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FOREWORD

The need for competent administrators of vocational edu-
cation has long been recognized. The rapid expansion of voca-
tional education programs and increased student enrollments have
resulted in a need for increasing numbers of vocational adminis-
trators at both the secondary and postsecondary levels. Preser-
vice and inservice administrators need to be well prepared for
the complex and unigque skills required to successfully direct
vocational programs.

The effective training of local administrators has been
hampered by the limited knowledge of the competencies needed
by local administrators and by the limited availability of
competency~based materials specifically designed for the prepara-
tion of vocational administrators. In response to this pressing
need, the Occupational and Adult Education Branch of the U.S.
Office of Education, under provisions of part C--Research of the
Vocational Education Amendments of 1968, funded the National
Center for a scope of work entitled "Development of Competency-
Based Instructional Materials for Locel Administrators of Voca-
tional Education" during the period 1975-77. That project had
two major objectives:

1. To conduct research to identify and naticnally verify
" the competencies considered important to local admin-
istrators of vocational education.

2. To develop and field test a series of prototypic
competency-based instructional packages and a user's
guide. One hundred sixty-six (166) high priority
competencies were identified and six prototypic modules
and a user's guide were developed, field tested, and
revised. .

While six modules had been develbped, many more were neaded
to have competency-based materials that would address all the
important competencies that had been identified and verified.

In September 1978 several states joined with the National Center
for Research in Vocational Education to form the Conscrtium for
the Development of Professional Materials for Vocational Edu-
cation. Those states were Illinois, Ohio, North Carolina,

New York, and Pennsylvania. The first five states were joined
by Florida and Texas later in the first year. The first objec-
tive of the Consortium was to develop and field test additional
competency-based administrator modules of which this is one.

Several persons contributed to the successful development

and field testing of this module on managiny student recruit-
ment and admissions. Lois G. Harrington, Program Associate,

iii



assumed the major responsibility for reviewing the literature and
for preparing the actual manuscript. Special recognition goes to
the three consultants who helped conceptualize the module and
prepared draft materials for the manuscript: Lionel G. Drechsel,
Vocational and Planning Director, Ogden City School District,
Ogden, Utah; Don Fisher, Assistant Dean of Instruction, LoS
Angeles Trade-Technical College, Los Angeles, California; and
John P. Morgan, Superintendent, Westerville, Ohio.

Ackrowledgement is given to the three official reviewers
who provided critiques of the module and suggestions for its
improvement: Marlin D. Johnson, Chief Administrator, Uintah
Basin vVocational Center, Roosevelt Utah; Richard J. orczvk,
Director of Occupational Planning, Rochester City School Dis-
trict, Rochester, New York; and Lee D. Rawhouser, Vice-President,
Northeast Technical Community College, Norfolk, Nebraska.

Credit goes to Robert E. Norton, Consortium Program
Director, for providing program leadership and content reviews.
Thanks go to James B. Hamilton, Senior Research Specialist, for
his helpful assistance; and to Ferman B. Moody, Associate Direc-
tor for Personnel Development, for his administrative assistance.

Appreciation is also extended to Calvin Cotrell, James
Haire, George Kosbab, Patricia Lindley, Helen Lipscomb, Aaron J.
Miller, Dominic Mohamed, Robert Mullen, James Parker, Dale Post,
Wayne Ramp, and Kenneth Swatt for their service as state repre-
sentatives, state department contacts, and field-test coordina-
tors; and to the other teacher educators and local administrators
of vocational education who used che modules and provided valu-
able feedback and suggestions for their improvement. Last, but
certainly not least, thanks and credit are due Deborah Linehan,
Consortium Program Secretary, for her patience ard expert skill
in processing the many words necessary to make this module a
guality document.

-
“

Robert E. Taylor

Executive Director

The National Center for Research
in Vocational Education

iv o



INTRODUCTION

Attracting qualified, interested students to the vocational
programs offered by the institution (recruitment) and helping
these students enroll in appropriate programs (admissions) are
two tasks requiring the attention of the vocational administra-
tor if the vocational programs are to succeed. A valuable data
processing program cannot sustain itself if sufficient numbers
~of prospective students do not enroll because they are unaware.
of its existence. Students who find they cannot graduate as
planned, because they lack sufficient credit hours or a required
course, will not be likely to convey a positive view of the pro-
gram (or institution) to others.

An administrator's responsibility for each of these tasks--
recruitment and admissions--may vary in scop€ depending on
(1) his/her administrative level; (2) whether he/she is in an
area vocational school, a comprehensive high school, or postsec-
ondary institution; and (3) the size of the institution and num-
ber of support staff. However, even if the administrator can
delegate responsibility to public relations staff, counselors,
other administrators, and teachers, ultimately the respcnsibility
for these tasks rests with the administrator. It is up to the
administrator to do the following:

e Precede any delegation of responsibility with solid
planning

e Supplement delegation with reasonable assistance and
monitoring

e Follow up on the delegated tasks to ensure their suc-
cessful completion and to assess how the completion of
such activities could be improved in the future

This module is designed to provide you with background
information on recruitment and admissions. Hands-on experi-
ences are also provided to help you acquire the skills you need
to (1) define your own administrative role in these activities,
and (2) effectively manage recruitment and admissions as part of
your duties--current or future--as an administrator in an actual
secondary or postsecondary institution.

')
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Module Structure and Use

This module contains an introduction and three seguential learn-
ing experiences. Overviews, which precede each learning experi-
ence, contain the objectives for each experience and a brief
description of what the learning experience involves.
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- Terminal Objectlve. While working in an actual
.administrative situation, manage student recruit-
‘ment and admissions. Your performance will be
-assessed by your resource person, using the

- "Administrator Performance Assessment Form,"

EFp. 79-83. (Learning Experience III)
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Objectives

Enabling Objectives:

1. After completing the required reading, dev&lop
a hypothetical recruitment plan for a glven
situation. (Learning Experience I)

2. After completing the required reading, cri-
thue the performance of an administrator in a
given case study in planning and managing the
institution's admissions procedures. (Learn-
ing Experience II)

Prerequisites There are no prerequisites for this module. How-
' ever, since recruitment and promotion are soO
closely tied together, you may wish to complete
the following module concurrertly with this one:

e Promote the Vocational Education Program

Resources A list of the cutside resources that supplement
those contained within the module follows. Check
with your resource person (1) to determine the -
availability and the location of these resources,
(2) to locate additional references specific to
your situation, and (3) to get assistance in
setting up activities with peers or observations
of skilled administrators.



R Learning Experience I

~

Required

+ A RESOURCE PERSON to evaluate your compe=
tency in developing a hypothetical recruit-
ment plan.

Optioneal

e A MEDIA PRESENTATION DESIGNED FOR RECRUIT-
MENT PURPOSES that you caa view.

e SAMPLE PRINTED RECRUITMENT MATERIALS that
ycu can review and critique.

e AN ADMINISTRATOR OR OTHER PERSON RESPONSI-
BLE FOR RECRUITMENT whom you can interview
concerning recruitment procedures and tech-
niques, problems and solutions.

e« STAFF AT FEEDER SCHOOLS whom you can
interview concerning appropriate vocatiomal

awareness and recrultment activities.

e« STUDENTS whom you can iriterview concerning
their impressions of vocational education.

« PROSPECTIVE STUDENTS whom you can inter-
view to determine what questions they have
about a particular institution and its voca-
tional programs.

o.STUDENT VOLATIONAL ORGANIZATION MEMBERS
whom you can interxview concerning their pos-
sible role in recruitment.

Learning Experience II
Optional

e AN EXPERIENCED ADMINISTRATOR whom you can
interview concerning his/her role in the
admissions process.

e STAFF WITH DIRECT RESPONSIBILITY FOR
ADMISSIONS/ENROLLMENT whom you can interview-
concerning recommended procedures, do's and
don'ts, problems and solutions.
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Learning Experience III
Required

e AN ACTUAL ADMINISTRATIVE SITUATION in
which, as part of your duties, you can
manage student recruitment and admissions.

e A RESOURCE PERSON to assess your compe=
tency in managing student recruitment and
admissions.

Selected Terms Administrator--refers to a member of the second-
. ary or postsecondary administrative team. This
generic term, except where otherwise specified,
refers to the community college president, vice-
gpresident, dean, or director; or to the secondary
school principal, director, or superintendent.

Board--refers to the secondary or postsecondary
educational governing body. Except where other-
wise specified, the term "board" is used to refer
to a board of education and/or a board of
trustees.

Institution--refers to a secondary or postsec-
ondary educational agency. Except where other-
wise specified, this generic term is used to refer
synonymously to secondary schools, secondary voca-
tional schools, area vocational schools, community
colleges, postsecondary vocational and technical
schools, and trade schools.

Resourde Person--refers to the professional educa-
tor who 1s directly responsible for guiding and
helping you plan and carry out your professional
development program. .

Teacher/Instructor--these terms are used inter-
changeably to refer to the person who is teaching
or instructing students in a secondary oOr post-

) " secondary educational institution.

.




User’s Guide’ For information that is common to all modules,
such as procedures for module use, organization of
modules, and definitions of terms, you should
refer to the following supporting document:

Guide to Using Competency-Based Vocational
Education Administrator Materials. Columbus,
OH: The Center for Vocational Education, The
Ohio State University, 1977.

This module addresses task statement numbers 50, 51, and 80 from
Robert E. Norton et al., The Identification and National Verifi-
cation of Competencies Important to Secondary and Post-Secondary
Administrators of Vocational Education (Columbus, OH: The Center
for Vocational Education, The Ohio State University, 1977). The
166 task statements in this document, which were verified as
important, form the research base for the National Center's
competency-based administrator module development.
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tearning Experience |
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. OVERVIEW 1

Enabling
Objective

A R

Activity

{Optional i}
%Activity

e

‘ation.

If your situation allows, you may wish to increase

"You will be developing a hypothetical recruitment

"Recruitment Worksheet," pp. 33-36.

2

After cgmpléting the réquired'reading; develop a
hypothetical recruitment plan for a given situ-

&

’

You will be reading the information sheet, "Stu-
dent Recruitment," pp. 9-30.

your knowledge of available recruitment practices
by completing one or more activities involving
contacts with actual school situations (e.g.,
interviews with administrators, or locating and
critiquing existing recruitment brochures).

’ . ’ =
. v
L

K

plan for a given situation by completing the

N

Your'completed "Recruitment Worksheet" will be
evaluated by ycur resource person, using the
"Recruitment Checklist," pp. 37-38.

.
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Activity For information describing what student recruitment
is, why it is important, and specifically, what tech-
nigues can be used, read the following information
sheet.

STUDENT RECRUITMENT

While many differences exist amon:; the types of institu-
tions that offer vocational education programs, a successful voca-
tional education program, in any institution, requires studentq
as well as teachers, facilities, and a relevant curriculum. tu--
dents do not automatically appear on opening day. Rather, a num-
ber of student recruitment activities must be planned and carried
out by both secondary and postsecondary institutions to make pro-
spective students aware of.and interested in enrollment. As a
vocational admlnlstrator, you will be responsible for superv151ng
and participating in the planning and implementation of various
recruitment activities., In developing an overall recruitment
- plan, you and your staff will need to do the following:

e Identify funds available for recruitment
e Establish recruitment priorities™

e Select a variety of recruitment techniques

e Decide who will be involved ir the various recruiltment
activities

e Determine when the various activities are tc be con- -
ducted

e Determine how recruitment activities will be evaluated

e Develop the budget for recruitment

Identifying Available Funds

When the f%stitution's,annual operating budget was deter-
mined, a certain amount of money should have been earmarked for
recruitment purposes (e.g., recruitment of new students or of
adults for continuing education programs). Ideally, this should
have been determined based, on recruitment plans. If money was
not specifically designated for recruitment, it might be possible
to obtain a special appropriation from uncommitted funds. Thus,
your first step in developing specific recruitment plans is to
identify the resources available to you for this purpose. These
resocurces may include services and materials on hand, as well as
funds.
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Establishing Recruitment Priorities

Before you are able to select recruitment strategies and
clearly establish how and when these strategies are to be carried
out, you as ¢&n administrator must have established a basis for
making rational decisions concerning these specific recruitment
matters. In other words, you and your staff need to establish
your recruitment priorities based on (1) a careful consideration
of the nature and goals of your institution, and (2) subsequent
decisions concerning who should be recruited, where these persons
are located, and how actively they should be recruited. Estab-
lishment of these priorities will allow you to select the
recruitment strategies that are most appropriate to the charac-
teristics and needs of your particular educational institution.

Institutional nature and goals. The institution for which
you serve Or will serve as an administrator may be (1) a compre-
hensive high school that includes a vocational program, (2) a
secondary area vocational school serving several high schools
(feeder schools), or (3) a postsecondary institution (two-year
technical school, community college, Or junior college). These
three settings are quite different in many ways and cequire dif-
ferent recruitment strategies. Successful recruitment of stu-
dents into vocational programs in a comprehensive high school
means program survival; at the postsecondary jevel, successful
recruitment may have implications for institutional survival.

In addition to considering the broad nature of your insti-
tution, there are factors specific to an institution that need to
be considered, including the following:

e Are there admission requirements for your institution as
2 whole?--Thils 1s most relevant at the postsecondary
Jevel, although a secondary area vocational school may
also impose certain requirements for admission. For exam-
ple, is a certain grade point required? Are there mini-
mum/maximum age limits? Does your postsecondary institu-
tion admit only students with high school diplomas and
those who have passed equivalency exams, Or are others
admitted under special circumstances? According to your
state plan, who is eligible for enrollment?

¢ What vocational/technical programs does your inst.tution
offer? Which programs have enjoyed fuil enrcllment over
the years and which, if any, need recruiting help to
increase enrollments?--For what reason(s) has the enroll-
ment been low: Are people unaware of the program? IS
the instructor ineffective? Are there other instruc-
tional weaknesses? Are program graduates unable to get
jobs? Answers to these kinds of questions are critical if

you are to plan relevant strategies to remedy the problem.

10
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Are you offering any new programs for the-first time
that may require special recruitment attention?

e« What are the entry requirements for individual program
offerings?--Are certain courses or testing requirements
prerequisite to program entry?

e« What special requirements is your institution committed
to meeting?--Because of recent legislation, it is
extremely important that each educational institution
upholds its responsibility for ensuring equal access to
its vocational programs. You are mandated by law to see
that no individual is denied recruitment information by
virtue of his/her sex, religion, race, or handicapping
condition. What measures can you take to ensure that
this mandate is met? How can you reach prospective stu-
dents who have previously been unfairly discouraged from
enrolling in vocational programs? How can you provide
encouragement for both men and women who wish to enter
occupational programs that are nontraditional for their
sex? Will your institution be mainstreaming students
with special needs into the regular classroom, developing
separate special needs programs, Or both? If you plan to
of fer special programs for the training of such groups as
minorities, dropouts, and the unemployed. (e.g., coopera-
tive education for the disadvantaged or CETA~supported
programs), such programs are often supported by special
funding. If so, there may be specific eligibility
requirements. These requirements will influence your
recruitment priorities and activities.

e« Are there any otrer factors influencing your recruitment
Jecisions?--For example, outright advertising via posters
or public address announcements is often discouraged in
secondary schools because every student "recruited" from
one class could cause enrollment problems for another. On
the other hand, advertising may be acceptable, and even
encouraged, if it is designed to recruit dropouts, dis-
advantaged students, and Students for programs nontradi-
tional for their sex. In addition, if you are recruiting
students from a high school into a secondary area voca-
tional school, your recruitment activities would have to
be coordinated and compatible with the guidelines and
policies set by that school. If you are at the postsec-
ondary level, you may be required to limit your recruit-
ment activities to a given geographic area (e.g., a school
district or specified counties) in order not to "steal"
students within the geographic "jurisdiction” of another,
similar institution. ‘

e Who must approve any proposed recruitment activities?--
Is your sign-off sufficient or do you need to gain
higher administrative approval? Should the advisory




committee/council be asked to review and endorse certain
recruitment plans? '

Who and where. Who should be recruited and where they can
be found will, in large part, be defined by your answers to the
previous questions. Again, the type of institution in which you
work will greatly determine whom you will be serving. However, a
primary goal of any educational recruitment program should be to
enroll those individuals whose qualifications, career objectives,
and needs correspond with the requirements, intended outcomes,
and goals of the vocational and/or technical programs offered by
your institution.

If you are an administrator of a comprehensive high school,
you will be working with whatever student population is assigned
geographically to your secondary school. . Your prospective voca-
tional students will be limited primarily to those enrolled
within the school, plus dropouts and transfers. Thus, a great
deal of your recruitment effort can be spent on in-school activi-
ties (e.g., bulletin boards, school assemblies, or work with
counselors). In addition, however, some preliminary awareness
and liaison activities may appropriately be conducted at feeder
schools {i.e., junior high schools).

If you are an administrator of a secondary area vocational
school, your institution may offer students a wider diversity of
vocational programs from which to choose, and your recruitment
area will include the secondary students enrolled in a number of
district feeder schools. In recruiting these students, probably
primarily through activities conducted at the feeder schools, you
need to bear in mind that you are not just asking them to select
vocational programs, but to leave their home school (and friends)
for at least part of the day.

In contrast to the daytime classes at the comprehensive high
school and the secondary area vocational school, the prospective
students for adult evening classes or for two-year postsecondary
institutions would be high school graduates and older adults from
a large geographic area who want or need to enter vocational
programs in order to acquire entry-level skills, update their
present skills, or be retrained. Of course, many postsecondary
students are recruited from secondary schools locally, across the
state, or even from outside the state, especially in cases in
which unique or very specialized training is offered. However,
in view of declining secondary school enrollments, it is becom-
ing increasingly important for vocational administrators to
direct their recruitment efforts toward older adults (e.g.,
women who wish to reenter the labor market, retirees, men and
women who are involved in a career transition, or the handicapped
and economically disadvantaged whose educational and employment
opporturiities have been limited). Consequently, your recruitment

12 .
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activities would have to be more diverse, designed to reach a
broader audience, and geared to tap a wider range of promotional
mediums.

Three other sources of students, especially for the post-
secondary level, that should not be neglected are employers,
unions, and government programs. Each of these three sources
has training needs that, with coordination and cooperation, your
institution may be able to meet, totally or in part. For exam-
ple, to obtain journeyman status in an occupation, most individ-
uals must complete an apprenticeship program that involves two
components: on-the-job training and related classroom instruc-
tion. Who is going to provide the related classroom instruction
for these individuals? If you can work with the union and
employer--often represented on a joint apprenticeship and train-
ing committee (JATC)--and convince them that your institution has
the capability to cooperatively work with them to meet their
training needs, your institution could provide the course work
for apprentices. The JATC often controls a local training trust
fund and may be willing to help defray part of the program and
instructional costs.

Federal proyrams designed to provide training for employment
need to be considered, also. These may change as federal poli-
cies change, so you need to keep up to date in this area if you
are to be responsive to these identified needs. For example,
CETA (Comprehensive Employment and Training Act) programs can be
an excellent source of students. By including a CETA counselor
on the advisory committee and keeping the CETA office informed of
their program in practical nursing, one area vocational center
secured the enrollment of ten additional students in their adult
practical nursing class. :

How actively to recruit. As with the "who and where" deci-
sions, part of your declsilons in this area will have been deter-
mined based on your answers to the questions concerning your
institution's nature and goals. You will know, for example, that
you need to be zareful not to authorize heavy vocational recruit-
ment activities at the secondary level that could be construed as
unfair to other programs. You would know if your postsecondary
recruitment efforts had to be limited to a specific geographic
area. ‘

At the secondary level, the recruitment activities should be
equitable to all programs. Much of the recruitment may well take
the form of "awareness" ‘activities (i.e., informing students
about the full range of opportunities available to them in
advance through such techniques as conferences with counselors or
advisors, school assemblies, or bulletin board displays). How-
ever, if a new program is planned or if special populations
(e.g., disadvantaged, limited English proficiency, handicapped,

13
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or women) are sought, then a more intensive recruitment effort
may be required, at least initially.

If you are an administrator in a postsecondary institution,
you will be competing with other postsecondary institutions
(e.g., colleges and universities, proprietary schools, and other
two-year colleges) in order to attract students. In addition, if
the prospective student is employed, you are competing for his/
her work or recreation time. As a result, it will probably be
necessary for you to implement an aggressive, as well as compre-=
hensive, recruitment program. You will need to develop contécts
not only with secondary schools, but also with a variety of orga-
nizations in the community (e.g., the chamber of commerce, ser-
vice clubs, employment agencies, unions, agencies representing
special needs groups, and organizations associated with business
and industry). °

Seleétiqg_Recruitment Techniques

There are many different techniques that can be successfully
used in recruiting students. The techniques vary from word of
mouth, to printed materials, to audiovisual presentations. Based
on your previous analysis of the institution in which you work,
you should be fully aware of the opportunities, constraints, and
recruitment activities that will be appropriate and acceptable.
While not all inclusive, a list and brief description of some of
the most useful recruitment techniques available follows.1

Contacts with counselors and other staff. One of your
initial concerns in the supervision of recrultment activities
should be to see that regular contacts are established with
counselors. If you are in a comprehensive high school, you will
need to make sure that the counselors there have accurate infor-
mation about all of your vocational and/or technical programs--
and that they understand this information. As an administrator
of a secondary area vocational school, you also should be sure
that counselors in your school and in all of the secondary feeder

1. For more detailed information on the developmental aspects of
these techniques (e.g., step-by-step guidelines for producing a
brochure from start to finish), you may wish to refer to the ten
modules in Category G: School-Community Relations, part of the
Professional Teacher Education Module Series produced by the
National Center for Research in Vocational Education (Athens, GA:
American Association for Vocational Instructional Materials,
1978). Each of these modules contains a performance checklist
for evaluating the skill covered (e.g., development of a bro-
chure). You could use these checklists to evaluate the execu-
tion and completion of these activities in your own institution.
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schools are appropriately informed. Similarly, if you are in a
postsecondary institution, you should make certain that counsel-
ors in the secondary schools, area vocational schools, and adult
career counseling agencies are knowledgeable of the opportunities
available through your programs.

Not only should you attempt to provide recruitment informa-
tion through counselors, you should assure the counselors of your
staff's willingness to respond to requests for informaticn from
prospective students and their parents. Remember, toO. it is not
sufficient just to furnish ccunselors with information at spo-
radic intervals. Rather, it is essential that you and your staff
members keep in touch on a regular basis so that you can share
current descriptions of programs, job opportunities, and the suc-
cesses of past graduates. ‘

In view of the fact that students obtain part of their
knowledge of the programs available in their school through
formal or informal interactions with their instructors, it is
important to ensure that the instructors know about and believe
in the value of courses other than their own. Too often, tne
academic teacher has limited information about the vocational
courses. Too often, the vocational instructor has little inter-~
action with academic instructors. Activities that require
teachers and counselors to share information about the courses
and their value may help to instill mutual respect and support.

I1f students are exposed only to general education teachers
and counselors, some of whom, as college graduates themselves,
regard vocational education as a "dumping ground" and a "dead-end
street," this will very much affect your recruitment efforts.

The teacher who feels strongly that women do not belong in auto
mechanics classes can also hinder your efforts. Strong measures
are required to dispel these stereotyped notions. One crea
vocational school dealt with this issue by including the most
outspoken "adversary" on a program review committee. It worked
wonders. ‘

In addition, staff must be aware of the need to "recruit"
among their present students. For example, the secondary school
industrial arts wood instructor can recruit students in his/her
classes for next year's vocational building trades class. The
teacher of beginning typing can recruit able students for
advanced business classes.

Public presentations, displays, open houses. 1In addition to
establishing and maintaining contacts with counselors and other
staff, it is also important that you and your staff make presen-
tations to a variety of groups within the educational institution
and community (e.g., parent-teacher organizations, service orga-
nizations, civic associations, labor organizations, and secondary
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and postsecondary student groups). These and many other groups
would be interested in a variety of topics related to your
institution and its instructional programs, depending upon the
occupations, age, and interests of the intended audience. Many
onportunities for providing recruitment information to school and
community groups can be generated if some time and effort is
spent in informing these groups of the avaiitability of speakers
from your institution. As a vocational administrator, you will
be expected to maintain liaison with a variety of organizations
(e.g., PTA, Lions, or chamber of commerce) as part of the school-
community relations function of your job. It will be your
responsibility to make these groups aware of speakers available
from your school and to encourage such efforts on the part of
your staff.

You may want to have a short slide/tape pregent tion about
the institution and its programs that can be supplemented with
additional recruitment material about the specifiic program(s)
being discussed. Depending on your budget and institutional
capabilities, this may be prepared by a business specializing in
such promotional media, by staff in-house who have the necessary
audiovisual and promotional expertise, or by students enrolled in
a photography or audiovisual course. Overhead transparencies or
high-quality posters or charts may also be developed, usually
easily and inexpensively, to enhance the attractiveness of the
presentation/display and increase the variety of materials used.

The advantage of these types of materials is that most of
the institutional staff can easily use them. Staff can also be
encouraged to develop similar material in their own specialty
areas to complement and supplement the institutional materials.

A well-prepared slide/tape may be so self-explanatory that it can
be shown by others without a member of the school present at all.
Care must be taken to appropriately modify the materials to fit
each occasion and audience for which they are used, and to have
appropriate brochures and other handout materials available to
meet the needs of the occasion. It is also important to remember
that these types of recruitment materials need to be reviewed at
least annually and updated if necessary.

Displays can be utilized at various functions to provide
public information and program promotion to groups that normally
would not come into contact with the institution's personnel.
Places where displays can be used effectively include county and
state fairs; career days in elementary and secondary schools;
open houses (for example, during Vocational Education Week);
inservice training meetings; conventions; and other meetings of
professional groups, educators, and business or industrial
groups. Displays can be used in a mobile recruitment van, store
windows, shopping malls, bank lobbies, and waiting rooms of
industrial concerns and businesses. A good display has color,
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pictures, and movement--all arranged in such a way as to cateh .
attention and hold the viewers' interest for the few moments
needed in order to comprehend the brief but positive. message that
is being transmitted. The display also needs to. include a mech-
anism for interested parties to obtain additional information or
assistance if desired, and directions need to be provided clearly
explaining what to do to get this additional help, for example:

« Reading a brochure and sending in a postcard

e« Pushing a button to hear a recording with more informa-
tion and directions to leave a nae and address at the
sound of a tone

« Talking to a representative from the institution

Displays tend to be a little more difficult to manage than
other methods of communication. They can be expensive to con-
struct, maintain, and store; and they require regular attention
and supervision while in use if materials, sound recordings, or
other devices are used to get feedback. They generally have only
a brief message and must be of high quality to compete with other
activities and displays that are in the same area. However, a
good display with a feedback mechanism tends to reach audiences
not otherwise reached.

Open houses, career days, science fairs, and other special
occasions provide excellent opportunities to keep the general
public informed about the institution and to recruit potential
students for the various instructional programs. It gives them a
chance and a reason to visit the facilities, meet students and
staff, and become familiar with the institution's mission, needs,
and programs. '

If the event is to encompass the entire instructional pro-
gram, it will require the cooperation of most of the institu-
tional staff. Planning and coordinating activities will need to
occur well in advance to be sure everything for the occasion is
taken care of, including havinc¢ the facilities in good condition.
The person responsible for the occasion (you cr a designated
staff member) needs to coordinate facility preparation, staff
input, student and student vocational organization input, pub-
licity, invitations, reception, program, outside speakers, enter-
tainment, displays, information and materials, refreshments, and
cleanup.

As an administrator, you would likely delegate most of the
many activities to appropriate persons. You would then need to
follow up to see that all activities are progressing according
to a time schedule or to make adjustments for unforeseen cir-
cumstances, Career days--with informational booths and pre-
sentations sponsored by the institution, employers, women's
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organizations, special needs agencies--are a big undertaking, but
they can pay many dividends as a promotional and recruitment
activity. The keys to success in such a venture are delegation,
planning, coordination, follow-through, and recognition of all
who helred.

One caution: A well-publicized open house may attract pro-
spective students, their parents, and interested employers to the
institution, but that is only half the battle. If, upon arrival,
these persons encounter disorganization or if the information
presented (printed and oral) is boring, condescending, Of full
of educational jargon, ‘you have defeated your purpose. The open
house needs to be planned to meet the needs, interests, and
abilities of your target audiernce, and special care needs to be
taken to ensure that a person entering the door does not get lost
in the shuffle. In other words, the logistics for the program
need to be simple and well-organized, and staff or students
should be available (and visible) to help guests with questions
and to direct them around the building if necessary.

" Also, in planning open house activities, you need to take a
realistic look at those groups who can be expected not to attend.
If long travel distances are involved, you may not draw part of
your target population--economically disadvantaged and handi-
capped, for example. Limited-English-proficiency populations
may also be hesitant to attend an activity in which only English
will be spoken for the most part. Other contacts, using appro-
priate techniques, will need to be made to reach these audiences.
Outreach programs and specially designed presentations conducted
within specific communities can be very successful. For examp.e,
a school representative who speaks fluent Navajo could make a
presentation in a community center located in a geographic area
with a heavy Navajo population.

Printed materials. It is unrealistic to expect to reach all
prospective students in person. 'Hence, printed materials such as
program brochures, catalogs, and course schedules can be effec-
tive means for drawing attention to your programs. These can .be
distributed in a variety of ways: through a mail-out to a speci-
fic target population; through a general mail-out; at information
centers, displays, lobbies, open houses; or in response to a
specific request from a potential student. In some schools, an
admission packet of information is put together for each program
or cluster. This packet is then available to students reguesting
information about a specific’ area.

Brochures should be developed to meet the specific informa-
tion needs of a designated audience. For example, if you are
attempting to recruit women as students in program areas that
are considered nontraditional for their sex, then you will need
to design a brochure to make women aware of the advantages of
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"noritraditional®™ occupations, as well as your institution's
interest in preparing women for these occupations. For example,
a brochure from Los Angeles Trade-Technical College contains the
following statement--which would be equally appropriate at the
secondary level:

EXPANDING OPTIONS FOR WOMEN--Under Title Seven of
the Civil Rights Acts of 1964, it is illegal for
employers to discriminate against women and minori-
ties in all areas of employment. But unfounded myths
have channeled a large percentage of the labor force
into traditional female job ghettos where women sti-
fle in an atmosphere that prevents equal opportuni-
ties. Until recently, many women felt locked into
these roles, with little or no chance for advance-
‘ment. Some women have discovered that their best
chance for being paid equally is in nontraditional
job areas. Many are now learning to avoid the sex
role trap that locks them into lower-paying posi-
tions. Women enrolling at Trade-Tech are breaking
the barriers of ignorance and gaining acceptance in
today's working world.

A brochure can be designed to meet -a specialized need, such as
the one in the wrevious example, or the more general needs of the
institution, for example: :

e A brochure on the total institution, highlighting the
philpsophy and background of the institution; listing
program Or course offerings“by title; describing any
special program of ferings in more depth; and providing
some general information regarding admissions, .require-
ments, degrees, accreditations, and sO on.

‘

e A brochure on a single prcgram Or the course offerings
related to a single career (e.g., printing)

e A brochure promoting enrollment in other-than-full-time
course work (e.g., continuing education or summer Ses<
sions)

As with the display, many brochures include a means for the
intended audience to respond, for example, a tear-off self-
addressed card to mail to the institution for further informa-
tion, or an attached enrollment form.

Before you begin to develop a specific brochure, you should
think through the following guestions:

e Whom are you attempting to attract to the.vocational
program (€.9., CETA workers, adults who are already
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employed, retirees, high school sophomores, handicapped
students, or the economically disadvantaged)?

e How 1s your institution geared to help these individuals
meet their vocational education needs?

e« What particular advantages are offered by your programs
(e.Q. s evening classes, CO-OP experiences, work study, Or
individualized instruction)?

« What evidence can you provide regarding the success of

past graduates (€.Qsy appropriate salaries or opportuni-
ties for promotion)?

e What other information would prospective students like
to have (e.g., maps, schedules, parking information, food
service availability, extracurricular activities, finan-
cial aid information, directory of staff, and where to go
for wmore information)?

Brochures can be laid out by you., by public relations (pub-
lic information office) staff, instructional staff, and sometimes

students. For example, members of a student vocational organi-
zation could help prepare a brochure concerning their organiza-
tion.. The brochures can be printed commercially or within the
district or .institution if the printing facilities are available.
If your school has a printing program, students may produce the

brochures.

Remember, however, &as the administrator who is ultimately
responsible for the content of a publication, you will need to be
sure that the information provided is correct. Before any publi-
cation 1is released to the public, you need to make certain, for
example, that gtatements regarding expected salary ranges within
an occupationy cpportunity for advancement, and the employment
outlook are accurate and not overly optimistic. Material should
also be reviewed from a legal standpoint concerning how and to

what extent it obligates the institution.

In addition to developing brochures, you and your staff may -
be involved in the preparation of other publications, including
course catalogs, student handbooks, and course schedules. Like
brochures, these materials must be thorough, accurate,. and easily
interpreted. fOr example, each course description should specify
course requirements and prerequisites. With regard to course
schedules, it is important that all the courses to be offered are
jisted. While it is possible, whenever necessary, to cancel a

course already listed, it is virtually impossible to obtain a
sufficient number of enrollees for a course not listed.

. Remember that the text of each publicétion should be concise
and to the point. Tt should also be written in the language of
the reader. This may mean using simple English and avoiding
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educational jargon, or it may ﬁean producing a Spanish-language
or bilingual publication, to name just two examples. In deter-
mining the format of a publication, it is wise to have the
assistance of an expert printer or designer, if possible. Illus-
trations and pictures should be coordinated with the written
material so that the finished product will be appealing in
appearance and appropriate for the audience you .wish to reach. -

Throughout the process of preparing all publications, it is
essential that you adhere to specified deadlines. This means
that you must preplan. You, or a designated staff member, must
develop an outline of the task and specify, in advance, the
target dates for completing each step in order for the final due
date to be met. The copy for most’commercial publishers will
require considerable preparation time from the "first draft"
stage until final production. In school print shops, instruction
takes precedence over other jobs assigned. Materials that are
published too late are often useless for their intended purpose
and impact.

Newspapers, radio, television. Of course, the media can
provide an excellent means for disseminating recruitment informa-
tion to the public. If you wish to use newspapers, radio, and
television for obvious promotional purposes, then it will be
necessary to purchase advertisements. However, there is also a
great deal of promotional value to be derived from the articles
and announcements that the media will carry, free of charge, as
news items or public service announcements. For example, the
media often covers school board meetings:and will report special
announcements or discussions that are part of such a meeting.

In addition, the media will be interested in reporting special
events sponsored by your institution, as well as certain accom-
plishments of the students and staff. The addition of new
courses, equipment, and facilities, as well as the employment
and promotion of staff members, are usually items of interest.

In order to keep the media informed of potential news items,
you and your staff should establish contact with appropriate
personnel at each local newspaper, radio, and television station.
In addition, you will need to acquire information concerning the
format you should follow in preparing articles and announcements,
and any deadlines for submitting these materials.

If your ,institution or district has a public relations or
public information officer, this person ray submit news releases
to the media on a regular basis. The media then decides which to
run. The advantage of this approach is that, given a void, the
media can always choose one of your releases to fill that void.
In a sampling of news releases prepared by one two-year technical

!
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‘college, the following topics were addressed (similar topics
would be appropriate at the secondary level): '

" e Availability of the college's recreational facilities
for community use -

e Retirement of an instructor
e Initiation of two new course offerings

e« Announcement of fall registration, with a modified
course schedule provided

e Special community service provided by a staff member
e Description of benefits of the evening programs

e Announcement of a school-sponsored special social event,
technical conference, open house

e Hiring of new staff; inauguration of new president

e Announcement of a student achievement, award, scholar-
ship :

e Provision of a free tax service, offered by the college
for Iow income families: p

W

¢ Announcement of an honor or award conferred on a faculty

member n

e Write-up on the presentation to be made (or already
made) by a guest speaker

e Opportunities available to men and women in nontradi-
tional occupations

You need to make staff aware of what topics are newsworthy and
encourage them to submit ideas to the appropriate sources accord-
ingly. Two examples of such news releases are shown in samples 1
and 2. Notice the brevity of the information, the simplicity of
the style, and the fact that all key information is included.
Both of these releases are of interest to the community--people
oriented--yet they indirectly promote a positive image for the
institution and, thus, may encourage enrollment.

, In terms of recruitment, do not forget to consider placing
articles and ads in school newspapers, your own Or one in a
potential feeder school. If you are trying to recruit employed
persons for additional training, consider placing articles in the
house organ or union newsletter that reaches these employees. If
you have special programming for senior citizens, identify and
use media directed especially to them, for example, a free commu-
nity newspaper delivered door-to-door. In other words, identify
the media you know will reach your desired audience and use it.
Consider, for example, sample l. This news release could be
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SAMPLE 1 -

NEWS RELEASE: NEWSPAPER

. Los Angeles Trade-Technical College
400 West Washington Boulevard
Los Angeles, California 90015

FOR IMMEDIATE RELEASE NO. 7
September 7, 19--

TRADE-TECH WILL HELP SPONSCR
16th OF SEPTEMBER CELEBRATION

A Sixteenth of September celebration to commemorate the indepen-
dence of Mexico from Spain will be held at the All People's
Christian Center, 806 E. 20th Street, according to Al Bonzo,
coordinator for community services at Los Angeles Trade-Technical
College. o :

Trade-Tech, with nearly 20 percent of its student enrollment of
Latin derivation, is participating with several other central
city organizations and churches in staging the event.

"Since the central city is a growing Mexicano and Latino commu-

nity," said Bonzo, "the celebration is a way to promote the cul-

tural Heritage and develop awareness of the rich multicultural
_diversity in the community of which Trade-Tech is a part.”

Activities get underway with a dance beginning 8 p.m. on Friday
at the International Ladies Garment Workers Union Hall, 400 West
9th Street. Cost will be $2.50 for adults and $1 for those aged
12 and uné~r. . . .

Starting at noon on Saturday at the All People's Center will be a
variety of folklorico groups, teatros (theater performances),
children's performances, and singing groups. The program will be
free to the public, along with food and drink. :

Details can be learned,by calling Bonzo at 746—0800,.Ext. 458 or
374. ‘ '
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translated into Spanish and run in a local Spanish-language news-
paper.

Again, it is critical that news releases be checked for
accuracy and readability. Material published without all essen-
tial information, or with misinformation, can cause confusion and
frustration. Needless to say, this would not encourage prospec-=

tive students to enroll in the program Or institution responsi-
ble.
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Satisfied students, parents, employers. The old adage that
"the best sales technique is a satisfied customer" applies to
student recruitment in three respects. First, the students who
have successful experiences with the institution and 1ts occupa-
tional programs are likely to share their experiences with their
friends. Satisfied students or former students are the best
"salespersons" any vocational or technical program can have. Such
: students are constantly in the field and frequently in contact
2 with potential students. Their positive remarks about the insti-
tution can help recruitment immeasurably. Positive comments made
by the parents of successful students may also encourage their
friends to enroll their children in the programs. Finally,
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employers who are pleased with the quality of graduates they have
= hired will probably seek to hire more employees from your insti-
3 E tution. These employers can also "spread .2 word" about the

positive experiences they have had with your graduates.

It is apparent that the success of the students who graduate
from vocational programs and the satisfaction of employers are
extremely important factors in your recruitment program. Even
the best recruitment strategy cannot offset the effects of poor
vocational programs. Thus, as an administrator, your establish-
] ment and maintenance of excellent programs are key prerequisites
to successful student recruitment.

Scholarships. Although the awarding of scholarships has a
broader purpose than recruitment, recruitment is certainly a part
of it. In order to attract outstanding students to a postsecond-
ary school, the institution itself may decide to offer scholar-
ship incentives. Another possibility is to involve businesses
and industries that typically hire your students. These organi-
zations .may be very happy to provide small scholarship awards
(e.g., $100) to assist individual students they hope to someday
hire, or in order to provide the profession in general with a
qualified worker. As an administrator, you would need to be very

- visible in this selection/award process Since you represent the
school. You would also need to ensure that (1) prospective
recipients are aware of the existence of the scholarship(s},
(2). the awarding of scholarships is well publicized, and
(3) donors are sufficiently involved and properly thanked.
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Career tryouts. 5Some secondary and postsecondary institu-
tions have used this technique successfully, both to increase the
career awareness of secondary students and to recruit them to
attend their vocational and technical programs. At Milwaukee
Area Technical College, students in grades 9-11 are offered a
free summer career tryout progranm. Lasting for one month, the
program exposes students to seven career .areas, providing
hands-on experiences and information about the training and
skills required, employment opportunities, wages, and other
topics. At one area vocational school, potential students were
integrated into vocational shops as vstudents" for one week of
the year. As a result, 90 percent of these students enrolled in
those programs during the following year--and the drop-out rate
for these students was almost nonexistent.

As an administrator, you would need to initiate the develop-
ment of such a program, arrange for the details (organizational
and legal) to be worked out, secure financial support for its
operation, secure faculty support to run it, maintain liaison
with the secondary schools involved, ensure that the program is
well publicized in advance, and monitor the operation of the
program. Although this is a potentially more costly recruitment
technique, it can also be highly cost-effective in attracting
students to your vocational/technical programs.

Employer/union incentives. At the postsecondary level and
for adult evening courses offered at the secondary level, part of
your prospective student population is made up of fully employed
people who need or desire retraining or upgrading. Unions also
encourage their members to pursue professional development
activities. However, such people may be reluctant to give up
their only free time in order to take courses. If the employer
and/or union has contracted with your institution to provide a
particular course, they will undoubtedly take steps to ensure€
that the employees attend. To attract employees to other rele-
vant courses, however, some effort on your part is required. You
need, first, to convince the employer or union that the training
provided would be of benefit to their employees Or members and,
thus, to their company, business, or union. You could also pur-
sue, with the employer, the possibilities for providing incen=
tives to encourage enrollment: provision of released time from
work; company reimbursement of tuition, books, and student fees;
job promotion; issuance of government bonds, and SO On. With
employer/ union support and employee incentives, enrollment of
employees is far more likely to occur.

Determining Who Will Be Involved in Recruitment

prospective students need to acguire as much information
as possible concerning the opportunities provided through the
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vocational programs in your institution. The individuals who are
best qualified to provide this information are those who are
involved in vocational education, namely the following:

e You, as the administrator

e Vocational advisory council/committee members
e Vocational teachers and instructors

e Guidance counselors

e Vocational students (past and present)

e Parents

In order to implement an effective recruitment program, it will
be necessary to involve these persons in appropriate ways in the
various recruitment activities.

vyour vocational advisory council/committee can often provide
invaluable assistance in both the planning and implementation of
recruitment activities. Because the members of such a commit-
tee/council should have been selected to represent the clients
(students, parents, and employers) served, they should have a
clear picture of who those clients are, where they are located,
and how best to reach them. Thus, YOu should ensure that the

members are consulted, kept aware, and involved.

You will also need to ensure that the staff are informed of
the ways in which they can assist with recruitment. Before
determining how to involve staff, you will need to be very famil-
iar with the contents of teacher contracts for your institution
or district. It may be that teachers must receive additional pay
for participation in so-called after-school activities. It may
be that they cannot be required to participate. Thus, additional
incentives may be needed. Once you have identified how, and to
what extent, teachers can be involved, it is suggested that you
meet with the vocational instructors, as a group, to discuss the
implementation of recruitment activities. At this time, staff
members can share their past experiences and recommend those
approaches that have been especially successful.

In addition, you will need to develop a schedule of recruit-
ment activities and decide who will participate in each activity.
For example, all of the instructors could be involved in explain-
ing their programs during open houses and career days. Also,
designated instructors need to serve on the committees responsi-
ble for arranging such functions. In determining who will make
presentations to various groups in the community, you may dis-
cover that not all staff members wish to make public presenta-=
tions. However, these instructors can assist in arranging such
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presentations, for example, by notifying organizations of the
availability of other instructors who will serve as speakers.

In the development of publications, each instructor will
need to assume responsibility for contributing information from
his/her program area. Similarly, in some institutions, staff
members can submit information directly to the newspaper and to
the local radio and television stations. However, 1n most insti-
tutions, publicity information must be given to the in-house
personnel who are responsible for submitting this information to
the media. Of course, it is important that you ensure that any
established procedures are followed.

In assigning the responsibility for developing displays and
audiovisual materials, you may wish to establish committees, or

teams, comprised of Instructors who represent each program area.
This approach 1is generally most appropriate since such materials
usually contain information pertaining to all of the vocational
programs.

Depénding upon your situation, contacts with counselors
may be handled by admissions personnel from the institution or
by your staff. For example, in a secondary area vocational
school or a postsecondary institution, instructors in each pro-
gram area may be asked to supply the school's admissions staff
with recruitment materials regarding each of the vocational and
technical programs. However, if you are an administrator in a
comprehensive secondary school, you may ask the "lead teacher"
(department head) in each program to provide appropriate recruit-
ment information to counselors.

As you and your staff determine who 1is responsible for
implementing various recruitment technigues, be sure not to over-
1ook the importance of gathering nleads" or referrals concerning
individuals who may be interested in enrolling in occupational
programs. Instructors and students should be responsible for
sharing such information. Upon hearing of persons who are inter-
ested in vocational programs, appropriate staf f members should
contact those individuals, perhaps by telephone or through cor-
respondence, to confirm their interest and give them additional
information.

Finally, remember that students and parents can make valu-
able contributions to the recrultment program. Prospective
students will be eager to have current students describe their
experiences in vocational education, and parents of prospective
students will want to acquire the parents’ perspective of the
value of vocational programs and the impact these programs have
had on their children. You can involve both parents and students
in recruitment by having them participate in presentations during

open houses and career days. Also, it will be appropriate to
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have students assist with demonstrations or displays whenever
these are used. In addition, students are one of the best
sources for referrals of prospective students. You and your
staff should encourage students to provide you ~ith the names of
their peers who may be potential enrollees.

Deciding When to Conduct Recruitment Activities

Once the recruitment priorities and techniques have been
determined and it has been decided who will be involved in the
various activities, the question of when the various activities
should be conducted to be most effective must be addressed. Many
recruitment activities--such as the distribution of program and
institutional brochures, presentations by statf, and conferences
between counselors and students-—are more Or less continuous
activities. However, other events--such as career days, open
houses, and recruitment announcements--need to be scheduled care-
fully so as to optimize their recruitment value. For example, a
career day held in early March at an area vocational center for
students who are expected to preregister in April for fall semes-
ter vocational programs would be more helpful than one conducted
in November or May. Recruitment brochures, posters, and adver-
tisements for postsecondary offerings need to be distributed or
published just prior to the time that prospective students will
be expected to apply for admission. Advertisements run too early
will be forgotten before registration time and those appearing
too late for students to take the desired action are of no value.
Some activities such as career days and open houses require
considerable lead time to make all the necessary arrangements;
hence, scheduling and coordinating the work of many persons
becomes very important if maximum results are to be achieved.

Even with the selection of appropriate techniques and the
involvement of all the necessary personnel, excellent recruitment
efforts will be of little value if they are not timely. Being
timely also means that recruitment activities need to be closely
coordinated with admissions and scheduling efforts and with the
expectations of potential students and their parents. You need
to ensure that the necessary lead time is available for the
development of needed recruitment materials and that all the
necessary arrangements can be made for events such as career
days. To accomplish this, many vocational administrators--in
conjunction with appropriate staff--develop a yearly schedule of
the recruitment activities to be implemented. This is especially
important in the case of secondary area vocational schools and
pos tsecondary institutions where recruitment activities must be
closely coordinated with several "feeder" schools and other
community groups. An important part of such a time schedule or
recruitment plan is the assignment of persons who will be respon-
sible for each of the major activities to be conducted. Such a
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time schedule should also list the continuous recruitment activi-
ties that need to be carried out and what persons are responsible
for them. This plan should be distributed to all the concerned
and involved parties so that everyone can be made aware of the
total recruitment scheme and effectively carry out their part in
it. :

Determining Evaluation Strategies

)

In order to (1) determine how effective your recruitment
program is, (2) identify how it may be improved in the future,
and (3) secure documented support for future activities, you need
to obtain evaluative information. The recruitment priorities and
objectives and the activities selected will determine the evalu-
ation procedures that would be appropriate. For example, if one
of your objectives is to increase the number of special needs
students served, then one of your evaluation questions could be,
"How many students in each special needs category were enrolled
this year? as compared to previous years? as compared to .
enrollment numbers sought? or as compared to some other target?"
Or for example, if one of your recruitment techniques were a
direct-mail campaign, one of your evaluation questions could be
"How many people responded?"

Developing the Recruitment Budget

The final step in the process is to allocate your available
resources in order to support the activities you have selected.
This would involve doing the following:

o Estimating the cost of each activity (e.g., in terms of
personnel, supplies, equipment, and purchase of printing
material or advertising space)

e Projecting the returns (actual enrollments) expected
from each activity

e Bllocating the most funds to those activities expected
to yield the most results per dollar spent

This budget, once completed, can also serve as a guide in
determining next year's requests for recruitment funds when the
institution's new operating budget is prepared.
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If your situation allows, you may wish to increase
Optional your knowledge of available recruitment practices
\Activity by completing one or more of the following activi-
ties:

T

e« Locate, obtain, and view a media presentation
designed for recruitment purposes by a local
secondary or postsecondary institution.

e Locate, obtain, and review (critique) sample
printed recruitment materials (e.g., brochures
and news releases)

e Arrange to meet with an administrator or other
person(s) in charge of recruitment activities to
discuss their recruitment procedures and tech-
niques, problems encountered in using specific
_techniques, and solutions employed. Prepare for
any such discussion by drafting a list of key
questions you want to have answered.

e Survey enrolled students to determine why they
enrolled? what their source of information was?

e Arrange to meet with a teacher or administra-
tor at a feeder school for your institutional
level. Discuss what vocational awareness
activities are conducted by his/her school.
What recruitment activities are or could appro-
priately be conducted there by the institutions
in which his/her students could enroll?

e Interview a sampling of students to determine
how they would answer the question, "What would
you tell your best friend about vocational/tech-

nical) education?" Consider the implications
these responses have for recruitment activi-
ties.

e Interview prospective vocational/technical
students and determine what questions they have
about your institution and its programs. Con=
sider how these questions could be addressed
through brochures, displays, presentations, etc.

2. Adapted from Gayle Sobolik, "Promoting Vocational Education
and Recruiting Eligible Students," Common Core Curriculum for
Vocational Education, Project Director Gwen C. Cook (Fresno, CA:
California State University, Home Economics Department, 1978),
pp. 13-14.
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e Meet with student vocational organization mem-
bers to determine what, if any, they perceive
their role in recruitment to be. Brainstorm
with them to identify ways in which such an

organization could assist in recruitment
efforts.
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The following worksheet is designed to apply your
knowledge of the material in the information sheet,

Activity "Student Recruitment,” pp. 9-30, and to help you to

relate that information to an actual educational
institution. Each of the items requires that you
complete activities and document your results in
writing. Please respond fully, but briefly, and make
sure you respond to all parts of each item. Your
completed worksheet will be a rough draft for a
recruitment plan.

RECRUITMENT WORKSHEET

You either are now, or hope to be, employed as an adminis-
trator of a vocational and/or technical institution. At what
type of institution (comprehensive high school, secondary
area vocational school, or postsecondary institution) do you
serve or hope to serve as administrator? :

Based on your response to item #1l, select an actual institu-
tion of that type to use in responding to this worksheet. If
you are employed in such an instutition, use that. If you
are not employed in an institution currently, you may use a’
school/college attended or previously worked in, i.e., one
with which you are familiar. If neither of these situations
applies, select such an institution locally. (NOTE: If you
select an institution locally with which you are not perr
sonally familiar, you may feel you would like to contact
someone there for more information. Do not do €0 without
first checking with your resource person. Should a number of
Individuals select the same school, it would be both ineffi-
cient and potentially annoying to school personnel for each
module—-taker to contact the school for the same informa-
tion.) ‘ ’

on the following page, describe the institution you have
selected: name; type (comprehensive high school, secondary
area vocational school, or postsecondary institution); geo-
graphic setting (urban, suburban, or rural):; general types of
students served (ethnic ratios and economic factors); how
prospective students can be reached; admission requirements;
vocational program offerings and entry requirements; and
special institutional goals, requirements, or recruitment
constraints.
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& Name of Institution

Type of Institution

Geographic Setting

General Types of Students Served

How Prospective Students Can Be Reached

Admission Requirements -

Vocational Program Offerings and Entry Requirements

Special Institutional Goals, Requirements, or Recruitment
Constraints

34

();‘1




d ’

E : : 4
Recent legislation requires that students with special nezds
have. equal access to education and be provided with the least
restrictive environment therein. This means that schools
need to make an extra effort to identify, recruit, and serve
those persons (e.g., handicapped, minorities, elderly, those
wishing to train in o®cupations nontraditional for their sex,
disadvantaged, or limited English proficiency) who can suc-
ceed vocationally but who have been previously denied access
to vocational programs.

Assume that it is fall and you, as administrator of the
school you identified in item #2, need to draft a plan of
recruitment strategies for your institution--a plan that
includes giving attention to students with special needs.
List at least ten key strategies/techniques you would use,
together with the steps you would take, tentative dates for
each to occur, the types of people-you would involve, and how
they would be involved.

SAMPLE: Hold an open house early in the spring to introduce
the community to new program offerings. Start with
planning meetings three months prior to final date.
Involve advisory committee and vocational staff in
initial planning, and then work thrcugh committee
assignments. Since the community is heavily native-
American, involve.’tribal representatives in the
planning, and advertise the event through estab-
lished channels in their community.
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Name.

Date

RECRUITMENT CHECKLIST

Directions: Place an X in the NO, PARTIAL, or FULL box to indi-
cate that each of the following performance components was not
"accomplished, partially accomplished, or fully accomplished. If,
because of special circumstances, a performance component was not
applicable, or impossible to execute, place an X in the N/A box.

LEVEL OF PERFORMANCE

Y
&
N
o- N
.

v.
A\ <&

p..)

.

1. A complete description of the institu-
tional setting was provided in item #2
of the worksheet, including:

A name Of institution--vg----o------o----

U

b. type of institution (e.g., post-
' secondary)..lllllIl.OIOlDIII'IIIIIII'I

0o

c. geographic setting {e.g., inner city).

d. general types of students served
(e.g., ethnic ratios and economic
fACtOrS)eeeccsacsccscsscssssnsscsscsnscs

e. how prospective students can be
reached (e.g., on the job or through
teievision SPOtS)eeececsssccssssssscsse

f. admission requirementSeeecsescsscccsscs

g. vocational program offerings and
entry reguirementSecececsscccocecoccssss

h. special institutional goals, require-
ments, or recruitment constraintSeesee.

0O00g O
00 o0 0O 00C
0000 O 000

37 ’ -. . 3




LEVEL OF PERFORMANCE -

N "y
. . & N
>

F & & ¢

2. At least ten recruitment strategies/
technigques were proposed, including:

a. description of each strategy/
teChnique,-----.--.--.----------------

" b. steps to be taken for eaChececesccosses
Ce -tentatiye date-for eaéhooioo--o-------
d. persons to be involved in eaChe..cee..

3. Each strategy/technique selected was con-
sistent with, and appropriate for, the

O

.

[

]

institutional situation described...ece.e. O
O

O

O

O

]

4. The straﬁegies/techniques, as described,
should be effective in meeting the insti-

tution's stated recruitment needSocecececes
5. The tentative dates listed seem realistic.

6. For each strategy/technique, the appro-
priate persons Or groups had been suit-
ab-’l.\: invol_vedl.lllllﬂl.lll.lllll‘llllllll.

CJ
]
OJ
O
]
OJ
O
CJ
7. The strategies/techniques described were
' key ones (i.€., showed some thought and
;o wore not- trivial)eeeeeseresscsenresosneoncs O
8. As part of the ten strategies, adequate
" attention was given to students with
‘special NEEUdS, cescsessososessnsssescsecess

B

Level c¢f Performance: All items must receive FULL or N/A
responses. If any 1item receives a NO or PARTIAL response, the
administrator and resource person should meet and, using the
worksheet and checklist as a basis, discuss how the "recruitment
plan" could be improved.
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Learning Experience Il

OVERVIEW

Enabhng

Objective

Activity

p

/Optional
\Activity g

[ Optional
%Actuvnty '

%_..

L ¢ Cems Y unan Yo Y \;““"'—i’\‘— s s W e o et St S g Mt e e T P e Cmem Y e e - e e

After completing the required reading, critique
the performance of an administrator in a given
case study in planning and inanaging the insti-
tution's admissions procedures.

You will be reading the information sheet, "School
Admissions and Program Entry Procedures,"
ppo 41_570

You may wish to interview an experlenced adminis-
trator concerning his/her role in the admissions
process.

You may wish to 1nterv1ew staff with direct
respon51b111ty for admissions/enrollment con-
cerning recommended procedures, do's and don'ts,
problems and solutions. : :

continued
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ERIC

r
Full Tt Provided by ERIC.

r\,"

'You w1ll bé readlng th

and critiquing the pexformance

trator descrlbed

'You w1ll be evaluatlng your c
‘tiquing ‘the admlnlstr

ator's pe

ning and managlng ‘the institut

pr rocedures by comparing 'y
‘w1th the “Model Cr1t1que,;:pp,;

e,“Case Study,? pp. 59 61,

competency in cri-

our completed cr1t1que

of the admlnls-

rformance in plan-
ion's adm1551ons :

6.,.3".65' el e
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Activity For information describing the requirements that
structure the development of school admissions and
program entry policies, the techniques available, and
the procedures needed, read the following information
sheet.

SCHOOL ADMISSIONS AND PROGRAM ENTRY PROCEDURES

Once a student's interest in a vocational program at the
secondary or postsecondary level has been stimulated to the point
at which he/she is considering enrollment, the institutional
admissions and/or program entry procedures come into play. Stu-
dents wishing to enroll in vocational courses at the secondary
level will have already been "admitted" (assigned) to a secondary
institution and will be seeking admission only into a particular
program, either in their own school or at an area vocational
school. On the other hand, students at the postsecondary level
are seeking admission both to an institution and to a specific
program.

Admissions and program entry procedures are simply a
s'.ructured way of determining a prospective student's needs,
interests, and abilities, and then weighing these against insti-
tutional and program requirements to determine (1) if your insti-
tution can meet the student's needs, and (2) if the student has a
chance of success in your institution, in his/her chosen area of
training, and in securing entry into his/her chosen occupation.
As an administrator, you are responsible for working with coun-
seling, admissions, and instructional staff to ensure that all
requirements are identified, and that the admissions and program
entry procedures are designed to elicit adequate information to
determine if students meet those requirements. In addition, you
are responsible for ensuring that all staff understand the proce-
dures and for monitoring the process frequently enough to be sure
that it is working--and working well, from the point of view of
both the staff and the prospective students.

Institutional and Program Entry/
Completion Requilrements

You are not, at this point, establishing requirements; in
an operational institution, these already exist. They were
established by the board, the district, the curriculum planners,
and the staff before the institution could begin to function.
What you are doing is identifying all such institutional and
program entry/completion requirements in order to ensure that
these are considered in the admissions process. This is not a
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once-in-a-lifetime occurrence. As programs change and new pro-
grams are added, as institutional goals shift, the regquirements
need to be reconsidered. If, for example, your institution has a
goal of increasing its service to special needs populations, it
will be necessary to review your institutional and program
requirements to make sure none of them unfairly eliminate such
students from consideration.

Instituticnal requirements. 1In a comprehensive high school,
institutional requirements are denerally not a concern. Students
who have completed junior high or middle school, and who reside
in the appropriate geographic area, will be assigned to your
school. Area vocational-technical schools, however, handle stu-
dents enrolled in a variety of home schools and have some choice
in whom they will accept. Thus, they may set some additional
admission requirements. A common requirement for admission of
students into a secondary area vocational school in many states
is that they must have completed the tenth grade and/or be at
least 16 years of age. Some area schools also require students
to obtain a driver's license and work permit before admitting
them.

At the postsecondary level, a variety of situations exist,
depending primarily on institutional goals. An industry-
sponsored two-year technical school, offering degree programs
related to computer science, may be extremely rigid in its
requirements. However, due to decreasing enrollments and a
renewed interest in responding to community needs, many post-
secondary institutions offer a variety of programs (e.g., degree
programs, continuing education, mini-courses, and contract
courses), and thus, the institutional requirements within a
single institution may vary greatly depending on the prograim
involved. There may be an open-door, nonrestrictive admissions
policy for students enrolling in nondegree programs, and very
specific requirements for students enrolling in degree programs.
In some cases, there may be an open-door admissions policy
regar ‘ess. When there are requirements, they typically include
that .cudents (1) have graduated from high school or obtained a
general education diploma (GED), (2) have maintained a certain
grade point average in high school, (3) have completed certain
specified courses, (4) score above a designated level on specific
aptitude and/or placement tests, and (5) have maintained a rea-
sonable attendance record in high school.

Program-entry/completion reguirements. When a vocational
program is first established, it is (or should be) structured
based on some very detailed planning. Through occupational
analysis or some similar process, all the skills, knowledge, and
attitudes required for the specified occupation are identified.
These competencies are studied and verified. After careful
consideration, those appropriate for the vocational program to




be offered are selected, translated into performance objectives,
sequenced, and listed in a course outline or displayed on a B
competency profile chart. Appropriateness is determined in
several ways. What level of training is desired: entry-level?
journeyman level? What previous training is the student likely
to have had? What other, similar programs are offered locally
(i.e., is an advanced course already available to the secondary
student after graduation)?

These course outlines/competency profiles define, to a great
extent, the program entry/completion requirements. Assuming the
vocational programs in your institution have been based on writ-
ten (and frequently updated) course outlines/competency profiles,
you only need to review these--and employers' expectations--to
determine, for each program, many of the relevant program entry
and program completion requirements. An example of a program
entry requirement (course prerequisite) for students wanting to
enter a drafting program might be a certain mathematics course or
proficiency level. If the students must be proficient in the use
of functions, ratios, and metrics, either a prerequisite in
mathematics needs to be established, a concurrent mathematics
course required, or an individualized mathematics program set up
within the drafting program.

Completion requirements typically include successful comple-
tion of a certain sequence and number of courses, or achievement
of a specified sequence and number of competencies. Another
commen completion requirement at both the secondary and post-
secondary levels is that of successful completion of a specified
number of hours of cooperative work experience to help ensure the
employability of program graduates.

Another type of entry and completion requirement derives
directly from the conditions set by a given occupation for entry
into its employment ranks. It is unfair to allow a student to
complete a program if he/she will be unable to meet the entry
requirements of the occupation upon graduation. Thus, program
entry requirements should include occupational entry requirements
where appropriate. For example, if the state requires child care
workers and nursing students to pass a health examination, pro-
gram entry should require a similar health examination. Some
health occupations may not accept employees with a record of drug
abuse. Law enforcement jobs generally require security clear-
ance. Nursing professions in some states can deny licensure to
persons with criminal records. 1In some cases, a particular
occupation will have available a placement test that can help
provide a basis for deciding a student's potential for succeeding
in the training program and in the occupation. There is, for
example, a Dental Hygiene Aptitude Test. A completion require-
ment that needs to be given attention, especially for postsec-
ondary programs, is that of meeting the state's licensing and
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examination requirements. In most states for example, cosmetol-
ogy and nursing students will have to pass state examinations
before thev can obtain a license to practice in their profession.

It is the responsibility of you, the vocational administra-
tor, to be sure that occupational program entry and completion
requirements are reasonable and are updated as necessary to keep
them in line with occupational requirements. A periodic review
of these requirements with the appropriate advisory committee and
certifying agency is a responsibility shared with the instructors
of each program. It is inexcusable to learn of inadequate and
outdated requirements through the process of discovering that
students are being rejected from occupations for which they were
supposedly prepared.

Admissions Techniques

There are a variety of techniques available to assist stu-
dents and staff in determining if your institution is the right
one for those students. Some of these techniques involve face-
to-face contact; others are in written form. A brief discussion
of some key techniques follows.

Written application. The first contact a postsecondary
institution or secondary area vocational school may have ''ith a
student may be through an application-for-admission form com=
pleted by the student. As a new administrator, you will i'ndoubt-
edly find that the necessary form already exists. If so, ycu
need to make sure it is adequate. If a form is not available or
adequate, you need to remedy this. You or designated staff
(e.g., guidance or admissions personnel) need to make any “eeded
revisions to the existing form if inadequacies exist. To devel-
op" a new form, you and/or staff can work from samrles availakle
from other institutions, adapting rather than devaloping. (See
sample 3.)

For you as administrator to determine the -deque v - the
form, four elements should be considered: simplici.ty, ciurity,
thoroughness, and legality.

e Simplicity--Is the form laid out in such a way that the
applicant can easily provide the required informaticn
(e.g., is the form not crammed with questions for which
there is inadequate space provided for answers; are the
items simply stated)?

e Clarity--Are adequate instructions provided? Fovr axan-
ple, does it say whether to use pen or pencil, whether %o
write or print? Does it clearly indicate which items are
to be completed only by a representative of the institu-
tion ("official use only")? Where multiple responses are
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SAMPLE 3

PR NI T V.S RO

S TTROSS COUNTY AREA VOCATIONAL SCHOOL
~ APPLICATION FOR DAY PROGRAM

70 BE COMPLETED BY THE STUDENT; PLEASE USE INK; PLEASE PRINT

Student's Last Name ' First Name . . ~ Home High School

Date of Birth}»g_fqv ~__Age 5 “rf[-} Grade .__fii"

Address L y - Town ~ County ‘Z1p Code

‘Home Phone

Father's (or Guardian's) Name B _Mother's»(or Guardianfs),Name

Please list, in order of preference, the courSes that‘you are
interested in taking. ' Lo B o L

' signaturé'of‘Studeﬁt'l'” e pate

P " 0 BE COMPLETED BY PARSNT OR GUARDIAN B

I have discussed the zabove applicétion with my son/daughtef and
- . hereby give my permis=zion for + im/her to apply for admission to
the Ross County Area Vccationa! szhool. Lol T "

1
Signature of Parent o
or Guardian o Date
e .w}.f.e_ PR T S ORI ACRISES: Y Lok S e s B N i S s ot b ‘n..‘.y‘- P IR PR IO PO ISP S V< s ';'A-‘n;;;‘..'np;i.;.'_h.;.......‘ N
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TO BE COMPLETED BY THE HOME SCHOOL COUNSELOR

*Reéding'Grade'Level . .Math Grade Level _

. GATB

KUDER _ _

Additional Information: Please provide any other pertinent
Tnformation or personal comment that does not appear on the copy
-~ of the student's record, i.e.: personality traits, social devel-
- opment, strengths, weaknesses, etc. : '

Career Goal

Days Absent Grade 9 : Grade 10>'. : Grade 11

Counselor's Signature __ S o - Date

Photostat or other copy of the student's complete cumulative

record, including test data, school grades, and a health form (if
necessary) completed by the nurse must be attached to this appli-
cation. e T S AR et

e

r . AT . N . . . .
—.-.u..u—.—u_z...—.u_&‘muuu_g..u-.:.a.-..:-....-.—.....,.s--u-.-d.-‘»..._....o._u.:_.‘_...._‘.’.,.u'..r.;.w JepmaEs
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possible, does it state wht cher to "check only one" or
"check all that apply"?

e Thoroughness--Are all institutional and program

" requirements represented (i.e., will a completed form
provide you with all the information needed to determine
if a student meets [or can meet] all requirements)?

e Legality--Because of recent civil rights legislation,
there is a great deal of sensitivity about what you can
and cannot ask. Since it is illegal to discriminate
against a person because of sex, race, and handicapping
conditions, then it follows that it is unnecessary, even
if it is not always illegal, to ask a student to provide
such information. On the other hand, to ensure that, for
example, you are getting women into programs nontradi-
tional for their sex, you may wish to know which appli-
cants are women (e.g., is Fran Mills male or female?).

In addition, programs funded especially for special needs
populations require proof that the intended target audi-
ence is, in fact, being served. According to the January
1980 Vocational Education Reporter, the following guide-
lines exist:

The Office of Management and Budget (OMB) has
issued interim guidelines concerning the informa-
tion that may be requested of individuals applying
for benefits under federal programs. These bene-
fits can include scholarships and other federal
grants. Questions about race, ethnic background,
age and-sex may be asked on application forms when
such information is necessary to determine an
applicant's eligibility, the amount of benefit
payable or the compliance of the program with
equal opportunity laws. The guidelines note that
any department or agency requiring such informa-
tion must insure that it is not used in any way to
discriminate against the applicant. The guide-
lines were written to allow departments and agen-
cies to obtain enough information to assure
themselves that they are meeting civil rights pro-
visions of the law.

This whole area is a sensitive one that needs your care-
ful atter*-ion, and one in whicn you need to stay current
with federal guidelines. .

Student records. One possible indicator of a student's
ability to succeed 1s his/her past record of academic and/or work
success. Reviewing transcripts and other available prior records
(e.g., attendance, recommendations, aptitude test scores, inter-
est inventory results, I.Q. scores, or disciplinary actions
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taken) provides an additional means of determining the fit
petween student and ingtitution/program. A postsecondary appli-
cant who completed a competency-based secondary vocational pro-
gram may have a conpetency profile in his/her file listing levels
achieved by that student on each skill included in the occupa=
tional area. This type of information can be very helpful in
determining a student's preparedness for further vocational
training. In checking these records, it is important to note
their currency. Unless files are weeded out periodically, they
can accumulate many Yyears of material. In most cases, the cri-
tical data is the most recent data--what the individual has done
lately that has bearing on his/her ability to succeed in the
programe. ' .

Bear in mind that, because of recent right-to-know rulings,
students and parents have access to the students' records--and
the right to deny access. while this is admirable (a person
should have a right to know what's being said for or against
him/her--to be able to defend him/herself), it does affect the

~usefulness of permanent records. Whereas, in the past, students’

permanent records might have contained samples of their work.
anecdotal records, and SO oOn, they now contain (usually) only
neutral, brief, basic information, inoffensive to students and
parents. Clearly, it is not fair to a student to make him/her
pay year after year for pushing another student down the stairs
in the third grade, which could happen if people keep reading
that fact in the filés and making decisions based on the assump-:
tion that this behavior is still characteristic of the student.
Oon the other hand, some potentially helpful information can also
be lost in the process of rdesensitizing®™ the files. What is
important for staff to recognize is that their files have bkeen
affected, and how.

personal interview. After the student has made initial con-=
tact concerning admission, either through a written application
or some other means, a perscnal interview with the student is
often conducted by an administrator, guidance or admissions
staff, or instructional staff. This gives the student prospect
a chance to ask questions about the institution and gives the
institutional representative an opportunity to get to know the
candidate and his/her qualifications better. The person conduct-
ing the interview should (1) be prepared, having read all the
materials submitted by the applicant, (2) put the applicant at
ease (e.g., "I noticed on your application form.that you play
tennis. Did you see the U.S. Open this past weekend?"), and
(3) probe for further information or more in-depth information
than that provided on the application form (i.e., don't ask ques-
tions to which you should already know the answers).

Counseling/Advising. Each secondary studerit has an advisor
at his/her home school. This may be a guidance counselor, or an
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instructor such as the homeroom teacher, or both. A student who
has been accepted by a postsecondary institution is also assigned
an advisor. The advisor should work with the student to plan a
program, both long-range and short-range. The student, to make
rational decisions, must be presented with the total picture
(e.g., total number of credits required for graduation and spe-
cific courses required for an associate degree in electronics),
and with assistance in selecting a schedule of courses or a
series of competencies for the upcoming term.

In many cases, students will not be entirely sure of their
preciss career goals. In those cases, the counselor/advisor
needs to provide each student with a range of career information
and access to related printed and nonprint materials to help the
student make the necessary decisions.

Placement exams. One aid in helping students select the
most apprcpriate program and schedule of course work is the
placement exam. These are either developed by the institution or
available commercially. Sources in which such placement tests
may be located include the references edited by Oscar Krisen
Buros: Tests in Print and Mental Measurements Yearbook (Highland
Park, NJ: The Gryphon Press). 1In addition, the catalogs avail-
able from such organizations as the Educational Testing Service
and Houghton-Mifflin list the most up-to-date placement tests
they have available. : ’

Placement exams can be used (1) to help student and advisor
get a more realistic picture of the student's aptitude for the
occupation, (2) to determine at what point in the instructicnal
sequence the student needs to start, and (3) to determine if a
student can be awarded credit for competencies already achieved
through past educational or work experiences (e.g, advanced
"placement in a competency-based program). For example, a student
may have a glamourized notion of what is involved in electronics.
The placement exam scores may indicate that his/ner math skills
are very poor. piscovering that math is critical %o electronics,
the student could decide to pursue a different program. Or, if
electronics is still the student's first choice, the scores would
indicate which level of math course the student should take
(e.g., remedial, or developmental, math). This testing process
is sometimes called intake assessment. ¢In other words, at the
point students are taken into the institution, they are assessed
to see if they possess the skills needed for success (e.g., pre-=
requisite skills, manipulative skills, life~-coping skills, or
attitudes toward employmentj.

Registration. Registration is simply the process of signing
in and signing up (enrolling) for the courses desired for a par-
vicular term/semester. The registration process may be as simple
as having the secondary student fill out a schedule card at the
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end of the school year, indicating his/her course selections for
the upcoming year, for example: ’

Betty Scott Homeroom 201

Business English II
General Math
General Science
Basic Business II
Physical Education

At the postsecondary level, registration for some nondegree
courses may be handled by mailing in a registration form or,
even, completing a simple form (and paying the fee) at the first
session of the course. Normally, however, there is a registra-
tion period during which students go through a formal registra-
tion process, reporting to specific areas to meet with designated
staff, complete required paperwcrk, pay (or arrange to pay) for
fees, and so on. This may occur immediately prior to the start
of the term or may occur many months in advance (called preregis-
tration, although it is the sole registration), allowing the
administration more time to make rational scheduling decisions.
As with the application form, any registration forms should be
simiée,"clear, thorough, and legal.

” Orientation. The orientation of new students should be
designed to make students feel welcome, to introduce them to key
staff members, to explain the general layout of the facility, and
to answer any questions they may have about the school or col-
lege. Students often meet in an institutionwide assembly first,
and later attend smaller orientation sessions by occupational
program area. In the occupational area orientation sessions, the
student should have an opportunity to meet all staff, be intro-
duced to class expectations and procedures, and have a chance to
ask any remaining questions. Some institutions involve upper-
level students in the orientation process to help welcome and
guide the students. The orientation process should be well
planned and conducted because it can help greatly in getting the
students off on a positive start.

Admissi~ns Procedures

The procedures you select should involve the previous tech-
niques in a way that is appropriate to your institution and
institutional needs. While the recruitment process tends to
occur continuously all year long, the admissions procedures take
place in cycles. For institutions with one major entry period,
as is the case with most secondary area vocational schools,
the admissions process may start in February or March and be
completed by September. In the case of many postsecondary
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institutions, the admissions and program enrollment process
occurs in three or four major cycles corresponding with and
preceding the beginning of each new semester or quarter. In an
increasing -number of institutions, the implementation of con-
tinuous open-entry/cpen-exit programs tends to spread the admis-
sions process more or less evenly throughout the year. As the ~
vocational administrator, your job is primarily ons of staffing
and monitoring this process to see that everything goes smoothly.

Comprehensive high school. 1In a comprehensive high school,
students may often confer with their advisors (counselors)
briefly, simply sign up for a vocational prodram when they make
out their schedule cards, and barring overenrollment, be automat-
ically admitted into the program. Should there be some selection
process involved, such as for cooperative education programs,
then application forms, review of recorcds, and personal inter-
views may be required. However, this is generally a simple-to-
arrange process since it all takes Fplace within a single institu-
tion. The instructor can simply arrange to interview the student
during a study hall period, and the student's records and other
teachers are right "dcwn the hall" if needed.

Secondary area vocational school. The admissions procedures
for a secondary area vocational school are usually only slightly
more complicated than for a comprehensive high school. Sophomore
students at the feeder schools will meet with advisors/counselors
there to consider their options and select their programs (€49,
college preparatory, dgeneral, or vocational). Students selecting
vocational programs offered at the secondary area vocational
school then are generally required to submit a simple applica-
tion form, perhaps asking for each student's first three program
choices. They may also meet with area vocational school coun=
selors to discuss their options. :

Typically, at this time, any student applying will gain
admittance unless a particular program is overenrolled. This is
not necessarily commendable. Despite considerable efforts on the
part of some vocational -€ducators, and despite changing attitudes
concerning the value of a college degree in helping one secure
profitable employment, the fact remains that some counselors--
themselves possessing advanced academic degrees--value colleqge
and academics. Students still report that, although they were
encouraged to take the college prep track, they were merely
Informed briefly of the existence of vocational education

options, despite their interest. Many counselors still use voca-
tional programs as a place to put students who can't make it
anywhere else, and encourage gifted students to enroll in the
college prep track regardless of the student's stated desire to
enroll in business programs or carpentry programs. Thus, unless
a program has far too many applicants. any student who applies
may be accepted to fill the required enrollment numbers for the
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program. Only the applicants for an overenrolled program would
be examined more closely so that the most gualified could be
accepted.

Clearly, this is not a reasonable situation. True, enroll-
ment numbers must be adequate to justify the program, but just
any warm bodies will not do. It is not fair to the electronics
instructor to be asked to train a student with no aptitude for,
or meaningful interest in, math and basic science. It is not
fair to the studeat. It is not fair to the prospective employers
of that student. The solution is in the hands of the adminis-
trator: you! Enrollment should be increased by more thorough
counseling efforts, making each student equally avare of all the
options available for which he/she has the aptitudes and inter-
est. You need to ensure that counselors have the necessary
Information about each student (e.g., scores from aptitude tests
a.d interest inventories) and about all the programs available.
And, you need to make a concerted effort to eliminate the mani-
‘estation of the "college prep preference” on the part of any of
your counselors.

Ideally, then, a student applying to a secondary area voca-
tional school should be doing so based on a documented interest
and aptitude for the program selected. And, probably, the
secondary area vocational school staff should use additional
techniques to ensure the students they accept are in the right
programs: interviews, review of records and transcripts, and so
orn.

pPostsecondary institution. Admissions procedures at the
postseccndary level are generally more comprehensive and system=
atized than at the secondary level, primarily because the student
body is more diverse and geographically dispersed. An instructor
at & comprehensive high school has ready access to a student's
permanent records, usually within the same building. A secondary
area vocational school instructor can get files from member
schools nearby. However, a postsecondary instructor could con-
ceivably have a class enrollment in which no two students were
from the same high school or shared the same year of graduation.

Thus, standard procedures must be established for (1) making
application forms readily available to prospective applicants,
(2) gaining access to the students' prior cumulative records,
(3) setting up convenient interview times, (4) registering
students, and (5) orienting them to the institution and their
selected program. For example, if someone writes for an appli-
cation, but addresses the jetter to the institution with no
specific person, department, Or position indicated, that letter
needs to be routed immediately to the correct person. That
person then needs to arrange for the appropriate form(s) to be
remitted quickly with an accompanying cover letter, usually a
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form letter. This requires that a procedure and established,
relevant form letters be fixed ir advance. Further, .f the stu-
dent must provide the institution with transcripts, additional
prucedures mnst be esiablisheC. Most institutions will not, for
example, accept transcripts if they come directly from the appli-
cant (who could hrve falsifiec information). If this is your
policy, then .he acceptable procadures fcr forwardinc transcripts
must pe established and made c¢lear.

Interviews, too, require consideration of & -ariety of
applicant needs. The applicant mdy hav'- to ctravel a great dis-
tance for the interview, may be employed, or may have high school
classes to attend. Therefore, interview scnedules need to allow
for interviews at "odd" hours--nights and weekends -~and you as
administrator need to arrange staff schedules to allow for this,
without hardship.

General considerations. Following the completion and sub-
mission of applications, an efficient and nondiscriminatory
mechanism must be established and implemented to permit a fair
review of each student's application. Many impoitant tasks are
involved at this stage of the admissions process including the
following:

e Checking to see that all necessary items (e.g., trans-
cripts and health forms) have been submitted

e Checking to see that the forms submitted are complete
and contain the necessary signatures

e Arranging for appropriate intake testing (if needed)

e Arranging for personal interviews with instructors where
necessary

e Checking .. the payment of application fees and the
possible need and qualifications for finarcial aid

e Obtaining a fair review of the completed appliications
and supporting materials by designated screening per:ounnel

As the vocational administrator, you may be wholly responsible
for this process or the responsibility may be shared with others.
Perhaps the most important thing to remember is that you must see
that no qualified individual is denied admission to your voca-
tional programs solely by virtue of sex, age, race, religion, or
handicapping condition. ITrn fact, in some instances you and your
staff may be required to make special efforts to admit disadvan-
taged, handicapped, or nontreditional students. Care must also
pe taken to see that applications and financial 2id aata are
treated confidentiully. Since @ number of perscns and offices
may be invclved, considerable coordination of the entire process



is necessary to assure that efficient and fair reviews are given
all applications.

The notification of a student's acceptance or nonacceptance
is a fairly simple but very important step following the review-
of-application process. If a student application is not accepted
because of incompleteness or other reasons that he/she may be
able to rectify, the student should be explicitly told what
additional information is needed. Acceptance notices should be
mailed promptly, along with information about registration, a
schedule of classes, and if a new student orientation program is
to be conducted, the time, date, and place of that program.

Related to both the review of applications and the notifica-
tion of acceptance is the concern for acceptance of students in
accordance with the number of spaces allotted. Different systems
exist for determining how many student spaces will be allotted
for each program area. Whatever system is adopted, it should be
implemented as fairly as possible. In a similar manner, regard-
less of the particular institution, admissions personnel must be
careful not to accept more students for a particular year, semes-
ter, or quarter than the available staff and facilities will per-
mit handling.

Registration and orientation periods also should be sched-
uled with students' other obligations in mind. This may mean
having a lengthier open registration period (e.g., one week),
with some evening hours provided. It may mean conducting the
orientation session more than once.

This concern for the client's (applicant's, student's) needs
is the key to providing effective, efficient admissions proce-
dures. Things need to be kept simple. Clear directions need to
be part of each technique used. Forms are of no value 1f they are
unavailable, slow in coming, or impossible to decipher. Assess-
ment of an applicant's potential is impossible if no one knows
how to obtain his/her records. The term will not begin pleas-
antly if students have been abused and confused by long registra-
tion lines, conflicting information, or unnecessary duplication
of questions asked. If the only orientation session is conducted
while the new student is at work, it will be of little value to
him/her.

Care must also be taken to address any special needs of stu-
dents. For example, it is not reasonable to hold an interview on
the fourtn floor of a building without an elevator if the appli-
cant is confined to a wheelch¢ir. Nor should the blind student
be expect2d to complete an application form unassisted. Obvious?
Certainly, but it is essential that these seemingly obvious con-
cerns be carefully identified, thought through in advance, and
provided for in actuality.
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The goal of the admissions process should be to enroll stu-
dents, with the least amount of inconvenience, into programs that
correspond with their interests, needs, and abilities. While
most of the admissions functions are appropriately delegated to
other staff, the role of the vocational administrator is to see
that each of the admissions activities is fairly and effectively
carried out. It is easy for separate admissions offices to set
up rules that are awkward and inconvenient for students but con-
venient for the registrar. Philosophically, you must be con-
tinually aware that the mission of the institution is to teach
students and that every effort should be made to keep the admis-
sions process as simple as possible.

Review of Procedures with Staff

It is often true, as already mentioned, that most, if not
all, admissions and program entry requirements will be estab-
lished long before the admissions process occurs. However, it is
the vocational administrator's responsibility to see that these
requirements and procedures are realistic and consistent with
institutionwide procedures. It is also the administrator's
responsibility to see that all staff (and especially counselors,
admissions personnel, and new staff) are familiar with and able
to fairly implement the various procedures and requirements.

Both school admissions and program entry and completion require-
ments need to be commuaicated, in terms that can be clearly under-
stood by students and parents (especially in the cace of second-
ary students). This should be done during the admissions,
enrollment, a"d orientation processes so that there are no
unexpected and unpleasant surprises later in the training pro-
gram. Admissions personnel need to be completely familiar with
all the necessary forms and procedures and possess a desire to
facilitate the process in every way possible. Staff should be
prepared to answer students' questions and to resolve possible
conflicts with the minimum amount of effort and confusion.

Staff can be exposed to these procedures in staff meetlngs.
A document covering the procedures, explaining do's and don'ts,
and giving directions for sample forms can be developed and pro-
vided to staff. Skills needed, such as effective interview tech-
niques, can be covered in staff development activities. Staff
development activities could also be offered that orient staff
members to the range of programs offered at the institution and
the requirements for each.

The point is that, if staff are expected to assist in-and
facilitate the admissions procedures, it is not enough to simply
establish those procedures. You as administrator must take steps
to ensure that all appropriate staff know what the approved



procedures are and understand their role in and responsibilities
for these procedures.

Monitoring of Staff

!

Your final, and continuing, responsibility for admissions
involves monitoring the process to ensure that it is being
implemented as designed and to.get feedback concerning areas
needing improvement. Spot checks should be made and informal
feedback should be gathered, according to some organized plan.
Although you can delegate some of this responsibility to others,
you should retain at least some of this responsibility yourself.’

Spot checks can be made at all points in the process. 1Is
intake assessment occurring as needed? When acceptance/non-
acceptance decisions are made, are all the necessary data avail-
able for fair decisions to be reached? Are completed application
and registration forms satisfactorily filled out, or are there
consistent errors, indicating a problem with the forms? Does the
registration session appear to be moving smoothly, or are there
long lines and students wandering around with confused or angry
looks on their faces? Following registration, are all the neces-
sary data in for each student. Are the data complete? Have all
fees been paid?

Although it is possible to develop formal devices for
obtaining feedback concerning the effectiveness of the institu-
tion's admissions procedures, informal techniques can generally
provide you with sufficient information to identify problems and
make needed improvements. In regular staff meetings, staff can
be asked to pinpoint any problems they perceive in the system or
to report any complaints they have received from dissatisfied
registrants. A sampling of students can be identified and asked
for their reactions to such questions as the following:

e Did you receive an application promptly upon request?

e Did you have any difficulty completing the application
form? Were the directions clear?

e Did you have any difficulty providing all the data

required?
e« Did you have an interview? Was it scheduled at a conve-

nient time? Was the interview helpful in answering your
questions? Were you made to feel comfortable?

e Were you clear on how, where, and when to register? pid
you receive sufficient counseling? Did registration pose
any hardships or difficulties?

e Was the orientation held at a convenient time? Was it
helpful? Was additional information needed?
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By ensuring that admissions procedures are updated regularly
based on reviews of institutional and prcgram requirements, and
feedback from staff and students, you can also ensure that your
institution is adequately and fairly reviewing and enrolling the
students for whom your programs have been designed.

o You may Wwish to arrange through your resource person
// to meet with and interview an experienced adminis-
Optional trator concerning his/her role in the admissions

Activity ’ process. Before the interview takes place, you
should prepare a list of questions you wish to have

\' answered, €.g9.:

. How directly is he/she involved in each step
of the admissions process?

e What other persons are involved, and how?

e What problems has he/she encountered, and how
can they be avoided or solved?

e What technigques and procedures does he/she
find to be most effective?

VN You may wish to arrange through your resource person
to meet with and interview staff with direct respon-
Optional sibility for admissions/enrollment at the secondary

Activity’ or postsecondary jevel. This could be such persons

“ as admissions officers, guidance staff, administra-

ﬁ' tors, or registrars. If your.timing is right, you
may be able to view the admissions/enrollment proce=
dures in action. If not, you can ask questions about
the procedure used, how it is kept simple, how it is
evaluated and improved, do's and don'ts, problems and
solutions. You could also obtain samples of the
forms used. Following the interview, you may wish to
critique the procedures and materials used.
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The following "Case Study" describes how one adminis-
trator, Mr. Corotis, planned and managed his institu-
tion's admissions procedures. The institution is at
the postsecondary level, but the general principleg
are similar, regardless of the level. Read the case
and critique in writing (1) the performance of the
administrator described, (2) the procedures used, and
(3) the sample form provided. What was done right
What was done wrong? What should have been done
instead?

CASE STUDY

The groundwork was completed. Through staff a551gnments,
meetings with staff and advisory committee members, and a review
of all course outlines, Mr. Corotis had compiled an up-to-date
report of all the institutional and program reguirements that
would affect admissions/enrollment. From this report, the admis-
sions staff had developed criterion-checklists to use in screen-
ing students during the admissions process. He then met with the
admissions staff to review and update copies of last year's proce-
dures.

In order to ensure that everyone was aware of the final
procedures, he arranged for a handbook to be developed. The
handbook outlined the procedures and described the staff respon-
sible for each step in the process. During a staff meeting, he
passed out the handbook and present=d a brief overview of its
contents.

Mr. Corotls was very proud of the work that had been done.
Staff had been very cooperative, and consequently, the ceroundwork
laid seemed quite solid. Staff seemed to feel involved and
enthusiastic. 1In line with recent legisiation, a real effort had
been made to meet the special needs of students. A bilingual
person would be available for 1nte1v1ew1ng and during registra-
tion to assist students enrolling in programs designed tor
limited- or non-English- prof1c1ency students. Staff had been
given detailed information in their handbooks concerning
employment opportunities for special needs students that they
could share during interviews. Arrangements had been made to
ensure that interviews and registration would be conducted at
varying hours to accommodate student needs. Fvervthing seemed
organized and well publicized.

In an effort to monitor the process and get feedback on its

adequacy, Mr. Corotis dropped in on a registration session and
casually talked to a few students. He introduced himself by name
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and job title and asked how it was going. Each student smiled
brightly and said "Just fine, thanks." Thus, Mr. Corotis was
shocked when he received the following letter:-

Dear Sir:

I almost decided not to enter your institution after all.
Everything started out all right. I attended an interesting open .
house, picked up an application, completed it, and mailed it in.
Shortly thereafter, I got a call from a very pleasant person
requesting an interview, which was scheduled at a convenient time
for me. The interview went well; the interviewer provided me
with a lot of useful information. I was scheduled to take a
battery of tests and met again later with an advisor to plan a
program of courses. From that point, everything went downhill.

Registration day was rainy, very rainy. I reported to the
building named in the printed instructions, but I must have gone
in the wrong door because I couldn't find the right area. When I
finally found it, I also found very long lines. I waited in one
only to discover it was for students with last names beglnnlng
with A-H. So I moved to the right line and waited some more. By
the time I got to the head of the line, two of my courses had
been closed out. I had to leave the building, dash through the
rain, and find my advisor to get apprcval for two different
courses. Naturally she'd left for the day. I gave up and went
home to get ready for work.

It took me three weeks to straighten the whole thing out. I
couldn't figure out how to complete the registration form [see
p. 61]. And I found out that I could get into one of the "closed
out® courses just by speaking to the instructor personally. My
classes so far are great, but I do not look forward to the next
registration period. ~

Sincerely,

Mark Rozenman

Mr. Corotis met with the registration staff, who admitted
there'd been some problems. He then appointed a committee to
plan strategiss to eliminate such problems in the future, fol-
iowing which they would meet to discuss the proposed strategies
and select the most appropriate. Mr. Corotis had no wish for
such hardships to occur again.
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Compare your completed written critique of the "Case
Study" with the "Model Critique"” given below. Your
response need not exactly duplicate the model
response; however, you should have covered the same

4 major points.

. MODEL CRITIQUE

Mr. Corotis started off on the right foot. Establishing a
thorough basis for decision making, involving staff in a mean-
ingful way, providing staff with a detailed handbook, and
explaining that handbook at a staff meeting were all excellent
first steps. The fact that staff had been cooperative and seemed
enthused is a good indication that he is providing good leader-
ship and adequate motivation. .

Perhaps the beginning of the problem that eventually sur-
faced occurred when he and staff met "to review and update copies
of last year's procedures." Based on what happened later, they
rust have directed their attention just to the inherent logic of
what was written or the paper rather than conducting an in-depth
examination of previous procedures used and their success. This
postmortem exam should have occurred at the time and should have
been documented for use in revisions. If it were not, however,
Mr. Corotis could have, at this time, met with "yveterans" of the.
process--both staff and students--to get this needed feedback.

It is probable that, had the planning been based on actual feed-
back, the subsequent problems would not have occurred.

As it was, although Mark received ample assistance ini-
tially, the registration procedure failed to meet some of the key
criteria for success: simplicity, clarity, and convenience.
And, had Mark Rozenman not called this fact to Mr. Corotis'
attention, it could have been missed entirely. Mr. Corotis'
attempt at getting feedback previously had yielded nothing,
probably because (1) the effort was too unplanned, random, and
casual, and (2) rookie students are unlikely to complain to the
chief administrator under those circumstances; they are not yet
that sure of themselves within the organization. The gathering
of informal feedback does require some forethought and planning
if It 1s to be successful. Staff or upper-level students could
have been assigned to circulate, look for problems, and provide
assistance. By "debriefing" these people on a regular basis,

consistent problems could be identified and rectified.
‘In addition, although Mr. Corotis made a réal effort to pro-

vide staff with clear information concerning the procedures and
their roles in it, it would appear that the same effort was not
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made for the enrolling students. Registration is a matter of
logistics. It is the simple oversights that can destroy its
efficiency. Students should know which door to enter. Finding
the right area should be simple. If the floor plan is confusing,
and there are a multitude of entrances, perhaps a simple floor
plan, with arrows pointing the way, could be sent to students as
part of the directions for registration. Or, those circulating
staff members and students previously mentioned, could be posi-
tioned at various entrances to serve as guides.

Those preregistration directions to students should also
include information about (1) the possible need tc meet again
with your advisor during registration, (2) what to do if courses
are closed out, (3) what to do if you cannot complete the Process
as planned, and so on. If advisors are required for some tasks
to be completed, they should be available at those times and
situated conveniently rather than in another building. It is
unclear whether Mark's advisor was supposed to be present but
left anyway, or whether it was not considered in. the planning
that advisors might be needed. - :

Inadequate staff may be the reason for the long lines, but
anyone who has stood in a long line at a grocery store or a
theatre box office knows how extremely frustrating and wasteful
of time this is. A longer registration period can spread out the
enrollees and shorten lines, if additional staff--even on a tem-
porary basis--cannot be obtained. And clearly, the lines needed
to be better marked so that a student does not stand in the wrong
line unnecessarily. Again, if staff and students were available
and circulating, this might help ensure that students were on the
right track. ’

Finally, the registration form constitutes another weakness.
Mark should not have been trying to complete it on his own since
it was obviously designed to be completed by 3 staff member work-
ing with the student. This, however; is not clear because the
form has no directions to speak of. Some directions are needed,
even if the form is explained to staff (at a meeting or in their
handbook). This form could”also be improved in terms of layout.
At present, it has too much information crowded onto one page,
items run into one another, and the bold lines are too overpower-
ing. A good secretary could design a visually more simple and
appealing form. I.. addition, it may be that Office of Civil
Rights guidelines should have been checked more carefully. Items
requiring information concerning sex, marital status, and ethnic
origin may be unnecessary and contrary to OCR guidlines.

Based, however, on Mr. Corotis' proven concern for doing a
good job and the fact that he reacted to the letter by taking
immediate steps to verify and solve the problem, he undoubtedly
will succeed ultimately in providing a workable procedure. He
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started out well, and he ended with a firm resolve to eliminate
any problems. The only task left for him to do regarding this
situation is to contect Mark Rozenman and let him know his letter
was received, considered seriously, and is being acted on.

Level of Performance: Youl completed written critique.should
have covered the same major points as the "Model Critique." If
you missed some points or have questions about any additional
points you made, review the material in the information sheet,
"School Admissions and Program Entry Procedures," pp. 41-57, or
check with your resourc? person if necessary. YOu may wish also
to check the excerpts from a course catalog shown in sample 4,
pps 67-76, to see how such informaticn could have helped Mark.

“w
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- SAMPLE 4

| Schedule' Evening

Subject Classes
to Begin
Change

Without

Notice 22

LOS ANGELES TRADE-TECH. COLLEGE
400 WEST WASHINGTON BLVD.
LOS ANGELES , CALIFORNIA 90015

"~ One of Nine Cummunity Colleges '
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I {Continved from Page 2)

LOS ANGELES I’l*ADEJI’ECHN'CAL COLLEGE
GENERAL EDUCATION HEC.JIREMENTS
R THE CALIFORNIA STATE UNI"'t:ﬂsiTY AND coL-

LEGES -
‘1. NATURAL scusnﬂs (7 units minimum) On< coures in Physlcnl

course trom either field.

A. Physicel Science

R 3 . Anthropology 1

3 . o Astronomy 1 n
L % Chemistryd__.4, 9_

Geography ° )

. Geology +. 8

. ) Physics 11

} . Physical Science 1

Science 1,20

Biologicat Science

Biology 3_., £3

. .+ Physinlogy 1.8 :

. o T, Microbologyl._ : . .

. il. SOCIAL sCIENCES (9 unlu minmum: S courses requlr.d) Two

courm ore required hom Group A und at lbast ono caurse hom

e -

.

»

v -

i . Growp B, .
: A The mandlloryus Hmlovy Consmubon sme und Lo.anovovn-
';"'» mvnl raquiremen: mey be satisfied by mlhor. .

'History 11 with 12 or 13 .

Hislory 41 with 42 k -

Histary 43 with 44

Political Science 1 with Hlllory 1. 12 13 14, 41 42, 43 K4 “
: B. At least one course rom the lollowmg s L
fib . Anthropotogy 2, 3

- vusiness 1. § s
f- . .. Ecomomzs 1. 2. 4.8
S ',t,Gmuphyz'.'..
History 1, 2
Law 1, 30 Potitical Suoncl 2
Psychology 1. 2 J
. . . 11. 14
3 o Socia! Science 12_ 14
Sociology 1,2, 12,19 . .
Spanisn 12, 18 St
‘- Anthropology £, 3
- T M HUMANITIESX (6 m-urummtd Couvut ‘
two subject fislds.
Art 1,2, 3,17, 20. 2%,
22 .23, 21,28 -
Chiness 1. 2 . :
Enghsh 2, 3, 4. 5, 8, 7,
8. 11, 12, 12, 14, 18
19. 27, M4
French 1, 2 E
Humani.es 60, 81 °
Japenese 8. 12,-1)
Music 1, 6, 28, 32,
52, 59
- . . Phllosophy 1

. lz_ 21, 22
Spoech 4 17 .
Thesater Artg 44, 45, 47

B autedh)
Id

A, Communication - Two couraes roqu!rod
English 1 o .
Spesch 1 R, a
8. Health Education - One course uqvlud

’ Heeith 10, 11, 12

S adan

A . . C. Other Basic Subjecta - Or\o couru uqutnd

. ] Engisn 44, 45 L v

[ ; ' : Journalism 1, 5. 6 S L
Mltho'nlhcs347l,l‘l 12 ll 2023.24 ;_"
Philosophy 8 .
Speech 7, 3

Statistics 1

et Sl it boadeadit A Y

RN o - Science end ons .ourse ln(amlogul Scance wllh o laboratory <

: wl_ll satisty the requirement m r:410:.al. stete 8nd loce! government

- S. Humnnlhol (3 units mintmum)

*“Yhe 15-unit General £ ucation requirement may be compmod with

V. BASIC SUBJECTS - {11 units minimurm) Poth cownes requirsd from ~ © -~ English 21, 23, 48 47, 84

Gmkomcmohom&oupﬂ.ondn\luslomcwu!romcfomc

" Speech 1,2,3.9. 1113

. ton requirements lor a lour-yeer institution, Con:ull withe counulor

A ELECTIVES - Additional courses from categorle< 1, 1l or IV

ongd eny cnurses acceptadle lor cerlilicdtion Dy ena - college i
the Los An  les Communlly Coitegy Dnslncl rn!y be wued to meet
the 40-unit mirimun. . )

Yotet Gonaul Educallnn un-l- aquired.. . 40

R

“LOS ANGELES TRADE-TECKN'-. . COLLEGE
REQUIREMENTS FOR THE ASSO.'ATE DEGREE

. A minimum of 60 units mustve compiated with 8 grade poini average

o! 2.0 (C) or better. A mimimum of 12 Lrits must be completed In

residence ot Trado-Tech, Students under «1 yesrs ol ege must

include a physical ed 1 COurse 64Ch somest.  unless cxempt. .
Raler to the callege catalog for ~pecific requitements for the major. . -0

ESSENTIAL GENERAL EDUCATION RECJIREMENTS For an As- L
" societe Degrep e mimmum of 15 units including @ course m Health T
Education ant! & minimum of 3 units in each of the toliowing areas
are required: Neturel Scivnce, Socie! Science. Humanites, end
Leurning Skills, The lollowing courses mey be uud 1o sdlisty ‘he

 AS-unit General Educetion Requirements:

l Naturel Scisuce (3 units minimum)

’,- “. Anthrocology 1« - Geology 1. 8
© e Atonomy 1.2 Microbiology . 20 L
Bology 3.23 Ocesnography 1 B
- Chemastry 1. 3. 4,8, 11 Physical Science V -
. Errwomunwurudmz Physics 6, :+1
Googuphyl . Physiclogy 1. 8

2 Sc.la! Sci= ce (3 units mlnlmum) Any one of tre Inliowing courses

Hiotory 6. 11, 12, 13, 14, 34,
41,42, 43,44 ERETIS
Political Sciance 1, 33 st

o An1.2.3.4.9.17.20.21. Jepanese 8, 1213, 14.21.22

. C!. 23 27‘ 228 Joumnalisrr 21
- ' Music 1,27 32,52 55.89
.mlllh2.3.4.5.ﬁ_7.ﬂll Prlcsophy 1. 2.8, 22, 23
$121314.18.19.22,30, . gognieh1,2.8.12
e DT ey
. SR P
Homanities 80 © - Thesler Arts 2, 44. 45, 47

4 Lesming Skills {3 units mmummo'mmnomngmm o
will satisty the requiromaent i writter commu- :ationa: .
Busineas 32, 33 «aurneliem 1
. English 3, 22, 28, Becreterial Science 32
29, 4., 45 . B Superviean 12
, Health EcJucstion (one cov-sa required) ;
Health 10, 11, 12 {i-salth 11 is 3 unite)

additiona!l courses lvom mou usted abo : or lrom the following
slectives:
... Anthropokgy 2. s’
Buainess 1, §. 31, 38 -

Mlthomnuc! 3. 4 7.0 1.
) 14, 20, 23. 24, 0. 31 32
- Economica 1, 2. 4.8 .7 37. 39 o
Philosophy 8 -
Erwironmenial $|udlet 4, u, 10Poltical Science 2, 7
Finance 8 . © Payctology 1, 2, 3, 4,
Geopraphy 2 RS 18, 14, 20

MNigloty 1,2, 8,6, 19, :o 24 27Socvnurlnl Srience 3t
Journallsm S, 8, 16, 18 Social Science: 14
;Socsolooyl 2.6.11,12, 13, lﬁ

41
[

\ Spocld Educetion ‘20 23

Statistics 1, 2 . : )
Note: These requirementa may -un complo'uy tuttill Gnnun Cducy-

mudlng the lun-(u cumculum

Q
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7 "\IRANSFER INFORMATION FOR
CALIFORNIA STATE UNIVERSITY AND COLLEGES

ADMISSION. A'Los Angeles Trade-Technial Cutluge student seak-

. ing adnussionto & California siate university ur cottuga shoutd filean
application with the siate institution guting the tiing perioa set by

I ihe univeraty of college. Applications are avziiable in the Trade-

. Tec~ Counseling Office. A student who was ehgible for admission
" 10 tha Calorra State University e Colleg=s upon Nis graduation
from high schooi Dut has attended 8 ty college must have'
earned 8 grade point average of "C” or betier in Ihe total program
attemptod ana have been in good atanding 0 ordes lo de sccepled
by the state instituton. A student'who was ingligibte for admissi_n
10 the Calformia State University and Coileges on the basis of the
high schnol record msy become sligibte afier completing S6 or more
. transtarsdle “3mester units of college work with a “C~ everege
the student is in 9o standing at the last ge sttanded. A student
mtending to transter 10 a siate university of college should plan his
program (o meet the graduation requirements of that institullon
REQUIREMENTS FOR THE BACHELOR'S DEGREE The degres
requiremonts at the Celilornia Siate University and Colleges consist.

" in general. of two paris

{1 Majr deparimaent requirements which are a part ol Ihe
studonts fietd of speciatization. Sea a Counselor.

s

degree candidates. .

- GENERAL EDUCATION REQUIREMENTS 1t a college work belore

wenstar lo a Californle state univert ly or college will havo been

. compteted at one of more of tha cotieges n the lLos Angales

Community Coliege District and  the A A. degreo will be earned.

the Los Angales Trade-Tech program lor general educatiun certificas

~ tion should de lotiowed. T :
The studant wha witt not quality for thu tos Angeles Trade-Teach
cortiicalion must plan 10 mest the specilic Caltornia Siate University
and Colteges criteria lor completion ot a geneiat edication pattern

'(2) Generat sducation requirements which are requited 61";11

-

_ 6000. Ext. 315

NON-DISCRIMINATION POLICY
fte Los Angetes Commuitity College District. in comphance with
civil 1sghis Iagisiation. hereby assedts that il does nol discnminale
on tha basis 0f race. color, nalional ofigin, ancosliry, religion, creed.
sox sge or handicap n ils employment or educational proqrams
and aclivittes. Inquiries regarding ihe application of the policy may
be diuected to the Ditectr of Human Development. Telephone 380-

~

STUDENT RECORDS
Tie Las Angeles Community College Districl, in comphance with
Federal and State law. lias estabhshed policies, rules and regulations
regaiding student records. and the control of parsonally 'denuliable
information. The tesponsibiiity tor Canying out these provisions is
charged 1o the Coliege Records Othicer designatec Ly the chiet
agminisiratve oilce on each campus

At Los Angeles Trade.Technical Colege the Coordwator of Ad-

migsions and Records serves as ihe Resords Dificer. with an olt.ce
acated in Room A-104. Copies of Federal 2nd State [aws and Distrcl

. snd coliege rules and regulaluns are mantained on file, which are
* svailable for Inspection and inquiry by students and othur properly

‘quatfied individuals

All educational records maintained by the various offices and

*‘depariments of the college pertaining to an individual student, othg-”

(han those specifically expecled by law. are open to inspection by
the ftugent concerned. The accuracy and appropnalcness of these
records may bae ‘chalienged’ :n wrntng to the Coliege Records

_ Ofticer .
. Copwes ol 1ocoids may be obtainad at a cost not to exceed the actusl

costs Wl rproducthnn Requests for dccess to cecords 8nd copies

© of records should be direcied o the Racords Ohitcer. other 1nan

belora aarning the Bachelor's dugree. Consult the Counsoling Otfice

requests for trantcrpts which are made direclly 1o Ihe Otice of

" and the cataiog of the state instilution for 3 list ot courses pplicabl
toward those tpquiIrements. . - - ; o g

Cummunity College Osstrict. s

PR .
(1) He must comptete aft of his college work at LATTC or have
_transfer creast only from snother college m the Los Angoles

. No student records ot p'evlonllly identiable informatinn other than
- directory intormatinn will be released to any indwiduat or outside

_12) He must peution for lﬂ.A.A. degree (@ minimum of 60 '

units required} . . N
{31 He must comptete LATTC General Education Certificate
. requirement as outlined of the reverse of this sheet.

. In addtion to the basic 40-unit pattern aat forth, severs! ol the
Calfornia State Universites and Collegea require specilic courses
and addionat units. Consult witr: 8 Counselor lot detailed informa-
twyn These units may be completed at LATTC or they may be taken

,. after transfer 10 the state instituton. - . -

L C e

[ .

COU:RSE NESCRIPTIONS
tn addilan 10 (he Course titin and the number 4.1 units per sumester
_ the Moligwing code letlors will be Jound. IR
U — This course 15 1 Koplable for credil x. alt branches of the
University of Calllarnia E : :
. The following fr.ur designations roler i the transter;ibibity {0 the
Caltornia State Universiies and Colieges .
{1) B--baccalauraate tovel — transierable .
(2} O -oczupations: level — not norrally tt=nglarable .
(31 PD —prerequisite lavet of developmen! tavel — not norm»ily
transterable -
{4; L~hmited number of unlts are accopied for hanster

O - Lo~

Uniess specilically exemy ‘ed by stalute. every course 1or which s:ate
a1 18 ctaimed 13 lulty open {0 eny purson who has been admitied
__in the college and who mcels the epprornate aradem-c preros
quisites (Sen:ce Bill 1641, Chaplar 323 of the 1976 ~totutes) -

party withoul the express consent of the student concerned, olher
than to those individuals or ggencres specibcally excopiod by law
(e.g.. college officlals, governmentat othgials pursuant to their tegal
dutics, agencies in connection with hnancial ad. etc.). Ouestions of
concerns with reference 1o the reteaso of wmlormatinn should be
directed 1o the Records Officer. D

*he responsibifities of the Records Otticer include ihe inlerpretaliog
and application of Board palicies rugarding the locstion ol varlous
types ol records. lhe review and expunging of recurds when
appropriste. tnainiaining 8 “log” of record Of kccess, the rights ot
students and former students. and making availadle crilena used
n the determination of “officials and employees” and those indwid-
uats with “tegitimate aducational interests " A student has the night

“in tin & complaint with the United States Depariment of Hushn,

Education and Wellare concerning an alleged tailure of the college
n comply with Federal taw {Seciion 438 o! tne General Education
Frovisions Act). .

The Lis Angeles Community Colleges may release dweclory inlcrma-

“wan  Tha directory informaton which mey be released includes:

stucunl's name. edurass. telephong number, date and ptace of birth,
major ficld of sludy clas: ichedutr. paricipation in officially recog-
nized aclvitres 8nd sports, weight and he:ght of members o! sthletic
taams. dale of sitandance, degrees and awards receved. and the
most rucent previous public Or private schootl stended by the
student. The student has the fight 1o request that this directory
Inatmouon not be relsased. Provision will be made by the college
for the student to make this reques! as part n* the admissions
procedure during (Na registration procass. This directory Inforn.ation
may he released 1o prospaclive employers. in media re'easos In
aihlelic presy Jooks, in announcements of scholarships and awards.

. aud tor other purposes approved by the coilege adminstranon.
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Hla ory’
Table Of contents : Hotol and Motel Mumoomonl

Mony classoes are ollared st various locations. Check all foce- - _ Humanities
T tions indicated before making your choice Some coursas are " tndustrisl Sewing
2 oltared only st cerisin locations, lndlvldual eouuos may be oﬂeud Inspection Tochnoloay
ll [ numbo' of ocations. -~ - Lo Joumallun :

For the fot code:haveboonuuod i o
'uc" (mln cAmous 400 W. Wlshlnolon BNGJ Pages 91048 - Ubruy Media Tochnotogy Lo

. Machine Shop e

-i'/ 748-0800 Ext. 411

“~OR" {Outrasch — verious locamm anoa 45 and e . Managemaent
- . 748-0800 - .. 7777 Manicuring -
B2 : Guldmc.lmo'mslooo unb. hldby cullmq 748-0800 Ext. 411 Marketing
o7 -Accounting 15, OR 48 N Math LR e
T T Al Condlllonlng and Rmigmuon Mc 3. - ' Mechanicat Assistant *°. -
o Anthropology MCS - Metaliurgical Techniclen .
P Appfonllceshlp Cllsm RS Microbiology S
> T Misc. Locstion . - .- TiT . Pg. 43.48  Musle
k. " Architectural Dullmg . 31-32 " Motorcycle Reoak
< A Nurgses Alde .
k. Nursing
h . Oceanography
. Olfice Machines ' L
5 _ Oparating Room Tochmchn )

~ 'Operation and Melntenance Eng.
" Painting and Decorating .
- Paint Technology
Philosophy tae
Photography T v
Photo Lab Technician
Phaoto Oftset o .
Physical Education | - .|
Physical Sclence o

. Businsss Data oncusmo L
Business Law sl

- Buding snd Grounds

o .. Mansgement 1 ..r Physics- -

o Bulldmg conmucllon Physiology
; Techniques - Plastics Technlcnan .

. Plumbing

. Political Sciences
“ Printing Technology- Graphk: Arts
Profassionat Baking .
Paychlatric Tochmclm W
Psychology o
Rndlo Cunmunlcallons B

Radio and Televiaion Sclom

* Refrigeration and Ak
=, Conditioning Mechanicu
' Ragistered Nursing
2 Restayrant Mgnagement -
Otlice Adminisiration o
Shast Melal I

Cabinstmaking wd meork

- . Chemica! Tochnolooy :
Chemistry .
Child Davelopment =
" . Clothing MIg. Assistan!
' College Basic Skills
‘Commercial Art K
" Computer anlonanu
.- Techniclan -
-_Cook. Assistant
:Cooking, Institulion.
Coametology
_Drafting Room A:smonl

. Englneering Associate

tectrical Construchen |
and Maintenanca

" Eloctric Motor Repair .

" Electronics Assistant

Etectronics Eng. Technlcun

Etectronics Tochnolow

~ English <

! Enviroamentsl smd.u

. Fuhlon Desion

\'v

MC 26, OR 48
MC 19, OR 46

- Steet Malnlemnco
ISM n i
... Taboring -
- - Technicsl Illu:uallon
- Talephona PBX
. - Theater -
" Transportation .
ATmck and Heavy Equipmonl

. Repak
“Visual Muchanduslnq and
Display .
Vocational Art Fundsmenllla
Yocations! Nursing o
Waler Syatems Tochnoloqr
" Welding-Gas and Electric X
Work Expodanco Educalkm
Zoology -

Oaology

Gr-phlo Ml Composition )
. Graphic Arts Management -
 Graphic Arls Pusswk ’
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TO FIN

., R ANYT

Rn. A-104, 108, 402
4 Testng
R, A-133 .

oA

. {OS ANGELES TRADE-TECHNICAL MAIN CAMPUS

8LDa.—K
1 Caatwers
Am X-127 \
Book Slors :
Am X102
Student .
Activilien ' .
RAm. X008 N
Business Office
Am K-128
& Communicaton §
. Leaming Skills
Center
RKm K-210
¢ Personnel

[

>

Othce
Am K-228 L
T Student

Lounge
. Am K008
®oa.—p
1. EOP. 3 Services

Rm. P-204

2 Fuancial Ale
Rm. P-107

BLOG.—M
Stugent Job
Placemeni end
Carear Guidance

Am W 172
TECHNICAL .
400 W. WASHINGTON BLVD.
LOS ANGELES. CALIF. 00013
R
R AT ;
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CLASSES BEGIN ,.'#ggogt;gg;ﬁgm“
JANUARY 30 -3, . u. COLLEGE

» e 400 WEST WASHINGTON BLVD. -7~
SCHEDULE SUBJECT TO . LOS ANGELES, CALIF. 90015
_CH_ANGE_ WITHOUT NOTICE

ONE OF NINE
LOS ANGELES
.COMMUN\TY COLLEGES

-.-..

The Los ngem Coﬂ-mumly Coﬂoqe mwlcl and Los Angoln Tudo- RN
Technical College have made every reasonable aftort to determine

Inat everything stated in thus Los Angales Trade-Tachnica! Coilege

class schecule i3 accurate Courses and programs offered, together

with other malters contained herein, 870 subjecl lo change without ot
aolice by the Adminsirauon of the Los Angeles Community College -
District or Los Angeles Trade-Technical College for reasons related B
10 studont enroliment, level of tinancis! suppont. or for any other
reason, at the discration of the district and the college. The disirict

and tha coliege further reserve the right to edd, amend. or repesl
any of theyr rules. roguulmnn. pollcm and procoduvu

.\"-., "'\"l .'.;, cevs T ¢_~4s-"‘>-_~ ve, T
7 [San :

e « . . e [ e

ACADEMIC AND GENERAL EDUCATION

LOCATION OF COLLEGE CLASSES N
College ‘Classes are held at the following locations by Bunldlng and
Room Number: Classes held in Buildings A, B, C, D, E, F, H, J and
K are located on the Main College Campus, 400 'West Washmgton
Boulevard, Los Angeles, Ca. 90015. Classes held in Bunlding GS are .
1localed at 1368 South Georgia St -

. Arls Phllowphy and Sociul Scloncen Depumrent Ollerlngs ’
_* Adnunistration of Justice, Anthropology. Art, Chitd Daveicpment, Educa-
tion. Geography. Hesith, History, Law. Music, Philosophy. Political .’
Scisnce. Paychology Social Sclenco. Soclotogy, SD!clnl Educalm :

® Language Arls Deparlmenl Offerings et N
Dev icaticns, Enqu:h French Humambes
- .Inpanose Journslism. Soumm, Speech, Thealer Arta - - . [ : I LR,

OA levary/Medna Technology Depurtmenl Oﬂerlngs ’

. Phys-cal Educalnon Depmmenl Ollennga
Physml Educnhon Recreation Lesdarship

0 Sc-ence and Mathematics Department C(lerﬁnga
"« Astronomy, Biology. Chemistry. Environmenta! Studies. Geology. Mulh- ol
. ematics, Microbiology, Oceanography. Physical Sclenco Pnnlc‘, St
Phys'otoqy Slallsllcs . : :

o Labov Slud-es S e

oo A,

Q
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"DRIVING SOUTH
TAKE ADAMS BLVD, %

- OFFRAMP TO 23RD, ST. -
J"URN LEFT ON 23RD. ST.
|70 GRAND © LEFT Ol GRAND.

.70 COLLECE.

DRIVING EAST.

TAKE OFFRAMP TO.
GRAND AVE. TURN, @7
RIGHT 0N (‘RAMJ TO.

N . .1--¢,a- T Weldn, D SMYL e M y
\ U";W-EI.!'» iy n:.' © Nt o

e s

“ TAKE NFERAMP TO,”
AR LA T M TURN.
Rkt Ta oo LD AND,
te T a0 COLLEGE X
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DRIVING WEST
LOS ANGELESST. '
OFFRAMP TO 17TH. ST.
LEFT ONGRAND AVE.
,TOC(\)'LLEGE._ o

STULLY BUILOING .
723 E, WASHINCTON 8LVD,
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- 1st _FLOOR LOBBY

Addiag and Drupping & Chu. reeneeseese. Guldance A-13, 8 AMK PM

- - =

“Address, Change ol....... veens .Admissions, A-10{, 9 AM-8 PM
%5 Admission, to Trade-Took. i niveiersedes Guidance, A-132, 7:30 AM-R: \o 1'\! =L
"Career Guidance Center . . M.177,8:30 AM.4 I'M ' )
Books & \upplkl.... ........... " Bool e, K-102. Mon. Thur - 7 30 AMX PM .
¥r - 'ISIAMS’WI'\I _

" Course Work Proble reresntonsrinsrantaen Guidunce. A-130, 7:30 AM-8:30 PM

_f Credit. No-Uredit Courses........ Guidance, A-130, 7:3 AM8:30 PM L
y - Credit by Examination.... \ ;. Department Chalrman c
Cooperalhc Educati . . Mr. Nardclia, E-215. 8 A\H 0 l’\!

Veterans Office, A-133, Mon-Thur - 8 AN 30 PM
e - 1 oo .+ & @ PM-8:30 PM; Fri - B:30 AMA:IN PM L -/
P118B, M-F, 84:30 PM -

‘Es rl) R; luse Mﬂiury

EOP & 5.
Pecr Lounseling & Peer Tutoring Offered

" Events un Campus. Schedulﬁng & Attending... .Sludenl Acthel. K.008. 8 \'\H P\!

. Finanuial lhl Financial Aids Office. P-10i. 9 AM:2 PM
. o C Mos & Wed - 4 PMG PM; Alw, for forms and

; sw Lo B AN PM
’ Fec Pnﬂn; or “nl ceeener . Busin~ss Office, K126, K '.I! AM-T:30 PM
Foreige Students (k-1 \in) . ...Mn Squillante, A-130. § AM-3 I'M
. Grade Changef........... B issions, A-104, & AM-4:30 P'M
Gradustion, Petitlons.... e eonarosivene Admhslonl A-100, B AM-4:30 I'M

. Evening Students, A:130. 8 AM: s I'M

J

O Gradeation, Coupseling....... o reresssenenssieseaies GUIA A130. 8 AM-8 PM . -

: Grants.. lent - X Financial Alds, 1%107, 9 AM-2 l‘Vl ;

i R S Mon & Wed - 4 PM-7 I'M L

i Helllh Proble WA - .....Realth Center, F-102, Mou-Thur - 7:00 m-v.mw.

Fri- 'HNA‘J 3_\0 PM, Sat-KAN-3I PV

" High School Students \Veuey) . Y R 1)

1D Cards. Replacement . . Admissions, A IM & 106. % A\l-l PM
" Information, Genernl . e S Information Center, X-Building Lobby
el T T Student Activities Office - KR
Jab*. Appl\lng nud Flmhnﬂ e Pluvement Office. M-175, K ANI-4:30 PM
_ Locating Siudent . Student Activities, X-00%, § AM-4 PM
“ Loans...... dreerineee R .. Financial Alds, P-105. 9 AM-2 M
“Lost & Found... o . C s Police. -150. (lpen 1! hours .
Money s ementsanie’ Seere 30O Financial Aid
Parking PPermits Rusiacss Office. K-13%
© Posters, ldterature, Perm!:sion 1Or..ccemere ..........;..‘.......Mr Mills. Student Aﬂlvmes K-ooa 5 .\\H P
. Plavement  Senres.....i . e tdance, A-130. T:30 AMI PM . -
Personal Guidame " “ Guldlncw A-130, 7:30 AMLK:30 B
L Petitions. Gentral.....iveeirsiosiissnstanssones . y Forms at A-100 submit to counsclor at A- 1x
R«nlliou. I.ehurf. (‘nmn. Gludy v ...Ntudent lounge. Raxemeat ol K-Bnllding L
: Ty, %008, 8 AMA PM NS
lleghlrlllon Que t O v 1, dance, A-130, 7:30 \M-l k1] l’\l
Residence information enreerreisensmnsasaas rtaseaes issions, A-104 & 106,88 AM-9 P\
" Scholarshps.... iSeeimeenns reanen Flmd:l atds Office. P-167, 9 AM2 PPM
. Student l.cadership. Governinent.. ’ Stodent Body Omces K008 & K i
Televivion, Clagses by.... . e Guldance. A-130. 7:30 AM-3:30 PM
Transicr. to Another School Guid, . A-130, 7:30 AMSR:30 I'M

.- Admllslnn\ A-102, B AM.:30 I'M
“Tutoring. K-210, Alon-Thur + ¥:30 AM-8 I'\I
PR - 3:3 AM-E:30 I'AT: Sat - R:30 AM3 PM .
* Taters slsn available wn P-118H & F-102 S
Veterans' Olfice. A-137, Mon-Thar - 8 AM-
$:30 PM & 6 PAL3:30 PN, Fri - 8-30 AN-A:30 PM
_F.1204, Mon. Toe & Thur- I WA16-30 PMT
* Wed - 10 AM-X:30 PM: Fri - 8 AM.3:30 I'M
> Admissi ‘INAIOG iA“JP“ .

- Transeripts,
Totors.

v

NFORMATIONECENTER X BUILDING

-Bus Ticket... , LA S o [ 1} .

Campus Cluhs. Jolnlng & Forming......... Stadent AclMlles. K008, 8 AM-I P\I ) -
Child Carv. . . Building N. 6:45 AM:2 I'M . SRR
Community Services Clasees, teasgrenesnetespate st sasaas P-108 o

astlstance. EOPS Peer Counselors, P-18R, <ot o
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Learning Experience 1li

. FINAL EXPERIENCE

:_Whlle working in"an actual administrative situ-
atlon,'manage student recrultment and adm1ss1ons.

. "~ Terminal
¥ Objective

s par f your administrative” respons1b11ity,
manage ‘student recru1tment and adm1ss1ons. This

G

interpretlng and applylng afflrmatlve
~.act10n laws and regulat1ons

: NOTE. .Due to the nature of th1s experlence, you
will need to have access to,an actual: administra-
t1ve situat1on over ‘an extended per1od of t1me.

O As you complete each of the above activ1t1es,
suu*¢ document your activities (in writing, on tape,‘-n
’ through a log) fOr assessment purposes.{u-~ e

i s e S L e s e A A S s AT o a5 el o 08
continued

*I1f you are not currently worxlng in an actual adm1n1strat1ve

situation, this learning experience may be deferred, with the

approval of your resource person, until you have access to an
actual administrative situation.

77 \
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”Arrange to.have your resource person rev1ew any _
fproducts (e.g., ‘copies” ‘6f recruitment and admis-
'sions” procedures, or prlnted recruitment mate-
“rials)” produced under your leadership,” “and the
,-documentation of" your activities.” If possible,

: : o\haVe your resource person observe at .
fjnstance in® which you“are working with'
8 “torplan or;implement’ recruitment or admis-
slons,procedures {e.g.sa: meetlng ‘at which you
orlent stlff to their role n recrultment). T

fBésed,upon'the oriterih'spec1fied ln the assess-
iént; nstrumen;fiyour ¥esource person will deter—

\ine " whether you are c0mpetent in- managlng sLudent

78



Directions:

Name

Date

ADMINISCJI'RATO_R PERFORMANCE ASSESSMENT FORM

Manage Student Recruitment and Admissions

Indicate the level of the administrator's accom-

p 1shment by placing an X in the appropriate box under the LEVEL

OF PERFORMANCE heading.

If, because of special circumstances, a

performance component was not applicable, or impossible to exe-
cute, place an X in the N/A box.

In managing student recruitment

activities, the administrator:

1.

specified (or arranged for the’
specification of) recruitment
priorities based on a careful
analysis of:

d.

e.

the institution's nature a
goals/misSsSiONeecsccccsasss

who should be recruited...

where prospective students

arellll.....ll....lll.llll

how active recruitment
offorts need to beisesssss

financial and staff resour
available to carry out the

tasklllllllllll.lllll.llll

79
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2.

\

designed (or arranged for the
design of) a recruitment strategy,
including:

.a. selection of techniques

\ (actiVitieS)‘oooooooooo.o.oooo

b, description of each strategy/

technique..............'_.......
c. steps to be taken for each....
d. ' tentative date(s) for each....

e. persons to be involved in

each..........................

f. Dbudget allocationSeecocceccscess

designed {(or arranged for the
design of) a recruitment strategy
that met the following criteria:

a. each strategy/technique was
consistent with and appro-
priate for the institutional
Sitﬁation.....................

b. each strategy/technique
should be effective in
meeting the institution's
recruitment needs.cccccecccccs

c. the tgntative dat28 listed
seem realiBtiCersecssscccsanse

d. .the approprizte pezrsons Or
groups had been suitably
involved (e.g., advisory com=-
mittees and former students)..

e. adeqguate attention was given

to special needs group: and
affirmative action policies...

80
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LEVEL OF PERFORMANCE

- o
W o

f. strategies/techniques were
coordinated with other school/
community events to eliminate

calendar conflictSeeescacecees O OO d

c. strategies/technigues were

s articulated with other -
renruitment efforts (insti-
tutionwide, districtwide, and
statewid@)eeceeceesrecsescccscnacs

U
L]
O
O

4. arranged for the preparation of
effective recruitment literature
and materials that were:

2

a. bias free.....................

b. targeted to the characteris-
tics and interests of the
intended audienCe.sccccscccoce

Ce attractive..c................c

.v' d. accurate............;’......'..
e. complete (e.g., contained all
necessary information)eeseeceecse

5. kept staff informed of their
| ' recruitment responsibilities......

' 6. ensured that all staff had ade-
N quate information to recruit
effectively.............».‘..;.....

7. encouraged staff, students, ard
former students to participate in
rer:ruitment...............3.......

' ) 8. participated in recruitment
; activities as neededecessescecasee

o, monitored the recruitment efforts
periodically.(......_..............

o o0 O OoDoDpo-0
o g0 0O Oo0oog O
ooo O 0O0OD0O0D O
o oo 0O 00800 O
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In managing student admissions,

the administrator:

10.

11.

12,

identified (or directed the iden-
tification of) the following
requirements that form the basis
for the establishment of admis-

.sions procedures:

a. institutional admissicns
requirements..O.......&0.0.0.0

b. accreditation and licensing
requirementso.....OO..O.!.....

c. program entry reguirements
(e.g., prerequisites
reguired)ecscccecocsscossssecs

d. program completion require-
ments (e.g., competencies
reqL‘ired)Q...0.0.0f....O...O..

e. draduation requirements
(e.g., number and types of
courseS)onoooonnoooononooocnon

f. affirmative action laws and
regulations...O.l.‘.....“...f

directed the development of
admissions procedureSecesse: - soess

directed the development, al .pta-
tion, or revision of all neces-
sary admission forms, each cf
which was:

a. Simple.‘;......‘ﬁ...‘O.....O..
b‘ clear.."‘...l....OOOO......O.

c. thorough..0..“.....“.....‘..

d. legal...o....l.......0'.......

82
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13.

14.

15.

Level of Performance:

oriented all appropriate staff
to the admissions procedures and
their role in the procesS.ecsccsccss

provided r4<ditional information

to staff - aez.essary (e.g.,
.overvic . .iogram offerings,
orientat. .» vocational educa-

tion, or wovkshop on effective
interview teChniques) e 60 0 06 00 ./. L B B ]

monitored the entire process to
provide reinforcement, offer
assistance, and obtain feedback...

EXCELLENT responses.

LEVEL OF PERFCRMANCE

. X
< Nl
O o e o P

O oo

O OO0

O 0O C 0O

all items must receive N/A, GOOD, or
1f any item receives a NONE, POOR, or FAIR

response, the administrator and resource person should mert to
determine what additional activities the administrator needs to
complete in order to reach competency in the weak area(s).
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ADDITIONAL RECOMMENDED REFERENCES

Barton, VYavid W., Jr., ed. Marketin Higher Education. New Directions
) for Higher Education guarterly Sourcebook, Number 21. San Francisco,
CA: Jostsy-Bass, Spring 1978. 4

Building Public Confidence in Your Schools. Arlington, vA: National
School Public Relations Association, 1978.

Farlow, Helen. publiciz.ng and promoting Programs. New york, NY:
McGraw-Hill Book Company. 15373. )

Ihlanfeldt, ﬁilliam. Achieving Optimal Enrcllments and Tuition Revenues:
A Guide to Modern Methods of Market Research Student Recrultment and
~Tist1tut10naI Pri- ng. San Franclsco, CA: Jossey~-Bass, T1980.

A Marketiny Approach to St. -nt Recruitment. Alexandria, VA: Council for
Advancement and Support. oF Education (CASE), 1980.

Masa., Francis E. »pasing the ~.aima of Transfer.” Community and Junior
College Journal. 50 (February 1980): 10~13.

Pucel, David. Review and Svnthesis of Criteria Useful for the Selection
and admission ot Vocaticnal Students. IN 212, Columbus, OH: The
National Center for Research in Vocational Education, 1980.

Quann, C. James, and Associates. Admissions Academic Records, and Re is~

trar Services: A Handbook of Policies and Procedures. The Jossey-—

Bass series in Higher Education. San Franclsco, CA: Jossey-Bass,
1979.

sstatement of Principles of Good Practice for Members of the National
_ Association of College admissions Counselors.” skokie, IL: NACAC,
; June 1976.

| . .
wyocational Education Guidelines for Eliminating piscrimination and Denial
of Services on the Basis of Race, Color, National Origin, Sex, and
Handicap.” Federal Regi-“rar. Wednesday, March 21, 1979.

REVIFW PERIODICALS SUCH AS THE FOLLOWING:

The Chronicle of Higher Education (P.O. Box 699, Hightstown, NJ 08520)

Includes write-ups and advertisements for texts, conferences, work-
. shops, short courses, seminars, hardware,. software, and systems for
! recruitment and admissions. 46 issues per year

Education USA (National School Public Relations Association, 1801 N. Moore
Street, Arlington, VA 22209) ,
Includes articles on legislation and court decisions, school~-based
issues and concerns, and recent meetings of educational associations.

Minority Education (P.O. Box 25561, Philadelphia, PA 19140)
Serves to disseminate information written by individuals involved in

successful minority recruitment, admissions, special gervices, student
retention, counseling, etc.

NASSP Newsletter (National association of Secondary School Principals, 1904
Association Drive, Reston, VA 22091)
1 Includes articles of interest to administrators, synopses of model
activities, reviews of books, editorials, etc. 9 issues per year
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COMPETENCY-BASED VOCATIONAL EDUCATION ADMINISTRATOR
MODULE SERIES

Order No. Module Title

LT 58B-1 Organize and Work with a Local Vocationai Education Advisory Council
LT 58B-2 Supervise Vocational Education Personnel

LT 58B-3 Appraise the Personnel Development Needs of Vocational Teachers

LT 58B-4 ‘Establish a Student Placement Service and Coordinate Foliow-up Studies
LT 58B-5 Develop Local Plans for Vocational Education: Part |

LT 58B-6 Develop Local Plans for Vocational Education: Part il

LT 588B-7 Direct Curriculum Development

LT 58B-8 Guide the Development and Improvement of Instruction >
LT 58B-9  Promote the Vocational Education Program
LT 58B-10  Direct Program Evaluation

LT 58B8-11  Manage Student Recruitment and Admissions

LT 58B-12  Provide a Staft Development Program

OTHER MODULES IN PROGRESS
Additional modules are being developed through the Consortium for the Development of
Professional Materials for Vocational Education. The Consortium is supported by the

following member states: Florida, lllinois, Ohio, New York, North Carolina, and
Pennsylvania.

RELATED MATERIALS

LT 58A Guide to Using Competency-Based Vocational Education Administrator
" Materials
RD 141 The Identification and National Verification of Competencies Important to
Secondary and Post-Secondary Administrators of Vocational Education
RD 142 The Development of Competency-Based Instructional Materials for the

Preparation of Local Administrators of Secondary and Post-Secondary
Vocational Education

For information regarding availability and prices of these materials contact—

Program Information Office
The National Center for Research
in Vocational Education
The Ohio State University
1960 Kenny Road The Ohio State University
Columbus, Ohio 43210

(614) 486-3655
(800) 848-4815

~




