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'““ﬁESEARCH'ANd DESIGN. PROJECT

.'," L

'EVALUATION AND AUDIT SYSTEMS K

t" INTRODUCTION L

aud1t requ1rements are fu1f111ed, andfcomputer support systems ;.j/n }i

L

"\ The Progect Eva]uat1on System is- desTgned to prov1de annuaf-rev1ew of progress

e toward ach1ev1ng overa11 proaect expected outcomes descr1bed 1n the booklet .

b

fft1t1ed "Summary of“Phase I Research and Des1gn Proaect b Management dec1s1ons -
;,n for change requ1rements in the overa11 progect w111 be based on th1s rev1ew

Deta11s of the eva1uat1on system deve1oped by Dr. Jerry C Gar1ock Eva]uat1on
N . o .
Consu]tant to the progect, can be found on- pages 7 18
. U

F1nanc1a1 support for d1sadvantaged and hand1capped students programs.and

serv1ces can and does come from many d1fferent sources In the State Center

Commun1ty Co11ege D1str1ct the SOUrces ut111zed forlsupport are- vocat1ona1
“educat1on and other Federa] funds, Ca11forn1a State support and 1oca1 D1str1ct

support When m1x1ng resources to meet spec1a1 student needs, a11 program

_and f1sca1 aud1t requ1rements are met" A genera1 out11ne of - those requ1rements
. ] . \‘ . . .
- are’ found on pages 19-29. I \ . )

o

Program aud1t has three maJor requ1rements 1)'studentﬁidentification/validation,t

.2) d1agnost1c program, 3) prescr1pt1ve process The Extended Fam11y 18- Step Mode}- L

Cw .found on pages 45 68 of the book]et in the Counse11ng Gu1d3nce Sect1on of. th1s

T

box fu1f111s a11 three maJor requ1rements

o . _' . . ‘.".l‘_. . — o . M . . e,

‘ z
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To fu]f111 the student identification requ1rement Fresno C1ty CoTTege uses

the . Student Accountab111ty ModeT (S. A. M‘) for "the fnrst Jevel of anaTys1s to

1dent1fy vocat1ona1 educat1on maJors ‘This[system ﬁs'described {ﬁ detaijin o
.the, other book’let in this Evaluation: and Audit Section. - With the stbdeht
EEL;{‘T 1dent1f1ed as a vocat1ona1 student the system searches the student'ﬁ record
| f11e for prev1ousTy determ1ned 1nd1cators that 1dent1fy d1sadvantaged/hanchapped _'
| students Those 1nd1cators m1ght 1nc]ude grade po1nt average f1nanc1a1 a1d o

'status, the Tack of & h1gh schooT d1pToma, phys1ca1 hand1caps, and ethn1c1ty

B : o s
- Tgys system prov1des on1y a part1a1 1dent1f1cat1on of the d1sadvantaged and S e
\ . o

hand1capped stqdents' The referra] system and test1ng program that are parts A

o of the Extended Fam11y Program prov1de the baTance of the 1dent1f1cat1on process )
O ‘ . . .. . ‘, . \-' '_,,72 ;l. . .. .’ ‘ .-."} REEEE
The referra] system is basxca]Ty a commun1cat1on method that p1aces the 1dent1f1ed f?-
A
d1sadvantaged student (students not succeed1ng in a regu]ar program) 1n contact w1th

" the Extended Fam11y process. The referraT system is: 1n1t1ated by e1ther the

: student teacher or the regular- counse11ng process The Extended Fam11y .’f.; -
counseTor then va11dates the d1sadvantaged/hand1capped prob]em and enters the .

| student into the Extended Fam11y 18 Step ?3?81

: c . | | S
The student assessment that w111 be used is . des1gned to determ1ne the student S

i ab111ty 1eve1 in a number of das1c sk1115 requ1red for program success Students.
w1th ab111ty TeveTS beTow progngm and course performance standards are va11dated '
as academ1c d1sadvantaged student; R _ ‘ ,T‘”fi'dff; “v[

Lo
D Y B

AT1 va11dat1on data is reta1ned by the Extended Fam11y counseTor The 1ddnt1f)cat1on'
of va11dated d1sadvantaged/phys1ca11y hand1capped students is’ key punched on cards :

, and stored in the computer system for Tater use. - ._.j*ff}l«p.' (PR

-~

A
,‘.17




The'above prOcesses.aredthevmethodsnused-by the‘Research/Design‘Projecttto'
~ - fulfill the identification/validation requirement for that part of program audit.

T S W

e

TBy Fo]]ow1ng the deta11ed descr1pt1on of the .Extended Fam11y 18 Step Mode] you
' w111 see that steps 4.0 through 11.0 are . the d1agnost1c process The student
fo]der reta1ned by the counse10r w111 conta1n all work sheets and p1ans of act1on ‘; y
) to va11date the student S prob1ems Steps 12 and 13 w111 1dent1fy serv1ces
- :'_ requ1red-to support the student The expend1ture of vocat1ona1 educat1on funds ;':

r

1 for each student is JUStTfTGd through th1s process

' The k1nds of serv1ces that support d1sadvantaged and phys1ca11y hand1capped
vocat1on&1 educat1on students are a1so heTpfuT to students othey than vocat1ona1;

', '“In Ca11forn1a, the State supports ethn1c m1nor1t1es, phys1ca11y-hand1capped and
regular students w1th “$pecial needs Federal supportfother than ysE.A. is . |
'ava Table for students with spec1a1 need ‘By deveTop%ng'a student Support

’ ”’system ut111z1ng aTT ava1Tab1e resources, all students w1th spec1a1 needs can .
_be helped prov1d1ng you have the budget and account1ng systems that w111 prov1de
' S&separate fiscal aud1t tra11s for each resource used On page 31 you w111 find
the budget1ng/account1ng process used by” the State Center Commun1ty CoTTege
. Dtstr1ct The system prov1des for act1v1ty centers that 1soTate vocat1oha1
'Hﬁ1nstruct1ona1 programs and spec1a1 student services for budget1ng and account1ng'
,purposes. Also, you w111 f1nd within the budget1ng/account1ng process a page of' ,”
~object codes,_page 381 Th1s code system is from the Ca11forn1a Account1ng ManuaT
forACommunity CoTTeges This cod1ng system 1dent1f1es the type of expendtture,- =
Tbe1ng made Page 40 prov1des 1nformat1on about the cod1ng system un1que to our .
”.yD1str1ct that 1dent1f1es the spec1a1 fund1ng source support1ng each expend1ture
. The number1ng 1s combined 1nto a budget number that represents the organ1zat1on, e

- -3-




‘.act1v1ty center expend1ture 1tem and fund1ng resource W]For examp]e 2230003 e

*6000-121- VJ——wh1ch trans]ated means,; “2" Fresno C1ty Co?1ege, "2, Instructional ;

-

. Serv1ces, "3000" 0ccupat1ona1 Educat1on, “6000"' Offjce, "12[“, Sa]ary;,"VJ“,

.

' Ko

1

N

fVocat1ona1 Educat1on Genera] S B

’

°A11 systems together prov1de each program or service w1th an expend1ture h1story

é?annua]]y for determ1n1ng d1rect cost of each program and serv1ce. Each e f

' 1nstruct1ona1 program (tutor1a1; remed1a1, etc.) and student serv1ce des1gned to

"meet the needs of d1sadvantaged/hand1capped studqnts can now be charged to each

student served on a, cost- per-hour or cost-per head or cost- per serv1ce Un1t o
&

whatever is su1tab1e for the type of serv1ce An examp1e of - th1s can be found

l'-on page a1," showing how Fresno C1ty Co]]ege uses student attendance as a pas1s ”\

for. prorat1ng the cost of the Tutor1a1 Act1v1ty Center #221403 6100 ta five -

e

';“d1fferent categor1ca1 riﬁpurces .Such . a f1sca1 track1ng system satnsf1es the

" fiscal requ1rements for categor1ca1 State and Federal do11ars It takes T

Y

‘,much of the d1ff1cu1ty out of accOunt1ng for expend1tures and"opens up categorical

&

fThe f1na1 computer program obta1ned by the prOJect 1s the STAR system (S1mp1e .3.‘

ifunds as a v1ab1e source o¢?d011ars requ1red to support 1nnovat1ve and remed1a1

programs and services.
: X -

'Test Approach for Readab111ty) | We obta1ned th1s program from Genera] Motors -

/ .

. uCorporat1on, see pages 43- 54 ~ AT programm1ng 1nstruct1ons are- 1nc1uded 1n these

mater1a1s Once programmed w1th STAR, the computer can- qu1ck1y and accurate]y |

“determ1ne the 1eve1 of read1ng d1ff1cu1ty of pr1nted 1nstruct1ona1 mater1a1, and

- even. 1so1ate all the words of d1ff1cu1ty (three sy11ab1es or é%re The prOJect ‘o s

'few111 use this. program as the basis of eva1uat1ng the pr1nted med1a of 1Q§truct1on

'Th1s data will then serve to spec1f1ca11y def1ne the size of the gap wh1ch ex1sts p
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- ) PROCEDURES FOR IMPLEMENTING AND ASSESSING
e i 7’.___;;_ MEASURABLE STUDENT. OBJ\ECTIVES

N . . : -

' . ' . a * . N - ' .o .

- The eva;uatlon of the elght areas of the measurable {
student objective were analyzed to determine. the feasibility
'/oficontlnulng the proposed plan ds outlined in the Research

and Design Project For Disadvantaged Students Programs-Summary. :-. -

" of Final Report .Phase I. .No changes of. tests from those -
identified in the proposal are recommended. ' In fact, the
, proposal stated that, "Since.the needs assessment data were
© to collected, Educational Testing Service has discontinued.
publlcatlon and scoring of ‘the Junior College Placernent .
Program, therefore, another 'suitable standardized test or
tests will be selected to measure the above four varlables,»'
= ‘ it was concluded that the Junior College Placement Program,
Cm was the most valuable test availablél -AltHough'this instrument:
- is out of print, it is recommended that the instrument should
be duplicated with the publishers perm1ss1on and the responses
to the instrument be completed on a Scantron  answer ‘'sheet and
- the data keypunched on cards ready for computer processing.

AN . ' All of the - 1nstruments used in the assessment process o

‘ have been field tested in preliminary studies and have been.
.bound:to be reliable and valid. No substitute instruments
'were—found to be an improvement‘of these instruments in
light of (1) the wvalidity of assessment, (2) field testing -
. for the geographical area assessed, and (3) the pPrior usage
1 of the 1hstruments by the district.. ’ ’

am

1 4

,;h ; The elght areas were assessed by the means A computer o
system -labelled "Project: System" unique to the .project. Data
from the S'A M system are used in the "Project System" but
‘ "inasmuch:as the "Project System" has unique 1nput and output
v ' -data different from existing systems a new student file and -
. a hew system was developed. These systems are outlined in
‘the flow chart diagram.’ Computer programs are to be. oompletaT
by Dr.- Jerry C. Garlock. The input forms that are of four
types including: (1) A Student Project Identificatlon Form
that is to be completed»by staff members who ‘tomplete the ;-
form with minimal information of ‘name; sm&mal securjity’ number,_‘
control. or experlmental category, and which'of the five .
' “instructional programs the student belongs;. (2) tests or’
. * investories which have student responses on SCANTRON Scoring -,
.sheets; (3) tests or inventories which have,-student responses®
on publisher answer sheets; and' (4) tests ox inventories”
o which - have student resﬁonses on ‘answer sheets. that- hand
R " scored or tallied. None'of the four input modes ]ugékdescribed '

) S . f._,1-7.-




derive data: processlng cards dlrectly with the posalble

exception.of when (and if) the tests are sent to test -
publishers to be processed, Generally ‘then, the data

obtained from the above four areas are key punched The Sy

card format used for key punching is shown in the card
layout. . This card is of a general format thus having the

'advantage of consistency amohg input forms. These input
data processing cards have the flexlblllty of being added
~ to the system at any tlme and in any’ quantltyﬂ

Annual (or on call) outputs of the system conS1sts

rof a printout of: (1) the number of students ‘of each - 2

group; (2) the means of each group, (3) standard devmations .,
of each group, (4) t~ratios betwyeen the groups, and (5). the
resultlng probabilities in terms of level of confldenae

' ‘Comparisons are to be made between the _experimental and

control groups as well as between all. comblnatlons of the
five instructional . areas and handlcapped groups.

‘

From the results of these data the ﬁollOW1ng

:hypotheses of the proposal will be either-accepted or =

rejected. (1) There will be no ‘statistically significant
_differences in the following' attitudes between target '
“disadvantage students and control students representatmve
of the college as -a whole: : , L

a. ‘Spontanelty as measured by the Personal .
Orientation Inventor ‘ .

b. . Lability as measured’ by the Perdonal Orlentatlon
Invento N

c.. AgreSsxon ‘as measured by the A@Jecthe Check LlSt

d. Succorance as measured by the Adjective Check Tist.

. (2) Theyre will be no.statistically significant dffferences

“in the followin personal growth/fulfillment variables -
‘between target %&vantaged ‘students and control studant

. representatlve of - h .

e college as a whole'

a. 'Number of Unfavorable Adjectlves Checked in S§1f~
S ,Descrlptllon as measured by" the Adgeotlve Cha&k
_ list. . o
b. elf~conf1ence ‘as. measured by the Adgectlve : 'ﬁv °

: Check list,

c.:-Tatal number of Adjective Checked in Self dasmrlptlon
S as measured by the Adjecthe Check List. .-

. d. vSelf~control,as measured by the ‘Adjective Chaok -

T llSt o

.e. Personal adjustment as measured by the Adgemtlve

Check Llst., o

(3) There w1ll be no statlstlcally s1gn1f1cant dlffarences~.‘
in the following skllls/knowledge varlables between tapget.xf
dlsadvantaged students and control studentsArepresentatlve

of the ' college as a- whole- S i

. . . . .
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, La. rEnqllsh .Usage "’ Skllls'aa measurcd by the Junlor .
Ny -  College Placement Programs, ‘ o
~ . b. Reading” di\mcaqured by "the Junior Collcge Placement

— Program.

. . MaLgemutmcq as measured by the Junior College
- Placenent Program.

d. -Edugational ability as meas ured by the. Junlor o
S :  Colleyn Placement Program.;-, Lo
- . Study flabits as measured by ‘the Junior Collcgt '
i Placement Program.
(4) There will be no- Significant dlfference in the follow1ng*
personal. prcductlve life variables between target dlsadvantaged
students and ¢bntrol student representatlve of" the college as“
a whole.. . - . : ’

a.3.Respon51b;llty ‘as mcasured by, the Callfornla PsycholQ91Cal
" Inventor :
b. Achlevement via Indcpendence as meas ured by thc i
' allﬂornla Peycholoqical Inventory ol

Procedureo to 1mplement and assess the student objectlves_
of Grade Point Average, Retention rates of . those in the program, .
Retention cofpletion, and affirmative acttion (including sex '
and- ethnlclty)employed another approach than -those used for:
~ inventories, - The Flowchart of Project File and Evaluation of:
» . .. measured. Student Objectives of GPA'sp Retention. Rates,' and
: Retentign Completion indicates the tasks and: programs that are *
~ necessary to complete the implementation and assessment aspects . .-
of the pr03ect Inasmuch as grade point ' average information,
"~ retention 1nf0r¢atlon, sex and ethnicity are presently on the
SAM system, these data ‘are identified and retrieved from the
system by means of .entering the system through a data proce551ng
. card based on a developed Student Identification Form. Since ‘
the sAM file is essentially a complete system, it was presumed
de51rabl to extract the data from the SAM System .and develop
#fsmall system that would be .independent of the SAM System. It
. would require more - effort to: patch an existing system rather
than develdp ¥ new mlnlwsystem .:The data to be taken from the -
SAM System would. be- either: from a card or tape output. These
_'ed as input data in conjuction.with the progect
file which:dfter employing four programs would yield the : :
needed staﬁis%mc including 51gn1f1cance of dlfferences. Annual
outpiits of thew ystemiconsist ©of a printout of the GPA‘t-ratlos
. as well as N' eﬁ:means, standard ‘deyiations and s?gnlflcance S k\
_— . levels. Fetenn}%n¢ratesh*retent1 lcompletlon,'an sex rateés
' - are reported a&ﬁpfwcentages and significant differences Lae
between two percenta%eé ‘THe"¢hj-square technique is applied
- * _to the ethnlc dlgérl qtlons“tvbdetermlne 51gnlf1cances of
SN dlfferences RS e

U
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Co CompariSons for these three areas are to- be made between
. ‘the experimeptal ‘and control groups as well as' between all
S ¢ambinations of .the flve 1nstructional areas and handlcapped
e ' groups. '-__» __3 S v-_ A

t
.

,‘. ) ST From ‘the results of these data the followxng hypotheses
of the pLDposal will bé. elther accepted or. rejeoted R

\'ga,'gThere Will ke no statlstically s1gn1f1cant alfference B
*; " " 'in the retention<ratés between target dlSadvantaged -
. students and control students representatlve of the'
“ . college as a whole. |, o
© . “There will be no statlstically s1gn1f1cant aj fference .
- between control students: representative of -the
college as a whole and target dlsadvantage,mlnorlty
and/or women students in recruitment and enrollment
- rates:.intq target vocational education'’ programs. - L
. c. There:will be no statistically significant difference
.in' the program completion Eetes (in £he target A '
'vocatlonal education programs) betweén .the given .-
: dlsadvantaged students and con%rol students
_ repreésentative of the college as a whole.
~d. There+will be no statisically significant difference.
- 'in the grade peint. averages between the given dis=
advantaged students part1c1pat1ng'1n the :target :
~ Vocational programs and“control students representatlve
. -+ of the college as a whole. .

-
) .
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S IMPLEMENTAT ON AND EVALUATION OF THE STUDENT
. IDEN@IFICATION/ASSESSWEVT/SUPPORT SYSTEM

RN

-.xp_"'ifp':f::;f'

- . . . o . . - B N \,

. : To 1mplemen% and evaluate the Student Identlflcatlon/ I Co
assessment/Support System so that it is ‘applicable *to data '
. ‘process$ing techn1ques the following procedure 12\§utllned
=.accord1ng to the Flowchart of Student/Monltorlng ystem.
_ S Tow forms Were developed whlch are completed and entered- -~
: j*'lnto the system. - The flrst form is entitled thé Student Y e
' vEducatlonal Occupatlonal Objectives Plannlng SHeet. \.This R
sheet is oompleted by the students. . A copy of this sheet is
included in the present regort Data from these- comp eted
- sheets are keypunched and submltted to' the computexr ut111z1ng .
" program JG0009. This program (1) summarlzes the - charaoterlstlcs;
‘of the students in the various programs,’ analyzes the data through -
__chl—square analysiss and computes the degree. that the objectlves
¢ ‘were met. The program proV1des printouts of these data and a
. magnetic tépe summary wh1ch is. to be used ‘as an nput to
_'program JG001l0. - N
The second form used in the system is the Serv1ce Monltor
Account Sheet whith is completed by staff members. A copy: of
 this f rm is included in the present report. .The completed
forms gre keypunched and submitted to the computer: utlllzlng \
progrants JG001ll, JG0010, and JG0012. These programs. are '-_’\
designed to enter the system and summarlze the program in -
} terms of services rendered, costs/students, and an assessment
+ -~ of the ﬁrogram in: terms of costs. .

‘ Inasmuch as the system- as outllned 1nvolves ‘mainly data
that are 1ndependent of "the SAM System any attempt to include
the present system.in the-SAM System would be inefficdent:’
‘Therefore, theprésent system was developed as an independent.
system. )\ As the system becomes operatlonal ‘and at that time,

- if advlsable, it could be integrated into the SAM- system.'
Such adv1sab111ty ‘would include such considerations as time
- and cpsts to include into the system,_avallablllty of computer
- time,'and reconciliation of advantages and. d1sadvantages of the
consolésatlon or’ 1ndependence of the systems.'
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FLOWCHART OF STUDENT MONITORING SYSTEM.
(INDEPENDENT OF THE SAM SYSTEM)
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eviged plan Electronic
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. Met Objective Closely ' LS
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I date agreed

3
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~atudents' product o
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objective is:
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Durmg\ u.drts of the Vocatroml Educatlon Aet

(VEA) claims on - behalf: of the California State -
Department of Education and the California Com- .
- munity Colleges, the certified publrc accounting -
firm of Coopers & Lybrand has “fofind that
"programs for the disadvantaged and handicapped
- were the" programs that’ had " the

exceptions. This ﬁndmg should be no . surprise to

"7 _the redders of this paper, because extengive discus--
- carried on: for years, have explored the,
, problems- assocrated with rdentrfymg and serving

drsadvantaged and handrcapped voeatronal

~ students. '

.Numerous pubhcatrons (partral list in the brblr-

agraphy) provide guidelines for the basic issues of -
'rdentrﬁcatron, classrfrcatron
grams to assist the disadvantaged and handrcapped' ‘

and design of pro-

students.. These docuiments provide a substantial

base of information and generally answer'most af . -
the questions aoncemmg the basic issues related to
both. the level and type of servrce that must be .

prov:ded

The area not addressed by exrstmg pubhcatrons
concerns tlie standards for the documentation that
is nevessary to sybstantiate, in an after-the:fact
audit,
comply with the legal requirements. Insufficient
documentation, rather than inappropriate  pro-

. grams; was the cause of the majonty of the audrt'

Introduchon

‘that the_gpecial programs provided - did

“,‘,\a,_&_\w W
»

exceptlons relatmg to programs for dnsadVantaged B
-and handlcapped persons A :

- This _publication was prepared by C00pers &

Lybrand fo synthesize the documentation require- -

" ments for programs for disadvantaged and Handi-
~+ Capped ‘persons. The information.presented heyein-
most “audit

represents the documentation standards expected'i
' by Coopers & -Lybrand ‘during audits of VEA
claims. Thése: stindards do not necessarily repres

. sent the” op\mow of the U.S. Office bf Education;

“the Department of Healtlh, Education, and Welfare;

- the California State- Departn}ent of Educdtron or -
" the California Commumty Colleges.

‘The overview chart that follows ang the accom- )
anymg ‘explanatory comments desctibe the three
segments (students, programs, and costs) in each -

‘program, all ‘of which must be ‘documented as, PRSI

qualifie
segmentclf

The - charactegistics of ¢ach program
that- must be documented are presented

: on the second tier of the chart, The bottom level
. of the chart includes examplés of documents that,
‘ 1f properly zfssembled

would constitute docu-
entanon of each of the progrum characteristics.
Acceptable documentation is nat, - of course,.
“limited to the examples; mdrcated Ganerally, any
type of documentation will be acCeptable if it
-Provides quantifiable ‘support for the' particular
_ program characterrstrc and can be venﬁed by audit
procedures. T ‘

o
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" audit siguation,

_ The costs ol programs for. drsadvmtaged and
“handicapped studcnts qualify “for reimbursement

with Part B funds only:if all three. program .

st,t,lllult\ (stud\.nts. programs,. and eosts) qu.rhly

Each of these \Ll,lllbll(b has certain, (,hdldhtb“\“hs,.

a

all of which. must be docyumented to subsmntmte .

' the qualglncauou of the program.

The :following ~comments describe the general-
. segments and. de zuled characteristics that must be -

documented . to: 'adequately support the: claim for |

- funds. Eumples are provided as. to, the application
+"of the criteria for determining qualified costs and |

-as to the types of documentation gcessary m an

Student Characten tlcs

“The first requirement is that the students served -

by the program meet the.student characteristics
requlrements_ (i.e., disadvantaged or handicapped
and vocational), To document that the participants

have these characteristics requires an rdentrfrcat;ron

.. of the partrcrpants by name.

R

‘ Dlsmlvantagcd or Handlcnpped Students

“The first crrterlon that partrcnpants must meet is- :
to be drsadvantaged or handicapped. They' must be .

Y

‘students. who for some reason are not. succeedmg/\

or ar¢ not able to succeed in. vocatronal education -

without special assistance. The- drfference between:
disadvantaged and. handicapped students .is “based. .
As 5
defined in Public Law 90-576, Section<122(a) (4) .

on the nature of the students” problems

(B), lmndict\pped students generally have physical,

mental ‘or health disorders. All other symptoms

* fall under one or more categorres of drsadvantage-
) ment, -~

Docurmentation of the drsadvantaged or handi-

~ capped condition entails keeping. records on each

student to describe the identified reaséns the .

-students are not succeeding or cannot succegd in.

vocational education and the service proposed to

help the students succeed. This documcntatlon is o

sometimoes called thc
prescription.’

Almost any type of documentation is ucwptable

theg diagnosis - and

in an audit situation if it demonstrates objectively”

that the student needs help to succeed in voca-

SO Exploncxtory Comments

‘tional education programs. The d0cumentatlon dan

‘range from concrete evidence, such as transcripts.
‘demonstrating a history of failures, to. Judgment of

amlysns lorms pn.parcd prxor to provrd‘%ng the :

_ ,-serylcc

' Vocntlonnl Students

. A general rule is thiat funds for programs for the -

; drsadvantaged and handrcapped can. .be-used to

_benefit only vocational students. The definition of -

:a-. vocatignal - student - applied by Cooperé &
xLybrand 1s, generally, “any student enrolledin one
or more vocational classes.” Via¢ational classes, for -

this purpose, are those classes for- ‘which costs are ’

reported under Part B of the.act. . = . .
Two eXCeptroqs to the general defmmon of

' vocatlonal students are as follows:,

1. Prevocatlonal students-—’l‘hose dlsadvantaged
or handlcpped students being provided train®
mg in. basic skills: (readmg, mathematlcs and’
S 80" forth) wlio “eventually enroll~ m one or
more vocauonal classes. .

2 Regloq’éll ocCupatronal programs and centers
(ROPJC) " students—Students _ enrolled in

mstructronal institution.

Documentatron of the vocanonal charactenstrc
ot disadvantaged and handlcapped students is most
“easily accompllshed with copres of the transcnpts
ofall partrcrpants - S

Y Quahfied Program

The 1dent1ﬁcatlon of the. students and therr
partrcular problems is called the diagnosis ‘and |
-prescription,” and the actual service provided -is.
. often.called the cure. A qualified program must’
_ have: the t'ollong three characterxstrcs : \

1. lt must involve a special effort over and above
" the regular program. -~
2, This effort must be- des:gned to heIp over~
come the students” problems.

~ 3. Personnel conducting the program must be o
qualified as. specified in the Stare Plan for '

Vocar!onal Educarion

¢

. teachers of counsclors stated on sr;,ned student= .k

;'ROP/C classes” qualify as vocational students . -
even though the enrollment. 1s m another -

o

o
P 3



_,Specral Effort

The regular educatronal eff’ort 1s! the respon-'
'srbrlrty of " the school  district and. is already

, chumentation of these characteristics overlaps
" with the identification of the students in that the
g pro am must be associated with the dragnoszs ona

1 -by student basrs

‘

supplemented with the ‘unrestricted :Part B funds.

Thesprograms for- disadvantaged and handicapped -

stiidents must offer incrémental services that are

" hot ‘generally = available ‘to all. students. For
example, .the identification of disadvantaged and -

handrcapped students in regular classrooms does

“ not constitute a qualified program unless a special -
L .'program is provided, such- as provrdrng teachers’
 aides- in the -classrgom,: Tlle cost of the special
_effort (salary of the aides) would be the qualified

costs -for . reimbursement with funds provided - for

,programs-.for drsadvantaged and handrcapped

persons. .- . P

~ Ancillary support servrces such as ‘tutorrng, .
" ‘would qualify to the extent of costs expended in
connection with services provrded to disadvantaged

or handicappell vocational -education students if
‘those services « match the prescr1ptron for the

- students’ problems.

Documentation of the eftort as-a speczal ‘effort

~depends on the nature of the program. In the
examples of aides and tutoring, the supplemental
~ ‘nature of the program-is sufficient documentation
. of the special -effort.” The ‘major documentation
_problem in clearly supplemental programs is docu-
L mentatron that only qualified students were served.
1" both qualified . and "unqualified - students are’
served, doctimentation must be-maintained on that
_ .. portion of the effort for qualified students.
" In the case of - classroom rnstr,uctron .docu--
"mentatron is necessary to demonstrate that a
unique effort specifically designed to compensate
© for the students’ problems is‘included.”

_Examples of the classroom 1nstructxon that

'_" awiould be designed to help ‘disadvantaged and
“handicapped students succeed would include the
: followmg : :

" ° Reduced student/teacher ratio (documented-

by enrollment statistics)
o Setf-paced learning for slow students (docu-
mented by course descnptrons)

o Equrpment designed- for handrcapped (d0eu~'
mented by invoices and physical character-

- istics of the equxpment)

;o
3

o Classes at a continuation high school or other ..

duplicate facility (documented by " class
schedules) Co
Programs that 1nclude routine classes of an

exciting -nature that might motivate otherwise
‘unsuccessful - students are not: consrdered to be

. qualrﬁed programs on that basrs alone

Relntmg Program to Problem

‘The objective of these special progr'lms is to
help disadvantaged and handicapped students suc-
ceed in vocational education by erther overcoming
their problems. or -learning ‘to succeed in spite of
their problems. With this objective, qualified pro-

grams must relate. to the rdentrﬁed problem; that
is,-academic support for academic problems, eco- -
nomic support for .economic problems, and S0

forth.
Providing transportation between campuses ‘or

_to a‘community classroom or work experience job

site would be a qualified program for economically
drsadvantaged students ifithey could not afford to

‘provide ‘their own transportation.-On’ the other
‘hand, such transportation for a person not succeed-

ing because of an academic disadvantage would not
be a qualified program, since it would. not meet the
studerit’s -need for academic support. "Similarly,

- academic support" (tutorrng, aides,- and so forth)
. would not be a qualrtred program for students with

only economic drsadvantag,es

The link between the students problems (drao-,

n0srs) and the program is the -students’. need
(prescription).. Documentatron of this link is crit-

ical and can. best be aecomplished by means of a
single’ form that contains a case history for -each"
student.. This history should describe the problem

“the prescr zprzon ‘and the proqram _ '

Qualified Personnel

As with " any vocational program the personnel o

prov1d1ng services to drsadvantaged ‘and handi-

“capped students must meet the qualification stan-
dards of the State Plan for Vocational Education.

These qualification, standards involve a combina-

_tron of approprrate credentrals and work-'

‘experience,

The- arecas most trequently havrng, audrt e*{cep- E
tions ‘with regard to. personnel qualifications are -

those connected with programs for handicapped-
students. The instructors of programs for lrandr-

. capped students - f_re_quently have the necessary
special .education credentials but not .the appro-
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riate vocational
<Xperience. A '

‘Docummentation of personnel qualifications 'is
generally available. in personnel files.. However,
~personnel files are: sometimes deficient -in the
_ documentation of work experience. To have such

.-
ceducation credentials  or

" documentation readily available, vocational educa--

tion directors shotld survey their vocational in-
~ structors and ‘counselors regarding work
© experience. .
. . Costs
After it has been establislied that a program is

_-qualified, the' remaining objective is to determine

the cost of the program. The characteristics of

qualified costs are that they (1) were incurred; (2)
were incurred directly for qualified programs; and

(3) are verifiable by quantitative documentation.

Incurred Costs ‘ .

The requirement that costs ‘actually be incurred
“would appear so obvious that it would seem
unnecessary to mention. However, the following
three topics are worthy of discussion: -

‘ _lv‘. Actual cost—VEA claims are sometimes pre- |

‘pared from such preliminary information as

" ‘budget - transfers, purchase requisitions, or.
~ purchase-orders. Only actual expenditures are. -
allcg:able costs, and they can’ vary'con--

" sidgrably from preliminary estimates.

- 2.Eni mbered - expenditures—Expenditures in-

“curred or encumbered by June 30 qualify..
Encumbered amounts are for those items for .

‘which a legal commitment is made, such as by
a purchase order issued by June 3Q of the
program year. Care.-must be taken not to
claim encumbered items in both the year of
- encumbrance and the year of payment/ '
‘3. Capital outlay—Capital outlay expenditures

are allowable when the equipment purchased

" is used in qualified programs. A problem
_ arises when a district reports on Form VE-4b,

“Supplemental Declarations,” that it will not

~ use federal funds for capital outlay and then
" does so anyway in programs for the disadvan-
~ taged and handicapped. This practice will

 result in an audit exception and may mean.
that a district will have to refund funds so.

. expended.’ .

Documentiug that costs were acthally.incu.rrelafis -

“a relatively routine matter of maintaining the
" . workpaperfs necessary to provide an audit trail to

‘the documents accumulated by “the accounting

N e

Direct Program Costs

program. -

system. Such documents include invoices, payroll ..
records, travel vouchers, cancelled warrants, and so
forth. o g e .

The last, and sometimes the most difficult,
documentation requirement is to substantiate. that

_reported costs were incurred directly for programs

for the disadvantaged and handicapped students.
Usually, two types of “prorations are necessary
when calculating direct program costs:
* 1.’ The costs partially allocable to the program
2. The portion of. program costs allocable to
" qualified participants : ‘

_' ~ The first step in d_etgfmiping the allowable costs
" is to identify the cost.of the totak effort. If ‘costs

are’ directly - incurred for . the progfam(sup‘plies,
full-time salaries, and so forth) little difficulty is

- encountered in determining cost. However, when
.. costs are allocable partially ‘to- the program (por-
tion of - full-time "salaries, portion of usage of '
equipment, and so forth), then that portion of the

total cost that is related to the program is
allowable. For example, if an instructor is assigned
for two-fifths of the day to a tutorial center, then

. two-fifths of the related salary would be direct "
. costs of the tutorial program. Similarly, if a
. computer terminal were, purchased for use in a

computer programming class for-?"disad\iantaged_

- students and four other classes (nondisadvantaged)

used the machine, then only one-fifth of* the cost
of the: terminal wduld 'be a  direct. cost _of 'the

. Documentation must substantiate - that. costs -

. charged to programs for diSadvantaged and handi- -
_capped ‘students were expended directly for the’

programs. To .develop the: proportionate share of

allocable costs entails identifying the total usage of '

the related personnel, supplies, and equipment and

. identifying the ~ specific program usage. ‘For . :

classroom-type programs,. this proration docu-
mentation is usually relatively simple. The docu- :
mentation can be in the-form of class schedules,
“personnel assignments, and.so forth. However, for

‘support activities, such as counseling or adminis-
tration of the programs (proportion of vocational -

educdation director’s salary), the -proration docu-

~mentation s more difficult to assemble. In some

cases’ cdmpreh_en_sive‘ allocation of. effort can. be
documented only through daily time logs. . '

After the direct costs of the total effort are

identified and documented ds. described in.the -

. preceding paragraph, a second level qf proration

-2



- regular

may be. ncccssary It only some of thc part!upants

~are qualified or only a portion of the program is
. qualified, then only a portion of the total program

costs would quiality. However, as prevrously stated, .

'only the costs of -qualified programs can- be

prorated in thls manner. The mere presence of-

: dlsadVdntaged or handicapped students in a regular

- program does not jystity chargrng a portion of .the
to programs for. dis- .

pro;:,ram costs
advantaged and handicapped students.

Therefore, in ‘qualifiet programs in which only:

some of the participants are quahlred documenta-

.

tion must be maintained to substantiate the por--

“tion of the effort expended for the qualified

“students. In-the absence of more definitive records, .
documentation of the ratio of qualified to total

participants . will generally be acceptable ‘docu-

mentation of the, portion of effort e'<pended for.

_the qualified participants. "
- To demonstrate-this proration co:rcept assume

that the program is a tutorial effort that’ does as.

follows:

Ll

o Requrres Y. of a $20,000-a-year teacher s tlme
(34 000 direct cost)

o Serves 30 students.

-4

Ten vocatronal disadvantaged
~"Ten vocational-not’ d1sadvantaged :
~ Ten not vocational or disadvantaged

Without ' consideration of the program qualis

fications (i.e., whether tutoring. services were the

o eventually enroll in a’vocational program,

prescription’ for the studénts’ problcms) the pro--

_gram qualifies only to the extent of: qualified ‘

“students served.
.Therefore, the quahﬁed program c0sts would be’

‘the total 30) of the total program costs of $4,000.
" To use this example to demonstrate -the further

o Sl ,333—one-third' (ten.vocational- disadvantaged of

.proration complexities that must be considered, '

assume that of the ten. vocational- dlsadvantaged
partrcrpants o y)

-0 Three were: recervrng supplemental rnstructron
m thelr vocatronal classes

© Three were receiving reading
~identified as necessary. to succeed 1n thexr
vocational chsses.

® Four were receiving. supplemental rnstructron-

-~ in nonvocatronul clusses.

In this case only six of the 30 students (or 20
percent) would qualify because even though the -

last four' were vocational and disadvantaged stu-
dents, the serviee prowdcd was unrelated to help-
ing them succeed in vocatroml education. There-
fore, 20 percent of the $4 000 program cost or
$800, would bé the qualified cost.

One last example would be to assunte the same

. facts as'in the above example, except assume that -
the ten participants who-were drsadvantagcd but

- not’ vocational -~ were prevocational. That is, being

tutored in basic skills (reading, mathematrcs and

"so torth) to elevate them to the level’ necessary to

enter a vocational program. ¥ .

If nine of those ten nonvacational dlsadvantaged‘

students in a. prevocatronal program - were to

would be qualified participants. For example,

.under these conditions the qualified pronr.am costs s

could be as.follows:

Six vocational- drsadvantaged students plus nine- " "
‘prevocational-disadvantaged students equals 15
. qualmed participants. This number divided by .

the total number of participants. (30) would
result in SO percent of the costs being qualified.

. The total costs would be S84, OOO and the ‘

- ‘qualified costs would be 82,000

s The. reqturement to prorate program costs based s

on the proportion of qualified - partrcrpants is a
' .strarn on the budoetary ‘process because the reim-
" bursable costs -are dependent on after-the-fact

determinations. Thie only solution currently known

to "this very real practlcal problem is to provide )
_distinct separate programs-in which all participants
would be qualified. While desirable.from a fiscal

viewpoint, separate programs may not offer the
best educational opportunities for the students.
This is a problem that must be resolved by each
district.” s

instruction
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Conclusnon

the workpapers sllould document the answers to

‘ " While the precedmg comments relate to" pro- -
. grams’ for the disadvantaged -and handicapped

students under the Vocational Education Amend-
" ‘ments of .1968,
forward to the Vocatlonal Education Amendments

of 1976.-In fact, the problems will be intensified:
by the new act’s increase in the minimum level of - - -

- effort from 15 'percent -disadvantaged and 10

~percent . handlcapped ‘with .-no requrred local-'~{
* matching, to 20 percent d1sadvantaged and 10
- percent handicapped w1th a requrred one-to-one o

* local matching.

A two-word summary of this dr,scussron of- the -

drsadvantaged and handicapped problems is “work-

.“paper documentation.”. To be defensible in an

audit, workpapers must be prepared at the time the
claim is filed. For each spec1al program (effort)

the concepts will likely- carry’

“these seven questions: -

l Were the partrcnpants dlsadVantaged (or hand1-

capped)? - RN

2. Were the partrcrpants enrolled in one.or more -

vogational classes?

»

normal vocatlonal education program?, -

 the students’ identified need?
. 5,Did the personnel. meet the. quahﬁcatlon

criteria of the State Plan for Vocatzonal

‘Education? .7
. Were the reported costs actually incurred? -
. Were - the reported costs directly incurred for

N

‘the effort and only for the portion of the . -

- effort dedlcated to quahfied part1c1pants?

. Was the. effort a servrce over and above the '

3
" 4. Did the nature of . the service correspond to

A
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L bTA’l‘L CENTER (,ommmw (..OLLE(,  DISTRICT . T

BUDGET PPEPARAIION INSFRUCTIONS

» . IR IR

Lo 1978 ~ 1979 S S

e o B ceL e Doy

, “The budget procgss involves estimating. ewpcnses which. w1ll~occur a year in’ the J\\
'futurc._ To assist you in the process you have been prov1ded with various work '
shcets doscrlbed btlow. ‘ :

,———/ Your budpet pacht 1ncludcs the follow1ng..

1. "Flscal Year 78-79 Budgct Requests' work sheet "(Computer. Print-out) Coe
2. .Certificated Staff . Complement ‘Regular Schedules work sheet (Computer .
- Print-out) R S e
.'.3,"Certificated Staff CompJement Other Schedules work sheet (Form'A) = =~ ~
- 4., Classified Staff Compltment Classified Seryice wbrk{sheet,(Computery"

-Print-out) S : S e . _
Classified Staff LomplewonL Other Classified,work sheet (Form B)’

5.
~ 6. Class1f1ed Staff Comploment, Other, Student work sheet (Form C) }1
7. .Ochct of Expenditure work sheet (Computer Print- Out) " ’
8. Equ1pnent Replacement. work sheet (Form D) a
- 9. Equipment Repair & Mpintenance work sheet, (Form k)
. 10. New* Equlpment Purchlse work bh“@t (Form F)

Those wolk sheets are to be completed in the follow1ng manneqwj

. 1. TiScal" Year 19/8 79 Budge L Puequest work sheets: This is the _
e a ~.summary work sheet” and' is, thus, the 1ast one completed - Total
o o “dollars (and. hours where appropriate) should be carried forward
" from the_varlouo batk—uv ‘work. sheets and entered on. this summary.

o 2. Certificated Stafi‘comploment Regular Schedules work ‘sheet : ..

- : ' This work sheét llots\tht rvegular certificated employees shown on -
a ~ the ulsttlct payroil records. as of December 1977 who are. being

charged to your budget orv nization during . tht current year.f;THc

percent of time worked by caclr staff member in your organizatian _

_ S is also listed. = Please: verify . your staff com\;tmmnt and the per= =~ .-

~ . ., . cent of time worked for'the current year, indicating any correc- .

' C ' tions. Enter your 1978-79 st3ff complement and percent. of tlme

... for each staff member on the: rlght of this work sheet. The
salaries. will be computed. and entered on the "Fiscal Year 1978-79
Budoct 1equosts work shLLt by D1str1ct Bu51ntss Offlcu '

R ;tﬁﬁ.t 3. {Cert1£gr1ted StaLf Complement ‘Other- Schvdulcs work sheet List
Lo : on this work shect the hours as 1nd1cuted and carry forward to. .
. budvet rtquest work HhQLt. “The - qdlarles will be aomputed and

I _entered on the ”F;sca] Neax 1978—79 Budget chuests «worﬂ sheeL
e ot T by Lh“ ﬁl»tr{«t Bnninvts Otnjrc._ - . - SIS .
: ) . : '.“‘ Q . 4"' . el . . , 2 B .I'.
L0 T Lot ) . N EA Tt
e A 'L11541fttd ‘Staff tomplcmont, CLassifled Scrvice; work shbbt: “This
' T work ‘slicet is LOI repular classificd stafl mombcr Com lete -as* v

oo the Fprtl icated” SLuff (bmp]umvnt WOrk noet, Item 1 abo o ‘4;
. _ . c R S C 2 _ : :
’ - " ' . vb ' h ."| . '.. ',_ ) . ) fa . '3< R :' o . ’ . T .' "H"f‘ ; . . v. E ~
, . P S . Sl . ‘ . ) ¢31- . 'i " o s ‘.3 -J'. ] “' L .“ v . N )

, , : : ' L2
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BUDCET PREPARATION INSTRUCTIONS - continued T

. 1978~ 1979 ¥ : _
T Page Two .~ .'l' .- U e o
LR ' R A
s 5. Classified Staff Complement, Other Classified work sheet: This \
: - ‘work sheet is for the classified hourly help " 'Complete as in. .

Item 2 ahove, except also fill in the ‘wages and extend the taotal .
cost to the -appropriate blanks.. Total the l978~79 requests by .
Object’ Code and bring these" totals forward to enter on the "Fiscal
' Year 1978- 79 Budget Requests” work sheet. Enter: both total hours.

fz" g ;_ﬂ ‘and _amount in the appropriate columns and. next to the proper obJect

_code indicated on the "Fiscal Year l978 79 Budget Requests" work
'sheet. ) . X
"6 Class1f1ed Stafﬁ Complement, Other Student work sheet‘I This work

.. sheet. is for- Student help only . and is to be’ segregated into -

'Q;' . students utilized in non- instrucﬁional and instructional capacities.
ﬂj;' Object of Expenditure work sheet. This work sheet is used to. list .

' specific budget requests fox. books, supplies and . all other expendi—'
tures, exeept for personnel costs.' Note that the work sheets de~"

scribed in ‘the followlng Items 8, (9 and 10 must be completed before”

unipment Replacement, Equipment Repair ﬁr Capltal Outlay expend}r
. tures may be. completed on the Object of Ewpenditure work sheet, ,
. After this work sheet has’ been. completed, bring the total amounts
- for, each object code category (410, 420, 430, 480, 510, 520, etc. )
oo forward ‘to the,"riscal Year 78-79 Budget Requests" work ‘sheet and
" ’enter, ‘them in . ‘the 78-79 Requests——Amount Column. Please be sure to .
- enter the amounts opposite the correct objecc code. o :

f: 18,. Equipment Replacement work sheet. “Enter equ1pment replacement 1tems

‘indicate, the suggested vendor and the quantity desired List the

an. this'work sheet in the appropriate areas. Déscribe the item and_f-

" ;"unit price and compute the; total cost for each of the. items.- Total o

- the cost of items for each ObJect Code and eniter the total‘in the.
_‘appropriate hlank on the ObJect of Expenditure work sheet._ :

. .". i ._.‘\

9. Equipment“Repair & Maintenan
~ + to‘compile the ‘cost of . equip
equipment which may. need serﬁi

“'a service or maintenance. contfﬁcm
and. the est1maEed cost. .. Total?‘
-gory and enter the amounts in- th'
Dxpenditure work sheet.

¢,

e

repair and maintenanoe.. List the
uring the yéar,. Indicate whether
is: desired and- ‘the. suggested -vendor -
e“costs for each obJect code cate=- .
appropriate blank on the ObJect of

work sheet' ThlS work sheet 1d/used .

0"7»

liﬁ'th New Equipment %urchase work sheet._”This work sheet is- for requestingidh

new equipmcnt. Follow the format and directions in- Item 8 above. " -

r

As.you" can see, the "Fiscal Year 78~ 79 Budget Requests" work sheet is the

. working docUment for. the budgot.‘ The other. ‘work sheets are spipplementary "back—up
* information.. Please ‘take care- in entering 1nformat10n on the "Fiscal Year: 78-79

" Budget Requests™ work - shoet. Be sure to ‘enter all 1nformation in the correct
gcolumns and on’ Lhe propcr ObJQCt codc line.__ :

x
_Cg? ' .

-~

.
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BULGET PREPARATION IN%TRUCIIONS - continuud O e e
“1978-1979° . N | L e L
Page Three : T o o ‘ ‘ o : .

Do not bc concerned about ObJect Code 300 (Employee Fringe Bencfltq) ' Thcse
expendmturcs will, be computcd and cntorcd on the work- sheet at the Dibtrict Offlce
. < /\ . N r '- .
‘ After the budget rcquest work shcets have ‘been completed by the- budgct managers .
and rev1ewcd by the campus administration; the orlglnal copy of. each work shect is

returncd to thc DlstricL Office for cnmpélation T K

A computer prlht—out of the’ Prelimlnary Maintenance Budget, reflecting the
/budpet rcquests,»wﬁIl be .retirned to the -campus for review. - Please don't. hesitate
to contact the ‘District Businéss Office if any errors are noted . 'The sooner. ‘they

aré - corrected thc better for all conccrned. T ' .

-
L

As changcs are made in. the budyet requcsts, updated computer prlnt—outs w111
‘be provided to the campus. This will keep all budget manigers informed as to the
- _progress’ and status of the budget durlng the}various developmental stages..
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iSpec. Project-Ellish |
‘$pec: Project-Lindsey
Spec. Project-lose

", Spec.
Spac.
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" Speg.
Spec.

-Spec..

Projuct-Draper
Project-Beasley
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Prqject-Ogden
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Project~Fisher
Project-Sall
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‘¢4 Tutorial Center
]

6
X
Y
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Accounting .
Data Processing
Dept.Head-Business Adifin.’
Business Administration
Dept. ‘Head-General Office
General Office
Secretaridl Science

Business Administtation'.
% Phys.. Distribu.

Dept. Head -Mktg.
Apribusiness - .,
Insucance )

. Matkéting ) .

. Real Estate Ty
‘Business Administtat£o1
. Transpartation,

Dept.Head=Secretarial SClean

Sucrctatial ‘Science ; -
Eusiness Administration

e

’TATE CLNFER COMMUVITY COIIFLL DISTRICT

Ca

Org. Act.Cent.

2XXXXX
2lxxxx

12110006600

212000-6000
212100-6000

- 212200-6000"

212216-6000 -

* 212217-6000

212218-6000 -
212219-6000
212220-6000

.212221-6000

212222-6000
212223-6000
2122246000
-212225-6000-

.. 212226-6000."
-212227-6000° -
. 2122286000 -

-212229-6003 "
. 212230-6000
213000-6800
'213100-6800 -
*213200-6800
213300-6800
214000-6400
215000-6700

© 215100-6700
.~215200-6700
--215300-:6700 -
~215400~6700

217000-9990
219000-7100"

/7219099-8900
: 22xxxx i

221000 6000
-1221100-4900
©221200-6000

. -221300-4998

221400~6100

.2221401<6100 -

'221402~6100
. 221403-6100
-221909-6000
222000-6000
222001-7000
2230006000

*223001-6000 -
" 224000-6000
* 224100~6000 .

224101-0502
2241020701
224200-6000

224201-0506.

224300~6000
224301-0538
22430250514

-224401 50112
22440220512

© 224403-0509

224404-0511;
224405-0505
224406~0510
224500~6000 ;
224501-05146 °

\

" 224303-0506 , -
" .224400~6000

et

| 224502-0506

N

- Physical. Sciences‘

NA RS
cn

Orgunization.Code yith:Activity_Ccntet Designation . s

&

Asaociate Deun of Humanities

Dept.Head-Are’ ,’
Art. '

Dept .Head~ Black Studlcs
Black Studies

Dcpt Head-La Riza Studies
La Raza Studies

» Native American Studies -
* Dept.Head~ Lettets e

Literature
Speech- .-
Journalism
" Philosophy

3

Dept. Head—Language Atts Skills

Remedial
"Composition
Dept. Head-Foreign, Language
. Foreign Language
Dept. Head—Music
- Music - i
Dept Head~Theatte Atts
Theatre Arts

Dept : Head-Life Science'
Biology

" Botany P
Zoology . '
Environmental. Qtudies

‘Dept. Head-Chemistry

Chemistry-

'Geogtaphy
Geology
- Physics

Astronomy
Engineering

" "Dept. Head-Mathematics

Mathematics

Anthtopology h v! o

Economics

Geography “. : SN -

Archeology .

o

-.Associate Dean.of-Math, Science & Eng,

Dept. Head-Eatth & Physical Sciences

Associate Dagn of Social Sciences T
Dept.Head~Anthro,Economics Geogtaphy

CHART OF AGCOURT

Page 1 of 4

-

. Org. Act.Cent

225000-6000
2251006000

-225101-1002

225200-6000" -
225201-0305
225300-6000

. 225301-0308

' 225302-0313
~ 225400-60C0

225401~1501
225402-1506

" 225403-0602
225404~1509 .

' 225500-6000

225501-1501
1225502-1501"

© 225600-6009

225601~-1101
225700-6000

. 225701-1005 -

225800-6000 * -
225801-1007
226000-6000

© '226100-6000

226101-0401

*.226102~0402

Dcpt Head-Histoty & Political Scicnce

* Higtory .
Political Selence

Dept Head-Home. Economies & Education

Home Economicsv.
Edycation . *" .

'Education Aide - |

" Sewing and Textiles

- Child Development

VEA-F Poverty Progtam
Dept .Head-Psychology, .
. Pgychology "
. Dept.Head- Sogiology
" Sociology .
Social Service

Cosmetology

- Apprent iceship U

. ‘.

< Associate Dean of Ttade & Industty

Dept..Hedad-Administration of Justice
Adminis'ratinn of Justice .

Police Acadcmy

LA

226103-0407

. 226104~0120.

226200-6000 - °

. 226201-1905-

226300-6000

2263012206 .
[226302-1914
1226303-1902

226304=~1901
226305-1911

:226306-0901

226400-6000

"226401~1701

227000-6000
227100-6000°

.1227101-2202 -

227102-2204
227103-2206

2271.04~2203

227200-~6000

227201-2205 -

227202-2207
227300-6000
227301-1301

. 237302-0801

Suptnmhc

227303-0850". -

227304~1303 -

-227305-130%5 °

227306-1301
227400-6000 -

1 227401-2001

- 227500-6000"
" 227501-2208 -

-227502-2104 ¢

" 228000-6000 -

228100-3007

- 225200-5300

i Pecvmber

228300-6600 " -

© 228301-2105
1228302—2l05‘

17“:'

vors

Ve



" STATE CFN?ER COMMUVITY COLLEGE DISTRICT

Orgnnizqtion Code wi:h Activity Center Designation

. y - o . e .
-FRESNO CITY COLLECE - (continued)

" Associate Dean of Trade & Ind.(cont'd.)

" Dept.Head-Bullding Construction
Building Technology
Mill Cabinet.

Carpentry

" . Alr Conditioning ..
Industrial Education

Plumbing & Pipe Fitting

" Dept. Hedd#Electrical

.Electricity
Electronics

. Radio & Television
Dept Head-Enginecring Technology

Engincering Technology

Industrial Education
Water Utilities

Public Works
Fire Sclence

‘Library Sclegce

Dietetic Service
Dept .Head-Graphics -

* +Drafting

Architecture
Reprographics

" Photography

Inddstrial Education
Depc Head-Meral

Welding

Machine Shop :
‘v Industrial Education

Dept Head-Trausportation

Aeronautics

Flight Science -

Automotive Wochcnics

Body & Fender

. ;Industrial Euucatlon
M Associate Dean of Health

Arts & Sci.

Dept. Head -Nursing Education '

- Registered Nursing
Vocational Nursing'

A

Radiologi: Technology:

Respiratory Therapy

- Community Health Worker

Nursing Assistance

Dental Hypiene
Health Education

Recreation

Recreation Thcrnpy
DepL Head~ ~Phys. qucation Accivities

o

Dept.Head-Dental Hygiene & Recrea.

LI

‘Physical Education Activitles

Student Services

" Desn of Students .
\Cntegorical‘Progﬂ-Suspense Acct.‘

:-Assoq1ate Dean~Admissions & Records

Associate Dean-Counscling & Guidance
Guldance Studies

Director-Ftnanéial Aid- Placement

Director=Fiu.

Ald-Placcmenc

College Work Study Program .
Diréctor-Fin. Aid-Programs
_Associate Deans-Men & Women

Health Services

Veterans' Service Officer

" Director of Athletics

Dircccor-Enablcr Services

Q

ERIC:

PArunext provided oy eric [

- Dept:llead~P.E. Preprofess. & Sports
" P.E.Preprofess: & Compet. Sports )

Org.'Act.Cent.

© 228400-6000

228401-0956
228402-0965
228403~0962
228404 -0944
228405~0913

2284060967
228500-6000

228501-0932
228502-0934

. 228503-0603

228600-6000

228601-0901
228603-0913
228604-0958

228605-2138
228606~2134
228607~1601

.'228608~3002

228700~6000
228701-0953
1228702-0202
.228703-0630

228704-1011 -

228705-0913

' 228800-6000
© 228801-0966

228802-0964
22880790913
228900-6000

228901-0950
. 228902-0951

- 228903-0947
228904-0946

7228905-0913
229000-6000

229100-6000
229101~1203

229102-1238
229103-1225
229104-1245

229105-1214 -
- 229106-1236

229200-6000

©229201-1213
229202-0837 .

229203-2303
229204-2104

229300-6000 -

229301-0835
229400-6000

229401-0860
23xxxx o
© 231000-6400°

231100-7000
232000-6200
233000-6300
233100-0830

. 234000-6400
234 100~6400

234200-7000
234300-7000
2350006400

£ 2351006400
© 2360007000

237000-6900

123800027000

v

Director EOPS :
Program Development & Maintenance
. Student Services ' .
Tutorial
Counseling
Ingtruction
Recruitmcnt .
Curriculum DeVe10pment .
Direct Payient to Students

. 5 ecial Services

Campus Business Mnnugo
Accounting .
Communications
CGustodial
Grounds .
‘Maintenance ’ -
Police Service & Parking
Production
Purchasing & Recelving
Transportation "
Utilities:

General Supplies

Book Store’ . : -

" VOCATIONAL TRAINING CENTER - oL r

MADERA “CENTER

Admigistrative Services
- Director
~Facilities Lease .
" Vocational Iraining Center o
Site Acqu151ciop VTIC T
New Facilities-VIC
Instructional Services:
Body, Fender & Paincing
Engine Overhsul ~ . . -

. Brake & Front End Alignment
Tuneup & Emission ContrOI
Welding
-G.E.D. Program

Automotive, Furniture Uphol., & Drapesi

Small Engines & Motorcycle Repairs
Ornamental Ironworking :

Administrative Services

Director - o P

Instructional Services
Instruction .

Lo

239000-7000
239100<7000
239200-7000

- 239201~7000

239202~7000
239203~70600

1239204~7000 *

239205~7000
239300-~7000. -
25X %X

. 241000-6500-
2410016700 -

241002~6700

© 241003-6500"

261004-6500"
241005-6500
241006=6700
241007~6700

241009-6700 .

 241010-~6500

241011~6700

241012 6400 . .

4xxxx£"

U Alxxx L
‘2611000~6000
419099~8900";

419099~9945
419099-9768
4190999973
42%xxx.

' 421000~0946-
422000-0947 .
-423000~0968 .-

424000~0969-
4250000966
626000~6930

. Org. Act.Cent.

© 241008~6700 -

427G00~0970 *
428000~0949

" 429000~0971

6XXXKX -
61xxxx |
'611000-6000
62X%xX%

d

I8
-

© 621000-6000 . *

) September- 1977

) Decémberﬁl977“

‘CIIART_OF ACCOUNTS
‘Page 2 of 4

:



. STATB CFNThR COMMUNITY COLLEGE DISﬁRICT

/

CHART 113 ACCOUﬂT
Pngo 30f4

' Otgnnizntionul Code with Activity Center Designn:ion

REEDLEY COLLEGE

3xxxxKx

: .College Presfdent Setvices' 3lxxxx
£ College. President * 311000-6600
* * ' Co-Curricular Ac:ivities . 311100-6400
Business ‘Scrvices , - 312000-6700
Business Services Assistant ) 312100-6700
Communications . © 4 ° 312200-6700
Stock~Mail Room 312300-6700
Production- * - ~ = - % -312400-6700

Plant Services * be 313000-6500
Diructor of Main:enance & Opern:ions 313100-6500

Custodial . .. . . 313200-6500 °
Grounds o : ; ~-  313300-6500
Maintenance 313400-6500
Utilities *313500-6500
Community -Services 314000-6800 -
Public Information 314100-6800
Recruitment © 314200-6800
" Recreation 314300-6800
Civic Center E 3144006800 -
‘Research - : > '315000-6000 -
. Staff Services " '316000-6700
Sabba;iCaI Leaves 31%100-6700 -

. Substitute’ Pny
» General - .
- * Minor Construction § Remodeling
- Campus Developmeny. .

. 317000-9990
= ¥ 319000-7100

v Facilities Lcase -319099-8900
Instriictional Services ©P32xxxx. -
Dean of Instruction - */321000-6000 .
Individual Study . -321100-4900
"Director of Learning Resources '321200-6100
Library 1321201-6100-
Media Center « *321202-6100
- Assoc, Dean-VOcatioral Educa:ion ' 323000-6000

Cooperative Education

.*. " Assoc. .Dean-Humanities. & Soc.Sci,: °~ * 324000-6000
) Tokyo English“School ' 324001—6000
i Dept. Head-Comm. & Lang. At:s : 3%@100~6000

.~ -English -7 324101-1501"

" Foreign Language " 3%4102-1101"

Joutﬁalism B 324103-0602
_ Reading : 324104-1530"
" "  Library Science 324105-1601

Dept:. Head-Creative & Perf. Ar:s ’ 324200-6000

. vy ATE 324201-1002°
¢ Music LR , '324202-1005

-+ ... Speéch o : R 324204-1506
Photograplly o 324205-1011

. Dept.Head~Sdcial Science : 1 324300-6000
An:htopology . ©.324301-2202

" ’Cultural ‘Studies - ] ".324302-0305
Education - o ' 324304-0801 - -
History Co .. "324306-2205 .

. Administration of Justice B 324307-2105
~ Political Sciecnce - 324308~2207 -

" Psychology ‘32&309—2091 .
Sociology ' 324310-2208, -
Philosophy" . : 32&312 1509

Assoc Dean-Business & Family Studies 325000 -6000

‘Dept.Head-Busliness 325100—6000

- Business Adhinistration -325101-0506
Economics. " - - 325102-2204

, - Business 0ffice Skills 325103-0538

B " Marketing ‘ 325106-0509
.- Secretarial’ Science 325107—0514

: 325201~ 1301
. '325202-2210

Home Economics
Haman Relations

g

, + Education . -~ .. . 325203-0801
Campus, Lab School N - -325204-0801

: o : PR

,, '\ .- [ c o

lzl{j}:‘ o 1 ‘.v.v '.: “ . oe ; T : . *;

P s e | e o o Lo

+323100-5300°

Org. Act.Cent.

o e Electronics . BN

o * Assoc.Dean-Vath, Sciencé, Health's. P.E.~

316200-6700 ; o
316300-6700

Categorical PtogramsiSuepense'Accoun:f'" 332000-~7000
o Sl R : . "': e Rl L. ‘. . Lo
EX - . v
A
o ’1 S {/ S
B . 3 ik ‘ .
C i December 1977 -
-36= -
s N

re.

¥

Director of Agricultuto b e
- Dept.Head-Ag., & Nat.: Reaoutccs
*"——‘Generul Agriculture 45
. Natural Resources .. 326102-0115
Ornamental Mor:icul:ute 326103-0409
Agricul:utnl Meclianics 326104-01 0
Plant Science T .~ 326105-0X
. Animal Science 5 ST . 326106-0 0&
" Manpaower Tralning Progtum T 326107-78Q0
School Farm Account . . y 1326199~ 690
AsSOc. Deéan- anineeting Technology S
DeptiHead-Engineering chhnology
Aeronnu:ics }
" Automotive Technology

"326000-6000
.326100-6000

. 327102-0947
"a327103-0934
327104-0901
327105-0913

)

Engineering - ey
S -Industrial Technology
o Hork Experience

. 328000-6000

Dept.Head-Math & Physical Science - | 328100-6000

- . Chemjsgry. ~-" .: ke ' 328101-1905 |
R .Geoﬁ%aphx_‘ ooy ~328102-2206
g Geologyv E o o 328103- 1914
Mathematics v .- 328104-1701

Physical Science > 328105 -1901

“Physics 328106-1902"

Dept.Head-Health" & Life Sciences .
Biological Science i ‘
oo Dental Assisting:’
% .. . Health Scicnces (Educa:ion)
Nursing
Diecary, Hcalth & Sani:a:ion
-Dept.Head-Physical Ed. & Recreation
-Phygical Actdivity & Recrea:ion
‘Student Services
.Dean.of Students - - .
iv Assoc. Dean-Admissions & Recotds
- Assoc. Dean—Counseling & Guidance

328201-0401
< °328202-1230
'328203-0837

328205-3002

33xxxx

331100-6200
©331200-6300

Counselors-*i " :
_Director 'EQPS - iv 331202-7000
" Vetefands Service Officer 331203-7000 °
- -Enabler. Ptogtam - 331204-7000
" ‘Guidance Studies . 331205-0830
“ Director EQPS (0ASIS) : .. " . 0 -:331216-7000
! Program Developmen:-Main:enance 6&".331220r7900 :
 Student 'Services : ©331230-7000 -
. Tutorial . 331231-7000 .
. Counseling ’ '331232-7000: -
' ¢ Instruction’ L : 331233-7000 "
. Other . L v 331234=7000 .7
' ‘Direct, Pnyment to Students. -331240-7000 - *v
. " Assoc. Dcan—S:uden: Activities 331300-6400-" :*
% Residence Hall Supervisot - 33130I-6400.
~Sccurity & Parking = " +331400-6700

T..t. Beéalth Services | o " .331500-6400

‘Ditector of ‘Athletics | - "1:331600-6900
- Inter-Collegiate AthLe:ics © 7331601-0860
Ditec:or of Finnncial Aids-?lacemen:~ "-331700-6400-
Director of Financial Aid ° '331701-6400

+. 331702-7000
'331703-7600
- 331800- 6400
. 331900-6700 "

. - College*Work Study Program
© ' Director of Financial Aid- Ptogtams
- Manager Student Store R
Traansportation Pool- Lt

- 326101-0101"

327000-6000" .
: 327100+6000 -
327101-0950

328200-6000 -

© 328204-1203 -

331000-6430

+ Org. Act.Cent.

*327106-0998 .

v?

3283006000
©'328301-0835 - -

" 331201-6300
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& S | STATE CENYER COMMUNITY COLLEGB DISTRICT _ e
;) -,j' Organiaation Code wlth AcLiviLy Center Dcslgnation L J;
S o AL ' o f'f[ : - -Org. Act Ccnt. ’
DISTRICT L S  Txxxxx | ;
“Board of Trustee Serviccs Lo D ' o llxxxx ’
Board of Trustees - ' i .. % . 111000-6600
Ewployer-Employee RelaLions o o 112000~6600 ,
Public Information o "~ 113000~ ~6800
- Debt Service = . . 3 & 114000-7200 -
; o changcllor s Services o R S E 12xxxx . '
< .. Chancellor : o e ) . 121000-6600
S In-Service Staff Development S+ . 121100-6600- . ., :
- Affirmative Action = T : - "7 122000-6600° .
 “District Facilities ' o .~ 129000-7100
- Personnel Commission~ ' © L3xxxx . '~
. Classified Personnel Commission 7.7 131000-6600 . :
Classified Personnel Director - - - . 132000-6700 .
i : . Instructional Admlnlstratlon Services. T Léxxxx
U Vice. Chanccllor-Educatlon i o .. 141000-6600 .
S, . Facilities Planning - L : 7142000~ ~6600 : ~
Certlllcated Personngl -iv » o, f-143000'6700' . :
_Business & Plant Serv1ces,. - o 15xxxx
. - X;pe ChancellOr-Bu51hess\‘b T .- 151000-6600 -
i > .- "{EPDA Program - Y L : 151001~7000 . - -
- p,Apntlng & Eﬁyroll ; 151100-6700 . . = i 4
“Pirchasing - oot 151200-6700 J'_;?' T
“Property Mahagement o S . 151300-7000 s
; - ~LI Communications - _ - IR .~/ 151400-6700 . -~ \
: «. & District Office Serv1ces a e .. 151500-6500, ~.
.77 .. 7. Data Processing: S o . ©151600~6700. o
TR . Construction Inspection . 151700-7100 .
B * . Food Services S o . : 151800-6900 .
r{ ' Administration Soov T . .- 151801-6900 .
; - _Fresno City College = -~ -~ ' 151802-6900 ° :
oo ..~ Reedley College L7y T +.151803-6900
1. . Ratecliffe Stadium- - .00~ . .151804~6900 -
‘ v L8
G ‘ o S... . . v December 1977
. . Y ':2é; AENE
.":'.' " L . .
- -37- SR S \
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PAruntext provided oy enic [

CODE STRUCTURE"
. : ORJECT CODES

100 CERTIFICATED SALARTES

110 * Teaching, Repular: Schedule
11 Refy.  Contract ~‘Day, Graded Class .
112 Rege Contract ~ Kve., Graded Clasa E
114 Raeg. Contract ~ Class/Adules .. - S
115 Reg. Contract ~ Sabbatfcal Ledves '« | -
- 116 _Temp. Conerct - Day, Craded £lass .. . -
. 117 Temp. Concract s kve., Graded- ‘Clads_ &
119 ' Tewp. Contract - Class/Adults A
120 Noo-Teaching, Regular Schedule - ° s
.+ 121 Reg. Contract - Managcuents o
0122 Reg. Contract - Hon-Managemede
., 123 Rep. Contract - Sabbatical Lv. Mgt, '
124 Reg. Contract ~ Sabbatical Lv. Nun-Mgt.
126 Temp, Confract - Managdment . S .
. 127 Temp. Contract - NonManagement DA
130 Teaching, Other Schedule
<131 Wourly = Day, Graded Class .
132, Houg - Eve., Graded Class.
134 .Houtly - Class/Adults .
135 Hodrly - Summer Scss. Graded: S
"136 Hourly - Summer,. Cluss/Adults
137 Hourly - Subscicuccs .
140 Non—Teaching. Orher achedule e s

‘141 Managenment _
: 162 Non~¥ Mnagemenc

&

’00 CLASSIrIED (Non—rnrt ) SALARIES

210 -Classified Setvice, Nou-Instructional
% 211 . Cemeral "~ .« .
ﬂ 212  confidential B
" 213 Mbnagement o .
215 Ovettime ) ’ o

ClDbB. Serv.,’ Instruccional Aide
221 General.
225" Overtime

Clasi. . Other, Voﬁ~1nstrue:16nal . 135'5‘~u3
231 Hourly e R s oat,
235 Overtimeé ‘ L

Class., Ocher.blnsctuchional Aide .
241 Hourly L Lo B
éso‘ Class,, Other, Studemt - - - & .
. L 251 Hourly ‘ _:,“5:~:"‘ a,‘> D T
St 260 Class., Ocher,"Stpdqn:fIﬁstruc. Ade e

261 Hourly = o T ' N

220

230

240

STATE CENTER COMMUNITY COLLEGE DISTRICT *~ = = ° S

Page 1 of 2

1300 EMPLOYEF BhNEFITS

k) N

312
313

314
315

- 316

317

318

321
3227

323

326

325
326
327

341

- 342
L1343
344 Certificated Non~Management’

TR

State Tchrs. Retirement Syatem
Certificated Teachers
Instructional Aides o
Certificated Management =
Certificated Non~Management
Classified, General Employees ® ;
Clasnified Minhgeément & Confldential
Teachdrs - Sick Leave Ret, Credits -
Other -~ Sick Leave Rec. Credits .

Pub}ic Employees Retire. Syatem-’ BRI
-Cerkificated Teachcers :
Ingtructional Aides
Certiﬁicaced Management .
Certifitated. Non-Management ) -
Classified General Employees - PR
‘Classified Management & Confi#encinl
Administrative COSCS -

. OASDHI S
Certificated Teuchers : . .
Instructional Aides i —
Certificated Management : ' o
Certificated Non-Management
‘Classified.Ceneral Emplovees . :
Clussified-Management & Confidential %
“Administracive Costs - \g B .

Health, & Welfate Bcnefits
Cer:ificated Teachers R
Instructional Aides" o s
Certificated Managemeént - - N

Classified General Employees
Classified Management & Confidential
Recired Employees o

?'n

S tate Unemp loyment Insurance
‘Certificated Teachers .. . s

‘Instructional Afdes ... .'. o
Certificqned Management: o
Certificated. Non~Management '
Classified General Employees

}Classified Managemens & Confidential

WOrkmen'mﬂCompensution Inshrance oy
Certificatkd. Teachers .

'vInstruccional Aides .

. Certificated Wannnemenc
Cercificated Non~Management .

’ Classified General Employees
Classified: Hanagemenc & Confidencial
.Adjuscments‘ . :

[

Deccmbeg 15, 1¢
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SRS STATE CENTER COHMUNITYuLOLLFCL DISTRICT e
4 . N ".. 7 "
@ : : L

CODY; - STRUCTURE ;-,;.- R R y
OBIFCT con e 77:.“ "-u.~f:' S _'f e

-

400  WOOKS, SUPP[[IQ & IQQI!MIVT REPLACCMENT . S ’ 500 OTHIK OPERAP]NP EXPENSE = (cnncinULd)

e +(' 410 Tcxtbooks ] C EER 7J'570 " Insurance -

. AN .- o S T ... 571 “Fire & Extended Coverngc
(420 . Other Books - R 572 Boiler & Machinery:
*573 . Liabillty & Property Damagu

574  Adroniutics .
. 440 Non~Ins Cruuclonul Supplics 575 Athlecis

441 Offlce Supplles. | - ¢ T R . : a

;430 Inwtruccioual Supplies

443" Custodial, mafntenance & operation 376 F{dclrfy o
- . 444 Cardening, building & grounds’ _ .. 5 580 Miscellancous , . ’
. v ¢ 445 Swimming Puol supplies. ’ T : - 581 Sales Tax : S\ ) . )
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“ff""i'. . '-‘mlorm | o §
()’,W o L, STAH lsa:eadabllily sthal C R - ORI
e usesaco uler, - ‘. N S R T
A/  common Compuler, .- conTst o
: ' 3 Wil STAR, asampleollexllslyped B -
: " inlo tha computer. In geconds, aprintot . | 'GMsCompulerIzed Readabillly Evaualion Program
‘ shows average senlonce (englh, wordswuh Can Heleou Improve YourCommunIcanons ....... W2
. m:eoormmesyllahles and easeoneadlng g Lo
- | Usmg Ihe STAR Program s Fasy and Fasl W||h Only
‘ 4 ththedalaSTAﬁylelds wnlmgcanbe 1 Two Steps lnvolved ........ e 4’
: made clearer.. o ' Lo
R _ » NowYourePreparedtoImproveYourWnIing.. ...;.-6j-- A
“l.i . le / -1 - I
u f,l.,?lfé',{? }‘J‘S"JI'@P"'S '"“T"iss"g"“C’”ss | ABPENDIA, A G Senie Research Banglool
j “;“, | ) BT B STARReadabllllyImprovemenl..'..‘.,.‘;.;... .......... 8
' o0 | APPENDIX, ProgrammlngInstrucllonsiorSTAR o
, L ,'--SnmpleTeslApproachtorReadabuny......, ......... SrE I
v, vol ‘T APPENDIX C; STAR Compui/ or Inslrucnons IorText | N
GGﬂ(RﬂLfﬂOTORS (OmPUTGRIZGD . . . Readabilily Evaluanon ..... e W
SIMPLE TEST APPROACH FOR RGF]DHBILIW ' Mp"‘"” PR B APPENDIX D, Exam o o
N plesolTyplcaI HI- Cal Words T
ATOOLFOR IMPROVED COMMUNICATIONS ™ Nl o e More Readable" Equivelnls ........... 2



rrrrrr

7 2 oms ComPUTGRIZGD Reﬂonmuw

éVF\LUﬂTlOﬂ PROGRAM (AN HeLP VOU

lmpnove YOUR commumcn'nons T'?_- Ly f “. J

e o~
. K e v | + " '
GM's Criginal Goal Was Improved '
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“slarled with efforts by the Service
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j Amanualssmplerforthemenwhouse
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| ofmanuels and found thatmuchof

Ihe knowledge they held was not
expressed clearl. The group saw

JE0 Inatitneeded ameans fordefnmng
Wl lhe readmg problems |t found. -

A

Readablllly Theory Prowded A

Tool. Research showed that several
methods for testing readability had
been iried iri recent years. Of these,

| |tappearedtheoneusedbyHudoIl
Fleschwas best for the group'saims.”
Fleschbasedhistestofreading - -

£3se on counting the average. .
syllables per word and words per
sentence, He found that the higher
. the syllable count and the longer the

sentenCe»the harderitis lograsp.. -

/

| Compulers Added Efficiency. The

Flesch formula gave the research

~ groupa yardstick formeasuring the

reading ease of service manuals. -

,‘Fnrslteslsonsampletextconhrmed
'“ihatshopmanualsarehardto

~understand.:
| Thenthegroupsoughtaneasner D
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Waylolesnhantocountbyhand | TeSTARProgramlsAnother

Thatishowthe FleschReading ~ Milestone in Readability. The study
Easeformula and the computer came isbased on a simple premise. .
- {ogether at GM. The resultis apro~ - comprehension does not depend
gramdesngnedforacommoncbm solelyonlheskdlsonhereader The
- puterandeasilyusedbyalmosl - waywords are setdown can make
anyone. It provides a fa, useful reading easy orhard .
measurement of readmg ease ~Since’l 923 methods have N
v evolved for reducing readmg £ase
. lo numerical stanidards called
*""Indexes.” These “Indexes” can all

" be related to eductional giade-

By laldng anidea toapracllcal
conclusion, General Motors has
* evolved atool which canhelpany
one who wantsclear communica-

“program lo al ineresied parlnes - Fleschmethod foresling reacing - |

The complele STAR program and ease was adopledfor use nthe GM
. quidanceinils use, are printedin - program becauseil provndes an-

. yheAppendnxoflhlsbook Thepro - gocuralescale of eadabdnyandis

- gramis showivin BASIC computer . easily adapled 1o widely-used com:.
Ianguage andcanbeusedwitha . puler systems. The GMSTAR pro-
companble computer syslem | gram offers lhese lwo advanlages

(o A level equivelenis—one of he an-
lon Wearehappylooler s - dards inthe STAR system. The.

T

+ltcuts manual counting of words,

sentences and syllables. -

'ncanbeusedbyanyonewdh -
' -a0cess 1o common computersys-
lem. Kapwledgeof thetheoryis
notneeded, andthe only sknll |slhe
abvllty o type pleyn text
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" ], are long sentences and long words,
AP Fleschsauthat modemEnglsh -
" Fl - wiitinghhas come along wayin
7 . reducing sentence Ienglh butthatit
AL haslessened this gainy using -
\/ ¥ longerwords whichtend lo.cram100.
M J | || muchmeaningintogsmallaunit.
gz This.“densily” of laﬁguage isnow -
¢ - the main snag inefforts to wnle

Cceaty.
" The STAR program helps clarify "
“dense" language: By listing words
~ of three syllables or more, the print- -

i ",.f . out makes it easyto remove “Hi-Cal" -
gy words from any wriing, The print- ou,t

- Easueu Readmg Means Betler
~ Understanding. Because.of our

i ‘program canbe used with the *

- -*;computer |oca ted at he GM Parls

* Divisionin Flint; Micjngan Oulslde
- -'GerLeraI Motors, the programan! be
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(i '_Ingouthlslheoryolreadmgease ~alist of typical "Hi- Cal"words
i  Rudolph:Flesch became convinced Paredwitheacharemore = .~ .
74| that wo faclors in wrillen messages “readable" equwa|ents) R
|| “fend!o hinder comprehension. They L 5

interest in lmproved commumca

fions; General Motors Public
\ j_,,Relatlons is makmg availablethe
" STAR readabilty evaluafion program
,lo groups inside and outmde GM; -

- For General Mbtors groups, the’

usedby anyonewnh accesstoa |
compatlble tlme sharmg Compuler L
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