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INTRODUCTION

e Provides tips for how to use the ool kit

e Historical narrativ e of the development of the partnership




How to Use the Tool kit

The tool kit provides the tools necessary to produce shared counselor partnerships and
can be used as a resource for implementing activities in established partnerships. While
North Harris College’s project is a comprehensive model, institutions may not be ready to
make such a commitment. Whatever the situation, use the resources in this manual to
find ways to improve communication and to service potential students in area school
districts. Data from community colleges across the state support interest in working more
closely with high schools (see Research section). The information in this tool kit will
support such endeavors.

The format of the tool kit provides general information about planning and designing
partnerships and more specific information about the Shared Counselor Partnership. The
tool kit includes hints and strategies taken from the hard-won experience of other
partnerships that have developed in the school-to-work concept in this country (School-
to-Work Toolkit. Jobs for the Future (JFF). 1815 Massachusetts Avenue. Cambridge. Ma
02140).

A brief description of the contents and purpose of each section serves as a quick resource
when referring to the manual. It is suggested to read the entire manual first to become
familiar with its contents. The Program Operational Format has a comprehensive
description of activities that can be easily adapted for use whether a partnership is in
place or not.

Things to keep in mind when using the tool kit:
1. The tool kit is designed to help enthusiasts solicit support for the project. The

thought of proposing such a program begins with one or two visionary thinkers.
(aining support at the top is essential. Use the tool kit to support your dream.

(o]

This tool kit is a menu, not a list of commandments. This resource is a collection
of the best practices and ideas that have evolved over two vears of practice. The
partnership is in its infancy. and like any developing system. experience and time
scrve to improve the product. However. keep in mind that key state decision-makers
and regulatory agencies served as consultants and contributors in the further
development and refinement of the project that is represented in this manual. Your
institution may alrcady have some of the elements of a partnership in place: the tool
Kit will help you identify and build on those elements.

'ed

Don’t be overwhelmed. The tool kit contains materials that can help with a number
of different aspects of program design and implementation. Use it as a reference over
a several year period of time. as initial goals are met and new one emerge. Your
institution may not be ready to do all of these things at once. However. the tool kit
should help you in those are 15 where your community is ready to begin.




4. Use the tool kit to expand your community’s vision of the possible. The tool kit
can help a community to envision itself functioning differently, in a shared counselor
partnership. Use the manual to start partners thinking of themselves in new ways (see
Planning and Design section).

5. Use the tool kit to help you build on existing strengths first. The impetus for
change arises in different places in different communities. Where motivation and
enthusiasm exist --educators, administrators, or others -- don’t choke it off by trying
to get everything else up and running smoothly. Encourage those committed to
providing high school students more information about post-secondary education
opportunities. If high school educators are interested, solicit them to actively support
connection with the community college. Build from your strengths.

6. Use the tool kit to help you build long-range goals and a timeline for
implementing them. It is important to start small and consolidate changes as you go.
As you identify your institution’s and community’s strengths and build on them. the
tool kit can also help you identify other missing elements that would compliment
these strengths.

Use the tool kit by tailoring tools to your own needs. Some of the tools may be
perfectly tailored to the needs of your community. Creating a structured shared counselor
partnership is not an *off-the-shelf kind of process. Keep in mind. it is important that
partners go through the process of creation together---in identifying mutual needs and
goals. specifyving mechanisms for achieving them. and changing their respective
behaviors to implement the needed changes. Such synergy of ideas promotes partner
“buy-in.” of utmost importance to the program’s success. By collecting a range of
relevant information in one place. it is hoped that the tool kit will enable partners to go
through the process more efficiently and effectively.*

* Heavily adapted from School-to Work Toolkit. JFF, 1815 Massachusetts Ave.. Cambridge. Ma 02140,
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NORTH HARRIS COLLEGE
SHARED COUNSELOR PARTNERSHIP

HISTORICAL OVERVIEW
Genesis

While in my final interview for the position of Director of the Shared Counselor Project.
Dr. Shugart. President of North Harris College. described the birth of the shared
counselor concept. A conversation with a university president who was boasting about
his own efforts to assist North Harris College students in their transfer process sparked
Dr. Shugart’s visionary thinking. Dr. Shugart suggested to his colleague that enroliment
at that university would increase if all students could be assisted *“when they were ready.”
A permanent university presence on the community college campus would coincide with
students” needs. Later. he began thinking about how that same principle could apply to
the large number of high school students in the college district not matriculating to post-
secondary programs after graduation. That is how the wheels began rolling that produced
the partnerships with Aldine and Spring Independent School Districts. High school
counselors hired and trained to function at the high school as community college advisors
serve students “when they are ready” (see Roles and Responsibilities section). Dr.
Shugart’s vision to extend the opportunity for a college education to all students in the
district by facilitating the transition from high school to college is now a reality.

Charge

While all students benefit. the program targets students in the “middle majority™ who
may not make a successful transition into post-secondary programs. Texas educators.
from primary grades to universities. are challenged to “educate the many---not just the
brightest--" to meet the demands of the new business environment that requires the most
educated work force of any economic system™ (Forces of Chapge. Texas State
Comptroller’s report).  Connecting these students with appropriate post-secondary
programs is critical to the state’s continuing economic competitiveness. Through
implementation of the shared counselor partnership. the middle range student gains
access to technical education and the opportunity to acquire competencies essential for
the workplace. The program’s eftectiveness will be measured by improved hi¢h school
graduation rates and increased college enrollment (see Program Operational FFormat -
valuation section).

Program Development

Program development proliferated during the program’s second year of operation. In
accordance with the discretionary grant funded through the Carl D. Perkins Vocational
and Applied Technology Education Act of 1990. North Harris College (NHC) pledged to
describe. rescarch and refine the shared counselor partnership to link high school and
college staft to increase enrollment of students in higher education technical programs. A
project director was hired to coordinate all shared counselor project activitics. maintain
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on-going communication among the shared counselors and NHC personnel, collect data,
write reports, and maintain all records necessary for proper grant documentation, plan and
facilitate advisory committee meetings, develop and disseminate materials representing
the project as a model through communication with other colleges and conference
presentations, and produce a tool kit for creating shared counselor partnerships in urban,
suburban, and rural districts.

The Shared Counselor Partnership program described in this tool kit evolved out of the
goals and objectives defined in the grant:

1. Identify and describe existing counselor partnerships among secondary and post-

secondary staff to improve student career decision-making and to enhance student

access to technical education (see Research section).

Identify and describe best practices, including information and processes for student

career decision-making (see Research section).

Based on the North Harris College pilot project, guidance from the advisory

committee. and research data. the shared counselor partnership will be refined to

maximize the effectiveness of delivery of services for all students with special

emphasis on the needs of culturally diverse and special population groups (see

Program Operational Format section).

4. Implement the recommended strategies to improve services in the North Harris

College model (see Program Operational Format - Developing a Plan of Operation

and 94-95 Students Assisted at High School).

ldentify and describe the essential components of an effective shared counselor

partnership. including coordination agreements between the community college and

high school. counselor duties. effective methods of coordinating and delivering

student services. use of shared databases. and setting relevant performance measurcs

(see Program Operational Format section).

6. Develop and disseminatc an implementation “tool-kit™ for creating shared counsclor
partnerships in urban. suburban. and rural districts.

[ §%]

(S ]
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The Shared Counselor Partnership Tool Kit provides a comprehensive “how to™ guide for
developing partnerships in urban. suburban. and rural districts. The Program Operational
Format is the synthesis of information from the pilot project experience and research
regarding the optimum combination of services. practices. and procedures that maximize
the effectiveness of the shared counselor partnership model.

Progress to Date
July 1995

As the third year of operation begins. the Shared Counsclor Program has become a vital
component in accomplishing the goals defined in North Harris College’s strategic plan
designed to guide the college into the twenty-first century. North Harris College and the
two partner school districts. Aldine Independent School District and Spring Indepedent
School District. are committed to providing quality education programs in a changing
world and changing student population.




Other emerging collaborative initiatives are easily served through the linkage of NIIC
student services specialists at the high schools. These efforts support the program’s value
and the partners’ commitment to the goal of helping students achieve their life and career
goals through improved access to post-secondary education opportunities.

Essential components for meeting the program’s goals are: an effective communication
network, outreach and recruitment strategies. professional in-service. and evaluation
processes for diagnostic and modification purposes (see Program Operational FFormat
section).

Key administrators directly involved in supervision of the shared counselor at the high
school met with the program director to review the terms of the partnership and initiate
communication after the summer brexk. Such meetings promote buy-in at every level of
the administration.

As with any new program. chullenges arise. Once barriers are identificd. the work of
tinding solutions begins. The 94-95 Summative Evaluation Report identificd an
“organizational barrier to implementation of the program (see Program Operational Format
- Evaluation section). A joint-committee of administrators has been appointed to study
the report and develop solutions.

T. ¢ program will continue to evolve with ongoing communication and collaboration.
commitment to the program’s goals. flexibility. and a common vision for creating a tuture
unlike the past. The success of the prograrh is the result of the partners” enthusiasm and
support. The shured counselors are commended for their dedication to the goals of the
program. their .commitment to serve their students. and their enthusiastic spirits
Teamwork will continue to produce future jnnovative approaches to providing students
a seamless transition to post-secondary education opportunities.
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RESEARCH

Provides a narrative of research efforts to determine the best practices for school
partnerships and efforts to assist students in career decision-making as described in Goals
1 and 2 of the Carl D. Perkins Discretionary Grant

Serves as a resource for developing career decision-making strategies

Refer to this section when considering Planning and Design Issues and during program
development phase.
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RESEARCH SUMMARY

GOAL 1. IDENTIFY AND DESCRIBE EXISTING COUNSELOR PARTNERSHIPS
AMONG SECONDARY AND POST-SECONDARY EDUCATION STAFF TO IMPROVE
STUDENT CAREER DECISION-MAKING AND TO ENHANCE STUDENT ACCESS
TO TECHNICAL EDUCATION.

The following summary is a description of the steps taken to determine the extent to which
Texas community colleges interface with high schools to provide high school students
information about post-secondary educational opportunities. ~ With the assistance of
NHMCCD's Research and Planning office and the Shared Counselor Project Advisory
Committee. a fifteen item questionnaire was developed to collect data that describe current
practices.

Texas Community Colleges Deans or Vice Presidents responsible for the delivery of student
services responded to the survey. Of seventy-two surveys mailed, fifty-one replied for a 70%
return. The questionnaire includes the number of responses and percentage for each response
to the left of the answer choice.

Data reported when and how often high school students are informed of community college
opportunities. types of partnership initiatives. efforts in middle schools. and interest in
parinership programs to assist students in their transition to post-secondary education.
Questivns also assessed whether recruiting takes place on the high school campus. what type
of services are provided during these visits. types of programs available to assist at-risk
populations. and types of post-secondary education opportunities available while attending
high school.

General assumptions from State Leadership Project Questionnaire:

Community colleges across the state are involved in collaborative efforts to provide
information about post-secondary educational opportunities. Based on the responses to the
survey. community colleges are actively involved in facilitating students in their carcer
decision-making.

=], Community collcges and other universities participate in annual events SuC: as
College nights (98% respondents).

£2, College recruitment is taking place at the high school in a number of wavs. 49% (25
respondents) are providing a college student services representative on site to assist students
while 86% (44 respondents) present information to assembled students and/or small groups at
the high school. Students are provided appointments with student services professionals
(71% or 36 respondents). 55% of the respondents (or 27) provide in-service training to
inform high schoo! counselors of educational programs.
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#3. Respondents were given four choices to assess frequency in which college student
services representatives recruit at the high schools.

Weekly 14% (7 0f51)
1 time per Semester 43% (22 of 51)
Other 41% (21 of 51)
Not at all 2% (1 of51)

#4, This question asked what types of services are provided at the high school.
information and personal assistance. Of these services, the top two provided most frequently
in both categories are admission/registration information and financial aid assistance.
Career Guidance and Assessment/Testing ranked third.

A closer study of frequency of visits to the high school determined that as visits increased
assistance with career guidance increased. One could conclude that the frequency of visits to
the high school campus influences the types and depth of services provided.

#5.6.7 These questions target services provided to special need students such as
students with disabilities and at-risk students. Efforts are being made to meet the needs of
these students by providing information about services and programs. For example. 71% (53
respondents) inform students with disabilities about opportunities and services at the
community college. Students considered at-risk (i.e. non-college bound) are referred to the
community college by their high school counselors.

=8. High school students are provided post-secondary opportunities while in high school
through programs such as Tech Prep. articulation agreements. early admissions programs.
dual credit classes. and community education non-credit courses.

#10.  Community colleges are interested in assisting high school students at the high school
campus in their transition to college (96% agree).

#11.  100% agree that Community colleges could benefit by having a partnership with arca
independent school districts aimed at assisting students in their transition to post-secondary
cducation.

#12. Community colleges arc involved in providing information about post-secondary
education opportunitics at the middle school level (77%). Strong support for working with
students in middle school and in earlier grades is evident by the number of programs
described in the space provided (see #12 Comments).

#]3.  45% (21 respondents) replied that they are involved in a partnership program aimed at
assisting students in their transition to post-secondary education: 6% (3 respondents) stated
that they have a similar program to the Shared Counselor Partnership.
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CONCLUSIONS

Community colleges are actively involved with public school systems providing information
and services about post-secondary education opportunities. According to the data, these
services range from providing printed information to periodic recruitment by college student
services representatives at the high school. Colleges provide admissions/registration
materials most frequently to high schools. As frequency of visits increase at the high school.
services, such as career guidance, increase. Community colleges serve special population
students at the high school. Access to technical education is met through collaborative efforts
such as Tech Prep. Community colleges (77%) are actively involved with middle-school
level students. Interest and enthusiasm about ongoing initiatives is great. Community
colleges are interested (86%) in information about partnerships withr area independent school
districts. Further research is suggested to explore the depth of services being provided
students, particularly those targeted in the “middle range.”

Improved access for high school students into careers and higher education is
dependent upon ongoing contact with these students. Servicing students at the high
school campus can assist students in their transition to post-secondary education. Frequency
of visits influences the type and depth of services provided. The Shared Counselor
Partnership provides a framework for community colleges and public schools to meet the
needs of students.




" CASE: Lynda Barksdale, Director, Advising & Counseling Center, Amarillo College,
describes the program. ASAP (Area Schools Assistance Program) is a recruiting/high school
liaison program conducted by the Office of the Dean of Student Services. It involves
outreach to nine area high schools. During the spring semester prior to graduation. high
school students are surveyed about the status of their plans for fall. In the summer months.
counselors from those high schools are hired to make telephone contact with graduates who
were uncertain about their plans, or who had no plans. The counselors share information
about educational opportunities with these graduates, and many of them enroll at Amarillo
College. The number of students recruited has justified the personnel cost of hiring the
secondary school counselors for nine summers (see Resources section).

CASE: Collin County Community College (CCCC) in partnership with McKinney High
School received Carl Perkins grant funds to initiate Project SCORE, a school-to-work
transition program. The pilot program is administered by CCCC as a partnership between the
community college and McKinney High School. The project coordinator and “project
associate. CCCC career specialists. work out of an office at the high school to assist students
in their preparation for future jobs by giving them accurate career information along with the
opportunity to obtain high levels of academic and technical skills (see Resources section).

CASE: Montgomery College. North Harris Montgomery Community College District’s
newest college. in its infancy initiated a Shared Counselor Partnership with Conroe
Independent School District.  When Montgomery College opened its doors at the Conroe
Center last fall. three shared counselors provided much needed manpower to a budding
student services staft and linked the college with three high schools. The shared counselors’
coordination of the Dual Credit Program immediately boosted college enrollment.

CASE: North Harris College. A large number of at-risk students at Aldine High School do
not matriculate to post-secondary education.  This statement is changing thanks to the
assistance these students receive through the Shared Counselor Program. A concerned
coach connected an anxious senior student with the shared counselor when she learned she
was pregnant. Her thoughts of college ended. Traditionally. Hispanic women in her family
did not go to college. much less in her condition. Mrs. McCharen. Aldine High School
Shared Counselor. encouraged her and stressed. “You can do it. There are people and
services at North Harris College that will help vou!™ Last spring. this young woman spoke
before a group of administrators testifying to the gains in her life thanks to Mrs. McCharen's
help. Financial aid asistance and a campus job through the college work-study program
provides this single-parent the opportunity to attend college full-time. Her story is not
uncommon and speaks of the.program’s benefits.
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A NORTH HARRIS MONTGOMERY COMMUNITY COLLEGE ™

March 3, 1995

Alvin Community College

Jose Castillo

Associate Dean of Student Services
3110 Mustang Rd

Alvin, TX 77511-4898

Dear Mr. Castillo

The purpose of this correspondence is to introduce the Shared Counselor Program and to ask your
assistance in providing data about similar endeavors at your Community College. The Texas Higher
Education Coordinating Board Community and Technical Colleges Division approved funding under
the Carl D. Perkins Vocational and Applied Technology Education Act to develop a model
partnership based on North Harris College’s leadership program. North Harris College and two
independent school districts jointly employ shared counselors who assist students in their transition to
college right at the high school campus. Thus, the community college becomes an integral link with
the public schools in assisting students in this process.

While all high school students benefit, the program targets those who may not make a successful
transition into postsecondary programs. These students, who often come from families unfamiliar
with the higher education system, may find the college setting overwhelming. Shared counselors,
skilled in all aspects of college student services, remove barriers and provide students with “full-
service” assistance.  Connecting these students with appropriate postsecondary educational
opportunities is critical to the state’s continuing economic competitiveness.

Your input in this project is important. The enclosed questionnaire is designed to help identify
essential service components that support students through a seamless educational process. Please
take a few minutes to complete the survey and return it immediately in the enclosed self-addressed
envelope. In the event your survey is not received by March 20, 1995, Project Director, Vicki
Stanfield, will follow-up via telecommunication.

Upon completion, results from the study will be mailed to you in appreciation of your participation.
For further information about the Shared Counselor Program, contact Vicki Stanfield, Project
Director, at 713-443-5482.

Sincerely,

Sanford C. Shugart
President

10
2700 WW.Thorne Drive ~ Houston, Texas 77073 (713) 4435400 FAX (713) 443.5402
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NORTH HARRIS COLLEGE
SHARED COUNSELOR PARTNERSHIP
STATE LEADERSHIP PROJECT QUESTIONNAIRE

v
S

INSTRUCTIONS: Using a #2 pencil, bubble in each response that applies. Use additional paper
if needed for responses. Return in self-addressed, stamped envelope provided.

1. How are area high school students informed of community college programs? (Bubble all that zpply.)

50 gw students participate in high school sponsored College Day/Might programs
43 Qe high school counselors

23 billboards

TN television/cable ads

3B radio announcements

LIS LY) local newspapers

3% % mailers to area residents

Yo 18 mailers to area students and/or recent high school graduates

1A o4 local mall College Awareness Day
4| 9O college student services personnel are invited by high school counselors to plan recruitment activities at the high school
15 NM phone contacts through college/high schoo! cooperative effort

o X0 { other (list)

2. College recruitmentat the area high schools takes place through the following (Bubble all that apply.)
51 ‘°°7q/\) Participating in the high schoot sponsored College Day/Night programs
5¢ 8% leaving materials, brochures, etc. with the high schoot counselor
45 LH*’QX; providing a college student services representative on site to assist students
4d % x presenting information to assembled students and/or small groups at the high school
3, 7% - scheduling appointments with interested students
21
l+
L‘.
[

> .
53} . acollege student services liaison provides in-service training to inform high school counselors of educational programs i

S - providing touch screen kiosks {computerized information centers)
% .

879 . other (list)

Yo college recruiting does not take place at the high school

3. At what trequency do college student services representatives recruit at the high schools?
7 737 " weekly
12
|

4 3@ once per semester

A% T notatall

-

2 ‘+|70>\. other (I1st)

4. Community college counselors or other student services personnel assist studentsat the high school campus
with the following college information. (Bubble aii that apply.)

College personnel assist by providing information: Collega personnel assist students personaily with:

50 g%~ 7, admissionsregistration information 4 9% " admissioniregistration information
ue 4% )'(‘; financial aid assistance 3 MY financial aid assistance

36 % 7ok,><}‘ placement testing/assessment 30 5% placement testing/assessment

9 % :) Reareer guidance Q3 57 career guidance

7 8% "\ leadership training 4 Y0 leadership training

6 12% ~ mentoring T g’o : mentoring

2 % ™ other (list) a4y other (ish)

BEST COPY AVt A

AR |
Q e

« 11
ERIC

Aruitoxt provided by Eic:

§
-~
el

O - 848!
| i




El{fc

Aruitoxt provided by Eic:

5. How are high school studer.ts with disabilities informed of postsecondary opportunities? (Bubbie all that apply)
L8 9y bulletins, brochures, an Yor Disabilities handbooks are distributed at area high schools
43 34%( ) college personnel schedule appointments with students at the high schoal
45 3% students are invited to the coliege campus for planned activities

3 College-sponsorsed Workshop Series presenting Disabiltties Issues are availabie to the students and community
35 ¢ college personnel participate in local Transition Projects
34 & ADA Workshops hosted by the college are presented

Y, 0% referral by rehabilitation agency referrals (TRC, TCB, etc)
5 A% other (list)

6. What type of programs are available at the cominunity college to assist at-risk (i.e., non-college bound) students?
L4 g¢% ) GED program
by 36 Career guidance

gy 6 Career Assessment (i.e., abilities, interests, vaiues)

43 4% Non-credit Career Exploration courses

36 Careerfjob placement services

W % % Financial Aid assistance (i.e., scholarships, grants, loans, work study.etc.)
M 3R Disabilities services

31" 370'><) Community Education/non-college credit courses

! Tutor
39 777a>< ng
{ 1y Other (list)

7. How are high school at-risk (i.e., non-college bound) students informed of community college educational programs
or opportunities? (Bubble ali that apply.}
43 84% " high school counselor advisas students of apportuntties
L5 %%, = hlgh schoo!l counselof refers students to the community college
28 s% "™ brochures available at the high schools
b 3 ¥, T telephone contact through high school/college cooperative effort

3 ‘?o_x-uncenam
12 A4¥ = other (list)

8. What types of postsecondary education opportunities are available for students while in high school?
33 (53 Advanced Placement (AP) courses
33 15% = articulation agreements for specific classes in vocational programs
Y WH ko Tech Prep programs
Yo 9 070)( early admission programs for qualified students (students take courses at both the high schoo! and the college)
43 ga¥ . dual credit classes (students earn both high school and coliege credits in the same class)
20 7o, ) Community service programs for fun (ex. gymnastics, dance, etc.)
23 55qu Non-credt community education classes (ex. Career Exploration, College Study Skills, Reading/MWnting Readiness)

Yy %‘?J 'other (Iist)

9. The community coliege is interested in increasing the enroiiment of

L at nsk non-coliege bound students ‘ 4 <~ non-traditional students

43 %70 1 Je :

43 |4 70 ", students with disabilities 4N 92X )trans(er students

49 ‘fb?dx ) students interested I vocational and technical training/programs 49 %% ?<\ethmc minority students
>~

S~ % - other (lst) 49 9% ( )busmess and industry (coopetative efforts

O . 553

" - - =m.
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10. Is your commuinity college interested in assisting high school students at the high schoo! campus in their
transition to college?

O Strongly Agree OAgree OUncenain Oisagree 3ttongly Disagree

3% L3P 13 3% 3 ¢ %

11. Couid your community college benefit by having a partnership with area independent school districts aimed at
assisting students in thair transition to post-secondary education?

O Strongly Agree @Agree OUncemln Olsagrae {3trongly Disagree

32 &5V 3 sYo
12. Is your community coilege involved in providing information about postsecondary education opportunities at the
middie school leveR
O Yes No
39 Y™ 2 auvo
If yes, pl explain

13. The community college is involved in a partnership program aimed at assisting students in their transition to

post-secondary education.
T Yes “\Ne (" Uncertain
£ 4s % 13 A8 %0 1o ai¥
" We have a similar program (explain)
> 690

14. Are you interested in information about partnerships with area independent school districts?

—~

“Yes “\No " \Uncertain

— R ~—
U3 %90 2 6% 4y g%
15. Please provide infarmation about new emerging programs at your community college aimed at assisting high
school students in their transition to coliege:

Contact person and phone number:

(Optional)

Funded under the Carl . Perkins Vocational and Applied Technoiogy Education Act
Shared Counselor Partnership #55140007

m.
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NORTH HARRIS COLLEGE
SHARED COUNSELOR PARTNERSHIP
STATE LEADERSHIP PROJECT QUESTIONNAIRE

(Other Responses)

L ____________________________________________________________ ]

I. How are high school students informed of community college programs?

other (list)

e Tours on TAAS days

HS counselor workshops at college; counselors volunteer in HS career center
Counselor visits to high school; organized college/career day program, on campus
On site career vvorkshops
Early admissions and concurrent enrollment programs
Liaison counselors
All the above
PT high school counselor employment programs
Campus visits, college night program at EPCC

2. College recruitment at the area high schools takes place through the following.

other (list)
e Lunch time visits to area high schools (table set up)
e Area fair
e Sponsoring Job Fair of career Day at college
e Direct mail-outs to juniors and seniors
®

Student conferences (leadership) test taking, etc. by college staff

3. Atwhat frequency do college student services representatives recruit at the high schools?
other (list)
e Don't know
Usually through requests from counselors/teachers
Twice per semester
Two to three times per year
Two to four times per semester
Monthly
Several times per semester
Or by invitation
Varies with each school
Twice a year
Two to three times per semester
Upon demand - varies depending on time of year
Two to three times per year
Twice a month
Twice weekly
As needed

14 s

=2
@
eV

ERIC




4. Community college counselors or other student services personnel assist students at the high school campus '
with the following college information.

other (list) '

College personnel assist by College personnel assist student
providing information: personally with:
s Instructional program information ¢ Instructional program information
s Fegistration ¢ Course enrollment

5. How are high school students with disabilities informed of post-secondary opportunities?
other (list)
e Same procedures as for other students
High school counselors refer students with disabilities for individual conferences
Director of special populations talks with groups of students at high schooi - by invitation

We’'re notified by counselors and local agencies of students needing special assistance
Radio

6. What type of programs are available at the community college to assist at-risk (i.e., non-college bound)
students?

other (list)
¢ Child care program off-campus, weekend classes upward bound program, etc.
Career exploration workshops/study skills, etc. workshops
Adult learning center
Readers, notebooks
Upward bound

Upward bound: Black and Hispanic access groups/ activities .

Early warning svstem: orientation; partnerships returning adults center; services for LEP
students

7. How are high school at-risk (i.e.. non-college bound) students informed of community college educational a
programs or opportunities?

other {list) '
o High school visits by college counselors

We work very closely with a teen-parent program and the alternative high school

Tacurt search (TRIO) l

Mailings

At risk program start in Sth grade. Provides scholarships and mentoring

Alternative school/community college cooperative effort '

Continuing education promotions

Mail out information ; presentations

Developmental education program for student not ready for college, upward boi'nd program '

students came from high school to do Discover program.

Presentations by college recruiter

Same as all others: see 1.2.4 above i

Special college night program

15.
23
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8. What types of post-secondary education opportunities are available for students while in high school?
other (list)

e Upward bound program

¢ Workshops on various topics

e Young women's conference; university jump-start

9. The community college is interested in increasing the enrollment of
other (list)
e Non-traditional majors
Any student/non-student groups
Tech prep early admissions
ESOL students-off campus students in outlying county area
Returning adult leaming

}2. Is your community college involved in providing information about post-secondary
education opportunities at the middle school level?
Yes

At risk students invited to college, counselors speak to middle school groups

Adopt a school project

Presentation on their campus

Adopt a school programming

In cooperation with school to transition program

Host campus groups from middle schools on campus

Staff provide many types of programs, workshops, etc.

We do this. Briefings at middle schools, Texas scholars, tours of our campus

Junior high career day

Programs and tours

o Counselors visits career class, recruiter attends middie school project.

e Monitoring, guest speakers, career day.

e Atrisk programin junior high

e Working with community group to do career conference for junior high (parents in action for

vouth)

e Itisnever too early to inform studies

e Career information explanation programs

o Through tech prep information/visits by community college counselors to middle

school/campus tours for 8th graders

e (areer fairs

e Personal presentation of career decision-making

e Counselors routinely visit PTO’s and PTA’s and middle school seminars

e Counselors visits-program

e We are inviting kindergarten students to campus

e Tours/presentations for all 8th graders in college district

e Infrequently

e Information meeting with 8th grade counselors and monthly ncewsletter

e Tutoring, special program

o Tours-joint efforts-mentoring programbo cuieer programs, etc for middle schools

[
fa 4
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o College night targeted to middle school aged students
e Career day; non-traditional career for young women, adopt a school mentoring
e We have targeted srecial schools

13. The community college is involved in a partnership program aimed at assisting
students in their transition to post-secondary education. '
Explain

e Program initiated this year involves 8th graders making a visit to campus via city transit.
(DART busses) .

We have counselors round-table

College day/night

No - no shared counselors, etc. .

No - nothing formalized

Project SLORE w/ High School and CCCC

College bound '

Phone call to all recent graduates.

15. Please provide information about new emerging programs at your community college
aimed at assisting high school students in their transition to college:
e Special services - grow your own program in conjunction with Ft. Worth ISD
e School to work/dual credit./tech prep '
e Tech prep initiatives, Carl Perkins funded liaison, counselor liaison assigned to high schools
e We work closely with the local 1ISD’s teen-parent program while students are in high school
and after enrollment with us
Please contact Stephanie Ingram @ McKinney High School. She is a CCCC staff member
working on a grant this year at high school. The program is fantastic!
Vital link and adopt a school
College connections: tech prep
Liaison personnel identified to work with service area schools
Articulation meeting with school personnel each semester.
PASS - positive alternatives of success - GED high school equivalency diploma CIS
(communities in schools) counseling/tutoring/enrichment activities for students grad K--12
Dual credit programs
HCOP program (health careers opportunities program)
Tech prep - nursing
Career fair - college day concurrent enroliment program -- early admission
Tech prep

Tech prep, 2 & 2, college day. early admissions l

17
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RESEARCH SUMMARY

GOAL 2. IDENTIFY AND DESCRIBE BEST PRACTICES INCLUDING
INFORMATION AND PROCESSES FOR STUDENT CARFER DECISION-MAKING.

Key decision-makers and regulatory agencies across the state were consulted to determine the
best practices for assisting students in career decision-making. Findings resulted from
interviews with Texas Education Agency decision makers and partnership administrators
from Aldine ISD and Spring ISD Career and Technology Divisions, review of materials
provided by Texas SOICC (State Occupational Information Coordinating Committee). and
information provided in a Tech Prep sponsored seminar, Improved Career Decision-making.

An abundance of resources are available to assist Texas educators in developing and
implementing programs to assist students in career decision-making. Service providers
assisting students in career decision-making may request materials through Texas Education
Agency and the State Board of Education and the National Career Development Guidelines.
The following is a summary of the best practices for assisting students in career decision-
making.

e A Texas program developed from the National Career Development Guidelines is
available through Texas Education Agency. 1701 N. Congress Avenue. Austin. IX
78701-1494.

e Collaborative efforts to implement Tech-Prep programs abound statewide. lor more
information. contact Gulf Coast Tech Prep Consortium. 250 North Sam Houston Parkway
East. Houston. TX 77060. (713) 591-9310.

e The School-to-Work Opportunities Act of 1993 provides grants to states and localities to
form a national system of state-organized. locally implemented school-to-work programs.
A comprehensive School-To-Work ToolKit is available for purchase. For information
write Jobs for the Future. 1815 Massachusetts Avenue. Cambridge. MA 02140, (617)
661-3411. The Texas Toolbox is available through the Internet address.
toolbox ¢ www.nhmeed.cc.tx.us Center for Business and Economic Development. North
Harris Montgomery Community College District. 250 North Sam Houston Parkway F-ast.
Houston. TX 77060.

e Career planning portfolios that emphasize career paths are being introduced to middle
school students to begin thinking about career planning before high school. Students
explore career pathways that emphasize priority occupations and education
requirements ( Texas Education Agency).

e Career Investigation classes. once considered an option in middle school. arce highiy
recommended for all students at the eighth grade level in many school districts across the
state.

e Articulation agreements with community colleges and four-year universitics are
becoming more common place as high schools and colleges work together.




e High schools are developing Career Centers with state of the art career planning
software to assist students in career planning. The next wave of services to high school
students is to provide career placement through the assistance of transition coordinators at
the secondary and post-secondary level to connect students to the workforce.

e Collaborative initiatives with secondary schools and community colleges are developing
programs designed to better prepare students for the course of study in their four-year
plans and appropriate post-secondary programs {see CASE).

CASE: Spring Independent School District and North Harris College are working together
to develop and implement a district-wide program aimed at assisting eighth grade students in
choosing career majors as a vehicle for preparing students for the four-year planning
process. Together. educators, parents. and students are developing a plan whereby students
establish a clear career focus early in the high school experience and “declare a major™ course
of study which has a strong academic base designed to guide them toward a broadly
conceived career path. The goal is not to limit students™ options, but to assist students and
their parents in learning more about themselves and establishing some direction early enough
in their high experience to enable them to pursue the appropriate course work to prepare for
college and work. For more information contact Carolyn Ramsey. Director of Career and
Technology. Spring ISD. Spring. TX.
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s you begin pre-
paring students
for success in the
21st century, you
must consider two essential
factors: the students and the
career opportunities avail-

SMART
JOBS

able to them. Effective career
development is a process
and not an event. Career de-
velopment does not begin at
the point when students de-
cide to enter into the work-
force, nor does it begin when

Career Path Skills
Leading to Smart Jobs

High-Wage
High-Skill

Retraining-Life Long Learning

As technology changes, workers need re-
training to upgrade academic, workpiace and
technical skills.

Firm Specific Knowledge and Skiiis

Occupationally-specitic knowledge and skills plus
knowledge, skills and processes particular to a
specitic company or firm

Designing Career Pathways

students make their high
school course selections. Ca-
reer development must take
a systematic, as well as se-
quential approach.

Certificate of
Advanced Mastery

Q
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Occupationally-Specific Knowledge
and Skilis

Core occupational knowledge and skills plus specialty
knowledge and skills that are particuiar 1o a set of oc-

cupations

Core Occupational Skills
*Foundation
*Workplace
*Occupational- Technical

Occupational Knowiedge and Skills

Workplace skills plus core knowledge and skills that are
transferable among broad industrial or occupational areas,

such as electronics, computer applications, and instrumenta- Certificate of

i trol

tion contr Initial Mastery
Workplace Skills Core initial
Foundation knowledge and skills plus skills for working with re- ill
sources, people, information. systems, and technology. Includes] SKills necessary
!eammg 10 learn, listening and oral communication, creative think-1 for any career
ing/problem solving, self-esteam, goal setting, parsonal and career or education
development, negotiation and teamwork, and organizational effec-
tiveness/eadership. path

/;' RANSFERRABLE SKILLS = CONTINUUM OF LEARNING =

Foundation Knowledge and Skills

*Tools® skills, such as reading, writing, mathematics, speaking, listen-
ing, and higher order cognitive skills, as well as knowledge of subjects

such as science.

Skill advancement must be r
across occupational areas. While
knowledge that core skills should be tau
dent or worker progresses on his/her education career path.

nized as a continuum of learning throughout life. Core skills should be transterable
types of necessary skills. it 1s important to ac-
and core skill levels must advance as the stu-

this chart delineates the various
ight in an integrated fashion

Source: Texas Education Agency
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How to
Checklist

DSecure current labor mar-
ket information—local, re-
gional, state, and national
resources.

Review labor market infor-
mation to determine local,
regional, statewide, and
national trends. What are
the current trends, as well
as the projected growth
areas? In other words,
what will be the career op-
portunities available to
students who are currently
in our system?

DCIuster common career
opportunities to determine
career majors. For exam-
ple, if the current and pro-
jected trends indicate
openings for radiologists,
registered nurses, and
home health aides, one
career major could be
heaith careers.

DDetermine career path-
ways within each career
major. Career pathways
are determined by first de-
termining the competen-
cies needed for success in
a chosen career field. In-
cumbent workers in the
field, as well as secondary
and postsecondary in-
structors, work col-
laboratively to determine
the knowledge and skills
necessary to be success-
fulin a chosen career.

DOnce competencies are

determined, courses are
sequenced so that prereq-
uisite knowledge and skills
are taught before more
advanced knowledge and
skills.

U petermine what activities

must occur at each grade
level (beginning at kinder-
parten) to ensure all stu-
dents have received
enough information about
themselves and the world
of work to tentatively se-
lect a career major and
obtain the knowledge and
skilis necessary to be suc-
‘cossful,
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$$9$ for Career
Guidance
Activities

If you are interested in initiating
career guidance activities, but
feel you are unable to do so be-
cause of budget constraints,
please keep in mind there are
funds available. Your local
school district most likely has
Carl D. Perkins Vocational and
Applied Technology federal
funds aliocated that can be used
to purchase career guidance ma-
terials. In addition, your tech
prep consortium has funds that
may be used to purchase career
guidance materials. For your
convenience, we have included
the names, addresses, and tele-
phone numbers of each tech
prep director in the state.

Jump on the
Cl Carousel

Back by popular demand, the C!
teachers' carousel will be held
on Wednesday atternoon, July
20, during summer conference.
Your colleagues need you! Car-
ousel sessions are typically 15-
20 minutes and are repeated
3-4 times. The format is very in-
tormal. Teaching tips, activities,
and sharing resources you have
found to be useful are among
the most popuiar topics. Linda
Cegiel has once again gra-
ciously agreed to coordinate this
event. Please contact Linda by
May 27 if you would be willing to
be a presenter. Linda can be
reached from 8 a.m. to 4 p.m. at
(817) 232-0880 or after 5 at
(817) 236-1730.

Texas Tech Prep Project Directors

Elleen Booher

Tech-Prep Project Director

Gulf Coast Consortium

250 N. Sam Houston Parkway E.
Houston, TX 77060

Phone (713) 591-3531

Fax {713) 591-3513

Ray Brown

Tech Prep Director

Southeast Texas Tech Prap Consorium
2295 Delaware

Beaumont, TX 77703

Phone (409) 654-6425

Fax (409) 833-9755

Pat Bubb

TPAD Project Director

Lower Rio Grande Valiey Consortium
2424 Boxwood

Harlingen, TX 78550-3697

Phone (512) 425-0729

Fax (512) 425-0797

Jan Crews

Tech Prep Project Director
Texoma Consortium

5125 W. California
Gainesville, TX 76240
Phone (817) 668-7731 or
(903) 463-8654

Fax (817) 668-6049

Biil Daugherty

Tech Prep Project Director
West Central Texas Consortium
300 College Drive

Sweetwater, TX 79556

Phone (915) 235-7485

Fax (915) 235-7309

Rick Hernandez

Tech Prep Director

Brazos Valley Tech Prep Consortium
301 Post Office Street

Bryan, TX 77801

Phone (409) 823-4988

Fax (409) 823-6828

Roger Johnson

Tech Prep Director

Golden Crescent Consortium
2200 East Red River
Victoria, TX 77901

Phone (512} 572-6458

Fax (512) 572-3850

Sylvia Kelley

Project Director

Global Edge Tech Prep Consortium
101 East Park, Suite 855

Plano, TX 75074

Phone (214) 881-5850

Fax (214) 516-1467

Dr. Cassy Key

Tech Prep Consortium Director
Capital Area Tech Prep
Consortium

5930 Middie Fiskville Rd.
Austin, TX 78752

Phone (512) 483-7825
Fax (512) 483-7786

Marilyn Kolesar

Project Director

North Central Texas Tech Prep
Consortium

3939 Valley View

Farmers Branch, TX 75244-4997
Phone (214) 620-4181

Fax (214) 620-4897

Jewel Lockridge

Tech Prep Director

Heart of Texas Consortium
1400 College Drive

Waco, TX 76708

Phone (817) 750-3722

Fax (817) 756-0934

Lynn McGee

Tech Prep Director
Panhandie Consortium
7200 1-40 West, Room 344
Amarillo, TX 79106

Phore (806) 354-4274
Fax (806) 354-4735

M. C. (Mac) McGee
Tech Prep Director

;. North Texas Consortium
i 1609 Blonde Street

Wichita Falls, TX 76301
Phone (817) 720-3366

! Fax (817) 720-3368
: Alan Merriweather

Tech Prep Director
South Plains Consortium
2415 6th Street
Lubbock, TX 79401
Phone (806) 744-6477
or 765-2778

Fax (806) 765-2786

Dr. Carrie Neison

Project Director

Deep East Texas Consortium
P.O. Box 1768

Lutkin, TX 75902-1768
Phone (409) 633-5246

Fax (409) 639-4299

Debra D. Nicholas
Director of Tech Prep
Alamo Consortium

1300 San Pedro Avenue
San Antonio, TX 78212
Phone (210) 731-0082
Fax (210) 733-2338

Diane S. Nobles
Director of Tech Prep
TSTC-Marshall

P.O. Box 1269
Marshali, TX 75671
Phone (903) 935-1010
Fax (903) 935-9554

D'Arcy Poulson

Director

Concho Vailey Consortium
3197 Executive Drive

San Angelo, TX 76904
Phone (815) 947-9552
Fax (915) 947-9529

Dr. Barry Russell

Project Director, Tech Prep
Central Texas Tech Prep Consortium
2600 South First Street

Temple, TX 76504-7435

Phone (817) 773-9961

Fax (817) 773-7043

Doris Sharp

Tech Prep Director

East Texas Consortium
3900 University Boulevard
Tyler, TX 76799

Phone (903) 566-7353
Fax (903) 5656-4281

Dr. Lee Sioan

Project Director, Tech Prep
Coastal Bend Consortium

101 Baldwin

Corpus Christi, TX 78404-3897
Phone (512) 886-1787

Fax (512) 886-1825

Dr. Eugenia Travis

Tech Prep Director
Northeast Texas Consortium
P.o. Box 1307

Mount Pleasant, TX 75456
Phone (903) 572-1911

Fax (903) 572-1176

Ken Tunstall

Project Director

Permian Basin Tech Prep
P.O. Box 61447

Midland, TX 79711-1447
Phone (915) 567-5521
Fax (915) 561-5534

Eddie Vela

Tech Prep Project Director
South Texas Consortium
West End Washington Street
Laredo, TX 78040-4395
Phone (512) 721-5165

Fax (512) 721-5381

Dick Whipple

Tech Prep Director

Star Tech Prep Consortium
2401 Gamer Field Road
Uvalde, TX 78801-6297
Phone (512) 278-4401 x 264
Fax (512) 278-1054

Holly Woelber

Tech Prep Director

Upper Rio Grande Valley Consortium
1155 Westmoreland, Suite 235

Et Paso, TX 79925

Phonn (915) 774-0077

Fax (915) 779-8366

R
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PLANNING AND DESIGN ISSUES

Provides an overview of fundamental planning and design issues to be considered by
visionary thinkers interested in developing the partnership concept

Includes steps for developing a strategic plan to leveraging local support to writing
tunding proposals

These planning tools are vital in gaining support for the partnership.

Co
C.




STRATEGIC PLANNING

Seven Steps to Creating a Future unlike the Past

ACTION PLANNING - POLICY DEVELOPMENT - STRATEGIC PLANNING

This strategic planning guide can be used to assess where you are in the planning process and
to determine your next steps. The Determining Program Goals: An Action Plan serves as

a pianning format to clarify in specific and concrete terms the next steps that you can take to

build a shared counselor program in your district.

STEP 1: DEVELOPING A COMMON VISION

Why do we need a common vision?
e To clarify hopes and expectations of diverse stakeholders and participants:
e To propel people. as individuals and in organizations into the future:
e To build ownership of and a commitment to a better future.

What is vision?

e Itisa shared picture of a preferred future.
e It is creating the future by taking action in the present.

Visions are captivating. compelling. clear and identifiable images of something better.
Vision language is spirited and motivating. The process of reaching a common vision can
explore and challenge deeply held beliefs. It can engage many people in shaping their own
future. It can inspire creative thinking. It can mobilize people to act. And it can transcend
the present and keep focus on desired outcomes.

To build a common vision, consider these questions:

What does success look like? What needs to be different in vour future?

e Students? e Workplaces?

e Tcachers? e The education system”?
e Parents? e The cconomy?

e FEmplovers? e (Government?

Post-secondary institutions”? Your community”®

You need to understand the impact on these stakeholders and participants if you are to be
able to describe. understand. communicate. and replicate your vision.

25 4 BEST COMY AVAM AL




STEP 2: UNDERSTANDING THE CONTEXT/SCANNING ENVIRONMENT
To reach your vision it helps to know how to get there from here. A+ to do that. you need to
know where the here is. In other words, what are the significant trends and factors that

influence your students. teachers, employers, your program. its region. the state and nation,
etc.?

Also. what trends and factors influence the values, knowledge. traditions. cultures,
demographics. economic conditions. technology. politics. policy. and work and learning
opportunities that affect your program and the system of which it is a part?

Then. who are the stakeholders? What do they gzin and lose with your vision? What makes

them want to participate? What incentives will be effective? What adverse consequences
will they experience?

Finally. as you consider the trends and factors that are part of the context in which you work.
stop a moment to ask whether or not the different stakeholders see the trends the way you do.
What consequences might the variances have? What significantly different outcomes would
vour environmental scan show it a few key trends changed course?

STEP 3: ASSESSING ENABLING AND INHIBITING FORCES

Next is a systematic analysis of what challenges (inhibiting forces). and what opportunities
(cnabling forces) lie ahead? What is going well in your scheol. workplaces. and community”?
Wiy And how do you know?

For whom are things going well? What factors contribute to this success? Who has a stake
in continuing this success? How do the different stakeholders contribute to the success?

What are the issues that actually motivate people toward change? How can these be used
positivelv? How do these add up to enabling forces that will encourage or speed up the
development of vour vision and the programs and systems which it would create?

Conversely. what is not going well it your schools. workplaces. and community? Why?
How do vou know? And from whom? What factors are contributing to these problems”
Who wants to maintain these conditions? Who loses if these problems are fixed? How do
these add up to inhibiti1 ¢ forces that will slow or stop the development of your vision and the
programs and systems which it would create?

STEP 4: DETERMINING OUTCOMES -- STRATEGIES -- ACTIVITIES

Outcomes are:

Changes that should occur as a result of your actions.

e Tangible. measurable. manifestations of vision.

e Criteria to specify changes that will occur.

e l.ong-term. but not indefinite.

e Guide decisions on specific results. for whom. by when.

26




Then build priorities into your outcomes:
e What outcomes are most important?
According to whom?
Which outcomes are most feasible to achieve?
Which outcomes affect more people?
Work toward incrernental successes? Or one major win?

Strategies are like a road map. they outline the desirable route among several possible routes.
To build solid strategies:
e Know what is already in place.
Know how well current efforts are working.
Research effective strategies.
Consider existing programs and how they relate to your strategy'.
Determine new roles and relationships which influence strategy.
Set strategies in a timeline for action.

For each strategy break it down into specific. concrete activities. For each activity include
not only what will be done. but by when and by whom. As is often said. the details are what
make the difference. This level of planning helps eliminate time spent correcting the
mistakes of poorly conceived action.

STEP 5: GAINING SUPPORT (Also see Leveraging Local Support)

The steps laid out in strategic planning are presented in a linear fashion: keep in mind that
gaining support is one of those activities that must be a constant function if vou are to
succeed. Real change begins with change processes that are inclusive from the beginning.
and which continue on through cach step. To gain support in your vision. your outcomes.
and your means of implementation:

Identify the interested parties.

e (et their ideas.

Determine what they consider success to be.

Develop a profile of supporters. competitors. and opponents.
Learn how they think and talk about the concepts of your vision.
Listen to how they understand change. and what vou propose.

With this undersianding. promote vour vision by

Starting at the top and the bottom. to include all essential partners.
Start early.

Determining when and how to involve others.

Being genuine about involving others.

Making the message clear and compelling.

Delivering the message often.

Delivering the message again.

Sharing credit.

Keeping the initiative visible over time.

o
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STEP 6: IMPLEMENTING

Implementation is the stage to which too many of us leap directly, missing the systematic
planning that the prior steps allow. The earlier steps. done well, should result in a clear
picture of what is to be done. in the name of what vision, for what purposes. etc. In this
stage:

Clarify what, when. who, and how.

Target priorities.

Provide guidance. training. and support to co-implementors.
Continue the Gaining Support activities.

Stick with it.

Know that this is a long-term effort in most cases. Implementation activities need to
continue as vour vision and its manifestations are adopted. adapted. and accepted by
stakeholders and participants. Implementation usually needs a champion.

STEP 7: MONITORING AND CORRECTING

Obviously. planning cannot foresee all needs in advance. nor all of the adverse consequences
or benefits of vour vision. Monitoring and correcting is the work of changing mid-stream
what you are doing to adapt to current realities. One of the most effective way's to check
progress is to focus on results: keep the anticipated outcomes in full view and check progress
toward them. Use performance standards. benchmarks. or indicators to assess current
progress and to determine areas in which you need to correct or stay on the course.

As implementation begins and continues. the monitoring and correcting stage can easily scem
to get in the way of more immediate concerns. Know this ahead of time and specifically
identify how vou will monitor and correct your work. even during the difficult times. Sct
aside--ahead of time--the resources to do so.*

* Based heavily on materials printed by Barbara Dyer as part of the Investing in People
Project conducted by Jobs For the Future and the National Conference of State Legislatures
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ASSESSING CHANCES FOR SUCCESS

Option under consideration:

INTERNAL FACTORS HIGH MEDIUM LOW N/A

People:
number,skills

Time:
adequate

Organizational support:
climate, relationships

Facilities:
equipment, space

Money

Materials

Commitment

External Influences:
Community
Competition

Legislation

D. Fleming, Sétdol Strategies & Options, Lunenberg, MA
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LEVERAGING LOCAL RESOURCES

-For use in Gaining Support for the program-

The support of local resources insures the program’s success. Starting points for dialogue
about the value of the program follow. Local resources are essential in gaining support.
implementing and monitoring the program. Invite them to be a part of the Advisory
Committee.

SECONDARY SCHOOLS
Area superintendents, principals, curriculum administrators:

Administrators are resources for:

e assessing climate of board of trustees for financial support

e assessing need based on variables such as retention

e promoting the program in their district and assigned schools

Talking points:

e Administrators are interested in retention. The program is designed to target students
carly who may not complete high school or matriculate to post-secondary programs. By
providing an in-house college advisor trained in all aspects of student services. students
and parents are better prepared to make to decisions about continuing education which
benefits both the secondary and post-secondary institution.

e Administrators are interested in additional professionals to assist students. The
partnership provides additional counselors who split their time with both institutions.
thereby. providing another source tor working with students.

High school guidance counselors and teachers:

Guidance counselors and teachers are resources for:

e designing programs geared toward students” needs and interests:

e identifving students who may be at-risk:

e developing programs and activities that encourage post-sccondary education:

e referring students to participate in programs:

e involving parents in the students’ progress:

* counseling students about career options and the importance of post-secondary education
e cialuating student progress.

How to involve guidance counselors and teachers:
e in the Advisory Committee

in the planning process

in the referral of students

4u
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Talking points:

o The program is designed to assist students in their transition to post-secondary programs.

* Teachers and counselors are interested in helping students identify the most appropriate
post-secondary institution based on their needs.

* Teachers and counselors assist in making referrals to the shared counselor. The shared
counselor. trained as a college advisor. becomes a consultant to the faculty and
counseling department. '

L]

Teachers and counselors remove students’ roadblocks.

POST-SECONDARY INSTITUTIONS

Post-secondary partners are resources for:

promoting the program

providing funding for projects

helping design the program’s objectives

signing an articulation agreement with participating secondary school partners
developing programs that enable high school students to begin earning college credit
through programs such as concurrent enrollment and‘or dual credit.

How to involve post-secondary partners:

e on an advisory board:

e in curriculum development:

* indeveloping procedures that best meet the needs of students in their transition to post-
secondary programs.

Talking points:

® The program offers post-sccondary partners a chance to participate early in high schooi
students’ college planning process.

* Students’ awareness of the programs and benefits otfered by the community college will
increase enrollment.

®  Greater numbers of students will matriculate to vocational technical programs.

COMMUNITY

Access points:

Local Chamber of Commerce. businesses. churches. Youth Centers. and agencies.

How to involve community representatives:

membership on advisory committee:

committee members for various activities and programs:

leadership role on recruitment ettorts:

hosting information events in the community:

distributing literature at points where students and parents might see it:

make program design recomimendations on how to make maximum supports avatlable to
students.

¥ BEST COPY AVAILABLE
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Talking points:

e Community leaders and business owners are interested in reducing drop-out rates.

e Community leaders and business owners provide scholarship endowments that enable
students to continue their pursuit of higher education.

e Both the community and business owners are interested in hiring well trained candidates.

e The program provides a link with community and business owners to keep partners
abreast of current trends in job availability and training/skill levels needed.

PARENTS

Access points:
Parent Teacher Organizations. school board members. community leaders as parents.

Parents are resources for their:

How to involve parents:

insight into designing programs based on students’ needs:
link with other parents:
supportive role to students.

members of advisory board:
as mentors for students.

Talking points:

e The Shared Counselor Program can reduce the drop-out rate. Shared Counselors connect
students with community college programs and alternatives to quitting school such as
GED programs.

e The Shared Counselor. in the role of student advocate. removes barriers and provides
students with other alternatives.

STUDENTS

Access points:

Student Government. counselors. teachers. parents. community vouth programs. and other
extra-curricular clubs.
Students are resources for their ability to:

design programs for students’ interest: and needs:
recruit:

act as peer advisors to younger students:

evaluate the program.

How to involve students:

members of advisors committee:

hold focus  discussion groups:

work as peer advisors:

create positions of responsibility for students in the program.
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Talking points:
¢ Expand opportunities for college by participating in the various activities:

* Familiarity with the community college campus lessens anxiety and mystery about post-
secondary education:

Barriers such as financial concerns are thoroughly explained to students and expert financial
. . . . |
aid assistance is provided.
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Amarillo College

Established 1929

March 29, 1994

NHC

APk ia 1994

Dr. Sandy Shugart, President VP
North Harris College SOD

2700 W. W. Thorne
Houston, TX 77073

Dear Dr. Shugart:

| enthusiastically encourage North Harris College to submit a Perkins Discretionary
Grant Proposal entitled, "Shared Counselor Partnership.”

The project description summary is a clear plan to enable enhanced partnerships
between North Harris College and local ISD's. More importantly, this project
should meet the needs of the many high school students who marginally benefit

from parental guidance regarding post secondary education and for students who
lack self-confidence in their ability to do college work.

I'm convinced community colleges can work miracles for this vast number of

"middle,” "average” students who otherwise may never uncover their potential for
"becoming."”

The past 10 years Amarillo College has conducted a partnership with local ISD's
to contact recent graduates. We share employees (counselors) and focus on the
same objectives. Consequently, this project has encouraged many graduates who
are "late decision makers" to enroll in post secondary education. The ISD's, the
local colleges, the parents, and especially the students are the beneficiaries. The
evaluations and acceptance of this program have been very positive.

AC's program focuses on graduates only while the North Harris College proposal
is a continuing process for students. If your proposal is funded, | would like to

duplicate it at AC. | support your effort 100%, and if | can be of any service,
please let me know.

Sincerely,
X o
o Ry oz,
o RAR NS & Ll =T
LarryK./Patterson
Dean of Student Services
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Spring Creck Campus

2800 E. Spring Creek Pkwy.

Plano, Texas 75074
(214) 8815790

CoLLIN CounTty CoMMUNITY COLLEGE

April 4, 1994

Dr. Sandy Shugart
North Harris College
2700 W.W. Thorne
Houston, TX 77073

Dear Dr. Shugart:

I would like to express my support for the Shared Counselor
Partnership proposed by your college. I feel that this
project would be of great benefit to students enrolled in
higher education technical programs by providing a needed
"link" between high school and college staffs.

I see a strong link to the Tech Prep programs in our area.
Tech Prep is designed to attract the "middle" or "average"
students who don't seen to be as aware of their career
options. Providing a vehicle for increasing communication
would allow the high school counselors to stay current on
career opportunities and related college degree programs.

Such a "partnership" could be the key to making Tech Prep
truly successful.

Good 1luck in your endeavor to obtain the Perkins
Discretionary Grant for this project. Please feel free to
contact me if you desire further discussion.

Sincerely,
* : SN (-.
‘.-v\\ A \)\’)\'

Toni P. Allen
Dean of Enrollment Management

TPA:pr

BEST COPY AVAN ASLS
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Spring Creck Campus

2800 B. Spring Creck Pkwy.
Plano, Texes 75074

(214) 881-5790

Plaz

CorLy County CoMMUNITY COLLEGE

April 7, 1994
Dr. Darla Miller
Vice President for Btudent and
Organizational Development
2700 W.W., Thorne
Houston, Texas 77073
Dear Dr. Miller:
Thank you for sending the information on the Btate Leadership
Model Project enfitled "Shared Counselor Partnership®,
Your proposed program sounds right on target for the type of
programming we need to be doing for our high school students.
Any time that high school students are able to interface with
counselors, whether they are at the high school or college level
s beneficial.
The “one stop” service delivery for our students is the most
effective way to deliver services. Your program appears to be
sensitive to this type of need of our students.
Good luck with this endeavor. Pleass let us know at Collin
County Community College i we can assist in any way. We
fully support your preposed "Shared Counselor Partnership”
proposal.
Sincerely,
)/(,4%;, S Mclze
Mary 8. McRae
Dean of 8iudents

BEST COPY AVAILABLS
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— Humble I.S.D. ~

611 Higgins = P.O. Box 2000
Humble, Texas 77347 « (713) 540-5918 * FA. (713) 446-4601

Peggy Martin
Director of Student Support Services

April 8, 1994

Vice President for Student and Organizational Development
North Harris College

2700 W.W Thorne
Houston, Toxao 77073

Dear Ms. Miller:

I am pleased to offer the interest and support of my employer,
Humble Independent School District, for the shared counselcr
partnership project. There is a vital need for bridging of
services between high school and college campuses; the partner-
ship offers an excellent opportunity to accomplish this task.

Through my participation as a member of the advisory committee,
I will be able to share the experience I gained in a former job
description: At-Risk Campus Coordinator at Kingwood High School.

and career goals by discovering technical training programs at
North Harris and Kingwood Colleges. & systematic method for
delivering such information te all high school students is needed.
As T.E.A. is providing students with more graduation options and

school and college graduates, the counselors
searching for effective wa
students. Again, the sha
caomponent.

are continually
¥s to provide career information to all
red counselor position would be a key

Thank you for the invitation to serve on the advisory committee.
I am looking forward to representing my profession and my school
district in the development and support of the partnership.

Yours truly,

Geggy Marti)

Peggy Martin

BEST Copy AVEILABLE
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fiama\ A1 DINE INDEPENDENT SCHOOL DISTRICT
QS RESOURCE CENTER
14909 Aldine Westfield Road « Houston, Texas 77032-3099 » (713) 449-1011

April 7, 1894

Dr. Darla Miller
» Vice President for Student
and Organizational Dev.
North Iiarris College
2700 W. W. Thome Dr.
Houston, TX 77073

Dear Dr. Miller:

The Shared Counselor Partnership has helped bridge the gap between
our high school students and your college program. Many of our
students thought attending college was only a dream. Through our
partnership, doors have been opened and the college mystic has
disappeared. North Harris College is now a “real person” that our
students can reach out and touch on a daily basis.

The Aldine District is very interested in expanding and enhancing this
partnership through the Perkins Discretionary Grant. We stand
available to assist in what ever way we possibly can in order to assist
our students to access a higher education,

Sincerely,

Ui i

Vemrmon Lewis
Executive Director of
Secondary Schools

BEST COPY AVAILABLE
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NIMITZ HIGH SCHOOL

2008 W. W. THORNE DRIVE - HOUSTON, TEXAS 77073

Prineipsl
John Amshofyf

March 29, 1994

Dr. Sanford C. Shugart
2700 W. W. Thorne Dr.
Houston, Texas 77073

Dear Dr. Shugart,

Thank you for the opportunity to be a part of the Shared Counselor
program between North Harris College and Aidine ISD. Working with Nimitz
students and assisting them in their transition from high school tc college has
been a truly rewarding experience.

Many AISD students are ¢ager to pursue coueg;::d a successful career
but have limited resources. Ha a counselor on campus has helped
them in career decision making, jons, registration, and financial aide.
By offering these services on the high school campus thro one peraon,
much of the student's frustration and anxicty about the college transition is
alleviated. The Shared Counselor is a “familiar face* on campus, therefore less
threatening to the student than dealing with several offices on the college
campus.

Members of the community also recelve services on the school
campuses. Information on Community Education as well as co credit
courses is readily available. The Shared Counselor is one more resource to
communijcate North Harris College programs to the public.

Again, my thanks for the opportunity to assist these students and the
community. Isee unlimited possiblilites for this program in the future.

Sincerely, ’

dy Smelley
) Counseclor

BEST COPY AVAILABLE
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Aprll 5. 1994

North Harris College
2700 W.W. Thorne Drive
Houstorn. Texas 77073-3499

Dear North Harris College:

I am presently & junior at Aldine High School. In the
process of getting startea with my college career, Mrs.
McCharen has helped to ease the transition. When I applied
for Exceptional Admissions I had not taken the SAT or ACT.
When most people would have left it at that, Mrs. McCharen
realized that I had taken several honors and A.P. classes,
and that there was no reason for me to pot be admitted.
After some more digaing she discovered my PSAT equivalent
was high enouah to meet the standards. This summer I am
anticipating taxing more dual credit classes. Without her
help. I would not have been aware of all the opportunities
cffered tc high school students who are eager to excel.
Having her here has peen & great asset, and I would strongly
recommenc for every schoo. to have someone |lke her.

Sincereiy,

“SNudlSewe of

Heidl Sewell

BESTCOPY AVAlLATL ob
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April 5. 1994

North Harris College
2700 W. W. Thorne Drive
Houston. Tx 77073 - 3499

Dear North Harris:
I think the shared counselor’'s position is an asset to our
schooi district ana to our community. The shared counselor
from Aldine High Schoo! realiy helpea my son. Paul Jason
Smith was struggiino with his courses that he needed to
select for the fall. Mrs. McCharen. one of the shared
counselors. met my son at HNorth Harris and helped him with
his course seiection. This was a great help to him.

Paul. like so many other Freshmen. felt like a number. The
counselors at North Harris were busy. and doing their best,
but Paul felt rushed. He was intimidated by the long lines
and the many different lines he had to go through just to
get reqgisterec.

As a parent ! appreciated the shared counselor’s position.

I dia not know sne would help my son because he was a former
Aldine High School student. That did not make any
diftference to her. She cave him the encouragement that he
needed tc start his first semester. He no longer felt like
he was lost in the crowc. He was not ready to jump in and I
did not know how to advise him on his courses. The shared
counselor made a difference .in his adiustment to community
college life. ©She was a big help to me and to my son.

My son wants to transfer to Stephen F. Austin and Mrs.
McCharen sent me the requirements that Jason needed. I
really appreciate her help and I think the position is very
worthwhile.,

Sincerely.

77/4 Llen Qj/;/ff/(v

Marlene Smith

5 BEST COPY AVANLABLS
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BUILDING THE ADVISORY COMMITTEE

The Shared Counselor Partnership Advisory Committee is comprised of state and local
community college educators. public school administrators and educators, Texas Education

Agency members. shared counselors, local business owners, parents. and high school and
college students.

A list of interested candidzies developed during the planning stages of the project. The
project director contacted each prospective member with a personal invitation. Members

participated throughout the year in various capacities and served as consultants to the project.

ROLES AND RESPONSIBILITIES

The Advisory Committee 1s called upon to assist the program in all aspects of decision
making as deemed necessary by the Project Director.

Attend Advisory Committee Meetings

Serve as a consultant to the Project Director

Review drafts of survey of community and technical colleges across the state

Approve drafts of survey and cover letter

Attend project related functions and presentations

Review and evaluate current pilot project. the needs of diverse student groups.
appropriate methods to measure program effectiveness, and experience of all partners.
e Make initial and comprehensive recommendations on strategies to improve the delivery
of student services through the shared counselor partnership.

ADVISORY MEETING MINUTES

Advisory Meeting Minutes record what significant project issues were discussed in the
"Advisory Committee meeting. Prepared minutes of each meeting inciude. as a minimum. the
following:

e The purpose and intent of the meeting.

Meeting location.

A summary of the discussions. decisions. highlighting agreements reached.

A list of attendees by name. institution/organizaticn represented, and phone numbers.
Copies of action item sheets for each action to be implemented as a result of the meeting.

The chairperson formats the action item sheets (see form Determining Program Goals:
An Action Plan).
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Humble I.S.D.

611 Higgins « P.O. Box 2000
Humble, Texas 77347 « (713) 540-5918 « FAX: (713) 446-4601

Peggy Martin
Director of Student Support Services

September ¢, 1994

Ms. Vicki Stanfiel?d

Shared Counselor Prcject Director
North Harris cCollege

2700 W.W.Thorne Drive

Houston, Texas 77072

Dear Ms. Stanfield: ;

lettex, I will bhe happy to

In responce tc veur feptembe: 2, 1694
fhhared Counselor advisory committee.

participate az a membe: ¢ <t ©}
Thark ycu for *he :ivivat:or.

Yours truly,

Segy Ponter)

Peggy Martin

BEST COpy AVRILAGLY

Member of the Southern Association of Colleges and Schools
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ALDINE INDEPENDENT SCHOOL DISTRICT

ADMINISTRATIVE ANNEX
1617 Lauder Road ® Houston, Texas 77039-3096 e (713) 442-5081

September 8, 1994

Vicki Stanfield, MED, LPC

Shared Counselor Project Director
2700 W. W. Thorne Drive
Houston, Texas 77073

Dear Ms. Stanfield:

. Congratulations on being selected as the Director of the Shared Counselor
Project. The counseling service is a great way to aid students in bridging the
gap from secondary to post secondary education. I am interested in
participating as a member of the advisory committee.

I look forward to meeting with vou.
Sincerely,

Franklin Higgins
Director of Career and Technology Education

6U
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A NORTH HARRIS MONTGOMERY COMMUNITY C(OLLEGE

May 22, 1995

«FirstName» «LastName»
«JobTitle»

«Company»

«Address]»

«City» «State» «PostalCode»

Dear «FirstNamen»:

As the Carl Perkins grant period rapidly comes to an end, it is appropriate that we meet together
for an official advisory commitiee meeting. Thanks to each of you for providing feedback and
your expertise throughout the year as I worked toward further developing and refining the Shared
Counselor Program. We have had a productive and successful year.

Your attendance at the upcoming meeting is important. Please mark your calendar now and
contact my office with regrets only by June 1. Lunch will be provided. A special guest, Dr. Kay

Hale, Staff Advisor, Texas Higher Education Coordinating Board Community and Technical
Colleges Division, will be joining us.

Shared Counselor Program
Advisory Committee Meeting
Tuesday, June 13, 1995
North Harris College

Private Dining Room
8:45-11:00 A.M.

Sincerely,

Vicki Stanfield
Director Shared Counsclor Program

BEST Copy AVA!LA&SLE
L1 l

2700 W.W.Thorne Drive  Houston, Texas 77073 (713) 4435579 FAX (713) 443-5402
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- North Harris College
Shared Counselor Program

Advisory Committee Meeting
June 13, 1995

AGENDA

WELCOME Vicki Stanfield
GUEST Dr. Kay Hale

94-95 OUTCOMES
¢ Questionnaire - Frequency / Career Guidance
e Students Served 1994 - 1995
¢ Enrollment 1993 and 1994
HIGHLIGHT ACTIVITIES
¢ Conferences
Access and Equity- Austin, TX
Great Plains Honors Council Regional Conference- Stillwater, OK
NACADA Regional Conference- Austin, TX
e Shared Counselor Presentation
' Vocational -Technical initiatives
Michelle’s students
e Outreach Initiatives
Student performance
Ambassadors
95-96 PROGRAMS
e Mentor Program 94 grads host Reception - 95 grads
CHALLENGES

Splitting time 50/50
Satisfying two employers

QUESTIONS AND COMMENTS

LUNCH 8 2
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NORTH HARRIS COLLEGE

SHARED COUNSELOR PROJECT
ADVISORY COMMITTEE
MINUTES
JUNE 13, 1995

Present: Vicki Stanfield, Vernon Lewis, Marge Ellison, Darla Miller, Rhonda Johnson,
Shirley Benn, Kay Hale, Suzanne Acevedo, Eileen Booher, Rhonda Cannon, Floretta F.
Collins, Franklin Higgins, Judy Smelley, Georgia Carmichael

Vicki Stanfield, Director of Shared Counselors, welcomed Kay Hale, Staff Advisor with

Texas Higher Education Coordinating Board, who is overseeing the administration of the
Carl D. Perkins Discretionary grant.

Dr. Hale gave background on the selection process for discretionary grants during the
1994 period when the grant was awarded.

Vicki Stanfield oriented members to the materials and agenda for the meeting. Topics
included: C

94-95 Qutcomes: Two questions from the questionnaire sent to Texas community

colleges were discussed concerning the frequency in which college student services
personnel assist high school students at their campuses.

According to the data, the frequency of visits to the high school campus influences the

types and depth of services provided. As visits increase, services, such as career
guidance, increase.

Vicki Stanfield stated a conclusion drawn from the data, “The overall outcome of the
project -- to improve access for high school students into careers and higher education -
is dependent upon ongoing contact with high school students.”

Other topics

Students Assisted at the High School 1994 - 1995: A spreadsheet representing the

number of students assisted by the shared counselors at participating high schools was

presented. The spreadsheet provided the number of students served through various types
of conferences and meetings during the 94-95 school year.

Questions and Comments: Dr. Hale asked if we knew the number of students served who
fall in the average academic range that we were targeting in the grant. Mrs. Stanfield
responded that the number of students enrolling in developmental classes would indicate
that these students are represented. but the specific number was not available. In
response to Dr. Hale’s question, Ms. Benn, MacArthur Shared Counselor, added that the
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community college is presented in a positive manner that attracts students at all academic
levels. She said that many of the top students are choosing NHC for a variety of reasons.

Kay Hale, Coordinating Board, suggested following a group of cohorts to determine the
number who graduate. Eileen Booher, Director of Guif Coast Tech Prep Consortium,
interjected that since Aldine ISD is represented in statistics collected by Texas SOIIC it
might be one vehicle for tracking and follow-up. Dr. Miller, Vice President Student

Organization and Development, responded that tracking hard data is an issue to be
addressed in the next phase of the project.

Recent Graduates Enrollment: Enrollment figures in 1993 and 1994 were discussed

and projections were made based on number of students who filled out North Harris
College registration materials prior to graduation from high school.

During late April and May, 1995, Shared Counselors and college student workers assisted
high school students in the admission/registration process. Shared Counselor Monthly

Reports indicated an increased number of students interested in registering at NHC. Two
examples were cited: approximately 400 applications from Spring ISD high schools were

submitted the Registrar’s office and at Aldine High School - 95 students registered to
take summer classes at the Parkway Center.

Question: Dr. Hale asked what has been done in the area of professional development.
Vicki Stanfield described Division Updates at North Harris College designed to provide
the latest information about changes in AAS Degree/Certificate programs and trends in

the workplace. Other opportunities included attending Tech Prep sponsored programs
and state and regional professional conferences.

Franklin Higgins, Director of Career and Technology Education, described Aldine ISD’s
initiative “teacher shadowing” which gives teachers the opportunity to shadow people in
industry to remain connected with the “real world” of work. He suggested that the
counselors could benefit from this experience as well.

Dr. Hale said to look for TEXAS CARES, a vocational software, available that was
financed by grant funds.

Shared Counselor Presentation: Clips from the Shared Counselor Presentation were

shown: (1) Shirley Benn’s discussion of GED programs and the multi-cultural initiative
“Counselors on Wheels” (2) Michelle’s interview with students who benefited from the
program, and (3) Jim Winder’s description of the objectives and goals for the Spring ISD
multi-cultural outreach event, “North Harris College: A World Beyond.”

95-96 Programs:

Dr. Darla Miller reported that North Harris Coli :ge and its partners are committed to the
Shared Counselor Program. She announced that NHC elected to fund the Director’s
position to maintain the program’s continuity and further development. Vicki Stanfield
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will continue to serve as coordinator of the Shared Counselor’s activities and liaison for
the college.

Questions and Comments: Suzanne Acevedo raised a good question, “Where do we go
from here?” As Resource Development Director for the District, Suzanne suggested
continued collaboration to develop grant proposals that support further efforts and
possible links that need to be made. Suzanne pointed out that grants are based on needs
and that the advisory committee is the best source of what is needed. She urged the
committee to consider writing additional grant proposals. One suggestion might be to
develop a proposal using the teacher shadowing initiative as a model to bridge the gap
between the educational institute and the real world of work.

Eileen Booher reminded the group that block grants will be tied to school-to-work
transitions. Kay Hale suggested that four colleges apply together.

Kay Hale. Coordinating Board advisor, stated that the advisory committee is a valuable
resource for the program and, if possible, should remain intact.

Vicki Stanfield asked for the Board's continued support and assistance.

Following the meeting, lunch was served. Bennie Lambert, North Harris College
Registrar, and several of his staff members joined the committee for lunch.

51




FUNDING PROPOSAL

The following excerpt from Granty: citing: Proposal Guidelines provides a checklist for any
group undergoing fundraising activity. It is general by intent: sections and content need to be
adapted to suit individual needs. As you work through this checklist. remember that a typical
and serious mistake is to write a grant proposal that reflects what you need to say and not
what the funder needs to know to understand your project.

CHECK ALIGNMENT WITH POTENTIAL FUNDERS:

* Do your needs fit this funder’s typical pattern of giving? What types of support does this
funder provide?

» Does this funder make grants in your geographic area and for projects of similar topic?

 Does this funder seem to prefer collaborative projects or does it prefer to be the sole
source of funding? Does it fund fully or partially?

e Are most of the grants made by this funder single or multi-year awards?

» What is the deadline for applications? How often may you apply?

e What is the expected application procedure?

* Do you recognize any of the staft or ofticers listed by the funder? Is it appropriate to
contact them? How and when?

STEP INTO THE FUNDER’S SHOES:

Funders ask themselves these questions about vour grant proposal:

e Does this proposal meet our basic criteria®

e Does it fit our current priorities”

o Does it address a critical or appropriate need?

» Is the proposal an appropriate response to the need?

e Isthe applicant committed to this project?

o Isthe applicant capable of carrying out this project?

o  What are the expected outcomes?

e (an this project be evaluated? How?

o Can it be replicated if successful? Where?

e Have we funded this organization before? 1f so. what were the results? Do we have the
evaluation forms we requested?

» What is the total budget and the cost to us? Leverage?

o Will this applicant be responsible with our funds?

 Isthis somcthing that we are uniquely able to fund? How else could we use our funds?
If we fund this proposal what proposals will we have to reject?

66
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BASIC GRANT PROPOSAL COMPONENTS:

The basic elements listed below are just that: generic. typical, useful. Realize that your
proposal must reflect the funder to which it is addressed and your unique opportunities and
constraints. Most successful proposals contain. at a minimum. at least the essence of the
following (but not necessarily in this order or this arrangement).

L. INITIAL INQUIRIES - LETTERS OF INTENT
“Is this worth pursuing?

¢ Very brief!

» Purpose of organization

¢ Particular problem you seek to address

¢ The method by which vou will do so

¢ The total cost

¢ Your anticipated outcomes

¢ Tax status.

IL COVER LETTER

“Greetings: This proposal is vworth your time. ™

e Use organization letterhead. signed by chief executive

e State general idea of proposal and target population

* Be specific about your monetary request or any other type of support vou are
requesting

e Provide the project’s contact person and phone number

One page. clear and concise.

HI.  TABLE OF CONTENTS

“Where to find what.”

e Scerves to indicate that you are well organized.

e Allowsreviewers to find the information they need.

IV, SUMMARY

“Brieflv. this is a request to

e May be as short as one paragraph: not more than one page

* Specify the project’s total budget and the amount you are requesting from this
funder

* Summarize: Why this project: what you seek to do; how you will do it: when vou
will begin and end: and your anticipated results

* Include the name. phone. and address of the contact person for this project

e  Write the summary well: it makes a lasting impression.

V. INFORMATION ABOUT YOUR ORGANIZATION

“Is your organization credible?”

e Provide a historical perspective

e Describe your organization’s mission and the population vour serve
e Menton previous accomplishiments and sources of support

e Note particularly credible staft or advisors

e Include press releases. ete. if appropriate and necessary

G/
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VI

VIL

VIIL

IX.

Q

ERIC

Aruitoxt provided by Eic:

STATEMENT OF NEED

"What are the needs that the project will address? ™

* A need (or problem) statement is designed to explain why something needs to be
done.

¢ Essentially. you are identifving a gap between “What is” and “What ought to be™.

* Identify the target populations to which your project is addressed and justify your
selection

¢ Document the need with factual information. if available
* Use this to demonstrate your knowledge of the problem
* Be wary of defining your need too expansively or tdo narrowly.

METHODS

"Describe the methods and activities you will use to accomplish your objectives. "

* This question addresses your overall approach and plan of action. The Need

statement. provided the answer to “Why.™ Objectives addressed the “*“What.” now

detail the "How™

Provide a clear statement detailing the specific steps you will take to reach vour

objectives

* Indicate why you have chosen this method: why do vou think it will succeed for
vou in your organization? Provide documentation. if available. to show that this
method is justified: has it worked clsewhere?

* Include details about agreements which support this project and its

implementation

Include. 1f appropriate. a clear description of vour ongoing planning and

development process: how will your methods adjust to unforeseen contingencies”

TIMELINE

“Prepase a schedule of activities, ™

* Detail when you plan to implement the steps described in vour Methods

* Include everything that you are planning to do: if vou leave out details. reviewers
are apt to assume that they are not part of vour plan

* A realistic time schedule will indicate that the project has been carefully planned
and that the activities can be accomplished during the designated time period.

STAFF
“If the project is funded. swho will carry it owt? What are their qualifications? ™
Specifically. who will be the key project staff and what are their qualifications

* Detail any cooperative relationships. affiliated agreements. or contracts with
consultants

e Describe how the project will be adminis‘ered
e It may be useful to indicate who was involved with proposal writing and project
conception ‘

Be wary of lengthy staft resumes when a few sentences about each person would
more clearly indicate how each will contribute to this project.

EVALUATION AND DISSEMINATION

“Describe the methods that will he used to evaluare the progress of the project and 1o

communicate what you have learned with others ™

*  Determine if the funder expects a tormal evaluation or just the collection of
documentation

e lunders are usually pleased to see cvu]ualio?).gsls included in the total budget
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Large projects may need an independent evaluator

Outline the methods which you deem appropriate to disseminate the outcomes of
your evaluation or documentation to appropriate audiences: indicate why success
at your site would be applicable to other sites

Be wary of failing to fulfill your funder's expectations for evaluation or
documentation--you may lose the chance to apply again.

Xl. TOTAL PROGRAM BUDGET
“Provide a detailed budget for your project.”

A realistic budget is a critical part of your application and demonstrates the
capability to administer the funds you request and align financial resources with
your plans

Provide the total program budget and then break out the funding requested of this
funding agency: include all others sources of funding pertinent to this project
Unless the funder suggests an alternative method. list expenses by category. i.e..
salaries. fringe benefits. consultant fecs. rent. utilities. supplies. travel. meeting
expenses. publicity costs. insurance. publishing. subscriptions. etc.

Describe any in-kind goods or services provided by your organization

- Do not expect to change line items after receipt of the grant

Detail your plans for future funding. if appropriate. How will purchased
equipment be maintained”. How will future salaries be met? Has some
organization expressed a willingness to fund this project if it is proved successtul?

XII.  STATEMENT OF SUPPORT
“Indicate the (ype and breadth of vour support.”

Involvement in the project design
Support of the project
Intended manner of management if funded

Pereeption of how the project fits within or builds upon the organization's goals
and priorities.

XIII. APPENDIX

Be swary of including marerial which is not absolutely critical to the comprehension
of Your praposal. Excess material detracts from the more salient elements,

IRS letter of tax exempt status

Listing of Board of Directors or Advisors

Resumes of key project staff

Letters of endorsement

Relevant news clippings

Addresses of consultants. agency collaborators
Documentation for cited rescarch

Reports‘Results of prior year projects funded by this source.*

* Lcerpted from Grannvrinng Proposal Guidelines, by W. Douglas Zimmerman.
copyright 1990,

n
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PROGRAM DEVELOPMENT AND DESIGN ISSUES

* Provides an overview of fundamental planning and design issues and program functions
that need to be fulfilled to insure the program’s success (adapted from School-To-Work
Toolkit. JFF. 1815 Massachusetts Avenue. Cambridge. MA 02140)

¢ Partnerships can begin from different starting points: this section supports this kind of
flexibility .

Program planners should work toward the deep. mutually-reinforcing structural changes
that shared counseler partnerships require.

(Y




IDENTIFYING PROGRAM GOALS

Program planners must identify and articulate program goals that define the scope and
priorities of the shared counselor program and provide criteria for weighing different
program designs. Two types of goal setting include factors to considered in planning: (1)
assessing and identifying need for the program and (2) focusing on outcomes for the students.
Two forms useful during program design phases are provided (see Determining Program
Goals: An Action Plan and Developing a Plan of Operation).

1. Collectively determine program goals. Program partners come to the table with
different interests. In order to establish a clear, collective understanding of what the

program hopes to achieve. and of what that will require of the various partners, ask the
following questions:

e What is the justification for such a program? Research to determine need for
the program can be attained through various resources such as demographics.
retention and recidivism data. and documentation of evidence of need through
local. state. and national resources.

* What benefits will students gain from such a program? Motivation to stay in
high school and go on to post-secondary education or training? Exposure to a
range of carcers? Doors opened to possibilities that were thought out of reach?

* What benefits will partners gain from such a program? How can these
expectations be reconciled? For example. the counseling departments at both the
secondary and post-secondary level may want to gain another staff member to
assist in serving students. Clarifving such needs and finding mutually satisfactory
ways of meeting them is the challenge of the partnership.

* What can each partner contribute? A program’s goals are limited by what the
various partners are willing to contribute.

One of the challenges for program designers is to ensure that the diversity of opinions does
not result in goals that are either too vague or too contradictory to generate a shared sense of
mission and a clear purpose for the program. As programs evolve, their goals may also

change. Program designers shouid be open to the need to assess and reformulate goals over
time.

2. Focus on desired outcomes for students. When setting outcome goals. focus on
identifying and describing best practices for student career decision-making. maximizing
the effectiveness of delivery of services. and implementing strategies to inform high
school students and their parents about career and college opportunities.




IDENTIFYING POTENTIAL PARTNERS

Success in creating a shared counselor partnership is determined by interested key individuals
and institutions. The following questions may be helpful in assessing local interest in the
program. Responses to these questions should be documented; they can help build the
rationale for the program and serve as the basis of an effective marketing plan.

How receptive are students and parents in a program designed to assist them in
their transition to post-secondary education? Are a range of students interested in
such a program? Are parents likely to be interested? Is the program seen as a way of
meeting the needs of those students who may not matriculate to post-secondary programs

or as a way of better informing all students? Th:s partly depends on how the program is
designed and marketed.

What is the level of demand for better-informed students? Cieneral trends from local
and state resources can increase potential partners” awareness of the need for better
informed students. (Leveraging Local Resources also addresses this question.)

Which institutions are most willing to host a shared counselor program? Promising
indicators include: prior involvement in similar initiatives: tradition of leadership in

community affairs: awareness of the need to better inform students: and commitment to
meeting the needs of students.

institutions arid their staff? lssues to consider are high-school dropout rates. college
matriculation rates. college completion rates. and entry-level job opportunities. More
general considerations include whether school personnel feel that the majority of their
students are aware of opportunities and if thev are motivated to be further involved.

What factors are likely to spark intcrest among high school and post-secondary l




BUILDING THE PARTNERSHIP

With a strong partnership working to maximize resources and to develop linkages. students
can benefit from gaining access to post-secondary programs and ultimately become a better
prepared work force. Consider the following as you begin:

* Formative stage of the partnership -- In the beginning. the partnership may be a small
group of visionary leaders. C ver time. these visionaries will need to identify and recruit
individuals who can represent the various participating community institutions in goal-
setting and program design and implementation.

* Function of the partnership -- The partnership is responsible for: bringing diverse
groups to the table in a collaborative environment: forging a new vision for linking high
schools with community colleges: creating linkages that can constantly inform and
improve the relationship between institutions: coordinating the program: and
institutionalizing the program so that it can outlast its visionary founders.

o Credibility -- The partnership needs to build support among an ever increasing group of
stakeholders. especially among educators. intermediate administrative levels. faculty.
parents and students.

® Action versus inclusion -- A program may suffer setbacks because key partners were left
I out of program design. Even if innovation is to begin in one sector prior to beginning in

another. try to make sure it is part of a group plan.

P
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PROGRAM OPERATIONAL FORMAT

® Provides the "nuts-and-bolts™ of the operational format of the North Harris College

Shared Counsclor Partnership from identifving program goals through the evaluation
process

% The strategic plan of operation is outlined in this section and includes components and
month-to-month activities for reaching the program’s goals.
®

This section can serve as a resource to implement activities whether a program is in place
or not.

|
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PROGRAM GOALS

Based on the North Harris College Pilot Project, guidance from the advisory committee, and
research data. the Shared Counselor Partnership was refined to maximize the effectiveness of

delivery of services for all students with special emphasis on the needs of culturally diverse
and special populations groups.

The goals are a result of the synthesis of information from the pilot preject experience and
research regarding the optimum combination of services, practices, and procedures.

Objectives and activities are found in the following sections: Components and Developing a
Plan of Operation. '

GOAL 1. PROVIDE AN EFFECTIVE COMMUNICATION NETWORK BETWEEN
THE SHARED COUNSELORS AND PRIMARY EDUCATION/STUDENT SERVICES
PROVIDERS TO MAXIMIZE EFFECTIVENESS OF DELIVERY OF SERVICES.

See Component - Compuenication Network

GOAL 2. DEVELOP BEST PRACTICES AND STRATEGIES FOR FACILITATING
STUDENT CAREER DECISION-MAKING AND POST-SECONDARY EDUCATIONAL
NEEDS.

See Component - Quireach and Recruitment

GOAL 3. IMPLEMENT  STAFF  DEVELOPMENT  STRATEGIES  THAT
STRENGTHEN AND EXPAND LINKAGES WITH PRIMARY PARTNERS AND
OTHERS INTERESTED IN THE SHARED COUNSELORS PROGRAM.

See Component - Professtonal Inservice

GOAL 4. PROVIDE AND FACILITATE BOTH FORMATIVE AND SUMMATIVE
EVALUATION PROCESSES FOR DIAGNOSTIC AND MODIFICATION PURPOSES.

See Component - Evaluation

.
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PROGRAM STRUCTURE

‘Once the partnership has outlined it goals. the next step is to design a structure for linking
secondary schools and the community college. When developing a framework. designers
may use existing programs as a starting point and/or develop their own model by
collaboratively determining the partners’ needs. Program design discussions are
recommended to develop a program that serves both the structure of the secondary school
component and the post-secondary component. The following is a list of basic design
questions to help program planners as they begin to design their program.

Formulate questions that affect both the structure of the secondary school component and the
post-secondary component --- Who. what. where. when. how questions directed at the
program’s outcomes for students and partners. Who will benefit? How will the various
parties benefit from the partnership? What services are needed to meet the program’s
objectives? What is the time frame? Where will services be provided? Who will provide the
services and training? etc. Responses to the questioning process laid the groundwork for the
structure of the program and the description of roles and responsibilities for implementing the
Shared Counselor Program. Further questioning produced the grant proposal.

* North Harris College’s program developed out of the partners’ needs. The needs were
twofold: assist high school students- in their transition to post-secondary programs and

add additional counseling staff to improve the studenticounselor ratio at the high school
and the college during peak times.

* The Independent School District is the primary emplover.

* North Harris College pays the primary emplover. the Independent School District.
$20.000.00 toward the shared counselor's salary (see Contract Agreement).

e Fifty percent (50%) of the shared counselor's time is spent performing school functions
as a member of the high school counseling department.

* The other {ifty percent (30%) of the shared counselor's time is spent performing North
Harris College tasks at the high school as defined in the Roles and Responsibilities
agreement of the partnership contract. Shared Counselors spend approximately one day a
week at North Harris College. Refer to Roles and Responsibilities for more details.

* Two models are identified as the Traditional High School Counselor Model and the
Career Center Model.

*  Ongoing collaboration with partners and evaluation of the program serve to further retine
the models.




TRADITIONAL HIGH SCHOOL COUNSELOR MODEL

The role of the high school counselor is adapted to include the role of the Shared Counselor.
The full-time high school counselor’s time is split evenly between recruitment and transition
of senior students to North Harris College and general counseling duties.

Strengths of the model include:

e case in adding the new dimension to the duties of the high school counselor.
e easy access to the student population. )

e ease in adapting activities performed by the shared counselor.

¢ student and parent familiarity with the role of the high school counselor.

Challenges of the model include:
e constantly “switching gears™ from meeting the needs of the shared counselor’s assigned

student population to working with all students interested in information about North
Harris College’s post-secondary progranis.

e The duties entailed in two half-time positions can become as demanding as two full-time
positions.

CAREER CENTER MODEL

In the Career Center Model. the shared counselor functions as the Career Center Director and
Financial Aid expert at the district’s two high schools. Equal time is spent at each high
school campus fulfilling the functions as the Shared Counselor and Career Center Director.
One day is spent at North Harris College.

Strengths of the model include:
¢ more flexibility. The needs of both partners are met simultaneously. For example.
students meet with the Shared Counselor to discuss all aspects of career development
and planning.
 training overlaps in many arcas since Career Center activities entail decision-making
about post-secondary programs.
e less stress. In the Career Center Model. the shared counselor does not feel the

pressure of “shifting gears™ experienced in the traditional high school counselor
model.

Challenges of the model include:

e additional expense to the district if a Career Center is not in place.
e administrators may have to be sold the model.
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CALENDAR OF EVENTS

AND
ACTIVITIES
AUGUST
e Assist tormer students with North Harris College fall admissions. registraiion,
financial aid
o College Camp 1/2 day
e Senior Parent Night
e “Fish™ Freshman Camp (1 full day)
e Freshman Parent Night
e Announce Dual Credit Courses - Disseminate information and screen students
for eligibility
o Complete NHC Admissions/Registration
o Meet with NHC Student Services™ professionals to invite them to present
topics of interest at the high school during the school vear (i.e. Career
Exploration. Undecided Majors. Resume Writing and Interviewing. At-Risk
population topics. Financial Aid workshops)
SEPTEMBER
- e Disseminate publicity tlver in teachers™ mailboxes
e Include information about Shared Counselor Program in Monthly Newsletter
to parents and students
e NHC Newsletter
e Visit Freshman Classes
e Financial aid meeting with parents - discuss program
e In-service training for faculty and statt
e Coordinate Presentations by NHC Student Services’ professionals on topics of
interest to special populations and other groups at high school campus
e NHC Freshman Reception for high school graduates attending NHC
OCTOBER
o College Night
e Visit Senior classes
e Visit Career and Technology classes
e Organize student trips to NHC
NOVEMBER
e Visit Junior classes
e FEarly registration for NHC - inform students. assist at high school and NHC
e Announce Dual Credit courses - Screen students and complete NHC
registration
e Coordinate and welcome NHC Student Services™ presenters to high school
e View Fun Flicks video on Channel |




[A]
)

DECEMBER
e  Welcome NHC Student Services™ presenters to high school
e Plan and organize spring semester activities for NHC admissions. registration.
and financial aid process for senior students

JANUARY
e Organize committee of high school faculty and staff to plan Community
Outreach activities and/or events (see multi-cultural events in resource section.
Counselors On Wheel and NHC: A World Beyond extravaganza)

¢ NHC Newsletter to parents and community

e Registration for NHC

e Coordinate and welcome NHC Student Services™ presenters to high school

e Coordinate and schedule Financial Aid workshops for parents and students
FEBRUARY

e Visit AP and Honors English classes to discuss NHC Honors Program
e Organize Community Outreach activitics
e Coordinate ASSET placement testing on high school campus

MARCH :

e Visit Career and Technology classes to discuss NHC programs and
articulation agreements
Setup NHC display tor Career Day on high school campus
Coordinate NHC Honors Program visitation to high school
Community Qutreach - Multi-cultural Events
Coordinate student visits to NHC presented by Office of’ Admissions
Recruit NHC students to assist as “"Peer Mentors™

APRIL & MAY

e Visit 10th and 11th grade classes to discuss Dual Credit Program for next year

e Assist seniors with NHC admissions and financial aid forms for summer and
fall enrollment

e Coordinate "“*Peer Mentors™ to meet and assist seniors in course selections and
paperwork

e NHC Early Registration

o Coordinate transition of students with disabilities front high school to NHC

CONTINUOUS ACTIVITIES:

e In-service faculty and statt about North Harris College
Inform high school taculty and student body ot Special Events at NHC
Monthly Planning Meetings with Director of Shared Counselors
Communication between high school and NHC to coordinate activities
NHC “Information™ person on high school campus (walk-ins and phone calls)

hod

e
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e Distribute NHC information to high school campus and community
e Bulletin Board in high school counseling area

e Announcements - poster - flvers

e Disseminate GED and ESL information

o Assist NHC Student Services departments

95-96 activities:
e Visit middle schools to promote NHC programs
e Visit middie school Career Investigation classes

e View “Geta Life” video and discuss career paths
e Further develop Peer Mentor Program

96




EVALUATION PLAN

This section describes the processes fur both formative and summative evaluation of
the program. The plan is adapted from the Carl D. Perkins Discretionary grant

application, program year 1994 -1995, for use in evaluating the Shared Counselor
Program.

Evaluation of the Shared Counselor Program will include the collection and review of
quantifiable data for the purpose of determining the degree to which objectives were
obtained. Both formative and summative evaluation strategies will be implemented.

Shared counselors will daily evaluate the effectiveness of programs and services provided
high school students. This evaluation will be diagnostic in nature and allow the counselor
to modify the service plan as needed according to the needs of students and the objectives
and activities. Decisions can be made to produce greater correspondence between the
intended and actual outcomes. Performance measures have been incorporated into each
objective as activities to measure and evaluate their etfectiveness. Performance measures
are described as Activities (see Program Plan of Operations - Components in this
section).

Several types of data will be collected during the vear to determine if identified objectives
were met.  Regarding the students as clients. data will be collected on the number of
students who 1) were provided services. 2) were counseled. 3) were referred. 4)
participated in orientations. tours. seminars or group activities. and 3) received support
services. Regarding the shared counselors. data will be collected on the training. services
provided. as well as the services needed to complete the job. Since the shared counselors
are the heart of the project. their understanding of the role. functions. services. and
student support and referral in the seamless education process is critical to the success of
the program. Each shared counselor will be interviewed using a modified critical
thinking and visioning process to answer five critical questions (see flowchart below) that
will be used in both the formative and summative evaluation of the program.

Given the overall outcome of the program -- to improve access for high school students
into careers and higher education through the shared counselor program -- information
has been identified as a critical success factor.

EVALUATION MODEL
The modified critical thinking and visioning process includes the tollowing steps:
Key Question: How can we do things differently to develop an information system that

will be supportive to shared counseling partnerships and improve student access to higher
education and career opportunities?

to

[
[
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Evaluation plays a critical role in keeping the program focused. To insure adequate
evaluation outcome data, the following processes have been set:

1.
2.

3.

develop a quantifiable data baszline for each activity;

obtain quantifiable data on the achievement of each objective for use by the
project director and other decision makers;,

increase the number of faculty and administrators capable of implementing
and continuing program evaluations;

increase each college’s ability to evaluate programs, to conduct self-studies,
and to design an outcome assessment program; and

provide a summative annual performance report at the end of the year.
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Formative Evaluation includes:

Daily
| Shared Counselors and Project Director communicate via email.

Weekly
Monitor the number of students participating in activities.

Monthly
Monthly Report provided by shared counselors to include: Services provided to
students. referral made. indication of services needed. This is a diagnostic
evaluation to allow for modifications in the program and services: shared
counselor evaluates training. services provided as well as services needed to
complete the job.
The program director will submit the Shared Counselors Monthly Report with a
summary of activities pertaining to the coordination of the program to Vice
President of Student Organization and Development for dissemination to other
keyv decision makers in the college district.
Shared Counselors will provide a copy ot their Monthly Report to key
administrators and supervisors at their high school.

Midpoint

Formative evaluation of Objectives Completed to date. Data is used 1o correct the
course tor the remainder of the school vear.

Summative Evaluation:

Serves to measure the extent to which the program objectives are achieved at the end of
the vear. At the conclusion of the school vear. the eftectiveness of the partnership in
meeting the identitied goals and objectives will be evident. Data collected during the
vear. both regarding the students as clients and the shared counselors. will be used to
determine if the identified objectives were met. The shared counselors will be
interviewed as a group using the critical thinking and visioning process. The director will
submit the Summative Evaluation Report to key decision-makers in the partnership for
use in further planning and evaluating.
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NORTH HARRIS COLLEGE
SHARED COUNSELOR PROGRAM

Students Assisted at the High School
1994-1995

The monthly reports reflect a conservative total of students served this year.

Group: Entire classes are met to provide general and specific information about NHC
educational opportunities, financial aid, career exploration. etc.

Specialty Group: Topics include Workshop Series presentations presented by NHC
professionals on Career. At-Risk, Relationship, Test Anxiety, and other topics,
Vocational-Technical opportunities such as Tech-Prep and NHC opportunities, Dual

Credit / Concurrent enrollment. Special Needs Student issues, GED group information.
etc.

Individual: Student needs are addressed individually. Topics inciude but are not limited
to the above issues.

Parent Conferences: Parents are met by appointment to discuss ongoing issues related
to college and career planning such as college financial aid. admissions process, etc.
Other issues are discussed as needed such as GED programs. vocational technical
opportunities, etc.

Shared Counselors also meet with various departments on their high school campuses
to keep them informed of activities and programs: Inservice Counseling Department
colleagues; Academic Divisions and Staff Development with ongoing communication:
Vocational Technical Departments; and committee meetings for collaborative projects
such as Multi-cultural events and School-To-Work initiatives in the middle schools.

144
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Shared Counselor Program
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l .
‘ i ' Students Served 1994 - 1935
0 |
'GROUP 'SPECIALTY INDIVIDUAL PARENTS
. 1 | ——]
August & Sept '94 2985] 33 490
' October '94 : 2206: 1 16% 6
' November '94 ‘ 4 192 279; 11
December '94 | 280} 1360 21Gf 12
' January '95 : 140% 568 291 704
. February ‘95 : 2250: 26k 196 47
March 95 250 2387 R
' April 'G5 1341 1163 319
' May '95 1325 1437 275
TOTAL 8111 7999 § 4191 1877
i
i
§
i
|
|
|
| 144
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NORTH HARRIS COLLEGE

SHARED COUNSELOR PROGRAM
Summative Evaluation Report
July 1995

The Summative Evaluation is the outcome of a critical thinking and visioning process
utilized to evaluate the project’s progress. The following is a summary of a two hour
interview with the shared counselors in response to a key question: How can we do
things differently to develop an information system that will be supportive to shared
counseling partnerships and improved student access to higher education and
career opportunities?

Counselors were asked to consider how well the overall process worked by looking at key
process characteristics: performance measures and objectives, critical success factors
and potential barriers to implementation.

INITIAL VISION STATEMENT: Provide high school students a scamless transition
to post-secondary programs.

KEY PROCESS CHARACTERISTICS: How well did it work?

organization - technology - intended users - student support - flow, output,
performance

Organization:

North Harris College hierarchy:  Darla Miller. VPSOD. Student Services Departments

(Admissions. Counseling. Financial Aid. Career Placement). Director. Shared Counselors

e NHC Student Services Departments support shared counselors in their role. Kev
people are easily accessible.

Suggestions:

Lessen gap in dissemination of departmental information. Better communication with

NHC Counseling Department is needed to keep the shared counselors updated.

Improvement in technology will help. but ongoing communication is needed.

e Meet with Rhonda Cannon, for solutions. Perhaps. periodic updates need to be
scheduled or attendance at departmental meetings by shared counselors would
provide direct contact with NHC Counscling Department. (Note:  Requires
attendance at NHC)

® Participation at NHC In-scrvice programs is nceded. (Note: Requires attendance at
NHCQ)

® Continue monthly Dutch Treat lunch meetings with emphasis on departmental
updates. (Note: Requires attendance at NHC)

| SN
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Technology:

e Technology gaps limited shared counselors™ ability to provide full service at high
school sites (records. etc. were not accessible). Prompt communication with Student
Services departments was limited because of technology-.

Suggestions:
Vicki Stanfield has been given the task of coordinating technology support between NHC
and ISDs needed to make iniprovements in technology.
¢ Communication between NHC and shared counselors will enable them to more fully
service the students and remain connected with updates through email.
Set a target date for completion at high schools.
Get commitment from ISDs for their support in this project with their technology
support staff.

Intended Users:

e Number of students served reflects substantial use. However. quality of service was
not attained.

Suggestion:
e Develop Evaluation process.

Student Support:
e Students support is foremost.

Flow, output, performance:

e Monthly reports support number of students served. Peak times influence output and
performance.

PERFORMANCE MEASURES AND OBJECTIVES: \What things have gone right?
cycle time - responsiveness - flexibility to multiple sites

Cycle time: (Ebb and tlow of students at peak times of the semester.)

e Fulfilling the demands of both partners during peak times is challenging. at best.
particularly, for the Aldine “traditional counselor model.”

e NHC student services departments have recognized that one benetit of having the
shared counselors assist during peak times is not possible because of conflicting
responsibilities at the high school campus.

* To resolve this problem. Rhonda Cannon. NHC Counseling Department
Director. developed a calendar of possible dates that the shared counselors
may choose from to coordinate their work at the high school campus and
college campus. This method eliminated the shared counselors from assisting
at NHC during slow periods of the semester. It is a better use of the shared
counselors™ time than to come cach week at a designated time. (Note:
Requires attendance at NHC)
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Responsiveness to students:

e Responsiveness to students is ample at the high school campus.
Suggestion:

e Develop evaluation tool to assess responsiveness and student satisfaction.
]

Responsiveness to students at the college needs improvement. Email will aid in
correcting this problem, but a system needs to be devised for scheduling shared
counselors to meet with students who request them at the college.

Responsiveness to partners:

ISD is the primary employer. The shared counselors work to satisty the demands of
both partners.

Responsiveness to NHC needs improvement in AISD’s model.

Refinement needed for shared counselors™ attendance at crucial times such as training.
in-service. planning meetings. etc. (Note: Requires attendance at NHC)

Flexibility to multiple sites:
Decentralized approach to activities and services at each high school is working. Shared
Counselors make decisions based on students” needs.

Flexibility for the shared counselor at their high school site is dictated by the
administration.

When high school administration is described as flexible. the shared counselor
performs with less stress than those with less tlexibility.

CRITICAL SUCCESS FACTORS:
people - technology - product - services Why might they not go right?

People:

Support from partners is vital tor shared counsclors to meet the program’s
performance measures and objectives.

Suggestion: Flexibility is the critical success factor.

Explore with partners ways to meet the need for flexibility.

Technology: Installation complications.

Product: Much discussion about product took place. Key questions: What is most
important to NHC? ISD?

Suggestioﬁs:

Determine what 1s most important to NHC and ISD.
*  Number of students enrolling at NHC?
*  General student body exposure to NHC?
*  Community Education? Other?

4
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Counselors suggests:

Early identification of students interested in NHC -Work closely with these students in

goal setting. career exploration. and college planning. Incorporate parents’ participation

in the planning,.

e Determine Reasonable Expectations. The collaborative meeting with administrators
will provide counselors and director an idea of partner's expectations. This
information will be the foundation for program planning for 1995-96.

e Counselors are concerned with quality service as much as quantity. One barrier to
quality service is the number of students being served by the shared counselor. This
is an ongoing challenge of meeting the needs of students assigned to them as defined
by their role as high school counselor (50% of their allocated duties) and the students
interested in NHC (50% of their allocated duties).

Services:

Peak time: Spring semester prior to graduation is challenging because of the many
responsibilities to both institutions (i.e. high school year-end activities and graduation.
and NHC registration for summer and fall). Demands from both partners are greatest
during this period.

e Shared counselors were assisted by student workers from NHC.

Suggestion:

o Continued support for Student Assistants at the high school to assist students with
registration paperwork and course selection.

o Continued support for Financial Aid staff assistance. Cheryl Galloway s assistance
was most helpful. Students and parents benetited.

e Support from Admissions staff during peak registration period prior to high school
graduation.

* [rene Mullins, NHC Admissions. suggested that staff support from the college
be available at the high school to assist shared counselors in admissions
paperwork.

Discuss this with VPSOD and Registrar

*  Work with NHC Registrar’s oftice to develop check list for admission process
to improve the tlow of paperwork trom the high school campus to NHC
Admissions office.

e Cross-training of ISD counseling staff to answer general questions about NHC
before referring the student to the Shared Counselor.

POTENTIAL BARRIERS TO IMPLEMENTATION: resource allocation -
organizational - cultural - technical support - training & development - timely
communications - commitment
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Resource Allocation barriers:

e Allocated grant funds assisted in the further refinement and development of the
program.  The manual will be a valuable resource. Counselors will continue to
refine and tailor programs to the needs of each campus.

o Further planning meetings with director will resuit in a calendar of events and a
structured plan for the year.
e Develop Shared Counselor Program budget.

' Organizational barriers:
e Administrative hierarchy may not be aware of the demands of the program and what
it takes to make it successful. Communication network with all levels of
I administrative hierarchy is needed.
e Administrators may not have a clear understanding of the program and its demands
on the shared counselor in relation to the counselor’s responsibilities as a member of
' the high school counseling team.
e Need for flexibiiity when assigning duties to the shared counselor.  Administrators
: continue to keep in mind that because the duties of the shared counselor are split
! 50/50 between the partners. cusfomur_\‘ departmental standards or rules may need to
be adapted to enable the shared counselors to meet the needs of both institutions.
e Organizational barriers can be overcome with continued communication and
l collaboration with administrators. The shared counselors are cager to satisfy both
partners and need the support of resources and mm to meet the responsibilities and
' demands of both positions.
o Blocked scheduling and the elimination of tourth period may have an impact on the
program. The counselors are unclear as to how these changes may effect their
ﬁ oppertunities to meet with classes. etc.

Suggestions: Meetings with administrators.  Objective:  Review  the  1994-93
Summative Evaluation. Work as a collaborative team toward solutions.
o Administrators will work toward solutions to barriers.

Cultural barriers:

o Support from ESL Departments and Connie McMahan. NHC ESL liaison. eases non-
native speaking students” concerns. Having a name and face to connect with at the
college eases the barrier of language.

Suggestions: Continued communication with all divisions of NHC student services to

assess multi-cultural student access and use of services such as financial aid. cte.

e Work toward informing these students and their parents that there is a world beyond
the neighborhood.

o oo SESTCOPY AVAILASLE
lC 107

Aruiext providea by enc

i
[

m




O

ERIC

Aruitoxt provided by Eic:

Technical Support barriers:

e Technology support and cooperation is needed to complete installation at high school
sites.

Training and Development barriers:

e Flexibility is necessary for counsclors to participate in ongoing professional
development. Continued in-service with NHC and ongoing updates in academic and
vocational and technology departiments is necessary tor success of program.

Timely Communications barriers:

e Communication is vital to the success of the program.

e Planning and staff meetings result in program’s continued success. Flexibility to
attend these meetings is vital.

Commitment barriers
e Partners and shared counselors are committed to the program.
e Time constraints and conflicting demands impede success.

Suggestion:

e Appoint a joint committee to formulate a comprehensive mission statement and
strategic plan.

|
o
~.
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ROLES AND RESPONSIBILITIES

Provides contractual agreements and outlines a range of roles and responsibilities
critical to partners

Actual roles may vary significantly depending on the specifics of vour particular
program. These examples may be used to facilitate planning discussions in order to
arrive at an appropriate division of labor.

[tis very important to solidify the roles and responsibilities that you establish. A
helptul device is for each partner or group to sign a contract or mutual expectations
agreement that clearly articulates the responsibilities of each party. The contract
gives the program a mechanism to assure full understanding and consensus among
partners. as well as the means to hold partners accountable to the roles and
responsibilities they pledge to fultill.

-

s BESTCOMY AvaLaL:




A b A

i

-

AGREEMENT FOR EDUCATIONAL SERVICES

This agreement, made and entered into between Aldine Independent School
District and North Harris College, provides for services under the following
terms and conditions.

ARTICLE I

Aldine ISD and N01th Hanrris College agree that the following services will be
provided:

1. Four shared full-time counselors whose time will be split evenly between
recruitment and transition of senior students to the College (or the North
Harris Montgomery Community College District) and general Aldine ISD
counseling duties.

2. Duties include, but are not limited to the following:

e Provide academic advising, admissions. registration and financial aid
assistance to high school students seeking admission to any NAMCCD
and /or other college

¢ Provide academic advising. admissions, registration and financial aid
assistance, during specified times. for local residents seeking such
services at the high school site

¢ Conduct periodic evening workshops on college admissions and
financial aid for students and parents

e Serve as the expert resource on college financial aid for students.
parents and staff

e Advise students and parents 1ega1d1ng selection and preparation for
college admissions testing, including the SAT, ACT, TASP and ASSET

e Assist in the coordination of college/career nights

e Assist with the coordination of the colleges’ evening center at the high
school, if applicable

¢ Conduct registration at the high school campus for the North Harris
College Evening High School

e Assist with college counseling and registration during specified peak
periods, attend departmental meeting and participate in in-service
training on the high school and college campuses

e Assist with the development and renewal of articulation agreements
between NHMCCD and the high schools

e Provide, during specified times. student service support to North
Harris College on and off campus

3. This service will be for the fall semester. 1994 and spring semester. 1995.

Additional hours may be individually contracted during the unscheduled
summer months and are not a part of this agreement.

DEST Copy AVAILABLE
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ARTICLE II

Compensation for these counselors will be based on the following:

1.

North Harris College will pay Aldine ISD on-half of this counselor’s
salary, not to exceed $20,000.

Aldine ISD will make actual pavroll payments to this counselor, including
all benefits.

Vacation and sick leave. as awarded by Aldine ISD. will be honored by
North Harris College.

Aldine ISD will provide pertinent details regarding this counselor’s salary
and other basic information required for business office records.

Payment by North Harris College will be in equal amounts at the
beginning and middle of each fall and spring semester. For 1994 - 95 this
schedule will be:

Sepiember 15. 1994

November 1. 1994

February 1. 1995

March 24. 1995

ARTICLE II1

This agreement shall commence August 15, 1994 and terminate May 31. 1995.

ALDINE INDEPENDENT SCHOOL

DISTRICT
Date Superintendent
NORTH HARRIS COLLEGE
Date President
160
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NORTH EARRIS COLLEGE
2700 W.W.Thorne Drive
Houston, Texas 77073
(713) 443-5400

High School/Coilege Student Service Partnership
Shared Counselor
Job Description

Duties will include, but are not limited to the follewing:

»

rhareioh. vp. 819

Provide academic advising, admissions, registration and financial aid
assistance to high school students seeking admission to any NHMCCD
and/or other college

Provide academic advising, admissions, registration and financial aid
assistance, during specified times, for local residents seeking such
servicaes at the high school site

Conduct periodic evening workshops on college admissions and financial
aid for students and parents

Serve as the expert resource on college financial aid for students,
parents and staff

Advise students and parents regarding selectlon and preparation for
college admissions testing, including the SAT, ACT, TASP, AND ASSET
Assist in the coordination of college/career nights

Assist with the coordination of the colleges’ evening center at the high
school

Conduct registration at the high school campus for the North Harris
College Evening High School

Assist with college counseling and registration during specified peak
periods, attend departmental meetings and participate in inservice
training on tha high school and college campuses

Assist with the development and renewal of articulation agreements
between NHMCCD and the high schools

Provide, during specified times, student service support to North Harris
College on and off campus




North Harris College

Aldine Independent School District
Shared Counselor Partnership

RESPONSIBILITIES
Percent Time

50

10

15

10

Task

Perform any normal functions as a member
of the high school senior counselor team

Provide academic advising, admissions,
registration and financial aid assistance to
high school students seeking admission
to NHC or other NHMCCD colleges

Provide academic advising, admission,
registration and financial aid assistance
during specified times for local residents
seeking such services at the high school site

Assist with coordination of the NHC
evening center at the high school

Coordinate the offering of selected college-
level and credit courses on site to qualified
high school students

Assist with the development and renewal of
articulation agreements between NHC and
the high school/District

Assist with NHC counseling and
registration during specified peak periods,
attend departmental meetings and
participate in in-service training on campus

Provide, during specified times, student
service support to the Aldine Center
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PROGRAM COORDINATOR FUNCTIONS

Coordination of the program is a responsibility of the community college since the
program is part of the Division of Student Services at North Harris College. The
functions ot the program coordinator include monitoring dav-to-day operations.
troubleshooting potential problems. and acting as the lead contact for shared counselors
and program partners.

Examples of important program coordination tunctions include:

Overseeing the daily demands of the program The coordinator has to organize his/her
time to ensure that the necessary tasks move forward on all program fronts. The
coordinator is responsible for ensuring that the various parties and departments at both
institutions are informed of the program’s progress and troubleshoots potential problems.

Communicating effectively with different groups As the liaison between the high
school and college. the coordinator is responsible for maintaining open and timely
communication to all parties. Disseminating information is vital to the program’s
success.

Coordinating activities at muitiple schools The coordinator assists the shared
counselors in coordinating activities and serves as the lead contact to ensure that
programs and events run smoothly.

Ongoing program assessment Throughout the implementation and evolution of the
progran. the coordinator needs to assess program strengths and weaknesses. As the
person with the most comprehensive view of the program. the coordinator is able to track
what works and what does not and is able to identif\ barriers to success. The
coordinator’s observation become a part of the larger. formal program assessment and
evaluation.*
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B G B 0 G & G5 i SN Bk ') O G O A oD ' oa .

* Adapted tor Jobs for the Future School-to-W ork Toolhit - Building a Local Program
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TRAINING
- STUDENT SERVICES SPECIALISTS

Provides a narrative of training the shared counselors to tulfill their role as North
Harris College siudent services experts

Serves as a resource of suggested training and can be tailored to meet the specific
functions that evolve in the development of the roles and responsibilities established
in your partnership
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NORTH HARRIS COLLEGE
SHARED COUNSELOR PROGRAM
RATIONALE FOR TRAINING

Shared Counselors are members of the professional staff of the Division of Student
Organization and Development at North Harris College.

PRIMARY OBJECTIVE: Shared counselors serve as North Harris College Student
Services Representative on the high school campus. '

Responsible for providing all aspects of students services. recruiting. and assisting
students, faculty and staff, parents. and the community at large (see Job Description).

OBJECTIVE AT NORTH HARRIS COLLEGE:

e Continued training and updating in the four departments of Student Services
(Admissions. Counseling. Financial Aid. Career Placement) and Academic and
Technical Divisions. :

e Assisting NHC Student Services departments during peak times.

TRAINING

Objective: Train high school counsclors in the four departments of Student Organization
and Development (Admissions. Counseling. Financial Aid. Career Placement) to provide
all aspects of student services to students. faculty and statt. parents and the community at
large. The following summary describes eftorts to achieve this objective.

e The director of each department is responsible for training the shared counselors in
the customary manner as other protessional statt.

e Training involves working in each of the four departments of Student Services weekly
to become famil*ar with departmental procedures. During the first year of the
program’s operation. the counselors were trained in each of the four areas and were
assigned a department director to serve as mentor and primary contact.

e In-service training to orient and familiarize the shared counselors with the community

colleges’ programs included departmental tours and round-table meetings with
program directors and department heads.

14, BESTCOPY AvpiLABLE
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In-service training during the second year focused on providing updated information
about programs. Department heads were given a list of questions to be addressed at
the meetings with the counselors. Department heads responded to the questions and
provided handouts and other resources. Questions were those commonly asked by
high school students, such as:

Which classes in high school would be helpful preparation for the program?
Admission requirements? Job forecast for programs - certificate level and AAS
level?

Job titles and salaries for entry level positions and expected salary increases with
experience?

Job placement opportunities?

Skills needed?

Work environment?

Other training included attendance at Tech Prep sponsored seminars that addrzssed
Improved Career Decision-Making.

As members of the Student Organization and Development Division of North Harris
College. the shared counselors attend conferences sponsored by various professional
organizations and agencies such as Careers in Health Occupations and College
Academic Advising.

EXPECTED OUTCOMES

Through extensive training and direct contact assisting s:udents at North Harris College.
the shared counselors are skilled college advisors serving students in the following

capacities:

e assist students in all areas of student services. admissions and registration procedures:

e conduct New Student Orientation sessions and coordinate placement testing at the
high school:

e serve as NHC liaison for Community Education: English as a Second Language. Pre-
GED Prep, GED Prep and testing. Evening High School. ACT/SAT Prep classes:

e Liaison and coordinator of disability services and activities between high school and
NHC. serve as NHC representative for disability services at the high school campus:

e serve as NHC liaison on high school campus and in the community:

e provide career investigation beginning in middle school:

e design and implement programs to encourage post-secondary education:

e act as liaison and mentor for over age students. first generation college students.
single parents:

e scrve as advocates for special needs students. international students. GED students.

ito
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) NORTH HARRIS COLLEGE

I APPLIED TECHNOLOGY
I MEMORANDUM
I DATE: October 22, 1993

TO: Dr. Darla Miller
| l FROM: Gail Phillips
. SUBJECT: Shared Counselor Workshop

In a meeting held Tuesday, October 19, 1993, attended by Dr. Darla Miller, Bennie Lambert. an¢ Ga:.
Phillips, a discussion of the shared counselor workshops led to several decisions affecting the planning
guidelines for the workshop agenda. In addition. the consensus of the division heads at the meeting e
October 13 was shared with Dr. Miller and Mr.Lambert with the results reflected n the aiavice
timelines/agendas.

The original dates for these workshops were Friday. November 12, 1993, and Friday. Decenber
1993. Since the December 3rd date conflicts with carly registration and Mr. Lambert's desire 1s 10 use *
shared counselors as student advisors in this process. the NEW DATES for the workshops will be FRIDAY
NOVEMBER 12, 1993 and fRIDAY, DECEMBER 10, 1993, Please correct vour calendars. and resen
these dates for your presentations.-

A

The timelines. general format. presentatior CLringes and COMMENTS dre 1705 ICG s e HINCRS © 7 . -
review,

The assignments of division heads 1 ~poec . datey was based dpon spediic reguesis recen e
October 13 division head meeting.

Please feel free to contact me at x6™} w:'t any caestions and or concerns which Mlad dTIse Iree o
review of this material.
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NORTH HARRIS COLLEGE
APPLIED TECHNOLOGY

MEMORANDUM
PAGE 3

SHARED COUNSELOR WORKSHOP

AGENDA
DATE: Friday, December 10, 1993
TIME: 9:00AM - 4:00PM (as required)
LOCATION: Winship 278
PRESENTATION QUESTIONS
TIME FORMAT/PRESENTER(s) LENGTH AND ANSWERS
9:00-10:00AM INDIVIDUAL PRESENTATION 60 minutes N/A
Bennie Lambert
10:00-11:45AM DIVISION ROUND-ROBIN ~ . munutes-division N oA
Rami Shafiee
Debbie Ellington
Manlyn Rhinehart
Pat Timpanaro
Gail Phillips
11:45-12:30PM Lunch(on vour own) 45 minutes
12:30-1:50PM PANEL PRESENTATION 60 minutes 20 minutes
Rami Shafiee (1> minutes)
Helen Covington (15 minutes)
Debbie Ellington (15 minutes)
Marilyn Rhinehart (15 minutes)
1:50-2:05PM Break 15 minutes N/A
INDIVIDUAL PRESENTATION
2:05-3:05PM Pat Timpanaro 45 minutes IS minutes
3:05-4.00PM Gail Phillips 40 minutes 1S minutes
l 165
LS
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NORTH HARRIS COLLEGE
APPLIED TECHNOLOGY

MEMORANDUM
PAGE 4

PRESENTATION OUTLINE

Although each division head would have the freedom to present information he/she feels is relevant to
the audience, the following outline is provided as a suggestion:

ivisi Robin Activity
Since the five shared counselors have already received a facilities tour of and information relevant to
the operation and services provided by the math and developmental studies labs, the five division heads note

in the agenda have an opportunity to meet with a shared counselor on an individual basis.

This time could be used to:

. get acquainted

. introduce counselor (o facaty and sty proser

. provide a guided tour ot factiities, labs, ete

This activity will be repeated o ives win cadh diviston head “handing o™ therr counseior to 1

next division t.€. "round robin.”

PANEL PRESENTATION
INDIVIDUAL PRESENTATION
OUTLINE

I.  Missicn/Purpose of the Division
II.  Outline of division programs
III.  Program specific information

a. transferability issues
b. pre-requisites/corequisites
¢. successful student profile
d. application/acceptance criteria into programs
e. placement testing: TASP/ASSET. et..
f. remediation
g. students with disabilities related 1o provran -ecarements
h. suggested high school preparatse
1. advanced placement
1. articulation agreements 4t
Handout matenals 1 appiican

BEST COPY AVAILABLE




NORTH HARRIS COLLEGE

SHARED COUNSELOR'S WORKSHOPS
EVALUATION FORM

Instructions:  Please read each statement and then circle a number to the right which best

describes how you feel about the shared counselors workshops

Rating Scale

1= strongly disagree

2= disagree

3= sometimes ves, sometimes i,
4= agree

§ =

strongly agree

Having participated in the shared counselos workshops

1 believe the information concerning programs. faciiues pre co-requisttes. and curriculum
presented will help me better meer the counseling ads tsing needs of high school students

i

As a result of these workshops. | tee; more comtortable having multiple points of contact with
the College in order to obtain adduional program information when needed

1 2 3 4 5

The presenters were knowledgeable of the information disseminated

I

BEST COPY AVAILABLE
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Aruitoxt provided by Eic:

I had adequate opportunity to present the high school perspective and ask questions when
necessary

The material was presented at a comfortable pace. not too fast. not to slow

] 2

po)
4
I

]

The facilities used were adequate and the meais and retreshments were satisfacton

| - . ; :

Overall these workshops mier = needs o cvpedtations f

Please take a tes moments fc e o, trer e

SU B S D NN P G N

Comments. Suggestions

|
« \L'
rﬂ'
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IC

LAUNCHING THE PROGRAM

Communication through the media and other mediums is vital to the success ot the
program.

. . . . . o
Instructions for developing usetul brochures and newsletters are reprinted with the
author’s permission.

i7¢




Designing Effective Brochures

Your first step in developing an effective School-to-Work program
brochure should be 10 ask for professional help with the writing and
design if it is available. That help might come from the public infor-
mation office of your local school district or from another partner in
your coordinating council, perhaps. If no such resources are availabie.
however, you can create an attractive, effective brochure yourself.

Determine early on how the brochure will be printed — by a com-
mercial printer or by the in-house duplication center of one of your
partners. Talk to your printer early about your plans. ai,d allow him to
help you get the best results from whatever money you have available
1o spend.

The greatest challenge in developing an effective brochure is to cap-
ture the reader’s attention and create enough interest that he or she will
open the cover and read on. Having accomplished that, you want to
present the information inside in a way that wili guide the reader through
the text and help him or her locate information quickly.

Formats
" Choose the format and size which best suit the purpose of your bro-

l chure. Format and size are often determined by the method of distribu- SIX-#ANEL

tion. If it’s going to be mailed with a cover letter. for instance, the FORMAT
brochure should be designed te fit inside a business envelope. : ‘ '

The most common brochure format 1s an § 1;2 by 117 sheet folded EIGHT-PANEL
like a letter 1o create six ventical panels. Although the vertical format , - FORMAT
is most common, the same format can be printed honzontally. To gain
more room for copy or tllustriations. You may choose a slighty larger,
8 172" by 14" sheet contamning cight panels. Again. the brochure can
be printed horizontatly or verucally. ’ FOUR-PANEL

Even larger formats can be used when brochures will be distributed FORMAT
by hand, displayed in lirerature racks. or maled in oversized enve- '
lopes.

The Cover
Cover design 15 also dependent to some degree on vour distribution
method. If the brochure is to be displas ed in 4 hterature rack. the head-
line and other identifying information should be located so they will
be visible. ' TITLE
Often the cover consists of a photograph or illustration and a large K
headline. Sometimes it includes a series of smaller illustrations in- PHOTO TITLE
stead of a large one. or no photographs or iliustrations at all. Instead, -
the headline is the dominant visual element. Frequently a subhead is -{] |PHOTQ
used to amplify the brochure s headline and lure the reader inside. o
Whatever else is on the cover. plan for it to include your program
logo. or other identifying elements. LOGO

TITLE
Subhead

ll

LOGO

LOGO

Mo Wator TeoCononrs Toooms Gt e Pord o v MU 8 S AJARA] (2282 Copyright 1994
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Layout Options

Your brochure can be arranged as a series of individual panels or as
sets of side-by-side panels. Multi-panel “spreads™ can add variety and Inside
1pterest to the entire lfiyOut. provide space fo_r photogr'aphs or 1l‘l_ustra- HEADLINE Headine
tions too large for a single panel, or emphasize a portion of your text. — 1 | —l—_—
Just be sure not to disturb the publication’s overall continuity.

Remember to correctly organize the sequence of information on the
panels. Before beginning to “lay out™ or locate information in the bro-
chure, you should fold a blank sheet and create a"dummy" so you will
know where each section should go.

Your brochure should be designed for easy left-to-right reading. The
layout should make it easy foi the reader to follow the central “thread”
of the document and establish a hierarchy of imporntance for the con-
tent, reinforcing your message. (Since some readers may only scan the
headlines and subheads. those should be written so as to communicate
the gist of your message.) Outside

Mutti-panel Spreads

Il

0

il

f_
3

p— TITLE

|

|

LOGO

Type and Artwork Brochure Dummy
The text and white space are your brochure s most important design Inside

elements. Type should be clean and easy to read. Avoid elaborate type- , l

faces that can overpower vour message and inhibit quick reading. o 2 3
Resist the temptation to crowd 100 much copy onto a page. Gener- : ?

ous margins communicate to the reader that the content 1s wel! orga- '! l

nized. Cut the copy if you have to in order to leave adequate margins. i

»
[¢4]
»

Checklist for Brochure Design

Outside
1. Is the design and format appropriate for its
method of distribution?

2. Does the front cover contain a headline or copy
that invites the reader to read on?

3. Is there a smooth and logical development of
ideas from the front to back covers?

4. Is there an attractive balance between text,
illustrations, and white space?

0 DEST COPY AVAILABLE
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The Perfect Newsletter
“

Is there such a thing as a “perfect” newsletter? Brobably not, but any publication that does
a selling job for your program probably comes as close to “pertect” as is necessary.

The points described below contain information appropriate to a wide variety of organiza-
tions interested in reaching a particular segment of the public. All of the points will not apply
to every newsletter, and some of them should be ignored or reversed in special circum-
stances, but a checklist like this will help you cover all the necessary bases.

® Work for a special look. Use
color, graphics, innovative design.
Emphasize photographs. Consider
using a distinctive typeface in the
title.

e Choose typefaces elsewhere
for maximum readability. Most
readership studies show that erif
typefaces are easier to read than
sans serif. (Serifs are the little
“feet” on the letters. This typerace
is serif.)

e Keep typefaces. spuving.
typesizes. illustration stvles
format consistent thraughou:.

o Usea three-colums formuyt for
maximum flexibility and interest.
One-column is hard to read. a0
columns can be mor.oionous

® Stick 1o your formut every is-
Sue. every page.

¢ Choose a distinctive name. but
don’t be so clever that the purpose
of your publication is obscured.

e Be brief. Space is not unlim-
ited. Use simple, readable sen-
tences.

e Consider the advantages of
starting several articles on the
front page to keep readers from
“dropping out.”

® Keep a file of extra articles.,
quotes. or graphics o use as fill-
CrN N un emergency.

o Trvi-useinfarmation that will
pique the anterest of readers.

o Usewide murgins. They muke
reading easier.

e Numder the pages,

o Incicie vour muiling address
anid phone number. Provide the
Name of 4 contact person: you
never keow where your newslet-
er may end up.

e Choose ink and paper colors
carefully. Readability of type and
photographs is best with black ink
on white paper. What you gain in
design, vou can lose in readabil-
ity.

"

¢ To save money, specify “pot
inks rather than PMS colors which
have to be mixed by the printer.

e Use a calendar in each issue
with special dates marked.

e Leave copies in the guidance
office. the school Lbrary. und other
appropriate places.

e Consider sending a cover let-
er with the newsdeter o re-em-
phusize a special point ar event.

e Muilacopy o all inguirers.

e Compare bulk 1ate postage vs.
first class and choose the method
mMOast suitgble tor vour purposes
and circumstances.

e Consider designing the news-
fetter as a self-mailer instead of us-
ing an envelope. Will there be en-
closures? Will the post office
handle your muiling?

® Be clear about your budget.
Determine all of your out-of-
pocket expenses in advance, so
there are no surprises.

Steve Walter, Tri-Counn e himie, Codleve Penditon SC NGRAGN3R) 2232 Coparoh
gk 9yl
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ew news.
What's this new
news? OK, OK so

what's 50 hot about reading *

this newsletter? It could
change your future!

ALL THIS TALE abou
planning for the future -
how boning, nght? Well, as
much as you might like 10
“think about that
tomorrow.” something can
be said for spending a few
minutes on such matters.

TUAT'S TRESO&L of \1is
newsletter — to provide
helplui information about
resourees available 10 you
nght now right here. at
vour high school. before
decision- making is made 1in
4 mad rush

SUMEOF YAE probabiy
like 10 plan ahead and
athers prefer “fiying by the
seat of your pants °
Whatever vour sivie. help s
avarlable 10 Lake the mysten
out of what 10 do with the
rest of your life

IS
GOLLEGE
IN YOUR
FUTURE

10 YBUKBAW that quesuions *

about college can be
answered nght at your
wampus? A college adviser s
here 10 assist you Four

Aldine 1SD high schools and ®

two Spnng 1SD high
s.hools, in parinership with
North Harns College
provide one-stap senvice by
wav of shared counser.ts
WANT TR ANEW :he 0.
and cuts of finanuial a4
ehpiodiy —aesdimes . ¢ .re
hellest job irends and
timng regquirements? Or
PErhaps you wouid tike

 some direction, or you may

« be wondenng if college 1s
for you.
FRE BELP on your
* campus, stop by the
® counseling office and ask
o foryor  red counscicr
Ltlar - Wicksila Melharn;
* Baehelar - $hietay b,
* Rinite-daty Smalley: Hsnabener -
o Htoretin Sallins; Wasitinid ang
o $priug Nigh Sehaais-din Wistar.

* 480TE from . high sk
® student in a carcer
 workshop
LT WANT A jog
THAT pAYS
‘lLeYs oF
MONZY,”
o BAVEYRUEVER:: .o -
o SAMe e  How v L
vou ke Lo anew e -
"l s NN
® Loreas: ng Forvne
o contat voeur siare

ounse,
o SOUNNCLL

* HOW CAN SHARED

* COUNSELORS NELP YOU?
o Heid: Sewell an

o outstanding Ardine H o~

student s gewing A o

start o7 cailege o
® the assistanie @ 7 - -
o mucharen snared
o vounscior Hedi snared
stony of "Inals and
‘ tnbulations™ she facea as
result ol wanuing b earr,
e coliege credus off campas
o While partivipating i Ul
alinvakics
TE IMMERIATE RESPONSE
of 'ne turned i
® pessipribies and an ever
o VS wdn N Peir T
McCharen whe e
: o Herd ~ ebal
°  AGCORGING 1O REIDI.
. "0_-,"' i Al [y
o T s
(o> S
[T

el

CThew Lar e

LA s (AU

« Boand deats: (hckod

1o the juniors and seniors , Crowfon, Kousae Fusdh, Sokmon hen,
‘ rarticipating in the first . Amber Lowvence, Matthew Perry, Tum
® semester of Dual Credit Pung, Danete Roming, Charke

A salute

. asses Students are carming * Samon, Nied Sanfond, Lowestis Trotty,

sin high school and « Nlyssa Wheoton, Heothar Davis,
g¢ credus from North | Kmberdy Godin, Jodynn Mohvfeld,

~us Ehgibiluy s * Bowie, Jomes Hubgood, Andrew
:..red Sceyourshared  * Woren
sdarlor detasls
o Keely Camobed, Xagh Molive, 8ron
0'8oyle, Rebecca Rios, Yokesho

® Mochrther students: Sdney

. Aldine students: Mona Conty, Seov « Wiioms, Eivg Martinez, T

27 nov. Melsso Cole, Hone o Sengsotheuone

* ioon. Mounoo De Los Sentos, Hesdi w-m stodeats: ichard Go,

LEaii (mdnhg,ksgeh Pike

. Expert faculty.

inelibmry rE50UCes Better than ctudents

What’s so great abou‘t%
North Harris College ¢,

Career planning and placement.

Plays, choral and instrumental music
concerts, and art exfubits.

DAY, EVENNG & WEEXEND -
(m . HHC

AFFORDABLE TUITION Lstudents |
- ag hékas BB for e ho tanti

Lhroe-hosr cowet
n-dglrict.

ouniarsities

;- pertormoas well or

ond “m(es. W’m wha b «;un ther -

studies of the

College-credit courses GuiTLULTIEN
you can transfer to :
four-year universities,

PROFESSIONAL AND CAREER TRAINING.
Diverse student organizations.

SMALL
CLASSES.

M)re than 60 programs of study

g

10U CAN EARK YOUR DEGREE THROUGH QUR WEEKEND
COLLEGE OR AT OUR ALDINE CENTER SITES.

s coneenicnce S affordubiday

Ir> 3 SOR W0 IRV EFTWY 7O WM OT IRV B
AR L e AN L L
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« lechnology 1s reaching

obsolescence within a

Bl B ° decade Dr Winer says the

A ° best advice lor siudenis

R o planning therr future 15 to

“stay alert to technology

trends, be flexible, and be

wlling 10 change.” In other

R words. “lifelong learming” 1s

B © necessary 10 be marketable

» Fpet: Education Pays.
Higher educauon = higher

* wages and less chance of

* unemployment. Consider

o the difference 1n lifeume

o career eamning when a
person seeks two 1o lour

‘ years training.

¢ 2,080 hours per year (52

o weeks X 40 hours)

Just as soon as you think o X 40 years (average

o successful economust,

you have a handle on the “Fundamental changes are  workllfe)

- -
Job market .. 1w changes. occurning in the labor 83.200 Hours 1n Average
Demand (or positions * market.” No longer do we  * Worklife

changes with industry
trends, the economy and

 stay put in the same job for e Three months
« thiny years coliecung those , training
nice benefits wath tile 63.200

-
concern about secunty x 6 75 hourly wage with
- .

many other factors In fact,
sayso Dr. Bill Whuter, a

Do you get
TEST
ANXIETY?

TEST ANXIETY - wability 1o think clearly n spete of odequote preporation.

Heve you ever walked into & dass thinking you were rorally prepared when suddenly
you teod the first queshon ond freeze ? Then your mind storts rocing with maughs of doom,
“Ili never pass this test. My life depends on thus test. My porents will kil me f | fod thas class.
I'm doomed! * This common reachion 15 o tesult of test onmety, the inobilty 1o think . ady n
spe of odequate preparonion. We oll expenence this dromatk feeling ot one hime or orhet
when it comas o toking fests. Befoce you know 1, the emation grobs you by the neck ond
you're on emononal wreck, which then effects the cutcome of the fest.

To explere your fealings obout test taking, consider the folowng queshons.

As exom hme gets closer, one thing | nonce [ do 1.

When it comes fo taking tests, | have mouble .

The night before o test | usuotly fee!...

The moming of o fest | usually feel .

Dunng 0 test [ usuclly fee! ...

After o test | usually foel .

When | get my scoce | usually fee!

Owce you become gware of your feelings pror fo, dunng, and ofter teshg, determine
the source of yow onxiety. Is the source extmnsic, such o3 cveriood, inodequate preparanon,
hme management, ot poor study habits? Or, 15 the source itns, or ntemolly drrven, such
os fear of folure, seffdowning, perfection:sm, or need for opprovol.

Overcome test amxiaty by dong some of the following:

1. Actively challenge your thiking and behefs that are hotding you bock, such os “I've never
been goodin " *I'E never pass this math class,” * | must be the best ot everything.*
2. Sincerely comance yourself that you ore oot your test score

3 “ctice thoughttopping. Whe. your thoughts stort rocing and you ore feekng
overwhelmed ond confused say, “Si QP+

4. Delberately chonge your sef defeating thoughts, unk posively, and chonge you feebings
by trying seltresoforcement tachgues such s, “1 really wont to do 0 good 1ob | om dong 0
good 10b.” Anather bt INK 1T 8 THINK 1T

Prouse yoursek by thinking, I om colm and m control | know the matenl. | om prepored ©
Thunk 1t even  your don't beheve it Your subxonscious mind doesn’t know the deference

Norh Haxns Colge Pos s witen by NHC shored Nisuohze success by bregthing deeply feeling reloxed ond prepored

(mmsibt O‘;KWK;& Stonheld, ond deo;edg?
¢ hons of North Hams member, ‘ "It be naht
2T00WH Thome boe Re whether you think you cam or con't, in either cose you'li be nght Think
Houson, Texos 770" 3 obout 1t. Source Ynknown.
(713) 4435400 Remember. Kothng tokes the ploce of odequate preparanen

]
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« three months training
$561,6Q00 Liferime

‘ Eamings

® *2.4 years training

* 83.200

o x12.51 hrly wage 2-4 yrs
raining

* $1,040,832 Lifeume

* Eamings

« *Note. See your shared

» tounselor 1o get imponant
inlormation Training does

* ot necessanly mean a four

® year college degree

® Swrce Tous SOICC Texas Stute
Oukpatinal infrrmatum
* Guirdinaung Commltee

 FRATyRID
ATTRASYION

* SoMING Yo YeuR

« SEARERI9M oot

+ LK FoRr YeuR

, IMARIE Seylititen
T2 PRVIDE TR

LAYREY

o FeRNMATioN

. A829F QL EGE

, YRENRE ap

FINE ARTS
HAPPENINGS
North Homms Colege's teachng qobary
faqnees a side locure 0nd dsassion
vith eoch ot Exhibes, ortst
lechres, workshaps ond recaphons ore
opent 10 siudents od the comamundy
Plan te see the Outdoor Scvlphure
Gorden, o compus fovorte wth o
yearkong rortng exhibinon of autdoor
souiptres commesioned by
outstondey ortsts from around the
country. A wolking four & ovodoble for
grougs on request (ol 443-5640

UPCOMING EVENTS
ARTSHOWS
Soriptere Visien
Joruary - Moy 1995

Atist lackure ond recaphon
hord 20,63008:30pm
The Art of the Quilt

Joa. 24-Feb 16

At Lacke ord Recaphon
Jorwory 24, 6.30-8.30p m
Margue! Smithers - Cromg
Fob 21 - Moech 16

Ast Lacwie ond Recpton

Feb 21,630-830pm

PLAYS

The Diary of Anne Framk
Fob 22-Fab 29

800pm
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Preparing News Releases

A news release is an effective, free way to reach the public. It can be submitted to newspapers,
television, and radio stations. While the use of your release may depend solely on the availability of
time or space, you can improve your chances by choosing a topic which may have some impact on the
community and by preparing an effective release. The illustrations below and on the reverse show the
elements of a well-prepared release:

USE
LETTERHEAD

E WS From Your School/District/Council

\ Educators Attend School-to-Work
Marketing Seminar

CONTACT: STEVE WALTER, EXT. 2253 /

FOR IMMEDIATE RELEASE 6/15/92
By Dianne Hiott

SUGGESTED
HEADLINE

CONTACT
PERSON

. WHO WHERE
PENDLETON---[Thirty six South Carolina educators) met [at the Pickens County

o WHEN WHY
School District oifice] [Monday, June 15, 1992] [lo share expenences and leam
WHAT

more about marketing the new School-to-Work programs.} [The "Promoting

School-to-Work Programs” seminar] was one of many training activities conducted

across the state which received funding support from the South Carolina

DOUBLE

Department of Education's Office of Occupational M SPACE

Local School-to-Work practitioners conducting the program included

Mrs. Frances Stokes, Program Director of the Pickens County Youth Apprentice-

ship Initiative, Mrs. Harriet Palmer, science teacher at Pickens High School, and

Mrs. Karen Alexander, counselor at Pickens High School.

(more) SHOW MORE
— A
. This release prepared by the TO FOLLOW
TELEPHONE:646-8361 Office of Information Services
Pickens County School District
P.O. Box 587

Pickens, SC 12345
ADDRESS &
PHONE NUMBER

Steve Walter. Tri-County Technical College, Pendleton. SC. 803.646-8361 x2253. Copyright 1994.
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Tips for a successful news release:

® Scnd it to the correct person at the paper or station. If vou don't know who
that is, call and ask.

® Be brief and to the point. Two or three pages (double spaced) should be your
limit. If they want more information they will call for an interview.

® Provide photographs if you have them. They may make your release more

appealing to the public and more likely to be used. If you send photos, include
captions for cach.

Participants included secondary and community college faculty | staff
and administrators from four School-to-Work councils in Greenville. Green-
wood, Spartanburg and Pendleton. The parucipants also included educators

from other parts of South Carolina.

l School-to-Wor

v g nanongd education retemm movement which
mvalves cumculum rfiorm at both high school and commumity college levels
aimed at increasing the number of students who complete high school and £0

on to some posyfsecondary education.

END OF
STORY

Paragraphs in
descending order
of importance

ke i
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Scniors i1n Aldine ISD have
another source 10 help them in their
college scarch as the district entered
a partnership with North Harris Col-
lege in the fall of 1993 1o help speed
up the process of gathering informa-
tion and registration.

One staff member from cachof
the four traditional AISD high
schools (Aldine, Eisenhower,
MacArthur, and Nimitz) has been
designaled as a liaison between stu-

Serving as Hizisons between AISD and North Harris College are (i-r)
Shirley Benn, MacArthur, George Marx, Eisenhower, Judy Smelley, Nimitz,
and Michelle McCharen, Aldine.

Tech Prep program offers variety of
career choices

Aldine ISD and . (ortic Harmis College are working together to develop 2 Tech Prep Associate Degree Prog. am
This program is an educational initiative designed to provide students the relevance hetween education and the
.oncepts used in business and industry as they relate o academics

Tech Prep is a six-year program designed to begin at the ninth grade and continue through two vears of college.
«1th completion of a Tech Prep Associate Degree. The academic subject areas are presented o students using the

ALDINE ISD

h' ASSOCIATE D'GRE'

t t —
AN EOUCATIONAYL

FOTUS #52 TuE MLOR Ty

-miextual jearning styles, whichishands-onor apphied tcaching The academic courses are nigorous to ensure students
e opportunity to pursuc a Tech Prep degree or 2 baccalaurcate deyree.

During their high school year$, students asc ervolled in carcer and technology coutses where they leam technical
~xills and knowledge to enter the workplace at the end of high school. or pursue a degree.

Tech Prep degroe carcer paths are being developed in the arcas of: Mcdical Office Specialist, Legal Office
specialist, Desktop Publishing Specialist, Computer Aided Lrafting (CAD), and Criminal Jusiice/Peace Officer.

Students may eam from six to 15 hours of college credit while enrolled in the program in high schoo!.
AISD and North Harris College will forward the program to the Texas Education Agency, the Texas Higher Educauion
Coordinating Board, and the Texas Depanment of Commerce for f't‘nal approval

Partnership with Northl
Harris College creates
opportunities

dents and the college. This shared
counsclor assists those alrcady at
tending communtty college as wel
as high school students.

The counsclors explore carcer,
goals and options with students as
they preparc to leave high schoo
and further their education. Those
counsclors are: Michelle McCharen!
Aldinc counsclor, George Marx,
Eiscnhower educational scrvice
managef, Shirley Benn, MacArthur
counsclor, and Judy Smelley, Nuniv
counsclor.

Although many of the duties of
the shared counselor involve juniors
and scniors, they also wisit olhcrl
classrooms to encourage underclass -
men to begin setting carecr goals.
The counselor is responsible for in-
forming students ﬂcm l
<f obtaining college credit and hlgh

schoolcreditat the same time. Coun-
sclors also help those who havcl

dropped out of high school to obtain
a GED. and then assist them in ac-
cessing the commumity college
In addition w0 assisting high
school students, these counsclors,
while on the North Harris College
campus, cnroll swdents, identify
math and English levels Lhroughl
placement testing, provide carcer M
counseling, and check for proper
courtc alignment when students
uans or W four-year institutions ‘l
*Many students have benefited
from the conncction between the
high schools and North Harris Col-
lege. More students than cever are
awarc of what is availablety them,
such as dual credit and placing out
of certain college courses by receiv-
ing high scores on the ACT,”

BEST COPY AVAILABLE
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N. Harris College offers new
program to Aldine, Spring

North Harris College recently re-
ceived a $66,000 Perkins Discretion-
ary Grant to fund a project that
places shared counselors in Aldine
and Spring independent school dis-
trict high schools to provide college
information and services to high
school students and their families.
The counselors will be jointly sup-

rted by the high schools and
vorth Harris College.

Developed rts; Sanford Shugart.
president, North Harris College, the

rogram is designed to be a model

or other colleges in Texas.

“The grant provides funds for us
to gatner information about similar
; collaborative projects throughout
the state and to evaluate :ndD im-

rove our program,” said Darla
g/ﬁller. vice president, North Harris
College. "We will then share this in-
formation with other colleges.”

The project targets students who
may not be fully aware of their ca-
reer opportunities, especially those
in technical fields. Trained coun-
selors in the project advise high
school juniors and seniors and
speak to freshman and sophomore
students and their parents about
the myriad of pregrams offered at
North Harris.

The counseling includes partici-
pation in Tech Prep. a joint project
that ensures students will graduate
from high school with the math and
science skills that are needed 1o
transfer with ease into college-level
technical programs.

Shared counselors help students
assess their academic potential angd
plan a career that 15 best suited 1o
their talents

BFST COPY AVAILABLE
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North Harris College conducts
regular training sessions to keep
shared counselors updated on its
programs and procedures. Shared
counselors help students v ith regis-
tration and continue to advise them
after they are admitted to North
Harris College.

Shared counselors currently
working in Aldine ISD schools in-
clude: Michelle McCharen. Aldine
High School; George Marx. Eise:
nhower High School: Shirley Benn.
MacArthur High School: and Judy
Smelly, Nimitz High School. Ruby
Wells links the college with Spring
ISD high schools.

For information about on campus

counselling, call 443-3481.
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N. Harris College
wins grant for
counselor project

Students in Aldine can now enroll
in college. register for classes and
apply for college financial aid with-
out leaving their school campuses.
North Harris College recently re-
cerved a $66,000 Perkins Discretion-
ary Grant to fund a project that places
shared counselors, jointly supported
by the high school and the college in
Aldine high schools to provide col-
lege information and services to stu-
dents and their families.

The program, developed by North
Harris College president Sanford
Shugart, is designed to be amodel for
other colleges in Texas. “The grant
provides funds for us to gather infor-
mauon about similar collaborative
projects throughout the state and to
cvaluate and improve our program,”
said college vice-president Darla
Miller.""We will then share this infor-
mation with other colieges.”

The project targets those students
who may not have a clear vision of
their career opportunities, especially
in the technical arena. These students
sometimes consider highereducation
out of their reach academically or
financially. Trained counselors not
only advise high school juniors and
seniors, they also speak to freshmen
and sophomore classes and parents
about the myriad programs offered at
the college. including Tech Prep, a
Joint project thatensures students will
graduate from high school with math
and science skills necessary to trans-
ferseamlessly intocollege-level, tech.
rical programs.
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Shared counselors help alleviate
the anxiety high school students ex-
perience when faced with planning
their future and provide services es-
pecially beneficial for those who re-
ceive marginal parental guidance,
Miller said. They help students as-
sess their academic potential accu-
rately and plan acareer suited to their
talents.

Counselors also enroll students in -
dual-creditcoursestheycantake while
still in high school. They administer
testing to place out of college ccuizes
and advise students about courses
that transfer to other colleges.

The college conducts regular train-
ing sessions to keep shared counsel-
ors up-to-date with the school's pro-
grams and procedures. While on the
college campus, shared counselors
help with registration and continue to
advise students after they are admit-
ted.

Shared counselors currently work-
ing in AISD include: Michelle
McCharen, Aldine Senior High
School, George Marx, Eisenhower
High, Shirley Benn, Mac Arthur High
and Judy Smelly, Nimitz High.

For on-campus counseling, call the
North Harris College Counseling Of-
fice at 443.5481.
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i-ligh school students get
jump start on college

Students in Aldine ISD are get-
ung a head start on their college

education by taking dual credit
courses

Through a cooperative arrange-
ment with North Harris College,
Aldine ISD students can register
for college courses such as En-
ghsh. government and psychology
at thewr high schools and fulfil}
their high school graduation re-
quirements at the same lime.

North Harnis College counselor
Vick: Stanfield savs the dual cred-
it program. tnitiated last fail. has
heen very successful

“There's a lot of enthusiasm
and momentum about the pro-
gram." she savs

“The biggest advantage to stu-
dents 1s that thev are able to earn
college credit while 1n high school
by taking courses taught by fac
ulty ehigible 1o teach at the cullere
level. " ~he <avs

DEST COPY AVAILABLE

The program atso helps ease the
transition from high school ta col-
lege.

The tear ol
competing ul
the collenv
level melis
away when »tu-
dents are dabie
to complete
college axwign-
ments 1 a nur-
turing high
school envi
ronment. Stan-
field savs

The completion rate during the
fall semester was verv high
Foriv student~ enrolled tor the
college credit classes and nniv
‘wo dropped out  Sixty  students
enrolled tor the spring semester

Stansfield

lege credits.”” Stantield ~ay»

Tu gain college cred:! ~tader .
take the same high school cours
as their peers. bat they coniplete
ddditonal  assignments  requiree
tor the vollege course

Atter  completimg  the  collog
course  students recene o tran
~cript trom \orth Hares ¢oliege
\ldine junioes and  seniors ca
earn up to 12 college hours
through the program

To quality tor the program. stu
dents must demonstr e coliege
level verbal <cares ver,ee 1y co
lege entrance tests or by the
Texas Assessment o \cademi
skills 1est Swudents must aise
have a grade pont gverage o °
QN CIDUT P seale e Tecer e
FeCOMIMENGaiton 1t
schaol eourtseanr

North Hares Codiege o~

The students are commutied " o expand the
woAnrk nvoived noderine «on o Spr

et

S NI
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Coliege courses offered
to high-school students

The transition from high
school to college sometimes can
overwhelm even the brightest
students. But through & coop-
erative arrangement with North
Harris College, students of Al-
dine Independent School
District may take some college
courses whilestill inhighschool.

Thecollege’s dusl credit pro-
gram allows students to get a
head start in higher education,
while fulfilling their high-school
graduation requirements.

*“There’s a lot of enthusiasm
and momentum about the pro-
gram,” said Vicki Stanfield,
NHC counselor. “The biggest
advanlage tostudentsis that they
are sble to eam college credit
while in high school by taking
courses at the college level.”

When students successfully
complete college assignments

in a tamiliar environment,
Sunfield said, some of their
college fears melt away.
Englishcompositionand U.S.
govemment will be offered at

130 o
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Nimitz, Eisenhower and Carver
high schools; Nimitz also will
offer a dual credit psychology
course. To take these college-
level courses, studenus simul-
taneously must errollinthe high
school course.

To qualify, students must
demonstratecollege-level verbal
schools and must cury a grade-
pointaverage equal :0a3.0ona
4.0 scale. Also required is an
interview and recommendation.

In-district tuition is $81 fora
three-credit-hour course. For
more information on the NHC
g;x;l credit program, call 443.

1.
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Back to sehool

North Harris College develops
Counselors On Wheels program

How do people learn about inno-
vative college programs if they have
a language barrier or don't read the
newspaper?

North Harris College counselors
are hituing the road with a new pro-
gram. Counselors On Wheels

As part of a program developed
lastyear shared counselors. paid by
the college and Aldine or Spring i
aependent school districts. are
hrineing college informatior o tne
community On weekends. they set
i+ shop at Randalls stores and «!
»alious community events to hand
ot matenal about the cot.egr and
Swer questions

The «ffort 1s paving otf

A fot of people thought the cai
ivee was very far awas. " said ~hared
counselor. Michelle McCharen. who
talked with residents shopping at
the Randatls Food Market near Al
dine High School

“They didn't realize that the col
ivge ofters classes neht there 1n
their neighborhood at Alcew- Hign
~chool ©

Many people work two or three

jobs, McCharen said, which can
make it more difficult to attend clas-
ses on the main campus.

Others were amazed at how many
one-vear certificate programs the
college offers for quick career train-
Ing 1n areas such as cosmetology
and criminal justice, McCharen
sdiC '

“People were especially excited to
carn about the coilege’s free ESL
Fnghsn as a second language:
viasses  sne aid

The counselors’ latest travels
took them (o g community event in
Wi Acres Homes ares

We want toextena d hand to the
community 7 said pruject director.
Vicki Stanfield “We find them very
thanktul for the information ~

Aldine residents have picked up
hundreds ot college schedules at
the hooths Chiidren receive tree he-
ium balloons from a high school

~'ugent dressed in a Power Ranger
~tume

~uring ISD counsclors also have

LA
Q.

b
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worked on another outreach proj-
ect, “A Worid Beyond; A Spring ISD

Multi-Cultural Extravaganza,"
with parents and students. The pub-
lic enjuyed an evening of skits,
songs and dances from around the
world, performed by Westfield and
Spring high school students. Local
caterers donated ethnic food. and a
panel of past North Harris College
scholarship recipients conducted a
round-table discussion.

The outreach programs are sup-
ported by North Harris College and
a Carl Perkins Discretionary Grant.
given Lo projects that provide oppor-
tunity to diverse groups.

North Harmis College is a member
of the North Harris Montgomery
Community College Distriet. which
also 1includes Kingwood College.
Tomball College and Montgomery
College

North Harms College is located at
2700 W W Thome Dnve. one mile
<outh of FM 1960. between Aldine-
Westfield and Hardy Roads For in-
toriation about college registra:
ton. call 443-3410
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TARS side bars

Spotlighting people and events in the
North Harris Hontgomery Community College District

May 31, 1995 ¢« Volume 3, No. 8

NORTH HARRIS

T LLEGE

e The college's shared counselor program was the topic of a round table discussion at the NACADA Regional
Conference in Austin. Jim Winder. Spring 1SD shared counselor. and Vicki Stanfield. director of the program.
discussed initiatives in the high school to attract special populations students to the myriad of programs offered
at North Harris College.

e On May 18 Spring ISD shared counselor Jim Winder and shared counselor program director Vicki
Stanfield hosted, “North Harris College: A World Beyond.™ a Spring ISD multi-cultural extravaganza. The
evening. enjoyed by 250 Spring residents. consisted of ethnic food sampling. entertainment by student groups
and a motivational speech by Bennie Lambert. director of admissions, on the benefits of education.

e Shared counselors Judy Smelley, Shirley Benn, Michelle McCharen and Floretta Collins have developed
a program called "Counselors on Wheels™ to spread the word about educational opportunities at North Harris
College. On May 6. shared counselors supported by Aldine ISD counselors and North Harris College student
assistants. spoke to hundreds ot neighbors at two area Randall’s stores. Balloons. pencils and a visit by a
“Power Ranger™ attracted crowds.
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RESOURCES

Provides samples of materials and activities implemented to meet the program’s goals
and other partnership initiatives in the state

1
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A NORYH HARRIS MONTGOMERY COMMUNITY COLLEGE

November 10, 1994

Dear Student,

Congratulations on making the transition from Spring High School to North Harris College.
Are you aware that I am available to work with you at NHC? 1 am the shared counselor
working with Spring ISD students still in high school as well as Spring ISD graduates now
attending North Harris College I am very interested in hearing about your adjustment to
college and helping vou in any wayv that I can If you have any questions or needs, I can be
reached at Spring or Westfield High School to schedule appointments at North Harris College.
Your continued success is our goal at North Harris College!

The shared counselors are planning a reception honoring all of their North Harris College
students on Thursday. December 1. 1994, from 11:30 am. to 1 p.m. at the college. Please
mark your calendar now This will be a great opportunity to visit with former classmates and
to meet other college students Invitations wili be mailed soon!

I am looking forward to hearing from vou and visiting with you at the reception. Your ideas
and suggestions for the shared counselor program are always welcome. Have a Happy
Thanksgiving

Sincerely.
o0
'/.m [/(/M“C/'(

Jim Winder
North Harnis College/Spring ISD
Shared Counselor

355-2197 Spring High School
586-1300 Westfield High School

iNg

2700 WW.Thorne Drive ~ Houston, Texas 77073 (713) 4435579 FAX (713) 443-5402
134




NORTH HARRIS COLLEGE SURVEY '

#

Your feedback and suggestions regarding the shared counselor program that was implemented during the
1993 - 1994 school year is very important to this project. Please complete the following survey.

1. High school attended

2. While in high school did you seek college planning through the high school counseling office

YES or NO

3. Were you aware of the North Harris College shared counselor on your high school campus?
YES or NO

4, What information about college planning did you receive while attending high school? Check all that
apply.

___General college advising
___Financial aid information
___Course selection

___Advising about program options
___Application process
___Registration process

__ Class schedules

___Testing

___TASP information

___Special needs accommodations
___Career planning

____Other

5. My decision to attend North Harris College was influenced by (Check all that apply.)

____Tuition

___Location

____Reputation

___Information provided by the shared counselor
____Programs available

___ Other

6 What activities were beneficial in helping you make your decision to choose NHC?

___College day tour with shared counselor

___Class visits and presentations by shared counselor
___College night

___College Connection trip to NHC

___Individual and/or small group meetings with shared counselor
___ Other __
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7. What was helpful about having a NHC advisor at the high school?

__ Convenience

___Made the transition to college easier
___T'have a contact person to assist me
___Other (please list)

8. In thinking back about your transition to college, the process would have been easier with assistance or
information about

9. Is the shared counselor partnership with the public school and community college a valuable program for
students? YES or NO

10.  Was your transition to college easier because of the shared counselor program? yes or no

11.  Would you recommend that high school students, use the services of the shared counselor while in high
school? YES or NO

12, Other ways I could have been assisted by the shared counselor in my college planning were

13 Are you aware that the shared counselor from vour high school is available to assist you as you continue
your studies at North Harris College” YES or NO

14 Have you had contact with your shared counselor since enrolling at North Harris College?
YES or NO

15 My present educational goal at North Harris College is

___Undecided
____Undeclared major
___ 1 am working toward transferring to a four year university
Major
___Iplanto earn an Associate degree before transferring to a four year university
___Earnacertificate in
____Associate of Applied Science degree - Major

16 Other comments or suggestions

Name (optional)

This reception was made possible by a Carl D. Perkins grant supporting the Shared Counselor Partnership
at North Harris College. Thank you for your assistance.
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SPRING 1.S.D. MULTI-CULTURAL EXTRAVAGANZA

SPONSORED BY NORTH HARRIS COLLEGE
SHARED COUNSELOR PROGRAM

ﬂ‘_

Objective: To increase the awareness of educational opportunities at North

Program:

Theme:

Harris College with an emphasis on multi-cultural groups in the
community.

Multi-cultural Extravaganza at North Harris College where studeni
performing groups present entertainment for their family and friends.
North Harris College student ambassadors will present a round table
discussion on how the college has enriched their lives and prepared
them for their career goals.

International Food Fair Sampling and Decorations

Multi-culture finger food will be served on tables decorated in native
decor by committee members and parents. The food will be donated
and’or purchased by area businesses including Mexican, Italian,
Africian-American, and Asian fare.

Location/Time: The event will be held at North Harris College Performing Arts

Program:

Theater on May 18, 1995 at 7:00 p.m.

7:00 - 7:30 p.m.  Food Sampling in foyer of the Performing Arts
Theater

7:30 - 8:30 p.m.  Performance by student groups

8:30 - 9:00 p.m. Round table discussion with North Harris College
student ambassadors

Advertisement: Local Radio and Television stations -- Hispanic stations and

Community Relations announcements

Local newspapers (1960 Sun, The Leader, Greensheet)
Notify NHC College Relations

Notify 1.5.D. Public Relations
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NORTH HARRIS COLLEGE

presents

“A WORLD BEYOND”

A Sprir\g J.5.D. Mulli-Culiural ex'b‘avaganza

Come and see what all the excitement is
about!lll On Thursday, May 18th, 1995, North
Harris Co"ege, in conjunction with the Spring
Jndependen’t School District, will present “A World
Beyond, ? an exciting extravaganza of inc“genous
food, cu'iurc, and entertainment.

On bel«alf of the p'anning commitee for “A
World Beyond, ” we would like to persona"y invite
you as our guests to attend this fan'lasﬁc evening of
culiure, color, and fw\. Come and enjoy an exciting

array Of foocJ f;‘om the area’s fines'l caterer’s,

cniertamment from the most talenied musicians and
dancers from \r\-’csﬂ:ielc{ and Spring, and an
cnligl\{cning round lable conversation wifl'\ pas'l
scl\oforsl\ip rczcipie_nfs a'chc“ng }\'-or'll'\ Harris.

The abiliiy of pcoplc to accept the diffcv‘cnccs
in cach other allows our society to grow more
Socia'|>‘ cohesive. TL\s‘ougL\ the unclersfanclins of the

spccio' assets in our rich l\eriiage, we fincl out what

it mcans 1o be an American: unique, hard WOrking,
(‘u\r:' pb‘oucf.

“A World Beyond” will L gin at 7:00 in the
theader (Fine Awis building} at North Harris

T Co”cgc. Please invite all fami]y and fricnds to
615 '+_. 1 enjoy this woncle.rful niél\’r of diversi‘ly. Admission

i frec and all are welcomedlll All we can

guaraniec is the time of your livesl||

7:00-7.30 Food Sampling in Fine Arts Foyer
7:30 - §:30 Skits, Dances & Special performances in theater
A 30-9:00 Round Table discussion by North Harris Ambassadors
" NORTH HARRIS COLLEGE
2700 W.W. THORNE DRIVE

DR. JIM WINDER  443-5482

(4 4
Please Recyele w

37§ ARY AVAILABLE |
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VOCATIONAL TECHNICAL STUDENT VISITATION
TO NORTH HARRIS COLLEGE

Students interested in continuing vocational technical training beyond high school are
given an opportunity to visit the community college campus. This program is designed to
alleviate the students” anxiety about attending college and promote a seamless transition
from high school into post-secondary education. Steps toward this goal follow:

e Meet with Technology Divisions on the North Harris College (NHC) campus to
discuss program changes. articulation agreements. and programs in general as well as
how to better meet the needs of students.

e Meet with Career and Technology Department on the high school campus. Discuss
NHC programs. articulatior .greements. and ways to better meet the needs of the
students.

e Visit individual high school vocational technical classrooms to discuss NHC
programs.

e Schedule individual appointments with students to discuss their interest i continuing
their training at the post secondary level.

e Schedule visit to NHC campus by coordinating activities with Dean of Technology
and Division heads. The visit includes a tour of the departments. a panel d.scussion
by faculty to discuss programs and answer students’ questions.  They have an
opportunity to meet instructors in the department. The program addresses trends in
the ticld. salaries. job opportunities. skills needs 1o succeed. ete.

e The shared counsclor assists students in the college admission process by completing
admissions. registration. and financial aid forms.

19,5
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STUDENT REFERRAL FOR VISITATION
TO NORTH HARRIS COLLEGE

Date: Janyary 23, 1995 =

To: Spri Hi
From: Jim Winder, North Harris Ccllege Counselor
RE: Nominations for college visit

-—— - . - e G - - - - - o - -

- - - - - - - — — - - s G .

on March 28th, I plan to take up to two bus loads of 11ith and 1l2th
grade students to visit North Harris College. The students will be
hosted by college ambassadors (NHC students) as they visit the
classes of their interest and talk to the admissions and financial

aid officials during lunch. We would leave school at 7:30 a.m. and
return at 1:30 p.m.

The students whom I plan to target are those who are not motivated
to go to college or a vocational school but have the ACADEMIC
ABILITY TO BE SUCCESSFUL. Many of these students do not receive

any encouragement from home to continue their education beyond high
school.

Would you please nominate two of your students in each of your
classes that might benefit from this opportunity by completing the
bottom portion of this memo and return it to my mailbox by
January 27th? Thank you.

Teacher:

Period 1

Period 2

Period 3

Period 4

Period 5

Period 6

Do
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Date:

To: Spring High School Junior "and Seniors
From: Jim Winder, North Harris College Counselor
RE: College Visit
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One or nmore of your teachers nominated you to participate in a very
exciting field trip. On March 28th, 100 Westfield High School
students will go by school bus to visit North Harris College. We
will leave school at 7:30 a.m. and return at 1:30 p.m. The only
cost to you will be your lunch which will range from $3.00 to
$5.00.

College ambassadors (NHC students) will go with you to one or more
classes of your choice, give you a tour of the campus and eat with
you in the College’s dining hall. Following lunch, you will hear
from school offic.als regarding admissions and financial aid.

We want to encourage you to participate in this event which could
be one of the most influential decisions you will ever make.
Please take a few minutes and complete this form. Also, have your
parents sign the attached parent permission form. You should give
the complete forms to Mrs. Todd in the Counselor’s office by
February 10th.

Name

Grade

Yes, I am going on the field trip to North Harris
College on March 28th. Attached is my completed parent
permission form.

No, I am not going on the field trip to North Harris
College on March 28th.

is my first choice of a college major
or cureer goal.

is my second choice of a college major
or career goal.




May 30, 1995

To: Vicki

From: Jim

RE: Step-by~-step procedures of NHC activities implemented in
r94-'95,

The following procedures were followed as I planned and implemented
the major activities this year at Spring and Westfield High

Schools:?
A. Ccareer Center Director

1. Personality interest test was given to each student who
did not have a clear direction of a career goal.

2. Cc.0.I.N. computer was used to research career of choice,
college major search, researching colleges and writing
letters to colleges to obtain desired information.

3. Organized and checked out college catalogs, general view
pamphlets and applications for admission.

4. Financial Aid and scholarship information provided -
individual and group counseling (students and parents).

5. also, was available each Monday from 7 -9 p.m. at Spring

High School to assist families regarding college
selection and financial aid.

B. At- Risk students

1. Letter was sent to all teachers of junior and senior
students asking them to identify two students in each of
their classes that were not motivated to go to college
due to lack of goals for their lives and/or little or no
encouragenent from their families, but they had the
academic ability to be successful in college.

2. A following letter was sent to each nominated student,
asking them to respond to an invitation to visit North
Harris College by checking yes or no and requesting
parents to complete a parent permission form.

3. Irene Mullins in the admissions office at North Harris
College coordinated the campus visit for 100 students
from each of the two high schools.

C. Transition for college bound students

1. North Harris College student ambassadors visited with the
senior students who had expressed an interest in
attending NHC at each respective high school during their
economics class. The purpose of the conference was to
answer their gquestions regarding what to expect after
high school graduation.

2. Each student who attended the conference was followed-up
and completed an application for admission to NHC.

BEST COPY AVAILABLE -
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D.

E.

F.

Honor student recruitment

1.

A letter from NHC was given to each senior in their first
period class who met the honors program criteria at NHC.
The student was invited to attend a conference in the
Career Center at each respective school.

The faculty director of the honors program and an honors
student from NHC met with the students who attended the
meeting. Several students decided to complete an
application for admission to NHC following the
conference.

Multi-Cultural Extravaganza

1.

A Spring I.S.D. committee representing counselors,
teachers, parents and students was formed to respond to
the following objectives (a counselor from Westfield High
School, Carolyn Boyce, was hired by NHC to coordinate the
committee):

(a) How can we best increase the awareness of NHC in
the multi-cultural communities of the Spring School
District?

(b) Where is the best location to hold a meeting to
communicate the desired information?

(c) What is the best way to advertise the program in
order to get the desired people to attend?

The program was first promoted in each school by inviting

students who desired to perform a talent to try-out

before the committee.

The event took place in the Fine Arts Theater at NHC on

May 18, 1995 at 7:00 p.m. The program was as follows:

(a) 7:00 - 7:30 p.m. - Sampling ethnic finger foods
which were donated and/or purchased from area
restaurants in the foyer of the theater. Each
ethnic area was decorated in festive colors with
memorabilia displayed.

(b) 7:30 - 8:30 p.m. - Student performing groups in
the theater with their family and friends in
attendance.

(c) 8:30 - 9:00 p.m. - NHC student ambassadors and
school officials shared the uniqueness of the
college.

The program was advertised as follows:

(a) local newspapers

(b) ethnic radio stations

(c) flyers displayed in schools, churches and local
businesses.

(d) public announcements in both high schools.

Admissions, Testing, Registration, Financial Aid and New
Student Information Session.

1.

Five NHC students were hired by NHC to assist in helping
the students —-omplete admissions and financial aid
applications.

idy
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Seventh semester transcripts were pulled for each student
who completed an application for admission. The
transcript was pursued to determine which student was
e.empt from taking the TASP and who needed to take the
ASSET.

Janice Donor, NHC testing specialist, gave the ASSET to
several students in their respective school. For those
who did not take the test, a letter was sent to encourage
them to make an appointment in the Counseling Office at
NHC.

For those student who met the testing requirements,
assistance was given in completing the registration form
and the New Student Information Session was provided.
The admissions applications with seventh semester
transcripts attached were delivered to the admissions
office at NHC.
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NORTH HARRIS COLLEGE
HONORS INITIATIVE IN THE HIGH SCHOOL

Steps for creating student awareness:

1. Met with Honors committee to discuss Honors Program. Initial meetmgs resulted in a plan
for recruiting students at the high school.

2. Identified prospective students based on Honors criteria for high school graduates entering
their first semester of college.

3. Reviewed student records to determine eligibility for the Honors Program.

4. Coordinated meetings with North Harris College Honors Program sponsors and Honors

students during fourth period to discuss information about the North Harris College Honors
Program.

5. Follow-up coordination efforts between NHC Honors Committee and high school to
determine who enters the program at NHC.

EARLY AWARENESS FOR HONORS PROGRAM

Emphasis on academic excellence in the middle school developed from high school initiatives.
Collaboration with secondary school administrators and the NHC Shared Counselor resulted in
plans to incorporate early awareness of post secondary Honors Programs in the Career
Investigation class offered to eighth grade students.

8th grade Career Investigation Class
Career Interest Survey - ACT/DAT
Choosing a Career Major

Developing a Four-year High School Plan

Honors Concept - Planting seeds of academic excellence. Students are introduced to the
depth and breadth of ideals available in post secondary Honors Programs.

Activities for Career Investigation class may include:

® NHC Honors students visit the class sharing their experiences

® Multi-media video developed to promote academic excellence to be viewed by
students in the Career Investigation class

e Field trips to North Harris College to allow students to observe an Honors seminar

Future plans for Honors initiative involve tracking students.

® Updating the Get A Life portfolio to include Self-Directed Search in 10th grade
® Teacher -Mentor program

® Career Center - Students are referred to the Career Center to explore career options
with the aid of additional assessment instruments and career counseling.
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A NORTH HARRIS MONTGOMERY COMMUNITY COLLEGE

April 19, 1995

Dear Student:

I am pleased to announce this invitation from the Honors Committee at North Harris College to
become a “rising star” by participating in the Honors Program. These classes are designed to
challenge and enrich academically advanced students. As a 1995 high school graduate entering

your first semester of college. you have met at least one of the academic criteria for the Honors
Program:

*class ranking in the top 10%
*1100 or higher on the SAT
*25 or higher combined score on the ACT.

By taking and successfully completing an Honors-by-Contract course, you will receive Honors
credit that will be designated on your transcript: if you complete 15 or more hours of Honors
courses and maintain a 3.5 GPA. you will graduate with Honors Program Graduate distinction.
Such designations on vour transcript and on your diploma tell senior institutions that you are an
outstanding. highly motivated and intelligent student, who strives for excellence beyond regular
course work. North Harris College is a member of the Texas Honors Administrators and,
therefore. has regular contact and communication with Honors programs at such senior

institutions as Texas A&M, Sam Houston State University, University of Houston, Texas Tech,
and University of Texas. Austin.

The Honors Committee is interested in discussing the program with you in more depth. An
Honors Faculty member and Honors student will be on campus at Nimitz High School on
Tuesday, April 25, 1995 between 11:30 and 12:30 in the LMC. Please present this letter to

your fourth period teacher for permission to go to the LMC during study lab. This letter will
serve as your hall pass.

Sincerely.

Judy Smelley
Counselor

2700 WW.Thorne Drive  Houston, Texas 77073 (713) 4435579 FAX (713) 4435402
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AGENCY OF THE YEAR
AGENCY |NC NATIONAL ASSOCIATION
] °

- FORCAMPUS
3849 LAKE MICHIGAN DRIVE ACTIVITIES |

GRAND RAPIDS, MICHIGAN 49504 S

(616) 791-0095  FAX (616) 791-4419

NOTICE

" EFFECTIVE DATE: MAY. 17,1993

o ——————— e e .. .

IF BEFORE, DURING, OR AFTER YOUR PERFORMANCE YOU HAVE ANY

QUESTIONS, SUGGESTIONS, CONCERNS, OR COMPLAINTS
HEGARDING ANY ACT OR AGENT AFFILIATED WITH THE KRAMER

ENTERTAINMENT AGENCY, INC.

OR
IF YOU FEEL, IN ANY WAY, THAT YOU HAVE NQT BEEN TREATED FAIRLY,
OR YOU DID NOT RECEIVE WHAT YOU HAVE BEEN PROMISED. PLEASE
CALL ME COLLECT ON MY PRIVATE LINE AT (616) 453-7302.

BOB KRAMER

PRESIDENT
KRAMER ENTERTAINMENT AGENCY, INC.

e e e )
; - 2y
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FUN FLICKS PRESS RELEASE

WANT TO FLY LIKE SUPERMAN IN A “MINI MOVIE" OR LOOK LIKE A MUSIC VIDEO
STAR IN A MTV-STYLE MUSIC VIDEO? WHAT DO YOU THINK IT WOULD COST fO
RENT A QUARTER-MILLION DOLLAR HOLLYWOOD-STYLE VIDEO PRODUCTION STUDIO
COMPLETE WITH DIRECTOR, CREW, COSTUMES, PRCPS, AND OVER 85,000

HOLLYWOOD STYLE EFFECTS? $20,000 $50,000 $100,000? MORE?

WELL, THANKS TO AND FUN FLICKS, TOTALLY INTERACTIVE

VIDEO FROM THE KRAMER ENTERTAINMENT AGENCY OF GRAND RAPIDS, MICHIGAN,

YOU CAN BECOME THAT START, THAT LEGEND IN YOUR OWN MIND, FOR A VERY

SMALL FEE OR MAYBE EVEN FREE!

WITH FUN FLICKS, TOTALLY INTERACTIVE VIDEO, APPEARING AT

ON DURING THE HOURS OF , YOU CAN MAKE A

LIP SYNC MTV-STYLE MUSIC VIDEO OR A "MINI MOVIE"--FLY LIKE SUPERMAN,
WATER SKI LIKE A PRO, WALK IN SPACE, BE IN AN OLD WESTERN GUNFIGHT,
RIDE A MOTORCYCLE, AND MANY MORE. THE FINISHED TAPE WILL BE YOURS

TO KEEFP, A TREASURE FOREVER.

DON’T MISS THIS GREAT OPPORTUNITY TO PARTICIPATE OR JUST SEE THE MOVIE

MAGIC!
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‘ AREA SCHOOLS
ASSISTANCE
PROGRAM

1§} (ASAP)

SPONSORED BY

AMARILLO COLLEGE
SUMMER 1993
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The success of the Area Schools Assistance Program can be attributed to the
fact that both the students and the participating high schools and area colleges
benefit from the program. The student receives additional assistance in
formulating postsecondary plans, which is of particular importance to "late
decision-makers." Parents are openly and vocally pleased that the school is
sufficiently interested in their child to be conducting a follow-up contact after
he/she has graduated. Consequently, the school benefits by an enhanced image
within its community, plus developing a definitive record of the postsecondary
plans of its graduates.

The benefits to the participating high schools have been strongly reinforced by
the agreement made in 1987 whereby each school district provides matching
funds to help support the program. This level of commitment was sustained
again in 1993. It is hoped that it will continue for the benefit of future
graduates. :

The purpose of this report, then, is to provide to participating high schools and
districts the combined information which was generated by the 1993 ASAP
project, involving all 2,077 graduates which represents a .6% increase from the

1992 population of 2,063 graduates. Iadividual high schools are also being

provided reports which focus exclusively on their own graduates, thus allowing
for comparison.

It should be noted that the specific objectives of the program were:

eTo identify recent high school graduates who were without any future
postsecondary plans and provide informational assistance to those interested
in attending an institution of higher learning, obtaining work, or making other
career decisions.

« To encourage and assist those high school graduates who have applied to an
institution of higher learning but haven’t completed their application process,
or who must change their plans.

To identify ways in which graduates who intend to work full time might
continue their formal education on a part-time basis.

oTo provide follow-up data on graduates for school counselors and
administrators.
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1993 COSTS ANALYSI(S

Salaries $8,620.59
(Reps worked a total
of 422 hrs @ $17/hr)
Workman’s Compensation/FICA 173.00
Professional Services _ 451.00
Printing/Travel/Telephone, Etc. 371.26
SCANTRON 1,161.75
(development & 2 years sheets)
Luncheon 165.00
$ 10,942.60
School District’s Contribution $4,275.00
Amarillo College’s Contribution $6,667.60
iy
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Appendix II

AREA SCHOOLS ASSISTANCE PROGRAM

SUMMER 1993

ORIENTATION SCHEDULE

COLLEGE UNION BUILDING, PALO DURO ROOM

4:00 - 4:30 p.m.

4:30 - 4:35 p.m.

4:35 - 4:45 p.m.

4:45 - 5:00 p.m.

5:00 - 5:15 p.m.

5:15 - 5:30 p.m.

5:30 - 6:15 p.m.

6:15 - 6:30 p.m.

THURSDAY, APRIL 29, 1993
4:00 - 6:30 P.M.

Paperwork for Personnel

Welcome, Introductions
Larry K. Patterson, Dean of Students

JTPA Representative

College Admissions
Dennis McMillan, Registrar/Director of Admissions

Financial Aid
Kim Douglas, Loan Coordinator

Advising, Counseling and TASP
Lynda Barksdale, Director, Advising and Counseling

New Scantron Answer Sheets
Representatives responsibilities
Coordinators responsibilities

Rob O. Mills, Assistant to the Dean of Students

New representatives catalog review questions

153

 am NS SN G GE SR ES BE G5 W) 5 OB 4N OGN _AR_fm .



AL S CAPTIN
E e

e

2.

Dehat

e
.

4,

o1
Y
Fhs

s

LN
¥
-
4
o
i

Rt

Collin County Community Colleg=
and
McKinney High School

present

Project
School a{rd
Offeringo Ii’lei.lsnouulrzc{g .:" E]
for Employment 3
What are YOUR plans after high school?
Come see WHAT'S UP with Project SGORE?

C)

+ Career Advising and Research Resources
Interest and Personality Career Questionnaires

+ Internships, Job Shadowing and Mentors from McKinney Businesses
and Organizations

+ Linkage to College and Community Resources

+ Job Preparation ... Including Resume Writing, Interviewing and
Application Assistance

Services Available to all McKinney ISD Students, Grades 9 through 12

Want to know more about Project SGOREY ?

Visit us in the MHS Library!
1400 W. Wilson Creek Pkwy., McKinney, Texas 75069 -+ (214) 569-6155
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TEXAS HIGHER EDUCATION COORDINATING BOARD
FINAL REPORT
PROJECT YEAR 1994-1995

ABSTRACT

Many business leaders and eductors feel that students are not receiving the necessary
preparation to compete in an increasingly global marketplace. There is an obvious
widening gap between what is taught versus the skills, knowledge, and behavior that our
students need to succeed in business. Educating parents, teachers, and counselors
regarding the need for all students to leamn work-based competencies, as well as involving
the business community in the integration of courses, will help to strengthen the Texas
workforce. Equipping st''dents with the knowledge and skills to succeed will result in the
recovery of school dropouts, lower unemployment, and more productive business.

Collin County Community College's (CCCC) Project SCORE (School and Community
Offering Resources for Employment) developed a system over the past year 1o help
McKinney High School students move with confidence from school-to-work and further
education. The program targeted all students, grades 9-12, in their transition from school-
to-work by forming partnerships with business and industry, educational providers, parents,
community agencies, and students. School-based, work-based, and connecting activities
were designed to perform the following program services:

Individua! and Group Career Assessments

Career and Life Planning - advising, counseling

Job Preparation - resumes, job applications, interviewing
Occupational/Educational Selection Assistance

Adopt-A-Student Program - mentor, job shadowing, internships

mm o o W P

information and Referral - college, business, community

The establishment of this program was not about originating a new program that would
compete with existing programs for limited resources and customers; rather it put in place
the building blocks for a statewide system. Through enriching and expanding existing
components such as tech prep, cooperative education, service leaming, career
assessment, and academic competitiveness through technology, Project SCORE was able
to build a portion of a comprehensive, coherent system that engages youth in the
acquisition of knowledge, skills, and attitudes necessary to pursue productive career
pathways.

The SCORE System was developed through the joint efforts of various entities in Collin
County who are involved in school-to-work transition activities. The organizations
comprising the SCORE model are not unique to Collin County but may be replicated by
identifying appropriate service providers, business/industry partners, and the target
population in other communities. The SCORE System should serve as a prototype for
adaption by other institutions and communities.
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COLLIN COUNTY COMMUNITY COLLEGE

PURPOSE AND DESCRIPTION

Three-fourths of high school students enter the workforce without baccalaureate degrees;
many do not possess the academic and entry-ievel occupational skills necessary to
succeed in the changing workplace. There was a need for a system that forms
partnerships with business and industry, educational providers, parents, community
agencies, and students to close this gap by integrating education and work skills. In
response to that need, the SCORE System was designed to assist secondary and post
secondary students by providing services that will equip them to be successful in the
workplace and promote lifelong marketability. The program goals, supporting program
objectives, and related activities were developed to meet the identified needs of program

participants.

SCORE utilized a multi-pronged approach to create a system for supporting and
strengthening the workforce of the future. This system required the active involvement of
business, community leaders, and educators. Employers helped to define skill
requirements for specific jobs, offered quality learning experiences for the student at the
worksite, and provided jobs for students and graduates.

Through the coordinated efforts of CCCC's Tech Prep program, Gilobal EDGE, the
Cooperative Work Experience Division, Career Services Department, the Small Business
and Development Center, and Coliin County's JTPA, strong linkages have been formed
with local business and industry. These partnerships provided the means for secondary
and post secondary students to move from school-to-work.

CCCC built this system to address the technical needs of the workforce and educational
needs of the students by expanding and enriching existing programs. The following
program goals were identified:

& To demonstrate school-based learning through the development and
implementation of integrated/competency-based curricula

& To facilitate school-based learning through the enhancement and
expansion of a career development system

& To broaden work-based learning opportunities by expanding current
programs and enhancing local partnerships

&. To provide students with work-based learning options while in school and
upon completion

% To present professional development and technical training for teachers,
counselors, administrators, and workplace mentors

e, To perform analysis and evaluate SCORE outcomes and effectiveness




COLLIN COUNTY COMMUNITY COLLEGE

The SCORE System supported the high school in their efforts to help students move with
confidence from school-to-work. Technical education was supported by informing parents,
teachers, and counselors of the need for all students to leam work-based competencies
such as those identified by the SCANS (The Secretary's Commission on Achieving the
Necessary Skills) Report. The involvement of the business community helped to
strengthen technical education. Success was measured by student outcomes such as
retention, completers, graduates, and job placements. The results helped to stimulate
dialogue among business, community leaders, educators, parents, and students. This
dialogue helped to strengthen technical/vocational education.
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A Community Partnership: The Richland College and Aikin
Elementary School Career Discovery Project

Though interests, values, and skills evolve and change over
the course of a lifetime, it is never too early to introduce students
to the process of career planning. In fact, the National Career
Development Guidelines initiative has begun and has as its
purpose "to foster excellence in career development for people of
all ages, genders, and cultural backgrounds.”

At Richiand College, a partnership with Aikin Elementary
School has been formed to begin implementing the National Career
Development Guidelines in our community. Twenty children who
were at risk of not matriculating were selected to participate in
eight career planning sessions led by career specialists at the
college. Topics covered were self-knowledge, the relationship of
education to careers, occupational brainstorming, and career
exploration.

In this session we will discuss the evolution of this project
from the initial stages of creation and planning to its implemen-
tation and plans for program improvement.

19
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The Career Discovery Program

Background

Community colleges have always had as a primary mission to be
invested and invelved in the communities they serve. Conscious of
the high drop-out rate in secondary schools, Richland College of the
Dallas Community College District, decided to target the lower grades
and design some creative programs in hopes of stimulating an interest
in staying in school through the primary and secondary levels and
eventually attending at least two years of college.

The first of the endeavors began in the fall of 1993 when Richland
College and Aikin Elementary teamed together and began the
"College Bound: Thunderducks (the school's mascot) In Training"
program. Approximately 35 children from the third and fourth grades
came over to the campus once a month on Friday where they toured a
variety of campus program areas and participated in a hands-on
experience (for instance, in the robotics lab or in the greenhouses)
lead by faculty and/or staff.

At the conclusion of the program, the children participated in a
"graduation" ceremony where they were given a certificate of
completion and a cap with the program logo. Student and teacher
evaluations were high, and one nice outcome was that several parents
decided to enroll for classes.

The Career Discovery Program

As a follow-up to the "College Bound" initiative and with the intent to
integrate the National Career Development Guidelines into our
community outreach effort, it was decided a series of career planning
modules would be offered to 20 of these same children who would be
in the fifth and sixth grades in the fall of 1994. Some of the original 35

2
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children had moved, and it was also felt 20 children was a manage-
able size for the student/staff ratio with the in-class exercises to be
done. The teachers and principal chose the students who, in their
opinion, would benefit most.

Pianning

An initial meeting of the Project Team (consisting of the Principal,
Dean of Enroliment Management, lead primary school teacher, and
lead college career specialist) was held to determine the time frame
and general format. Meetings were then arranged for the lead teacher
and lead college career specialist to strategize the particulars of the
sessions.

On campus, the lead career specialist met with the other career
specialists who would be involved to design the career modules
keeping in mind the children's attention span and need for hands-on
activities.

Implementation

The children came to campus once a month on Friday (coordinating
the bus trip with the new "College Bound" group). The career
sessions were an hour long and consisted of some lecture, in-class
exercises, sharing, snacks, and homework (topics covered are
attached). The primary intent was to expose the children to a "mini
version" of the career planning process teaching the steps necessary
to make good career decisions. Thus, they gathered information
about themselves, brainstormed career options based upon this
information, and learned about researching the "world of work".

The final meeting was conducted as a graduation ceremony with each
child receiving a certificate, tee shirt with our program logo, and a
packet of career information on the career options they had chosen as
their favorites frcm the Guidance Information System computer
software.

2t
160




Evaluation

At the conclusion of the program, the Project Team met to discuss
where the program had succeeded, whether we wanted to continue,
and if so, how we could improve the program next year.

The children and teachers rated the program very highly, and
meetings are arranged for this summer to strategize particulars for the
upcoming year.
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Career Discovery
Welcome to the Richiand College and Aikin Eiementary Career
Discovery Program! We hope you will have fun while iearning
about the "world of careers”.

Our meetings will be on the following Fridays from 1-2 p.m. in
room E-076 and will cover the following topics:

Oct. 28 Introductions and Learning About How Good Career
Choices Are Made

Nov. 18 Learning About Yourself: Values

Dec. 16 (no meeting- go to the operal)

Jan. 27 Learning About Yourself: Interests

Feb. 24 Learning About Yourself: Skills and Abilities
Mar. 31 Summary and Brainstorming Career Ideas
Apr. 28 Brainstorming Career ideas

May 12 Graduation and Receive Career Packets

We look forward to working with youl

Richland Career Specialists: Lorrie Anderson
George Barnett
John Carmichael
Ora Howard

2Ly
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October 18, 1994

Dear Parents, .

Aikin Elementary and Richland College are pleased to announce the
second phase of the "College Bound® program. Those students who
participated last year have the opportunity to continue on with this year’'s
program calied "Career Discovery.”

Beginning Friday, October 28, twenty-one upper multi-age students will go
to the Richland College campus to explore their personal career goals. The
program is structured to promote a better understanding of "who they are’
by looking at their interests and skills.
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and May 12.

We are very excited about this opportunity for Aikin students and feel that
a partnership between our school and the college will have many positive
benefits for students now and in the future.

Pleasc sign below to indicate permisssion for your child to participate in
the "Career Discovery” program. If you have any additional questions
please call 238-6790.

Sincerely,

Andrea Clark, 5/6 Teacher
Joyce Bowman, Principal

Parent’s Signature.
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ENRICHMENT PROGRAM
FOR HIGH SCHOOL STUDENTS

BASIC SKILLS ACADEMY
SAN ANTONIO COLLEGE

CLASSES ARE HELD ON SATURDAY - 13 SESSIONS
INCLUDING: WRITER'S WORKSHOP
MATH
COMPUTER LAB
SCHEDULE IS FROM 8:00 A.M. - 12:00 NOON
OUR GOAL: TO PROVIDE EXTRA. HELP TO STUDENTS
WHO MIGHT NEED IT
PROVIDE STUDENTS WITH INFORMATION

ABOUT COLLEGE SO THEY CAN START
THINKING ABOUT A CAREER

COST: NO COST TO THE STUDENTS. MATERIALS ARE
PROVIDED AT NO COST.

PARENTS ARE ASKED TO SIGN A CONSENT
FORM ALLOWING THE!R SON/DAUGHTER TO
PARTICIPATE.

Q13
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BASIC SKILLS ACADEMY
SAN ANTONIO COLLEGE

SUMMER PRE-ADMISSION
PROCESSING PROGRAM

JULY 10, 1995 - AUGUST 11, 1995
The following will be available to participants in the summer 1995 program
at the Basic Skills Academy:

* Assessment - ASSET test

* Enrollment in the BASIC SKILLS ACADEMY for the months of July
and August (upgrade Math and Writing skills to prepare for college).

* Attendance at the Academy will be Monday through Friday. Students
will be scheduled to attend morning sessions.

* Career Testing - to help students identify a career choice.

* Career information/program requirements from representatives from
Occupational/Technical programs at SAC.

* Counseling/Advising for classes for Fall
* Assistance in completing financial aid applications
This program will be at no cost to the student. Our goal is to provide

assistance to students transitioning from high school to community college
technical programs.
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BASIC SKILLS

ACADEMY

ENRICHMENT PROGRAM

FOR HIGH SCHOOL

STUDENTS

FALL ’'94 - SPRING ‘95
MOODY LEARNING CENTER

ROOMS 539 AND 520A

oo
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ENRICHMENT PROGRAM

for High Schoo! Students

BASIC SKILLS ACADEMY
TECH/EDISON/LANIER

FALL '94 - SPR '95

The Enrichment Program for High School students (10th grade) at the
above-named schools will be conducted at the Basic Skills Academy at
San Antonio College during the Fall ‘94 and Spring '95 semesters.

This program will consist of classes in the Writer's Workshop and
Math. A separate session on the computer will help students prepare in the
areas of grammar, social studies, science, reading, etc. The class sessions
will be 50 minutes long and the computer lab time will also be 50 minutes.
These sessions will be scheduled for Saturdays and there will be 14
sessions planned beginning November 12th through March 18th of 1995.
At that time, students can choose to continue the semester through May
13th or discontinue coming to the Academy if they no longer need the help.

The instructors for these sessions will be staff from the Basic Skiils
Academy. There will be lab assistants available for the computer lab so
that students can get help as needed to utilize the PLATO program.

Sessions for classes will begin at 9:00 a.m. as follows:

Writer's Workshop 50 minutes
Math - 50 minutes
Computer iab - 50 minutes

The schedule will be from 9:00 a.m. until 12:00. There will be ten
minutes breaks between each session.

Our goal with this program is to expand the Pre-Admissions Program
that we started last summer. In addition, we want to help students who may
need some extra help to prepare for the TAAS test. All materials for these
classes will be provided for the students. There will be no cost to the
students for this program. Parents will be asked to sign a consent form
allowing their son/daughter to participate in the program.

RERT COPY AVAILABLE 2.
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October 27, 1894

Dear Parents:

Your son/daughter will have the opportunity to participate in a program
sponsored by San Antonio College. This Enrichment Program for High School
Students will be held on Saturdays from 9 a.m. - noon.

The program is designed to help students upgrade their skills in writing and
math to enable them to prepare for college. In addition, students will have one
hour of computer lab time each week.

There will be no cost for this program and all materials for the Writer's
Workshop and the Math sessions will be provided at no cost to the student.

If you would like to have your son/daughter participate in this program,
please complete the attached form and return to the counselor at schooi. You will
receive further information within the next few weeks.

Sincerely,

Sylvia Cantu
Coordinator - Basic Skills Academy

's
23
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October 27, 1994

Estimados Padres:

Su hijo/hija tendra la oportunidad de participar en un programa que se
llevara a cabo en el colegio de San Antonio (San Antonio College), los sabados,
de las nueve a las doce.

La meta de este programa es el preparar a los estudiantes para el colegio
y darles informacion acerca de los requisitos para asistir en el colegio. El

programa va a incluir gramatica, matematica y una hora de trabajo en la
computadora.

No habra costo para los estudiantes que participen en este programa.
Tambien la materia que usen los estudiantes sera sin ninguen costo.

Si usted quiere que su hijo/hija participe en este programa, favor de

completar la forma que se encuentra con esta carta. Devuelva la forma al

consejero de la escuela. Se les dara mas informacion acerca de este programa
dentro de unas dos semanas.

Sinceramente,

Sylvia Cantu
Directora - Basic Skills Academy
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Toxt Py

PERMISO DE LOS PADRES

Yo, doy permiso a mi hijo/hija,

, que participe en el programa de San

Antonio College.

Entiendo que el numero de estudiantes que podran participar sera limitado

y que mi hijo/hija se comprorhete a participar en este programa cada semana.

PADRES

fecha




week 1

10
11
12
13

14

San Antonio College
Basic Skills Academy
Enrichment Program for High School Students

Introduction to Course

Elements of Geometry

Angles and Triangles

Pythagorean’s Theorem and Applications
Measurement and Precision

Perimeter, Area and Volume

Similar Shapes

Percents and Applications

Multi-step Word Problems

Probability and Statistics
Interpreting Charts and Graphs

Ratio and Proportions

Logic - Patterns and Venn Diagrams
Problem Solving and Identifying Types of Problems

Test Taking Strategies and Review




(&
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Week 1

11
12
13

14

San Antonio College
Basic Skills Acadeny
Enrichment Program for High School Students

Introduction to Course .

Sample Essay Written in Class

The Writing Process

The Six Steps of Writing an Essay

Step 1, The Thesis Sentence

Step 2, Topic Sentences

Step 3, Secondary Support

Step 4, Transitions Between Paragraphs
Step 5, Unity

Step 6, Error Free Sentences

*My Energetic Nephew" - Read and Discuss
Paragraph Writing Practice

In Class Essay Using a Typical T.A.A.S. Topic
Revising

Review
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To: Teachers/Counselors Addressed

/\
From: Planning Committee \%

Martha Riddile, Mary Ann Norton, Carolyn Ramsey
Date: Wednesday, May 18, 1894

Subject: Workshop with North Hamis College

Often our students complete the requirements for graduation without a clear plan for their
future. While we don't wish to limit their options, it's now more important than ever that we
assist them (and their parents) in leaming more about themselves and establishing some
direction early enough in their high school experience to enable them to pursue the
appropriate coursework to prepare for college and work.

With this in mind, Spring ISD and North Harris College faculty and staff will be joining together
this summer in a collaborative effort to develop a plan whereby students establish a clear

career focus early in the high school experience and “"declare a major" course of study which
has a strong academic base designed to guide them toward a broadly conceived career path.

As an educator with a strong sense of enthusiasm and dedication toward helping students
succeed, you have been identified as one whose participation is vital to this process. Please
reserve June 22-23, 1994, 8:00 a.m. t0 3:00 p.m. to lend your expertise at a two-day workshop
at Bammel Middle school which will pair you with key members of the North Harris College
faculty, parents, and key business representatives for discussion of related subject matter,
organization and organize the program of studies offerings to highlight the relationship to
college courses and careers, and design of an implementation plan.

This is our opportunity to design a broad program involving major ut}jéét\areas that lea
careers and job skills. W
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Dr. Robert Smuth

Associate Superintendent

Spring Independent School District
Spring. Texas

Dear Rob.

Thank you for vour hospitality and a vers productve meeting today [ always find myselt challenged 10
think a hule differently about our students after visting with you.

A | understand the outcome of our discussion, we will pursue the idea of hugh school "majors” based
roughly on a set of career clusters which will likely require post—secondary ohm twp or four-year
colleges. These clusters will be in business. health and human services. science and technologv. and libera!
arts. This may or may not lead to some othicial approval by the Coordinating Board and the T.E.A. as “tech
prep  Our neat step will be a curniculum plannimg workshop which we will be happy to host on June 22
and 23, The agenda and process tor this mecting will be worked out by g small committee convened by
Caralyn and Manianne im the nest few weeke

On another matter. T have asked Diane Grithim 1o contact sour office to coordinate meeting and room
arrrngements for the faculiy inservice activities vou e planming for August 10and 11 We are delighted 1
be able to host such an event and hope teomake 1t all the more enjoyable for the fuculty Diane can arrange
anything you might need. includimy andiovisual resources and refreshments

Thanks agan for your partnership and don Chesitate to call it I ean be of service

Warmly.

Santord C Shugart

Ve

¢ Muananne Malague
Bitl Richards
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DEC-14-1994 14:33 FROM SPRING ISD C AND ! DEPT T0 94435402 P.@3
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High School Majors Planning Committee

Statement of the Problem (devcloﬁg'd"i_x_} summer session with North Harris Community College):

1. Absence of reasons related to future educagion or work for course selection CF
2. Absence of coherence in four year planning l/r v
3. Foreclosure of decisions by failing to elect “gatekoeping” courses SRS

Synopsis of Scans Report requirements and future trends for the work world were disttibuted and
reviewed.

Four major fields have been identified:
Health and Human Services:  Programs of study related to the promotion of health and

1 delivery of human services.

Science and Technology: Prograrhs related to technologies necessary to design,
develop, install and maintain physical systems and those
related to the environment and natural resources

Business: Programs of study related to the business environment

Liberal Arts: Programs of study related to the humanities and to the

performing, visual, literal and media arts

Carolyn reviewed implementation steps identified by the participants in the summer meetings as
well as the marketing strategies which had been suggested.

Agreements:
Target Audience: Incoming ninth grade students and their parents

What do we want in the materials for students:
e Rationale
¢ Results of the Career Interest Survey
e Overview of four majors with careers tied to education attained and personality traits
¢ Step by step directions with worksheets (o complete process
* Overview of four-six years for students as an appendix

Task: Develop a marketing plan for informing students and their parents about Career
Majors concept

&
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PROPOSED SCHEDULE
CAREER MAJORS FOLLOW-UP WORKSHOP
A Partnership between
Spring Independent School District and North Harris College

Bammel Middle School

8:30 - 8:45 Greetings Spring Superintendant
8:45 - 9:30 Celebration Rob & Bill
9:30 - 10:00 What Has Happened
10:00 - 10:15 Break
10:15 - 10:30 Where Do We Co From

Here
10:30 - 11:15 Round Table Discussion
11:15 - 12:00 Report and

Recommendations
12:00 - 1:00 Lunch
1:00-1:15 Charge
1:15-2:30 Group Work (3 teams)
2:30 - 3:30 Group Reports

SR
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SPRING ISD/NORTH HARRIS COLLEGE
WORKSHOP

DIRECTIONS TO GROUPS

FIRST SESSION- Discuss Charge and Answer Questions

1. Appoint Recorder and Reporte-

2. List what has already been accomplished related to
the charge

3. Revise the charge statement

4. Identify what needs to be done next to accomplish
the group’s charge

5. Report recommendations to the full group

SECOND SESSION- Develop a plan to accomplish all

components of the career majors
program

1. Complete action plan

2. Report goals to full group

233
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PLANING MEETING
SPRING ISD/NORTH HARRIS COLLEGE WORKSHOP
May 4, 1995

STRUCTURE FOR WORKSHOP (LARGE GROUP SESSION)
1. Celebration

2. Report on what has been accomplished

3. Evaluate outcome
4. Nextsteps

3

MAKEUP OF SMALL GROUPS
1. Middle School Instruction (Vicki Stanfield)
initiatives

assessment tools

2. Tech Prep/Articulation/Dual Credit (Larry Brillhart)
cheat sheet - definitions, financing, eligibility, overview, contact persons, sources
of information, goals

3. College Planning -- curriculum (broad degree plans and career planning)

4. College Planning --student and parent development

INITIAL GOAL WORKSHOP 1
Every student engage in a thoughtful planning process
e assessment
e keeping options open
e connections to work and postsecondary education

CHARGE WORKSHOP II
Identify what needs to be done next and a plan to accomplish'(task and expected
outcome, timelines, who is responsible, make-up of group).

. expand the marketing strategies to include the college connection
° revise the curriculum document to include years 13 and 14
. identify benchmarks to determine career planning is happening (outcomes

of assessment, use of four year plans)

FIRST ACTIVITY
Small group discussions focusing on what has been accomplished and what needs
to be done;
Structure -- two facilitators one from NHC and one from Spring ISD
Process -- appoint a recorder and presenter; facilitators will use prepared questions
to focus discussion
Outcome -- presenter will report back to larger group
General Questions
What has been done?
How are we doing?

wor-ns6/8/95 ‘ -y
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What are the next steps?
Who is responsible?

Questions -- Group I

What have we done so far (initiatives in place to promote career planning)?
How well are we treating students?

How well did the testing go?

How is assessment information used in career planning?

Was the information helpful in terms of assisting in decision-making?
What benchmarks were used to evaluate the tool (Get A Life)?

Do the career clusters help students select appropriate courses?

Was the tool marketed to studeats and parents?

What needs to be done next?

RIS RN e

Questions -- Group II
Questions -- Group I1I
Questioas -- Group IV

CAREER PLANNING PROCESS?

1. Tools ( secondary and college portfolios)

2. How to use tools appropriately

3. Benchmarks to determine career planning is happening
outcome of testing/assessment
were the four year plans used

CHARGE TO THREE GROUPS

MIDDLE SCHOOL

1. What initiatives to promote career planning are in place?

2. How is assessment information used in career planning?

3. What is the involvement of the parents?

4. Ts the connection made between work, postsecondary schools and if so, how?

TECH PREP/ARTICULATION/DUAL CREDIT
1.
COLLEGE PLANNING (curriculum component and student/parent development)

wor-ns6/8/935




Evaluation of Planning and Collaboration Workshop
June 22-23, 1994
Bammel Middle School

Please help us evaluate the workshop by responding to each statement using the scale as follows:
5 = Strongly Agree, 4 = Agree, 3 = Undecided, 2 = Disagree, 1 = Strongly Disagree

Please indicate your role in this workshop:

— Student __ Parent ___ SISD Staff __ NHC Staff ___SISD Advisory Board
Statement SA A U D | SD
1. The purpose of the two day workshop was clear to me. 5 4 3 2 1
2. The workshop was well organized. 5 4 3 2 1
3. The problem was well defined. 5 4 3 2 1
4. Possible solutions to the problem were generated by the 5 4 3 2 1

group process.

. I'believe my ideas were helpful. . 5 4 3 2 1

6. A valuable planning tool was produced for parents and 5 4 3 2 1
students.

7. An effective plan for communication of this product to 5 4 3 2 1
parents and students was developed.

8. This planning and collaboration workshop was well worthmy | 5 4 3 2 ]
time.

9. The collaboration between Spring 1SD and North Harris 5 4 3 2 1

College will result in better course choices by students.

What did you like best about this workshop?

Suggestions for improvement

Thank you for your help!
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GET A LIFE VIDEO

The Get a Life video is the result of a collaborative initiative with Spring Independent
School District and North Harris College to increase students” and parents’ awareness of
the importance of decision-making and career planning prior to high school. High school
educators at a recent Texas Education Agency sponsored Career and Technology
Conference recommended the video for high school students. as well.

The theme of the video. “education pays™ illustrates life styles afforded as years of
education and training increase. Four career paths emphasize examples of jobs and
beginning salaries typical of each pathway.

To order the Get A Life video. call or write:
CHANNEL 1 PRODUCTIONS
Instructional & Educational
Video Productions
19827 Bishops Gate, Suite No. 1

Humble, TX 77338
(713) 540-3944

COST: $5.00 plus tax and shipping
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