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THO APPROAEHES TO FAIR PRACTICE IN P0§TSECONDA§Y EDUCATION

4

~_ Y - . =~
.

The types of information supp]ied to prospective postsecondary students

* - have received much recent attention, as havé other business and educational
re]ationships between students and institutions. Based on a substantial fiscal
interest in how well students invest public monies Jthrough their choices among

r .institutions, Congress has'criticized the Madvertising practices" G6f some schools.
| and has passed 1ans that attempt to guarantee that appropriate information on
‘cglleges will be availabie to students prior to their enrol]ment éovernment
agencies that View tough ru]es for colleges and schod]s as necessary to protect
students have based their regulations on some institutionai practices that have
been judged ' unfa:r in their treatment ‘of students interest Sizeahle govern- e
ment contracts co/;inue to be a%arded to research agencies for investigating

actuai and potentiai educationai ma]practice and recommending so]utions -

( - \" a’n‘ N

-, In response postsecondary institutions and their representative associa- L

i

tions have'maihtained.that oniy“cleariy fraudu]ent educational organizations
. \ t ; . . .
should be controlled by the federal-government. Although acknowledging that

information practices for .students may be in need of'impr0vement the co]]eges

§

ho]d that this is best done by voluntary efforts at. thg;]oca] 1eve1 Higher

education gssociations and groups of experimenting colleges (sometimes w1£h o

.financial encouragement from"other\government agencies)‘haye attempted to deve]op
s ' . - ¥ i A ’

models-for good practice. Additignally, they have issued{check™sts of things

. . . .
. institutions should be encouraged to do on thejr own Witiative to improve the

»

fairness of their operating procedures, including advertising of programs and

services. This approach assumes that postsecondary education institutions are g
* % : N
-, . » . . h .
. interested in students' welfare. - _ RN

i
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For.your information, CHOICE has‘enc]osed documents that illustrate these
® i } -
v two approaches.: one based on regu]ation of potential and actual abuse, and the

~ i

other on good practice standards for institutions ,'.

1

New Expectations for Fair Practice, a document distributed by the American °

Council on Education (ACE) takes the position that traditional practices thdt

govern colleges'.relations with students may need reexamination in 4dight of

A

v N
changing times and public demands The book]et provides general .guidelines to

_ as§ist institutions in undertaking this seif—reView of current inﬁormational
. , ,
practices dnd other areas /-The book]et is suggestive rather than prescriptive
o/

The second document lists fourtéen types of allegcd and potentially abusive

. -

A3

Cjnstitutional poiiCies and practices compiie% by the American Institutes for

u.

' Research (AIR) ﬁrom a study of comp]aints fiJed by students with federal agencies.
Based on this 1isf AIR has submitted to the‘L

? Office of Education's' Office
of f]anning, Budgeting and Evaluation a ratimg system which could be uSed to assess
the "consumer protection practices" of co]ieges universities, and proprietary

vocationaT schools. The system inciudes se]f reports by institutions and ‘external
)

-

va]idation of the reports by random]y se]ecteq students. The same list of
a]]eged abuses has been used in a study of 1egis1ation in the.various states which

resulted in recommendations for strengthenin , state’ attentidh to institutional

~ ' .. . . - ®

monitoring ) ‘§
CHOICE was established in the belief that, among diverse postsecondary f
”‘institutions, efforts to proVide fair practice and comprehensive information for
students are’most profitably undertaken at the institutional level, Furthermore,
" we view the institutional self-study involved in reviewing a colieoe's infor- ; .
mation, academic, and business practices as valuable to both’colieges and.students.

,Consequent]y, we favor ‘the ACE approach that encourages institutions to consider

whether ‘and in, what way, current practices should be reVised We believe that/

| 5 -

]

-
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b Q .
most colleges 1ntend to prov1de good information for student cho1ce,,

neVeﬁtheless, there is usua]]y room for 1mprovement A]though ye 7

¢

prefer the "11st of good practaces“ used as a mode] to the "11st of

@
abuses" used as a stick, both may prov1de usefu] check11sts for on-campus
deliberation. In any case, co]]eges shou¥/ d be awdre that both
approaphes have proponents in Washington. '. c. ) L.

~ Joan S Stark

i
_* February, 1978 ,
. \ . Director -
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‘?%urce -.Amer1can Inst1tutes for Research in the Behavioral Sciences,

Palo A]to, California

. -

¢
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. Categories and Examgles of Potentially Abusi{e~;"
Institutional Policies and Practices K
A. Refund Policies and Practices a : .
1. Institution does not have a written refund pollcy for fees or charges
collected or ob11gated in advance of enro]]ment pr class attendance.
. 2. Nr]tten refund po]1cy is not pub11c1y d1ssem1nated to students and .
. . prospective students Y .
™ -
3. Hr]tten refund qu1cy does not teﬂlwstudents “how to obta1n refunds.
:4. Nr1tten refund policy does not pHov1de for at least partial return of
i student fees or charges based on the amount of instruction the student
has had the opportun1ty to receive. \
5. Written refund policy doesnot spe61fy the maximum time aliowed betﬂEen
" the receipt of a'valid refuhd request and the issuance of a refundg.: ,
. - . . . ok
- B. °Advertis1ng Practices . . ) .
- =~ \
1. Inst1tut1on uses: T
(3) advertisements in "“help wanted" secé1on of newspapers, pseudo "Talent“
contests;
A} N \‘
- (b) test1m0n1a1c or endorsements by actors who did not atténd the .
“ . { ution; or . Yy -
' v .. . " L . ‘ R/
(c) limited time discognts," to uttract enrollees: ) . -
2. Advertising of the institution guarantees of implies that completfon of
an education or training program will lead to employment. ‘ .
- . B v
3. Institution's advertising implies, that it-‘
(a) has’ spec;a%—t1es og connections w1th emp]oyers which 1t does.not in
fact have; )
. LA | e
(b) offers full or partial scholarships. when in fact it offers on]y 1oans
or deferred tuition; ¥ .
(c) has recogn1zed experts on it; teaching faculty who in fact flave no
teaching respons1b111t1es, %r
' L
_ (d) offers a "super1or” educational ‘program when in fact theée is no
comparative ev1dence fo support the assertion.
( . - . . ) N .
O * . 8 - ‘( oo v

4

D
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" C. Admission Practices . : - ‘

A3

-

1. Institution employs dgkﬁssioﬁs nepreseptati%es whose compensation or
salary is dependent wholly or in part on direct commissions based on
number of students enroiled: . :
. J .

2. Institution does not have a wfitten+policy governing recruiting and/or .
admissioré practices. , P Y

\

3. Written recruiting/admissions policy does not contain:

» S* i
« (a)-any prohibitions against unethical practices such as the "baitﬁd‘
switch" or the, "negative sell; - ,

[ .

(b} a requirement that all prospective students talk to a representativé
of the institution at the school prior to enmolling; or Ve
. (c) a reqﬁirement that a]]eenr611ees sign am agreement which describes
.- complete costs, payment requirements, and educational services to be
<’ provided by the institution. g .
4. Instituticdn does not provide remedial instruction in basic skills for
students who are admitted without meeting.stated admissions requirements.

Instructional Staff Evaluation Policies % \
1. Teaching compefence is.nzt included qé_oqe criterion in formal salary
and/or tenure and/or ra7 review policies. ., b . T
2. Evaluations of teahcing competence do not include regular, anonymous -
ratings by students. - ;
. - Disclosure in Written tumeﬁts B y

?a{]ure to disclose any of the ‘following in a general catalog, bu]]etin;
or other basic information document: i

(a) name and address of school. . a [

PR i : —-
(b) date of publication.of the documeégf- ~
(c) schoo]-ca]eng§¥ including beginniﬁg and ending dates of ¢lasses and
., programs, holidays, and other dates of importance.: o~
(d) ‘a statement of institutional pailosephy .- o

(e) a brief deseription f the school's physical facilities.
(f) an accurqﬁe Tist of all courses actually offered. . \

(g) an indication of when specific courses. will not be offered.
* . - - : %
(h) educational content’of’each course. -

A .
i

(i) number of houts ofp;pstruction in each course and length of time in .

hours, weeks' or mo hs¥normally required for its completion.”
. - - ‘ ’ .
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(jhan accurate listing of faculty who currently tcach. .

(k)

»

\\(m)

~ (n)
’(0)

(p).

(q)
(r)
(s)

(t)

next year.

(U)
(V)
’ J
UF.
1. The
2.

(a)

(&)’

enro}led students.

’ ® o '
Failure to include in this orientation)

$ 13

an indication of the, distincticn between adjunct or part time faeu]ty
and full-time faculty. \\

policies and procedures regarding acceptabiiity of credits from
other institutions

general acceptability by other institutions of credits earned at -
this institution.

-

[

requ1renents for graduation.

statement of certificates, dip]omas: or degrees awarded upon graduation
statement of all charges for nhich a studént may.be held.responsible. -
financial aid programs aetually available to studentsv 4 -
limitations on eligibility for financial aid prpgrams.

grading system. . i '_ : .

policies relating to: B )

[(1) tardiness
(2) absences L
, (3) make-up work : .
24) student condult. T ’
5) termination ..
(6) re-entry after termination N

student fee increases infr’\ess of $25 that are p]anned wi

a

for student ]oan applicants:

the effective annual loan interest rate’ .
loan repayment obligations ' T : -
loan repayment procedures -
time allowed for repayment ,
deferment or cance]]ation provisions, if .any '
collection procedures ‘which might be applied in the event of
failure to repay ) . % -

‘y

Student Orientati

tio Proceduqes
institdfiji?does not conduct a for@a] orientation program for newly
i\), ’ .,r
\ the fo]]owing'

oral presentations or written documents prepared by students who have
been previously enrolled at the institution.

<
instructions on how and where to Vine student COmpiaints and

grievances |
;.

10
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\ \ .
PR . -~

information on how and jwhere-to apply for stucent financial aid.
- : X X -

Y
Follow-Through . . ) R

P ' )’
G. - Job Placément Services and
. ; -
" 1. In the event.the institution claims to have a job placement service,
this service dngi\i?i inglude the followjng dpsects; . '

(a) ﬁotificatﬁon’o fee tharged, if this is the case. .

(b) ‘formal training in\ job-seeking and job-holding skills. - .
> AN . . L ) . A . )
.. (c) contacting prespective employers to develgp potential jobs. SR

: N ] . .
(d) making joh interview appaintments for individga] students, including.
those seeking part-time empioyment and recent graduates. '

g

\ 2. In the event the institition ciéits to have a jobsplacement service, the -
service is confined pnTy 6 such » vices as distributing *Help wented" v
ads . from newspapers jor referrd! to a\gfmmercial placement service. . °

+» 3, The institution does not regu?ar]y collect follow-up data on the employment
suc€ess of former students who did not graduate,«recent graduates, and/or.
. longer term graduates. o -t

4

’ \
H. Regordkeeping Practices

~ .

1. The institutioh does nét maintain the following '{sws in its individual BN

student records: " » <,

’ -~ . v

.'(a)'tota] fees paid by the student.

N Yb) courses taken and completed.

'. .'o L

. "(c) academic credits, grades earned. -
. ' (d) financial aid amounts iﬁc]uding loans;,if any, actually received
by student and date of his/her receipt. », .

-

"2. Institution does not have a written policy and actual procedures for '
maintaining individual student access to records for a perind of at least
two. yedrs following his/her departure from the institution, regarfiless of

. "the operating status of the institution. .
. y . -
I. . Turnover of Instructional Staff

1. Instructional.staff are repeatedly replaced, in the same sections/courses,
. after instruction has begun.
. O -0 L N [
2. Instructional staff are rep}éeed in two.or w}re sections/courses after
instructioh has begun. . ' .

J. Representation of Chartered, Approved; or Accredited Status x

37§~The ihstitution fails to disclosé'tg sutdents and prospestive students

. ¢ - the.fact(s) of limitation(s) or sanction(s) for noncompliance with ¢
. Q ! des1gpated.stangard§ imposed by~dcal, state,xor fqura] government

[:RJ}: . agencies, if any exist. 1“1

~




2. The public representations of .the institution fail to distinguish
between (e.g., 1ist separately, with.appropriate explanations) ipsti-
tutional accreditation, specialized or ptrofessfonal program accreditation,
state’ VA-approving-agency ourse apprdval, and state chartering apd

" licensing, if any are present. - o . N

<.

K.” Financial Stability

: 1. 'If the Jngtitution is not publicly-supported, it does not have the o
v ) Following: . . . ) . : .

'(a) an endowment or tetdined earnings fund to pay chrent'operating
* " expenses if_they are not covered by student tuition receipts.

. (b) a reserve of funds sufficient to pay out tuition refunds as students
' make legitimate requests for them. " ' RO

2. The‘inétitution's financial records and reports are not annually subjected'
_-to a certified audit. . . ' '

L. Instructional. Programs in Occupational, Professional Preparation Areas

1. Tﬁé institution does not maiftain curriculum advisory committees which
include representatives of potential employers in each occupatidnal/ ~

* " .professional area for which instruction is offered. - e
2. The institution does nbt provide the fo]]owinﬁ, when they:aré required’ ‘
- for aup1oymeht of, graduates in ar bccupational/professional avea: ‘

(a)‘specia]iged/brofess%onal program accreditation.
", (b) training.in the use of basic’tools and equipment.

(c) internships and/or supervised practice on the job. )

(d) internships and/or supervised practice*in simulated job situations. *

4 . e % . »

(e) instrdction on topics, necessary for state or professional certifi-
: - cation of_graduates. S :

»

L 4

3., The institution does not Fequire.a semiannual reviegw of the relevance
and timelines of dccupatidha}éproféssional curricula. .

.

M. Instructional Equipment and Facilities in Occupational/Profesgional Preparation

Areas N v ‘ , ) ) .

11 The institution- does not maintaiA aévisory committes on jinstructional
~ equipment and facilities.which inglude representatives of potential
. employers in each bccupational /professional area for which instruction
_ s offered. - <o , Lo
. - 2, The institution does pot annually budget and expend funds for replacing .
worn .or outdated instructional equipment in each occupational/professional
area for which instruction is offered. N -
o« . B -

¢ :112 E . &,
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N.

Attr1t10n and—toan Default - .

<

1. The 1nst1tut1on does not annually calculate the rate of attrition for

entering (first-year) Students in each identifiable program or
. curriculum area. :

A - 1 ’
2. If it is a participant in the National Direct Student Loan Program or
~is a lender in-the Federally Insured Student Loan, Program, the

jnstitution does not annua11y calcu]ate the rate of default on 1ts
student loans.
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" and, further, that problems of ineffective or outinaded practire c

. . ’ . .
‘\_ * . . ‘ / —"

m

The issue of fair\practice in_postsecondary education has received consider-

.able -attention® recently, in.the context of,broad allegatiegs that catalog state--

ments misrepresent actual offerings, that ¥pecific obligations arw not fully dis-
closed, and that the legitimate rights of Students are ignored. Federal officials,
prompted by reports of the fxaudulgnt use of federal student-assistanée funds, have
already promulgated regulations requiring that posEtsecondary institutions follow
cerfain practices with respect to tuition refunds and information disclosure.

8ther regulations and actions have been propoged. 4/ C ‘

The Amegrican Council on Education ‘supports and affirms the need for fairf'{‘
practice and for accurate, effective communication in instiiutional behavior
toward students,

. ¥
We believe that instances of poor practice’ sho ldlbe corrected

best be cor-
rected by voluntary initiatives on -the part of the academic institutions thém-
selves, Governmental action shotld be directed toward -the relatively few cases
of fraudulent or criminal abuse that call for governmental pénalties, both civil
and criminal, R O - : > : :

In light of changing expectations about fair practice, agvariety of volun-
tary initiatives are now needed, and the Council urges that a institutions
systematically review their current procedures and, where necespary, improve
them so as to ensure fair treatment for students. We are also asking the Coun-- -
cil on Postsecondary Accreditatfn to take the lead in developing a model code
of good -practice that might be applicable to all colleges-and universities as

a statement of an institution's responsibilities toward its studdnts, In the

. interim, this paper has been prepared to assist in the procgss o nstitutional °
review: It offers some perspective on the issues and some g¢xamplep of good
practice. While recognizing ‘wide vatiation in institutional\conditions and

customs, we hope that each institution can usefully adapt these examples to
its own circumstances through a thorough and conscientious reassessment of
current practice. .

. ¥ <.
» ~

Roger W. Heynms, President

FOREWORD ’ -
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Colleges and universities hav&ffraditionullg developed a variety of pro-

H
! - . S, , ' . - ]
. f\}edures to help students get the mostwﬁrom their postsecondary education ex-

perience. Some practices -~ such askjreshman orientation sessions, academic

L 0«

'advising; and student handbooks 4§.are v1rtua11y universal. 0ther mechanlsms -

- . 25

l such as campus hot- 11nes, ombhdsmen .and "drop-in' counseling centers -- have

i been developed in response to pémticular institutional conditiofis,

- Ny -

o

A .

Whether these and 6ther existing practices meet the present-day needskand‘

b .

«

expectations of students is, however, increasingly being called into question.
Some observers claim that colleges and universities are failing to provide suf-
3y 4 ' .
\

: B e d o ) . .
ficient information to.prospective $tudents. Alleged instances of misleading,

information or neglect of student rights have been widely publicized. Moreover,
. .

because of Job-market uncertainties, institutions are under pressure to provide
- . 5 . r
“ information on employment prospects in each field of study. Student 1n1t1ate& P

-

lawsuits, .as well as complaints directed to state officials and legislators,
v Y

- ; .
r H

y, raise other disturbing questions. \ " : ' Coe ;é.:n T
. : — *\ .
, ., Any g1ven problem may invqﬁé% only a few institutions, but the underlying
. . ‘ ,

issue ~- whether colleges and universities ‘have become unrespon31ve to legitimate

o

student needs -- affects the entire academic commnnity. in light of this con- % *

f °, .
cern, it.is impor%ant that all institutions take steps to affirm their commitment:

.
3

LY w . - o ¢
to fair treatment of students. ‘Lurrent policies &nd practices should be reviewed,

.

‘and procedures improved wherever necefsary. Institutions should also consider

¥ -

ways to clarify and make more .explicit the terms of the social contract implied

by the student 8 agreement to atteﬁé\and the institution's agreement to instruct.

P .

> [ R N \ .
o 5 - '
. N ’ -
- . .
‘ * .
“ . . - 3 . v,
. . R , .
B
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Each has rLghts azdzobligatlons that should be mutuaIly und

that understandln , the: institution is rcsponsjble for

S L. \ .
it expects from students regaxdlng the1r rights
® .
. This documient is “intended to help‘&nstltutl

rs

‘and practices affecting students(ln.elght are,

-

14 . .
have recently come under -criticisin:

. ® 1. official Publications

-

II. Admissions and Rewruftme Y
L S~ 01 a.‘
I1I1. Financial Assista L ’
: 4
. » . ]
) 1v." Recotd Keeping - .
) ° v Y ¥ hat N
: T ¢ h e
* ¥, Instructional ProgrAms and Requirements ! §
VI. Career Couns¢ling/ - ° - -
. ’ .
VII. Grievance Procedures - . i
. : ' % . ’
VII‘. Student Servicgs and Student Conduct . _//)
The examplés- of good pract1’e offered in each of these area:ESre neither re- '
t
quired nor recommended. ey §1mply 111ustrate approaches tth\Some fnstitu-
. - ) L
tions have found suitable to their circumstances. . .
Il . & N q

s In the rgiiew of current procedurés, two general prinéiples: of fair ‘treat-
. # . - ,

13

ment should be given atftention: L S L ¢ - -

Effective communigcation: the provision of complete and accurate ) i

,
and pract1 e. Essentially.calling for "full disclosure," this .
principle pplies both to the prospective student s need for - ' d
<‘ ' . - a N

New Eipectation7 for Fair-Practice
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[:R\f:‘ L 3 R o _ | .

ulText Provided by ERIC ) .
.




-3 - .
4.

.
. 1

‘

ment and ;o the enrolled stude
v L ' )
about the requirements affe%%ing program complétion, :
- b f. P

- s

—

accurate information in makinfhij;isionséabout college eq%bll-

s need to be fully informed’ ¢

Fair practice:’ the maintenance of responsible and fair pro- .o
4' - . »

cedures in all administrative matters affecting students,

. This principle entails ipstitutional responsibility to .‘h '
: : \ , - g
N : provide efficient administrative sérvices,fto "deliver"
h : B >

) ' - sggsices and programs as descrjibed, and to maintain ade-

o
quate channels for hearing and resolving grievances. *
. 1Y M
. .

13
. " Both:principles apply to a wide range of procedural relations between
. AN

. ’ *

- institutions and students. In feviewing present practices in light of these
Y

: b

v \ . 8 ‘ 7 " S .
principles, instit (ﬂﬁﬁ}officers will need to address several practical
r
. a. ‘ .
matters: How can the adequacy of present practices be assessed? What addi-’

¢ “

tional or revised procedures wiil be both workable anpd effective? And how

-

can the responsibilities of stud nts be better defxﬁed and communicated?

. A broadly coordinated Feview may be necessary to consider such matters ,)
< I8

.

and ‘to develqp a new consensus on t meaning of "fajr and effective practice."

A joint éommittee, eonsisting of students, faculty, and administrators, might

be designated to weigh alternative apﬁroacpes and to decide on proper balances
between institutional and student responsibilities. ) . . e
. v . 4

e -

Eech institution can best translate the spirit of the suggestions offered

here into policies and practices suited to its own gircumstances and student

N -

populatidh. It is hoped that this document will facijlitate review as a step

o -
-

s toward effective institutional response. ‘

R * : 4

' . -

#
7 0 -
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I OFFICIAL PUBLICATIONS

Fagr practise implies’careful attention to the accuracy of the information
~

provided in all official publications intended to tell students about the in-

i

- - -

stitution, its offerings, and its requirements. Such publications inclgoe col-
B ’ A . ‘ ¢

lege catalogs, .student handbooks, and course schedules, as well as all recruit-

ment materials.

x . *

.

Manuscripts of publications should be carefully reviewed to ensure that

the material is accurate and up-to-date and that the language can be readily
* ~

under sttood By prospective students\ Special care should be taken to avoid mis-

1ead1ngﬁgtatements about institutional offerings and’ requirements; whether by.

f 4
omission of important details, use of academic jargon, or failure to note C,
) - . : },

- restrictions.
t

Examples of Good Practice

a
.

The beZowzng LZZustratLons are offered as exemplary procedures that might

be adapted by each Lnstztutzon to fit its own particular.circumstances.

o Establish committees to review manuscriptg’of catalogs and other puinca-

tions to ensure that the 1nformationprovidedis accurate and up- to-date

on a11 basic terms of enrollment, ineluding program offerings, tuition . -~ -

. Y —

charges and other financial ohligations, and requirements for academic s

progress, Any special requirements,)exceptions to policy, or restrictions

.

‘in stated offerings (e.g., enrollment limits, courses offered only in al-

ternate years) should be clearly stated. e 2

>
3

, , .
o Have students review catalogs and other publications to identify ambiguous

or misleading statements and to indicate topics that require fuller explanation,

o’
<
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. ) -5=- ’ n
-0 Review institutiopal statements of objectives ito assure that géneral des-
Vs o . \ . ' [
. " . <

“criptions'of the institution, ;tsopurpones, intellectual environmeﬁt and
&

° - M -
- o

student culture are balanced and restralned y statement about the unique-

* ..

ness‘or superiorlty of the institution should b adequatel supported and .

. .
3

should not make o¥ imply 1naccurate comparisons ith other 1nst1tut10ns.

.

o Attempt to give a realistic image of the institution, incllding its strengths

C - X N
' and lihitations, and of typical student experiences. Institutional research

data might be used to describe general student characteristics and experi-

. .

ences (e.g%, the proportion who live in'campus housing, fail a first-term

- course, ma3or,in.certain fields of study). ) R AN
/ o Develop separate brochures, or sections of catalogs, to provide particular

A\
subgroups = €.8., part time students, tréﬁsfer students, returning adults -~
with adequate informatfion on institutional offerings and regulations appli-

cable specifically to them,

) N v -

. o Ideggify learly explain all academic terms that may not be"readily

e g4

understdod by prospective students (e.g., accreditation status, distinctions

.

4

£

effectiveness as a guide t

.

o Review theatalog' inatitutional regulations

for enrolled students. Opportunities available o ly to~advanced students .

- .- or special procedures applicable only to enrolled students (e.g., change '\'

] ~ )

of major, leaves of absence) should be adequdtely described

.
“\

.
-
N
> /

i
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II. ADMISSIONS AND RECRUITMENT . : - , '

.

. . . - ’ '
-Institutions fhduld reviéw their admissions)practices to ensure,that ¢
. i » T »
~ s ’ < D R &
all pertinent application requirements‘are clearly explained and that ade-

« quate regard is shown for efficient processing of applications and timely - N

: . . . "y
notification. Recruiting materials -- especially films, brochures; posters,

and advertising copy == should be assessed for accuracy and balancen They

should effectively "tell the college s story," but also should prov1de true A%v
-

~

images and pertinent facts. Continuing efforts\sho d be madé to assure that . .

. . -

all admissions staff mﬁmberséhave accurite, up-to-date information about the -
o’ t .

institution and its educational program. ’ - ’ ¥7¥ : 3“2'
. o K . -
Examples of Good Practice C ¢ 4! . ) PR
-~ /

The following zZZustmtwns are offered as exemplary procedures that mght

e

. be adapted by each ‘Lnstztutwn to fit its own partzcular cu’cwnstances.

o Review the clarity and accuracy of existing descriptions of admissions

¢ .

requigggents, applicationvprocedures and‘deadlines, and notification

- - B -

dates regarding acceptance. - o
o+ Offer clear explanations of any specia& admissions criteria, tests,
or other procedures by which incoming studﬁnts are assigned to re- - -

medial igstruction. Students required to také remedial’ work should -

be fully infotmed of its type and length. and of any restrictions

- Y

on enrollment in re lar courses while they are enrofled in ‘
. reé%dial'courses.’ ) . - ;// - .
v ) N a. \ . . R :
. . - L4 g- N
. / 5 {
»
L = ;

N ‘ S B Y .
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or student-written accounts of the academic environment and campus life

Provide applicants with statements ofAfrstitutional policies‘gdberning 8

use ‘of weiting lists forﬁadmiseiong, methods of appealing aam;ssi;;sa x §9
and finapcial-aid determinatione, and prqcedures for reabplyiﬁg’or for T
appiyiné for second-term admiseions. Ql‘ | % - ‘ 9‘ " .
Develop techniqees (e.gL%‘trainrng sess%§§§; periddif review of.educa- .

tional programs) for/keeping admissions staff pembers"abxeast of changes

LR
.

]
A &

in the 1nstftut10n programs and facilities. - s

w ©

Establish 1nforma1 mechanlsms for peer- 1nformat10n exchange. Pr03pe2§§ve x&<\~

and enrolled students might be given opportunltles "to_talk with one another,

1

might be made available to prospective students. . ‘ f .
- : » L
Include a statemept encouraging prospective apg&igan;s.to review pertinent
, . ‘ "ﬁ . .- .
sections of the complete catalog in cases where pamphlets and other short

\. . Y . _ﬁﬂ . .
materials cannot cover all ‘the basic information th&t studentsijéed to -—

know about an inst%tution. © ot A .

E]

*

Provide statements, in catalogs or separate noticesf'aboutqiqstitutional

. .
. 2

policies governing transferability of credit frosyether_instiﬁﬁgiops,

&
.

P ¢ .

creait(for experiential learning, or use of the College-Leyel Examina-

tion Program .and other examinations, Such statemehts. should also N
T ) ‘, .
cover institutional policies about the teﬁms under which couxses taken —
several years previously would be accépted asg part of current degree ' .
L3 i ) - ,‘ ‘_ -
work, \ 1
2 X
. . v
. » / . ¥
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III. FINANCIAL ASSISTANCE

Institutions should provide prospective and enrolled students with the

- Pest possible information and advice regarding probable costs, types of fimancial

éssistanée, and the financial obligations they assume when they eé}oIl,ac the

.

-

institution or accept particular types of financial assistance. Tuition costs
| ST ’ . . {

and other fees should be fully described, particuldrly wﬁqn cﬁarges vary ac-

cording to program, tevel or type of study,

r° student status, Insofar as pos-

sible; students should be notified of likgly additional cosék‘\fugh as special

-

equipment or laboratory fees. T%S\szgg

and for waiving certain requirements should also be clearly explaineé. .

for refunding tuition or housing charges

v

‘r
Students should be clearly informed about all types of financial assistanee
for which they are eligible, The various types of assistance might'be specifically

compared, with the advantages and limitations of each ‘highlighted and any restric-
. . ! ‘ -

-tions outlined. Such cdmparisons should distinguish among institutional sources

.

[4 : -
and independent or governmental sources of assistance. \

- Examples of Good Practice . Q\ e

r

T/ oo ‘ )
The following illustratiods are offered as exemplary procedures that might

*  be adapted by each institution to fit its qun particular circumstances.

o Provide careful and complete statements of necessary procedures,ﬂdead1ines,
and notification dates’in applyidg‘for finaneial aid. A sepérate effort may

be required to inform enrolled students about procedures relevant to them in
\4
applying for financial assistance.
6 Review,débcriptive statements and application forms for financial ajd to en-

sure that studgnts are given clear aﬁd precise information ph the financial

obligations of ‘enrollment. s

- " .
X

]
s -

! . . <
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'specific_obligations of each ty?e of financial assistance. T

R R - v
Develop ‘brochures or leaflets that explain to prospective students 7~‘in
, .

.

termL readily understandable to them -- the advantages, limitations, and

)

Distinguish clearly between fifancial aid offered from institutional re- |,

sourced and financial aid offered by federal, state, or other noninstitutional

,

. “
sources that are available to students at almost all postsecondary institutions.
LY

a

Initiate new efforts to guide stu@ents in realistic financial planning. For

instance, estimates of the 1ikely costs of books, laboratory equipment, field-
%
N .

# -
work?eXPenSes’ and fo forth, might be developed. Case examples of such costs
: A

<
might be drawn from the experience of other students. Descriptive data on
. . .

\ .
previous classes could be collected and disseminated (e.g., proportions re-

i +

ceiving various types of finahcial assistance, average amounts of aid received
. N - ‘e

from each source, typical aid packages, earnings from part-time jobs).

Review institutional policies and officigT\Statements on refunding tuition

and fees and, where necessary, develop policies that provide for ae equitable
return of payments when students withdraw and for adéquate notification of

k4

procedures in appLying for a refund.

Develop, and make widely available to prospectfbe and enrolled students,

<

policy statements explaining how changes in academic status (e.g., change Coe
from full-time to part-time study; transfer to another institution' termina-

4

tion of studies) affect/t;e/terms of the student s financial obligations.

&

< N\
New Expectations for Fair Practice
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IV. RECORD KEEPING

aIwatitutions should ensure that student rccords are accurate, up~to-date,

and secure. Efficient procedures should be maxntained in handling records an ¢ {

1

in providing students with reasonable access to their records. Formal.state—
o X ]
ments explaining institutional policies with respect to student records and

-

accounts migﬁt be developed and made widely available to students such state-

ments should describe the institution s procedures for maintaining the confi-

°

dentiality of records and should outline the limited conditions.under which

4

Q1salosure can be made, '
iy J]
g; Complaint or appeal mechanisms should be available for resolving diffi""

~—

1 e
aculties that students may have concerning their records. VThe student's right

_
N

*to cha11enge and request correction of, 1nformation should bg.made clear.
: - /
In turn, institutional staff shauld be trained to administer correctly all

-
3

%olicies governing student access to records and cha11enges“re1ating to their

. retords. . . v . -

Examples of Good Practice - _ s ) ,
. ) . & .
The following tillustrations are offéred as exemplary procedures that might

i

be adagted by each znstztutzon to fit its own pargécular czrcumstances.

~

o Develop a policy statement, made ava11ab1e to all students, that describes

procedures whereby students may gain access to their official records
.
A
.. and accounts and affirms the institution's responsibility to resolve
. \
promptly all questions about possible errors in ghe records. Such a

’ -

.
. . ;
. €
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-

o

!
-

- 11 -, - ) . .

. -
s

statement should include a bummq;z\?f the terms and requirements of
A .

3.

.

the Family Educational Rights and Privacy Act (the BucKley amendment).
¢ - - '

. Eékqblish periodic review of current'practices to assure efficient

pﬂbcedutes in Reeping student records accurate and up-to-date,

P

Review procedures for keeping records and accounts to assure that

only pertinent infd{;ation ig maintained, %
Y ¢

Provide students with published schedule

showt&g the ampunt of time .

required under institutjonal procedures {pY transmitting transcripts, *
- . /

changing records, and recording the preVious te

.
-

Develop a policy statement affiriming the confidentiality of student

records and explaining clearly the conditions of their disclosure,
- .

Such a statement might include examples of situations in whic? records— - -
. . N

will be released to authorized persons, X ~
\ . Q ) ,
\\
}
« (4
-
~ - ']
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V. INSTRUCTIONAL PROGRAMS AND REQUIREMENTS

Inst{tutionsmshoulﬁ~effectively inform students about the full range of

. ]

programcoggions available to them and about all institutional and depart-

'!'Nv,

mspbai\requirements for academic progress and program completion. Descrip-
b4
‘tive materials should note special programs and opportunities to waive éerﬂ'«

- ¢ -
tain requ1rements. Fair practice also requires that students’be given adezS%
. ~

N 4

quate notice of any changes in requirements or programs, Insofar 3s possib}e,

- such changes should not unduly impede the academic progress of students a1-

ready enrolled. Informal complalnt "mechanisms should be readily ayail*ﬁje,

possibly. within each department, to students who have complain:s about their

3
programs, 1nstructors, grades, or other acaq§m1c matters; stude&;s shouid be

informed of these mechaniyms and endouraged to discuss “their - grieyances .

&
&

iniéially through these channels.

A

Examples of Good Praetice : "

fhe following illustrations are of fered as -exemplary pfocedures that mighiﬁ

be adapted by each tnstitution to fit its own particular circumstances. : ,

o Review current:procedures to ensure that students are fully informed . ~
. 1 e
. about program offerings and requirements for completion of studies.

o ‘Provide clear explaaations of the optioans available for students to
. ‘ ‘9 . \ -
fulfill program requirementg by means other than those normally fol-
' S

~ lowed.; Such mean; might include individually planned majors, éredit

for experiential learning, and substitutions among course requirements

- to fit particular interests,

//’ - ) i
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Develop statements, "at the department fevel, describing each broifam

of study in terms of téaching methods, Jearning objectives, research

?

“interests and professional Eompetegcies of faculty, or its distinétive s

f

emphasis. Such departmental statements might incorporate institutional

2

research data on students in each department: theigﬁziills, interests,
8

4

learning Wchievements, and competencies gained. . g j‘

- - . 13 -

Follow principles of fair practice regarding the status of students who

are affected by changes in, or elimination o%, academic pr6%£ams. Such
policies should make explicit hbw'tﬁe rights of enrolled studenés would .
be safeguarded when such changes are made. R -
Inform students of the pogsible‘a%%demic and financial consequences of
rnterruéting their studies.’ Such infoémation might include statemenﬁg
of institutional'policies for reapplying and returﬁing to studies, of

requirements for complg;ing particular courses in Sequence, and of q

stipulations about the time allowed for making up‘uncompleted ﬁork.

¥ - e e -
2

. Establish informal mechanisms wpﬁreby students may discuss cémpléiﬁfs

*
»

or academic broblemé. Such mecﬁanisms\might‘include a gpecial advisor

in each department. g Py

& . 4

New Expectations f‘or }'j'air Practice _
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VI. CAREER COUNSELING : ‘ Loy
As part of.its program of career counse{ing; each institution should, make
L oS <
continuing efforts to provide students with reliable and up-to-date information

on the careers in which they express interest. Career4counséling programs should
. . ’ L N
be dicected toward giving students a rea)istic picture of the employment market

{ ~.
in particular fields; such a picture might include projections of probable demand

— »~

ras well as current information on the nature of entry-level positions, on typical

lifelong career and earning pattefnsz and "on Ehe educational reqpiremeﬁts for
each occupation, DN . -

\S£at§ments describing the services offered (in the inséitutiqn's career-
coLnseling or placement program might be developed and made available.to all™
' students. Such st;éémenéé should accuratel& describe the nature and extentdof'

’
-

the services and should note any charges for particular services and any restric-,

-

tions in offerings. N

Examples of Good-~Practice

The following tllustrations are offered as exemplary procedureé that might

: -/ '
be adapted by each indtitution to fit its own particular circumstances.

@

the

’

o Provide interested students with accurate, up-to-date information on

4 .
employment prospects for college students majoring in various fields of

T of the job-finding experi-

L)

v study. Such information might include summaries
1

-

ences of recent graduates and the interpretation of .findings from recent

.
e
7

surveys .and projections, *

7

.0 qup:students develop career:planﬂing skills that can be useful to them

" throughout their adult, lives. Career-information materials might emphasizé
" ) "' :

v

. .
.
\ ’ t "
'

N o L4 3 . o ’ 4 ¢ -
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L4
. € . }
/ . ’ j
. " . I
the practical steps tqg be taken jn making career decisions, the diverse
s career patté;ns that people often follow, and the value of contingency’
) ‘planning and of investigating previously overlooked career options; o
., O Hold training sessions for students interested in job-seeking techniques
and planning for initial employment. f, - , .
- »
o Develop accurate and detailed statements that explain the services available,
-~ . & - " : B
- ¢ ’ v
to students from the institution"s career-counseling or placement program,
noting fylly any services that are avaiiable only to certg}h\students or
. . ~
that carry an additional charge. . o
o Develop descriptive materials on the effecﬁivene§s of the institution's pre-
R : ? T, . - & ] . ‘
proflessional and other career-oriented programs in helping students realize
their occupational objectives. Such materialsiﬁtghg include data dh recent
- graduates (e.g., theﬂB;d%ortion in each program who enrolLé&“for advanced
study or who found employmént in_the appropriate field; the proportion who
later changed their career plans or who did not complete the program). .
0 Review and stréngthen possible relations between the institution's career-
counseling activities and its academic advising.
. o Offer vocational testing, analysis of career interests, and assessment of
LIS N . o ’ ’ .
strengths and weaknesses to those students who want this assistance in
3 . e o .
. choosing their academic programs. .
“« i ®
, - +
' o ~
. .
. .
’ b l/ ; -
” . - l .
¢ . - 5 ;
’ . - - L}
' ) «
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VII. GRIEVANCE ERO\ EDURES : -
\ :

' Fair practic? ~equ1res that students be provided with a varieéy of channels
‘ LT ) . ” /
for registering and discuSS1ng their grievances and getting them resolved. Such

channels should range from informal mechanisms to handle minor#roblems as quickly

4

. : \ -
as possible to more {formal structures to allow for a hearing and, if necessary,
. 2 . ' Rid ’

appeals. Descriptivé information on existing complaint channels and on procedures

\,
v

“for usiﬁg'them should be available to all students., The terms for confidential-
ity in handling grj¥v\nces should also be clearly explained:'

Examples of Good Practiée !
’ 9

The follounng 'LZZustratwns are offered as exemplary procedures thatJmight

be adapted by each institution to fit.its own particular cwcumstances.

o Review the adequacy of existing grlevance procédures, formal and informal,

and revise them as necessary to conform with standards of due process and

o
pfocedural fairness.

. -

the persons whom the student should get in touch with to discuss problems

0

/ informally or to register a complaint. |-

£
call for advieé on the correct procedures far hand11ng particular problems,

whether academic or administrative‘ Other me ns to.make students more aware

mprove their access to needed ’

e

of "available grievance mechanisms -- and to

. o
. .
- ~

.~ + ‘information, advice, and—counseling -- should also be considered and developed.

.

O 'ew Expectations for Fair Practice 31— -~
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o Develop informal complaint mechanisms within each academic department
-, r3 ’ R
o . to handle problems arising in connection with its instructional pro-

$

gragz(e.g., examination policies, grading,'facﬁlty conduct).,
1 . ! .

o Eétabliqh'an ombudsman system or a student advocate's office to deal

informally with a variety of academic and administrative complaints,
Monitor, the nature and incidence of student grievances and the problems
connected with resolving them effectively. Such an activity ﬁight in-

clude a periodic review.of alternative methods for prompt and equitable
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g .
resolution of grievances,
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VIII. STUDENT SERVICES AND STUDENT CONDUCT

/ . - .
Institutions should provide full and accurate descriptions of the

-
6 B

various services available to studenté under caﬁpus-housing, heqlth-;ervices,
or other agreements. When changes in such services’'must take ﬁiace ~- whether
in level of services, in fees, or in éolicy Z- adequate notification should .
be given and equitable adjustments made. Restrictions in the avail;bility of
services should be explicitly‘noted (e.g., restrictions affecting part-time
or nondegree étuéents). '

§tudeﬁts should also be given full information on igstitutiona{ policies
with respect to studeht cogduct, dress (if any), political activity, and parti- //(//
cipation in extracurricular activities. Oféicial expectations about student
conduct . should be clearly.described, as should the use of disciplina;y brocbed-
ings in connection with violations. Efforts should be made to acquaint students
with opportunities to par;icipate in formulating policies affecting student
activities. ' .

Examples: of Good Practice " ‘ ; . N ' '

0

The following illustrations are offéred as exemplary procedures that might
be adapted by each institution to'fit its own particular circumstances.
o Review current policies and practices with respect to student services

to ensure that they are fair and that the services are provided effi- .\\§;~'
ciently and in accordance with announced policies and descriptive statements.

o} Provide students with accurate and up-to-date jnformation on the: services

and extracurricular activities available to thém, including full explanations

of purposes, likely costs, and terms of eligibility. L
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o . Review existing procedures wherchy students c%n_particibate‘gn planning
( and develo;;ng\student services and in formuiéting pslicies with respect

to student éond;ctf ) o o : '
o Develop an institutionai statement of the rights’and responsibilities

° >

\_~.\sf students as memﬁérs ofiﬁhe college community, Such a statement ot

. . N .
should include a description of the channels available for registering
~ [ 4 . .

, . . . ) ‘o e1 s e
grievances in conﬁsftlon with such rights and responsibilities (see

i
4 e

Section VII).
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