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Preface

v

o ~'; Information that postsecondary-institutions- prov:de to prospective students
" isoften incomplete, insufficiently detailed, not clearly presented, or presented
- at the wrong time. The failure to provide adequate information can result in
aiz wnwise choice of institutions or programs of study and, consequently, low *
student- morale, high attrition rdtes, and-future recruiting- problems-for-the
institution. In response to-this problem, Congress specified, in the Higher |
Education-Amendrments of 1976, miniinum standards of information-that
postsecondary institutions receiving Title 1V funds must provide to prospec-
tive students. This Guidebook was. developcd at the National Center for, :
- Higher- Education Management Systems (NCHEMS) to help institutions im-
prove-their-presentation-of information to prospective students while com-
plying with-the new federal requirements. . s~
" The Guidebook was produced-as a part of the NCHEMS Better Informa-
tion for Student Choice of: College project, which ‘was supported by a grant
from the Fund for the Imptrovement of Postsecondary. Educanon (FIPSE).To
-assess the information needs of prospective students, project staff developed a
quesuonnalre withthe helpof 3- postsecondary institutions and 4 high schools
-in Colorado. The questionnaire was then pilot tested at 14 other high schools
and 8 other colleges before final revisions were made. The project’team next
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surveyed nearly 8,000 persons—students and parents associated with 9 post-
secondary institutions from different parfs of the country (including 2 large
state universities, a private university, 2 former teachers’ colleges, a church-
affiliated liberal-arts college, 2 community-colleges, and a private business

college), a1. 1 high-school seniors, their parents, and guidance counselors from

- over 150 so-called feeder high schools for the participating colleges-and from

several high schools in Vermont. There were also intérviews with approxn-
mately 500 students, counselors, faculty, and administrators.

To determine the most effective ways of communicating information-to
prospective students, the project team then surveyed 369 entering freshmen
at five of the institutions participating in the earlier survey. Finally, at a
two-week communications institute: at Central- (Oklahoma) State Umverstty
cosponsored by NCHEMS, vanous methods of presenting mstttuttonal
information to students were exp:ored and. discussed.

Drafts of the Guidebook were prmted in December 1976 at the conclusion
of the Better Information for Student Choice of College project and distrib-
uted for review to (1) admissions directors of 100 postsecondary institutions
selected-at-random from a federal directory, (2)- guidance counselors_at 100
similarly selected high-schools, (3) 45 college presidents attendinga two-day
admissions-seminar, (4) 26-members of the- NCHEMS Board of Directors,
and-(5) the project: mailing list of 96. persons, including-the members of the
FIPSE-Nationdl Task Force on Better Information for Student Choice, and

“the-directors of community-counseling-agencies for adults-and-others- who
attended an-adult-counseling conference in- Washingtori, D.C., in the spring
of 1976..On the basis of comment from these reviewers and from members of
the NCHEMS staff, the present vérsion of the Guidebook was-developed.

The Guidebook is a practical manual rather than a policy guide. It is
intended specifically for-admissions, pubhc relations, publications, and-all
othe. staff of postsecondary institutions directly- concerned with provndmg
better information for prospective students. It should also be useful to- htgh-
schoos guidance-and community-agency counselors who work with pros-
-pective students and to student groups that want to evaluate information

sources at their- mstttuttons
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CHAPTER 1

. . Introduction .,
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L /’/hifgrmation,tjlat colleg;s'andjuing:rsitieS—providertb:prospective—st_udgnts—fS—

-gener lly'irljadeqﬁate. More than half of some- 5,000 -prospective students

+ surveyed.by the College Entrance Examination Board "(1977) might have-

changed their minds about thé kind of college to attend if they had had more
complete information about costs-and-aid. The Commission on Noftra-
-ditional Study (1973) found-that-lack of -information was a primary reason
why prospective adult students chose not.to enroll in postsecondary institu-
‘tions. Studies conducted by the Federal Interagency Committee on Education

3

(Arnstein 1975), the-National Student Education Fund (Bacon, Olson,.and-
Brunner.1976), the -College Scholarship- Service Student ‘Committee -on-

Student Financial Aid Problems (1976), and the American Institutes for
Research (Helliwel}-and Jung -1975) all-revealed inadequacies in information
provided to prospective students. Ininterviews with over-500 college students,
faculty, administratérs,rand—high’-schqol'couns’elors,and_,pargnts,fresearchers
‘from. the- National -Center for Higher ‘Education Management Systenis
(NCHEMS) confirmed these earlier studies, fiﬁding unanimous agreement
that. much of the information- currently- being provided to-prospective stu-
dents by. colleges and universities is- inadequate or being communicated
ineffectively (Lenning and Cooper ‘forthcoming). In surveying 75 Boston-
area postsecondary instigutions,_ Sandra-Willet-(1975) of the National Con-
sumers. League discovered that not a single institution- would estimate the
amount of financial aid available and that only half would.provide informa-
tion about the full-cost of attendance.- - :

11
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- where such information-is available <

.the National Task Force on Better Informatlon ‘for Student Choice was de-

‘tution must be sure that the information reaches the students at the appropri-

2

‘ ln response to such findings, as well as to high attriticn and loan-default
rates-and to the numerous complaints received by the U.S. Office of Edu-
cation, Congress added a student consumer-information section to the
Higher Education Amendments of 1976. The Amendments stipulate that all
postsecondary institutions recetvmg federal aid must disseminate, both to
enrolied and prospective students, information about:

I. All financial-aid programs based on need that are available to students
at the institution, including application procedures and. forms, eligi-
-bility requirements, and criteria used in selecting recipients and deter-
mining award amounts

2. Studentrights and responslbllmes in each federal financial-aid program,
including eligibility criteria, criteria for continuing receipt and re-
instatenient of aid, manner and frequency of payments, terms of and
sample repayment. schedules for loans, and conditions and terms of

- employment provided as-part of student aid

3. Theinstitution’s academic programs, including descnptlons of available ;
_programs, faculty, and-instructional-and other physical facilities- l

4. Educational costs, mcludmg tumon and. fees, ‘books and suppliés,
special costs of programs in whicha student.isinterésted,-and estimates
of typical room, board, and transportatton costs of dxfferent living l
arrangements !

5. Student retentnon, including the mstxtuttonal enrollment pattern-and-a. :l
descnptnon of the types of students included in-and excluded from the
sample -

6. -‘Program-completion numbers and percentages, separately by'program,

7. Institutional refund policy ’ .
8. Who 1o contact for further information, mcludmg thetr tttles and how
they may be contacted . -

¥ -
-

The Amendments stipulate that this mformanon ““shall be produced and be
made readily available, through appropriate publications and 1nailings, to all-
current students and to any prospective stu¢ent npon request:’’ In addition,
staff must be available (on a full-time basis, unless the U'S. Commissioner of
Education providesan exemption) to help both enrolled and prospective stu- _
dents obtain the information they need. Cost:allowances are provided by the
Amendments to support-dissemination of such information.
While Congress was drafting the Higher Education Amendments 6f 1976,

TR

scribing some characteristics that information provided to students should
possess. According to-the task force, such information must be not only
accurate, reliable, relevant, and confirmable, but must also be presented-in a
form that can be easily understood and'used by students. Moreover, the insti-

ate- ttme
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Asaresult of the survey descrlbed inthe Guidebook, NCHEIV Srescarchers
» found-that prospectlve students want information about:”

£

- e.Instructional programs, including cla - ! faculty experience,
teaching-techniques, and gtading polic... -
", . *® Costs and-financial aid
* The impact of the institution on its graduates
* Admission and transfer criteria , : S
e Housing and student services - ' 7o
, e Out-of-class activities ‘ .- -
: ¢ Student accounts of campus life )
* The degree-of student participatior. in decisionmaking
e Institutional expendltures R
¢ Evidence of mstltutxonal solvency . -
+* Institutional- goals L '

6 M Jog¥ 8
~ . y
L . ,
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' *Information. about other items-was found-to-be lessiimportant to students
v+ These included attrition rates, the social impact of the college, and studerit-
: ‘body characteristics (e.g.,-cultural backgrounds, average age, proportion:of
‘ transfer studerits, grade-point averageof graduatmg students, and proportion
) -of students graduating with honors). NCHEMS researchers also found-that
older students and transfer students need-more detailed information than-do
) “-others. Transfer stiidents want- especially to Enow.more about credit_ given
~ for coufSes taken at-other institutions, instruction and -instructors; and the
o success of-graduates in professional schools. Minority students have. ‘special
b, 4nformatlon needs; in-particular, they want to_know the number of mingrity.
rstudents, their organizations-and-activities, and the ethnic composition of
‘the-faculty. Moreover, different minorities may’ have different information
‘needs. -Finally, prospective graduate students need as. much information as
‘prospective undergraduates.

Prospective-students for different types of institutions apparently need
similar types of information, although for certain types of i institutions there
are umque needs. For example, prospective students- for an evangelical,
chur"h related college needed detailed information about student religious
activity. Furthermore, students neeg information about partlcular programs
. » aswellas institutions, so that they can compare programs at one college-with

similar ones-at another.

Besides the Higher Education Amendments of 1976, there are several
reasons why -institutions should provide more -accurate and comprehensive
information to-students. Failure to do so can-result in an-unwise choice of .

“institution or programs of study and, consequently, low student morale,
‘high- attrition rates, and future recruiting problems. Conversely, adequate
information can <..nance morale and recruiting and retention, with concom-
mitant reductions in.counseling- and administrative expenses related to with-
drawing students. rfinally, collectmg this information -and providing it -to
students could have heuristic value that cannot be precisely predlcted Though

»
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mtended primarily for students, the mformatlon could also affect'administra-
tors-and faculty. For example, - disseminating information about attrition-
.rates might help reduce attrition. - ‘s -

Through interviews with about 500 students, counselors, admlmstrators,
angd others, NCHEMS researchers learned that the way-in which colleges.
attempt 0o communicate with- prosp°ct1ve students is-as serious-a problem
as-the inadequacy of the information jtself. Chapter-3- of the- Guzdebook'
offers suggestions to help institutions improve their techmque of- presentmg
information.

To meet the information- needs of prospective students an institution must
develop-and 1mplement a comprehensive information system. It should be
closely coordinated by an effective leader, one who is_skilled in communica-
tion principles and techniques; who has been'given adequatereleased time and

- who hasbeen delegated authority commensurate with his or her responsibiity.
Several steps are requlred to develop.such a system: (1) determine the relevant
- target populatlons and groups; (2) analyze their. mformatnon needs; (3) evalu-
-ate:existing 1nformatlon programs; (4): plan:the- various ‘coniponents- o( the
system; consldenng available resources, content needs, and altefnative nieans
of f presentation, organization, and timing;’ (0] develop the components, using a
logical order-and-u iimetable that will not inferfere: W1th the institution and
its programs, and carefully pretest each component separately and with those
dlready developed; (6) unplement the system; and (7) evaluate-it periodically’
/and modify-it-when- necessary.

l The-final-report-of ; the ‘National- Task Force on.Better Informatlon for-
Student Choice (El-Khawas 1978) contains various examiples of- the klnds of
information-students need-and explains.how to develop and- distribute-an -
educatlonal _prospectus. Stark ((1978) has. written-a - ‘handbook -that offers

~examples and techmques forinstitutional staff charged.with the responsibility
of providing better mformatlon for students. This NCHEMS Guidebook, in-

. turn,-presents a comprehensive. strategy-for- developing. and 1mplementmg an-
informational -system for -prospective students. After first describing -the
-general information needs of students, it explains- how each institution can as-

-sess the specific information needs of its own' students. Then it suggests ways .

of evaluating existing methods-of communication and developmg new ones.
‘For-example, the study- found that- tables were - usually-more-effective than -
:prose in conveying mformatlon, although they would- ‘probably:lose their ef-_

- fectiveness if overused. It also discusses in detail- methods of complying with- ,
‘the Higher Education Amendments of 1976. The appendixes- contain ex-
-amples of instruments and other materials developed and tested- by the
NCHEMS research staff. Though some of these may be useful as models, each
institation should develop atailored system that best meets the needs of its
students.

-
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L. CHAPTER 2 -

] .Probable Needs of Prospectlve Students
;4‘-11 for Inst1 1ona1 and Program. Informatlon

- * ] ! .

}ﬁeckace ofan appropnate postsecondary 1nst|tut|on is |mportant for both

) student and institution. Lenmng (1970a,b) found a correlation at-a church-

- affiliated college_ between Changes in student-achievement-test scores over a.

- two-year period and-the extent to which the student style of life conformed to
‘that oﬁthe institution. Moreover, as Cope-and Hannah-have shown (1975),,
enrollment of many- students ln‘an inappropriate institution-can produce low !

: student morale and high attrition rates, which, in turn; would mean increased -

N administrative and" counseling timé and expenses devoted.to- student: with--

- _~ drawal. Furthermore, students-disappointed With 1 their institution-will -tell
—htgh-school friends; parents, and relatives, thus adversely affecting future
recruiting. »

Adequate information is necessary. for good decisionmaking~However,
1nformat|on provided to students by most postsecondary institutions is-often.
mcomplete, insuffi c1ently detailed, not clearly presented, or presented at\th‘e\
wrong time. In" addltton, terminology frequently varies from one institution T~
to another, making it- difficult for the prospective student- to. compare insti-
tutions. Thus the- NCHEMS .project, like- 14 other projects-sponsored by the.
Fund-for the Improvement of* Postsecondary- Educatlon had as its-goal the

’ —development of better information-for prospective students

s.
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‘‘Better information’’ has,a'coﬁtent, form, and availability that facilitates -

- the major decisions prospective students must make. In general, this infor-
mation is characterized by several factors (Kmmck and Lenmng 1976;
Lenning- 1976). It must be: :

. Valued (if it is-valued, it will-be used—though being valued does not
assure-its validity) -
- ‘Valid (it must be applicable to choosing a college)
- Practical (it must be usable and interpretable by thé target population)-
. Understandable (its content, organization, and format must. be valid
_and meaningful, and its presentation must be pertinent but. not overly
“~complex) - "
5. Accurate and reliable- (it must -be truthful, confirfnable, and not
mlsleadmg)
6. Integrated in-both-content and form. (each item should complement
and reinforce the rest) . =
7. Deliveredtothe appropriate person (it must be targeted to and-actually
reach those for-whom- it is- intended)
‘8. Timely, timed, and sequenced (it:must-be receiyed- when-needed; for

!

-example, more general information should be received at anearly stage

of dec1s|onmakmg and moredetailedinformation as appropriateat later
stages;-an-information-overload-can-be as-bad as-no- information)
9, Attention-getting and- mr:twatmg (it must be heeded, or-it-will never
‘be used) . i
10. ‘Structured-so-that-it-can be easily- used and-applied N
In the past-few years, many guidebooks-and-computerized systems that.
provide standard institutional information-have-been developed. These can-
helpthe studentto narrow the number of institutions tobe consldered
However, students need more detalled information- from the remaining
institutions-to choose the one best-for-them. -

Theresults of a survey conducted by the NCHEMS Better lnformatlon for

Studént Choice-of- College ‘project provide insights into the general- mfor-
mation needs of prospective students. Tlie sample selected forthis survey was
--not: deslgned as-a representative-sample of-institutions_or-students, for. stu-
dentsatonlya few colleges participated, However, an extremely varied group-
-of institutions was invulved. In addition, .diverse samples of representative
students from each-college wére randomly selected Furthermore, the total
number of students responding to the questionnaire was large—3,308-out-of
a sample‘oi’ 7 815—and 500 other persons were interviewed (additional in-
:formatlon about the sample-is provided in-appendix A). The results of the
NCHEMS survey were corroborated by other studies sponsoréd by the Fund.
for the Improvement of Postsecondary Education and by oneat the University
'of Houston. Prospective students everywhere seem to have common infor-
mation needs, though some needs may differ for specific types of prospective
students and for particular institutions or regions.
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General Information Needs

The NCHEMS survey found that even within the context of heightened
student consumerism, prospective students remain unstire of the appropriate
questions to ask when selecting a college. They often choose a college ca- "
priciously, relying on _hearsay from parents and friends. Yet the students,
parents, and counselors to whom we talked agreed that better information

“presented in an appropriate format could influence students’ choice of
college. - : :

All groups surveyed indicated that information about certain policies and :
services, such as transfer credit, graduation requirements, basis of admission
or rejection, financial aid, housing, institutiqnal impact on" students, in-
struction and instructors, student services, and out-of-class activities, was
needed by prospective students..Other areas were perceived as less important.

" These includedstudent-body characteristics, attrition, and-social impact of
- the college. The most surprising of these aréas was,the first, which included.
items on student backgrounds and ages, the proportion of transfer students,
the final-grade-point averages of graduates, the proportion of studenfs grad-
uating, and-the time required by most to graduate.

PO

“ Information-Items and Respondent Groups -

The:64 items onfthe'NC'HEMS'College-’Wide*Information survey form are
listed-in appendix B, asthey appeared in-the questionnaire, along with a pro-
fileof responsetabulations for seven major groups of respondents: (1) under-
graduates; (2) parents.-of college sophomores, (3) transfer students—initial
choice of-college, (4) transfer students—choice of transfer college,.(5) high-
school*s,eniors,,(6),parent§ of high-school seniors, and.(7) high-school coun-
selors.-Of the 64 items, 46 were rated ““‘important’’ or higher by most of the
groups; these items have been edited-and rearranged by topic in the sections
that’follow. ! How: college sophomores ranked each item is reported in the
column on the right. Their responses are especially important, since they had
chosen their-institutions only'twof}éars earlier and had had time to_evaluate-
their choice. A rank of “‘1”’ for an item means that it was rated mostimportant
of-all the items, a rank of *2’ means second inimportance,-and so forth. An
asterisk indicates that item was ranked “‘very important”’ by, the majority of
‘those in two or more of the groups. Twenty-nine items were so ranked;_

1. For additional itesns found to be especially important by other task-force studies, sce the summary
by Kinnick and"Lenning (1976), which has_becp submitted_for dissemination through the government-
sponsored Educational Resources Information Centers (ERIC) and is also available from NCHEMS. The
reader may also find it uscful to refef to the list of questions in appendix C, which is reprinted from a
Student Consumers Handbook, part of an audio tape and print package developed by the American
Institute for Research (AIR) for widespread dissemination to student consumers. Since AIR will recom-
mend that-prospective students ask- these questions, postsecondary institutions should be prepared to
_provide the information necessary to answer thein. )




‘Information about Instruction and Instructors R_a;;k by
Sophomores
‘(Out of 64)

*1. How classes are taught (lecture, seminars,-independent

study, laboratory, field work) 4
*2. Descriptions of instructors (teaching experience,

experience outside of teaching, interests, teaching and

* grading philosophy, and -methods) K 7

- *3. Number of students in different courses (class sizes) - 10
*4. Student ratings of instructors (how goodis the teaching?) 15 .,

5. Avatlablllty of courses at night and on weekends .-~ 19

*6. Student ratings of instructional facrhtles and equnpment 21

*7. Information. about education outside the classroom
(internships, - cooperauve education, res:dence-hall

.programs, field study) . 23
8. ‘Number of freshman-courses- taught by graduate.or .
undetgraduate students 26

9. Percentage of time faculty spends on.different activities.
(teaching, class preparation, advising students,
conducting reséarch committee work) 37

141

All"nine-items.in the questionnaire-pertaining-specifi cally to mstzuctlon'

and instructors were rated ‘‘important’’ or higher ‘by the majority of all: A

seven-groups, ‘as shown in appendix B- (quesuonnalre items-33-41). Further-

‘more, the asterisks above indicate that seven of the nine informational items.

were rated “‘very-important’’ by the majority- of most groups. Clearly,;stu-
*dents parents, and counselors all found instruction and instructors the frost
lmportant area about which- information-is needed. Specifically, they want-
to know what types of courses are offered; whether courses are taught_ every
semester -or quarter; how a; department . compares to-similar-ones in other
institutions; how innovative: departments are in- developing new. courses;

what-materials,- equnpment and: educanon tools each-department ‘has, and .

whether-they are up to-date; how much work space is-available for-each-stu-
* dent; and how large various classes are. Many respondents wanted moreinfor-

mation on instructors—who they are, how-long:and where they have- taught,
“-whatnonteaching experience they possess, and how accessible they are.

*
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College Impact on Last Year’s Graduates ‘ Rank by

Sophomores-
. "(Outof64) -
*10. Of those seeking employment, the percentage who-
obtained a job in their field ' o
- *11. Their success on graduate- and professional-schoo to.
‘entrance exams | ~ ’ 18
~ *12. Their success in passing certification and licensing .
’ examinations ' ’ : 20

*13. Percentage of those applying to graduate or professional - P
school (or, for two-year graduates, those applying to
four-year colleges)and the percentage admitted . 24
- *14. }Mumber of those who formally-applied to the college
. placement office-for help in finding a job after grad-

uation, and the percentage helped . o .25
15. 'l;heir:—réporte'd*success,and:satisdf‘aggion;with their jobs o
and the contribution that they feel-the college made " _ 27 .

*16. Their success in graduate or professional school.(or, for
‘two-year college-graduates, their-success-in-four-year -

colleges)- : K 7 ‘ 29
17. Percentage of those who reported satisfaction with.their
overall education at the college “30

18. Percentage of those who reported —thati,thcirfcqllege
-experiences:had adequately prepared them to live in the

. “real world” . 39- T
19. Percentage of those who-reported that the college ’ ’ )
enhanced their intellectual,-social, and other personal .
skills - . . 42

The specific-questions students asked about the impact of college atten-
-dance-reflect the growing concern about what benefits students ’c:an—expec’t
from-their education. These questions focused on the-availability of jobs
for graduatcs-of a specific major-or- program, the-success of graduates in
finding-a job, and the need for better foi‘ecasting of labor-market: trends.
A n.ajority of the respondents rated such information “‘very!important’”in
selecting a college. Many predicted that as more people question the economic
value of"a college education, such information will ‘become more-necessary.
‘However, many also indicated that information about institutional perfor-
mance for five years would be'mo’re—usefulfthanffgr;only one. ’
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‘Information about College Major . __,_Rank by
' Sopjlomores
(Oist of 64)
’_ - *20. Minimum number of courses (or credit hours), inside
el . and outside the major, required for graduation L2
IR *21. Point at which a student-must declare a major to
graduate on time - , 3

22, Average number. of courses taken by students inside_

and outside their major /‘ - 31
*23. Yearin school that different students actually declare/ g )
amajor- 34

»-.w...,.\

\

That items 20 and 21 above were top-ranked by most groups 'of respondents -
reflects the'importance of such.information in choosmg a college However,
this information is-often difficult or |mposs|ble to"fi nd mff ollege cataiogs
and varies greatly among schools and departments Half og,ghe questionnaires .
focused .on- college-wnde information, the- otheér half On:the ‘college-major.
information. Findings of the college-major forms of the questlonnalre are

~reviewed-later in this chapter. L e
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‘Housing and Student-Services lnformatibn;;-";,.’;j SRS .Rank by
o - =" Sophomores
(Out of 64)

-A,na 3

7 serv1ces, placement hbrary) - * W "—”‘l" -8
*25. Availability, cost, and student ratings of- dlfferenf. kinds
of housing ' . A’ - .13

#26. Availability-and extent of special acadeniic: assxstance

(tutoring, additional help from instructors, readmg and

~writing skill development)- : 14
27. User’s ratings of different student services " - 41
28. Percentage of freshmen, sophomores, juniors, and- R

seniors living in different kinds of housing (dormitories,
fraternities and sororities, off-campus rooms or
_ -apartments) . a0 - 50

Most students, parents, and courtselors asked for more detailed infor-
mation about housing. Specitic information should go beyond ‘availability,
_-cost,-and student ratings to include d'scusslon of parietal rules, coed dorms,
matching of réommates, and special services. Students also often have diffi-
culty securing current information on off-campus housing.
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Services available to students on a campus may influence student choice of
institution. Prospective students want to know especially about counseling
and academic advising, not only whether services or activities are available,
but also whether they are used and wellliked. One of the student-services items
‘not listed above, ‘‘Frequency of Use of the Different Student Services,”” was
‘considered “important” or “very important’* by a majority of the college
sophomores, and their parents, but by less than a- majority of hlgh school
seniors, their parents, and high-school counselors. If a service is seldom
used, it may not be needed, students may not have discovered-it or its bene-
fits, or it may be inadequate. (However, student ratings can be invalid.if not
enough students rate the service:) Conversely, high frequency of use often
results from satisfied students telling others about the service.

-

Financial-Aid Information Raik by
Sophomeres
o (Out of 64)
*29.-’fypical types and amounts of financial aid given to '
freshmen, sophomores, juniors, and seniors 6
*30. Amount of financial aid given to students at different
income levels ' p 17
31. Percentage of students receiving various proportions of
the financial aid for which they are eligible . 40
32. Percentage of -students who formally applied for -~
financial aid; and pércentage who received it L M4

At some schools, financial-aid packages depend on- the student’s class in
school. Thus many students wanted to know whether their financial aid would
“bein the formofagrant during their f) reshman year but would be converted to
loan and work-study aid:by-their senior year. Item:30 reflects the fact that
students and parents are often unaware they mlght qualify for financial aid.
Although as many as 40 factors are-sometimes considered in computing the
amount of financial aid, most respondents wanted to see examples of financial
aid given-to-students at différent income levels. For those who have a com-
puted financial nced, items 29-32 could suggest the chances of obtaining aid.
and probablc amounts from each collcge C, ‘

z




- ’ General Information y . Rank by
. Sophomores .
g . , P . (Out of 64) )
*33. Specific goals and objectives of the college 12
« *34. Students’ description of the college atmosphere
) (conservative, liberal, athletrc, scholarly, religious, - e
. - vocationally oriented) 16
35. Student participation in college decrsronmakrng 22 )
“36. Evidence of the financial soundness of the college 28

37. Percentage-of the-total budget that goes for different
activities (teaching, research, library, student services,
social and cultural activities) ' - 32

.
2 .

‘Many students commented-on these items and suggested that better infor-
mation should. dlsofbe made available about- the-community in .which the
. --college is located. Generally, students choosing an institution withodit-visiting -
.itneedmore comprehenswe information about its environment. Respondents
‘suggested-that such 1nformatlon might consist-of comments and. tabulanons
-of responses- from a.sarn pled Cross sectlon"of current students. Specific goals -
- . and objectives of both the college and its. programs were considered to be very
- important by all groups surveyed and irtéiviewed. The majority-of- espon-
dents inall seven groups rated student participation in college decrsronmaklng
‘“‘important*‘ or higher; college sophomores.- considered- it especially im-
portant. Contrary to our expectations, evidénce. of financial soundness. was
also considered ““important’*- or.higher-by-the- majonty in-all'seven-groups. -
. Respondents’ suggested-including- information- about- amount-of debt,. per-
. -centage of the budget composed of student tuition, deficit-spending-history,
financial resources, and condition of - facilities-and equipment. The budget-
‘ allocation item was considered “lmportant” by those whq -assumed- that
expenditures teveal institutional ‘priorities. Many, however, noted ‘the
importance of- placrng such- 1nformat|on in-proper context.
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Admission, Dropout, and Transfer Information . . 'Renk‘by

N . : Sophomores
(Out of 64)
*38. Credit given by other colleges for. courses taken at this
college (transferability of courses) : . 1
*39, Basis on which students are accepted or rejected for
admission 5
*40. Policy and regulation regarding credit for demonstrated
skill and previous education, training, and experience 9
4]. Percentage of applicants and of qualified applicants
admitted to the college o 46

Respondents saw this information as crucial to the choice of institution.
__Both prospective.and continuing students want to-know exactly what are the
“criteria for adm:ss:on or rejection of students, whether they can test out of -
courses or get credit. fonprevnous education or experience, and-how credit for
:their courses-might. hextransferred to-other institutions. When transferring,
many students dlscover that although ajl:their courses will be. accepted, some
in their major will be accepted only as electives.. .

Three items-in-this section of the questionnaire dealt with-attrition—the
‘percentage of entering students who drop out by the end of the first year, the
percentage who drop out- and who transfer prior to graduation, and their
reasons.. Surpnsmgly, only a’bare-majority of_high-school counselors rated
attrition information ““important’” or higher; in-all other groups, the
- majority rated it less than important. Some respondents expressed the opinion

-that attrition information could be quite- mlsleadmg, if not carefully defined-
and iaterpreted. Most prospective students were unconcerned with-dropout
-information, because they.intended to stay. Thus some students might-have

been more interested if the questions had been worded positively, in terms of .

~ retention rather than attrition and dropout.

o
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Out-of-Class Activities

Sophomores

(Out of 64) :
*42. Opportunmes for participation in recreational activities 33
*43. Opportunities for participation in tultural activities Y35
*44. Opportunities for participatiori in social activities 36 - -
-45. Opportunities for participation in religious activities 45 :

These items were most popular with prospective students -planning-to-at-
tend residential colleges. Many such students - -weigh heavily the availability,
quallty, and popularity. of different out-of-class activities when choosing .a
college. Respondents generally asked for more information about-cultural,

- social, and recreational opportunities. Even at commuter campuses, students-
still want this lnformatlon It was especially important to high-school semors.
\ . ) R
Information about the Students ! . Rank by
’ . . Sophomores
N ’ (Outof 64)

46. Grading'prac"_tie’esfat'this,college; -as indicated by the
academic-abilities- (entrance-test scores-and high-school -
grades) of last year’s freshmen, compared to their )
-college grades- . 38 :

- No itemabout the students of the college was consldered ‘‘very important’’
by the majority of-the seven ‘major- groups,-and only this item was rated
““important.’’-Part of the.reason for. this unexpected lack of interest-may be
ignorance about the uses of such information. For-example, in tests of-an
edrly version of the questionnaire and in early interviews, the student charac-
teristics that compose this item—tested academic abilities, high-schoolgrades,

and college grades—were raised separately. In that case, information about -
. - “these student-body characteristics was -considered unimportant. -However,
those characteristics were considered i important when put into a context that

implied that they might suggest the strictness-of ;grading- policies.
‘Other items in this section might also have been considered more important '

‘had they been so related. For example, some students felt that a concern about

student characteristics indicated prejudice, even though the information could

just as easily be used to identify a college with students-from-diverse back-

grounds. On the other hand, parents and high-school counselors also- tended

to minimize theimportance of these items. Such responses suggest that they

are not crucial.. However, niany students may use themn in choosing a college

‘when the more important factors have been considered, because only a
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minority of respondents in each group rated them “‘not needed.” Also sup-
¢, porting the usefulness of such information is a National Task Force project,”
conducted at the University of California. at Los Angeles (UCLA). This
project produced a much-commended booklet for prospective students tﬁ‘at; .
focused exclusively-on student characteristics and environment at:UCLA.

3

Needs of Special Groups of Students
The NCHEMS study also explored special needs of minority, transfer, adult, :
7" and graduate students. Almost 10 percent of.all-respondents were minority t
“  persons (43-were American Indian, 69 Asian, 150 black, and 49-Hispanic).
They generally rated all items more important in-selecting a college }han,ghe :
nonminority sample, especially informati’on"aboug—'studentAs. ‘Interviews con- S
-ducted on five campuses indicated that minority students wanted to know the ‘
number of minority-students on campus, their.o‘rgani,rzation_s and the degree
of participation-in them,.and. the_ethnic composition- of ‘the faculty. Some -, \
"~ students:and -Educational-Opportunity Program-counselors-also suggested *\\
‘providing a separate report on minority-students activities, accomplishments, =
. and feelings-about-the ‘campus,_because they felt ‘that information -about
~~students in general is not very meaningful for-minority students. Moreover, ~
when disaggregated, the minority $ample.was-not-uniform. Although small .
sample sizes for groups other than-blacksJimit the validity-of- the findings,
‘the findings of Gur study suggest that the riceds-of one minori;y,g'roupi'may

be distinct from-those of others. Efforts aré ,neededito_;q§g¢rtggnithe—specific

" information needs-of each group. T S
* - Transfer-students were asked-to indicate the-importanc® of each informa-
tional item in making an initial choice of school and in transferring. Responses
for initial choice and choice of transfer school varied markedly. Initial-choice
responses -of transfer students were similar to those of other groups of .
s;udgnts.iHOWévér,—transf{:r:studqnts?. responses to ‘‘information important L
for choice of a transfer school”* differed from both.their own-ratings of initial T
-choice of institution and ‘hose of-others. Transfer students from-all-partici-
pating schools-generally wanted -more information- wher’r transferring than :
when-making:an initial choice. Specific areas rated as more.important for >
-choice of transfer institution were (1)admissions, dropout, and transfer infor- )
-mation (‘‘policy and reguldtion regarding-credit for demonstrated-skill, pre-
vious education, trainifig and experience’> and *‘credit given by other éolleges
for courses taken at this college’’);.(2) information about instruction and'in-
structors (‘‘availability of courses at night and- on weekends,”” “‘student
ratings:dfzingtructional facilities and equipment,’’ and “‘information about
education taking place primarily outside of the classroom”’); and (3) college -
impact on last year’s graduates (‘‘the percentage of those applying to graduate
and-professional school . : . and-the percentage of those admitted’’).

3
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. materials targeted for prospectlve transfer students..

llaﬂinterviews, transfer students stated that frequently.they could not obtain
sufficiently detailed information about a specific institution without visiting.
it. Colleges should thus consider developing some special’ 1nformat|onal

-

Another subgroup surveyed, older students, consisted of full- and part -tirne
students over 25. Generally, this group responded more. moderately than the
others, rating items in the middle range, ‘‘important’’ and *“desirable;”’ rather

than “‘very important”’ and “‘not useful.” As a group, older students-did not _
_vary widely in-their ratlngs of different |tems

The responses of students 25-35 yearsrold were more srmrlar to- those of

_part-time sophomores than ‘to those of- students over 45. All tnree groups

emphasized the importance of career items (full-time sophomores 18-20 years

-old tended to diminish the importance of information about the -college’s

impact on careers and graduate school) fhe “percentages of students in dif-
ferent age ranges”’ was only slrghtly more important to older students. that to
others. However, when olderfstudents were-interviewed -about- the.utility of

—thls lnformatron, several facts- emerged: (1)_they do-have an- mterest -in-this_
information and would probably choosé a college with an older- student body—
if-they-could; -(2) they-are frequently limited-to-the-local institution; since
theyare notas mobileas younger students; and (3) they-often make no-formal
-comparison of schools; before they- ‘choose but inistead rely-on-hearsay. -

The-192-graduate students from-five institutions were asked-about- infor-
mation important in- choosing a graduate- school Seventy-one percent-were

‘males and 29 percent fernales. Approxrmately 15-percent were from minority
‘backgrounds. They were enrolled:in a variety of: programs,-and-more-than
_ half-expected to acqulre a doctorate or the: equivalent. -

Génerally, . graduate-student responses did not differ slgnrficantly from'

those-of' other -groups. The-most-important. 1nformatlonal -itéms for ‘them )

were-the specific goals and-objectives-of.the program,-the- minimum number
of courses (or credit hours)-within the area required for- graduation, the mini-

‘mum number of courses-(or credit hours) required outside-of - the area, and.

the percentage of last year’s graduates seekrng employment -who-obtained-a:
job in_their field.

-Graduate students were primarily concerned with basic hnanctal aid infor-
mation, stich as the types arid amounts of aid-given-to graduate students- and
thé amount given to graduate students at different i income levels. Importance
wasalso placed on |nformat|on about instruction and instructors. Availability-
of instructors. in- the. program for out-of-class assistance was rated- “‘very
important” in deciding where-to attend graduate school. Graduate- students
tended to consider-information-about students in-the program- unimportant.

- They rated out-of-class activities, student- -services information, and housing 4 .

information to be less i important-than did the other- groups. This most likely’
indicates that-many, like the.older undergraduates sampled, lived off
campus, were employed, and had families. Interviews revealed that students

£l
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- selecting a graduate school have information needs as important as those
selecting an undergraduate one, and that graduate schools are generally not. -
prov:dmg ‘adequate information. N

Comparison of Nép’ds for :
College-Wide and Program Information -
Two forms of the College Information Needs questionnaire were -admin-
. istered to each group of students and parents surveyed. The first'asked about
theimportance of college-wide information, the second about the'i importance
of program information. It soon became apparent that high=school seniors.
did not understand the term “curricular program,” so -the term “‘¢ollege
‘major’’ was. subsmuted -Separat=forms for programand college-wide infor-
“mation were used, since in interviews, students and counselors also expressed
the need for better-information-about programs. For example; for a student
planning to major in business, comparisons between the business department:
of" college ‘A-and'college B may-be just as- |mportant in-choosing a-college as.
comparisons:between college A and college B. Analysis of the data did_show -
that- more-specific. information on programs ‘was. important to prospectlve
‘students, -parents; and counselors in ,selecting-a- college. Furthermore, the
-areas and.items of importance were much the samie as for the college-wide
-information- form.2 -
lntervnews with older and transfer students suggest that they have a greater
need for major -and- program information than do Students entering from
high school. Since they aré morelikely to have chosen their major-or program, :
‘they can'best-use specific information. A - large majority of résponding high- . .
school seniors-also had a specific major or program area.in mind when. select-
ing a college and-would probably be able, with better program mermatlon
to choose a college more wisely. In interviews, however, even those-who had
dec1ded on a major indicated that they considered college-Wnde -information
to be more important than program information. Conversely, older students i
~ and transfer students stated in interviews that they generally considered-pro- "
gram information to be more lmportant than college-wide information.
However, all respondents felt that both types of information were important. *

&
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Feasibility of Providing Information to
. Prospective"Students
Before an institution can provide better mformatlon to- prospectlve students,
it must consider the accessibility of that information, the di fficulty in obtain- S.
mg mformatlon not preser:tly available, -and-its own willingness to releaseit.

P . 2. Those wishing 10 compare the,responses to the program qucsuonnalrc tothose to the college wide - y
’7 quesuonnalrc .separately by mformanonal item shotl ser the oaper.by Letining (l9783) . .o

17

e

-




«

-~

“

.

NCHEMS staff interviewed and surveyed officiais at five institutions
participating in the project. The interviews were conducted- prior to the
development-of the questronnalres to provrde an-overview of . information
availability. The questionnaires focused on the 29 items found to be “most
important”’ ift the analysis of the Coilege Information Needs questionnaire.
The responses obtained-during the interviews and-the-questionnaire survey
confirmed-hypotheses that the needed information was'generaliy available as
management information within -institutions, and that in-most instances,
institutions were- wrllmg to release it- to prospective students,

Although most-types-of the- information were available, somé were not:-

(1) information-related to college impact on.graduates (¢.g., ““the percentage

i

of last year’s graduates seeking-employment who obtained a JOb in their
field”)-and (2) items where student ratings were required (e.g., “‘student
ratings of instructional facilities and équipment’’). In almost all cases,the re-
maining information for the mstrtutrons -queried was-easily obtzinable or

‘being collected. -

All five institutions were wrllmg to release the- data,3 though-a-few-items.
were considered too sensitive or- mrsleadmg to be released especrally “student
ratmgs of-instrue’ .:rs."’ However,-those i mstrtutrons unwrllmg to release this.

data-for indiviGual: instructors- would release it- in_ composite form. Several:
-officials -also: cautroned that attrition* percentages could- be-easilymisinter-

preted and-should ‘not-be released. out of context. Moreover, most of ‘the
necessary information, in its_present form or-with some modrf' ication, cousd

‘be provided to students. wrthout excessive cost to-the-institution. It:should be

noted, -however, that the five ‘institutions participaring ‘in-this- part-of - the
study id have large data bases. In interviews at one ofthe other-institutions,.

a small college with -no -office -of institutional research, staff -questioned-

whether ‘much: ofthis-informatjon: was_available -on-their- campus -and-felt -

that'it-would- be. too_time-consuming and-expensive-to collect and prepare
" information - for.imany- of “the items without reimbursement’ by the federal
-government-or some other source. However, much- of ‘this information-is-
:commonly available in°many-institutions.

£l
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Other Considerations Concerning.
‘Needs for Information
z
‘Results of the NCHEMS survey answered some basic questions-about- infor-
mation needs inselecting a college. But unanswered-questions:remain: Whatu‘
are the information-needs-of prospective students -planning - different pro-
grams? Does the region of the country affect the types of information needed?

3:~Atone of the institutions, however, the president said that he would hesitate to approve the release
of such data without sceing first how it was going to be presented.

[y 18 ~
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How do informaticn needs of prospective students vary-according to institu-

tional type" Stratified random samples-specific to these questlons would- be

‘necessary to answer them,

One school at which the NCHEMS questionnaire was admlmstered wds an
evangelical, church- related college. Here, respondents rated items. generally
less-important than at -other institutions. However, they rated out-of-class
activities, especially the opportunities for-participation in religious activities;

as-more important. Thus- institutions with narrowly defined constituencies_

should conduct their own surveys, elther independently orin conjuncnon with"
similar institutions,

Another issiie concerns changes in information needs. How often: should
an institution ‘or cooperating group of instituitions- conduct an assessment?
Because of methodological differences, it is difficult to compare the findmgs
of earlier. studies (Brogly 1967, Crowley 1965, Hoyt 1968, Kerr 1963, and
Siddoway 1967) with those of the NCHEMS project. However, it seems
- clear‘that significant changes-in- prospectlve student information needs have
-occurred. The-decrease -in -the importance of information- about -student
charactenstlcs, crganizations, and-activities is one such- change. Conversely,
mfgrmanon a‘bout instructors. gnd -instruction, -institutional goals and ob-
jectives,-aidi stltutlonal impact-on graduates has-become more important.
Such changes, suggest-. that institutions -sliould- periodically reassess infor-
matlon needs of: prospectlve students, perhaps every five years. =

- ~
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Assessing Information Needs
of Prospective Students

-
x

’

- Anvinstitution cannot providé adequate information to'prospective students
until-it knows speclfically whio needs- what. information.. Preferably, such an
assessment should occir in- cooperatlon with other institutions to savé money -
and-avoid duplication -of effort. Somie procedures- used-in the NCHEMS
study,-or- suggested ‘modifications-of” them, may serve as useful-models- for
V,mstltutlons in conducting their own study: Additional insights can be-gained
‘by examining the needs-assessment efforts of other Fund for theImprovement
of- Postsecondary Education projects. “This- chaptepw:ll briefly -explore -the
information needs-assessment process—from determining target populations
to developing forms, collecting. data, and analyzing and interpreting results.

- Determining Target Populations
and Groups to.Be Suiveyed
Persons-inside and outside the institution should be surveyed. Prospectwe
students and-their. parents, current students. and their parents, high-school . ®
counselors,. college admissions- counselors, education- admmlstrators, and
- teachers.are: all-appropriate target populationS. These- populanons, in turn,
‘may.be. broken down into groups and subgroups, each prov:dmg naw-insights
int6.information needs. Each group (or subgroupj requires-development of
customized-procedures. .

frithctiiniash S
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NCHEMS surveyed seven primary groups: (1) nontransfer undergraduates,
(2) their parents, (3) h1gh-school seniors choosing a college, (4) their parents,
5) hrgh-school counselors, (6) college transfer students,.and (7) graduate
students. College-student _subgroups included the- following -breakdowns:
age groups, full-time and part -time groups, racial-ethnic groups, and foreign
students. ] Dlstmctrons with respect to economic and social -characteristics,
degree aspirations, intended majors, and other factors could also be made.

Groups and subgroups should be carefully defined. Although there are
-groups that all colleges in a cooperative-effort will want tc survey, other
groups may be of concern to only some colleges. For example, church-
related colleges might wish to survey ministers and youth. workers. The-
goalsand objectives of the particular assessment should pinpoint the popu-
. lations to be reached, based upon such criteria as the- proportion.of a des-
ignated group of students in the colle\ge~student population or the fack of
-accurate information about that group. Sampling should be done carefully,
as-discussed below, to provide reliable and valid data. Before embarking on'
‘the -needs-assessment -process, mstltutlons .should first desigrate a.central
coordinator-and a committee of representatives from concerned-on-and: off-
campus groups. This committee can initiate the needs-assessment survey. and
then apply-the results, as-discussed in- the last section- of this chapter.

Developing the Neéds-Assessment Survey Forms.

Survey instruments should identify and clanfy information needs and suggest'
w«ys of meeting them: The items on’ the survey. should- descrlbe information
~that (1) is presently availablé or that-could- be-collected;, (2) would be eco-
nomically feasrble to-provide, and (3) can be released to prospective students.
Furthermore, consideratiori should be-given-to- developmg a survey form
that-can be easrly understood, tabulated, and- mtegrated into a-coordinated _
information: system. '

Surveys -constructed: for the NCHEMS: study were. developed through a
lengthy process thatincluded open-ended interviews with: high-school seniors
‘and- their- counselors -and-with college students and admlsslons counselors.
Project staff also consulted (1) the literature of choosing a- college (2) data-
gathering questionnaires commonly used by colleges, and (3) a review-of lists
-of data-base items-available at NCHEMS From these, an-item-pool was
developed that was reviewed by research staff, high-school: students, -college
students, counselors, and-educators.! The pool was then reduced to a list of
-informational items. Next, the survey was designed to include a- rating scale

*

‘l. The survey was pretested using groups similar 10 those to be surveyed and was then revxsed Thc
importance of the pretest cannot be overemphasized. Items included in the final college-wide information
form'for students were reviewed in chapter 2, Readers may also wish to examine the model questionnaire
-for students developed by the Virginia State Council of- Hrghcr Education (Carr and Hobson 1978).

i i
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of, in this case, theimportanceof thein formatlon for use in selectmg a college
“ (see appendix B), and items were rewritten following reviewers’ suggestions.
Since many of the basic terms used in education information were not under-
stood by many prospective students, the wording of items was simplified and,
where desirable, colloquial terms were used. For example, mmany high-school
students interpreted ““class size”” to refer to the dimensions of different class-
rooms or to numbers of- freshmen, sophomores, juniors, and seniors rather
than the number of students enrolled in a course. Similarly, though they did
not understand ““college program,”’ they did understand “college major.”’

For the NCHEMS survey, items were eliminated from the final question-
naire to make it reasonably short iri- all cases wherc everyone, or almost
-everyone, 1nterv1ewed agreed that (1) the information is unimportant for
selecting a college and (2) although this information is important for selecting
a-college, it is- generally effectively provided by. most colleges. Another
common approach to-developing needs questionnaires would in¢lude items’
in (2) above, and two separate questions would be asked about each:item in
the-questionnaire: How-important is-this information for use-in- selecting a-
“coliege? Is this information being provided and in an effective ‘manner?
While such a survey form can be useful, a preliminary-test in the NCHEMS
survey suggested that it would be too long and cumbersome for high-school
seniors. However, two columns of marking spaces, for responding-to two
questions-about each itefn, worked well for other groups. Thus this format- '
was used in the questionnaire-for counselors and graduate students to deter-
‘mine. the importance of this information about ‘(1) .the-entire college and
(2)a program in which one might be interested, and in the. questionnaire for
‘tranisfer students to determine the importance of thlS information for initial-
—and transfer-college choice.

2
Vd

Impertance of Multiple Data-Collection Methods

Multiple data collection consists of using.complémentary methods to com-
pile data: personal interviews,.questionnaires, telephone interviews, group
discussions, and- telephone follow-ups. Where one collection method has
-weaknesses, another has‘strengths. All-these methods.can be tailored to the
characteristics of the groups to be-sampled.

As indicated, strategies and procedures should be pretested before ad-
ministering. The NCHEMS study found, for example, that although most
high-school séniors can be'surveyed through-distribution -of questionnaires
by high-school counselors, this was not-an effective way to reach’ high-risk
students who are seldom considered to be interested in college and who have
limited-contact with counselors. It was thus necessary to designate types of-
students to be selected and to select randomly a sample of students-within each
group, to obtaina more useful distribution of students. Other problems were
the delaysand paperwork associatéd with screening by personnel in a school

»
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- district’s research office. Procedures for screemng proposed research surveys
vary with each-institution or school district and'need to be mvest:gated early.
In many cases, a special approval form will need to be completed and sent to
a designated office. :

Questionnaires should cover not only information needs but also factors
useful in interpreting needs, such as socioeconomic level, age, sex, rtace,
student goals-and aspirations, intended or actual major in college,’ and:
‘high-school grades. Tabulations of need responses categorized according to
'hsh\factors can be revealmg ‘Data- available from sources other than need-

. questionnaires should also be considered, such as records of current demand
N for informational materials, special requests for information, frequency- ‘of
: ’ ’ complamts, surveys of current students about their perceptions of the school,
o and ACE questionnaires. Some potentially useful sources in the community
7 “include identification of the issues being discussed, research literature,
’ Bureau of Labor statistics,- Census Bureau stausncs and forecasts, and
.community-planning data.

"~ Analyzing the Data
Data analysis should be systeniar b¥ plarned atthe outset of the
_project. The NCHEMS study used basic techmques of analysis- (percentages, .’
means, cross.tabulations) but included profiles of-various groups-and:sub-
groups sampled-and examined patterns of responses- -based on demographic
- .. itemsaswellasonreduction of data. The analysis should not be more ‘complex -~
i : _ and detailed than necessary for the information system, and the results should .
: : . be-able to be easily interpreted and: appl*ed Sophisticated. analytlcal tec'h-
: . . niques, such as discriminant analysis, correlational analysis, and analysis of )
,* - vgnance, can-be-quite useful in some cases, but will seldom- be needed..

»

. ‘Interpreting and Applying the Study Results

The data analysis should answer the basic research questions—What infor-

mation is-needed by-prospective students (and by counselors, parents, and

-others who work with them) for selecting a college? What information is not

useful? What: differences are there among the groups and subgroups sur-"
. veyed?—and-other specific questions- developed by an institution prior to

des:gmng the needs survey. (Once the dataare collected, it may be too late to

‘answer additional questions for which the survey was not specifically

. designed.).

The data should be interpreted with care and in cognizance of thelr validity
and reliability. The results of the NCHEMS study were cautiously interpreted
.at.some points because of small sample sizes for some subgroups.

oS
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- The data should be summarized in reports that will be of value to specific
-“groups within the institution (for example, institutional researchers and
interested staff) and that will support the findings of the study. Other forms
- that’ should be used more widely. are.concise executive summaries targeted to-
directors of admissions, directors of public relations, arid others responsible
for developmg or distributing informational materials aimed at prospective
students These reports should address-the specific concerns of the intended
reader. Furthermote, the reports should be distributed to all those involved
in the institution’s system of disseminating information. Some of the reports
should receive general dlstr;buuon, and others should be sent to only one or
a few individuals.

The NCHEMS study found that dlssemmatxon of information by an insti-
tution_is often uncoordinated. Catalogs may -be prepared piecemeal and
-assembled just prior td publication, with little editorial supervision. Financial
aid, admissions, -public relations, and-academic depariments may mdepen-
dently. produce informational. ‘matenals Such uncoordinated efforts can
preclude a comprehensive,-effective needs assessment and can produce inac-
curate, misleading, confusing, or nontargeted- mformatlon. Each campus-
-needs-centralized-information planning and development,. whlch would be
best established prior to planning the information needs 2 assessment. A central
information coordinator should be designated and-given sufficient authonty
to -make decisions -related to-the needs-assessment ‘project .and, later, in
applymg its results Continued‘involvement of representatives from all- con-
cerned groups- will facilitate updating information and monitoring changmg
mformatlon -needs. ‘Determining how information m:ght best be-communi-
-cated is: dlscussed in the following chapter. i

Evaluauon of the neéds assessment’ should be integral to ‘the total process-
and should determme not only how- effect:vely the assessment is accomplish-
ing its assigned task (summatxve evaluation) .but also how needs-assessment
procedires_can. be improved (formative- evaluation).. Factors discussed in
this chapter can serve as some of the cntena for that: evaluatlon

£
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CHAPTF R 4.

‘Considerations in Upgrading
the Commiunication of Institutional Information
to Prospective Students

-

Of the approxnmately 500 people interviewed during- the NCHEMS project,
most-agreedthat the. presentation of institutional- information to students is
as serious-a-problem as the inadequacy of ‘the- information ‘itself. For years,
the college catalog has-been the basic.means-of communicating to students.
Yet, qur evidence suggests that prospective students tend not to read or study
catalogs. ‘Catalogs are often-written-in such-a dry-and -formal -manner-that
they bore the student. Furthermore, they are filled with terms that we'in post-
secondary education- understand but_that prospective students-do not. In-
-addition, some are solong and mtnmldatmg that. prospective students may not
even open them. Most institutions also have an array of supporting brochures., -
and booklets with which they indiscriminately bombard prospective students;
but- these,-t0o,.are often inadequate.
This-chapter will discuss how to- 1mprove the communication. of infor-
mation to -prospective students. It is based on-the results of” four major
- activities conducted during the NCHEMS project on‘Better Information for
Student Choice of College, as well-as on the experience of- the project staff:

5 S—

1. lnterv:ews “with students and- others across the. country
-2. Papers written by advemsmg-des:gn students of Hall Duncan at Central
(Oklahoma) State Umversnty




‘ Aruitoxt provided by Eic:

ERIC

.,

3. A two-week summer institute, “Improving Communication of College
-~ and Program Information to High School Students,”~conducted at
“~"Central State University by Duncanl
4. A questionnaire survey in which students were asked to respond- tO
five alternative formats for preseniing information

Relevant experiences of the various p Ojects associated with the National
Task Force on Better Information for Student Choice were summarized in a
resource paper commissioned by the task force (Lenning 1976). The expe-
riences of these projects will be referred to when. necessary.

.

Understanding Specific Target Populations

Too often, postsecondary institutions have developed: their -entire. infor-
mational, packages for prospective students assuming that.allitems should’
be-aimed -at all potential clients.. However, -évery institution-has specific
subpopulatrons of prospective students who- ‘have-their-owncharacteristics-
and:information: needs. Those subpopulatrons for which-the institution. is
particularly appropriate, and-which-it-can-serve*well, should be: identified
and-their information- -needs clearly defined. As. Duncan-has. _stated- (1976),

"ina letter-to one of: the authors.

‘In order to-select the proper channels for- communrcattng and o carefully prepare
-our- matertals and messages, we must fi rst understand-the needs of-our prospective
students. Frankly, we need to do more listening. . . .-My plea . is for-us in higher
education to spend sufficient time and research.on- prospecttve student behavxor to-
determine the most effective. ways of preparing, channeling, and testing information-
-to.meet their needs. ~

The experience of Mountam -Empire Community College,-a participant-in
the National Task Force on Better Information for Student- Choice,_is-in-
structive. Before developing new..informational material -for prospective
students, the college conducted a household survey of its-service-area.in the
coal-mining hills of western-Virginia. Through that survey and.by examining
‘governmental records and consulting a community-servicc agency, the college
learned-that there were many older people-in ‘its service area; that many
‘households- were physically isolated; that local citizens were independent;

<

1. NCHEMS staff were directly involved in planning the Institute, which had a three-person faculty
from Central State University and jncluded presentations and discuSsions by professionals and specialists
from various disciplines and institutions. Students, who received graduate credit, included guidance
counselors, teachers, college-admlsstons and publtc-rclauons personnel, advemsmg students,_and art
students. The Institute had a problem-solvmg format in which' interdisciplinary teams of studénts were
assigned programis at the Umvcrsxty to résearch and for Wth}l they designed effective communication
systems. At the end of the two weeks, cach team formally presented its results to a panclof expert judges,
after which dral criticisms were offered. The members of the \gmnmg team were awarded $500 along with
recognition certificates at a closing-night .banguet. For more mformahon. see appendix E and Duncan,
Ryan, and Lenging (1978). ' -
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that there was a strong resistance to leavmg the area, in spite of high unem-
ployment; that few adults over 25 had any college education; and that-many
people (even hlgh-school students) disliked reading. College officials thus
became sensitive to local traditions, values, and attitudes. Such sensitivity
‘helped thém design more relevant academic programs and also revise their
informational program. Their research, as reported by Lenning (1976),
indicated that institutional information could most -effectively be provj
through television or through employers, not through high schools:

Mountain Empire personnel decided on a'short brochure with a quesfion and answer
‘format. There needed to be a lot of “‘white space,” answers“were kept short, and
amount of>copy was kept down $o that it would not seem like a lot of reading. Vo-,
cabulary-was kept simple without talking-down to them [prospective students], and
“pictures were used. The college staff also discovered that if they wanted to communi-
cate with these people, it-had to be done on a personal bas:s So they show movies
(such as Macbeth) for high-school students and have activities such as the autumn
‘home-crafts day to get the adult community onto the campus. They have also beer
moving toward-visits by. hlgh-school instructional staff and visits to the college by
-classes-of- hlgh-SChOOl students. This provides college staff with an opportunity to
,dlstnbute handouts. . . plus make it very personal. Their experience is that if: they
‘have met the prospective student in- person, he or she tends-to examine the- printed-
‘handouts. [pp. 6-7] . . "

"Mountain-Empire also found that, even with_natives of the. area onits staff
a-formal assessment of target-group -characteristics and needs -is-still im-

“portant.-Natives may-know only the-subpopulation-from which they. come
and may.not-be- objectlve (Gottschalk 1976). .

T'echmques for assessing target populations are similar-to those for assess-
inginformation needs described in chapter 2. Before eginning an assessment
to determine the i important groups of | prospectwe students for-an institution,
-one should:study students currently enrolled. As James Conrady of
Adsociates; Int:; -a firmthat helps. colleges‘and universities-improve-com=
munication with prospective students, stated at the Central State University :
Institute (1976): - -

Thereis-a- tendency for many institutions to-try-to be everythlng to- everyone, and -
‘there is simply not enough money, and resources to do that. You can’t be everybody,

+ ° andno oneelse can either . -identify-your strong points and strong areas and build-
on them. Narrow the role and scope of the institution to that which you can identify
with the market. . . . The best place to start is to analyze the students you have right
IOW. Where do they come from" What are their characteristics? Why did they come
heie?

The experience of NCHEMS suggests that where specna! groups constitute
significant portions of prospectwe student populations, special brochures
-or-other-items should be considered. Groups that may warrant such specnal
materials includé students interested-in- particular programs or considering
particular .careers, mmonty students, foreigh students, veterans, home-
makers, retrainees, retired persons, transfer students,.and graduate students.

'Undoubtedly, there will be other such groups. That special°'materials should
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be targeted to particular groups does noi mean, however, that an institution

-should ignore general informational materials. Many of the above groups

have comman interests aiid needs. For .them, -general materials, such-4s bro- .
chures or-booklets on‘housing, financial aid, jobs, and campus life, could be

-prepared. Also needed are an institutional overview and, ofcourse,.a college

catalog, although, as w111 be discussed later, most catalogs can be improved.
Targeted-audlence materials can then be kept to a desirable length by refer-
encing the more general materials, including mentlon of specific pagés and
sections.

Evaluating Current Information Efforts

Once the institution has identified its important téfget' populations and has
understood themand their needs, it should evaluate its communication with,
prospective stiidents. A-rieeds assessment like the one outlined:in-chapter 3

-can<ndicate:communication- madequacnes In; addmon, an analysns -of the-

entire information system for prospective students- -can-béuseful. Together
with a_ needs-assessment study, this-analysis can provnde practncal ideas:for
improving the_system. .

Perhaps-the-best way -to- stimulate- -thinking . about the -adequacy of the

present system is to- list -basic-questions. Considerations-relevant ‘to-these-
-questions.will be-discussed subsequently-in detail in‘‘Considerations in-Up-
-grading the -Communication -of Institutional ‘Information to- Prospcctxve'
.-Students.”” Below- are-som¢€ of these questions.

1. Is-the-information-needed by our important: groups of prospective
students available (or can‘it-be made available); i is it up-to-date; and-
can-it convey-the unique character-of this_ msntunon"

2. Does the information we provide prospective students.give- them an
accurate, reliable, and understandable picture of- what- |t is like to be
a_student here?

3. Do-our- modes of communication-convey-the needed mformatlon to.
important-groups of- prospective students at the proper time?

4. Once-the-needed-information-is received, is it examined and- ‘used in. -
decisionmaking?

5. Is'the information received in a meamngful and understandable form?

6. Is the information accurately perceived? Can it be misinterpreted?-

7. Are prospective students-in- particular groups overwhelmed by the
amount-of information they are-receiving at-any one time?

8. Is the information within each item’ ~organized” effectively, so that
$ospecnve students in-a group_can qmckly and easily refer to the

specific information they want? .
9. C n the-student easily assimilate and use the infotmation to compare

) _this institution and-its programs with:others?. \\
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10. Do all of 6ur communication- efforts constrtute an integrated infor-
" ‘mation system in-which -the various componerts support, reinforce,
and complement one another? »
11..1s-there one person with sufficient authority to coordinate commu-
nication efforts for prospective students- (even those conducted
separately by offices and departments)?
12. Have informational materials been tested before implementation?

kR

A
-

Considerations in Upgrading the Communication of
Institutional Information to Prospective Students

Such things as presentation format and commumcatron mode can vary for
the same audience and still be equally effective. Format and mode are not as
crucial as detailed knowledge of the communication targets, their information

‘needs, and-‘communication content. However, many colleges have failed to-
communicate effectively- because of ‘insufficient -attention to format and
mode. Though, as mentioned earlier, prospective students can’ be intimidated

bydull and’ formal items, the"can also be repelled by the use of student slang.

[

Presentation- Considerations - .

Since publications are used more often than all other modes combined, dis-
cussion in this subsectlon is llmlted to them Format*conslderatlons" for_other
modes will be dlscussed in the next subsection.; Pubhcattons |nclude catalogs,
brochures, booklets, |fact sheets, ﬂyers, view: books, flip charts, diréct-mail
announcements, artlcfes for hometown newspapers, news stories or advertise-
ments in newspapers and magazinés, college yearbooks, campus, newspapers,
-and alumni- newsletters.

There are many potentrally useful formats thiat can be used by themselves or
in combination. They include analogies, animation, cartoons and caricatures,
-case examples, charts and grapks,: dramatrzatrons, drawings, lists, paintings,
_photographs,-questions and answers, script,-tables, tabulations of statistics,
and testimonials. ‘For each-of these,-a-number of variations is-possible. Some
are generally more effectrve than others, and some are effective only for parti-
-cular-audiences.or informational items. For an example of how one type of
format can have many variations, see the charts and graphsinthe U.S. Census

Bureau’s Pocket Dala Book (1976),which includeslinecharts, column graphs,

bar graphs, pie charts, and Venn diagrams, each of which can have different
shapes, sizes, shadmgs, colors, line- thicknesses, and overlays.

Asapartofthe NCHEM S project, data for 12 of the 29 informational items

found to'be most |mportant in the large needs-assessment survey of chapter 2
.were presented separately for two fictitious colleges in five different-formats.
Several hundred néw freshmen (who had arrived on campus within two
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.. -months) at five colleges in different parts of the country responded.to two
o \ -questionsabout the alternative presentations of a'single item: “Which way of
presenting thistype of information is most understandable and meaningful to
you?””:and ‘‘In which way of presenting this type of information is it-easier to
compare college A and college B?”* These questionnaire items were pretested
withsmall groups of different types of students. Two'seven-item forms of the -
questtonnatre were administered to separate samples at each mstttutron, with
two'identical items on both’ forms. Figure:l presents an item from one of the
questionnaires.
The five. alternatlve formats and thelr rationales were:

-

. 1. Tables of tabulated statistics—This. is probably closest to .the way

, - information is stored in:institutional records and therefore would be

/ '—expected to be the easiest to prepare

2. Tabulation (as;in 1.) with the addition of a relevant cartoon or cari--

: cature—Hoyt (1968, 1974) found such-a format to be effective i in pre-

o senting institutional..and program: information to- specialty-oriented-

: prospective students-(students more_interested-in vo%atlonal-techmcal

-courses-than- general education)
3.'Scr1pt paragraphs—The format in- which most institutional mfor—
mation is usually presented

4. Questton and. answer——Espevlally favored by -some communications.
eg(perts for presentation-to, poor readers- and- found- effectwe in. the
informational materials-developed by National Task-Force projects
at\Mountam Empire Commumty College Syracuse Umverstty,

: . 'and ‘UCLA )

“*.. 5. Charts-and graphs—Favored by many commumcatton experts for

: ) . aiding-comparisons of certain types of data”

* +

- ' The percentages of students choosing each alternative as most meaningful . - f
and-as most “useful for comparison purposes were- determmed For every
. informational item, all five alternatives were chosen by-some as‘most usesul,
for both their aid- to understandmg -and- their facllltatton of- institutiona1.
_comparison. However, results- did-vary-for different. types of information.
‘In addition, the two-groups responded differenily-to the two- identical items
. ‘oneach questionnaire form. Theseresults suggest the importance of pretesting.
_formiats separately-for different-items-on small-samples of- each important
' " group of prospective students. Addrtlpnal fiidings are presented below. The
two questionnaires and data-tabulations are contained in Lenning (1978b).
Surprisingly, tables of-tabulations were chosen-most- often (for 9 of 12
items) as most meaningful. Question and answer-was chosen most-often, for
2 items, and tabulations plus cartoon for 1. Hoyt’s findmg,(l968,l974) of .
: the usefulness of -adding cartoons and. caricatures totabulations was not
) corroborated. Hoyt was dealing with specialty-oriented students, and his
‘ ‘informational items were different: and relied entirely on student response. In
addition, his-cartoons were in color, while in this study they were black and:
white. Also, it is possible that had we been able to obtain results for students -
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~still in high school (rather- than.enrolled freshmen), the-discrepancy might
have been less. Rocky Hails, one of the-communications-design students at.
Central State University, cited (1976) another possible reason for the
. discrepancy: . )

«

7.
The use of cartoons, although entertaining and attentioh'getting,'fngst be cautious. --
To-prospective students, especially younger ones, you- are dealing with. persons
anxious to be accepted as adults, and, consequently, they may look ‘on cartoons as”

.childish and be insulted by-the-technique-you have approached them with, [p:2]
Conversations wi  “ucators indicated that cartoons-and caricatures might
seem childish to-s. . young people. « -

Our study was.only a preliminary-exploration using a- smali, unrepre-
sentative sample of students. Furthermore, even though a majority of the -

. respondents felt that the addition of cartoons did not improve the tabulations,

) it is possible that their addition, or the addition of photographs, could have
improved ratings of other formats, su¢h as-question and answer or script. No
attempt was- made:in this prelimindry "eXploration-to- examine-such-issues.

- Anyone-who-wouldlike to test-cartoons;, possibly with-other-formats, on
rdj,ffér,e'ntfinféit{n'atjohgl:itcms, -should seeLenning:(1978b), which-includes
—carto,ons:pfreparred’duriggrtﬁhei’projg:{:t.-'fqﬂrialfl’—29fitemrs,r'atecfi:riios,tr;iﬁi’por,tan’tf

‘ 'nggmgy*Wifsfhito'tiy—'déveloping—;thgir{ own- cartoons. ’ .

- ~ Tables were perceived to be-most- useful for comparison purposes for 8 of

P ‘thé -127items, - Charts-and- graphs were ‘found-to ‘be-most-useful:for 3,-and-

‘tables.and charts -and graphs- were-tied for 1. For each information item,.

whichever-seemed:miore relévant, either- bar-graphs or line charts, was used.

-Bar. gtaphs;f,g;rg_d:bette?ithaﬁfline'chanS'aQrdss,the—boar'd for both meaning--

fuliiess and comparison purposes. o
Another provocative finding was-that the script format ranked the Towest
forallitems for.comparison purposes. It also was rated poorly for facilitating:
meaningfulnessand.understanding (only charts-and graphs ranked lower on
this criterion, and even here script format ranked the lowest for seversl items). .
, : - Yet, asmentioned before, most institutional communication-with prospective -
- students uses primarily this format. Perhaps we should reconsider such hedvy
.- _ reliance-on script. B :
s Based on other experiences .before and during the project, several sug-
o - gestions can be made regardless of format. These are, in fact, more important

than the type of format. .

-

1. Materials should show sincerity and_concern and should-focus more

: y ~onpeople than things - . -

: " 2. Messages should be:short-and to-the point 7

3. Materials should be neat, attractive, appealing, and printed on high-
quality paper (attractiveness can be enhanced by color, even one color
of ink- over colored paper, which is only slightly more costly than

* black ‘on whité)




4. Complexity should be avoided, and simple language used; however, one

" must bé careful never to-talk down to students

5. A mix of formats can be useful but.can be overdone;-the proper mix
is stimulating, while:too many may confuse thé student
- . 6. Large arounts of white space on a page are desirable
7. The image projectéd.throughout-the material should be orie of quality
8: -Slang will alienate young people, if it comes from those from whom
‘they expect formal. language ' ' ’

‘9. "Prose should be fluent

10. Type should-be large and readable . )

11. Good use should. be made of contrast, and bold face should be used

., for titles c.

12. Material should be organized so that its logic is apparent and so that
one can easily locate items of interest; a succinct table of contents,
‘promiinent descriptive heads at the top of each page; and special inserts
are especially helpful

13. The front cover should ‘be uncluttered but -attention-getting .and

should project the image of the institution
14. The most important -information should be presented, or at least
summarized; first - ; ' S
15.. Materials should be informative rather than rhetorical2
16. Since generalizations cannot adequately convey excellence, they-
™ should be complemented with concrete information, such as case
studies, statistics, photographs of students, and interviews

These suggestions apply especially to college catalogs, which need improved
formats-and organization: For example, at Seattle Pacific University, the
section in the catalog for each department had a pertinent front-page painting
by an-old master that projected a-positive image for the department; the
catalog was-organized so that.needed information :could” be found easily;
specific departmental goals were outlined:; ‘and each -departmental section
waS—publishédiseparately as well. :

Communic'ation-h!iode Considerations

It-is-important that institutions consider ’supplementing—pubfication’s with
other communication modes such as: billboards; posters; signs on buses;
calendars; radio or television news stories. -advertisements, community-
service spots, talk shows; public-address announcéments at-everits or from
sound trucks; personal. letfers, visits with, or presentations by, current
studeénts, -alumni, faculty. or staff; information booths at fairs, exhibitions,
and other public events; high-school counselors and teachers; community
-counseling and information agencies; film strips; slides; audio and video-

2. A panctof communication-design consultants from Adsociates, Inc., explained at the Central State
University Institute that their most difficult task is to convince college and university personnel that they
should not boast in their. materials about their institution, but should instead focus on t:s¢ students, theif
needs, and ways in which the institution can meet them.

Y
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28 cassette tapes; phonugraph records ‘movies; campus visits; ‘special campus
days, on-campus. semmars, information centers and college and career days
in-hsh schools, pubhc libraries, shopprng centers; computers; speeches at
local civic clubs; meetmgswrth employers andemployees, college receptionists

. “and secrétaries; campus. mformatron ‘centers; displays; traveling exhibits or
__ programs; and illustrative notebooks in which specific printed materials

desired by-the student can be inserted in the most-useful order.

e ‘Each -communication mode has its advantages and. disadvantages, as-

> .. Hails (1976) has explained:

Films-would seem to me to be the-best. alternative, since thepro pective student
has grown up, in.most- mstanccs, ina televrsron-ortented society and would most
hkely be comfortable with and attentive to this approach The most-apparent’ draw-
back. ..istheuse offontdated films. These present outmoded times and “fashions to
the student, and he may not be able to distinguish the outmoded fashions from the
.ageless concepts tne film attempts to teach. The student, therefore, may. dismiss the
film as merclyan entertaxmng look at nostalgtc 1deas. .. Graphs are- helpful in

‘vantages-of. usmg thcse are. that they can be structured insuch a. manner that they
: ‘can mislead;-and the-use of too many:graphs- may become a- barrage- of- statrsncal'
: information, which will confuse the student. . . .- Slides-and-tapes can: show very-
: selective information - qunckly and mterestmgly. They’do not, -however, -have-the
advantage of- pnnted matenals, which-can-be referred 10.-. - . [pp. 2-4j-

y ' Recause all modes of communication have drsadvantages as well as advan-
: nges, and because they can-supplement and facilitate one- another, carefully
-¢hosen multiple modes of communication- -should -be desirable -and- cost

-effective. Moreover, the-commonly used- mode- of printed materials. may

‘never-even be read-by-important. groups of prospective -students- who -need-

information, or these groups may be reached in only-a. superfreral way .

‘that doés not promote use, unless-another mode-is-also-used.. For-example,

the University of Evansville, an- Adsocrates client, found-that: television-was

ons -of the best ways-to-reach: .prospective students and bring appropriate

1.ublications to their attention..Adsociates knew how to usetelevision:effec-

- tively and effi crently so that'the college was, able to reach the niost-people.in.

; its specific prospective student groups at- the: lowest cost. Adsociates’ knowl-

edge of lacal -viewing habits- allowed them to -design adve/rtrs.me.tts for
- specific popuiatlons. Since televrsron viewers can-absorb only a-few ideas-ai

one time, advertrsements must be restricted to a single message. In-addition;

the same message shov.” ; be repeated in dif! ferent ways. Though public-service

spots can.supplement advertisements, one,cannot conitrol when they-will be-

shown: Adsociates also-emphasized never to use. grmmrcks unrelated to the

- ‘message to gain attention.

Though much less expensive than television,-radio can be more effectrve
for certain groups. For example, AM rock stations usually have the Jargest
adolescent,audience, while most FM stations have-an older audience. Bill-
boards constitute another -potentiaily effective medium often overlooked.
‘Studies have shown that in metropolitan areas, strategically located billboards

.
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can-reach the adult population effectively and cheaply. Direct mail, ém-
ployers; -and special on-campus events are. other media appropriate for
students over 25. - - '

An institution-should.use more sophisticated media,if—théy—are'nepgssary
to-gain attention and provide specific prospective student groups with the
information and if they are cost effectivé, In addition, they should'be
supplemented by-less expensive media (for example, public-service spots,

“ information booths, slide tapes, visits, and-publications). Also, the use of
sophisticated-média-must be based on a well-conceived plan_that involves

- thorough study of prospective student groups and their needs and must be
-carried.-out. by knowledgeable and skilled people so that money will not be
‘wasted. Such media are expensive, in not only diréct costs-but also prepa-
ration time. Moreover, ‘because a medium is expensive does not necessarily
mean-it-will be effective. Conversely, the most inexpensive media can be
thé-most-effective. T E

Personal contact and interaction are especially effective if they reach
-intended audiences, although-one should supplement them with other modes.

_“Getting students, alumni, and staff-to-visit- prospective-students is crucial.

- Furthermore, informal contact with prospective students can usually convey
,atmessagé;fn()re,cfféctivgly than- formal coritact. ‘Some-high-school seniors
told-us‘they-would put more credence:in-students-and alumai than-a college

_-admissions advisor- or-publication. They wanted-colleges- to-make alumni.
and ,studenkts,whfoarg—not:reci'uiters’available.‘ Communication-should focus,
on:notonly prospective students but-also-enrolled college students, faculty, .
staff, and alumni. All'should be briefed on‘institutional changes so that they
-can inform_prospective students.. ' . 7 _

‘Besides-the -informal contacts made by students, former students, -and
faculty-and staff, other-communication nétworks may ‘be -important. For

. ,‘cxample;,.reséarchers,at Portland -State University (a National Task Force
_zin'sti ;ution),discgvergd 1ha§ ong of the most frequently used-networks-con-
sisted of the-secretaries who received studeuc calls and questions. Yet, until
then, no efforthad been made to prepare secretdries to answer such questions

: -effectively. "No- one had kept them informed: about .nstitutional life or

’ . -emphasized thé importance of being personable, courteous, and"helpful.

‘Coordination and Control Considerations-

The. prospective student should receive information at the proper time, just
bcfo[e,it,is,neqded'in the decision process. As the student moves closer toa .
. . decision, mdre detailed information is required. However, if too much’ .
-information:arrives at once; the student- may have more than he orshe can
-absorb-andlittle, if,any, will be used. If it arrives at the wrong time, if may
-never be used.fFoge'xample, if financial-aid applications are due February 1,
and?ifrde'tailed;i?formalion about financial aid does not.reach the students
. -until late January, the information will be useless. An institution should.

1
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-and mediator, and who.has- ‘been. delegated authority commensurate with hrs

-

mformattonal items and then schedule the delrvery accordmgly As Conrady
(1976) has explained:

‘We believe that there has to be a system whereby you—“spoon—feé »” your, student
consumer.all the way through his decisionmaking process, identifying what he is -

interested in and targeting the correct and-accurate information.to him about that
in which he is interested. . . . Do itin a logical, spaced-out sequence. Build it-around
the usual applying mechamsms

Such a system will also save money, because it will have inherent reply

_ procedure’s through which the prospective students indicate whether to:send-

them the next informational item in the sequence. Sending the nex:item to'stu-
dents who were earlier but are no longer interested in the institution would
waste resourcés. e

‘Dissemination of information should continue when students enroll. Since

thiey need additional information about -applying for housing or about orien-

tation sessions;-it-is- |mportant to 1dent|fy what information is- needed
and when.
Commumcatrons with- prospectlve students should complement -and:rein-

] force: one another “They- thus-must be- coordmated by-d-person- skilled in-
) ,communrcatlon -principles-and techmques, who:has been given adequate -

released time or who_performs the task-full-time, -who is an-effective_leader

responsrbrllty -AsLenning (1976) stresses: - -

For maxtmum‘effectrvenm, there-should be-a unity-of-image that. pervades the
campus informational materials and ‘other communications to.prospective students. ’

. There needs to be an-overall communication plan that ties all the multidimensional,
-communication pieces of the institutioninto a coordinated program where they will -
‘work if. >ncert-and-reinforce one another. It takes miore than a school ilogo on-all*

materials to tie them: together and remind the-receiver of one piece-about the-other

‘materials-received-earlier from the school or one of lits departments.

The- primary. reason many postsecondary institutions are not commumcatmg
effectively to students is that they do not have a multidimensional, mtegrated com-
munication system: This became especxally clear tothe: NCHEMS project staff, as it
visited participating campuses. On a majority of the campuses, there was no- central
coordmator willing_or with authority to-accept responsibility- for- campus-wide.
communication concerns and-to ensure-that the-informational-materials put-out

-

-

‘by different offices were cornplementary This was especially a problem at one insti-

tution where there was no coordination, and where the only overall editing for the .

catalag—according to one- r'eport;was done by secretaries. ‘[pp 32-33)

Some additional examples of coordination- problems, 'especrally with
coilege catalogs, are provided-in the selected quotations from the Cersitral
State-University Institute in appendix D. A major-obstacle cited there, in an
entertaining quotation; is that catalogs are usually developed by committees.
These coordmatmg committees are usually quite large and diverse, so that
development.of.the catalog is cumbersome. Such a process can last so long

16
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that the information may become outdatzd. One ingtitution in the NCHEMS
project took over a year to finish its catalog, largely because no one person
effectively coordinated the effort. The quotations in appendix D also describe

ineffective organization, format, and content and suggest ways to improve. »

i them : . -

-

'l'ixe Importaice of Pretesting

o

Before publishing an informational i item for. prospective students, one should
test. itona small sample of students from the group or groups.to whom it is
targeted. Ratings by current students who have recently chosen a -college
would also be desirable. In addition, reactions should be obtained from coun-
selors at-feeder-high schools; Community agencies, and counseling agencies;
alumni; local citizens; and professional consultants. They can either be inter-
viewed or surveyed by. mail. It might be most useful if they individually

-completed-a rating scale and then participated in group discussior.. Several

-different-types- -of rating- forms ‘could-be effective. One, “developed- by the

NCHEMS _project staff for the. Central State University Instltute, is shown.

in-appendix-E. Institute- part:cnpants generally-agreed that all of theitems
were important, but one outside reviewer felt that the 11. items indicated by
an asteriskin- appendix E were most- lmportant

An advisory-committee of different persons, including: students, can also

-provide good evaluation. It must- be chosencarefully. to avoid argument and

political complications. The review and-evaluation procedures used to pretest

néw materials stiould be mcorporated into - developmental plans from the

start. ,/

A periodié; .,ystematlc review of the entire prospectwe-student commu-
-nication system is crucial.-Once again, several methods can complement: one
another. One is a logical analysis based on’ needs-assessment results and other
considerations,-such as those discussed earlier in-this chapter. A second is-a
set-of interviews of prospective and current: students -counselors, and others
about -the institutional ‘image they ‘have formed from communications,

* campus visits, and from conversations. A third is the assignment of persons,.

. *unknown to the staff, to apply to the institution to evaluate the validity,.reli-
ability, -and-effectiveness of institutional communications. Other ways.of
-gathering evidencé about the system may also be useful, such as listening to
* -campus and-community comments. It is essential that the communication
system-be tested through a well-conceived plan specifically designed-for the
institution. Effective evaluation of the system can, more tHan anything else,
ensure effective communications.

-

*
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The techniques discussed-in:this guidebook. can enhance communication of
‘information to-prospective students. However, several related concerns-
‘remain. One is the need to introduce concepts, such as those outlined here,
to the campus community in an effective manner. A second is the relationship-
of this guidebook to 'the:Higher Education. Amendments of 1976. A_third
-pertains to sources of additional information. All are discussed in thischapter.

1.

-

+ Implementing Procedures °

How-can-an administrator convince colleagues to support or implement-the
procedures outlined here? Many factors, including campus politics, need to
‘be considered, and one should remember-that even when the at?nosphere
seems receptive, implementation may take several years. And where traditions
are‘strong, change will usually.be resisted.

-Before-attempting to-introduce the concepts described here, a compre-
hensive analysis of thesituation should be made. Who is likely to be receptive?
Who is-not likely to be, and why? What arguments-can be made to support .
-change? What objections are likely to be raised, and how can one effectively
" respond to them? - -

41
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- Beforetntroduclng these concepts, one must thoroughly understand and be
ableto discuss them with others. Preparing a brochure that provrdes concrete
;nformatlon for discussion might help,-as might rehearsing a presentatlon
before a spouse or friend. If top-level management has requested an investiga-
tion of these ¢oncepts;- 1t-would7now be appropnate ‘to share- one’s-findings
with them. If the investigation were one’s own, it is 1mportant to 1ntroduce the

- subject to top-level management and obtain permrss:on for- further 1nvest1ga- °
tion (forexample,-if one wanted to form a plannlng team to evaluate the con-
cepts). Keeping the};resentatlons short, relevant and not too detailed would
help, as would provrdmg information about experiences of other institutions. -
Above all, one should® remember to-modify techn:ques to meet local needs.

There will likely-be many Opportunities to promote consideration of the
ideas in this guidebook, ,but -such opportunities will- depend so _much on
particular circumstances that further general:zatlon would ve of little value.
However,-the expenence of the €entral State -University Institute suggests - -
that an institute or. a series-of - half-day workshops can generate ,enthus:asm

. among students and personnel.gAt the’end of the Instltute, many ;students

.3

»

P

State. Unners:ty because of what they had learned: durmg the twq weelcs In
fact, Central-State-University-did- effect ,several reforms as d: result of the
Institute and has been asked by- commumty colleges throughout’ the: state
to conduct a workshop on the subject. In- addrtlon, a graduate: studenrat the
. Institute, who-is also the public-relations director for an- Oklahoma state
) community- college, was already planning to lmplement chariges-at-his insti- ]
tution. Thus even communication professionals may profit by participationin
such an institute, which can increase awareness, promote learning, and-en- -+
courage improvement of institutional communication.!

How This Guidebook Relates to - ’ -
< : The Higher Education Amendments of 1976 ’

Fxnal regulations were publ:shed in the’ Federal Register on 1 December 1977
> for the ““Student Consumer Informc.tlon” section (Section 131) of the Higher
‘Education Amendments of-1976 (Public Law 94-482). They stipulate that all
postsecondary institutions participating in federal financial-aid programs
must disseminate to enrolled and prospective students the follow:ng student
-consumer lnformatlon' =

1. For more information about the Central State University Institute, see Duncan, Ryay, apd Lenning.
- (1978) “This paper provides practical suggestions for those interested in conducting such an institute and
discusses ways the arrangements andcontent could be modified to meet different contexts and needs. lnter-
i -ested persons can obtain the paper at cost by writing to the National Center for Higher Education Manage- .
u ment Systems,-P.O. Drawer P, Boulder, ‘Colorado 80302
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1. Information describing all financial-aid programs based on need avail-
able to students at the institution, including application procedures and
forms, eligibility requirements, and criteria used in selecting recipients .
and-determining award amounts ' L -

2. Information about student rights and responsibilities in each federal
financial-aid’ program, including eligibility criteria, criteria for con-
tinuing receipt and reinstatement of aid, manner and frequency of
payments, terms.of and sample repavment schedules for loans, and

- conditions and terms of employment provided as part of student aid

3.- Information describing the institution’s academic programs, including
descriptions of available progfams, faculty, and instructional and other .
physical facilities . . .

4. Information describing educational costs, including tuition and fees,
books-and supplies, special costs of prograis in which 2 student is
interested, and estimates of typical room, board, and transportation’’
costs of different living arrangements . :

5. Information describing student retention, including the institutional -
enrollment pattérn and a description of the types of-students included - T
in and excluded-from the sample ) B

) 6. Program completion numbe’ts*and percentages, separately by progran:,

where such information is available

: g 7. Information describing institutional refund policy

8. Information about who ‘to-contact for further information, including

cS

‘their titles and how they may-be contacted -

The Amendments stipulate that this information “‘shall be produced and be -
made readily available, through appropriate publications and mailings, to all :
current students and.to any prospective studént upon request.” In addition,
“ staff must be available (on-a full-time basis, unless the U.S..Commissioner of
Education provides an.exemption) to help enrolled and prospective students
obtain “the informafion- they need. Cost allowances are provided by the
Amendments to suppcrt dissemination of such:information. ’
“Congress-clearly intended that institutions should exceed- the minimum-:
legal-requirements. Cne staff member of the House Education Committee-
informed us that committee members hoped their bill would encourage
colleges and-universities t¢ upgrade their information-dissemination system
beyond the specified minimum requirements. .
One should note one informational item specifically required by the
Amendments: institutional re:sntion and completion rates. In the NCHEMS
needs study, as in others, respondents in-ail groups tended to discount the
: importance of this item, probably because there are different definitions of re-
tention.. (Furthermore, prospective students ‘tend to associate themselves
with the persisting group—no matter what its size-~and to negate the possi-
bility of their becoming a member of the dropout group.) Moreover, attrition
or retention figures can be ambiguous. Valid interpretations can -be made




only in context; the same complstion figure would mean one -thing for a
.community college and another for a university. Vocational-technical
students often receive, in-the middle of their program of study, job offers
that they cannot turn down. Moreover, many community-collegé students
enroll to take one or a few courses and never intend to complete a' program.
If students have not graduated but have reached their educational goals, or N
ithey drop out-and.then re-enroll, they should not be considered dropouts.
Nevertheless, when students interviewed were given a fictitious case
.example involving attrition rates (business departments at two colleges
differing only in attrition rates), they indicated that it would- perhaps affect
their. choice of college. .
Loeb (1976) has observed that - ’

to make the paruclpaung msutuuons attrition reports potenually comparable
would require subgrouping all of them by full- versus part-time, ability level,
academic program, and readmitted versus continuous. Such subgrouping would
be tremendously confusing to anyreader, in addmon to suffering from resulting
small sample.sizes. {p. 11] £

r
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Such subgroupmg would especially confuse the reader if the information was
‘ineffectively-reported.. To avord ambiguity, institutions must be careful to

“placeretention rates in proper context. In context, attrmon rates can be quite
useful to prospective-students.

o . L

‘Additional Sources of Information

—

.
%

Documents Developed during National -Project l l

Thc Fund for the Improvement of Postsecondary Education funded 11 l

demonstration projects by Jocal institutions and 4 multi- institution.projects |

coordinated-by selected’agencres. Every few months, the directors of the 15

projects met as a_ Natlonal Task Force on Better Information for Student :

Choice, under-the d'rectlon of the Education Commission of: the States. The

task force sponsore many useful documents that synthesized its work-and the

related projects- ]
‘First is the task force s official report, which- presents-the case for and l

Jprovides examples of ““better information”’ and suggests- strategles for im-

plementing it:

-

s El- Khawas, Elaine. Better Information for Student Choice: Report of i
a National Task Force. Washington, D.C.: American Assocratron for K
Higher Education, 1978. j

. One task-force member, Joan Stark, was commissioned to develop a
handbook to provide in-depth National -Project I-examples of *‘better -
information’’ and implementation_strategies. While the task-force report
was-aimed at policymakers, the handbook was developed as a well organized
tesource book for use by practitioners.
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e Stark, Joan S. Inside Information: A Handbook for Institutions In-——_

terested in Better Information for Student Choice. Washington, D.C.:
American Association for Higher Education, 1978.

- The task force also commissioned a number of analytlcal reports to syn-
thesize task-force results and relevant literature on selected issues. These

- working papers provide more detailed, comprehensive, and theoretical dis-
cussions than do El-Khawas or Stark. Several of these papers. are especially
relevant to this guidebook and can be obtained at cost. These papers, as well

- as process-evaluation summaries from several task-force-associated projects,
are listed below, along with mformatlon on availability:

¢ College Entrance Exammatlon Board. Making It Count: A Report ona
Projeci to Provide Better Financial Aid Information. to Students. New
York: College Entrance Examination Board, 1977.
Hoy, John C. The UCI Prospectus—A Report on the Process of Devel-
oping Better. Information for Prospective Students. Irvine, Calif.:
University of California, 1977. Available at cost from the Office of
the Vice-Chancelior for University and Student Affairs, University of
Callforma at Irvine.
Hoy, John C. ““The Process of Developing Better Information for
Student Choice.” Umversny of California at Irvine, 1977. (Mimeo-
graphed.) Available at cost from the Office-of the Vice-Char-cilor for
‘University and ‘Student Affairs, University of California at-Irvine.
Kinnick, Mary K., and Lenning, Oscar T. “The-Information Needs of
Prospective Students ’>National Center for Higher Education Manage-
ment Systems, Boulder, Colo., 1977. (Mimeographed.} Has been sub-
mitted to the ERIC system for dlssemmatgon Also available at cost from
NCHEMS.
Lenning, Oscar T. “‘Does .Form of Communication to Prospectwe
Students Make a Di ference in ‘Better Informatlon"’” National Center
for Higher Education Management Systems, Boulder, Colo., 1977. Has
beensubmitted to the ERIC-system for dissemination. Also avallable at
cost.from NCHEMS. _
Lenning, Oscar T., Stark, J.S., and Wishart, P. “Providing Comparable
Information to Prospecuve Students Issues, Problems and Possible
Solutions.’’ National Center for Higher Education- Management
Systenis, Boulder, Colo., 1977. (Mimeographed:) Has been submitted
to the ERIC system for dissemination. Also available at cost from
NCHEMS.

* Loeb, Jane W. ““Issues in Responsible Reportirig of Information to
Students.”” University of Illinois-at Urbana- Champalgn, 1977. (Mimeo-

| graphed ) Available froni Office of Admissions and Rectids, University
-of Illinois at brbana'Champalgn
Pace, C. Robert. Better Inforimationsfor Student Choice: UCLA: Who-
Goes? What’s It Like? Final report to the Fund for the Improvement
of Postsecondary Education. Los Angeles Umverslty of California-at .
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Los Angeles, 1977. Available from the Laboratory for Research on

- Higher Education, Graduate School of Education, UCLA.:-

® Stark, Joan S., and Marchese, T.J. “Verification:of :Educationg!ijlnfbr-'
mation.”” Published versions are available as follows: “‘Auditing College

Publications for Prospective Students.”’ Journal of Higher Education
48 f(January/February 1978):: 82-92. ““Verifyiug Consumer Informa-
tion.”” In The Many-Faces of Educational Consumerism; pp. 179-185..
Edited by JoanS. Stark. Lexington, Mass.: Lexington Books—
D.}C. Heath, 1977. .

{

Communication Documents _ _ ' L

| . o - g¥ . . .- _
Some communication. literature s theoretical, some practical. The first

source focuses on speech commuinication but also.discusses -principles and °.
theories of communpication -in general and illustrates their relationships' to .

particular:types-of communication:

_ -* Applbaum, Ronald: L.; Anatol, K.W.E;; ‘Hays, E.R.; Jensen, 0.0.;
Pofrt,er, RE, and--‘Mandel, J.F. Fundamental Concepts in Human
CdmmqnicQgioh. -San Francisco:-Canfield Press, 1973.

* Berlo, David K. Process of Communication: An Introdiiction to Theory

. -and-Practice. New-York: Holt, Rinehart and Winston, 1960:

L La‘za;us,,Sy.fkoudfd(xdlpleai' A Guide to Effective Communization.
. New York: AMACOM,,American:iMangggmént—,Assoéiations, 1975.

Rc]'gvantfsburcesffrqm’ public relations are:

* The-Council-for Advancement and Support of Educition (CASE) has

produced:two spécial-issues-of its-monthly-magazine (CASE Currents)-

oriented toward: consumerism-and students: “‘Student Recruitment?’

(February 1976) and “‘Students: How to Attract, Assist, and Involve -

Them*’ (March 1977). In addition, the magazine serves-as-a-clearing-
“house for practical ideas about communicating and -other pertinent

topics. CASE also makes. available the. “Creative-Communications’”
camera-ready art_packages that provide model illustrations for use-

" “in educational publications. Other relevant CASE publications are

Making Your News Service More Effective and Interviewing: A Guide . _

-to Techniques. For any of-the above, or a list-of CASE publications,
write to CASE, Suites 530/600, One Dupont Circle, Washington, D.C.
20036. : .

® Robinson, Edward'J; Commuriications and ,Pub]ic,Rqu,tia;xfs;’ Colum-

‘bus, Ohio: Merriil, 1966.
* Rowland, A. Wesley, ed. Handbook of Institutional Advancement.

San'Francisco: Jossey-Bass, 1977. .
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Needs Assessment’ Documents T

The procedures outlinedin chapter 3 constitute one. kmd of needs assessment,
the- mformatnon needs of prospective students. More general but extcnsnve
treatments are:

] Baumheler, Edward C., and Geller, G.A..Analysis- and Syntheszs of .

Needs Assessmient Research in-the Field of Human Services. Denver:
Center for Social Research and Development .Innverslty of Denver,
July 1974.

® Lenning, Oscar T.; Cooper, ‘E.M.; and Passmore, J.R. Identzfymg and.
Assessing Needs in. Postsecondary Education: A- Review and Synthesis
of the Literature. Bouldef; Colo.: National Center for ngherrEducatlon
Management- Systems, forthcommg

* Witkin, Belle R. An:4nalysis of. 'Needs Assessment Techniques for Edu-
cational Planmng at State, Intermedzate, arid District Levels. Hayward,
Calnf Off‘ ice of the Alameda County Supenntendent of Schools, 1975.
ED-108:370. )

o

Marketing Documents -

"l‘wo*doé’u’ments 'that eitamine l)()th -assessment-and communication:
R Gnlmour, Joseph ‘E. Jr:; Dohch 1.J:; Markle, W:E.; Newton, R.D;

and-Spiro, LM: “Applymg -Market Plannmg and Research 1o Pennr

State’s-Admissions -and: Recrultment Processes » Paper prepared for

the Office-of ‘Budget and Planmng, ‘Pknnsylvania- State Umversnty,,

University- Park, Pa., April:1977.

‘o Kotler, Phnhp Marketmg for Nonprof t -Organizations, Engelwood:

" Cliffs,-N.J.:iPrentice-Hall, 1975.

iSl‘udeanonsumerism 'Documents

‘Although most of the student consumer-protectnon literature-has, until now,
- focused prnmarnly on documentlng problem areas, some have suggested. ways
of- enhanclng communlcatlon

- e Carlson, Mary S., and Bertlet, C, The Options Handbook—Handbook:

“Two: lnformanon ‘Dissemination. Concerning Costs-and Financial Aid.
Washmgton, D.C.: National Studént Educatlonal Fund, 1976

® Green, William D. ““After High School, What?** American Education
(October, 1977) 19-22,

o Helliwell, Carolyn B., and Jung, S:M. Consumer Protection Strategies:

A Literature Review and Syntheszs Palo Alto, -Calif.: American In- )

stitutes for Research, 1975..




* Stark, Joan S., ed. Promoting Consumer Protection for Students: New
Directions in Higher Education. San Francisco: Jossey-Bass, 1976.
e Stark, Joan S., ed. The Many- Faces of Educat:onal Consumerism.
- Lexington, Mass.: Lexington Books—D.C. Heath, 1977.

The Chronicle of Highér Education ““Ideas” Sectiori '

In May of 1976, the Chromcle of Higher Education inaugurated a regular
feature titled*“Ideas.”” This section servesasa clearinghouse for new ideas for 5
. improving postsecondary education. Each idea or product is bneflv described,
- andsourcesof further information are given. Many of the ideas presented in-
: :!he Chionicle through November 1977-may, be relevant -to this gundebook
informational placemats for use by local restaurants; telephone quesuon -and-
answer television. shows; special information phones on campus;: enclosmg
- —mformatlonal flyersin public-utility bill mailings; campus tour-guide, business
cards; discussion clubs-for community members;: informational _picture
'puzzles, on-campus family festivals; cooperative traveling booths, outdoo'
- :electronic message centers- sponsored-by:local-businesses; -nominal- fees-for
nonstudents to sample courses;-special-sessions fcr- nonstudents totry-out
college; -telephone-calls-from parents-of current- students-to parents-of in-
coming-students; informational bumper st:ckers, .. uon-free-courses; self-
. -guided walking tours using cassette and.cartoon maps; informational
- programs on state-vide radio networks set up by colleges;- college -coufse gift'
certificates; and a. Welcome. Wagon to-distribute information. ‘‘Scanner-
ready”’ type and- bnght orange-press releases, -set-in capital letters, gained .
T -attention and provided better information coverage for two colleges in news-
D, * papersand on radio. Special brochures, booklets, and other publications have
o ‘been- prepared-at-some collegés for women, bilingual students, transfer stu-.
dents, ‘blacks, parents, -part-time-students, accepted: freshmen, -and those
- . -interested in nontraditional learning experiences, obtaining a college speaker,.
or student involvemert inthe community. In addition, special types of: ‘publi-
_ cations, such as;pocket catalogs, newspaper supplement catalogs, newspaper
format catalogs, paperback- editions of student- essays-on campus Tife, and-
. ‘?’ﬁscal responsibility comics’” were described in-the “ldeas” section.

-The “Ideas”’ section of the Chronicle also- provndes many-ideas:for-com--
e municating with currently enrolled students. :Examples includ. Western
B ) ‘Michigan -University’ s “‘People Who Care’” ‘informational poster\(Dec 6,
e . 1976); the University, of Massachusetts resource book for nontradmonal stu-

- ) dents (July 10, 1977); Bowling-Green State ‘University’s Center -for-Com-
' muiing Students (Jan. 31, 1977) and university d:nmg—hall informational
placemats (Feb. 14,.1977); SUNY-at- Bmghamton s,booklet on small-claims-
court procedures and waysof collecting monetary awards (Aug: 8, 1977); and
Drake University’s Student Volinteer Bureau placement of notices—wrapped-
around the candy bars in campus vending machines (Aug. 8, 1977).

-
’
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The'Center for Helping Organizations Improve Choice in-Education

Pr03ect CHOICE a center for helping postsecondary mstrtutrons |mprove
student éducational chcice, has been established in the Department of Higher/
Postsecondary Education at Syractise University- through a grant from the
Fund for the Improvement of Postsecondary Education. “This center will
provnde many services to posisecondary-institutions. around the country. Its
informational brochure describes it as.“‘a clearinghouse for literature perti-
nent to student choice and- various mstrtutronal mformatlon dissemination
'models.” It has: - - .o

2

1. A newsletter to keep institi:tions informed of recent efforts in presenting
information to students-and federal trends in the: regulation of infor-
mation distsibuted to-applicants

'2." Resource materials, including a slide-tape- presentatlon for staff wish-
ing to learn more about tle rationale and process for- examining their ~
college’s information program, and other materials, such as handbooks
and"technical manuals, dealing with institutional experiences in im-
proving information for. prospective students .

3. Research -and progress reports covering in greater--depth -material

’ reported in-the-newsletter

4, Advrsory services:to all- mstltutrons

5. Extensive consulting services for staff at selected cooperatmg insti-
tutions- willing to. undertake a full-scale infermation improvement

" function; such staff-could-then consult with those at other- institutions
For additional information or. assxstance, write: Center- for Helpmg Organi-
zations Improve Ghoice in Education, Department of Hrgher/Postsecondary
- Education; 227 ‘Huntington Hall, Syracuse Unwersrty, Syracuse, New York

- 13210. .

The National-Center for Educational Brokering- .

- -An educational brokering agency is a community_office or-organization that
-provides educational information, counseling and ‘referral, assessment, and
advocacy services for adults interested in- entering postsecondary- educatron.
The Center acts as a- clearmghousg and referral-center for brokering agencies
-and for those interested in-learning about brokefing functions. In addition
to sponsoring conferences, it publrshes anewsletter, directories, monographs,
and asticles. A publication list-is available from its Office for Research-and
n’ubllcauons, 405 Oak Street;- Syracus New York 13203. The. Cenuter also

operates a national network to arrange inexpensive consultation services for
individuals, agencies, or, institutions. Interested. persons:should write: Con-
sulting-Network, Natronal Center for Educatzonal Brokering, 65 Jefferson
-Avenue,. Columbus, -Ohio. 43215.

T
-
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APPENDIX A

.

A Description of the Needs Aﬁ_ss‘essment'a,nd
Communication-of Information Surveys

‘The NCHEMS Better Information for Student Choxce of College project
had.two objectives: (1)-to-identify -and assess information- items that are
of value-to prospective students -and- avallable at, various postsecondary
‘institutions but-that are seldom made available fo prospective students, are-
incombplete; or are ineffectively presented; and (2) to explore effective ways
to.communicate this information-to prospective:students. .

To meet the first objective, the project staff—with the help of a number of
-colleges.and high schools—carried out a large needs assessment. This needs
assessment-attempted to ascertain the need- -for information -about colleges
that is-often-unavailable to prospective students, their ‘parents, and high-
school counselors. -Students and_parents associated: with-9- postsecondary-
education .institutions from-different paréts oy the country—2 large state
universities, a private university, 2 former teachers’ colleges, a church-related
liberal-arts-college, 2 community- colleges, and a private business college—
constituted the college sample of the study. The high-school sample- included
high-school seniors, their parents, and counselors-from-over 150 so-called
eeder: high schools for the-participating-colleges and from § Vermont-high
schools.

The initial versions of the questlonnalre were developed from-in-depth
interviews -with students, counselors, admlmstrators, faculty, and- parents
associated, with 3 colleges-and 4.high schools in the Denver area not part-of
-the survey sample. They then were pilot-tested at 14 other high schools and 8
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other colieges (some of which had beer selected for the survey sample and
some of W),‘and ’t)"mél‘ revisions were made. The base Guestion-
n:jy‘a tevised 12 times before it was printed in final form. The question-
naire was shortened by eliminating items when everyone, or.almost everyone,
agreed that (1), the information was unimportant for selecting-a college, or

-(2)- the inforimation -was ifmportant but was already effectively provided
by colleges. : -

For the survey, questionnaires were sent to 7,815 persons—4,725 from © -

the college sample and 3,090 from the high-s¢hool sample. Forty percent of ,
the questionnaires were completed and returned (the college sample produced .
a-35 percent return Tate, the high-school sample a 54 p_elfg:éng; rate). About
500 high-school and céliege students; counselors, administrators, and others
were interviewed during the course of the study.

At five-participating colleges, separate; samples of 50 students-each were
selected, according to stratified random procedurés;:for the following groups:
sophomore students entering out of high school; students 25-35-years old; .
students 45 yearsand older;-and special groups (minority, transfer, foreign,
graduate, and part-time students). Whenever a group wastoo small, a college:
-could eliminate it from-its study. Responses of.groups sftudi,éd—by,allicollegés
were analyzed by group. © ‘ '

‘Several-forms of the NCHEMS College-Information Needs-questionnaire
were used in_the information ‘néeds assessment.l Of the two forms. for,
students, one referred to inférmation about-the entire-college, the other to
information--about:-particular .programs. Two forms. for parents, which
excluded demographic items, were otherwise identical to-these.- Others-were
a-form for high-school counselors, which-referred to the utility of selected
items for program and-college-wide informatior; college-wide and program -
transfer-student forms, which referred to information- about ‘initial -and- -
transfer institutions; and a_form- for-graduate students; which referred to-
information needed in choosing-a- graduate school:

After preliminary-analyses of the-survey data-were completed, telephone
interviews were conducted. with selected respondents whq had- given per-
mission on the questionnaire-for such interviews. After about two dozen
calls, researchers:concluded- that ‘thefinitial'iﬁter\iiews connected with-the
develgpment and pilot test of the questionnaire yrovided sufficient
-information. ) . 4

To explore-effective-ways-of communicating information to prospective
students, researchers developed two forms of a “Rating Ways of Presenting
College lnfo'rmation”:guestiohnaire,:using 12 of the 29 jtems of information

found-to be-especially- important in the needs-assessment 'study discussed
+ \ h

'

a
Ly

1. For a discussion of the development of the questionnaire, see chapter 2. Lenning and Cooper
{forthcoming) provide additional informatio.s about developing and administering the questionnairs and
analyzing its results.
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above. For each item, information was presented separately for two hypo-
thetical schools in five alternative formats: (1) tables of tabulations—probably
the format most often used for institutional records; (2) tables of tabulations
along with relevant cartoons-or caricaturesT’—an addition that Hoyt (1968)
found to be effective for his SOS (Specialty Oriented Students) program;
(3) short paragraph script—probably the, most commonly used-format to
present information t6 prospective students; (4) question and afiswer—found
to be ef fectiyc by several of the other projects sponsored by the Fund for the
-Improvement of Postsecondary Education; and (5) bar and line graphs
useful for’showing patterns and comparisons.

The survey was administered to diverse, but not necessarily representative,
samples composed primarily of entering freshmen at the five -participating
colleges.-Each represented an institutional type: community college, church-
related liberal-arts college, emerging- public university (former teachers’
college), public research university, and private research university. In
addition, one form was mailed to 50 persons who had responded to the earlier
qQuestionnaire and expressed- special interest in the project. A total of 369-
students at the-five campuses responded to one of the questionnaires (each
college-was.asked-to obtain responses from at least 30 diverse freshmen for
each questionnaire). A total of 15 people in the mail sample- (30 percent)
responded-without any follow-up mailing. e

- .
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"- NotNeeded (information not useful in selectmg a college) ....... eeneeao 4

APPENDIX B

e ‘AP; -ofile of Rati_ngs by Dif_ferellt Groupsof °
The {mportance of College-Wide Information

Those being-surveyed were to_respond to each-item-as follows:

Very Important (information a student must_have to-be effective
iin selectinga college) .::.................. e oot s onnens SN |

Important (information a student should have for selectmg a

COMBRE) vt et eeee 2

Desirable. (information that may be useful for selecting-a college

‘but less important than i or 2) e, e eeer e e e e 3

-On the following pages, the arithmetic average (mean)-for college under-
graduates other -than transfer students is reported—the lower -the score
average, the greater the importance—along -with the tabulated responses
for-that group. Then, for that group and six others, ths range-containing
the mean for-each-group is-indicated by the_following ¢ode:

Mean Range » - Code
1.00-1 e e X
1.51-2.00 ..o ve i ee e e v ve e vereves Y
201-250 ............ S P eteee et eenrcremenananss Z
Over2.50...... ceeaes eeenaa. e, e ....blank

““First-choice-college transfer students’’ refers to the ratings.by the transfer
group of information needed for choosing an initial college. *‘Second-choice-
college transfer students’ refers-to their ratings of information needed for
choosing a college to which to transfer.
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QUESTIONNAIRE . RATINGSGIVENBY |t - PROFILEOF __
fOITEMS COLLEGE UNDERGRADUATES GROUP DIFFERENCES
T T - T Very Smportang N [ = s
ADMISSIONS/DROPOUT/TRANSFER INFORMATION Aren. oy ey o EECIEEZ|SEEIZEE) 28 E4F] £F
Inselecting a college, how importantis it 1o have information abour: A Sebecting Each Response SASIESA12321A05] =% 1225] 23
.. 1. Thebasison which students arc accepted or rejected for admission o this college 16 (158 208 307 s x | x| v | ¥v] v x| x
12 . PO . . . - - - -
> "“2‘:’:‘1’12 ;:d {:;ch‘gﬁg? gpyd;}g credit for demonstsated skill, previous cduunorl. training, 17 {1 D) 2 6] 30 « gl v ¥ z v ¥ ¥ Y
3. Thepercentage of applicants to the collegewho areadmitied, and the percentage of qualified T - . .
-applicantswho ate admitted . . 25 [ 2(0 334 4 B _Z Z Z ' z z Key
4. “The percentage of entering students who drop out of this college by the end of the first year 27 | s} 20 336 473 i z .
5. The percentageof entering students whoare not permitted to continue atthis college, who - 2Py e H - X =gaseragegroup
" voluntarilydropout, and whotransfer toanother college prior 1o giadjxation fromthiscollege 21 '@ 2 23 3 @ 4@ i z ratingof 1.5
6:-Reasons given, and how frequently eachiis given, fordropping out o fthiscollege 25 | () 203) 3133 ¢ 13) | . ! orless
7. Credit given by other colieges for courses taken at this college (transferability of courses) 14 1B 202 . 3f5) « X X ¥y |'X Y X Y ¥ e averagegn ou;;
FINANCIAL-AIDINFORMATION | ~ . ser
Inselecting acollege, howimportantisitto haveinformationabout: . ’ i .
8. ::5 ;2:;::: kindsandamounts of financialaid gisento freshmen, sophomores, juniors, 16 |1 E.] 2[78 ) 3 !E 4 E]' 7 v v ¥ Y X 7= a‘f"“f'wp
. O - ] - g ratingof- .
9. Theamountof financial aidgiren tostudents at different family-incomeJevels 18 j 14 7@ :Iilsi 4i 1 i Y Y Y X 2.01-2.50 ’
10. The percentage of students receiving various proportions of the financialaid for which they are =gl . . . .
cligible (alithe aid for \:gichxheyqreeligible.SOpnccm ofit, SO percent of it etc.) 23 |18 200 o8 4@l z [z | z | Z blanks =average
1. The percentage of students who formally applied for financial aid, and thepercentazeof these ] 1. 1. grouprating
. whoreceised financialaid of sometype - s |1y 2 33 8 = z z Z, 7z Y ofover2.50
12. ‘The percentage of students working at part-time jobs during the school year. the types of jobs, - “ai3 v 1o
the hours worked per week, and the wages received 26 |1 2 3@ 4@ x i 2 z zer:o:hqerfhe
INFORMATION ABOUT STUDENTS T . ; greater the
Inselectinga coliege, howimportant isitto haveinformotion about: , i :’:;3::““
13. The percentageoflast year*s freshmen from different cultural backgrounds 29 | 111} 2 [l_ __3[@ 43 7 s
14. Theagesof last year®s freshmen (the percentage who were 18:20, 21-25, 26-40, over 40 years of age) 3.2 | 5] 201 a3fs) {7 .
15. Wherethestudentsarefrom (instate, out-of-state, forcign country. rural, urban) 29 | US| 2021 3Ky s 7 !
16. The percentage of students graduatinglast year who had transferred to thiscollege froma 1 e =2l - ,
twoyearcollegeand who lr;rlsferrcd tothis college from a four-ycarcollege 4 .0 l'—‘] 2@ 3@ 4 /
17. Finalgrade-pointaveragesearned by those who graduated last year and the percentage - i} y R
* gradualinxuiih honors -27 1 @ 2@ 3 4@ . Ve .
18, The amount of time it took different students to graduate 2.8 | iy ZEE; SEEI 4|@§ . D
19. The grading practicesatthis college asindicated by the academic abilitics (entrange-test scores 1 - - . - ; 6 &
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- GENERALINFORMATION .
" Inselecting s college. howimporiant s it to have Information ebout:
<* 20: Students* descriptions of the general atmosphere at this coliege (conservatis e? sports-otiented?
academically-ofientea? seligiotisly-oriented? vocationally-oriented? student-centered? eic.)
21, ﬂk:mfnc;qajs andobjectives of thecollege I
22. Pescentageof thetotal budget that goes for different activitics (teaching, research, library,
. studentservices, social and cultural activitics, etc.)
© -23.-Percentageof teaching cost thatis paid by thestudents* tuition
* .24 Evidenceofthe financial soundness of the college

-25." Student input to college decisionmaking

26. Thetotal number of part-timeand full-ime students at this collegeand thecourseloads they take

) i
HOUSINGINFORMATION

" Inselecting acollege. howimportantisitto have Information about: *
i 27, The percentage of freshmen, sophomores, juniors, and seniorsliving in dilferent kinds of

(aomw:i_e%d;ormiﬁcs. off-campusroomsor apartments, at home, ctc.)

28. Availability, cost, and student Fatin

In }ﬂg acollege. howimportantisitto Aaveinformation about:

E . ‘I’beavailabiﬁtyandeitenior;engulstudcmscrvic:s(handiappedgsxudcmseniecg.advising.
: counseling, health services, placement, library. ete.) .

0. Frequcncyor use of the differentstudent services
31. Users ratings of the different student services

- . Theavailabilityand extent of special academicassistance (tutoring,additional help from
- ’inslruétors.rgdingandwrilin;skilldcvelopmem,ctc.)

CIN FORMATION A}OUTOUT-OF-CLASS ACTIVITIES

“Inselectingacollege, ho wimportant isit to have informationabous:

B Opportunities for participation in cultural activities

34.-Opportunitics for participationinreligious activitics

- -35. Opportunities for participation in socal activities

~* 36. Opportunitics for participationin recreational activities

7 Frequency and extent of participation that hasbeen taking placeindif ferent out-of-class activitics
. 38. Students’ ratings of thedifferent out-of-class actisities
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APPENDIX C

Recommended Quésticns for ProSpectiYé Stugiénts

.

Utilizing a-federally sponsored: study, the “American-Institutes for Research
has developed a package ‘o make studeénts more discriminating consumers.
Included-in-the package"are -tapes-and a handbook .(Hamilton et al. 1976)
that lists questions that:students should ask and that colleges should thus be 7
‘prepared 10 answer. This list has been reprinted Wwith permission from J.A. e
Hamilton, H:M. Wolff, and G:W. Dayton.. ’ , '
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There are lots of questions you should ask before y(;y decide tos. 4 your money on an
educational program or course. In-this section, we have listed some o: “he most important
questions. Sometimes you'll be able to find-the answer in the school’s brochure or catalog,
other-times you’ll have to ask-employers, the school’s representatives, teachers, or students,
and others. ‘

" POSTSECONDARY scuoong ‘WHAT TO WATCH FOR

Refund an

} ‘® Does the school require you to pay (or sign a legally binding
Cancella

on note to pay) tuition, room and board charges, or application
fees before you start classes?-
o [f s0, under what-circumstances could you expect a-full or

~N ‘ 62-
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) : : partial refund?§
— Willthe schooi refund fees and charges t¢ you if it cancels
one or more courses you have enrolled for?
~ Will the school refund fees and charges to you if you-with-
, draw before youcomplete an enroliment period?
’ - — How long does it-take to geta refund after-you formally v
. apply for one? . }

d . e Are the school’s refund and ‘cancellation- provisions stated 2
.- oo : clearly in the catalog or contract?

. Tuition. ®- Does the school o*ie- a reasonable schedule for payment of
-Payment and tuition? o
Loans ) — ‘Is'it possible to miake dcferred tuition payments?
< Are there penalty charges if you pay your-tuition ona
’* deferred basis? . .
Does the school furnish you the opportunity to apply for a
. loan or some other type of financial aid?
. -~ When you apply for-a loan -does the school give you a pam-
phlet expiaining the termsand conditions- of repayment?

1
®

J Recruiting e Does the school require that you sign an enrollment agree-
- and- ment describing compigte costs; tuition or fee payment
R -Admission requirements, and educational services to be provided? -
. -Requirements ~ Does the school require-that you get-a chance to change
‘your decision. to attend, if-youare enrolled by a reciuiting
“ " agent away from the.school?-
. — s a personal interview at-the school required? .-
. : .. *®- Can anyone attend,the school?
’ ° Does the school give.you a placement test to determlne the
€ - ‘level of course work appropriate for you?
— Does the school. provide you courses in basic_English com-
-position and-mathematics if you are not well prepared in
. v these areas?
N . - Does the school give. you-the chance to take advanced |
-courses, if you show that you are rrepared for them?

-Qualifications” » Were their credentials issued by legitimate and accredited-
- of Instructors. ' institutions?
) — Do they have teachrng experience or backgrounds in their
subject area?,
. — Do they hold legitimate degrees of certification-in the sub-
jects which théy teach?
— Has the’school published their credentials or professional
- resumes in the catalog of ‘tourses or some other place .
] where prospective studs- *s may check them?
- ¢ Does the school fur-" egular opportunities to fill out
. L written evaluatic ¢ ourinstruciors?
- . —-Does the school v yo  3e results of students’ evdlua-
tions of the faculty?
- Does the school often have to replace an instructor after
instruction has begun?

z

_Disclosuro e Does the school furnish_you with a catalog {or other booklet
“in Written that serves as a catalogl7 . .
DDCl{"‘OmS ‘o Does the catalog show a ‘datc when it was prlnted7
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Standards of

“-Satisfactory

Progress

Accreditation

and
—Repgtation—

.

Student

-Orientation

£

Does the catalog contain a calendar showing when classes
start and ‘end, and if there are holidays'when classés aren’t

-held? - : -

Does the catalog include a description of tne school s edu-_
cational goals?

Does the catalog clearly show the courses offered during the
next enrollment period, and those which are not?

—Isa range of courses offered in the field you wish-to. study?

— What are the size and duration 6f most classes?
Does the.catalog describe your total costs of attending, includ-
ing tuition, room and board charges, registration or Iab fees,
etc.? .
Does the catalog descrige the school’s policies for: “handling
absences; -allowing make-up work: dealing with mis-conduct:
dealing with requests to leave school and come back later, if
youglsh7 - )

- - <
Does the school use a gradmg system or some. other way to
evaluate your course work? -

Does the «zhool’s. catalog or student hardbook state that you

will be pgs; :ared for a certain ‘occupation after- successful_com-
-pletion 0* « 4rsignated number of courses7

-

— How is successful completion defmed7

- What types of- degrees or. certlflcates are awarded to you when

you graduate?

'What is the absolute minimum. number-of credits needed to-

graduate?

— -Does the schoo! accept credits €arned at other. institutions? *

— Do the credits awarded by the school_transfer tozother
|nst|tut:ons7

- Is the school fuily accredlted by one or more natlonal or
: reglonal accredltlng agencies?

- Does'the school _have a certified audit done on.its financial
records and reports each.year?

Has the:zschool rece:ved d license or charter from the* State to

operate? T . .

Does the school provnde instruction on topics necassary for

state or. profess;onal certlfccatfon of graduates?

Are_there complaints 3 against the school'on file at the- Better

Business Bureau or.the Federal “Trade Commission?-

~

Does the school give you an- onentatlo ‘o the school when
v

- youfirst znroll?

—-Dces the schoo!'s orientation tell: ‘you hoiv to go.about
filing a complaint or a gnevance7

— Does the school’ furnish you with a ‘written orientation
gunde orstudent handbook7

—~ Doethe school’s orlentatlon incude an opportunity to
hear from students who have been enrolled for a-year or
more?

— Does-the sciioct's orlentatlon furnish you information on
student finan-ial aid that is available?’

Does the school have a,hearing board with student representa-

tion o hear grievances? .
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Fadilities . o Are they adequate for the.courses you wish.to take?

a‘ld_ - — Will overcrowding prevent you from adequate use of
Equipment facilities and equipment or necessary contact with
* mstructors?-

— Is the equipment worn or out-of:date?
® Will you have to report to other locations to use certain facili-
ties and equipment, raising the cost of attending the scl‘ool in
extra transportatlon or fees?

Job Placement ®’ |s there a placement bureau or office at the school?
and ) ~ Are the placement servicés free, or do they cost extra?
‘Follow-Through — If the services cost exzva, What are the charges for?

— What do the placement services include?

° Contactlng potential employers and setting up job
interview appointmerits, i )
) ¢ Counseling on how to get and hold a job, etc.
. -o- Does the school do well in placing its students in jobs?
, — Does.the school make broad claims or guarantees about
> 5. ) placingits students which you have reason to doubt?
— Does the school clairp to have special connections with
business, industry, or government employers, and that
- - you will receive special considération if you applv to
them-for:a job after you graduate?
— Does the school dg actual studies to find-out the. job
success and income level-of “its recent_ graduates?
- Are.the results of these studies.made available to you if .
you ask-for them including the names and addresses of ¢
graduates? -

WHERE YQU CAN GET INFORMATION ON POSTSECONDARY SCHOOLS

" “=%  We'velisted a lot of questions, -Here are some tips on-where you can find the answers

“"PRESENT AND FORMER STUDENTS. .. STATE DEPARTMENT OF EDUCATION
’ o -cufriculum, facuity and facilities . e licénse or charter of the schocl.
 “job success after graduation . other schools-that provide simifar
‘® “orientation programs and materials services or training
o living facilities, foad, and social life ¢ .complaints made agalnst the school in
o - 3 . the past .
HIGH SCHOOL COUNSELORS . - ACCREDITATION BODIES
e compareschools on costs and entrance o- accreditation status of the school

-requirements, - e accreditation standards that the school
- compare school courses, faculty and ~  isrequired.to meet
tacilities- L . .® complaints made against the school §n
, ® starting salaries for ¢arious jobs thé past
PE] NEL OFFICES OF L BETTER BUS!NESS BUREAU
‘rsfn%i%%ﬁ%s OFFICES OF LOCA CHAMBER.OF COMME RCE
. CONSUMER PROTECTION AGENCY
-8 their ¢ expenence with graduates of the OR FEDERAL TRADE COMMISSION . .
school = , . . . .
o requirement: for employment ® -complaints made against the'school_m,
the past

¢ graduatés of the'school employed
because of their training ® possible fraudulent clalms made by the

" -e-effect of training on starting salary school in the past
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APPENDIX D e

.
e

.Selected Remarks from the
Central State University Institute

3

1. Jan Vanderpool, psychiatric social-worker, Qklahoma City—Students
are zreatly influenced by the- attitudes- and choices of their_ _parents-and-
relatives. Posisecondary institutions-need to reach students with career
and college information, -well before they- get-into-high-school.

2. Hardy Doyle, Pres:dent Adsuciates, Inc., Tulsa—One of the-fi rst -steps
is to identify your market and find out who they are. ...The first thing -
to do‘is identify théir needs—not’ your needs-—and- match- those. needs
with whatyour institution has to offer. . . . Communication made in one.
areacan help remforce commumcatlon m other areas. You must be con-
accused of bemg untruthful. . . . Students are not- very. mterested in  bricks
and mortar and things like that . You can still present facts, but you
do-it-from their perspective.

3. Jim Conrady, Account Executive,. Adsoc:ates, Inc., Ti uIsa—BeW
developaplan, itis important to,conduct what we call a marketirg audit

Go into every-aspect of the msmutlon and find out what’s there. .
Identify your strong points and strong areas 4and build on them. Narrow ‘
‘the role.and scope of the institution to that which you can identify with
the market. We'believe in advertising, but it has to be.a very structured
marketing system. You cannot throw out all that you have to offer and

L] -
- —
-

-
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‘then leave it up to the student consumer to sort it out and find out about
the little bit that he is interested in. ... You may feel it would be helpful
for kids in the seventh and eighth grades to have-a favorable opinion or
1mage of your school, burt you only have limited resources so you cannot'.
target your communication to them. What you have to do is target on
those people where a decision can be made in the foreseeable future—
within the next year. And if you'do that carefully, youmay beaccomplish-
ing the secondary objective, too. .. . You must base your communication
budget on your objectives: how good you want your consistent and
-unified program to be and how long youwant it to be. We talk in terms of
1ask-oriented budgets. ‘‘Objectives” is where it all starts. What do you

- want to accomplish? Who is it you want to reach? What is it you want
themto do? . . .-What percentage of your-target market do you want to

. reach? How many impressions do you want to make uponthem?. . . First

of all, you want to establish your image, then sustain your image. . . . We
usea specxal formula to tell whether or not.a particular communication
program is affordable or not. . . . We calculate that the decxsxonmakmg
-cycle for atypical freshman is approximately 18 ‘months, prior to the date-
of entry. . . . There are some periods duringthis-interval that are much
more important than others. . . . We try.to have a creative theme that lasts
at least.one year. It shculd ook the same and-be said similarly every time *
-s0 that there is reinforcement. . . . Media campaigns can be very costly.
You could have a modest three-week éampaign-for Cklakoma City and
have it.run as much-as $30,000 to $35,000. For Central State- University °
to cover Oklahoma City for 1976 ‘with a comprehensive communications
system, 2 minimum of $200 000-would be needed.

4. Juanita Kidd, schooi counselor  for 18 years, former Oklahoma Edu-
cation Association President and Student Needs: Assessment: Director,
and currently CommumtyReIatzons Coordinator, Tulsa Area Vocational
Technical SchooI—Stran gely enough, the questions asked by prospective
students-from high schools have very little to do"about the academics of

_.__theschool.itself. Jusmosang away.from home, moving into.a totally dif-
ferent. world how much'is it going to cost me to do.that, may I'stay out
late at mght may I'have a telephone in my room, and" thmgs that seem
irresponsible-to us who-have come well: prepared with our academic
lessons. . ... In deciding what information to provide, keep in mind that
it-must not meet the needs of the students’-parents or the needs of the
students friends, but.it must meet the needs of the stt.dénts themselves.
- . ..I have found that what counts for prospective students are-practical,
-down-to-earth-answers and:information in straightforward terms. . . ,
Youcould take a little lesson, I think, from vocational-technical schocls,
because not one of them offers a program or sub]ect without having a
parent committee or a community advisory committee composed pf

_peopleinindustry . . . and there is always-a-survey made of whether the

-
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students will obtain a job once they get out. . . . In communicating with
prospective students. it is especially important that we counteract three
myths: (1) college must prepare you for a specific job in order for it to be
worthwhile; (2) the general skills you acquire ia college are of little help
when you get into the real world; and (3) if 'you make a wrong choice of
major, you are necessarily locked into a job or career you don’t really
want. -

- A member of a panel of five high-school students—I1 wish they would
send me some information about the person I am going to rcom with,
but they won’t do-it. They tried for awhile, but too many people were
trying to change roommates the first couple of days.

. Virice Orza, Professor of Marketing, Central Staté University—Most
college catalogs and other materials are still aimed primarily at thosejust
out of high school. Ages at many colleges have increased markedly, so if

you are still talking about intramurals and social life, you are probably

not talking about the things they want to hear. Before beginning-a pub-
lication, you:-need to examine-(1)-the purposes for -writing ‘it and -the
purposes of theinstitu:ion ,and (2) the purposes for which the prospective
student-will be reading it. This is probably not done very often by those

‘writing catalogs. - . . Information about fees is usually found at theend

of the-publication, but it should probably go at the beginning. . . . The’
purpose of market segmentation is to be able.to better speak to them,
plus tell them what they want to know and not tell-them what they-don’t

want to know. . . . Quite olten colleges alld,univergities do not-go back
and do any kind of research on who did go to their institution and on
who did not stay. . . . The normal-way of writing catalogs is to change

faculty names, dates,.and the picture on the front. Rather, it should be
changed to reflect changes ‘n college goals, other college: changes, and
changes in:the community. . . . I'would suggest that maybe we should get
into writing brochures and specialized bulletins that deal with particular
arcas,of,informatiOn.;Replacing,c‘ata_log&wi[h_ these would-save-money;
cive people the information they want to read. This means that you have
a better chance of getting it read. . . . If you have a lot of students from.
different regions-of the country;you should perhaps have customized
bulletins-for. cach region. . . . Perhaps catalogs that have a regional or
an international taste to them would tell-other things than what a-local-
- personwould want to know. . . . I would suggest that you do use pictures
that are-up to date. . . . You say that you have small classes. Harvard
says that also, as does the University of California—what’s the number,
that’s what is important. “‘Small’? isa relative term. . . . You should
make it a point to bring out how your institution is different from those
around you. . . . You should talk to your recent graduates to find out the
major points they like and the major points they don’t like about your




school. At the’same time, find"out from those who quit school why the7 |
quit. Then base your catalog around what they told you. It shouldn’t be |
-just a book of facts. You do want facts, but you also want to know what
those who have experienced-the college think and perceive. . . . Before-
you write any brochure, or before you do anything else, gc and look "
through-the United States:Statistical Abstract. It is a book that simply
states, for the U.S. as a whole and- by region, numbers of people, jobs,
dollars-earned, number of degrees by area, and so on. It can give you
some trends that should be considered in communicating to_prospective
students. You may even want to refer- to some of these trends and show
your institution in‘relation to them. . . . If you see a catalog that has foot-
ball and athletics at the front and academics at the back,-what does that
imply to you? What you say first in your catalog may-iniply things to
.people. How you say it may imply things to people. ‘And it may lmply
what -you don’t want:it_to_imply. . -

7. Hall Duncan, Ins{ztute Director and Professor.of Advertising Design,
-Central State University—Having worked on catalogs myself at two
‘institutions, one-of the problems 1 have wrestled -with is a committee -
that knows as much- about the marketmg of sefvices to students as does
-a Buddhist priest in China. Once the catalog | has begunto be formulated
to get*the wording right, it is.almost like a legal committee. The con-

- sumer is shut right out. . . .. One of- the primary problems we face is that
often we start- late—and committees are slow. Often the deadline ap-
proaches, $o we skip the final crucial-step of going back to thepoteniial
consumers-and having it evaluated by them before-it is finalize¢ and

‘published. ... . What sort of lead time do you see as necessary in listening .

to the consumer, production, andfei/aluation:before you g0 to press?

-

8. Gloria-Rehrig, Counselor, Edmond (Okla.) High School,. and Linden -
Ballard, Counselor, Moore (Okla.) Public Schools—It is many-times
difficult for counselors to get-a catalog from some colleges and univer-

-- - -sitiess+ =-Colleges-should-encourage-counselors-to-be-more-specific:in—
their requests. . . . Catalogs-have not changed much-in the last 15 years.
Counselors need to get together and tell colleges what information- they

-~ reallyneed, and colleges should encourage and facilitate this. .

" -Counselors don’t have much time for eachstudent....lama tenth-grade
counselor for 485 studéats. When-1 write to colleges for inforination,
-often they do not send it because they think it is not important for tenth
graders. I feel strongly that it is necessary tc start orienting students to
colleges while they are in tenth grade. . . . Oklahoma State ‘University

" hasa-course-of-study book that gives a title outline of every course that
will be required for amajor, in every major that is offered. I really appre-

* ciate'this. . . . Teachers seem to have more of an idea about what financial
aid-is available than do the counselors.
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9. Joe Park, Jormerly Director.of Public Relations Jor the Oklahoma City
Schools and currently Director of Public Relations and Public Infor-
mation, Cémral State University—High-school newspapers are a way of
getting important information to high-school students that is- usually-
overlooked. A survey of public-relations practitioners in Oklahoma City
indicated that none of them had ever held-a news conference for high-
school youth, even though there were a dozén high-school newspapers
with editors and staff. Similarly, the Coors Beer distributor held a high-
school can-collection competition t-ur. didn’t think to invite high-school-
newspaper editors.

- Reba Collins, formerly Central State University public-relations director
‘and currently Director of Public Relatiohs and Curator, Will Rogers .
Memorial, Claremore, Oklghoria—If students go to school because their
friends-are-there; they need to be reminded that their friends are there.
Hometown news releases serve this purpose. Even small accomplishments
should receive a story. Tell what he is majoring in, what he did in high
school, and who his parents are: . . . Itis important to get current students
‘to go back home with information. . . . Visits by prospective students to
the campus are very important,-especially if they are allowed to meet and-

.. -get to know some individual faculty meimbers-and -students. ft is im-
‘portant that they -know-you_care-for ‘them and seé them-as.important
persons. ’

- Dan'Murphy, Copywriter, Adsociates, Inc., Tulsa—One way to test out
whatyousayin your publicity is to have a couple of people actually apply
and see what treatment they get. . . .-Concerning:.communication, it is
crucial to keep it'simple. . . . Some things are already known—for
examplé, the excellent football team—so you don’t-need to falk about
them.... When something that the prospective student sees reminds him
of other of your pieces that he has seen, that’s economy—for example,

] a TV spot that reminds the student of a direct-mail piece he previously

—Teceived. . T After the appearance of informational ads aimed at pro-
spective students, one of our clients unexpectedly experienced increased
financial gifts from alumni. . . . Everything that you do must come out

-of the goals you establish from the very beginning. The media to use de-
pends on the problem you have and if you know how to use it in thé right
way. Somewhere in the enrolimeni process, try to find a playback of your -
central message 10 test out your advertising. Try to see if they are talking
to you-in the way you want to be heard.

. Donald Edwards, high-school principal, Oklahoma City, consultant for
- hueman-relations workshops, and specialist on- disadvantaged youth—
The breakdown in communication usually occurs at the point of inter-
pretation by the receiver. Two variables are primary-in determining how




13. Engel Grow, Professor of Counseling--and Guidance, Central State'

the message is interpreted: values held by the receiver-and the level of the

receiver’s self-concept. . . . A book by Virgil A. Cliff, Curriculum Strat-
egy Based on the Personality Characteristics of Disadvantaged Youth,
published by the Consultative Center of the Uriiversity of Oklahoma in

Norman, discusses a number-of characteristics of many disadvantaged -

‘youth'important-to understand. . . . We often communicate-acceptance
orrejection more successfully- through the nonverbal processes—body
" language. Culturally disadvantaged youngsters are very-sensitive to these
things. . . . It only-takes one unintentional slip, misstatement, or ex-
pression to turn these youngsters off. And once they become turned off,
itis very, very.difficult to recapture their attention, trust, and acceptance.
... In commumcatmg ‘with disadvantaged youth, there are some false

myths that we “should keep in mind. First, many people think that when

they tell a person something, they have given that person the message;
that he or she€ has received the message. Meaning cannot be transmitted.

... Z Allyoucando, as the sender, i 1s to arouse or stimulate in the receiver an

interpretation'of meaning,-which may be the same or different from .your

interpretation of the message you sent. .. . . Another myth thatis false is.

that our eyes and ears tell us the truth ... . what each- person see$ as the
‘truth-depends on his or her previous experiences. Your:previous exper-
‘ience will indicate-how you interpret what you saw-or-see. Each-person
‘has his or-her own truth. In communicating with disadvantaged young-
sters, it is importantto be aware of their slang or folkways. .. . Incommu-
nicating with-a disadvantaged- person, it is important to understand the
ideals.and-attitudes from his or her- pomt of-view.

“

Umversny—Scnool counselors often get into -the/provision of infor-

mation provided-after the fact—once the decision is made, they provide:
information-on the application process, scholarships, when to take the

ACT or SAT, and so forth. . . . Teachers in certain areas—such as speech
and drama athletics, music, : and journalism—influence. choice of. college

-

more than do counselors. . . . Students list their school preferences on the
ACT or SAT, so you.can easily get student names and addresses ‘for
sending materials. Take some of-your own students with you-to coliege
days and,college,nights,

1 14 Bobbye Persing, Professor of Busmess, Central State University—In

" calling:attention-to.the. aids and d programs available for the economically
-deprived, -keep the language positive rather-than- demeaning in nature.
* Theeconomically deprived have problems enough. . . . Do not use  girls”
if the males are called ““men:”” Use both men and women in all pictures,
regardless of whether-the portrayal is of home economics, law, or engi-

-neering. . .. . Even-a deep sincerity does not always win out. One must

continually practice so that unbiased communication becomes habitual.

77 o -




APPENDIX E
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Sample Instrument for Evaluating
Printed Informational Materials

Ten postsecondary institutions each developed an ¢‘educational prospectus”
to better describe themselves, and-an eleventh-developéd a-multimedia pro-
'spectus, through projects funded by the-Fund for:the Improvement of Post-
-secondary Education. Theff'oll'owing—“Prgspegtus—Ratinngerm’"Was
developed-at NCHEMS to be used by students participating in the Central
State University Institute to evaluate drafts for several educational pro-
.Spectuses that were developed asa part of National Project IxThe-Participants-
in‘the Institite also discussed this questionnairé and agreed that ali the items
‘were-valid, but that some of the coding were hard-to use: Thus a new coding
arrangement, which was tested on another questionnaire and found effective,
‘has 'been incorporated here. Asterisks denot€ the items that a reviewer on the
staff of a National ProjectI-institution considersd most important for his -
© campus. ’ ’

-

Prospectus Rating Form
Overview- - . .

The National Task Force on Better Information for Student Choice, commis-
sioned by the federal Fund for the Improvement of Postsecondary Education,
was formed to encourage development and dissemination of approaches for
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*. improving the quality-of information to prospective college students. As a
part of this effort, 11 diverse postsecondary institutions have each been
" working on the development of a prospectus for their school or some segment
. ofit. Aneducational prospectus is analogous to a financial one. It shouid in-
- clude useful information not typically in¢luded in educational-information
‘materials. Furthermore, -the information should be presented to give the:
prospective student an accurate and meaningful picture of (1) what it is really
like at the school, (2) what is like iy to happenif he or she enrolls and enters <~
particular program, and (3)-other things the student should know*before
deciding to-enroll. These ‘11 prospectuses, which will receive wide publicity
throughout the country, are intended to serve as-models to which other
schools can refer for guidelines and ideas. Most of the schools are relying
completely on written materials as the form for their prospectus, but at least
one-of them is using “several. media.
You are being asked to evaluate a rough draft for one of the-prospectuses-
- being prepared and to provide suggestions for improvement through -this
rating sheet. Your advice will be sent to the school for consideration and use.
¥ Therefore, you have an gpportunity to influence future policies of providing:
[institutional mformatlon to-prospective students.- Thank you for your as-
sistance in the effort. - -

Instructions-
Except-for several discussion quesnons at'the end each item on the fo.lowmg
‘pages-contains two-potential statements about the prospectus of concern,

. —statement A and statement B. The items in the questionnaire are designed to -
elicit responses from-you about the prospectus you are evaluating. The-two
‘statements are logically at opposite extremesof a fi ive-point, bipolar scale: A
response of *1”* means complete agreement with statement A, a response of
“3’” means neutrality or that the two statements apply equally, anda response :
of 5> means complete agr,eemeanth.statemenLB._‘Ifhls.scalals illustrated——— —
below:

KEY

Statement. A- e Statement B
1 2 3 4 .5 .

For each item, the bipolar statements are listed; along with five boxes niim-
‘bered 1-5, corresponding to the five points along the above scale. For-each
item, please place a check-(.y) in the box that corresponds to your reaction,
and then write any clarifications, suggestions, or other comments you would
like to make i in the space provided for ‘‘comments.’’ Such comments are so-
licited and will be read. (If you need more space to discuss any item, please
continue on the back.)
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A completed sample item is:

- ‘~I ) 1.2 3 4 _.5_
A. The-above-instructions-are-clear. - D . D D B
B. The above instructions are not clear.
Comments: The reference to-illicit responses in the second sentence of
. the instructions section was confusing, as was it later on

~

N where it talks about “‘soliciting.’’

Before starting the* questlonnalre please provide the following
informatiori:
—Name of-the college whose prospectus is bemg evaluated -

—T he highest degree you hold and your area of educatlonal
specialization”

—Your occupation (if you are a full -time- student during the

" school year, please so state and-indicate-the type of program
-and: college in-which you are enrolled)

—Yourageandsex __ - _
—Are you an instructor or a student at thlﬁﬁstltute‘7

- -

B

, KEY
Statement A __ : Statement B
L 23,4 5

This_prospectus in-general:
*1. A. Istoo specific

B. Contains-too-much-ambiguity
Comments:

*2. A. Has greatly enhanced my under-
standing of the school &
'B. Has not enhanced my understandiag
of the school

Comments:




-7 KEY ‘ ,
‘Statement A _ Statement B
1 2 3 4 5 ’

L
.

-
-

3.. A. Istoo detailed
¢ Comments:

4. A. Seems well'aimed at the diversity of 1 3 -4 S
students this institution serves D [j L] D @ -
B. Is aimed too much at one type of - :
prospecnve student
Comments: o,

5. A. Isvery pertinent to the information a2 3 4 5
-needs of prospective students D L] D,D’»(S)
B. Strikes me as not peitinent to-the .
information needs of prospectiye- students
Comments

»

-

6. A. Isacreative'andiﬂngovétivaay to - A 2 3 4 s
present information of this type . DD Dl:”:l (6)
B Shows little-creativity e !
Comments:

) . *7. A. Seems to be objective and striving ' 2 3 4 s
. for accuracy DDD EID )]
‘B. Seems often to be too subjectwe or
,,;' evasive or self-serving-

Comments:
. 8. A. Istoolongand wordy 12 3 4 5
. B. Is too brief-and short needs more D D DDD ®)
-~ -detail -y R
Comments: . b SO S

-

*9. A. Covers the areas that-definitely - -2 3 4 5
need coverage D DD D D ®
B. Leaves-out important areas of :
concern to students: .. T
-Comments:

-2

T¢
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4

Statement A : . : Statement B - -

(-]

*10. A. Is attractive, inviting, and 1 3 4’
interesting DE:’DD lj (10)

B. Is unattractive, ‘uninviting, and

.. .uninteresting - ) . : _
Comments: > - -
11.- A. Used the best possiblé format for ! 4

2 3 S5
such information AN ’ D D D DD (11) -

B. Should definitely have used/a

different format \t -
Comments: ‘
- -3 - T : - - -z
*12. A. Iswellorganized - L rs 4 s o B
B. Needs to be reorganized - - EH:”:”—__ID (12) -
Comments: - 2 T , o o
13. A. Isconsistentin content and style 1 4 ’

2 3 5
throughout I:”:H:I I:I',EI,(B),—
. B. Is inconsistent.in content and style: h
throughout

Comments

14. A. Used the best possible communi- 102 3 4
! cation mode, considering cost DD D D D (14)
B. Should have used a different .
communication- mode

" Comments: . s

.

*15. A. Uses wording thatis clear to 1 2 3¢ 4 5
prospective students D D DD (15)
B. Uses -wording that is-unclear to -
-prospective students
Comments:,
16. -A. Includes usefulg. icks that gainm - ' 2 3 4 5 ’ .
-attention.and help . .amunication ﬁ'; D D (16)
B. -Contains too little textual variety, :
or-is too gimmicky in its approach -
to be mterestmg
Comments:

m




Staten>nt A

Statement B .

-

“17. A. Used 100 few plctures, draw ngs,
- and charts
B. Used’ too- many-plctures,.drawings
and charts A
‘Comments:
*18. A/ Is-quite readable
B. Lacks readabllny
Comments:
p' i hY
19. A. Implies a high-quality image for
the school :
B.. Implies-a. low-quahty |mage for
" the school -
Cominents:

20. “A. Will help the prospective student.
develop-a realistic set of
expectations-about the school

. May-lead the prospective-student to
develop unreallstlc expectatlons
about the schocl

Comments

e

>

-21.- 'A. Has no major:problems other than
. those outlined above
- B. ‘Has many problems in addition to
those outlined above
Comments

-

P oW

#22. A. Has muc! practical usefulncss for
. students decidirig on a college-
* .B. Has. little practical usefulnessfor
. students dec:dmg ona college
Commems




23.

s -

Statement A - - Statement B
1 2 3 4

L] *

A, Is a.good model for other coﬂéges 123 4 s .
and schools to follow- - _ (I L] D (23).
* B. Is a:poor model for other. colieges S L . -
and schools to follow " '

-~

Comments: ~ o ’ |

*24.

25.

*

What-is the first impression one gets upon s==ing the document ana
glancing casually through it?

.from-your observaion, ‘what prifiary purposes seem to be-implied
by the prospectus? - : 5 - ‘

‘How would you see this prospectus fitting into a_total communication-
system-for-prospective students?

Of those probleims-and suggested improvements you have mentioried,
which ones should-have priority attention in rev'i'sjng*the prospectus?
Are there specific improvements you wouid suggest, for any section of
the prospectus or for-the prospectus as a whole, that haven’t already-
‘been mentioned elsewhere? .

. * 3
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