Help plan and conduct tra1n1nq programs for desk recept10n1sts to
© facilitate the use of the resource 1nstrument

3. Maintain direct contact with the desk Superv1sors for professional
and technical superv1s1on

- 4. Encouraqe desk supervisors and DRs to use the Flip Chart/Resource
Binder and to keep an accurate’ record of frequency of use of the
file. ) ,

- ~ 5. Distribute all memos to desk supervisors relevant to the Fl1p
\\ ' ' Chart/Resource’ Binder.

’ ‘ 6. Be responsible for makmgj sure desk- Superv1soré turn in the fre-
' : quency-use chart at the end of the month for tabulat1on purposes

7. Attend all meet1ngs re]evant to the Resource F1le

8. Be responsible for work1ng with ‘the consultant and Administrative
, ~ Assistant and meeting with them, monthly, if necessary to discuss
s L ideas and suggestions for the system. . :

v

'G. DESK SUPERVISORS' RESPONSIBILITIES

1. Be responsnble ‘for overall maintenance of the Resource File (bin--
ders are neat, volume numbers glued on, ‘pages in correct order,
scratch paper out next to the file, a pen or pencil tied to a string
ava1lable) _ . '

2.“Make certain Resource Questionnaires are on top of the desk for.
student and staff 1nput /

T . ’ 3. Make certain the Squest1on box 1S vwswble. and DRs are aware of .

. its use.
. _f' 4. Be responsible for.taping-thg frequency-use sheet on the desk at-
‘ - : the beginning of each month, and making sure DRs are using it,




10.
1.

H.

L

. Be responsible for turning in the fvequency -use chart at the end

of the month to the Assistant for Resource Development for tabu-
lation purposes. ° .

Be responsible for making sure posters are d1splayed for advertis-
ing purposes.

Encouraging ORs, students. and staff to put suggestlons. informa-
tion, corrections orynew ideas in the suggestion box.

Be responsible for Checking the suggestion box and pulling the Re-

“source Questionnaires that students/staff have filled out, and

channelling them to the ‘clerical staff in order to contact the
agency and get more information on it and type up the form. Put
them in the suggestion box when complete, and the Assistant for
Resource Development will collect them, or give her.a call at
4677/4678 _

Make all corrections on the Flip Chart/Binder and Addendum Binders = °

from the bi-monthly "Sorry We Erred" sheet.

Be responsible for work1ng with the Resource Assistant and meeting
with her monthly, if. nécessary, to discuss ideas and suggestlons
for the system .

Help plan and implement in-service desk- tra1n1ng programs to én-
hance the use of the file under the supervision of the Assistant .
Community Dlrector and the Consultant for Resource Development '

CLERICAL STAFF-CAMBRIDGE AREA

desk
FUﬁb-TIME'DESK RECEPTIONIST

Be responslble for handling all publicity aspects of the Resource
File including designing posters, flyers; newsletters. etc-

Be respons1ble for working with the Assistant for Resource Devel -

.opment and keeping her informed of creative ways to advertise the

Resource File:

Be respons1ble for typing the Resource Ques?ohoiiggz and collect-
ing data 'for the Resource Questlonnalres channeNled<to her by the -
supervisors. . i LA N

| ({:

'Be responsible for overall maintenance of the Resource File {bin-
“ders are neat, volume ‘numbers glued on, .pages .in correct order, .

scratch paper hext to the file, a pen or pencil tied to a-string
available). ,

Make sure Resource Questlonna1res are on top of the desk for stu~
" dent and staff input.

24
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. - 3. Make sure the suggestion box is visible, and DRs are aware. of 1ts
. © .presence, and its use '

q. Be responsible for taping the frequency-use sheet on_thé desk at
the beginning of each month, and making sure DRs gYe using it.

5. Be respons1ble for turning in frequency use chart at the end of
the month to the Assistant for Resource Development for tabulation

purposes. 1

6. Be responsible foc making sure posters are displayed for publicity
purposes.

7. Encouraging DRs, students. -and staff to put suggestions, informa-
tion, corrections, or new ideas in the suggestion box.

8. Make all corrections on the Flip Chart/Binders and Addendum B1nders
“from the b1 month]y "Sorry We Erred" sheet.

-c -

-

9. Be responsible for working with the Resource Assistant and meeting
with her monthly, if necessary, to discuss ideas and suggest10ns
for the system.

10. Help plan and-implement in-service desk-training programs’to en- -
" hance the use of the file under the supervision of the Assistant
Community Director and the Consultant for Resource Development.

a7t

' J. PART TIME DESK wmtmomsr

,1.' Be responsible for genera] maintenance of the Resource Flle when
on duty: - . _ n

a) binders are kept neatly, :

b) volume numbers are glued on the side of the b1nders,

c) pages are in correct order, '

d) scratch paper and a pen are on the desk, access1b]e to student§\

2. If the file is not being properly kept up, it is the responsibility .
of the part-time desk receptionist to report_ these problems to the
full-time DR i+ thc Ellicott area or the desk supervisors in the
Cambridge "area. '

5. Make sure Resource Quest1onna1res are on top of the desk for stu-
dents' use during their sh1ft

4. Make sure Students are aware of how to use the'suggestion box.
5. Be responsible for putting a slash within the respective caiegbry
and in the proper slot under the catedory (flip-chart .or binder)

each time thg file is being used to insure proper evaluatlon of
the system. S A .

J‘v




o 6. ’Encburagé students and staff to put.suggestions, indication of
x‘ ' some information that is incorrect, and new ideas in the sugges-
a tion box.

7. Attend all staff meetings concerning the Resource File. (I

8. Attend all training seésion_in'fégard to the Resource File. ' f

9. Knswer”students' quastions using the Resource File as an instru- /

ment for information-giving. )

10. Refer students to the proper agency, service, or'orgahization when
- apprqpriate. . . _

11. Teach students in the use of théiFlip Charts/Binders.

K. ~RESIDENT DIRECTORS (ELLICOTT COMMUNITY) o

1. Distribute memos to the RAs'céncerning the Resource File and dis-
cuss matters relevant to the file with his/her staff,

2. Bi-monthly, di§tribute the up&ating, “Sorry We Erred" sheet, and -
encourage RAs to make changes on their file.’ .

* .3. Responsible for the distribution and collecfion of the frequency-
use cards from the RAs each month for tabulation purposes.
. 4. Encourage creative publ‘icit_y ideas in order to make the file ;
' . more visable and available to students. ' "
5. Attend all meetings relevant to the Resource System. .}}k
6. Use the FTip Chart/Binders file in. daily business routines.
. 7. Encourage staff/students to fill oUt'QUestionnai?es-]ocated at the
desks-to insure on-going updating. f :
. 8. Make all corrections on his/her Fli Chart bi-monthly.
' ///”\ ' ' ) ( . P , y
/// ) 9.. Design and implement creative in-service training programs on"Use,
ke of the Flip Chart," "How to Refer/," etc., for RAs with support
/ and guidance.from the Consultant:and Administrative Assistant for
' ’ staff/ conmunity development. '
L. GRADUATE RESIDENI DIRECTORS (CAMBRIDGE COMMUNITY) .
1. Distribu memos te the RAs concerning. the Resource File and dis-
~ cuss mat: - relevant to the file with_his/her staff.
2. . Bi-monthly, distribdie the updating, “Sorry We Erred" sheet; and . ;/

encourage RAs to make changes on their file.
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Responsible'for the distribution and collection of the frequency-

~use cards from the RAs each month for tabulation purposes.

Encourage creative publicity ideas in order to make the file more
visable and available to students.

Attend all meetings relevant to the Resource System.
Use the Flip Chart/Blnders f\le in daily bus1ness routines:

Encourage staff/students to fill out questlonna1res located at the

" desks to insure on901ng updating.

Make all correct1ons on h15/her flip chart bi;monthly.

J

Design.and implement creative in-service training programs on

- "Use of the Flip Chart,” "How to Refer," etc., for RAs with sup-

port and guidance from the Consultant and Administrative Assistant
for s}aff/connmn1ty development.
ﬁ,w

RESIDENT ASSISTANTS

N

. "To serve as an agent for students who nced information about cam-

pus and local services and to link students to these services.
To teach students effective use of the -Resource File.

To keep an accurate record of their Flip Chart/Binder usage for
assessment and revision purposes.

To participate (during training) in accumulation of resource in-
formation and to help seek out resources in the area.

To become familiar with local and campus resources and make appro-
priate contacts with serv1ces in order to serve student needs bet--
ter. :

To inform students about the Resource System and encourage their
"use of the instrument.

To be responsible for taping their new frequency-use chart on the
back of their Flip Chart at the beginning of each month and to
turn in their used frequency-use chart to their.RD at the end of -
each month to insure proper evaluation of the instrument.

To make allwcorrections (updates) on their Flip Chart from the
"Sorry We Erred" sheet.

To return their Flip Charts at the end of the year to insure pro-
per updating.

A

To particiapte in all "Resource System" training workshops held
throughout the year.

27
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10,

2 o

Tc encourage students to update the system by filling out Resource
Questionnaires when appropriate; and to set examples by filling
out questionnaires™shemselves and following the proper procedures
when doing this. _

. k)
COMMUNITY CENTER GRADUATE ASSISTANT

Be respons1ble for-overall ma1ntenance of the Resource File (bwn-
ders are neat, volume numbers are glued on, pages are in correct
order, scratch paper. 15 out next to f1le, a pen is available).

Make sure Resource Questionnaires are ava111ble near the file for
student/staff input, '

Be responsible for taplng the frequency-use sheet on the desk at
the beginning of each month, and make sure staff/students are do-
cumenting use.of the instrument. _ i o

Be responsible for turning in the frequency-use chart at the end
of the month to the Assistant for Resource Development for tabu-
lation purposes.

Be responsibie- for making sure pasters are d1sp1ayed for publici-
ty purposes.

Encourage students/staff to put suggestions, information that is
incorrect, or ncw ideas in the sungestion: box.

Make all correctaons on the Flip Chart/Binders and Addendum EBinders
from the bi-monthly "Sqrny We Erred" sheet.

Be'responsib1e for working with the Resource Assistant and meet-
ing with her monthly, if necessary, to discuss ideas and sugges--
tions for the system

Attend all staff meetings concerning the Resource File.

Distribute mq%o, to staff concerning the file and discusss matters
relevant to the f1le with the staff.

ASSISTANT DIRECTOR OF RES[Qgglnglfg_(ORGANIZATIOﬂ DEVELOPMENT)_
Provide support to the pfoject:

Attend all meetings re]eeant to the Resource File.

Assict the Consultant in recruitmer ot the I & R "Advisory Board."

Monitor and coordinate soc'v tarial respon<ibilities in regard to
the “0:D. Loan-Out System.'

' o
il
I
i
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P. ORGANIZATION DEVELOPMENT SECRETARIAL STAFF

k. - 1. . Be resbonsib]e for changing the "loan-out" Flip Charts bi-monthly
from the "Sorry We [rred" sheet.

2. Be responsible for updating the file by addlng materials, cor-
rections and additions to the three volume blnders and Adden-
dum binder.

3. Be responsible'fmk zigning out the "loan-out" “nrm to people ih- 
terested in reviewing the Flip Chart/Resource Binder, and making
sure the instrument is :eturned to the 0.0. office (See Appendi -
ces -1 & 2).

Q. COUNSELING CENTER, BLACK PEER COUNSELING TEAM, & UGL -

The Counseling Center, the.Black Peer Counseling Team, and the Under-
graduate Library are interested in the I & R project, but goals of ’

. these departments in relation to I & R have not been finalized to this
‘date. These departments are still in the developmental stage.




~

Lo ~ VI. PUBLICITY '
L to Publicity is being handled utilizing five different approaches:

I, Use of posters and 51gns at desks and around the dormitory (See
‘ Appendix 14)

2. Diamondback articles,ispots on campus radio, ads in the Diamond-
back and articles inf]oca] campus newspapers (See Appendix 15, 16).

3. Resident Assistants, Resident Directors, and desk receptionists
serving as public relations persons relaylng 1nformat10n to stu-
dents about the flle

4. The Resource Assistant attehd'ng monthly Resident Assistant and
Desk Receptlonlsts meetings in order to inspire and educate about
new phases .of -the f1le .

5. "PUb]lC Relations Gimmicks" initiated at individual desks:

A. A1l Male Dormitd?y Approach: The desk receptionists are co-
ordinating a "question and answer for the day" contest. This
will be pub]1511ed by use of posters "Answer the Question and
Win a Kiss!" displayed in the lobbies and by announcements ov-
er the intercom. If the person can answer the question by us-

" ing the instrument in an allotted amount of time he will win
“ a candy "kiss." This approach to publicity was initiated by
’ the desk receptionist and is being followed up by the Assis-

tant “for Resource Development.

- . ~ B. All Female Dormitory Approach: The Resident Director has de-

' " signed, and is in the process of implementing, a "“Category of
the Month" publicity approach. A specific category will be
extensively advertised by use of posters displayed-in the lob-
bies. Each month a new category will be featured. .The full-
time DR will be responsible -for. coord1nat1ng, designing, and
displaying the posters.

C. Co-ed Dormitory: The fu]] time desk rec“ptlonlst has designed,
and is 1n the process of implementing, an "in-service" training
program utilizing a quiz on "How To Use the Resource File" (See
Appendix 13). . It was felt that if more people were aware of
exactly how to use the lnstrumont and what was avallable its
use would increase.

i . . >

£
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VII. UPDATING INSTRUMENT - : | .

° .~ .
. . ~

Built into the Resident Life Resource System, is a two-faceted updat-

ing process. ’
BN

A. On-going Updating is ut111zed in order ‘to refine in constant man-

ner the present 1nstrument This is accompllshed by use of three

o

techn1qdes._

v

1.7 "Sorry We Erred" sheet:- A memo is designednbi-nmnthiy by the

- .f-. :Student Assistant‘for resources It is circulated to all RAs
. and RDs, desks and all personnel possessing f11p gharts. AN
personnel update the1r own f1les ut1l1z1ng this information.
Full-time DRs and Desk Supervisors are responsible for updat- .
) 1ng the Desk F11p Chart and B1nders (See Append1x 17) |

2. Extra Resource Questionnaires are located at all service desks,

" ‘ the 0 D off1ce and the Cambndge Conmumty Center There is
. , ~ also a suggestlon box at’ each desk - to solicit student 1nput

As stud nts/staff 1dent1fy-m1stakes in the file or additions .

they woul¥ like to-see included, they are asked to fi}l-out a

. , Resource Questio 're and return it to the desk. The Student

AssIstant collects these' -monthly and incorporates them into

the file.

By

3. Addendum Blnders are also located at a]1 the Resource Centers

These binders house a]] the newly acqu1red 1nformat1on (question-
na1res and’ pamphlets) for the Resource Center - These blnders
are. arranged alphabetlcally and serve as a back -up for the

three vo1ume Resource Instrument.

‘l'.. S _'-} | | 31




B. Annual Spring Updat1nlv1s approached by usb of a Spring R.A. train- -

: b By 1ng workshop. Each RA attends a sess1on in March wher_e_-he receives

completed questionnaires t;ken directly from,the.ReSOurce Binders.“

’ 'Each'is_responsgbie for contacting the designated agency, service

‘or orgqnization; updqting the questionnaire; typing the informatton
on the form; and:rétUrning itlto the RD. The RDs return the com-

) 'pleteo;form to the ResourcelAss}stant'who'is responstble for xerox-

ing and collating the materials for use during the next yéar.

c - VIIL EVALUATION T .

.

In order properly to eva]uate the ut1l1ty of the Fllp Chart/Desk B1nders

Resource System, hard data is generated rogard1ng the acutal frequency

. S of use. Thig is accomplished through the use of the Resident Assistant

‘ Freguenc_y-Use, Chart (See Append'ix 18) and Desk Receptiomst Frequency-
- . Use Charti(See_Appendix 19). Personne] are asked to put a slash w1th1n
the respéctive category in the proper s]ot under the category (Flip

Chart or Binder) at the time of'each use.

4The ‘frequency- use cards are d1str1buted and collected by the Res1dent o
Directors and turned in to the Resource Ass1stant during the first week

_ \
of the month (See Append1x 20)

Upon rece1pt of all frequency use cards, the Resource Ass1stant tabu—

. . _ 1ates the resu]ts and documents them on the F]lp Chart/81nder monthly

usage summary (See Appendix 21).

s -

After the results are documented, they are charted on a usage graph
This fac111tates a compar1son of use for evaluation purposes (See Appen-_ ’

‘ " dix 22). A survey is also being developed with particular attention to
. : . > -

“attitudes. - . 32 |
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Ix. POSSIBLE FUTURE DIRECTIONS

b o As noted earlier in thrs paper. a complete 1nformat1on and refer-
~ra] ‘service 1nvo]ves more than Just a resource 1nstrument or even a re-
. ;", - '_SOurce center. It should be a system composed of: ({) effectlve instru-
,mgnts,'(25 easi]ywaCCesshble centers, (3) actua] referrals,_(d)xfollou-
”ﬁps with.referred studénts; departmento and receiring agencies, and
(5) b ul]t in evaluat1on sub systems deal1ng w1th at least (a) use of
o " the resource instruments, (b) effectiveness of the_.resource centers,
and (c) effectiveness of the overall resource ;ystem. | N »
Obviousiy, the I & R service detailed in this paper does not yet
meet the criteria of a complete system. The criteria delineated above,
houever, can be“perceived as possibje objectives for the future dévelop-
'ment of tHeicurrent service. Rather than arbitrarily structuring the
: . .- emerging T& R service, the O_ffjce'of Resident Life has chosen to pe‘r.-. '
mit the Service to deueiop "organicai]y'" "The organic conceptualiza?
tion refers s1mp]y to change or process as it occurs in nature or l1fe.
it does not requ1re complex def1n1tlon since it serves merely as a re-,
m1nder of the underlying ana]ogy to nature s processes Tt is not a
structured model or theory containing a predetermined architecture. it
is" 1oosely conceived iﬂ(the sense thét'a variety'otmsubnodels may be
" created from the 90551b1l1ty for open alternattves " (Chenau]t 197?)
More spec1f1ca]ly. "The use of an organlc model' does not assume pre-
' determ1ned answers to issues, but begins w1th the real1t1es;ex1st1no in
! -Present pPrograms, needs and Systemét It allows the possibiiity_for spe-
- citicbpYOblen solutions to be determined }n-the model's process. “An

(-

organic-approach provides ‘a rationale” for 'going into business' at the "




~same time developmental planning continues. It enables one to engage

“in rather.modest projects which will be open to éxpansion into more

elaborate models." (Chenault, 1975)

In essence the current I &R service should be'perCeived'as a mo-

dest project which is ogen to expan51on into more elaborate models as

the dynam1cs of the broader Un1verlsty commun1ty may d1ctate It should'

be perce1ved as being flexible, allowing for and\gncourag1ng continued

growth within the Office of'ResidentvLife, within other campus depart-

ments, organizations, and agencies across the entire campus. The orga- |

njc model is_process:' It represents a continuing openness.to natural’

change,- self-correcting functions and regenerative powers inherent in-

all asgfcts of ‘the program. Zchenau]t,'l975) - To date, for example, se-

veral campus agencies and services have expressed interest in integra-
ting'the Flip Chart/Binder concept into their own programs. Both the

Counseling Center and The Black Peer Counseling service have begun to

- eiplora the_possibility of utiliz{ng"the Flip Chart/Binoer approach in.
. . . . o, .

“organizing and communicating information concérning their services.

The development of additional Flip Chart/Binder instruments appears

to be logical within individua)l cnmpusvoepartments. agéncies"and_organi-
N : e ’ ‘ . ! : .
zations which are already cited in the.ORL instrument. The emergence

of such additional instrumentssand/or centers, specifically desﬁgned to

. meét the unﬂque needs of the 7espect1ve departments etc., may prcv1de a

basis for moving the current I & R service closer to the status of a

-

complete sxstem; the individual Fl1p-Chart/B1nder 1nstruments and/or

centers serving in essence as micro-irstruments/centers in the current

service. Such additional micro-instruments/centers may . also- facilitate

34
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. current Fl1p Chart/B1nders 1nstrument

the emergence of mure‘professioanl referrals, follow-ups with referred

students, departments, receiving agencies across the campus and evalu-

- -

ation beyond that of simply the use of I & R instruments.
.Finally; the Undergraduate,Lihrary, in the person of Dr. Robert

Merankangus, has expresied interest in the current I & R service: Or.

Merankangus the Resource Head, ha&expressed interest in utilizing some -

of h1s catalogu1ng sgaff to’ ass1st in ref1n1ng the organ1zat1on of the
v . .

~

The establishmeﬂtiof forma]ized cooperation between such campus
departments, agenc1es and orqan1zat10ns and the Office of Res1dent L1fe
regarding the I & R service may ultimately fac11}tate the conversion
of that service, to date an ORL project, into a campus-w1de I &R sys-h
tem. U]timate]y, the present service méx_prove the forerunnerjto a far

more elaborate combuterized type system utilized by the entire Univer- "~

" sity of-Maryland -comunity.
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CL/E FLIP CHART RESOURCH BIfEnsg LOAN l’Oi’.’j

mTftle.;_.“v___-,-_.,“uw. Oept. __

Jate checked cut _

“dress _______u_‘_;‘___h_\‘>_‘“_gx_‘hﬁ_‘_;__w_____““”_w,Phunn No.__*ﬂ___“_*m__”m_
arpose for checking oyt the filte ____ 7. N

“heckad out:

. understand because of the cost of the

Due Datq-m_"f_‘___.'m_“_"_ Date Returned

e ey o —

T e e . e e @ e o a . e Rtk P

__3 Volume Binders —teen.F1ip Chart

'hu__;_____Paper'

ﬁpojvct,.if I am unable to return materials
- necked out, ny depdrtment account will

Tip Chart 512,00 Binders §au.00
./ department account is

' hereby agree to return these materi
ad return the Follow-Up Fara to insy

PRy
.

o charded according to the following::

-

als within two weeks. [ nfSO agree to comp]ete.
re preper evaluation of the system.

Siinmature

e ————

. o,
C/E RESQURCE CENTER FOLLOW-11P FoRrM

ruse of
: ¢

et —— e

checking out file L " ' S

Title _ ° e Depe

e Date

Checked out Flip Chart _Checked. out po

APPENDIX 2

e e ————— - - et . . e e e et —— A, —
bid it neet yuur.nccds?‘N_‘__*___~_w_>m____,_um*_‘__M___ ’
¢ ;0u have suggesticn/corraction to offcr? ~r.;“;N_"_N_ e
. w0 you*sce 3 necd for the flip chart/bInters in your department or .
orgenization? el e ———
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. APPEHDIX 4
NAME
CAMPUS RESOURCE OUEST TONNATRE.
L]
1. NAME OF ORGANIZATION 1 - ‘
) ! 1
2, DIVISION
3. 'LOCATION (FROM CAM/ELL) ' . ) ___
4, OFFICE HOURS. DAYS OPEN -
5, PHONE NUMBER
6. DIRECTOR TITLE .
7. - PERSON TO CONTACT | PHOMNE
8, PERSON FOR EMERGENCY CONTACE
9, SERVICES PROVIDED BY ORCANIZATION
- PR e
e e 3 —— - e e . } - L
10, WHO IS ELIGDSLE FOR SERVICE . .
11, HOUTOAPPLY _ . e
* 12, ° PREFFRRED REFERRAL.PROCEDURES (PHOWE, VALK-IN, Wi.TTEN) .~
13, APPONINTMENT NECESSARY? __ . .~ . -
" 14, IF YES STATE VATTING PERIOD S
1s. CHARGES - — e e
K ’ -




fa | .
. , ~ APPENDIX 5

= "TRAINING SESSION PLANNER"

TITLE OF TRAINING SESSION: ~ "MELP, I NCED SOMCBODY" - Spring Workshop

RA Training, __P_é_r_‘_t_ R

& . -

LEADCRS: Barry, Sari, Kathy F., Tom H., Cherie T.

LENGTH OF TIME ENTIRE - - SR
WORKSHOP WILL TAKE: , ' Two Hours

BEHAVIORAL OBJECTIVES: : - The RA will be able to find more easily

the resources he/she needs in order to be

a more effective helper and ipfcrmation

qiver for his unit by means of the FLIP

‘CHART. (continued on next page).

SUMMARY OF PRESENTATICN: . Students will _h_e_gl}de aware of campus and

comaunity resources and referrals so that

. . | ‘they may become more effective RAs. They

’

will gather information and make personal

'c_o~n_t:_a~c_t_s_ through these agencies, which

ultimately will be developed into a FLIP

CHART for their personal use.

METHOD OF IMPLEMENTATION: ’/\_n_\in_t_r_qd_u_c_tp_r"y___d_r_amatic ﬂreseﬂntation

will be performed by the group leaders )

after which -each person will be assigned

to a team ard will be in charge of work-

ing on one of the cateqories to be used .

“on the FLIP CHART.

SUGCECTEDR LOCATIN: CENTREVILLF LOUNGE

MATERTALS HEUDLD: FLIP CHARTS, 1ist of aqgencies, ten leqal

. ‘ ‘ pads, fifteen pencils, punch, potato chips.
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APPENDIX 5 (CONTINUED)

BEAVIORAL OBCTCTIVES I - ‘ | .

I1. The R.A. will list campus agencies that he/siie feels are necessary re-
sources to incorporate into-a fLIP CHART. ‘

I1I1. The R.A. will dovelop povsona] contacts within cormunity and campus
agencies and crganizations.
METHOD OF IMPLEMENTATION 1

TASK: A1l of the R.A. teams, usinc their respective cateqories, will come
~ up with a comprvhens1wn list of the resources and referrals, reflect-
ing R.A. needs : .

CONTROLS: To faci]1tate the R.A.s interviewing proéesSes:

1 Resource and Referral Aqencies -will be
contactvd in-advance.

¢
" 2) P.A. teams will be given the attached -
' resource questionnaire.
NOTE A1l teams will have orie w(ck Lo rrsoarch their 1ists and work up

a ten minute presentation.
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o APPENDIX 5 (CONTINUED) ..
X R

(. CCATPUS DIECURCE © U‘."S’l"I(K-H\EAI.lH".

1. AT OR CRGANIZATIOH . : _ i

2. DIVISIOU

4. IOCATICH (PTG CA 1/1:11.)
?

A

4. OFDICT TUURS Lo~ DAYS oPRi

DG RER

6. DIRICIOR L | -~ I |

7. DLPSGIA0 CGINT _orem

5. DERSCH FOR TE1HGICY COiineT

5. SEEVICED viOVIDED LY CHOATZATICH _
® .- S i

10, 10 13 MLIGTI Ok GVICY .

L LTG0 MDY R

1. PiEmudD DUATNEAL PROCTAATS (Mo, vALI-1M, VRITTIT)

1. APTOIFLIIT P SOALYY

- S Ir vk, Swnil CATTL S PERIOn

15, (GANGS

e et BTCRATICY




APPENDIX 6

’

r _TLTLE'OF WORKSHOP " UHELP, 1 Nggq¢sQﬂsgqqxf_§R£iﬁg"fg&__r__*_
L - Training Workshop_ Part_II
LEADERS Barry, Sari, Kathy F., Tom H., Cherie T.
LENGTH OF TIME S ~ Two_Hours '
BEHAVIORAL OBJECTIVES 7 same as Spring Workshop for RAs.
- | Part 1 3
SUMMARY OF PRESENTATION - ’RAs'will return to the workshop with

their newly acquired information and

1Qresent it to their group.

METHOD OF IMPLEMENTATION As well as handing in Resource and Refer-'

ral sheets, each team will be responsible

for an original and entertaining presen-

tation about newly gained information

. : : 0 A 10 minytes each). . A prize will be
' | - : awardedfor the best presentation.

SUGGESTED LOCATION o CENTREVILLE LOUNGE

" MATERIALS NEEDED -~ Individual materials for skits; check

- ﬂ o with materials coordinator.

Please designate times ybu are available to meet with Steve and Cherie. -
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-TO:

 SUBJECT:

Qorkshpp Category Leaders - FROM:
Workshop: Spring rR " DATE:

ResourLe File

~

April-18,

Here's a brief summary of the RA Resource File Steering

I.

.

The'workshop has many components:

Counseling Facilities

tives for the Sunday, April 25 and May 1 workshops:

"Entertainment "Folks to Know"

Money L Academic

Academics Emergency

Medical Attention Publications

Loaning Equipment Services

Libraries ' TraveI/Transportatiqn

APPENDIX

"Cherie Thoman

1976

Committee's objec-

-

What to Do - Fire
What to Do - Medic.
What to Do - Bomb
Forms:
Organizations
Numbers to Know

Each component is headed by a couple (or more) staffﬁcoordjnatorsé-

the ask group.

In preparation for April 25 workshop, the coordinators should get

together with the following in mind:

1. Goal of “the Workshop: To compile a reSource'file‘by and for

RAs=-things they'l1l need to know in their ro]e as referral

agents. Co-

2. Method of workshOp

<

a) First | Houy - dovoted to background 1nformat1on on develop-
' ment and use-of RA Resource F1]e

b) §g£pnd Hour - RAs dividé up into nine task groups, go to
agencies. ‘The group will use this information and gather
information about departments, services under their cate-
gory for next year's resource file.

c) In the week following, RA.task group canvas the campus for
information sources; people, publications etc., and fill out
the Resource Quost10nna1r0 on each agency contacted.

45
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' : _ FPPENDIX 7 (CONTINULD)

. ; d) On the following Sunday, the task qroup reports to theé whole
} about their findings in a ten-minute presentation--read a re-
A 3 T port, do a skit,_multi-media'prcsentation--whatevgr you want!

e) Prepare a written sunmary on the total list of aqencies con-
. _tacted and submit it to the steering.committee;

f) A1l R.A.s hénd in all their Resource Ounstionnaires'wﬁh~
their names ony them to their group leader.

- -

3. How to Pian Ahead for Task Group:

- 1) Coorcinators should meet once or twice tefore workshop night
with the purpose of setting up a comprehensive outline of
places they feel are important to contact for the Resource
File. ' - ’

L

b) Assemble this outline for workshop night--use it to assure
that all aspects of topic arca are covered. ‘ :

. ¢) Make phone calls to all offices, adminigtrators, student
officials to tell them that. the task aroup will be coming
to see them during the "Research Week" (April 26-30).

That's it! Our sincerest- thanks to all the folks contributing to this Work-
shop. Look for a super Resource File in the Fall! . . - -

[N
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- . APPENDIX 8

: o Ny
N _ ' RA Resource’File: S ’
(‘ Supplemental Information Sheet
. : ~ For Spring-RA Training Lession = ,
Time and-place 0f Workshop | | :
Because of the applOﬂCh of this w0rkshop. two sepaxate. shorter sessions
WI]] be he]d ‘- 1 . i .
Session 1+ Sunday, April 2572 8to 10 p.1. .
Session 2: Sunday, May 2 - 7to 9 P.M. . L e
. We've also arranged to hold both sessions in a location -other than
‘ Centreville Rec. ‘Room. For edch session, please come to La Plata 7th floor
lounge. 3 L ' T _ )

A word About the Format‘

- : ‘Here's a clue as to what we'll be doing on. the two n1ghts - we hope -
‘ you. 11 appreciate the significant staff input into this workshop Its suc-
~ cess depends on its participants! : :

PHASE 1 (SundGY. April 25) . A skit presentation-illustrating the need for .
S the RA's Resource Center and the advent of a.
Flip Chart -to aid in this role.

‘ An Informational Question- and Answer Session
qiving you information on: How? - What? -
. ) Where? - of each RA's contr1butlon to the
- : ' o Task Force.
Task Groups of five to six RAs <each split up,
and bralnstoxm agencies, services and organi-
zations to use in'the Binders and the Flip
Chart. Once all aspects of am area are cov-
ered, the group will assign individuals to ~
cover specifjc offices, departments, etc.,-
whatever source of information it is. By the
o end of this meeting, the group should have
- . assembled a comprehensive outline of places
‘ to go, people to see, and phone numbers to
) call. '
PHASE 11 (Monday-Friday, RESEARCH ACTIVITY ~
April 26-30) )
- " During this period. task force members will
start .contacting information sources they've .
! put gn their outline. It would be considerate
o of you to call your contact person ahead of
o . time to make an appointment for your question
. . o : ~ session. :
s . : o 4ﬂ7

I . - -
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"+ PHASE II1 (Sunday, May 1)

PHASE IV (Summer 1976)

APPENDIX 8 (CONTINUED)

The agency,”office or organizatiGn you will be
contacting has already been notified that you-
will be visiting or calling. _Use the Campus
Resource Questionnaire to record the data you
,obtain and be sure to f1]l in your name at the

. jtop to allow follow-up. Once all.of the data.
~is collected, it will be compiled into the RA
.-Resource File over the summer. Each piece of

infermation included in the Resource File will
be attributed to the RA who comp1]ed the infor-

mation during these: tra1n1ng sessions. Remem-

ber, this information is being compiled for
next year - questions #6°to #8 shpuld include
information about next year's. contact person,
if differeént from th1s year's. R

Later in the week, your task group should meet
and put toqother the inforniation with the co-

. ordinator's category. -In this short session,

the group should also degide on the :best meth-
0. of presentation for a ten-minute séssion
that your task group will be leading on the .

group's topic area. This will be done the se- -~

cond Sunday-of these training sessions.

Report Back Session Time: 7 to 9 P;M.
Place:. La Plata 7. -

Each task group makes a ten-minute presentation’
on their newly acquired information, hoping to
convey to the rest’ of the staff ‘the scope and
depth of their information area. [Incidentally,
the presentat1on Judged most creative, informa-
tive, and st1mulat1ng by the total group will

be awarded a pr1ze

Compilation of data collected fnto an RA F]ip
Chart and Resource Binders.

T
\
Voo
\ ,
-
.
J"P
e
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. ) : ‘ APPENDIX 9 -

= B s . “TRAINING SESSION PLANNER" _ -

®

—

_TITLE OF TRAINING SESSION:  "HELP, I NEED SOMEBODY" (Fall RA Training

- ) «

Session; Presentation of Resource Syst:em)
LENGTH OF TIME ENTIRE . :
SESSION WILL TAKE: -7 One Hour

L)

BEHAVIORAL OBJECTIVES: 1._The RA will_be able more easily to

find_the resources ‘he needs in order to

be. g_mor_e__e.f_f_g_c__t:ive helper and informa-_

tion giver for his_unit by means of the

FLIP_CHART and Resource Bindens.

2. Jhe RA will_be able to use the Re-

source System effectively and explain

now i..t-_'_w_c,)r_k,s' to students on his/her unit.

Eharts will be distributed to

o . SUMMARY OF THE PRESENTATION: -~  The Flip

o

all B}\é_a_d_--gi_ay'pefore the workshop so

they will have an opportunity to view

them. At the meeting they, will bring

their F1ip Chart and we will _go over the

categories together and an explantion
SO WiN be g ven about. cross-referencing

the Fli _D__;C.h.ar.t._y_i.t.b_.@s_Rs_Szpyics__Bimi_er%-

The importance of returnina the Flin

Chart at the end of the year will be

stressed. There will be a discussion on =~ -

‘how to use' the desk as a 24-hour re-

source service. Updating will also be .

. 19.

AN




METHOD OF IMPLEMENTATION:

. ~

METHODS OF EVALUATION:

14 .

LOCATION:
" MATERIALS NEEDED:

APPENDIX 9 (CONT INUED)

discussed (put suggestions_ in the sugges-

tion box, students will be_encouraged to

fj}]_gy;_ggsourcé'ngstionnaires; if “they

“

Jose cards, where to get them; what to do

about mistakes). There will also be a

brief explanation of the DR's role in

"this service.

The_method will_be mostly lecture (infor-

mation-giving). At the beginning of the

session in_order to take attendence we

will ask the RAs to put their names in a

hat and we will have a drawing at the end

of the session for two free dinners which

"~ werc_donated when the files were'béfnﬂ

2

“collated.

3" x 5" cards will be distributed at the

end of the session and the RAS will be

o

asked to write on one side.of each card

the best thing about the workshop and on

 the other side the worst thing about the

workshop.

Qg@prjgge lawn_under a big tree.

~Several Flip Charts, Resource Binders,

' frpghgjppgr‘Centificates; a Hat o}'BQX.

50
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'SESSION WILL TAKE: . - | One Hour

- APPENDIX 10

" "TRAINING SESSION PLANNER" e

TITLE OF TRAINING SESSION: "MELP, 1 NCED SOMEBODY: USING YOUR RE-

SOURCES T0 DEVELOP A RESOURCE FILE"

- (Desk Receptionist, Fall Session):

——

LENGTH OF TIME ENTIRE

BEHAVIORAL OBJECTIVES: . . }.w The DR will be able more easily to -

4

f1nd the resources he/she needé imoFder

to be a more effect1ve helper and 1nfor-

Al

matuon qlve to students

g: The DRs w111 be able to use the Re-

source Systvm and updating system effec-

t)vely They will _be ab]e to explain to

.students how the system works.

SUMMARY. OF PRESENTATION: _ ngggiypg}jnq we will go “over the cate-

>

-

qories and an explanation will be given

ngg}_gygss;referencing the Flip Chart

ngﬁ_ﬁhe Resource Binders. We will dis-

- . : ~ cuss thevneQ use of the desk as a 24-hour

Resource Center. The DRs-will be urged

Lo stress to students that the file is’

available for their use. The DRs' respon-

-

sibilities will be discus$ed (general up-

keep ovaluation;‘updating) Resource -

Quest10nna1res at desks for use by staff

) ' ‘ ‘ and students - w11J be ‘explained.

- 51
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. s . o _ ‘ © > .. APPENDIX 10 (CONTINUED)
o ) , . . T =
y _ S g - Questisns, comments, sqgggigiggé_y1}2 be

-

appreciated.

—_——

MCTIOD OF IMPLEMENTATION:

'ﬂgsﬁjyrlpgpygg_-‘(infggmgtionggivinql '

(APPROACHES, TECHNIOUES, MEDIA,
‘ETC.) _ '

K%

METHODS OF EVALUATION: ° 3% 5 cards distributed at the end of the ..

session. The D.R.s will be asked to

- write the best thing about the workshop .

on one side, and the worﬁt thina about the

- , . Pt AP Sohie S ) Sy

qg;&ﬁhgnﬁoh the other sidé.,

 DCATION: - LA _PLATA LOBBY

P " MATERIALS NEEDED: ' Extra F1ip Charts

Resource Rinders

) : T ~ _[tgg_Qipngxuggrtificqﬁgs

A Box .

47
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APPERLIX 1]

"TRAINING SCSSION PLAMNER"

(.  TITLE OF TRAINING SESSION: "WELP 1 NEFD.SOMEBODY - or, How to Use

Your Resources to Dcve]nn a’Resource

System (Spring Updating R.A. Resource :

oy Horkshop)

LENGTH OF. TIME UNTIREC , : _
SESSION WILL TAKE: . _Introduction of Material: 1/2 hour

s : ' ' ) - Field [xperience: 2 ronths (or as lonag
as it takes to c _Qmp_ij_e_'_trh e necessary infor-

maticn - due by the h_cgj_hning of May).

BEHAVIORAL OBJLCTIVES: - 1. The RA will be familiarized with Cam-
| pus and Cormunity Resources and be a more _

“effective information-qiver.

— e v e e e

2. The RA will _d_e_v_e_] op contacts on campus

. o | o and_ir_the community that he/she will be

| \ able to utilize at the appropriate_times,

3. The FR/\ vi U__uj_e_ the Fl1p .Chart and L

) Resource Binders and 'take_pr:ide in it
. '_because he/she he]_ped deve]op it.

SUMMARY oF PRESENTATION: See Attached Sheet. __ . _

. MLCTHOD OF IMPLEMENTATIGH ‘_L_e_c‘t;‘u_r_e__f_qr__1_n_1_t1a1 preséntation. For thé 4
(APPROACHES, TECHNIOUES, B 7

MEDIA, ETC.) Field Fxperience it will be totally an "in-

dependent ‘experience” and 4 or 5 qroup lea

ders: should be specified to be around at

certmn tnnus for (Lucstmns or_prohlems

the R/\s nnght ‘have _The major organiza-

.........

‘tions and departments (continued attached) -

.o - 48.
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” , ~ _' | APPENOIX 11 (CONTIFUED) *

-

. METHODS OF EVALUATION: ¢ 5 cards distributed at_the end of the

session.  The RAs will be asked to write

_ the best th1ng_about the trainingﬁse5510n

. ' "~ on one side and the worst thing on the .
7" other s1dn i L iy .
] LOCATION: T COMMUNITY CENTFR _y
MATERIALS NEEOED: B '}grg&m[5U§¥3jgpggjxg§5_]gpoﬁb]énk qyeé-

tionnaries; handout explaining thé;pro-

cedures and where to obtain typewriters

to type your project; pems or pencils.
SUMIHARY OF PRESENTATION: -
Al BAsfwill attend a 1/2 hour Exp]énation orkshop. . Here the system
.for updating the file will be explained and the RA's role in this will be
i . outlined. A1l the materia] in the three volume Resource_S_yst.em‘and Adden-
dum Book will be xeroxed. Each RA will receive ten to fi?teea Resource
Questjonpai}es taken_from the files. They will be'requﬁéib1e for:
" 1. Contactina the agency, orqan1‘af{on or service 11sted and - ' i
- verifying all the information on the sheet as to comp]ete- Y

ness and accuracy. _ _ - .

2. They will be -responsible for asking that the service sends
S » the office all written material, pamphlets or anyth1nq they
. . fec] will be appropriate for tho file.

3. Type the information on a new resource questionnaire and
- make sure it is accurate, complete, and without errors.

4, Puf their name on the top of the sheet.
‘5. Return all the shectc to the viorkshop leader by May 1.

METHOD OF IHPLEHENTATION (CONTINUEQI

7

should be contacted if possible to be made aware of what we're doing and-

that they will be cbntéctcd By'an RA. The RAs:should beJencouraged'fo

. " 'make appointments when possible (make appdintmcnts with.the departments)

0
™

rather than make phone calis. 54




IN-SERVICE FLIP CHART/BINDER QUIZ
APPENDIX 12

1. I want to take my givlfricend out to dinner. She loves Mex-
. ' ican foud but I don’t know il there are avwy Mexican restau-~
- b rants in the arca, .
- A, Wherce can [ tuak  her? ' \
B, What is the price range?
C. Where is it locatoed?

7

2. My friend punctured hersell on a rusty nail, and I'm going
to take her 1o the emergency room at Prince George Hospital.
Can you tc¢ll me the dirccetions quickly? '

3. I'm confused about where I'm going academically.
A. First, 1 nced a copy of my transcript. Where do I go
to gel thiu? .
b B. Where is 1t locatoed? . . :
C. I also nced to talk to someone ahout possible career
opportunities theve are in ficlds I'm interested in.
where would I jro and where is 4t located?

"

. . . . 4 .
1. I'm not biy on drinking, . and would enjoy some entertainment
in the cevening:s besides bavs and mixervs, What is therce
on campus? ' ’

. :
3. I know I'm pregnant, but I don't want to sce anyone about it
on Campus. Where can [ go to get help?
« ‘ i M
6. Who is the Oricentation Director? What is her/his phone no.?

7. I #¢ed a2 job,  Where arve some places Tocan go to apply?
Y
- s What is the number for Macke refunds? —
whiat is the number for coke repairs?
What is the number for an ambulance? L
Ny 9. I am interested in joining an ovganization to learn morve aboout
"‘ . the cultures ol the Awmerican Indians, vho do T call?.

10, Yhat's the number for American Aivlbines? -

) ' ’ 50 . |
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" APPENDIX 13

TN-STRVICL FLTP CHART/ZRESOURCE BINDLR QuUI?

Every DR is expected to- (omplete th1s quiz and return it to his or her
supervisor. i . -

This quiz is designed to familiarize desk receptionists with the Flip
Chart/Resource Binder. Because there is so much infermation contained in
. this resource system, it is imperative that DRs learn the Flip Chart cate-
gories and understand how to seek answers to questions-by using the Flip
Chart categories and alphabetical Resource Binders. YOU ARE A VITAL PART
OF THIS RESOURCE SYSTEM. :

Read the following instructions carefully:

‘. " P .
~In many cases the quiz question contains a key word which will lecad vou

to the proper cateqory in the Flip Chart.
Ex: | would like to have a phone lnstalled in my room. How much would

this service cost?

Check the Services card in the flip thart. You will find Phone Installation
listed on the cdrd.  Then go to Vul. 2 ot the Binder and find Phone Instal-
lation in the Table of Contents under "P" and *urn to the correct page.

Y

Some of the questions can ' avswered dirvectly from the Flip Chart with-
out reference to the Binders. w
., ' Ex: What is the emergercy nunber for an ambtulance?
Ans: X3333 . §

A few questions can be answered most quickly by going directly to the

“alphabetical listings in the Binders.
Ex: I want to call all the ltinspitals in "ne area. Is there a list
of these? Go directly to the Rinder. Look under Hospitals.

In checking the Flip Chart vou may find more than one possible answer to
cross-reference in the Binders. when you have checked all ‘possibilities,

give the best answer
Ex: I would ]1Le to f1nd an inexpensive French restaurant.
) Begin by notinq all the restaurants whose namef indicate they serve
French food, then check the Binder for menu prices and cheoose the least ex- -
pensive.

As you work, read through the listings on each card, since this will
help you quitkly to answer succceding questions. Also note how classifica- .
tions within each major Flip Chart category are listed. For instance,
ENTERTATHMINT s divided as follows:

0N-CAMPUS OFF ~CAMPUS
ATHUETICS . MOVIE THEATRES ART GALLERIES EATS:
ronp DRIVE-INS,  ATHLETICS . - HAMBURGER. JOINTS

FUN & GAMES ETC.... BARS & LOUNGES _ P1ZZA JOINTS

90
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APPFNbAX 13 (CONTINUFD)

Note too. what broad areas are covered bv each categorv For instance.

‘ MONEY includes tobs. banks, financial aid.
HERE 'TIS -
I would 1ike to have a phone .installed {n My room. How much wod]d this ser-
vice cost? : o
cosT | E

Waht. is thé phbne number . for the Post Office on campus?

X

My organization would like to'spdnse an olitdoor chamber music concert on
campus this spring. We need a small stage, amp11f1ers, etc. What facili-
ties could tne University provide for us?

FLIP CHART CATEGORY R
ALPHABETICAL LISTING —— — ~—— - —— ="
WHAT COULD THE UNIVERSITY PROVIDE? _

Are there any social organizations for gay_studengs on campus?

FLIP CHART CATEGORY. . ¢ L o -
ALPHABETICAL LISTING ’

. . ' ARE THERE?

I very much enjoyed gymnastic in high school and would like to continue work
out either by myself or in a group. May the equipment in Cole be used by -in-
terested students? Is ther a qymnastlcs qroup on campus?

e i i e e el e ———

-

* FLIP CHART CATEGORY (IES)
LPHABETICAL LISTING(S) . L
MAY COLE BE-USED? = .. S '

! am doing a paper on Le Courbousier, the Artist/Architect, for my art his-

tory class. I would*“like to get-a full understanding of the functional in-
" novations he made and their impact on the development of architecture.

- Where could I find technical books on archltncture7

. : FLIP CHART CATLCGORY T .
ALPHABLTICAL IISTING _ e
LOCATION - :

As a nutrition major, I must do we]] in Chemistry, but I'm 51nk1ng fast.
Help! (Remember that you should have read through the 11st1ngs on each card

to help you with succeeding questlons') . ‘ ;;).

FLIP CHART CATEGORY
ALPHABETICAL LISTING
WHAT KIND OF HELP 1S AVATLAGLE?




APPENDIX 13 (CONTINUED)
Can [ get academic counse]inq:frnm the Gradiate School Office? 7 |

(' FLIP CHART CATEGORY
ALPHABETICAL LISTING e
CCAN I? L .~
I have a white roommate who seems to hate my guts. I don't think either my
RA or RD would be particularly helpful to me since they are both white. Be- -
sides, I ddn't want to move ogyt, I want to learn how to deal with this kind _
of situation. Is there some kind of counseling for blacks only on campus?

© FLIP CHART CATEGORY e
ALPHABETICAL LISTING A e
_1S THERE COUNSELING AVATLABLE FOR PROBLEMS PARTTCULAR T6 BLACKS?.

My Aunt has been admitted'to Fairfax Hospital. | want to visit her. How
do | get tihere? . )

> WHERE DID YOU FIND THIS INFORMATION?

My service organizaf?}h would like to contact snme other campus organizations

to get some ideas for d raising. Is there a publication which Tists cam-
pus organizagrers and theingoals? .

FLIP CHART CATEGORY
"LPHABETICAL LISTING 7

' ‘ .ne RA staff in vn;y‘buillding would like to contact all the other RAs in the
Cambridge-Ellicott Community for an informal gathering to make contact and
discuss problems. Is there a list of these folks?

FLIP CHART CATEGORY

We are having a floor party - CambkidgeyB, 2nd (100?. Who could lend us
mops and brooms <0 clean up afterward? .

FLIP CHART CATEGORY
WHO? -

My.boyfrﬁend and I are rather sérious]y involved; however, last hight he was
drunk and knocked me around and bruised my ribs. I feel as if-I'm qoing to
fall apart. Where can I get emergency counseling? - '

FLIP CHART CATEGORY
ALPHABETICAL LISTING

. i e e e R e 4

What is the number for the Food Co-dp?
) . -~ -

FLIP CHART CATLGURY

How can I get a copy of my transcript?

@ FLIP CHART CATEGORY
ALPHABETICAL LISTING

e
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APPENDIX 13 (CONTINUED)

»

v

!
! r

I need money. Where do I go to et a job on campys? '\

FLIP CHART CATEGORY . S
ALPHABETICAL.LISTING =~ : \

What is the number for American Airlines?

N . ) —

/

. . -" ) , 0 s
Who is the Dean of the Human Ecology Department?

WHO? ‘, - . . S :

My roommate has been takina a lot of downers and drinkina a lot. He makes
cracks about commmitting suicide. What kind of counseling'is available for
him? What about emergency counseling if-he tries suicide? Vhat about emer=
gency medical attention in this event? I want to be fully prepared. C
FLIP CHART CATEGORIES

EMERGENCY COUNSELING POSSIBILITIES
REGULAR COUNSEL ING POSSIBILITIES
EMERGENCY PHONE NUMBERS

.

Who is the vicious person who put this test together?
CATEGORY - o S

e
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OR WHAT IT’S

- RRZ VGOU_AWARE OF —----_- ) HE ORI

[}
-Pesources and Addendum Binders, are installed at eacn C/E 24 hour desk and oné "mabile |u
system is avaitable for circulation. ' ‘ ' Jl

RS RETI AL R RVICET

An information and referral systeﬁ'iS‘being developed by staff members gyided hy Cherie .
. Thuman, Included are flip charts organized under 19 headings such as Emergency, Cnter- '
“lainrent, Services, and three What-to-do 1ists for bomb threats, fire and medical i

emergency. - These concise flip charts, backed up by three-volume sets of (Tooseleaf)

Wint to borrow the .mobile systeqlﬁj;ﬂj_gj}hg[;ﬂgryig;_gjpsoﬁ_gf Jane_Singleton in 0D~

!

THE RESOURCE FILE | ' :

Need to know a good place to eat
and be entertained? Fingett{p
fnformation {s available {n ‘the
RA Resource Binders and
Flipcharts located at the
Cumberland and Centreville desks.

The file also includes forms,
numbers to kuow, emergency and

- T : -ofsanization phone numbers and’

) mecting pluﬁbu,-trnvel and trans-
portation, and (s loaded with
other tidbits of facts. "This

" . ) compact veterral service is

" |'excellent for plopointing {nfor- -
’ ’ matlon and fs a anap to use,

62
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Cf@l ral guide |#.ts area 1O mELIoN

<

R R File system assists RAs in dutzes

L%?PI‘GE e-THE'bTAMONoaAcx " an Ml L .

= I Suppling an apparently long® ~ - 1f users requirc more Mhah ¥~
overdue senvice for Univensity - .phnnc number under any of the

students, a resident life employe
has devised an information and

- referral service Incated in the
Cambridge - and  Ellicett

{ compleres.

T “The  first cintegrated
infurmation and “referral scrvice
o campus’
Sherric Thoman, a praduate
assistant, in response to dormitory
resident  assistants’ (RAs')
continuous complaints “that all
they gnt were more and more
manuah.”

“ felt peopic ddnt Tisten,
much less read, so why not give

“the RAs and students’ comething
so compact they couldn't
complain,’ Thoman said.

Containing information ranging
from arca club and restaurant
mcaus 1o campus  organizativn
membership requirements,  the
system s cepected to aid the RA's

. role a¢ an information source fot

dormMtery residents.

_.G.nl Seckias. Lz_mm_lul

resident ‘diréctor, said the flip
charts would not dupiicate the
RA'w rolc as an information
L source. .

“The RAs do their work by
givieg out information *in 4
personable way. A poar RA weuld
v 'Go look it up on the chan, |
don't have time.™

\\ : . N . R
k}/»‘-ad’v" ﬂ-“ . » MU"’“‘
: rhoto by Terri Dcnl)ol

t) and Sheme Thoman review the new student refel

R
Y ot in tue umbndg: md Ellicott complcxes

ral guide localed

A

/ " system and_uses 2 flip, chart

ine diffcrent
said.

numbers  under
calegorics, Thon. .

63

was dovcloped by |

The file. is 3 two-part project
AR , . based on a fibrary-type cataloguing -

‘" containing names and " phone

“ninc categories they can turn te

comprehentive |nfnrmanm\ sheets
stored in,three large blndcrs

For .cxampte, if students
wanied to join a group dealing

. with_theit “hobby or acadcmi

major, they would look under the =

“organization” section i the

' bmdcr Thoman said.

Thal section would pmnd: 3
- scparate shegl on cach camgus
organization, including

. information on each organization,

times.

“A gond RA would usc the fii:
a8 an extension of his or her

personal khowledge about” the’

resident’s
said.

qQuestions,” . Seckins

Most RAs said |hey lhough( the
-fite was a good ldca,

MThere were many times |
needed fo call someone to help a

resident. but didat know where -

to turm." $aid . Myla Deloatch, a
Cumberland. hall RA, She said

ils requirements and- meeting:

the ffle “is the best helpso farin

, giving inrination to residents.”-

84

" flepa

* “deserib:ng

—— m e wmn e d an ae

Cathy Wall, a former
Cumberland RA and desk
receptionist said such a fil* has
been needed for many years,

It may he more work for the
roceplionists  who  proviously
anwered with an 'l dor't know'
and new must show the student
how-to use the file,” she said.

According 1o Wall, ‘desk
recepticnists cfien contacied 10
different offices trving to find help
for a resident, a process that the
resouree file witl elimirase.

Undaing the file will be ah
ongrmge tavk, said  TRomin,
adding lek mformonen sheets

witl he avaiable at each dosk for
- \

“Studenty can add wia the)

aant te the file and well
guarsrize At wii be ":"' din
-~ thehirlen,” shesa:d.

AR cntertainment section also™
featuzed  that  provides  art
rstaurant  menus;  prices  ar-
direetions as well as facts'eon ba.
altire, .'rrésphcr-
liquor policy a"d cover c"x..-gcs

. The tharls ofTer cas
accessability” and  will b
dis!ribulcd to RAs and residen
dircctors in the Cambridge ane
Ellicott area, said Thoman. L
2dditron, binders ‘and flip chart
will % chained to the lobby desk
of Hagerstown, La Plata, Ellicotl:

" Cumberland and »Céhxrcvillz hali.
and in the organizationa
development office in
Cumberland ' - c

Thomaa saia she hopes the file
will cventually bccomc a\allab'

Q

ERIC
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. APPENDIX 17 .
Oggober 25, 1976

,Qii) TO: RA's
L ‘ RD's , :
B FTOR'S : . !
v Asst. Community D1rector : } .
- Ted .
Jerry
" Colleen..

- . . ) 7
FROM: Teri Weisberg, Resource Assistant

RE: Errors and Corrections in Résource File
Please correct the following errors.

Front of.Money Card (Resident Lite) and Back of .Numbers to. Know (Under
Resident Life Numbers) - Centra] 0ff1ce X2711 Correction‘ .X4276

" w—
.

Money Card - Cannuter Affairs Dr. Hardw1ck Correction Sy1\1a Stewart

. Front first Folks to Know Card and Money card - Area Council, Debby Dempsey
X4350 and. X4353 Correction - X4351

. Second Entertainemnt Card on Front - Gallaghers Pub 686—9189
Correction: 686*9]80

Money Card - Hork Study X3406 Correction X4592 _

Add to Counseling Card - Interpersonal Grn»fh Groups, Danny Wasserman
‘XZ931, See Addendum under I

. Add to Service and Travel Transportat1on Cards - Autov111e Vo]kswagen Inc.
_33T12070 See Addendum under A

égg.to Money and Services Cards - Mary]and National Bank 345 6161
ee Addendum under M

. -Add To Money -and Sekvices-Cards‘- Uni-Bank 779-1114 See Addendum under U

. *Add to Crganization Card - Minority Pre- ProfLss1ona1 Hea]th Society X3061
See Addendum under M

Add to Entertainment Card under Restaurants - Tuscon Cantina 462- 6410 .
See Addendum under T

Add to Services Card - Bananas Inc. 669-8191, See Addendum under B
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APPENDIX 19

[‘ES!.’, 'FREQUENCY OF USE FORM FOR
o FLIP CHART/RESOURCE BINDER

ENERGENCY ACADEMICS JCOUNSELING [ENTERTAINMENT §FACILITIES

F.c. Foc' - e . FB. F.c. "Bo ) AKX »
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F.C. -~ Flip Chart

B. -- Binder “
LIBRARIES § LOANING EQUIPMENT IMEDICAL ATTEMTIORN
F.C.; B, F.C. B. F.C. . B.
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"FROM: Teri Weisberg

L o , APPENDIX 20

f L , 1076

T0: RD's \\\\\\\T’/

GRb's

)
RE: Collection of Frequency-Use Cards

. It is ncar the end of the month and time for collection of the frequency-use

sheets for R The .Same procodure vwill be followed as la t montk.

»

3'1. 'At your weekly R A meotinq, d1str1bute the new froqucncy use cards and

"remind your R.A.s to br1nq their cards for the prcv1ous month to the next
meeting. :

2. The following week, co]lect the frequency-usce cards from your R.A.s and
return them to me as soon as possible.

Thark you for your cooperation.

71
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CMONTH

LOCATION

6L

Binder

- -

.Q‘._._-.-..-_‘-- L U
- ooDesks | was [ pos
Flip Flip - 1 Flip
EGORY ____|.Chart |.Binder | Chart | Binder | C’_h_a_:;t._ v
vgency b
demics - o oV 1 _____-..' .
aseling o b o ] N
ertainment I T -__.‘.. N
ilities - S SE. BN R
ks to Know SR I SR
waries __’ _____ Y IR S
_n_i‘n_g__E_qgii_pn.xent o I D I
lical :Attention | _ R
+ .
z}ggic) Know I P I
dieations '} . . U N
wvices. .
R R I IO I
wvel-Transport-
on
A to do-Bomb
eat bl
Ltodo-tive b
't to do-
vicel Lmergency i
TOTALS B

PLIP. CHART/BINDIR MONTHLY USAGE SUMMARY -

APPENDIX 21

TUTHERS T

Flip
.Chart

~

Binder_

{{please specify) CATEGORY TOT,

| Binde

I -

FETP CHART OVERALL TOTAL :

B R Vi RATE TOTAL:
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TITLE OF TPAINING SLSSION:

LENGTH OF TIME ENTIRE SLSSION

- WILL TAKE: - 7
_BLUAVIOPAL CBJECTIVES: '

SUMMARY OF THE PRESENTATION:

METHC © OF EVALUATION:

LOCATION:
MATERIALS NCTDED:

Chart/Resource Binders.

79

(Attackment A)

“TRAININGJSESSION PLANMER"

Use of the Resource File (New RA Resources

Inservice Ouiz)

1. 1/2 Hours -

The RA will be familarized with the Flip

The RA will be

- able to locate a__niven.servicé via the

ka Chart within fi five minutes, and trans-

mit the 1nf0m}>t1on to another person

_l_._y_a_r[d_ p}x_t_fiﬂuc_h_arts to new RAs.

.fon to system. Has anyone

2. Do introdu

used it? -jg‘ljc__j\gout how the system evolved.

3. 6o g_v.e‘r_'__g_a.t_e_rﬂries.on the F1ip Chart.

Look at the ca:_«.}z_.-_ Check out cateqories in .

the binder.”

4. Do updat\_,with "Sorry Ve Erred". sheets.

5. Administer quiz. _

Ask p_cpj)_lp. to comment on best and worst as-

pects of the workshop on-a 3x5 card.

225 La Plata Hall

f1ip Charts for all. One Flip Char t/Resource

"Sorry He Erred" sheets(8).

firder: system,

3x5 cards, 8 pencils.



»

In order to properly injlcment the Cambridae/F1licott Flip Chart/Bin-
der Instrument certain staff responsibilities must be assumed.

In order to maintain this preject as-an onaoing system, the Administra—

5

tive Assistant for Staff/Community Development, the"Resnurce,Assistant, Cam-

tridge/E]Ticott. the Cémbrﬁdqe‘Resnurce Assistant, one full-time Desk Recep— 
tionist, the Cambridqe/E1Ticott Secretary and the firaduate Assistant for Qr—
jentation need to be uti]ized'frnm January 1977 to Auaust 1977, (

v

- The Assistant Community Directors for Cambridqge and Ellicott Areas will

also be utilized from Auqust, }977. They will assume many of the job reéponé

sibilities that seem appropriate.
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January-August

I & R PROJECT - CAMBRIDAE/FLLICOTT

JANUARY- AUGLIST 0B RESPONSTRILITIFS

Administrative Assistant for Staff/Cormunity Development

To plan and conduct traininq r oqrams for Rﬂs. DRs, and RDs to fac1]1-
tate the use of the’ Rosource qystem

v

‘Provide direct support’ to the project.

Attend Resource rile meetinqgs vhen appropriate.

PS

To coordinate and orqanize traininq proardms, updatina procedures, eval-

"~ uation measures relative to the Resource System.

To meet with-the Assistant Director of Resident Life, Cambridqe/Ellicott
for purposes of information sharing, supervision and direction.

To dirnrt]y»supervire the Assistant for Resource Déve]opment

Serve as a Pesource 1link botwoen the Office of Resident Life and other
campus departments and orqanizations. .

Be resnonsible for aoverall m#intenance'and oneration of the Flip Chart/

" Binders. ' .
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°

ASSISTANT FOR R SCURCE DEVEUAPEEAT (20 hour/werk stulent inb)

D,

.

11.

12.
13.

14.

Type paners and meros nertaining to the Resource Sve tnw, vhen indicated.

Meet with the desk sunervisors and full-tire dosk receptionist nor10d—
ically, in order to insure smooth coeration of the project.

Attend DR and RA movt1nqs reqularly in order te Jdiscuss new ideas or
plans and to relay information about the project.

Meet with student qrodps, in order to qain their ideas and suqnestions.

Aﬁork with the fuil-time [ils and Fesk Supervisors to make certain posters

are desiaqned and displaved in the lohbies to publicize the Resource
Sys tem,

Report: to the Administrative Assistant for stud(nt oevelonment for
quidance :and support.. : O

) P
Mimeograph, xerox, and collate new material relative to the Resource
System and distribute it to the Resource rontors

Desinn and distrinute memos to RAS, DRs, RNs, etc., about the file.

Frequently visit the desks, the Cambridae Corvwuunity Center and the Or-
nanization Developrent Office to observe their operations; hand out
new material; and check to ste if thinas are vunnina efficicntly and
effectively. C

Call Jocal theatres, camnus denartments, oraanizations, services, etc.,
tc wahe certain the OPL 2esource Conter is on their mailina list and
that appropriate monthly publications, pamphlets and flyers are beinn
sent out. ’

Call orqanizations. services, elc., that students have suaqested be in-

cluded in the kesource File. Gather data; fill out the quectionnaires;
type, xerox and distribute the aquestionnaires n]us accompanyina material

to the Resource Centers. '

Eo‘réSponsib]é for.collecting inforration, desianing and distributing
the bi-monthly "Sorry Ve Crred” sheet. ‘

Be'respons{ble for dictribution. collection and tabulation of data of
use of the Resource System from RAs, RDs, and the Resource Centers.

Graph results of frequency of use of file on appropriate charts for
monthly comparisons and review.

‘)
-
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Flip (hart Pesistant/Camhridae Arca. 10 hours/week

January- fly 13

(9%

16.

17.

Type papers, memos pertaining to the PResource System, when indicated.’

Meet with the desk supfrvisors periodically in order to insure smooth
operaticr of the project.

Attend DR, R\ meetings reqularly in order to discuss new idcas or plans

. anc rn1ay 1nformat1on about the pronject.

Zeport to tho forrmn1ty Center Nirector and Assistant Community Center
irector for aquidance and support,

Dist?ibute new materials to the Resource Centers.

Frequently -vicit the desks in the: Cambridae Area and the.Community Center
to observe their operations gand hand out new raterial and check to sce

if things are runnina smoothly.

De rospons1b1e for collectinag 1nformat1on for the hi-monthly "Sorry !¢
Frred“ sheet

Dbistribute memos to _the RAs cancernina the Resource File.

Di- month]y, distribute the undat1nq 'Shrry Wle Erred"” sheet,. and encourage
RAs to m(kc charafs on their file. )

-

Be respo )\b1e for the distribution and collection of the frequency use
cards from RAS each month for ahulat1on purposes.

Fncouraqge creative nur71c1ty jdeas.
Attend meetings rP]Othb t~ the Resource file.

Be responsible for ovora]] maintenancc of the Resource File in the Com—
munity Center.

Make sure Cormunity Conter Resource 0u0§t1onna1ros are ava11able near the
file for student/staff input.

Ce responsib]e for tanina the Comrunity Center freauencv-use chart on the
Flip Chart each month, and collecting it each month.

Make all correations on the Corrunity Center Flip Chart/Binders from the
'%orrY te frred" shcnt and make sure corrections are made on the desk

files

Le ceenonsible for vorking with the Pesource Assistant and meerting with
him/ner, if necessary, to discuss ideas and sudaesticrs for the system.
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Full-Time Desk Peceptionist

- . .
: . June 1 - June 31 :

1. Be responsible for overall layout, proofina, collating and de
the 1977 updated RA F}ip Chart.

A 7
: 2. Be res,onsible for typing Flip Chart cards, running them off, and total
- reorganization of the rlip’Chart. . '
3. Be responsible for the total develen .f one Birder System for the
Cambridae Area, Ellicott Ared and L- affice (including xeroxinqg,

‘collating, and distribution of the fl.c;

4. Supervision of any office ctaff or part-time student support for yse
e ~in deve]opment of the f Te.

4




Secretaky-Cahbridqe/r111cott_Area

Responsible for cover card for Flip Chart (desian, mimeoaraphina).

Responsible for use of rub-on letters on all the cateqory curds on the
Fl1ip Chart. '

. .Be responsible for mimioqraphinq the Flip Chart cards.

A



GRADUATE /\SSIRTAN: FOR GRIFMNTATION

1. To work on thu-Pesource System supervised vy Jovee Derby, Administra-
tive Assistant for Staff/Corsunity Developrent, '

Report to the Adm1n1ftrat1vo Assistant for. cfaff/Community Deve]noment

for quidance and suppont
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(- T 2P PROJICT CAMBRIDGE/FLLICOTT J0R -
- RESPONSIRI' TTLES - AUGUST 1977 N

Assist.nt Community Director - Cambridae Areca/F1licott Area

1. To plan and conduct (raining programs for RAs, DRs, and RDs to facili-
tate the use of the- Rosnurce System,

2. Provide direct Sunport_tn the project.
3. Attend all meetings re}evant'to the Resource Fi]e.

4. To coor'h Wate and organize training proarans, updat1nq procedures,
eva]uat1on measures relative to the Resource 5ycters.

5. To meet n]th the Adm1n1strat1vo Assistant for Stdff/ronnunity Davelop-
ment for | .rposes of information shnr1nn Sunervision and direction,

6. To d\roctly supervise office clerical staff and Desk Reception1sts in
relation to JOb responsibilities for the Resource File.

. Be rasponsible for overall wawntenanro and operation of the Flip Chart/
Rinders.

Mii 2. Type papers and memos pertaining to the Resource System, when indicated.

-

9. Meet with the desk supervisors and full-time desk receptionist period-
ically, in order tn insure smooth operation of the nroject.

1C. -Atten DR and RA meetings reqularly in order to discuss new ideas or
plane - ! ta re'ev information abrut the nroject.

i1, Mnot vita <tadeat aroups, in order tO'dain their idees and suonaestions.

12. work with the full-time DKs anid desk sunervisors to make certain posters
ar2 desianad and displayved in th: jobbies to puh]1c1ze the Resource Sys-

tem,

13.  Miricograph, xerox, and coliate rew naterial relative to the Rosource
J)StEh and dictribute it ic the Resource Centers. '

4, Desnnn and distribute memos to RAs, iRs, Rﬂs. ete, about the file.

-
(s

- Frequently visit the desks, the Camr doe Community Center a-d the Or-

\ qanization Development NEfice/to observe their operations; handout new -
material: ond check to gge if thinas are runnina efficiently and ef-
fectively. '

9P . | - 87

-~




v
.

“ 1¢. Call I - theatres, campus departrents, oraanizations, services, eta.,

' b ' to mat rtain the ORL Resource Center is on their railing list and
the & -iopriate monthly publications, pamnhlets and flyers are beinq
ser .. ' :

17. Call oraanizations, services, ete., that students have suaqested he
included in the Pesource File, father data fi11 out the nurstionnaires;
tvpe, xerox and distribute the auestionnaires plug accompanying material

~tn the Resturce Centeri

/

17, Be resnonsible for collectina inforeation, desiom and distributina
the hi-m(nth1v “Fnrrv e Fyred” sheet.

19, Be responsible for d stribution, collection. and tabual ion of do a on
1se of the Ru.nurco Sysiert from PAs, R, and the Tesource Cen‘rrs.

A

20. Graph results of frcqunn(y of use of f1]n cn appropriate charts for
monthly corjeéerisons and revieow.

?1.  Attend meetinas relevant to the Resource file.

22. Be responsible for overall maintenarce of the Peceurce File in the Com-
* N munity Center ' ' C .

.

23. Make sure Resource QUﬂstionnaircs are available near the file for student/

‘ staff input.
. ’ 24. [ncouraqe creative publicity ideas. ’ Y
- ' 25. Make all corrections on the Flip Chart/Rinders from-the \Sorry We Erred"

sheet and make sure corrections are made on the desk file

6. Be responsible for_oborn?] layout, nroofina, cn]]atfinq, and c2sian of
the sprina updated BA F1-- Chart.

o responsible for the typing of F11n Chdirt cards, running ¢~ and total
sraanization of the Flin-Chart

¢ . Be responsible for the total development of . ne “inder System for the
Cambridqge Area, “1licott Area and thie 00 Of . ice (including xeroxing,
ollatting and dastribut on of tpe file),

- 2. Supervicion of any of fice atafi o po ~time student support fer o e in
development of the file.

M. Pe oresponsible for delecating vesponsitiiities for the cover card for
“the Flip Chart fdesiant nire coraphing) an also cimeoqraphing the Flip

Chart cards “or speinag vl ine,
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