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TCCB MIS Procsdures Manual

PREFACE

Jn July 21, L1378, the Illinois Community Collez2 Board approvad a1 revisad

Policy Manual for the community colleges of Illinois. The intent of the

revision was to amend the 1975 edition of the ICC3 Manual of Policies,

‘Procedurss, and Guidelines so as to 3=2parate policies from procedurss and

zuidelines. Tfhis would orovide a single policy manual which would then be
filed with the Office of the Secretary of State as tne official "rules" of the
Illinois’ Community (Coallege  Board in accordance with  the Illinois
Administrative Procedures Act ¢! 1977.

In adopting ths new Poliey Manual, the ICCB approved 12 recommendation of its
Ad Hoa Committee, which had develooed the document, to "...prepare procadures
and/or operating manuals to implement policies..." Taese procedures are
intended to provide clear and understandable statements concerning appropriate

‘plans, steps, and requirements of colleges' for implementation of- ICCB
"policiszs. They are designed to establish =znd maintain orderly, effective,

consistent, and efficient operations of tne ~>mmunity college inscfar as
asmpiiance witn ICCB policies is conserned.

Separate procedures manuals have besn developad to implement ICCB policies.
They are as follows: :

Recognition Procedures Manual
Program Approval Procadures Manual
Unifoirm Aczounting Procedures Manual
Unit Cost Study Procedures Manual

Management Information Systems Procedures Manual
Resource Allocation and Management Plan (RAMP/CC)--Distributed by IBHE

The Managsment Information Systewrs (MIS) Procedures Manual retains ths same
general format as previous editions anda has been divided into four sections,
each pertaining to a given general topic.

Although we ‘foresee very few changes or revisions to this MIS Procedures
Manual, when such revisions are necessary Wwe will send you only the revized or
additional pages to add to your manual. :

Paul R. Camp

Assistant Director for
Computer 3Servicas

Ivan J. Lach

Associate Nirector for

Planning, Research, and MI3 Sarvices

James M. Howard
Interim Executive Director

t_) iv
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SCHEDULE JF DUE DAILES FOR MIS RELATED SUBMISSIONS

T0 THE ILLINDIS uDuHUVITEVCDLLEG; SUARD

Apportionment Cl4ims and Course Enrollment Data (S3 Cards)

Enrollment Verification

ClaiMS.sessesscsssscsssassssssarsssDUue within 30 days arfter "he end of each
(Includes credit hour semester, quarter or term.

grants and equalization

Irants)

Course Resource Data (86 Cards)

Required only for the fall term of each year. Generally submitted with
the 53 apportionment cards, bLut duz within 30 days after the end of the
fall term apportionment period (reporting period). May be submitted each
term at option of college. 36 cards are needed for faeilibty utilization
and faculty utilization reports.

Faculty and Staff Inventory Data (P2, PS, and P7 Cards)

Faculty and Staff Data for all of the previous f{iscal vear for full-time
teaching faculty and for all full-time professionals, including
administrator and counselors, due by August 1. (Dat: may be submitted by
term but must be updated to show all overloads and other assignments
during the year.)

Jata for part-time teaching faculty is optional. Colleges that wish to
nave the ICCB produce faculty and staff reports for them to use in RAMP/CC
or Unit Cost Study must have data submitted prior to the time needed and
must include part=time fazulty data.

Facilities Inventory Data

Updates made as needed by changes in campus facilities only.

Student E1 Card Data and Opening Term Enrollment Reports

Term enrollment repgrts' based on end- of=-registration counts (snapshot
count on a given day) will be due on the following dates:

Fall Tazrm Due-Date =emmemmccccmcmcccecceeee e Qctober 1

Winter Term Due Date ===coc—cacceccaccaacaaaa. Two weeks after the l0th
day of the term or February 15, whichever is later

Spring Term Due Date ———m—ccmmmmccccceccee.. TWO weeks after the 10th
day of the term or March 15, whichever is later

Summer Term Due Date ==e—memcecacccmacocaaa—ao Tyo weeks after last day
of the verm. :

Note: E£2 Cards for late enrollments are due 30 -days after the end of the
term.
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oresently served by the ICCB MIS documsnts, such as the Conceptual Jesign, the
Data 3ase Directory, the Facility Inventory and Utilization Harndbook, the
Faculty Utilization Handbook, and the various program documentation manuals.
Hence, the present MIS Procedurss Manual attempts to supplement these
documents and not duplicate them. Thearefore, this manual is int-onded [or use
with these documents. In addition, this manual will be supplemented with MIS
Memoranda during the year as needed.

Starting with FY 1975 (July 1974), the first module (Course and Curricula
Approval and Apportionment Claims Processing Module) of the saven modules
daveloped by 3ystems Research, Inc., for the new MI5 was implemented. Other
modules were implemented on a '"phase-in" schedule during FY 1975 and FY 1976.
In FY 1976, the full implementation of the faculty and facility modules took
place, At this time, the community colleges are involved with an almost
complete ICCB MIS S3ystem.

These modules of the ICCB MIS will permit data to be aggregated in a variety
of ways to supply the requests of the community colleges, state agencies,

legislative staffs, and certain reporting entities, such as RAMB/CC.

Section I of this manual contains an introduction, general information,. 2
schedule of due dates for various MI53 related submissions to the ICCB, and the

noliay for access to the ICCB computer files.

Section II contains the HEGIS disecipline and curriculum code numbers both in
numeric and alphabetical order.

Section III of this document contains the detailed data formats, explanations,
and examples which are designed to help the personnel at the colleges complete
the wvarious data requirements of the ICCB Management Information Systems.

subsystems of the MIS System.

We suggest that this manual be kept in a three-ring notebook with the ICCB MIS
memoranda inserted following the MIS Procedures Manual in the same notebook.

J
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Completer Cl Card Data

A completer card for evary student who completed a program at any time
during the current fiscal year should be submittad after the end of the
Spring Term and no later than July 15. However, Cl cards may be submitted
at any time during the fiscal year. This is a new submission, and all
colleges must submit data beginning with Fisecal Year 1980.

Resource Allocation and Management Plan (RAMP/CT)
Due August 1.

Unit Cost Study Data for Previous Fiscal Year

Due Sep=ember 15.

Statewide Occupational Student Follou-Up Study

Follow=up of Occupational Program Completers and Non=Completers due to the
ICCE on July 15 of each year. (Note: this is required only for colleges
included in the 1/5 DAVTE sample each year,) The ICCB has modified the
Statewide Occupational Follow-Up Study so that it would satisfy the
sampling criteria required by NCES. This modification enables Illinois to
satisfy the VEDS requirement with only one-fifth - - of the colleges
conducting a complete follow-up 3tudy during a given year.

Salary Survey

ICCB Community College Personnel Salary Survey due QOctober 15,

College Budgets

Due 15 days after adoption but no later than October 15.

Qg;lggequdi§sgfggrPrevipus Fis;al Year

Due Qctober 15,

Uniform Financial Statement

Dua October 15,

Chargeback Certificate

Due 30 days after completion of the audit, but no later than December 1.

deport of Published Financial Statement

Copy of statement with evidence of publication due December 1,

10
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REPORTING PERIOD

_For purposes of reporting apportionment and enrollments via the El card and to
ensure that all students are accounted for, it 1is essential to define
reporting periods wnich include every day in the fiscal year. Hence, the
reporting period for both the E1 cards and the S3 cards will be the
instructional term. Note that the definition of instructional term is exactly
the same as for an apportionment period. This will keep the definiticns
conaistent for all uses,

The following definitien of an '"instructional term” accounts for all days
within the fiscal year:

An instructional term ineludes any course or section of a course that has
a midterm after the last day of the previous. term and through the last day
of the current term. All courses and short terms having a midterm date
after the end of the Spring Term should be reported in the Summer Term.
For statewide reporting purposes, the Summer Term is the first term of the
fiscal year (all short summer terms snould be reported together) and the
Spring Term is the last term of the fiscal year. A course [its into a
given instructional term only if -its medterm date 1s within the
inatructional term,

Since courses can begin at any time during the term or between terms, this
definition can include courses which start in the previous term, between
terms, or during the term, as long as the midterm of the course falls witnin
the instructional term in question.

Enrollments are reported for a given Ainstructicnal term only if the
enrollments are in courses which are a part of that instructional term (i.e.,
courses which have their midterm dates within that particular term).

For variable-entry/variable-exit students, an average time of attendance to
complete the course must be utilized to determine the midterm which will
determine in which instrucional period these students should be reported.

The instructional period codes are as follows:

Code Instructional Period (Apportionment Period)

Summer Term
Fall Term

Winter Term
Spring Term
Inter-Terms

=~ O =

11
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ixample 1: If the regular school calendar shows the following regular terms:

Sumnmer June 20=jAugust 20
Fall = September, 5=January 5 (s
Spring February 5=June 5

Enrollmenta are reported a3 follows:

All courses wWith midterm dates

Summer (Code 1) Instructional Period -
‘ from June 6 through August 20
Fall CCade 3) Instructional Period - All coursss with midterm dates
: from August 21 through January 5
Spring (Code 6) Instructional Period - All courses with midterm dates

from January 6 through Juns 5 plus
courses that end prior to July 1

Note that all tne instructional periods overlap the regular cgllage terms.

The instructional term is identical to the following definition of
"apportionment period':

Any course or section of a course will be considered a part of the term in
which its midterm falls for the purposes of credit ‘hour and equalization
grant claims. If the midterm falls between terms, the course or secticn
of a course will be considered a part of the next succeeding term. Any
variable-entry/variable-exit course with ‘a determinable midterm will. be
considered a part of the term in which its midterm falls or, if the
midterm falls betwsen terma, it will be considered a part of the next
succeeding term. Variable-entry/variable-exit courses for which a midterm
cannot be determined will be claimed as a part of the term in which the
¢redit hours are actually generated. If the midterm (or credit hours
generated “if a midterm cannot be determined) falls after the end of the
Spring Term, the course shall be claimed as a part of the Summer Term of
the next fiscal year at the rates in effect for that Summer Term..
Beginning and ending dates for each term shall be determined by the
official college calendar for each district.

12
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PROCEDURE FOR _ACCESS ‘TQ ICCB PUBLIC

COMPUTER E;’ES VIA TSO

The ICCE MIS is designed ta serve not orly the ICCB, but also-the community
colleges directly by providing them with meaningful analyses. and reports and
indirectly by responding to information requests for public information about
‘the whole system of community colleges of Illinois. To utilize the various
features of the MIS at the .local level, the ICCB has approved a poliecy for
access to the public files of the system by community colleges and other -
agencies.  This makes it possible for a community college to access the ICCB
 Course Master File, for example, to check its latest course approvals.

To apply for access to the ICCB public files via T30, a request and an
applieation for an account must be made to the ICCB. To obtain the
, application forms contact or write to:

Data Base Manager
Illinois Community College Board
3085 Stevenson Drive
Springfield, Illinois 62703
Telephone: - (217) 786-6027

Upon Pegaipt of the request, the ICCB MIS staff will check the form. for
accuracy and completeness and forward the request to the Consclidated
Administrative Computer'“ Center at the University of Illinois for
~consideration. When the account number 1is activated, the MIS staff will
notify the requesting college by:mail that the account number is functional,

‘and at the same time, forward the necessary documentation - and procedures to .
enable the college to access public Files via terminal.

;Ccst consideraticns

Hardware - Thé Consolidated Administrative Computer Center limits the type
of terminal hardware that allowed to access the system to those types
which are IBM 2741 compatible. Specifically, those they recommend are:

Approximate Cost Per Unit

Type . Per Month
Printing IBM 274l _ | )
Terminals IBM 3767 ’ | $168.00

" CRT Hazeltine MOD 1 $ 75.00
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Telephone charges - A telephone couplet whicn leases for approximately
$15.00 per month, is also necessary for each unit. Dial-up access over
standard telephone lines is charged at regular rates for long distance
calls., Colleges can either dial into the Chicago computer system or into
the Urbana system based upon the proximity of the college to the computer
center, : v

Processing charges - CACC bills for processing based upon '"accounting
units." Currently the rate is $.08 per accounting unit. It has been our
experience that a CRT will generally use from one to two and one-half
accounting units per minute while accessing the course master file.

14
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POLICY ON INFDRMATIQN ACGESS
(Approved by the ICCB April 18, 1975)

It is the policy of the Illinois Community College Board to make available
information on the public community colleges in Illinois and their operation
in accordance with state and federal statutes. To facilitate planning and
operations, the Board encourages access to this information by the colleges
and state agencies. At the same time, the Board requires that lawful
restraint on the public availablility of information be enforced where
necessary to protect the privacy of individuals, and that adequate safeguards
be implemented by Board staff to protect these data from unauthorized access.

The ICCB staff will identify machine-readable (computer) files as public,
wWorking, or restricted files. (Machine-readable files are those on magnetic
tape or -magnetic disks from which data can be -read by computers or.
communications equipment.) Public files will be available to any institution,
agéncy, or citizen up0ﬂ applicatian, within a reascnable time, and at a cbst
cast of répraduct;on of the files and any= ESEOciated descriptive or
interpretative materials. Examples of public files include inventories of
ICCB approved courses and curricula, institutional characteristics data,
enrollment data, and facilities inventory data. '

Working files are those files created, modified, and used by Board staff in
the course of their activities. = These files will not ordinaril' be made
publicly available, but may be made available in response to formal request to
the ICCE by state agencles féderél agéncies, and institutions in acccrdanee

Reatricted files are those which, by law or cuatom, are héld confidential.
These files include the student-based policy data system and the faculty
inventory. Since -these Tfiles contain names, addresses, and other data
considered corfidential, they shall be made available only in accordance with
appropriate statute -or regulations, except, however, an Illinois community
college may obtain longitudinal data for itas owWn students for bona fide
research, provided that the institution, in requesting the ‘data, agrees to
p?ovidE”tné same safeguards to the data that the Board itself would provide,

The Board will take apprapriaté action to safeguard all . files from
unauthorized changes in the data, but will not warrant to any party the
accuracy of machine-readable data beyond the resonable and prudent measures
" taken by data processors ta prepare and verify data and prevent unauthorlzéd

EGOESEi

Community colleges and other agencies may obtain access to the ICCB computer
files designated as "public files" be request from the ICCB staff. The users
must comply with procedures and guidelines established by the ICCB staff for
this purpose. The access provided to these users will have read-only

capability to the computer data files. The capability to edit these files
will be reserved for the ICCB staff only.

15
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=

All ICCB filés shall be pFDtéEtéd to prevent unauthorized access to data. A
system of account numbers and ;asswords will be implemented which will prgV;de
the following safeguards:

1. Vrestfigted Eiléa:
"3) read-only access limited to ICCB staff members 5
b) Wwrite access limited to selected ICCB MIS staff members

2. working files:
a) raad-only access llmited to ICCB staff members and to -agencies making

b) ﬂflté accéss limlted to ICCB staff members
3. public files: ' :
a) read-only access to all authorized users
b) write access limited to selected ICCB MIS staff members

The security of the account number and password system will be maintained by
periodically changing the access passwords to all files.

16
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ICCB MIS Procedures Manaul

now required to use the card transmittal form {(Exnibit #1) for

Colleges are

all card deck submissions to the ICC3.
Use

&

Mark the face of the .first card in the deck with "F/C" (for first card).

a broad tip fiber pen.
Mark the back of the last card in the deck with "L/C" (for last card).

Mark the top of the eard deck (size permitting) with-the following information

-District/campus number
-Card type

=Term
~Fiscal year

=Date subriitted

Interpret the following card ‘types:

. -30, 83, 56, ST
-Z1's
Prepare a traﬁsmittal form with the Félléwing information:
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a, College nam=

b, ° Distriect and campus number
c. Types of cards present in the deck (33, 36, ete,) and ﬁhe term and
fiscal year for which theszse cards are appllcable _

d. The update codes present in the deck (adds, changes, and deletes).
e, The date submitted

f. _The name and phone number of the person who should be contacted in
' case there are problems ' :

g- Any- special instructions or édmmejts whien will facilitate the
* 7 processing of the cards, , /

Package the cards and transmittal forms tagetgér in a secure container,

Mail or ship t.e cards and transmitta%’forms to:
|
Data ?ase Maﬂ§ger
Illineis Community CQllégé Board
3085 Stévensan Drive
Springfield Illlwals 62703

/ |

i
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Exhibit #1

; TRANSMITTAL FORM FOR CARD DECKS
CLRD MAILINGS FOR ICCB-MIS

a) College Name:

b) Distriet: ) I
e¢) Types-of Cards E‘reéd;ﬁ}z; in Deck (83, 86, etc.) e
For , ' 7” . Term, -FY19__
d) Update Codes Present m éeck (Check those Applicable)
_ Adds __ Charges _ Deletes
e) Date submitte‘ic‘;\;i;;. ! m,f?,j
f) Person to Contact About the Submission: Narﬁgrii _ _ )
' o Phone #____ o
z) Cammenl;sfSpecial Instructions:
h) I:f‘ 83 submission, indicate whether regular or cérregtign_
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TAP ‘ISSIGW QF MIS DATA

Introduction:

/
f

Colleges way submit selected MIS data on magnetic tape instead of cards
directly to the Administrative Tomputer Center at the University of Illinois.
For efficient processing at the ICCE, we reguest that only the following data
be submittsd on tape:

- Apportionment files (SO, s3, $6, s7)
Student enrcollment data (El1 cards)
=.Faculty data (P cards)

Procedure for Tape Preparation by the Calleggg:

Euild the appropriate files (apportionrent, etec.,) onto a nine track tape which
is either 800, 1600, or 6250 BPI. THERE MAY BE ONLY ONE FILE PER TAPE. For
example, all "S" cards for a given submission should be in one file on one
tape. There should be no separation between the various types of WsS" cards,
i.e., the 30 record should be in the same file as the S3's and S6's (if
present), No other file can be present on the tape.

Prepare two transmittal slips (see Exhibit #2) wiﬁn'thé_fglléwing information:

College name

D*strict/eampus number

A description of the file present on the tape

Data set name (the name of the data set as it is present in the tape
label for IBM Standard labels and ANSI labels)

The only data set names that will be used are:
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- Apportionment files (SO, S3, S6, S7)---ICCB.SFILE
- Student enrollment (El or Ea)asssaas——aICCB EFILE
- Faculty f;la (P cards)=s=sma=cacccm==== -ICCB.PFILE

The inclusion of éata set names, other than those listed, will result in the
tape not being,procesaed. No exceptions can be accepted.

Type Label: /
- Sl - IBM 3tandard Label

- AL - ANSI/Label
- NL - No ;ébel

/
/

ASCII tapes cannot be processed. Use only EBCDIC.

Valume-Serial Identif;cation

The external volume serial number that is present on the tape case or reel is
‘made up as follows:

- First three:(E) digits——sdisﬁﬁiét number

mult;—aampvs system, place "99" in thls aréa) ) 5

- Last (sixth) digitg—ESéquence number - each college should make certain
that no tapes which are in transit to the University of Illinois
Computer Center have the same volume seriai identification.

~ For more flexibility in making a_ unlqué vol-ser, the two digits used for

the campus number may be replaced with numbers other than "01". Only
alpha-numeric characters may be used. Please--no special characters,
Vol-ser is six digits in length. '

Record length - always 80 characters/record

Eloeksiée - always 40 records/block or 3200 characters

Tape density - 800, 1600, 6250 BPI

Ccmméﬁﬁs {any special instruections or comments that you want)

Contact peﬁsan and phone number ' .

Efeggpé a return envalope with sufflcient postage (stamps to cover the cost of
mailing the tape from the UI Computer Center to the college). DO NOT USE
METERED RETURN POSTAGE.

Place the return envelope and a copy of the transmittal form w;th the tape
file,
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Package the tape, transmittal form and return envelope securely. Remember -
the mail is rqugﬁly handled. -

Mail the tape, transmittal form, and return envelope to:

Tape Labrarian
University of Illinois
University Office of Administrative
Systems & Services
370 Roosevelt Road Building
Box 4348
Chicago, Illinois 60680 /

Mail the second copy of the vransmittal slip to:

Data Base Manager
Illinois Community College Board
' 3085 Stevenson Drive

Springfield, Illinois 62703

Procedure for Tape Processing by ACC, University of Illinois
Receive the tape, transmittal slip, and return_envelopé:ffom the college.

Catalog the tape into the tape library. (The tape librarian keeps track of
the tapes with a special mailing log.)

File the transmittal slip and return envelope.
Receive release form (Exhibit #3) from LCCB.

Remove tape(s) from library.

Package the tape(s) securely.
Place the return envelope securely on the packaged tape(s).

Mail the packaged tape(s) to the appropriate college.

ot
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a)
b)

e¢)

*d)

e)

f)

h)
i)

3

k)

1)

4%

Exhibit #2

- TRANSMITTAL SBLIP
TAPE MAILINGS FOR ICCB MIS

College NaméW71” . _ ,";,, ., — — — _
Distr igt77“ﬁ7  . _ Campus____ _ ‘,7
File description e — -
For____ - . Term, FY 19__

Data Set Name (Check 1) ___ ICCB.SFILE ____ICCB.EFILE ~ ICCB.PFILE

If ICCB.SFILE was checked, indicate whether regular, supplemental, or

correction.

Type label*#* (Check 1)

__sL (IBM Standard Label) AL (ANSI Label) ___ NL (No Label)

Volume = Serial Identification - ' e

(Must be prominantly displayed on submitted tape reel)

Record Length 80

Block Size 3200 (No atﬁer bloéking factor allowed)

Number of records on tape_ —

‘Tape density (Check 1) _ 800 BPI _____- 1600 BPI 6250 BPI

Comments - - - I

Person to Contact About the Submission: o —

Phone :

No cther data set names on the 1nternal IBM standard or ANSI label can be

processed.
Unlabeled tapes cannot be secgure frcm inadvertent erasure. We do not

recommend the use of unlabeled tapes,

23
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Exhibit #3
FOR ICCB USE ONLY

RELEASE FORM
TAPE MAILINGS FOR ICCB MIS

To: ACC Tagé'Librarian A : T

1

From: ' ICCB Data Base Manager

Please maill the féllawingl tapes to the respective Fo

colleges.
- procedure as outlined in procedures #ICCB0050.

e |
[
=

oWw the

Vol-Serial Vol-Serial Vol-Serial

_ ) — _ ) - —
Comments/Special Instructions
\ -
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PROCEDURES FOR ERROR CORRECTIONS AND

MAINTEVANCE oF TCCB FTLES

Each individual collsge has the respcnsibility for validating the accuracy of
all submitted data and for correcting all errors that are created by invalid
or incorrect data. This list of procedures is designed to aid the colleges in
the correction of data present on the ICCB files, particularly in the
following files: \ :

Course Master File

Course Enrollment File (33, SE)
Facility Inventory and Utilization File
Faculty and Staff File

Course Master File:

The course master file is made up of approved courses for each college. For
any given course there may be multiple records on file, as the following
example indicates:

fﬁ o Course | Beginning . Ending
Record Seq Credits _Date Date
MATH 101 0l 3 hours 01/01/76 07/01/76
MATH 101 02 4 hours © 06/01/76 S

In this example, a Form 15 was submitted in to change the course eredit hours

from three tc four. It was requested that the three=hour course become
inactive on 07/01/76 and that the "new" course become effective on 06/01/76.

In order to process apportionment claims, an S3 card is submitted (course
enrollment card) which must match against the course mastér. An gggmplé of 33
data for the math course illustrated _above would.be: D

i Récard " Course Beginning Ending
_Type Course Credits ~ Date Date
s3 MATH 101 3 hours 01/15/76 06/30/16

An 33 with this data would mateh against the example course master f;lé record
(Seq 01) for the following: ‘reasons: 7 E

- Course prefix and number are identical

- Course credit hours match

= The beginning and ending dates on the 53 record are within the beginning
and ending effective dates on the Seq 01 record of the course master
file.

Situations that would cause "kickouts" or unmatched conditions that would
result in the course not receiving funding follow: :
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Example 1l:
N Course Course
Record Course Beginning Ending
-Type ~ C-urse  Credits ' Date = Date_ Error
83 MATH 101 4 hours  01/15/76  06/30/76 No vari-
‘ ' S able hour
& , s _ ' approval

i

Recson for rejection: The apportionment program found the course MATH 101 on
the course master file and the date ranges on the S3 placed the course with
the Sequence 0l course master file:.record which was approved for 3 hours
credit. . :

Exampla 2:

_ Course . Course

Record ' Course -~ Beginning Ending

_lIype ~~ (Course  (Credits pate . = Date =~ T ERror,

s3+ MATH 101 - 4 hours  06/15/76  10/15/76 No.course
: ' : ) ' on Master

-Filg

Reason for rejection: -The apportionment program found the course MATH 101 on
the course master, but the beginning and. ending dates on the S3 did not fall
within the range of élth%? the Sequence 0l or the Sequence 02 record on the
course master. .

Example 3:

‘ _ , Courge Course

~* Record - Course - Beginning * Ending
_Type Course Credits Dat=a _ Date \ . Error
s3 MAT 101 4 hours  .06/15/76  10/15/76 No. ourse

~on Master

5;;a~J File

= ) | “ . V \H
Reason for rejection: The eourse préflx on the 303 reEardf(MAT) did not matcn
the course preflx on the course master file (MATH) . . /

Note that- any requestad changes on a Form 15 will change the béginnigg'and-
Ending effective dates of the courses as new sequences are added. For this

reasan, great care. must be éxerélséd in changing eourses. Guidelines for

=

Az a %Eneral rglé, beginﬁing and ending dates of partiéulaﬁ sequences would
most likely QOPrespand to the béglnnlng and ending dates of a given semester
or térm.;

Course beginning Eff%cElVé datés éannot be entered as "being prlor to the

. approval date (the daté placed’ ‘on the Form 15 as .the ‘date ‘the Program Area of

the ICCB approved the Form 15) due to Board poliey.

26‘



ICCB MIS Procedures Manual Section I, Page 20

Beginning effective dates of new sequences may overlap the ending effective
date of the prior sequence as follows:

Seq Begin End
MATH 101 0l 3 hcurs 01/01/76 07/0L/76
MATH 101 02 4 hours 03/01/76 ————————

A change in a course prefix and/or number does not generate a sequence 02 (or
higher) record, but rather a new sequence 0l record since the course prefix
and number is part of the key.

If zhere are any questions éoncerning changes to thé course mastér file, do
Cgllege Bca?d, (ELT) 7867ED27, ppl@r to submlttlng the Form ;S's for approval
Course Enrollment File:

The course enrollment file is a complex file generated from the 53, S6, and 37
records submitted by the colleges. It is used to generate many reports, such
as apportionment printouts, FTE enrollment repeorts, certain facility reports,
certain faculty repo..3, and many other special reports and analyses, The
following procedures detail the steps to take in correcting errors, deleting
invalid data, or adding additional data to the file:

53 Record:
'All initial submissions of data have an "A" in Column 80.

Changes - the key area (Column 1-19) of the record is an area that cannot
be changed by a change (C in Column 80) card.

Changes in headcount (Columns 36-39, 40-43, Uuu-47, U48-51, 52-55, 56-59)
are arithmetic (addition or subtraction). The first 19 columns must be
filled in exactly as the original S3 record on file. For additional
enrollments, only the additional amounts should be entered. For negative
changes, only the amount to be subtracted should be entered by a minus
overpunch of the number: Place a "C" in Column 80.

_ Changes in other (nonaheadcount fields) are by SubStLtutiEﬂ_ (Columns
20-25, 26-31, 32-35). The first 19 columns of the record must be filled
in exactly as the original 353 record on file. Only the field(s) that
réquire(s) changing need be filled in. Place a "C" in Column 80, NOte

on the same card.
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Deletas:

Due to the eritical nature of the. course enrollment file for determining
enrollments for the eight funding categories, it 13 necessary to remove
erroneous or extraneous data from the file. It has been the practice of
some aolleges, if they have submitted data with errors in Columns 1-19 of
the 33 record, to leave the erroneous record in file, and just submit a
new °53 renmord with the correct data. This practice results in the
inflation of FTE enrollment totals for the college, and it is difficult to
reconcile these figures at the end of the year.

Due to the structure of the course enrollment file, a deletion of the S3
records also deletes tne corresponding S6 data on file, for it is usually
the case that if an error is present in Columns 1-19 of the S$3, the same
error is present in Columns 1-19 of the S6. For this reason, if an
erroneous 33 1s being deleted and a corrected version is to be added, the
corresponding S6's must also be added. S7's are not affected. '

To- delete an S3, duplicate Columns 1-19 of the original erroneous 53 and
Note that this will not be the procedure for

place a "D" in Column 80.
deleting an erroneous S6.

36 Records:
. ' initial submission of data have an "A" in Column 80.

Changes - due to the complexity of the key area on the S6 card, we
discourage the use of change cards for making error corrections,

Delete:

To delete an S6 record, duplicate the erroneous 56 record igﬁitg,gntiyg@g
from Columns 1-79. Place a "D" in Column 80. ‘

In most cases, a delete to correct an error situation will be followed by

an add card. Prepare a corrected card in its entirety from Columns 1-79.
Place an "A" in Column 80.

Facility Inventory Records:

The

Facility Inventory File consists of the following record types:

F-=3, F=6 (Faclility Data)

- B-3 (Building Data)
R

-3 (Room Data)
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In order to better understand how the updating of this file. is accomplished,
the following excerpt from the "Facility Inventory and Utilization
System/System Documentation" Manual is provided:

If the transaction contains an 'A" (Add) in the update field, an attempt will
be made to add the record to the master file. If a record with the same key
(campus, facility identifier, building identifier, room identifier) is found
on the master file, the update transaction will be ignored and the message
"INVALID UPD’TE - RECORD IGNORED" will be printed on the output report along
with the key information identifying the record. If no match is made, the
record will be added to .the master file,

To modify records aleady existing on the master file, an update code of ncn
(Change) must be used. .Only those fields that must be modified (non-blank
fields) and the key information (campus, facility, building, and room) are
required on the input record, and the non-blank fields will replace data
currently maintained in the record. If an attempt is made to modify a record
that doesn't presently exist on the file, the message "NO MASTER RECORD FOR
UPDATE" will be printed along with the key information identifying the record
on the printed output report. The record will be ignored and processing will
continue,

To delete a record, an update code of "D" (Delete) plus the key information i=s
required. If the record to be deleted does not exist, the following message
will be given "NO MASTER RECORD FOR UPDATE" along with the key information
from the delete record ou the printed output report.

A specific hierarchy of records is not required to build the facility file.
Thus, room information may be added without the corresponding building
information pre-existing on the master file. The user should check the
facility, building, and. room reports to ensure that all records have been
added to the correct section of the file' and that the hierarchical file
integrity does exist. Each record input to the file is denoted by the length
" of the kKey information as well as the record type. Faéility records require
only a facility identifier; building records require both a facility and
building identifier; and room records require a:facility, building, and room
identifier. The user will, therefore, have to exercise care when deleting

higher level (faciliﬁy or. bullding) records from the file. If for example, a

facility record is deleted from the master Iile, all building and room records

relating ta that record will alsa be deleted. v K
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The following messages, along with the key information of the highest level
record being deleted, will be given when deleting facility, bullding, or room
racords respectively:

"FACIL/BUILD/ROOM RCDS DSLETED“
"BUILDING/ROOM RECORDS DELETED"
"ROOM RECORD DELETED"

carrect action was instituted,

After each update run, all messages should be checked to ensure that the

Updating the Facility File:

Adds - The key area of the Facility records are in Columns 1-23. To add
records to the file, follow the data formats as specified in Section III of
this manual, placing an "A" in Column 80.

Changes - The key is in columns 1-23 of the Facility cards and cannot be
modified with a change card. A change to any field on any of the records
(F-3, F=6, B-3, R=3) is done by duplicating the first 23 positions of the
record as it is present on the file, and then providng the corrected data only
in those fields that need to be modified. Place a "C" in Column 80.

Deletes - To delete a record (or series of records), duplicate columns 1-23 of
the recor as it appears on the file. Leave columns 24-79 blank. Place a "D"
in Column 80. (See restrictions on previous page.) ’

b
i

The faculty and staff file consists of the following rac@rds:u'E—E; P-3, P-4,
P-5, P-7. In order to better understand the procedures for maintaining the
file, the following excerpts from the "Faculty and Staff Module S3ystenm

If the transaction contains an "A" (Add) in the update field, an attempt will
be made to add the record to the master file, A specific hierarchy of records
i3 required to build the faculty master file, Thus, appointment information
requires previously input faculty information. Assignment information may not
be added unless the corresponding  appointment information was previously
added, and activity information may not be added without the corresponding
assignment information. This hierarchical structure exists to ensure the
accuracy of the information that exists on tne file., Many of the reports use
information from several different levels of the structure. '



ICCB MIS Procedures Manual Section I, Page 24

Tach record input to the file is denoted by the length of the key information
as well as the record type. Faculty information records require only a social
security number; appointment records require both a corresponding social
security number and an appointment number; assignment records require a social
security number, a corresponding appointment number, and an assignment;
- activity records require a social security number, a corresponding assignment
number, and an activity number.

If an attempt is made to add a record to the file and a higher level record
does not exist for the given record, then a message will be printed and the
record will not be added. 1If the message "NO ASSIGN DATA RCRD FOR UPDATEM" is
given precedad by the record k&y, then the assignement record and/or the
appointment record and/or the faculty information record for the given
activity record is missing.

If a record with the same key (campus, social security number, appointment
number, assignment number, activity number) is found on the master file, the
~udpate transaction will be ignored and the message "INVALID UPDATE - RECORD

IGNORED" will be printed on the output report along with the key informaticn
identifying the record. If no match is made, the record will be added to the
master file,

To modify records already existing on the master file, an update code of "C"
{Change) must be used. Only those fields that must be modified (non-=blank
fields) and the Kkey information are required on the input record. The
non-blank fields will replace data currently maintained in the reocrd. 1If an
attempt 1is made to modify a record that doesn't presently exist on the file,
the message "NO MASTER RECORD FOR UPDATE" will be printed along with the Key
information identifying the record on the printed output report. The record
will be ignored and processing will continue.

Again, because of hierarchical file structures, the user will have to exercise
care when deleting higher level (faculty information, appointment, or
assignment) records from the file. 1If, for example, a faculty information
record is deleted from the master file, all appointment, assignment, and
activity information relating to that information record will also be deleted.

The following messages, along with the key inforamtion of the highest level

record being deleted, will be given when deleting faculty information,
appointment, assignment, or activity records, respectively:

31
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"FACULTY=-STAFF RECORDS DELETED"
"APPT/ASSIGN/ACT RCRDS DELETED"
"ASSIGMENT/ACTIVITY RCDS DLTE"
"ACTIVITY RECORD DELETED"

These messages will be given even if no lower level members exist in the
hierarchy. After each update run, all messages ahould be checked to ensure
that the correct action was instituted.

Deletes - Duplicate the Ffirst 22 positions of the record(s) that should be

deleted. Place a "D" in Column 80.
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SUEWTSSTDN OF FORM 15 AND FORM 20 DATA ON CARDS

Colleges may submit the "M3" and "Mé" cards for Form 15's and the "D3 and "D6"
cards for the Form 20A's

Procedures for Preparation of the Course and Curriculum Master Cards

Adding a new course or curriculum.

(Definition: A new course or curriculum is "one for which there is not
existlng ccrrespandlng prefix or number present on the course or

curriculum master file, even in a wlthdrawn status )

omglete all items on the Form 15 and Form 20 except the sequence key and the
course ending effective data. Please pay particular attention to the
following item: '

- Complete all the items at the top of the Form 15 or Form 20 which are
enclosed in the horizontal box. All new approval requests should be
marked "A" for Add;

- Credit hour and contact hour items have two decimal places--for
example, request for a faur eredlt hour course should be entered as
0 400 ;

= Course initial effective date must be on or prior to the béginn;ng of

the first term for which apportionment i3 desired.

Keypunch two cards for each Form 15 or Form 20. Each data element must Eé
keypunchad except Columns 54-79 on the "M6" or "D6" card. There must be an
"A" in Column 80 on both cards submitted.

Fasten the two cards to the Form 15 or Form 20 with a paperclip (do not
staple). :
Submit the Form 15 and Form 20 and the cards to the appropriate ICCE Program
staff.

.Complete all items at the top of the Form 15 or Form 20 which are enclosed

in
the horizontal box. All changes should be marked C-Change., A g;;ﬁgﬁaual is

considered a change in Ending Effective Date.
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Complete all the items at the right side of the Form 15 or Form 20 which are
enclosed in the square box. The sequence xey is the sequence of the old
course or curriculum record for which the change is to be applied. The course
Ending Effective Date (withdrawal date) must be after the ending date of any
term for which the original course will be e=ligible for apportionment.

Complete only the items that you desire to change, and cirele these items in
red.

Complete the Courae Initial Effective Date. This date is the effective date

of the change required. For a course to qualify for apportionment for a given

term, its effective beginning date must be prior to the course béglnn;ng date

of the term in which the course is offered. Note: a change in an existing
course in effect terminates the course as it ex;sted on the ending effective
date specified, and initiates a new sequence e of the course which reflects the
requested change. Therefore, the sequence is automatically incremented by
one., The sequence number indicates the number of changes made to an existing
course aver a period of time.

(eypunch either one or two cards from the Form 15 or Form EQ based upon the
folloiwng criteria:

- For any change that requires an "M3 or "D3", and "M6" or "D6" is also
required (because the ending effective date is on the "6" card).

- For any change in which the data elements to be changed are only on the..
"M6" or "D6" only the "M6" or "D6" need be punched. (For example, a
straight withdrawal of' a course requires only an "MEY card.)

- For any card or cards, columns 1-18 must be punched in their entirety.

Any "M6" or "D6" must have the ending effective date punched.

- There must always be a "C" in Column 80.

- Excluding the three previous items above, only those items which are to
be changed need to be punched. o

Fasten the card(s) to the Form 15 or Form 20 with a paperclip (do not staple).

Submit the Form' 15 or Form 20 and the cards to the appropriate ICCB Progrém
staff.

Changing a course or curriculum prefix and/or ' number: Since the
course/curriculum prefix and.- number is part of the Kkey and determines the
unique course/curriculum identifier, any change in course prefix or course
number must be made by withdrawing the old course/curriculum on one Form 15 or
Form 20 and adding the new course/curriculum on a second attached Form 15 or
Form 20. : ’

(%
W
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Complete the withdrawal Form 15 or 20 using the criteria outlined on the
previous page. :

Complete the ADD Form 15 or 20 using the criteria outlined on the pfeviaus
page.

Keypunch an "M6" or "D6" for the withdrawal.

Keypunch the M3, M6, or D3, D6 cards for the new course.

Fa
not staple).

asten the three cards to the two Form 15's or Form 20's with a paperelip (do

Submit the Form 15 or Form 20 and the cards to the appropriate ICCB Curriculum
staff. '

Important! Withdrawing a course does not mean that you can come back later
and -add a course with the same prefix and number. If you want to use the same
prefix and number for an entirely different course, simply change the data
elements in the original record by change cards. Do not attempt to withdraw

the course and then re-add.




SECTION II
CLASSIFICATION STRUCTURE
ICCB Modified NCHEMS Program Classification

Structure Code

HEGIS Program Category Classification

Eagilities Room Use Category Codes

36
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ICCB PROGRAM CLASSIFICATION STRUCTURE (PCS)

Section II,

Page 2
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Baccalaureate Instruction (delineated to discipline and course level)

Occupational and Vocational Instruction (ﬁel;neated to discipline and course level}

Community Education

Remedial/Developmental Education

General Studies

Development and/or Review af Vocati@nal Skills

Adult Basic Education

Adult Secondary Education |

Institutes and Research Centers

Individual or Project lesearch (delineated to program category)
Patient Servires

Community Services

Cooperative Extension Services

Public Broadcasting Services

Libraries

Museums and Galleries

Audiovisual Services

Computing Support

Anecillary Support (delineated to program category)
Academic Administration (delineated to program category)
Course and Curricululm Development (delineated to program category)
Academic Personnel Development (delineated to program category)
Student Service Administration-

Social ahd Cultural ﬁével@pment

Elnaneial Ald Adminibtraﬁ;on

Student Auxiliary Services

Intercollegiate Athletics

Student Recruitment, Admissions and Records

Executive Management

Fiscal Operations

General Administrative JServices

L.ogistical Services

Physical Plant Operaticns >
Facalty and 3taff Auxiliary Services

Puirlic Relations and Development

Independent Operations/Institutic :nal

Inde, :ndent Operations/Outside Agencies

- Schoirrships

reiowships-
C .. of Purchase for Resale
Czpital Expenditures
Capital Cost==Building and Land 1mprovement
Capital Cost-<Equipment
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: SIX DIGIT PCS CODE

The first digit of the code refers to the major objectives of a postsecondary

institution. The major programs have been defined by PCS as:

1.0 Instruction 5.0 3Student Service

2.0 Research 6.0 Institutional Support

3.0 Public Service 7.0 Independent Operations

4,0 Academic Support 8.0 Scholarships and Fellowships

The second number in the code is used to specify subprograms (subobjectives of
the programs). The instruction program contains the following subprograms:

Bacealaureate Instruction

Occupational and Vocational Instruction
Community Education

Remedial/Developmental Education
" General Studies.

Development and/or Review of Vocational Skills
Adult Basic¢ Education

Adult Secondary Education

O e Y
.
R s R T P

A program cateogry 1is a classification of similar or related activities by
discipline area or major function. In the Inscruction, Research, Public
Service, and Academic Support programs, the coding of the program category
corresponds to the standard taxonomy of fields of study used in the Higher
Education General Information Survey (HEGIS). Four digits are used to denote
specific discipline areas. The first two digits specify the program category
and the second two define the program subcategory.

Example: 1.1 0502 Baccalaureate Instruction=-Accounting
1.1 0503 Baccalaureate Instruction--Business Statistica
1.2 5208 Occupational and Vocational Instruction--=Registered
: Nursing
5.3 0000 Student Services--Student Counseling
4.1 0000 Academic Support--Libraries
A\






ICCB HISYPFocedurés Manual : : Section II, Page U

PROGRAM. (DISCIPLINE) CATEGORIES

0000 General

0100 Agriculture and Natural Resources
0200 Architeéture and EnV1ranmental Design
0300 Area Studies -
0400 Biological Sciences
0500 Business Mdnagement
0600 Cammunications ) , :
0700 - Computer and Informatian Sciences
0800. Eduecation
0900 Engineering .
1000 Fine and Applied Arts
1100 Foreign Languages
1200 Health Profeasions
- 1300 Home Economics
1400 Law '
1500 Letters
1600 . - Library Science
1700 Mathematics
1800 Military Sciences
1900 Physical Sciences
2000 " Psychology
2100 Public Affairs and Services
2200 Social Sciences
- 2300 .Theology
4900 Interdisciplinary Studies
5000 Business and Commerce Technclogiea
5100 ~ Data Processing Technologies
5200 Health Services and Paramedical Technologies
5300 Mechanical and Engineering Technologies
5400 _ Natural Science Technologies
5500 Public Service Related Technologies
6600 Agriculture Extension Service
6700 Urban Extension Service
7100 Student Development
7200  Intercollegiate Athletics
7300 Supporting Services
7400 Special Student Services
. 8100 Central Operations
8200 Functional Operations
8300 Maintenance Operations
8400 Plant Expansion and Modification (Noncapital)
9100 - Other Instruction
9200 Other Organized Research
9300 ‘Other Public Service
9400 Other Academic Support
9500 Other Student Services
9600 ° Other Institutional Support
9700 Institutional Operations
9800 Outside Agencies
9900 Institutions Unique

41
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REVISION IN PCS - HEGIS CODING

A change in PCS=HEGIS coding c¢f courses and programs was made to ensure that
the courses are properly assigned to the correct programmatic structure and
the correspoading funding category. This change affected the two new areas of
ABE and ASE. Two new PC5 codes (1.7 - Adult Basic Education and 1.8 - Adult
Secondary Education) were also added. This allows the use of any HEGIS code
within these two areas., A comparison of the new coding system with the old
coding system appears below. ' :

OLD CODING SYSTEM _ NEW CODING SYSTEM

— _PCS __HEGIS  PCS  HEGIS

Baccalaureate 1.1 0101 to 4985 SAME

Occupational : 1.2 0101 to 5999 SAME

Remedial/Developmental 1.4 0100 to 5999 SAME
General Studies (Other) 1.5 0101 to 5999 SAME

Develcpmeéz and/or Review ,
.of Vocational Skills 1.6 0101 to 5999 1.6 5000 to 5999

Community Education _
(Non-Credit) ‘ 1.3 0101 to 5999 SAME

Adult Basic Education 1.4 14986 1.7 0101 to 5999

Adult Secondary Education 1.4 4987 1.8 0101 to 5999
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~ FUNDING CATEGORIES
AS DEFINED,@! PC5 AND HEGIS CODES
New Funding Categories , :
__ For FY 1981 PCS .and HEGIS Codes
1. Baccalaureate and General ‘ 1, All courses with BCS Cadé 1.1
Academic - and courses wit: PCS Code 1.2

that have HEGI3 Code: Eg;ween

0100 and 4999. ,
PCS HEGIS
1.1 0101 = HQQQ
1.2 0101 = 4999
2. Busineaa Qccupational 2. Qeceupational Career  courses
and Vocational , _ with PCS Code 1.2 and HEGIS
' Codes 5001 to 5006, 5076 to
5099, and 55XX.
Vocational  Skills  courses
____with PCS Code. 1.6 ‘and HEGIS __
Codes 5001 to 5006, 5076 to
5099, and 55XX.
3. Technical Occupational 3. Occupational Cafgé% courses -
and Vocational - . with PCS Code . 1.2 and HEGIS
: : Codea 5007 to 501z, 5073 to
5075, and 5IXX.
Qccupational Career courses
with PCS Cade 1.2 and HEGIS
Codes 53XX and EHXX.
Vocational Skills courses
with PCS Code 1.6 and HEGIS
Codes 5007 to 5012, 5073 to
5075, and 51XX.
Vocational  Skills gourses
Wwith PCS- Code 1.6 and HEGIS
Codes 53XX and 5U4XX.
4, Health Occupational . L, Dccupatianal Career  courses
and Vocational with PCS Code 1.2 and HEGIS
’ L Codes 52XX. ,
Vocational Skills courses
with PCS Code 1.6 and HEGIS
Codes 52XX.
5, Remedial/Developmental - 5. All courses with PCS Code 1.4.
6. Adult Basic Education/General 6. - Courses with PCS Code 1.7 and
Education Development (ABE/GED) 1.8.
7: General Studies . 7.  All courses with PCS Code 1.5.

43
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_ FQUR DIGIT HEGIS PRDGRAMrcATEGDRIES CDDES
(These codes may be used with any of ‘the PCS codes)

Subject field designations

whieh characerize students,
Number and Name of Discipline . faculty, facilites, credit
Encompassing 3Several Subject curriculums, projects, ete.,
Flelds (Curriculums) - having to do with:

AGRICULTURE AND NATURAL RESOURCES The. production of food and

' : ' management of natural fiber,
o / : plant, forest, and wildlife

0101 Agrigulture, general resources :

0102 Agronoﬁy (field crops and crop management)

0103 Soils science (managemerit and Eanservatlon)

0104 Animal science (husbandry)

6105 Daipy aeienee (husbandry)

0107 Fish, game, and wildlife management
0108 Horticulture (fruit and vegetable production)
. 0109 Ornamental horticulture (floriculture,
- nursery. science)
0110 Agriculture and farm management
0111 Agricultural economics
0112 Agricultural business
0113 Food secience and technology
QllY4 Forestry
0115 Natural resources management .
0116 Agriculture and forestry technologies
_ “(baccalaureate and.higher programs)
0117 Range management
0199 Deve¢lopmental, general (Femedial basic
skills, ete.)

1 S -

, - - e ———— e ————— e

gARGHITECTURE AND ENVIRONMENTAL DESIGN - ’ Training for a profession in
designing buildings,. comr ni-
0201 Enviranmental design, general ties, parks and other manmade
0202 Architegture aspects of the physiasacial
0203 Interior design ' : " environment

0204 Landscape architecture

0205 Urban architecture

0206 City, community and regional planning
0299 Developmental, general (remedial, basic’
. skills, ete.) .

-AREA STUDIES -~ ' . : Programs designed to' study -
R : cultures indigenseous to
0301 Asian studies, general ) » specific geographic regions

0302 East Asian studies
0303 South Asian (India, ete.) studies

Q ' [ | ' : K | ‘§§1
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.. 0304

0305
0306
0307
0308
0309 |

0310

0311
0312
0313
0314
0399

2
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Sauthaast,ésian studies

African studies

Islamic studies :
Rusaian and Slavie studlea
Latin Amériean studias \

Eurapean atudies general

Eastern European studies

West European studies

American studies

Pacific area studies

Developmental, general (remedial, basic
“skills, etc.): '

.. Section Ii, Page 8

BIOLOGICAL SCIENCES

ool
0402
0403
ouou
0405
0406
ouoT
0408
o409
0410
0411
ou12
0413
ouly
0415

" 0416

ou17
0418
o419
ol20
ou21
0422
o423
ouz2y

ou2s

o426

ou27
© 0b99

Biology, general .
Botany, general
Bacteriology
Plant pathology.
Plant pharmacology
Plant physiology
Zoology, general
Pathology, human ‘and animal
Pharmacology, human and animal
Paysiology, human and animal
Microbiology

Anatomy

Anatomy

Biochemistry

Biophysics

Molecular biology

Cell biology (eytology, cell physiology)
Marine biology

‘Biometrics and biostatistics

Ecology

Entomology

Genetics

Radiobiology

Nutrition, scientific (excludes nutrition
in home economics and dietetics)

Neurosciences

Toxiology

Embryology

Developmental,. general (remedial, basie
‘skills, eto.)

The science of life of living
matter in all its forms and
phenomena especially with
regard to the origin, growth, -
reproduction and structure of
life forms

BUSINESS AND MANAGEMENT

0501
0502
0503
0504

Business and commerce, general
Accounting

Business statistiecs

Banking and finance

The organization, operatlon,
administration and control

of private and public organi-
zations
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0505 Investments and securities :
0506 Business management and administration
- 0507 Operations research
0508 Hotel and restaurant management
0509 Marketing and purchasing
! 0510 Transportation and publie utilities
0511 Real estate
0512 Insuranace
0513 International business
0514 Secretarial studies (baccalaureate and -
higher programs) a
0515 Personnel management
0516 -Labor and industrial Pélations
0517 Business economics
0599 Developmental, general (remedial basiec
akills, etec.)

CDMMUNICATIDNS I . ....The_collection, preparation
S * and presentation of ideas
0601 Gammunigations, general ' and information intended for
- 0602 Journalism (printed media) . popular consumption through
0603 Radio/television . mass media

0604 Advertising

0605 Communication media (use of videotape,
films, ete., oriented specifiecally
toward radio/television)

0699 Developmental, general (Femeﬁ‘gl basic
sgills, ete. ) : )

COMPUTER AND INEDRMATIDN SCIENCES : The design, development and
' application of computer
0701 Computer and infaﬁmatian s;ieﬁces, - capabilities to ‘data storage
general . and manipulation and related
0702 Information seciences and Systems : computational procedures

0703 Data processing -

0704 Computer programming

0705 Systems analysis

0799 Dévelcpmental, general (remadial basicg
akills, etc.) ,

EDUCATION = - " The administration and control
, : ' , : . of educational organizations
0801 Education,; general ' o ‘ " and imstitutions and subjects

0802 Elementary education,-general ’ related to instruction and
0803 Secondary education, general ' and services both within and
0804 Junior high school education . outside of such formal organi-
0805 Higher education, general - . ~zatlons

0806 Junior and community college education

0807 Adult and continuing education

0808 Special education, general o N
", 0809 Administration of special education ] . _ [
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0810
0811

0812

0813
- 0814
0815
0816
0817
0818
0819
0820
.0821

0822

0823
0824

Edueatian
Education
Education

Education

Eduecation

MIS Procedures Manual

of the
of the
of the
of the
of the

Section II, Page 10
mentally Petarded

gifted

deaf

visually handlcapped

Speech correction /

Education of the emotionally dlsturbéd

Remedial education ’ 1

Special learning disabillties/

Education of the physigally handicapped

Education of the multiple handicapped

Soeial foundations (ﬁistcvv and philosophy
‘of education)

Educational psychology (inelude laarning
theory)

Pre-elementary education (kindergarten)

Educaticnal statistlcs and research

0526 Student personnel (aaunseling and guidance)
0827 Educational administration A
0828 Educational supervision
*0829 Curriculum and instruction
0830 Reading education (methodology and theory)
0831 Art education (methodology and theory)
0832 Music education (methodology and theory)
0833 Mathematics educat.un (methodology and ,
theory) e
0834 Science education {methodology and theory)
0835 Physical educaticn
08%6.Driver and safety education
0837 Health education (include family life education)
0838 Business, commerce 9¢ distributive education
0839 Industrial arts, vocational and technical
: aeducation
0885 Instructional materia‘ie (audio-visual,
produation, ete.! ’
ENGINEERING The practical application of
_ : basic scientific knowledge to
0901 Engineering, general _ the design, production and
0902 Aerospace, aeronautical and astronautical operation of systems intended
engineering: to facilitate man's control
0903 Agricultural engineering and use of his naﬁural
- 0904 Architectural- engineering environment
0905 Bioengineering and biomedical engineering
0906 Chemical engineering {include petroleum
refining)
0907 Petroleum enginecering (exeluda petroleum
. refining).
0908 Civil, construction and transpgrtatian
-7 - engineering
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: Electrical, eleetr@niqg and communications
engineering ‘

Mechanieal enginéerlng

Geological engineering

Geophysical engineering

3 Industrial and management engineering

Metallurgical engineering '

Materials engineering

5 Ceramic engineering

Textile- engineering

Mining and minéral engineering

g Engineering physics

Nuclear engineering-

l Engineering’ mechanics

Enviranmental and sanitary engineering

0923 Naval arqhitécture and marine éngineering

0924-.0cean engineering

0 ’.Engineering technologies (bace
and higher programs) :

%Developmental, general (remedial basic
skills, etc.)

alaureate

Section II, Page 11

" FINE AND APPLIED ARTS

Fine arts, general

Art (painting, drawing, sculpture)

Art history and appreciation

Musie (performing, madrigalists,
theory, band, chorus)

Music (liberal arts program, vocal
instrumental) '

1001
1002
. 1003
1004

1005

2006

Musie history and appreciatian (mus,cnlcgy)
1007 Dramatic arts .
1008 Dance .
1009 Applied design (ceramica, weaving, textile

.design, jewelry, metalsmithing, interior

The creation and appreciation
of the diverse modes of

-communicating ideas and

emotions by means of styliéedb

.visual and non-visual repre-

sentations and symbols

) decaratian,‘ecmmeréial art, fashion design)

1010 °C
1011
1099

Pbotagraphy
Developmental, general (remedial
sgills, ata. )

basic

FOREIGN LANGUAGES

1101 Foreign languages, general (includes
concentration on more than one
foreign language without major
emphasis on one language)

1102 French .

1103 German

1104 Italian

1105 Spanish

148

The mastery of a language
other than English or related
to the study of a foreign
culture through exploration

of the literature of that
culture as expressed in the
vernacular language -
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© 1106 Russian

1107 Chinese

1108 Japanese

1109 Latin

1110 Greek, classical

1111 Hebrew :

1112 Arabice

1113 Indian (Asiatic).

1114 Scandinavian language

1115 3lavic_languages (other than Ruaaian)
1116 African languages (non-Semitic)

- 1199 Developmental, general (ramadial basic
akil;a, ete.

E

Page 12

HEALTH PROFESSIDNS . ) - The maintenance and restora-

1201 Haaltn prcfaaaiona, general ‘ health

1202 Hospital and health care administration

1203 Nursing (baccalaureate and higher programs)

1204 Dentistry, D.D.S..or D.M.D..degree

1205 Dental specialties .(work beyond first

" professional degree, DDS. or D.M.D.)

1206 Medleine, M.D. degree

1207 Medical specialties (work beyond first

: professional degree, M.D.)

1208 Occupational therapy

1209 Optometry -

1210 Osteopathic medicina, D.0O. dagraa

1211 Pharmacy -

1212 Physical therapy

1213 Dental hygiene (baccalaureate and higher
programs)

1214 Public health

1215 Medical record librarianship

1216 Podiatry (Pod. D. or D.P.) or podiatric

; medicine (D.P.M.)

1217 Biomedical communication

1218 Veterinary medicine (D.V.M. degree)

1219 Veterinary medicine 'specialties (work .
beyond first professional degree, D.V.M.)

1220 Speech pathology and audialogy

1221 Chiropractic

"1222 Clinical.social work (medical and payahiatrlc

. and specialized rehabilitation services)

1223 Medical laboratory technolgies (baccalauraata
and higher programs)

1224 pental technologies (bacaalauraata and
‘nigher programs)

1225 Radiologic technologies (baccalauraata and
higher programs)

1283 Pre-veterinary medicine

1284 Pre-dental

1285 Pre-medical

1299 Development, ganaral (ramadial baaic
skills, etec.) ,

_/19

e o e et ion-—o0f--physical and mental
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N
~ HOME ECONOMICS

1301 Heme economics, general

© 1302 Home decoration -and home equipment
1303 Clothing and textiles

1304 Consumer economics and home management
1305 Family relations and child development
1306 Foods and nutrition (include dietetics)
1307 Institutional managemﬂnt and cafeteria

_ management
1398 Homemaking . :
1399 Developmental, general (remedial basic
" skills, ete.) :

The theory and practice of
family and home care includ-
ing the science of foods,

home decoration and management
and child_care '

Y “\
0

~

- LAW

1401 Law, general °

1485 Pre-law

"1499 Developmental, general (remedial, baaic
skills, ete,)

The legal customs, practices
and-rules -of-society and
states for the purpose of
pursuing a caresr in juris-
prudence

'LETTERS

1501 English, general

1502 Literature

1503 Comparative literature

1504 Classics

1505 Linguistics (include phanetics,
and philology) ‘

1506 Speech, debate and forensic science

) .(rhetoric and public address)

1507 Creative writing

1508 Teaching of English as a foreign language

1509 Philosophy

1510 Religious studies (exclude théolcgical
professions)

1585 Reading, accelerated

1597 Developmental, reading (remedial)

1598 Developmental, English (remedial)

1599 Developmental, general (remedial,
skills, ete.)

skill

semantics

basic

The .English language and
literature and value systems
related to ancient and modern
cultures

LIBRARY SCIENCE
1601 Library science, general

1699 Developmental, general (remedial,
basic skills, ete.)

50

The inastruction in the profes-

. sional akills required to
organize collections of books

and related materials and the
training necessary for ”
providing services related to
them
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MATHEMATICS

1701 Mathematies, general

1702 Statistics, mathematical and thearetical

1703 Applied mathematics

1799 Developmental, general (remedial, basic:
ékills, ete,)

The science of numbers and
gpace configurations and

their operations, measurement,
relationships and abstractions

MILITARY SCIENCES -

1801 Military secience (Army)

1802 Naval science (Navy, Marines)
1803 Aerospace selence (Air Force)

- 1899 Developmental, general (remedial,
E basie skills, ete.) '

The techniques and skills
.unique to the pursuit of a
professional carser as a
military officer

1901
1902
1903
1904
1905
1906
1907
1908
1909
11910
1911
1912
1913
1914
1915
1916
1917
1918
1919
1920
1999

Physical sciences, general

Physics, general (exglude biophysics)
Molecular physics

Nuclear phyaics

Inorganic chemistry

Organic chemlstry

Physical chemistry

Analytical chemistry

Pharmaceutical chemistry

Astronomy

Astrophysics

Atmospheric sciences and meteralogy

.Geology

Geochemistry

Geophysics and seismology

Earth sciences, general

Paleontology -

Oceanography

Metallurgy

Developmental, general (remedial, basic
skills, ete.)

Chemistry, general (exclude biochemistry)

The basic nature of matter;
energy and assocliate pheno-
mena :

PSYCHOLOGY

2001

2002

2003

2004
2005

2006

2007

Paychology, general

Clinical paychology
Paychology for counseling
Soclal psychology
Psychometrics

Statistics in psychology

Experimental psychology (animal and human)

The behavioral and méntal
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2008 Industrial psychalagy '

2009 Developmental psychology

2010 Physiological psychology

2099 Developmental, general (rémedlal basia
sm1113, ‘eta.)

Section II, .Page 15

PUBLIC AFFAIRS AND SERVICES

2101
2102
. 2103
2104

Ccmmunity services, general

Public administration

Parks and recreéation management

Social work and helping services (other
“than clinical social work)

5 Law enforcement and corrections (bacca-
laureate and higher programs)

International public service (other
than diplomatic service)

0 Developmental, general (remedial, basic

skills, etc.)

The developing and improving
competancies-in the manage-
ment and operation of govern-
mental agencies

SOCIAL SCIENCES
2201
2202
2203
2204
2205
2206
2207
2208
2209
2210
2211
2212
2213
2214
2215
2298
2299

Social sciences, general

Anthropology

Archaeology

Economics

History

Geography

Political science and government

Soclology

Criminology

International relations

Afro=American (black culture) studies

-American Indian cultural studies

Msxican-American cultural studies

Uwrban studies ;

Demography

Improving family’ circumstances

Developmental, general (Femédial basic
skills, etec.)

All aspects .of the past and
present activities, conduct,
interactions and organizations
of humans

THEOLOGY - = )

Tbealogical prcfessicns, general

Religious music

Biblical languages -

Religious education

Developmental, general (remadial
skills, ete.)

2301
2302
2303
2304

2399

92

The preparation and training -
for a religious vocation
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INTERDISCIPLINARY STUDIES More than one major descipline
: - : without primary concentration

4901 General liberal arts and sciences in any one area

4902 Biological and physical sciences -

4903 Humanities and social sciences

4904 Engineering and other disciplines

4984 Liberal studies

4985 Humanities and fine arts

4986 Adult Basic Education (ABE)

. 4987 General Education Development (GED)
. and Adult Secondary Education (ASE)

GENERAL STUDIES INSTRUCTIONAL PROGRAMS

4993 Personal development
4994 Review and Development of Basic

Voecational Skills (for curriculum only)

4995 "General studies

4996 Intellectual and cultural studies
4997 Health safety and environment
4998 Community and civic development
4999 Development -and Preparatory Studies
or Basiec Skills (for curriculum only)

The instructional programs

* providing curricula primarily

of a certificate nature in a

_variety of diseciplines to

enhance individual interests

5]

BUSINESS TECHNOLOGIES

5001 Buairiess and commerce technologles, ..
: general (including clerical skills)
5002 Accounting technologies
5003 Bankling and finance tachnologies
5004 Marketing, distribution, purchasing

_ and businaas technologies
5005 Seeretarial technologies (include

office machines training)

' 5080 Word Processing Technologies

5083 Real Estate
5084 Insurance

5085 Administrative supervision & management

The development of skills
required for business or
secretarial cccupations at
the semi-professional level

Expanaion allocatiocns:
5076-5082 ‘

COMMERCE TECHNOLOGIES

5006 Personal service technologies

(stewardess, cosmetologist, ete,)
5007 Photography technologies S
5008 Communications and broadcasting technol=-
ogies {radio/television, newspéper;)
5009 Printing and lithography technologies
5010 Hotel-and restaurant management taéﬁnclagiés
5011 Transportation and public utility technologi

The development of skills re-
quired for commercial enter-
prises at the semi-

"profeasional level

&

es



5012

5072

5073

5074
5075
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‘Applied arts, graphic arts and fine arts

technologies (include advertis;ng design)'
Occupational home economics
Food preparation and service (waiter(ess),
chef, catering, ete.) ™
Aireraft pilot training '
Alr traffic control and support

DATA

5101
5102

5103,

5104

5105

PROCESSING TECHNOLOGIES The development of skills re-
- . f ” S quired for data processing or

Data processing technologies, general related occupations of the

Keypunch operator and other 1nput semi-professional. level
preparation technologies o : J

Computer programmer technologies

Computer ‘operator and peripheral equipment
operation technologies ]

Data procesasing equipment maintenance tech=-
‘nologies /

f

HEALTH SERVICES AND PARAWES%CAL TECHNOLGGIES The development of skills re-

5201

5202
5203
5204
5205
5206
5207
5208
5209

5210
. 5211

5212

5213
5214

5215
5216

5217
5218
5219

5280
5284

5285

/
/

quired fcr health service re-
Healtq services assistant techﬂol@gies, lated occupations at the semi-
geneéral profeassional level
Dental.- -assistant technologiles
Déﬁgal hyglene technologies
Dental laboratory technologies
Medical -or biologiecal labaratory assistant
technologies
Animal laboratory aasiatant technologies
Radiologic teehnoldéies (X=ray, etec.)
Nursing, R.N. (less than J.yeHr pragfam)

‘Nursing, pracﬁical/(L.P N. or L.V.N., less

than 4-year program)
Occupational therapy technalogies
Surgical techﬁalcgies (Qperating room
technologies)
Optical technologies (include ceular care,
ophthalmis, optometric technclogies)
Medical record technologles

/Mediea; assistant and medical, affice

assistant technologies ,
Inhalation therapy technalagies
Psychiatric technologies (inelude mental

health aide programs) .
Electro diagnostic technologies (include . '

E.K.G., E.E.G., ete,)

Institutional management technologies

~(rest home, etc.)

Physical therapy technologies’

Pharmacy Technologles .

Sdafety and emergency nreparedness (industrial -
safety, water safety, first aid, civil
defanse, ete) : -

Prosthetics and ortotics ‘,_

54 -
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5310

MECHANICAL AND ENGINEERING TECHNOLOGIES

5301 Mechanical and engineering technologies,
general (engineering aides)

5302 Aeronautical and aviation technologies

5303 Engineering graphies (tool and machine
drafting and design)

5304 Architectural drafting technologies
5305 Chemical technologies (include plastics)
5306 Automotive technologies

5307 Diesel technologies

5308 Welding technologies

5309 Civil technologies (surveying, photagrams
metry, etc.)

Electronics and machine technologies
-(television, appliance, office machine
repair, ete.)

Eiectromechanical technologies (power
transmission, generators, dynamos)

Industrial technologies

Textile technologies

Instrumentation technologies

Mechanical technologies (machine shop,
fluid powers, etc.)

Nuelear technologies _

Construction and building technologies
(ecarpentry, electrical work, plumbing,

5311

5312
5313
5314
5315

5316
5317

The development of skills re-
quired fcr mechanical and
engineering related occupa-
tions at the semi-professional
laval

sheet metal, air conditioning, heating, etc.)

5381 Electronics and electrical engineering

technologies (engineering aldes, industrial

electronics, electronic drafting, ete.)

5382 Industrial management and supervision

5383 Metalworking (foundry, tool and die making)

5384 Fuel technologies

5385 Mining technologies

NATURAL SCIENCE TECHNOLOGIES

Natural science technologies, general
general

5401
5402 Agriculture technologies,
(include soils)

5403 Forestry and wildlife technologies
(inelude fisheries and range management)
5404 Food services technologies (processing of
_ raw products, canneries, etc.)
5405 Home economics technologies
5406 Marine and oceanographic technologies
5407 Laboratory technologies, general

5

The development of akills
required for natural sciences
related occupations at the
seni-professional level



ICCE
5408
5479
5480
5481

5482
5483

5484 E
5485 ¥
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[

Enviornmental protection and control tech-
nologies (sanitation, public heslth in-
spection, solid waste, pollution, etc.)

Herticulture and floriculture

Agricultural supplies and services

Agricultural production and resources
(inelude conseprvation)

Agricultural mechanics

Agricultural marketing (selling of farm
pﬁodu(:s)

,,,,,,,
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PUBLIC SERVICE RELATED TECHNOLOGIES

5501
5502

5503

5504
5505

5506
5507
5508
5583
5585

Public service technologies, general

Bible study or religion-related occupa-
tions

Education technologies (teacher aide and
two-year teacher training programs)

Library assistant technologies

Police, law enforcement, corrections
technologies

Recreational and social work related
technologies ~

Fire control technology

Public administration and management
tachnologies

Career counseling/planning ccurses

Child care technologiea

Ihe eve’apmenﬁ of skills re-

lated ucﬂupations at tne semi-
professional level

VOCATIONAL SKILLS

5001
5004
5072

5201

Vocational skills in business occupations
(311 14 XX D E. codes)

tive occupaticns (all og XX O.E. codes)
Vocational skills in cccupational home

economiecs (all 0G.xx O.E. codes)
Vocational skills in health occupations

(all 07.xx O.E.
Vocational skills
(all 16.xx O.E.

7 Voecational skills

(all 17.xx 0.E.

Vocational skills.
'eades)

(all 0l.xx 0.E.

} Vocational skills

codes)

in technical occupations

‘codes)

in trade and industriaL occupations
GQQES)

L

in general occupational areas

56
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ALPHABETICAL LIST
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OF INSTRUCTIONAL DISCIPLINES

Titl

|

Title

Administration, education...sscecs
Administration, public..csavsscses
Administration, special education.
Administrative supervision and

Advertising design technologies,..
Advertising technologies.....sssss
Aeronautical engineering..........
Aeronautical technologles....e.s..
Aerospace engineering.sescevsssass

Afro-American studies,..sesascsass
Agriculturdl business..csiesscarnss
Agricultural economicS.sssssassssns

Agricultural engineering..c.ssesess
Agricultural management.scsssvsess

Agriculture, generalisscsssesansss
Agriculture technologies.,;sssssnss
Agriculture technologies (general)
AZPONOMY e seasnosnasasnssssanaasans
Air conditioning technologied.....
Alr traffiec control and support...
Aircraft pilot training..ssssseass
Airport management technologies...
American studies....ssseca00aescas
Analytical chemistPy.issossesnonns
AnatQEYi--n;iiiuiisjijgiguniiigin-
Animal laboratory assistant:

Appliance repair technologies.,...
Applied arts technologies......ss.
Appliéd degigni;ii-ii:;Q;::]i-:-ii

o7

Applied mathematbicS.sssissssessss
ArcheOologYeerssesensnssssssssnnsse
Architectural drafting

Asian studies, general.....veees
Astronautical engineering..
Astr‘onomyilliiiiii!l!llliliiilii

’ Audi‘ﬁlosy-jliill!iéiiiéllligliili
Automotive technologies...:svcas.
Aviation technologies...csceeces

BEELBSQEOQQO:-:g!:iin:ig:iig}--i
Banking technologies...vsssvesss
Bible study..cseessssvsssernsnss

. Blological laboratory assistant
technologlies...ceneessrivansas
Biological and physical sciences
{interdisciplinary).ssessasoss

Biology, general...ccesssssssnss
Biology, maring.ssvesesssssssnes
Biology, moleculal....ssseessnes
Biomedical communication...sses-
Biomedical engineering..ssessses

55uildiﬂg Eéﬁhnologiesg..-.-a;-s-
‘Business administration..,.......

Code

1703
1112
2203

5304
0904
0202
0923
1002
1003
1009
0831
1003
0301

0902
1911

1912
1913
1220
5306
5302
o403
0504
5003 -
5502
2303
oulh
0905

5205

4902
0417
0401
0418
0416
1217
0905
0419
0415
0u19
2211

-Q402

5008.
5317
0506
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Businesa, agricultural...........s 0112
Business economicS.....vscesssasss 0517
Business education...eeecsssessess 0838
Business, general,..essseaasseessss 0501
Business, international........... 0513
Business management.....ss::00:0:. 0506
Business management technologies... 5004

Business statistics......ccee0e00. 0503 7

Business technologies, general
(including clerical skills)..... 5001
Cafeteria management......cessesss L307
Carpentry technologieésS....esseesss 5317
S Catalal..cessssoesssasnsssesssssss L1199
Cell bioliogYessssvoansssnssneanass OULT
Cell physSiolOogY.essssnssesssasnsass OUHLT
Ceranmic engineering......sceeeuee. 0916
Ceramic8.:cssnssasssasansannsssssss 1009
Chefeicsasssssssnnssnssnsannesnnss 2073

Chemical engineering...cceeessesass 0906
Chemical technologieS.....ece.e.ss 5305
Chemistry, general...esesssse-sess 1905

Child care technologieS....ec.eaes 5585
child development.eesceeeocasoennss 1305
ChineSe..svesoeessssssansssvassnsss 1107
ChiropractiC.cesesscesssesssnsseas 1221
Cinematograpny. . scsesssssssasssaass 1010
City planning...cesesssessansssesss 0206
Civil engineering....eceeessecess. 0908
Civil technologies....icseesssssss 5309
Classics....--i;-;-,......ii;.ii.. 1504
Clinical paychology..cessssesnssss 2003
Clinical social WOPK.ssssassessnse 1222
Clothing:ieesesessssnssanssnsesenss 1303
Commerce educatioNeiecsccssssssssss 0838
Commerce, Zeneral..ccceesessssecess 0501
Commerce technologies, general.... 5001
Ccommercial art..cccasaesessssasss L1009
Communication medid..ssessnsesesss 0605
Communications, general....sesss.. 0601
Communications, engineering....... 0909
Communications technologieS....... 5008
Commuriity collége education....... 0806
Community planning..eeecsessssseess 0206
Community services, general....... 2101
Comparative literaturé...sssesesss 1503
Computer operator técnnologies.:..;ﬁlog
Computer, peripheral equipment ‘

operation technologies.......... 5104

Computer programmer-technologies.. 5103

S8

Title ’ Code

Title

Computer programming.......se...
Computer sciences, general......
ConservationN..sssssssnssssssnssass
Conatruction engineering.:...s.:
Construction technologies.......
Consumer economicS....scsss0s5200
‘Continuing education...sssssse-s
Corrections.ceccnsssenarssnsaiss
Corrections technologles.@!i;.i.

Cosmetologist.seescsceencacansen
Counseling, educational.........
Counseling, psychology for......
Creative writing....,..i........
Crop managgment s sssssssiann s
Curriculum.!!!,.!.i_i--...i.;_.g

Dance..,................,.......
Danish.eevsescessensnanscscsssss
Data processing...sesveeccassssss
Data processing equipment ,
maintenance technologies......
Data processing technologies,
general..sesescrssscsscsnnanss
Debate.ssicsssassaasnsessvessnss
Demographysessessssasssosccsessss
Dental assistant technologies...
Dental hygiene.....eevuvesusnsens
Dantal hygiene tecnnalogles.....
Dental laboratory technologies..
Dental specialtieS...cececoevess
Dental technologieS...eceveesans

Dentistry-D.D.S.or D.M.D. degree .

Develapmental English

Develepmental psycnaLGgy...!_.g.
Developmental, reading(remedial)
DiéSél techn@lagias.....i,..g-gi

Dlstr;bution technglagies.g-..i.
Distributive education.....vvess
Drafting, arahitéétural.....-...

! Draw;ngi...--_i@.i....!!.-,;....

Drive educatioN.ccesecenccssvess
Edrth sciences, general...seess.
Earth sciencs technologies....:..

Code

Q70u
0701
5481
0908
5317
1304
1807
2105
5505
5006
0826
2004 -
1507
2209
0102
0829
0417
0105

,lOOB

1114
0703
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Title

East Asian studies...cccsssssssses
Eastern European studiesS....ssssss
ECOLOEYisssnsnssssssosnonssnss sens
ECONOMiCS. s crssssnsssnsnsssssncsnns
Economics, agricultural..:.cssssss
Economics, business....ecsassssens

Education of the culturally
disadvantaged...veeccrnsnsssanns

Education of the deaf.....s0es000a

Eduzation of the emotionally

disturbed....csvssesesasesssnnsns
Education, general_i_-g-g;;gai..i.
Education of the gifted....... saas

Education of the mentally reta?déd
Education of the multiple

Educatlon, Peliglgus...,-!,..!;a!-
Education of’thé v1sually

Educatlonal adm;nlstratlan........
Educational evaluatioN.sssescscssss
Educational measurement...........
_Educational psycholOog¥esesssassnss
‘Educational researCh...cesesescess
;- BEducational statisticsS.....veess40
Eﬂucaﬁional EuperviSlGn;-...;-agg-
Educatlonal test;ng.....,......‘..

Electro dlagngstic téchnologlesi..
. Eleectronics engineeringZ..esssssers
) ElégtramEEhanlcal technologles

Eléctron;cs and eléctrical
engineering technologies........

Electronics and machine
ﬁechnologiés (répair or

Emergeney preparédnessii-i_i..;...
Engineering aide..ceeeesssessnesss
Enzineering graphiCs...cseessecess
Engineering, general...ceesessasss
Engineering mechanicS...iiusnveses

Section II, Page 22

Title ~ Code

5310
0802
o427
5284
5381
5303

0901

0921

59

Engineering and other disci-

plines (interdisciplinary).... 4904
Engineering physics....s:es.0-.. 0919
Engineering technologies........ 0925
Engineering technologies,general 5301
English as a foreign language... 1508
English, general....ecesssanasss 1501
English, literature............. 1502
ENtOMOLOZYssssssssnsanscasnsesssse OHZL

Environmental design, general... 0201

Environmental engineering....... 0922

Environmental healtt
technologiesS.vesvessassesssess 5408
European studies, general,...... 0310
Experimental psychology :
(animal and human)....sses.24. 2002
Family life educatioN.ieeceecoss. 0837
Family relations.....esceassee.s 1305
Farm management....ssesesssesass 0LLO

Fashigﬂ désigngnniiiaiii;ii-l;!! 1609:

Field CropS:issssssasacasseassses 0102
FinNante..sessesssssssacsassssess 050U

‘Finance technologies....eseessss 5003
Fine arts, general...cc¢seaussse 1001

Fine arts technologies.......... 5012
Finnish,.,..oesessecessasenessesss 1199
Fire control technology....s«.«.. 5507
Fish management....seecsasssewes 0107

Fisheries technologieS.......... 5403 s

Flor‘lcultur‘éliiijiillllllii!llli Dl—Dg
Floriculture...sssesesssscsessss SUT9
Food preparation and service

(SeFVing of foodji--;-iggsiii: 5073
Foods and nutritiof...esecessss.. 1306
Food scienCe..eecessssesscsssssss 0113

Food services technologies
(processing).cicecsscssssssess HUHOH
Food technology.scseecssssassass 0LL3
Foreign languages, general...... 1101
Forensic science....ceessceessss 1506
FOreStrY.sssssecccassnssssanssss OLLYU
Forestry tecnnologies........... 0116
Forestry technologiesS..i........ 5403
Foundry technologi€S............ 5383
Frgngni;;llIIli-il!lliiiiiiii!ll 1102
Fruit productionN...c.eeveseaseass 0108
Fuel technologieS..ceaassasassss 5384

"
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Title ’ | ; Code
Gameé management....cassssa2sssas00 0107

General liberal arts and sciences
(interdisciplinary).ssszasss+ ... 4301
General studies .
(interdisciplinary).cc ssesassas 4995
GeneticS.cessesessssanssannnsssesa Q422

GeochemiStry.eseeeeeeeeaanannansss 1915
GeOZraphy.csessccceasssassscsansss 2206
Geological engineering.....s:s2:... 0911

GEOlOZY: sssassssssssnsssnsssenssnas 1914
Geophysical engineering...ssee.... 0912
GeophYSiCS.esvesssssssssessssnssss 1916
GermMAN. .cssesnssnsrssononnnssansss 1103
GOVErnment..ccsesessssssasssssacsss 2207
Graphic arts technologies......... 5012
Greek, classical..s.iossssessssossss 1110
Suidance, education...ssssesssssss 0826
Health care ; 4
administration...cessesseessness 1202
Health educabion..sscsssssssssssss UB3T
Health praféssians, general@i.i... 1201

teghnclog;es, genéral.,_!,.!g... 5201
Heating technologiesS...cvieseasesss 5317
Hebrew..sesssssasassnsnsansasnssss L1111
Helping services.....ceveeansesa.. 2104
Higher education, general..,...... 0805
HiSLOlOBY.suswevnnsssonssssnsssses O413

“HiStOPY.eeusassnssssninnssssnnssss 2205
 History of education.............. 0821

_ Home decorationN.ceescssscssssssass 1302

Home economics, general.scesseesss 1301

Home economics technologies....... 5405
Home equipment.....cecesaeseceacss 1302

Home management.i..ceceseecscasess 1304
HorticultUre.scesseasssssissasssas 0108
Horticulture technologies...:i..s. 5479
Hospital administration........... 1202,
Hospital food service
technologieS.cisssenssescssssass HDUOY
Hotel management....ccesseceessesss 0508

Hotel management technologies..... 5010

Humanities and Fine Arts-

(Lnterdisclplinary)..-..if.;i... 4g8s

,,,,,

(1nterd;sciplinary)!!.__i.i..... 4903

"Husbandry, animal.....cesessassa., 0104

Husbandry, dairy...eeeseveeseessss 0105
Icntnyél—ggy.!!!!l!iiijiiiliiiiiiiii Dggg
india S_tudi23§iii;------i;é;ﬁ;uggi 0303

60

Indian (Asiatic)Iiiiiiiii!i!!ii!
Industrial arts educatioN..ssss.

Industrial engineering...:.:es::.
"Industrial management

- technOlogieS. s arssscncnannanss
Tndustrial relations.....csacese
Industrial safety..ccssnssssnnses
Industrial technologies.....e...
Information sclencesS....cessssss
Information sciences, general...
Information systeMS...esstessssss
Inhalation therapy technologies.
Inorganic chemisStry.ccesscacasss

Input preparation technologies..

.Institutional management........

Institutional management
technolcgiESi,ii!!!iiﬂiiililii!

‘Instructional materials....ces.s
Instrumentation technologies.... &

INSUrBNCE. s sessrsssssossnsnnssssns
Tnsurance...........___,,;g--iii
Interior decoration.essesessssss 1
Interior design...cieeeecnnsvnss
International business......eees

International public service....

“International relations.........
Investments...eevecenccecsnannns |

Islamic StudieS.,.cessesssssssse
Ttalian. ses. cscsssssssnsssansnnns
JAPANESe .. s ssrssssenrraranrass
JOWELPY s cveessenssnasssnnnnnnnss
Journalism. .veeseeasvsssnsnsnass
Junior college education........

Junior high school education....

‘Keypunch operator

£techNOloZieS. v evsvsnsnnnsnsens
Kindergarten education..........

K:Drea‘niii.i!i'!iji!iiiijliiiiilii;;,

Laboratory technologies,
genepal--.-!igﬂ!jiiiiiii-i-iii

Labor relationsi..ciececescennes

Landscape architecture......s:::

Landascape technologieS...sssssss
LatiNeesecaseanscacsesnesssssssss
Latin American studies.....sss:5
Law enforcement.: cosesvsosssessnns
Law enforcement technologies...:
LaWw, general...csssnsscesansssns
Learning theoly..ceveeesssssssasns
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Title S Code Title ; Code
Liberal arta and sciences . Mid-management...ecssececesseses 5085
(interdiseiplinary)...ceeseese.. 4901  Military science................ 1801
Library assistant technologies.... 5304 Mineral engineering...essse.s0.. 0918
Library science, general.......... 1671 Mining engineering.............. 0918
LimMNOLOZY e e servenesasecasssssssees 0499 Mining technologies............. 5385
LinguisticS.sevsvssussevsnasanesss 1505 Molecular biOlOgY.eavesesecoesss OULB
Literature, comparative........... 1533 Molecular physics......esc0es0.. 1903
Literature, English.....cce0e0rc0. 1502 Musiec (liberal arts program,
Lithography technologies.......... 5009 vocal, instrumental).......... 1005
. Machine drafting and design Music appreciatioN....ceecesss.. 1006
y £eChnOlogieS.ssusnssesnsssassnse 5303 Music, composition, band, chorus 1004
/ Machine repair technologies....... 5310 Music education......vseseessess 0832
/ Management, bUSiNeSS....cecesecoss 0506  Music history.......eceeeaeeeecs. 1006
Management, engineering........... 0913 . Music, performing...coeeeeeessss 1004
Marina management - Music) theorY.eeeesossssnsesssss 100U
technologiesS.csserassevsssrensns 5004  Musicology.ceeserocecsvssannnons 1006
" Marine biologY:essesenesacsassesss 0418  Natural resources =
Marine engineering....cccaessss0x0 0923 Management: s sssssssasanesesss 0L15
Marine technologies......evsvecass 5406 Natural science technologies,
Marketingesseesosnscnnnasssscessss 0509 Zeneral..ccessscesrsesssnssese 5UOL
Marketing technologi€S.....ssss+s. 5004  Naval archit cture.....o..sesee. 0923
Materials engineering....s.ses+... 0915 Naval sclence......covevincesnss 1802
Mathematics, applicsd....c.eeeerrses 1703 NEUrOSCLelCeS,. ssssnrssssannrasss OU25
Mathematics, education........s... 0833 Newspaper communication
Mathematics, general.....cssss2:+5 1701 tect lOgieS...cisissssssvasos 5008
Mathematics, Statistles,.veseewess 1702  NOPWEE. Alccsssassssasssnsosassss 111y
Mectianical engineering............ 0910 Nuclear engineering............. 0920
Mechanical technologieS.ssssssas.. 5315 Nuclear phySiCS.ecseccssssssnesas L9047
Mechanical technologies, general.. 5301 . Nuclear technologi€s......cseeee 5316
Medical assistant technologies.... 5214  Nursery science.....eesessssssss 0109
‘Medical laboratory assistant Nursing (paccalaureate and o
technologies....veeevssasnnsssss 5205 higher Drograms)....scseessase 1203
‘Medical laboratory technologies... 1223 Nursing, practical (L.P.N. or
Medical office asaistant : LeVeNu)eosevassaannsesansassss 5209
technologieS, cevoesbsenasasassas 5214  Nursing, R.N. preparation....... 5208
Medical record librarianship...... 1215 Nutrition, scientific........... 0424
Medical record technologies....... 5213 Occupational therapy.ecce.sssesss 1203
Medical specialti€S,..eeeeesesssss 1207 Occupational therapy :
Medicine, M.D. degreé.......esssss 1206 technologies..avsesescassssess 5210
. Mental health aide programs....... 5216 Ocean engineering..........eesu 0924
Metallurgical engineering......... 0914 Oceanographic technologies...... 5u06
Metallurgysssscssnssasasacasssssss L1920 0ceanography.sesssesrssssseoanss 1919
- Metalsmithing..scecscessssssssssses 1009 Ocular care, technologies....... 5212
MetalWworkKing.c-scesassssssesssssass 5383 Office machine repair
Meteorclogical and atmospheric technologiesS e essesassssnsnss 95310
£echnologieS,ssesssssssssssesess 5485 Office machine training.s....... 5005
MELEOrOLOZY +ssvessessssssnssasasss 1913  Operations researeh............., 0507
Mexican~-American cultural studies. 2213 Ophthalmic technologies......... 5212
MicrobiolOZYessssesasesonassasesss OHLL

Middle Eastern studies...:.css:... 0309

61
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, 1;ﬁle
Optical technologies...:vensces s
Optometric technologies...........
OptometlyY.esescasnnsssscascsssssonne
Organic chémistry.....cvesevvsssns
Ornamental horticulbure..vesesesse
OrnithOlogY . .scesssnssossasasssessns
Qsteopathic medicine, D.0O. degree,.
Pacific area studies.....vessss04.
Painting.eseeecaveccannsaannosa nns
Paleontologycvssrssvssssssssansanns
Parasitology.ccessssncnnsanssnsans
Park management...csesssassvssnsss
Pathology, animal..:vesvescasesanss
Pathology, humMan...sssses6ssssssss

PaEHOLQgYI; pl'ant‘iiiii,iiiiiilygpglg
Personal service

Eersonnel managément
técnnglogiesi’iiii‘liﬂiiiii!!’iiiii

Petroleum engineering..ccceeavveses’

Petroleum refining..sesssssasvsssa
Pharmaceutical chemistry..iceesses
Pharmacology, animal...ceeeeecscas
Pharmacology, humMan:ssssssseccssss
Pharmacology, pPlantesessssissnnsss
PRAPMACY e s sesvnssnsrssncssssasssns
PhilologYssssssassssnsesssnssnssrs
PNiloSOpPNYeessssssnsasasnssssnsansns
Philosophy of ‘education...seessoss
Phonétiea..._..........i..........

Photograpny!..g_...,!,,!!_-.....i.
Photography technologies.....eeves
Physical chemistry...s:sus2s00000s
Physical educatiof.cecsscessssssss
Physical sciences, general.....s..
Physical therapy.sessssesassososss
Physical therapy technology:ss:s:..
Physics, general...cscsessssssscss
Physiological psychology.e.siesses
Physiology, animal..cesssessvanans
Physiology, human....:-

Physiology, plant....

Plant pathology.eeseseses
Plant pharmacology.ssesssvsssssses
Plant physiology.esresressacennves

Section II, Page 25

Title

Code
g2lz2 Physical therapy technology::...
5212 Plastics technolgieS..ievsissccess
1209 Plumbing technologies......s:.:::
1907 POdiatlY.sesesoasasassnnssannnns
0109 Police technologies...veseessnss
0499 Politieal science..:sssscecossns
1210 Pollution technologies.....ess..
0314 Poultry sScience....cesceceessssss
1002 Pre-elementary education........
1918 Era—déntal -;i-i-i-iigggg-gggiii
ou9g9 Pre-law....s S .e
2103 Pre-medicin@..c.cceeccoassnrasssvs
0408 Pre-veterinary medicine......:..
0408 Printing technologies...ceceeees
0404  Programmer technologieS.........
Programming, COMPULEPr.:.ssssesss
5006  Prostheties and orthoties.......
0835 Psychiatric technologies........
Psychology, clinical..conensasne
5004 Psychology for counseling.......
0907 Psychology, developmental.......
0906 Psychology, education.ssseessess
1910 Psychology, general...cseeescses
0409 Psychology, industrial..eeceaees
0409  Paychology, physiological...ssss
0405 Psychology, social..seceesnsasss
1211 PSychometriCS.ceesesassosassnnas
1505 Public address.....scssesconasns
1509 Public administration...........
0821 Public administration and
1505 management technologies.......
5309 Public healthisivesesecrscerccns
1011 Public health inspection
5007 technologieS.sscacsasssssssnns
1908 Publiec service technologies,
0835 =~ generaliiceccsssssssascnsssons
1901 Public utilities..ecassessnssnss
1212 Public utility technolgies......
5219 Purchasing.scsasssssssssssasesnss
1902 Purchasing technologies....suees
2010 RadiOsissssssonsesasssvsssssssnns
ou10 Radioblology issesenssncasssnssns
0410 Radio broadecasting ‘ :
0406  technOlogieS.-veeerscsssanans
"~ Qu4okh Radiologic technologieS.........
o405 Radiologic technologieS...ssss'ss
olo6 Radio repair technologies.......

62

Code

5219
5305
5317
1216
5505
2207
5408
0106
0823
1284
1485
1285
1283
5009
5103
0704
5285
5216
2003
2004
2009
0822
2001-
2008
201¢
2005
2006
1506
2102-

5508
1214

5408

5501
0510
5011
0509
500U
0603
ou23

5008
1225
5207
5310
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Title . Code Title Code
Range Management...eeoeessssssonsss 0117 Soil science...cicasssanasssenss 0103
Reading, accelerated....:escsss.... 1585  South Asian studies............. 0303
Reading, education........:csss0.. 0830 Southeast Asian studies......... 0304
Real estat@...ussseesnsenassssnsss 0511 Spanish........ccevieeiniiaseess 1105
Real estate technologieS.......... 5083 Special education, general...... 0808
Recreation management....eceeeeees 2103 Special learning disabilities... 0818
Retreation technologieS...evesesss 5506  SPEECN.teeeeeevsassensasssssnass 1506
Regional planning.....eccevscssss. 0206 Speech correction.....ccseecsssass 0815
Rehabilitation services........... 1222 Speech pathology..:.sssrssssesa. 1220
Religion related ocaupatlcnsii@iii 5502 Statistics, mathematical and

Religious education..sssssssssessa 2304 theoretical.sseevsssscsessasss LT02
Religious mUSiC.e.esvessssvasesesas 2302 Statistics in psychology........ 2007
Religious studi€sS....vseesesssssss 1510 Stewardess preparatioN.s.e.s.... 5006
Remedial educatiofe....eessessaes. 0817  Student personnel.......es.cs0.. 0826
Restaurant management...eeeeeeeees 0508  SUPErViSiON..iiessnssssesnccssss 5382

Restaurant management technology.. 5010 Surgical technologies.......s.s» 5211
Rest home management technology... 5218  Surveying technologies.......... 5309

- RRetoriC.iessessssssssarsassrsnssss 1506 Swedishiviesssesssnssssssascessss 1115
RUSSi8Nu1sssmssasssssnsssnvsasesss L1006  Systems analysis.....ssvaeessses 0705
Russian studieS.o..sesessssssssess 0307 Systems, information.............0702

Safety .and emergency preparedness. 5284  Teacher aide preparation........ 5503
Saftey educationN.seceessassesesss. 0836 Teaching of English as a foreign '

' Sales techNologZieS....ceeeescesses 5004 lANEUBEE..cassssnvsnvsasapssss 1508
Sanitary engineering....sssssess.. 0922 Technical education....eeeeess.s 0839
Sanitation technologieS..seeeees.s 5408  TelevisioN.eesvessvssssseassnsss 0603
SANSKriL.uaeeonnensasessssnsssssss 1199 Television breadcasting
Scandinavian language........ss.ss 1114 . technologieS....eeeeeeseseesss 5008
Science education..veessessessssss 0834 Television repair
SCULPLULE. s eevesessasossascnssssss 1002 technologieSesvececcesesessass 5310
Secondary education, general...... 0803 Textile design.,.....ceeveeussana 1009
Secretarial studies...ssssv.0ss22x 051U Textile engineering..ssesssssees 0917
Secretarial technologieS.......... 5005 Textiles, home economicS.....s.. 1303
SecUPriti€S.uversvesssnsassssssssss 0505 Textile technologieS...eseecssss 5313
SEiSMOLOEY s eovsessassnsssssasessss 1916  Theological professions, general 2301
SEMANELCS.vesesseeseenasansesessss 1505 Tool and die makKing......sssse0s 5383
Sheet metal technologies..,........ 5317 Tool design technologies........ 5303
Slavic languages (othzar than ? TOX1COLOBY esvesesannsnasnsssssss OU26

RUSS18N) aveecocsensnessssssnasse 1115  Transportation...seeeesscssassss 0510
S1avic StUdi€S.sesesessssrseesasss 0307 Transportation engineering...... 0908
Social foundations of . Transportation technologies..... 5011

edUCAL1ON v s eesessnesnesssenssss 0821  Urban architecture.........sss.. 0205
Social sciences, general.......... 2201 Urban studies......cccvcavsasnsss 2214
Social pSYchOlogY.ccesssssssssssns 2005 Vegetable production.....c.u.... 0108
50012l WOrKisseeasneassssssssssanss 2104 Veterinary medicine, D.V.M. '
Social work related technologies.. 5506 deEreB.essessssvscsssansnasssss 1218
SO0CL1010ZY e sunvssssossassansasenses 2208 Veterinary medicine specialties. 1219
Soil~conservatioNscsssesancesessss 0103 VietnameSe..aeassrsaassssssnssss 1199
30il management......ese0c0000ss.. 0103 Vocational education..ssssescess 0839
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Title , Code

Vocational skills in business
occupationS..csvsssssssassssassas 5001
Vocational skills in marketing
and distributive occupations.... 5004
Vocational skills in occupational
home econoMicS. . cscassassssssasa 5072
Vocational skills in health
occupations...veeessernossseves. 5201
Vocational skills in technical
occupations.isesssvressnnsnasses 5301
Vocational skills in trade and
industrial occupations.....s.... 5317
Vocational skills in agricultural
occupationsS..scescsenncanesnsesnss SHOL
Vocational skills in general
occupational areas..:.sssssss:2s 559U
Weaving..cesesssssssssssnssnsennesss 1009
Welding technologie@S.....esessssss 5308
West European studies....:sss.0:.. 0312
Wildlife management.....oceeeee... 0107
Wildlife technologieS...:ssssss2.. HHO3
Writing, creative..iscecevesssesss 1507
X-ray technologies....cosseas222.. 5207
ZoologY, Eeneral..iissesessrsrssss QHOT
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210
215
220
225
230
235
250
255

310
315
350
355

410
420
430
440
455

510
515
520
523
525
530
535
540
545
550
555
560
570
575
580
585
590

610
615
620
625
630
635

ROOM USE

Saction II, Pags 28

INVENTORY DATA

MLH

100 Classroon Fa
Classroom

aciliti=ss

5 Classroom 3Servies

200 Laboratory Facilities
Class Laboratory

Class Laboratory 3ervice
Spﬁcial Class Labofatary

InﬂlVldUdl SCud; Laboraﬁory
Individual Study Laboratory Service
Non-Class Laboratory

Non-Class Laboratory Service

300 Office Facilitie

Office -

Office Service

Conference Room (Dfilce Relatad)
Conference Room Service (OfFfice Relatad)

400 Study Facilities
Reading/Study Room
Stack

Open Stack Raad;ng Room
Processing Room

Study Service

500 Speclal Use
Armob?74ﬁ47'7
Armory Service
Athletic/Physical Eduecation

Athletic Facilities Spectator Seating
Athletic/Physical Education Service
Audio/Visual, Radio, TV
Audio/Visual, Radio, TV Service
Clinic (NonsHealth Profezsions)

Facilities

Démansﬁrat;on
Demonstration Service
Field Building

Animal Quarters

Animal Quarters Service
Greenhouse

Greenhouse Sarvice
Other

600 General Use Facilities

Assembly
Assembly SEPVléﬁ e

Exh;bltlpn

Food Facilities
Food Facilities Service

65

710
715
720
725
730
735
740

745 Vel

750
760

810
820
830
840
850
860
870
880
895

910
919
920
935
950
955
970

050
060
079

WWW
XXX
YYY
227

» Meeting Room Service
) Lockar Room

Lounge
Lounges 3ervice

) Merchandising Faziliciss

Merchandising Facilicies
Recreation

Recreation Sarvice
Meeting Room

Data PPQGDSSLng/Camputer

Data Processing/Computer Service

Shop

Shop Service

Storage .

Storage 3ervice

Vehicle Storage facility

zhicle Storage Facility Service
Food 3tores

Laundry

Central
Central

800 Health Care facilities

Patient Bedroom
Patient Bath

Nupse Station
Surgery

Treatment

Service Laboratory
Supplies

Public Waiting
Health Care Service

900 Residential Facilities

Sleep/Study Without Toilet/Bath
Toilet/Bath

Sleep/Study With Toilet/Bath
Slaep/Study Service

Apartment : =
Apartment Service

House

000 Unclasslfléd Facilities

Inactive Area
Alteration or Conversion Area
Unfinished Area

Nonassignable Area

Cireculation Area
Custodial Area
He;haniéal Aréa

Service
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FACULTY AND STAFF CLASSIFICATION STRUCTURE

PREGRAM FUNCTION MANPOWER ASSIGNMENT

OCCUPATIONAL.  OCCUPATIONAL

FROGRAM GUBFROGAAM PROGRAM CATEGORY CATEGORY Suac.mc-cn-f Ass!ﬁuusrﬁ FE
- = = o B I T um N O N =
1 1 1 ] 1 i 1
i ] 1 1 i 1 1
i 1 (] 1 ] i i
i 1 1 i 1 ] ]
i 1] 1 ) i i [}
1 i ] i i i ]
i 1 ] 1 ] i 1
— ] —— — ] | —_ 1] —_— ;',i,, — — — i 1 - —
| F 3 4 3 & 7 8 ) 1o 1
MANPOWER ASSIGNMENT COOE SURVEY TITLE CODE
PROGRAM

- PROGRAM CATEGORY
(Discipline)

OCCUPATIONAL
i e [ CATEGORY
CODING STRUCTURE (XX (XXXX) (XX (XXX
, L

L~ GCCUPATIONAL SUBCATEGORY
. PROGRAM SUBCATEGORY
— SUBPROGRAM

— Instruction Program

l— Business & Management (Discipline)

- - Instructional
Instructional Assignment — Assignment
Pfgfgé%jirn?sftggisnigesg (L1) (DSEj) (2.3)- (100
o Lr‘ 7 Ljﬁlam; FTE
) : — Instructional Assignment Subcategory
L i~ Business Administration
General Academic Iristruction Subprogram




OCCUPATIONAL ACTIVITY CATEGORIES

1.0. - 2.0 3.0 4.0 5.0 6.0 7.0
Executive “Instructional Professional Technical Office Crafts & Service
Administrative (Research, : _ Trades
. Managerial Business,

Health, et. al.)

OCCUPATIONAL ACTIVITY SUBCATEGORIES

.1 Administrative I

1 3.1 Professional I 5.1 Office I 7.1 Service 1
1.2 Administrative II 3.2 Professional I1I 5.2 Office 11 7.2 Service II
1.3 Administrative III 3.3 Professional III 5.3 Office III 7.3 Services III
1.4 Administrative IV

4.1 Technical I 6.1 Crafts I
2.1 Instructional I 4.2 Technical II 6.2 Crafts II
2.2 Instructional IT 4.3 Technical 111 6.3 Crafts III
2.3 Instructional III ’ -
, ! v . -

3

o7
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(1.0)

(2.0)

‘Administrative Staff e

~This occupational activity 'category includes assignmente that require

primary responsibility =~ for management of the institution, or a
customarily recognized department or subdivision thareof. Assignments
may require the performance of work directly related to management
policies or general business operations of the institution or tne
performance of functions in the ~dministration of a department or
subdivision thereof directly 'related to academic instruction. It is
assumed that assignements in this category customarily and regularly
require the incumbent to exercise disecretion and independent judgment,
and to direct the work of others. Includes those positions under Object
Code 511 in tne ICCB Uniform Accounting Procedures Manual.

Subcategories of the Administrative-Managerial Category

(1.1) Assignment requires administrative support above the clerical
level to a manager at a higher level, engages directly in
specific administrative activities within a unit or subdivision,
or 'has {iratline supervisory —responsibilities. Generally
assistant director level position in community colleges.

(1.2) Assignment requires the administration of an operational unit or
program, or snares ;esponsibility for “a major unit with an
administrator at a  higher 1lavel. Generally director levial
position at most community colleges.

(1.3) Assignment requires the administration of a group of programs or

a major operational unit, normally reporting to an officer
holding a top executive appointment. Generally dean or
vice-resident level positions in the community colileges.

(1.4 Assignment requires reporting either to the top executive
officer or to the governing board for the operation of a system,
or institution or for a primary phase of the inatitutiocnal
operation. Generally presidents or executive vice-presidents in
community colleges. ‘

Instructional-Teaching Staff

This category consists of assignments made for the purpose of
instruction and ‘involves direct teaching contact with students.

Subcategories of the Instructional Category

(2.1) Part-time personnel involved in direect instructional contact
with students. Includes positions under Object Code 514 of the
ICCB Uniform Accounting Procedures Manual.

(2.2)  Full-time personnel involved in. direct instructional -contact
“with students, Includes positions under Object Code 573 of the
ICCB Uniform Accounting Procedures Manual. '

Professional {Not Qlagg;i;egﬁag,Eqﬁ;g;g;pagive or Instructional)

This category includes assignments reéuiring knowledge of an advanced
type in a field of science or learning, or original and creative work in

‘an artistic field. Includes such positions as 1ih§arians, counselors,

curriculum specialists, systems analysts and other positions under

_Object C~de 512 of ‘the ICCB Uniform Accounting Procedures Manual.

68
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Subcatggérieg of the f?qfessioné;rgategoéy

' (}uga)

(5.0)

(3.1) Assignment requires a bachelor's degree or equivalent
(3.2} Assignment requires a master's degree or equivalent

This category includes assignments requiring specialized knowledge or
skills which may be acquired through associate degree or certificate
programs below the bachelor's degree. Includes computer programmers,
computer operators, audio-visual techniciains,-and para-professionals.

Subcataégrles of the _Technical Category

(Hil)j Entry assignments (institutionally defined).
(4.2) . Intermediate assignments (institutionally defined).
(4.3) Advanced assignments (institutionally defined).

Office

.‘This category includes assignments typically associated with clerical

activity. Same as Object' Code 516 of the ICCB Uniform Accounting

* Procedures Manualﬁ' Includes secretaries, clerks, bookkeepers, telephone

(6.0)

' (7.0)

v 69

operatars, and general afficé personnel.

'_Sugcatégcrlea of the Of ice Categary .

(5.1) Entry aasignménts.(institutianally defined).

(5.2) Intermediate assignments (institutionally defined).
(5.3) Advanced assignments (institutionally defined).

Crafts and Trades

This category includes assigﬁments‘ to activities typically requiring
knowledge or skill gained in recagnlzed crafts or trades.

e

Subcatggcries of the Crafts and Trades Category

(6.1) Entry assignments (institutionally deflnéd)
(6.2) Intermediate assignuents (institutionally 'defined).
(6.3) Advanced assignments (institutionally defined.)

Service

Tais category includes assignment to activities requiring limited degree
of previously acquired skills and knowledge.

Subcategorie: of Service Category

i .
(7.1) - Entry assignments (institutionally defined).

(7.2) Intermediate 'assignments (institutionally defined):
(7.3) Advanced assignments (institutionally defined.)
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STUDENT ENROLLMENT DEFINITIONS

CEHSUS DATE:

The: last date on which . registration or withdrawals are allowed - witaout
penalty. For regular terms, this is normally the tenth day of the term.

ETHNIC{RAGIA! CLASSIFICATIONS:

Amzrican Iﬂésiﬂ or Alaskan Natlve - A person having.origins in any of the

original peoples of North America.

Asian or Pacific Islander - A pz2rson having prigins -in any of the original |

"' peoples of the Far East, Southeast Asia, or the Pacific Islands. This
area includes, for example, China, Japan, Korea, The Philippine Islands,
and Samoa. - {' .

Black, Non-idispaniec - A person having origins in any of the black racial
groups (except those of hispanic origin).

Hispanic - A person of " Mexican, Puerto Rican, Cuban, Central or South
Amariéun, or other Spanish cultire or origin, regardless of race.

Non-Resideny Alien - A person wng is not a cltlzen of the United States
and who is in this country on a temporary basis and does not - have the
‘right to remain indefinifely. ' Resident aliens and non-citizens who have
been lawfully aamitted for permanent residence are to- ‘be .reported in the
appropriate racial’/ethnic categar;és ‘along with the United States citizens.

White, Non-Hispanic - 4 person having ' origins in any of the original

-peoples of Surope, North America, the Widdle East, or the Indian
Sub;antinent (ergépt those of hispanic or;gln) .

EXTENSION STUDENT:

Students who have the majority of their instructional credit courses (ecredit
hours) taught in other than on-campus facilities, which are outside the

-community college districet.

FIRST-TIME FRESHMAN:

B - . 2
Entering freshmen whé‘ havs not previously attended any college. snelude
students enrclled in the Fall Term who attended .ollege for the first time the
previous summer. Also include students who entered with advanced standing
(college credits. earned before graduation from high sechcol) at the freshman
level.

FOREIGN STUDENT:

Students who were legally domieciled in a country other than the United Stateé
of America at the time of first admission to the ;nstltutlan.

7
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HDME—SIUDY STUDENT :

(eredit heure) teeght by the ealleee bg meil,_redla, televieien; or newepeper,

L4

IN-DISTRICT STUDENT:

Students whose residente is within the eemmunity college district and who are
attending the community:college in that district.

OFF~CAMPUS STUDENT:

houre) taught in ether then oh—eempue fecilitiee whleh ere wiEhin the
eemmunity college district. : .

ON~CAMPUS STUDENT : : ' ) ?

Students who have the majority of their degree/diplome/certﬂficete courses
(credit hours) scheduled in on—campus  facilities or who heve registered fer a
majority of their course load (credit-hours) through on-campus ‘registration
procedures. Students registered for equal numbers of credit hours at on=end -off
eempue facilities should be counted as on-campus students. - :

DUTQOFeDISTRIC STUDENT &
Students atterding a ,’ecmmunity eellege whose residence 1s not within the

boundaries of the community college district but is within the State of
Illinois.

OUT-0F-STATE STUDENT:

Students who were legally démieiled outside Tllinois but within the United
 States of America and its possessions.at the time of first admission to. the

institution. - _ , ’

TRANSFER STUDENT:

Students entering the institution for the first time.this term with academic

credit earned at another institution which is applicable for credit at the

institution of current enrollment. Include etudqnte enrolled in the Fall Term’
who attended the institution for the first time the prior summer.
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STUDENT INTENT:

The primary objecﬁive of the student for attending the community coilégé’
during this term. This intent <can change from term to term. The
classifications are as follows: '

l--Prepare for a future job.
2==Improve skills needed in present job.

- 3--Explore courses to decide on a career.
U~-Course work for transfer to another college. -
5==To remedy or review basic educational or

vocational skllls. -
~--Personal interest or selfadevelapmént
7—-cher @ :

STUDENT LEVEL

A class f atiod of a student enrolled in the community =ollege based on the
followin ﬂéf;n;tlo ns:

Eréénman - A student who has completed fewer than thirty semester hours

(45 quarter hours) of college credits and is not also enrolled in high
sehool. ' ’ .

v,Sqmpgmore - A student who °has completed at least thirty semester hours (45
quarter hours) but less than sixty semester hours (90 quarter hours) or a
student w1thout a previous degree who has more than s;xty semester hoursf

and is continuing to pursue an associate degree.

'Ugclassified - Students enrolled in credit coﬁrses who: -

1. Do not fulfill minimum requirements for entrance as regular
students. It includes transfer and other - students ' whose
transcripts® .have not been completely revieyed and who,
therefore, cannot be classified by class level, '

2. Students Wwho already have a Bachelor's .Degree -or Assoclate

' Degree but who are taking courses at the same level or lower.

h)

High School Student - A student enrolled in eommunlty college credi

courses who 15 - atill atténdlng high sehool.

Studenﬁ Major = The official 1CCB approved curriculum in which the student

is anrolléd Qn the E-Card report the nine .digit I.D. of that curriculum

Undeclared Major - The curriculum identifier . for students who have
enrolled in instructional courses who are not pursuing an Associate Dejree
or Certificate or have not decided which instructional program to pursue.
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STUL EN, TIME OF ATTENDANCE

The time of attendance that accounts for the majority of the student's course
enrollment (if one-half or more is day, use day). :

Day - 7:00 a.m. to i=59 p.m., Monday - Friday

vaen;qg - %?59 p.m. to 6:59 a.m., Mondaﬁla Fridajx

'HE%E§;§'! Saturday or-SQnday
(The-classifieatién applies to a student as reported on the E-Cards.
.Day FTE as calculated for 'space eligibility is based on course

=énrollments=and is reported nn forms--see Course, Day definition.)

STUDENT, TYPE OF ATTENDANCE

= ’

Full Time - Students taking 12 or more seméstér or quarter nouré during
the semester or quarter. '

Part-Time - Students taking less than 12 semester or quarter hours during
the s semester or. quarter.

STUDENT ENROLLMENT FTE BY COURSE:

‘A calculation of FTE enrollment based on distribution of credit hours by type
of ‘course and dividing by 15. This procedure is used for reporting FTE by- the
~elght instruetignal areas and- on-campus-.day FTE used for space eligibility.

Course, Day = 0l. A degree or - cértlficate appraved course . scheduled to
begin bétween the hours or 7:00 a.m. and 4:59 p.m., Monday through Frlday,
excludes non-crecit instructional activities in public service.

+IL.IﬁCE MIS.79+ (UOCOUR 0900)

Course, Evening .- 0l. A degree or certificate approved course scheduled
' to begin between the hours of 5 p.m. and 6: 59 a.m. Monday through Friday.
+IL.ICCB.MIS. 79+ (00COUR 0900) '
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COUNTY CODES

069

74

001 Adams Hardin. . 137 Morgan
003 Alexander 071 Henderson 139 Moultrie
005 Bond 073 Henry 141 Ogle
"007 Boone 075 Iroquois Paoria
009 Brown 077 Jackson Perry
011 Bureau . 079 * Jasper . Piatt
013 Calhoun ~ 081 Jefferson Pike
015 Carroll - 083 Jersey Pope
017 Cass i 085 Jo Daviess Pulaski
019 - Champaign 087 Johnson Putnam
021 _Christian 089 Kane Randolph-
023 Clark 091 Kankakee Richland-
025 Clay 093 Kendall Rock Island
027. Clinton 095 Knox 3t, Clair
029 Coles 097 Lake Saline
031 Cook 099 LaSalle Sangamon
033 " Crawford 101 ' Lawrence Schuyler
035 Cumberland 103 Lee Scott
037 DeKalb 105 Livingaton Shelby
039 DeWitt 107 Logan Stark
041 Douglas 109 MeDonough Stephenson
043 DuPage 111 MecHenry: Tazweil
.045 Edgar 113 MeClean Union
047 Edwards 115 Macon .Vermilion
. 049  Effinghanm 117 Macoupin Wabesh
051 . Fayette 119 Madison Warren
053 Ford 121 Marion Washington.
- 055 Franklin 123 Marshall Wayne
057 Fulton 125 Mason White
059 Gallatin 127 Massac Whiteside
061 Greene 129 Menard Will
063 Grundy 131 Mercer Williamson
065 Hamilton 133 Monroe Winnebago
067 Hancock 135 Montgomery Woodfora
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STATE CODES |

00 Not Reported - _ S 29 Missouri
01 Alabama - S o 30 Montana
02 Alaska o .5 - 31 Nebraska
04 Arizona , ' o 32 Nevada
05 “"Arkansas X 33 New Hampshire
06 California : 34 New. Jersey
..~ 08 Colorado ‘ ’ ! | .35 New Mexico [ -~
09 Connecticut - 36 New York ;
10 Delaware - . ' .37 North Carolina’
11 District of Columbia o 38 North Dakota
12 Florida ‘ , s - 39 -Ohio
13 Georgia ’ : 40 Oklztoma
15 dawaii® ’ ' 41 Oregon
16 Idaho o - : 2 Pennsylvania
17 Illirois o : | 44 Rhode Island
18 1Indiana ' | h%  South Carolina
19 Towa _ : ! - 45 South Dakota
20 Kansas o ° ; ki  Tennessee
21 Kentucky , - . 48 Texas
22 . Louisiana _ : i b2 Utan
23 Maine = . ; _ 50 Vermont
2% -‘Maryland = A : T 51. Virginia
#3 Maszachusettis \ 53 Washington
26 Michigan ' . 54 Wes* Virginia
27 Minnesota : ’ , . 55 Wisconsin
28 Mississippi ‘ \ 56 Wyoming
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Fice Codes

EERET I TN -/
: kR -/

’ : - ‘ - . r/ .
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i

FICE ES FOR TLLINOIS IVSTTTUTIDNS OF

HIGHER EDUCATIQN

Institution Name

001694
001674
009145
001693
001780
001692
- 001737
009333
001758
001759
001776
003960
001775

001641
029037
001671
001691
001696
0017907
001710
001724
001739
Ou:7h9
. 009800-
001774.
001633
- 001634
001635
001639
001664
001665
001666

Public Universities

Chicago State University
Eastern Illineois University
Governors 'State University

" Northeastern Illinois UanEPSltY

Western Illinois- University

‘Illinois State University

Northern Illinois University
Sangamon State University
SIU Carbondale

SIU Edwardsville

U of I - Chicago Circle

U of I -.Medical Center
Uof I~ Urbana

Private Universi t;es

Bfadléy Univeprsity

Daniel Hale Williams Unlver31ty

DePaul University

Illinois Inst. of" Teehnal@gy
Illinois Wesleyan University
Lewls University

Loyola University

Millikin University

‘Northwestern University

Roosevelt University
Rush Univefs'ty ,
University of Chicago
Augustana College

~‘Aurora College
" Bardt College

Blackburn College

- College of St. Franc 15

Columbia College

“‘Concordia Ieachérs Callegé

Fice Codes

Institution Name

001670
001676
001678
001683
001684
001767
001688
001700
001703
00l17cH
001706
001717
001722
010919
001725
001731
001733
001743
001734
001735
001741

001765 .
001744 -

001745
001748
001750
001756
001663

001768

001771
001768
001781

DeLourdes College.
Elmhurst College

Eureka College

George Williams College

‘Greenville College

Illinois Benedictine College
Illinois College

Judson College

Kendall College’

Knox College

Lake Forest College

MacMurray College

MoKendree College

Midwest College of Engineering
Monmouth College
Mundelein College
National Coll. Edue,
National Coll. Educ.
North Central College

North Park C 1ll. & Theol. 5%minary.
Glivet Nazareﬂé Gallegé

=

= Hain'éaipgg‘
= Urban Campus

Pr;ncipia College
Quincy College ' -

‘Rockford College

Rosary- College

Shimer College

Spertus College of Judaica
St. Xavier College

Trinity Christian C l;ege
Trinity College

Wheaton College



Institution Name

" Fice Codes

Y.

001701
006656
008318
. 001638
007538
. 001773
007118
001752 ~
001669
001647 -
001654
001652
001650
’ 009767
029051
. 001649
.001648
001655
029050
001675
1001769
001747
003961
001705
006753
001640
006931
007644
007265
001681
007690
007119
001636

.Public Community Colleges

Kaskaskia Collége

' College of DuPage

Black Hawk College

Black Hawk College-Quad Citiés
Black Hawk College-East

Triton College

- Parkland College -

Sauk Valley College
Danville Area Comm. College
City Colleges of Chicago
Kennedy-King College
Loop College

Malecolm X College.
Olive-Harvey College
Urban Skills Institute
Richard J. Daley College
Truman College

Wilbur Wright College
City=Wide°Collzge

. Elgin College

Thornton Community College
Rock Valley College
William Rainey Harper College
Illinois Valley Comm. College
Illinois Central College
Prairie State College
Waubonsee Community College .
Lake Land College
Carl Sandburg College
Highland Community College

24

.Kankakee Community College

Rend Lake College
Belleville Area College

)

~J
3

Fice Codes

Section II, Page 39

institdﬁion Name

007684
007692
001699
007170

001728

007691
009135
009786
001742
001779
029085 .
008076
007693
007694
001757
001643
009896

010020

1009332

00l64u

001680
- 001709

001716
001718
001746 -
001761

Kishwaukee College

Moraine Valley Comm. College-
Joliet Junior College ’
Lincoln Land Comm. College
Morton College :
McHenry County College-
Illinois Eastern Comm. Colleges.
Lincoln Trail College .

Olney Central College

Wabash Valley College

Frontier Community College

John A. Logan College

Shawnee College

College of Lake County
Southeastern Illinois College
Spoon River College

Qakton Community College

Lewis & Clark Community College
Richland Community College

John Wood Community College
State-Comm. College of E. St. Louis

- Private Junior Colleges

Central YMCA Community College -
Felician College T
Lincoln College

MacCormac College

Mallinckrodt College

Robert Morris College

Springfield College in Illinois
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. PROCEDURES FOR THE CLASSTFIGATIDN OF STUDENTS
BY CURRICULUM (PRDGRAM) MAJQR

During recent years, the community colleges have been attempting to code
students into an approved curriculum (program) even if many of these students
had no intent of completing any particular curriculum. At the request of a
number of colleges, a non-declared curriculum was added to the ICCB curriculum
irdventory for each' college to be used for those students who are undecided

about their area of study. This category for classification of students was.

conivenient, but it told very little about the many students who enroll at- a
community ccllege primarily to ﬁake individual caurses rather than tD “Ompl%te
any program. .

In order to provide a classification system for community college students
which .is more consistent from -college to college, identifies "course
enrollees" by their area of study, and is convenient to use, the ICCB MIS
procedures for classification of students by curriculum are as follows:

The "non-declared curriculum" as a reporting category 1s being phased out
during FY 1981 and will be discontinued in FY 1982. (This one year phase-out
period will give colleges time to develop new procedures for coding
"non—declared" students into other categories,)

Students With vDeclarsd Curriculum (Program) _Major--A" student should be
considered a program enrollee only if: ‘ ToE

.«—The stiident is formally admitted into a program (usually vocational/

. career) which has established entrance/admission criteria. (Example:
if a nursing program requires special admission criteria, students that
have not been formally admitted should not be coded as nursing majors).
The student states a program major or intent in a program that does not

require formal admission.
The student takes a sequence of courses which enables the 1nstitution tg

determine the program of enrcllment or intent of the student.

Studénts Without a Declared Curriculum (Prggram) Ma jor-=Many students attend
éammunlty cglléges to take selected courses to meet -their own objectives
without any intent of completing a specific curriculum. (Classifying these
students into a curriculum” whieh they have not declared inflates enrollment
data in that program ,and greatly reduces ecmpletlon rates within that
program, Program enrollees are generally reported differently to the DAVTE
and are include¢ in. follow-up studies. Course enrollees can be reported as
enrollments in oacupatlanal areas (two-digit prggram area enrollment) but are.
not included in the ~alculation of completion rates or employment rates, hence
 increasing each of these key measures. Also, community colleges are not

expected to follow-up 'on all of the many "course enrollees" enrolled in
occupational areas for only a course or two.

75
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The old General Studies Certificates, which were issued to each collage in
1972, are now expanded and are used for students who enroll at the college for
various reasons, but who do not intend to complete a specific colleze
curriculum. The eXpansion of the old General Studiss Ce- .icates is as
follows: - '

| ABE/GED PROGRAMS:

¥Adult Basic Education---(ABE 1700)---This oprogram 1is to be used for
classifying students enrollad in basic education courses and English as a

second language at the el=zmentary school level {(the level of most courses is
Zenerally below grade 9).

*Adult Secondary Education---(ASE 1800)---This program is to be used for
classifying students enrolled in courses designed for preparation of the
General Education Development Exam, students enrolled in high school
equivalency basic education courses, and students enrolled in ‘high school
level English as a second laﬁguage courses (the level of most courses is

generally grades 9-12), —

REMED /DEVELOPM;VTAL PRDuRAMS

Remedlal/DeveLopmental Educat;on-—a(RDE 1400)~---This program is designed for
-classifying students enrolled primarily in courses whiech are designed to
remediate deficiencies that the students may have although the students may
have graduated from high school. -Examples of these coursass are remedial

mathematics, remedial English, and remedial reading, which are needed by some ..

high school graduates to complete the desired college program.

\
The following voéétional skills programs in the occupational/vocational area
are designed for students ‘'who are enroclled in occupational/vocational courses
but * who Thave not \ been admitted or have not declared a specific
occupational/career program; Students who wish to take only a few courses for
up-grading in their present job, or to develop new skills which may be useful
to their occupation are to be classified in the programs listed below,
depending upon the particular area in whieh a majority of their courses are
béing takeﬁ- (Tﬁcludﬂs Déﬂugational courses within the two-digit 0.2. code

#Vocational Skllls in Agricultural Occupations---(VOCSK 1601) (Dl XX 0.8,
Codes).

%¥Vocational Skills in Marketing and Distributive Occupations---(VOCSK 1604)
(O4.XX 0.E. Codes).

*Vocational Skjils in Health Gccupatlans=--(VDGSi L607) (07.%¥X 0.E. Codes).

*Vocational Sk.1ls in Occupational Home Economics===(VOCSK 1609) 09.

*Vocational Skills i, Business Occupations---(VOCSK 1614) 14.

*Vocational Skills in Technical Occupations---{VOCSX 1616) 1é.

*Vocational Skili® in Trade and Industrial Occupations--=(VOCSK 1617) 17.

*These are new certificate programs being added for each community college for
the purpose of classification of students.. The programs above which ars not
asterisked are the original eight certificate programs created in 1972.
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L

"Students who are taking various occupational career courses to explore career
opportunities to help them decide upon an occupational curriculum should be
assigned to Vocational Skills General (VOC3K 1000). Frashmen students
classified in these vocational skills progrums and enrolled in occupational

Vocational Skills General---VOCSX 1600~--Designed for students exploring
career areas or undecided about a particular occupational program, but taking
occupational courses. '

GENERAL STUDIES PROGRAMS:
EersogalAﬁé?élopgéntiss(PEﬁbv 4993)

Intellectual and Cultural Studies--~{ICSGS 4996)
Heél;h, 3afety and Envifcnmént——a(HSEGS 4997)
Cpmmunity and Civie Development---(CCDGS 4998)
H@ﬁemagings--(HDHEG 1398)

Improving Family Circumstances---(IFCGS 2298)

The ICCB MIS will assign each of the new certificates to each.college's
curriculum inventory file for its use. Colleges were able to use these

programs starting in July 1980; however, since it takes time to change coding
procedures at the local level, wWe would expect a phase-in process of
approximately a year at most colleges. ”
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ICCB MIS Procedures Manual o ' Séctign III, Pagé 1

APPORTIONMENT CLAIM HEADER CARD

., CARD FIELD B - L
[ TEM COLUMN  LENGTH : SUBJECT

-
+31
]

1 1 1 3 ¢
2 2 1 0 (Zero) Y
3, 35 3 District Number . : - 3
) Y 6=-7 .2 C*mﬁ@s Number
5 8-18 11 Not Used
6 19 1 Apportionment Périéd (Same as S-3 Card)
7 20 1 . Semester/Quarteri S = Semester Q = Quarter
8 21 1 Type of Submission
1= Régulsr 2 = Supplemental 3 = Error Corréction
g 22-2T7T 6 ‘Supmlsslan Date: YYMMDD *
B Date claim was subnitted.
10 © 28-32 5 Number of Records: A count of the number of 83
’ cards or tape recgrds submitted Ffor this eclaim.
Do -not eount eontrol record. _ Precede with zeros. ~ =
11 33-41 9 .  Flat Rate Claimed Héurs: PWZ, Total reimbursable
semester. hours from the Flat Rate Apportionment
Claim = Form ICCB=UA, (2-decimal-place numeric)
12 42-50 .9 Amount Claimed:” PWZ, Total dollar amount claimed h
from -the Flat Rate Apportionment Clalm Form =
ICCB=4A. (2~decimal place numeric)
. 13 51-68 18 §9§”U§§é - Fill with zeros.
1y 69-80 13 Not Use d Leave blank.
= L {
{
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CQURSE SECTLON ENROLLMENT

(Apporticnment Claim) S3 CARD

CARD Flul :
ITEM COLUMN  LENGTH “ SUBJECT

1 1 1

2 2 1 Card Number - 3 .

3 3-5 3 Disﬁr;;;jNggggr

4 6-7 -2 Campus Number:
(01 for all single campus distriets. Precede
with zero. For multiple campus districts, see
codes in fection V.) -
5 8-12 5 Course Prefix
' h (Alpha Numeric Left Justified)

6 13-16 4 Course Number
(Alpha Numeric Left Justified)

7 17-18 2 Course Section Number
¢Alpha Numeriec) ©Note:  You may submi’ only one
33 card per section.

Code

1 Summer

3 = Fall Sequential
Within a
Winter Fiscal Year

4

6 - Spring

mmeemmmmmmmmmmeemmmemmmameedee= End of Key Area =~—-=macccmmmmmsoscwcoccsaccaa-

This date is required .for the apporticnment
program.
The Course Initial Bexinning Effective Date on

9 20-25 6 Course Section Beginning Date in YYMMDD form.

the ICCB course master 7ile must be prior. to the’
starting date of any section of the course to
qualify for apportionment.

83
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j CARD FIELD
ITEM COLUMN  LENGTH
10 26-31 6
11 32-35 by

B
-?E!TSf
12 - 36-39 4
13 40-13 4
14 Buy-u7 4
15 48-51 4
16 '52=55 4
17 56=59 y -

Section III, Page 3

S3 Card

SUBJECT

Course Section Ending Dafe in. EFMMDD form. This
date is required for the apportiomment progranm.
A course must have approved status as of this
date. Therefore, a course whieh. is being
withdrawn must not be withdrawn .(have a course
ending effeltive date) prior to the end of the

term in which the course is offered.

Course Section Credit Vaiue:

Courses with variable credit must have each
credit hour value as a separate section. (Two
decimal places, precede with zeros.) Report in
semester hours if on semester system or quarter
hours if ou quarter system. Non~variable course
credit hours must match the ereidt hour value on
the course master file.

Total Number Enrolled:

Total number of students enrolled. Should be the
sum of Items 13, 14, 15, 16, and 17. (Right
justified numeric, precede wit zeros.) .

Total OQut-of-District Reimbursable Enrollment:

(Right justified, precede with zeros.)

Total Qut-of-=District He;muursable Enrollment:

{Right Justh;ed pracedé with zeros.)

Total In-District Nan=Reimburg§bl§ _Enrollment:

(Right justified, precede with zeros.)

=

stal Qut-of-District Nan—Raimbursable gnrollment:

g | R

ot
Right justified numeric, pretede with zeros.)

Fa

Total Qut-of-3tate Enrollment

(Doe= not quallfy for apportionment.) (Right

justified numeric, -precede with zeros.)

o
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(o
]
DR

FI ;
ITEM COLUMN  LENGTH : SUBJECT

*18 60-65 8 PCS HZGIS Code - OPTIONAL - FOR LOCAL USE ONLY:

In the D—dlglt numeric code, the first 2 digits
are used for program and subpragram code. The
last Y4 digits are used for the four-digit program
eategory (discipline/HEGIS) code.

*19 66=70 5 Local Course Section Number (Alpha Numeric = Left
Justified) = Required only if the college's course
section numbers are more than two digits and,
hence, different than in Item "7; otherwise leave
blank. NOTE: _ unique two-digit =ection number
must still be useg in Item 7. The iocal course

tra;l for apportlonment. 7
*20 7i-72 2 Do Not Use - \

*2] 73-78 ) Card ID/Counter: Numerie, PWZ
Opticnai 'field-—ﬁo be used as a unique card
ID/Counter. Can be used by ICCB to more easily
correct arrcers in apporﬁ;arﬂent EDITS and updates
= recommend uszage

¥22 ¢ 79 1 Claim Type Identifier: ALPHA Use the following
egdes

Regular
Supplemental
lank = Error Correc-insns

.o ] :lﬂ

23 80 Ll Update Code: A, C, D

A-Add - Must be on all S3 cards of the original
rlaim and the supplemental eclaim. Zeros are
required in all enrollment fizlds that have no
anrolliment figures.
C-Change =~ Used only on S3 cards for Error
Correction Claims. For a change K the first B8
items (Columns 1-19) on the 83 card must bz
filled 4in, in addition to the items being’
corrected. For additional enrollments, only the
additional amounts should be entered.- For
negative changes, only the amount to be
subtracted should be entered by a minus overpunch
of the number. A "C" must be punched in Column
80. - )
D-Delete =~ Used only on 53 eards for Error
Correction Claims. For a delete complete 'che
first 8 items and place.a "D" in Column 80.

*Note that usually a Delete is -accompanied by an Add (A in Column 80) in order
to make a correction to a key area error. Since a delete of an 33.also
deletes all corresponding S6's, the accompanying Add card for the 33 should’
have Add -cards to replace the automatically deleted S6's. 2

BRI e 85 il o
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B aZe 53
COURSE ENROLLMENT AND RESOURCES, S6 CARD FORMAT
CARD FIELD ;
ITEM COLUMN  'LENGTH - SUBJECT

1 ! 1 Card Type - S

2 2 L Card Number - &

3. 3-5 3 . Distriect- Number

! 6-7 2 Campus Number: Two digi. numeric, precede with
zero. (0l for all single campus districts.)

5 8-12 5 Courss __Identification _ Prefix:  Alpha-numeric

: pref;x is first part of course identifiecation
number. Must be left justified.

6 : 13=16 Yy Cours .  Identification _ Number: Alpha-numeric
course ~ number 1is  second part of course

. didentification number. Must be left justified.

7 17-18 2 Course 3Section Number: Two digit alpha-numeric
section  liden“ification code. (Section
identification codes of the same course must be
unique.j .

8 19 1 Apportionment Period/Instruction Term Codes:

1 - Summer
3 - Fall Sequential
Within a
4 - Winter Fiscal Year
6 - Spring
NOTE -- Key includes 1-19; 33-60; 65=T73
9 20-24 5 ~ "In _ Conjunction With" Course TIdentification

Prefix. Leave blank if primary course. ILf not
primary course, enter Course Prefix of primary -
gourse if this course is taught in the same place
and at. the same ¢time as the primary course.
(Designate one course as the Primary Course and
report the other courses as In-Conijunction-With
the Primary Course.) Must be left justified.
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If a college has® three off-campus facilities, 1, 2,
wish to code them as follows:

CARD FIELD
ITEM  COLUMN  LENGTH
10 25-28 4
11 29-~30 2
12 31 1
13 32 i 1
14 23=38 )
- Example:
county "A", they may
O

¥

Section III, Page

56 Card
SUBJECT
"In Conjunction Wi- " _ Course _Identification

orimary course. if not
rse number of Primary
ge is being taught in

Lgawa blank L
,,,,, enter «
Course w;bh thch.tbis

Wumber.

conjunciion. Must be lef: stified.

"In Conjunction With" Cousr. Section Number.
Leave blank if primary cours: .# not primary
course, enter section number the primary
course 'i* h whiecnh thls course i- » .ng taught in

conjunetis: © Must be left just-”: - .

Instruczlcnﬁg . ne Codes:

= LE-.; TR

- Discuss.

*8eminuyr

= Laberstory/Laboratory=Discussinng

= Indeperdent Study

= Inferush?g Ffield Experience, Othecr Spe-
aial rtam-kénces

- Audio=Vigual, Ineludlng Closed Flﬁﬁu1h TV

T - Television, QOpen

0 = Otner

*/Leclure

[ T ¥ ] VE"'
1

o>
'

i Sed

‘m:..“

Lazztién Facility: Facility Codes: (faeilities,
building and rcom data must mateh data on the
raciiities inventory for all on=campus
faeililics.) Must be left justified.

Columns (33, 34, 35) = Must 9e filled in.
ONC - On-Campus facili-ies
OFF = Off-Campus facilities
EXT Extension facilities
#OR Foreign Countries

Note: The above facilities coczs cannwt be left

blank. :
completed for all
itional facilities
be maintained.)

Columns 36, 237, 38 must be
on-campus . facilities.  Adc
1dEﬂth;er {uniqueness shou.d

and 3 in tows "BY and

. OFF ABL
§' - OFF -AB2 i
>/ OFF AB3 - : !
. ) T g‘! @;f‘,
» : : ’ S el
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CARD FIELD
ITEM COLUMN  LENGTH

15 39-44 6

17 49-56 8

18, 57-60 4

SUBJECT

Location Building: Building Identification Codés

Locally Assigned Buildings must have unique
identification codes. (Read Facilities Section
of the Conceptual Design Manual Pages 121-156.)

Building Identification Codes are required for
all on-campus ouildings but are optional for
of f=campus ..and extension facilities, On-campus
facilities = data are necessary for facility
inventory and utilization reports which are
essential for 2apitmsl development requests. This
field may not be left blank. If you do not wish
to report individual buildings for off-campus and
extension

Location Room _ Nuuher: Room _ Tdentification

Number. ALl rooms iu a glvei bullding must have

unique identification numbers. -Room numbers are
required for all courses in ori-campus buildings,
This field may not be left olan!:. If you do not
wish to report individual rooms fcr off-campus
and extension buildings. enter OFF for off-campus

and EXT for exte. wion.

Meeting Days Codes:

1l
]
'l
[y

* Column Day
Sunday
Monday
Tuasday
Wedunzaduy
Thuruday
Friday
Saturday
Cpen

W
o
Lo B B e ol WL TR g ]

Meeting Time - From

HH:MM form
12:00 Midnight
8:0C a.m.
12:00 Noon
4:00 p.m.

2400
0800
1200
1A00

88
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56 Card

CARD FLELD
COLUMN C INGTH : SUBJECT

Ffor "Open" meeting days and "To Be Arrangsd" time
schedules enter the number of hours and minutes
of expected student attendance per week. In most
cases this would be the minimum number of hours
expected of all students although some students
might spend much more time per week at their own
option. (Note: An 87 card is needed for Open
Labs and Open Classrooms) o -

txamples:
"Qpen" Class - 3 hours of expected
attendance par week ‘
Enter 0300 .
"To Be Arranged" - scheduled 4 1/2 hours of
expected attendance
Enter 0430

19 61-64 A Meeting Time - To

~ HH:MM form A
For "Open" and "To Be Arranged" schedules enter
TBA (left justified)

Examples: v
0930

‘ : 9:30 a.m. =
T ~ 2:00 p.m. = 1400
' Open = TBA
To Be Arranged = TBA

20 65=73 9 Instructor {Social Security Number)

(If multiple instructors, submit multiple 86
- cards.) -

21 TU4=76 - 3 Instructor Fractional FTE
- Fraction . of the faculty member's -full-time
equivalency "~ (based on institutional definition)
for teaching this .course ~ expressed in decimals

(9v99).

1. If 15 c¢redit hours equals one FTE, an
instructor teaching a 3 credit hour course

~ would produce 3/15 or 0.20 FTE. (Punch 020)

2. If 16 contact hours equals one FTE, an
instructor teaching a ‘3 credit hour course
with lecture and lab which meets for U
contact hours would produce 4/16 or 0.25
FTE. - (Punch 025) - o ’ '

89
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CARD FIELD
ITEM COLUMN  LENGTH

22 T7=79 3

23 80 L

56 _Card

Do _Not Use

Update Code

A--Add -

C--Change -

D--Delete -

Section III, Page 9

S* BJECT

Use for all S6 cards, including
multiple cards on initial and
supplemental report each semester.
Used to correct data submitted on
an initial or supplemental S6
card. Data submitted on the card
will replace data on origimal card
by substitution.

will delete an entire 36 card
previously submitted.
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S7 _Card

CARD FIZLD
ITEM COLUMN L NGTH SUBJECT

1 1 1

2 2 1 Card Number: 7

3 3-5 3 District Number

4 6=7 2 Campus Number

5 8-12 5 Course Identification Prefix: Alpha numeric

prefix is first part of course identification.
Must be left justified. o

13-16 ) Course  Identification Number: Alpha numeric

. course number is second part of course
A identification number. Must be left justified.

I}

7 - 17-18 2 Course Section Number: Two digit alpha numeric

identification code.  (Section identification
codes of the same course must be unique.)

Note: The 57 card is for wuse in facility
utilization reports and for that reason 1is
asgociated primarily with a room rather than a
particular course. In an "Open" classroom or lab
room on an "Open" basis, only one S7 card might
be submitted for that room. Therefore, items
5-6-7 need not be filled in with an actual course
identification, but may be used to sperify that
this is a special situation such as "Oper. S7" in
C lumns 8-16. Also note that the use of the
"Open" concept should 'be limited to those
classrooms and particulaply Labs which have
self-instruction materials and/or an instructor
present during those days and times that the room
is declared as "Open."

¥

8 19 1 - Apportionment Period/Instruction Term Codes:

= Summar
- rall

- Winter
- Spring

o = L
1

91




ICCB MIS Procedur%s Manual

CARD FIELD
ITEM COLUMN  LENGTH

9 20-25 6
10 26-31 6

11 ’ 32 1

12 33-35 3

iy - EQ—AL 6

15 ys5.u8 - 4

16 49-56 8

17 57-60 b

Section III, Page 11

37 Card

SUBJECT

Usage Beginning Date: Beginning date that this

" classroom was used in the "Open" mode in YYMMDD

format.

Usage Ending Date: Ending date that this
classroom was used in the "Open" mode in YYMMDD
format.

Instruction Type:
L - Lecture
- Discussion/Lecture
- Seminar
Laboratory
-~ Independent Study
= Internship, Field Experience, other spe-
cial experiences
- Audio=visual, including alosed circuit TV
Television, open
= Other

[ - Vs P
]

O -
|

Facility Loecation: Facility Codes: (Note that
facilities, building, and room data must match

data on. the facilities iaventory file for all.

on=campus facilities) Columns 33, 34, 35 must be
filled in. _

ONC-- On-campus EXT-- Extension

OFF== Off-campus FOR-- Foreign

Facility Identification: The facility identifier
as reported on the facility inventory file and
the 36 card.

Building Identifier: The building identifier as

reported on the. facility inventory file and the
56 card.

Room Identifier: The room identifier as reported

on the facility inventory file and the S6 card.

Meeting Days: Use standard positional code (see

Section III, Item 17 of this manual for codes) to
show what days ¢this room is in an '"Open"
situation. ) .

Meeting Time-From: Time (HHMM) that the room

begins to be in an "Open" mode.
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" CARD
COLUMN

18 61-64

19 65-79

Section IIL, Page 12

ST Card

SUBJECT

Meeting Time-To: Time (HHMM) that the room

ceases to be in an "Open”" mode.

If the classroom or lab is available for "Open"
use in various blocks of time during the day or
at different times or different days, multiple
537's may be necessary. Examples =~ If classroom
104 is an an "Open" mode on MWF- from 10:00 a.m.
unitl 2:00 p.m. and on Tuesdays and Thursadays
from 8:00 a.m. until 12:00 p.m., then two S57's
would be necessary for this room:

Meeting Time Meeting Time
From __ ____To

Room I.D. Meeting Days

104 M W F 1400

104 T H 1200

if elassroom 106 is in an "Open" mode
and 4:00

Similar’y,
on MWF fi»m 10:00 a.m. until 2:00 p.m.

1400

11800

= Add
Change -
- Delete -

Lo g
I
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REPORTING LARGE GROUP LECTURE--3MALL SECTION

LAB_COMBINATIONS VIA S3 AND S6 CARDS

To accurately reflect facility and resourcs utilization for Laboratory-=Lecture
classes which have a large group lecture class on one or more days per week
and separate small laboratory sections meeting at different times and/or in
different facilities; each section must be reportsd as 2 unique seztion on the

S3 apportionment cards.. The S6 resource cards that correspond to each $3 card

will then represent the resources that this section utilized.

Note that if an S3 card is prepared for the large lecture section, the
enrollment distritutions cannot be allocated to the laboratory sections by the

Example:
Lecture Section A

.Chemistry 10l--U4 cr. hrs. (.25 FTE) - Lecture Monday, Wednesday, Friday
(all sections) (53 students) 8:00 - 9:00 a.m. in Room 150

Lab Section B -~ Tuesday % Thursday
(15 students) 8:00 - 9:00 a.m. in ‘Room 1582

Lab Section C - Tuesday
(20 students) 6:00 - 8:00 p.m. in Room 152

Lab Section D ' - Monday and Wednesday
(18 students) 9:00 - 10:00 a.m. in Room 152

53 and S6 Cards Needed

CARD COURSE # SECTION CR. HOUR # OF STUDENTS DATA SHOWN

33 Chem 101 A i 5!

o

36 Chem 101 A Monday, Wednesday, Fri-
: day; Lecture 8:00 -
9:00 a.m. in Room 150
Instructor: Johit Smith
15 (FTE = 3/16 = .18)

=
1]
(=]

53 Chem 10

36 Chem 101 B ’ Tuesday & Thursday; Lab-
' oratory 8:00 - 9:00 a.m.
in Room 152
Instructor: Bill Jones
53 Chem 101 c 0 : 20 (FTE = 1/16 = .06)
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CARD COURSE # SECTION. CR. HOUR f OF STUDENTS DATA SHOWN

56 Chem 101 cC Tuesday; Laboratory 6:00-
8:00 p.m. in Room 152
Instructor: Jana White
(FTE = 1/16 = .06)

Chem 101 D 0 18

Lrd
(V1]

Chem 101 D Monday & Wedneaday; Lab-
oratory 9:00-10:00 a.m.
in Room 152
Instructor: iMary Rule
(FTE = 1/16 = .06)

Lo
W

oxampla: .

21

The instructor FTE ecalculations for each of the sections of the four-hour
chemistry course in the example are =2xplainsda below. In this example,
assumptions concerning what constitutes Instructor FTE-ness are arbitrary.
Each college would use its own locally defined FTE. .

for the purposes of this example, 18 credit hours equated to 1 instruction
FTE, with 1 lecture coantact hr. = 1 cr. hr. and 2 lab contact hrs. = 1 cr.
hr. Tne responsibility for this course is divided among four instructors.
John. Smith teaches the lecture portions, wnile Jones, White, and Rula teach
tne lab portions. Therefore, for each section, the instructor FTE breakdown
is as followa: o

Instructor Course Section fTE

.18

Smith (one class . Chem 101 A 3/16 er. nr.
consisting of 3 .
sections)

1/16 FTE (1 er. hr.) = .06

“w

Jones : Chem 101

1]

"
L]
i

White Chem 101 C 1/16 FTE (1 er. hr.)

1]
-
L]
Loyl

Rule Chem 101 D 1/16 FTE (1 er. hr.)
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EXAMPLES OF USING S3 AND S6 CAMOS™IN
SEVERAL DIFFERENT SITUATIONS

The following examples are suggasted methods for claiming apportionment and

- reporting resources for several different types of instructionzl arrangéments\\
Independent Study: !
Example 1; Five students are enrolled in History 101  during Ehé\xfalf

semester on an indspendent study basis.

- Submit an 33 card for these F;ve %ﬁgdenss as a unique section
of History 10l. - .

- Submit an 86 card designating that the instructional type i.
I-independent study. If the Meeting Days are O-open, leave
Meeting Time and Facilities blank.

Example 2: An instructor allows one or two of the students in his regular
class of 30 students to work on an independent study basis but
in conjunction with the regular class.

- Include the one ‘or two students on the same S3 and S6 cards
as the entire class. This is assumed to be normal
instructional procedures and does not constitute a separate
section. -~ :

Variable Credit Courses:

C~urses offered for varlable credit must have unique s=ctions for each credit
value given. :

Examplz: ‘ Typing 101 offered for variable EFEdlt up. £to a maximum of U
: eredlt hours.

Typing 101 : Section AL === 1 Credit Hour
Typirg 101 .- Section A2  --- 2 Credit Hours
Tyoing 101 Section A3 === 3 Credit Hours
Typing 101 . Seection A4 === 4 Credit Hours

=-Submit S3 eard for each section.

= Submit S6 card for each sasction but designate Section Al as
the primary course and report the other SEEthﬂS as
"in-conjurnction with" Section Al.

= Credit hours claimed on appartlonment shguld mateh credit
hours attempted by students. Note that you may want to suﬁg;g B
these courses as supplementals to avoid this problen.

£
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Open cnrollment - Variable Entry-Variable Exit:

Since each course section has unique beginning and ending dates, a3 unique
section would sesm essential for almost every student =nrolled in "variable
antry-variable exit" type of enrollment. However, since an enrollment period
in a regular term lasts for at least a week and since the czourse duration in
open enrollment situations must be estimated (based on tne average length of
time that it takes 95% of the students to complete the course), 3 prantical
approach i3 to crzate a new zection for eash weak of anrollment.

gxample: Art 132 Variable Entry-Variable Exit

Wesk #1 Art 132 Section 1A
Week #2 Art 132 Section 1B
Weelk #3 Art 132 3ection 1C

= Submit 33 card for =ach section.

- Submit $6 card for each section but designate one section as

primary course and use the "in-conjunction with" feature for other
sections. '

- Procedures for claiming sections for apportionment.

1. Sections are to be claimed as part of the regular apportionment
elaim 1if the mid-point of the course falls on or before the
mid-point of the normal term during which the course is offered.

2. If the mid-point of a section falls after the amid-point date of
a normal term ©but on or before the last date. of the
apportionment period, the section is to be 2laimed as part of
the supplemental clainm.

3. A szection that has its mid=point fall after the end of a normal

To Be Arranged and Open Classroom Procedure:

The user may add a "To Be Arranged” eclass or an "Open" class in several
different ways. The recommended way to add .a "TBA" class is for the user to
punch tne characters "TBA" in the "Meeting Time - To" field (Columns 61-64) of
the S6 card., If the user knows the number of nours that will be required, he
may put this amount in tha "Meeting Time - From" field (Columns 57-60). In
this case, the weekly student hours column will be incremented but not the
weekly room hours column, since.the class times are not definitely scheduled
and may overlap with another scheduled elass. (See Figure 1.)
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If an "Opan" class is to be input, the recommended method will be %o put an
alphabetic "O0" in the =ighth position of the "Mesting Days" field (Column
56). The program will then igncre any time punched in ths "Meeting Days"
field of the output rsport. If no numeric value is placed in the "Mzeting
Time - From" field {Columns 57=60) of tha 3=6 card, then "TO 3£ ARR" will '

appear in the "Meeting Time" field of the output report. If 23 numeriac value
is punched in the '"Meeting Time - From" field of the 36 card, then this amount
of hours will be added to the weekly student hours column, but not to the
weekly room noura column, since no specific room usage time has been scheduled.

The "Open" option may also be used with the "IBA" option punched in the
"Meeting Time = To' field (Columns 61-64). In this case, the user should
punch an alphabetie "0O" in Column 56, the course hours required in Columns
57-60, and "TBA" in Columns 61-64. "OPEN" will be printed in the "Meeting
Days" field of the output report, the course hours in the "Beginning Time"
field, and the characters "HR3 TBA" following this. The weekly student hours
column will again be incremented, but not the weekly room hours column.

The 57 card i3 to be used in conjunction with "Open" ¢lasses and "Opsn Lab"
classes to add to the weekly room hours column. This card should be used to
indicate times a room is opszn to student usage, although not in eonjunction
with a formal class presentation, as indicated on the 3¢ z2ard. The 37 card
should be usad with specific meetings days arnd times only. The "Open" optinn
and the "To Be Arranged" option should not be used since this card is to be
used in conjunction with cards already using these options.

38
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o)

rIGURE 1

Ty
&

LLLUSTRATION OF "OQPZN" CLAS3ROOMS AND "TO BZ ARRANGED"
SCHEDULZS UTILIZATION ON f£IUS60 FOR ONZ ROOM

WERKLY  WEEK
STA- STU-  ROOM  STUL
_TIONS _COURSE CT. _ DAYS TLAE DENTS  HOURS _ HO

Lk
15
%]

ROOM 30"  MATH 10¢C
ONCL A 100 MATH 200
*OPEN 57

TYP MATH 220
110 MATH 220

MATH 220

SQUARE MATH 220
FEET PHY3 110
700 PHYS 280
HIST 100

HIST 102

M W F 0800-0930 30

4.5 135.0
T H 0800-0930 20 3-0
G!

MTWHF  1000=1400 - 20.0* -
OPEN 0300 HRS-TBA 25 -= 75.0%
OPEN 0300 HRS-TBA 15 - U5,0%
OPEN 0300 HRS-TBA 30 - 90. 0%
DPEN 0700 HRS-TBA 20 - 60.0%*
MTWHEF 1420-1520 25 5.0 125.0
TH Q400 HR3-TBA 10 - 40.0%
MW 1800-2000 26 4,5
I H 1800-=2000 24 4.0

oo e e T v i U

ROOM OCC. 4o.5 830.0

ROOM OCC. T74.5% STA. QCC. 52.2%

# Without the "Open Lab" , ROOM UTILIZATION RATE = 53 HOURS
and the "TO BE ARRANGED"
features the Utilization
Rate would be:
ROOM OCC = 37.7%

3TA OCC = 32.7%

9y
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ADDITIONAL INFOY '+ il .F

© WHEN MULTIP{ :

General Principle:

=5 2

Hach 36 card is zssociated with a unique * card. If for a given course
section (S3) card there are multi;le instruct.-3, multiple rooms, or multiple
nesting times, then multiple S8 cards are needed for each difference. The
multiple S6 cards add to the information provided in the original Sé eard
regarding facilities, instructors, and meeiting times. Due to the complexity
of the 36 card, it is suggested that in the ~ase of multiple S6 cards that all
fields on all cards be {illed with data, ani thal no data fields be omitted on
any card. This ia a departure froam instructions in prior manuals, and
procedures to esabiish this modification should be made as soon as possible,

Repcrting Facilities Utilization in Modilar Areas:

For modular areas of buildings which have the flexibilitv of being used for’
one room, two rooms, four rooms, etc. as desired and as needed, the question
arises aa to how these facilities should be reported on the $6 cards to
accurately reflect its utilization. The follow'ng guidelinea are suggested
for this situation:

Consider the entire areas as one room (similar to gymnasium for PE

purpoaes).

Report all classes that meet in the wodular area. Tals will show how many -
students use the area {or nowWw many hours each day.

If two or more classes meet in the area at the same time but as separate
classes, do not use the Ln-conjunction-with feature. Simply repcrt the
room used at the same time by all classes. The inventory data for that
room should show that is has the flexibility of housing more than one
class at a time. 3ee the example on the nex% page for clarifiction.

NOTE: The room identifier must match the room iﬁventory data on R3 card.

o
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REPORTING COURSE INROLLMENTS IN LARGEZ OPEN ROOMS THAT
CAN BE SUBDIVIDED INTO TWO OR MOMZ SMALL ROOMS

Tna ICCB Facility Utilization Programs and Faculty Utilization Programs are
izsigned to corractly report usage in large open class room ar2as which can bde
suodivided into two ar more classrooms provided that the courss enrollment
data show the entire large =zlassroom area. rfor example, if Recom 100 is 12
large area that can be divided into as many as four separate classroom arsas,
s2e figure velow:

ROOM 100

== mf 2 =l 2= SE == M == wm A = == am wm T = =x =5 =

The facilities inventory should show Room 100 with its entire area and its
entire number of--stations. The four poasible divisions, 100A, 1003, 100C, and
LO0D, may be used for scheduling if desired but should not be included on the
facilities inventory nor on the 36 card of the course enrollment data. The
ICCB Facility Utilization Program will enable a number of different course to
uge the same room at the 2ame time. In so doing, the program accounts for the
number of hours that the room is used without duplication and it credits all
of the student contact hours that are produced within the room. (Even if only
one section of Room 100 is being used, the entire Room 100 gets credit for
room usage; however, the station utilization will be accurately reflected.)
Shown below is a sample from the ICCB Utilization Program FIUS60 which shows a
large classarcom area being used for one or more classes at a time.

COURSE 58CT DAYS TIME STUDENTS WEEKLY WEZKLY
ENROLLED  ROOM HOURS  STUDENT HOURS

MTH 099 01 MWF 1200-1250 26 . 3
MTH 130 02 T H 1300=1450 26 u,
" P

i

[t

T~ O WO W1 AD €0 ~1 = 00—l D O D 00~

MTH 140 03 MW 1300-1450 20
MTH 110 o4 MWF . 1300-1350 32
MTH 114 04 MWF 1300-1350 22
MTH 110 05 T H 1400-1515 31 3.0
MTH 114 05 T H 1400-1515 26

PSY 101 06 MWEF  1400-1450 27

» L] - L] L] L)
LW T o e e i e R e (R R LN e i o0 Y s O @0 B 6 TN 0 QS i

3
2
ECO 101 02 MW . 1830-1915 26 . 3.
MTH 099 Q2 T H 1830-1945 27 3
MTH 110 06 -T H 1830-1945 31
MTH 114 06 - TH 1830-1945 17
MTH 131 0L . MW 2000=2159 21 4.4
MTH 132 Cl M A 2000-2150 i3 '
BUS 242 41 T H -2000-211% 13 3.0
CoM 102 oy M A 2000-2115 20
MTH 099 03 - TH 2000=2115 26
CoM 111 05 MW 21302245 17 - 3.0
ROUM OCC. 169.5% ~STA. OCC.. 102.1% 67.8

101

wlh b= 00 D D G P G DO e D0 LD O T 0 S O

%]
=
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ICCB STUDENT DATA BASE USING E1 CARDS
This outine explains some of the kay reatures of the ICCB MIS Student Data-
Base Module utilizing the El card submitted for each student =nrolled bzsed on

end-of-registration (l0th day) of each term.

Purposes of the Student Data Base at the ICCB:

Jefines a common set of student data elements that can be developed at the
cuilege level which will have standard mesuing from college to college.

Provides a common format for submitting basic student data in machine readable
form to the ICCB for statewide aralysis.

Provides data for community college student characteristic reports and
analyses. -

Provides data for student=flow and student retention studi 3.

and useful for college analysis. This includes thz number of unduplicated
students served annually and the number of student semester hours of credit
produced.

Provides basic data about students useful for follow-up studies and other
analysis. '

Provides data in machine readable form for ICCB and IBHE enrollment reports
ineluding both 10th day student enroliment reports and the curriculum
enrcllment reports.
College Data Input:

The El card is wutilized for 10th day enrollment reports. This data is-
submitted each term. -

£1 cards for students enrolling after the end of regular registration are
submitted at the end of the term and provide data for cummulative enrollment
reports.

Individual student data in addition to El -~ard data, might be defined and
required for special studies as needed. This may be for student-flow or
follow=up studies. :

The El1 card can generate all the enrollmeant reports based on student major and
other student characteristics. It cannot generate apportionment type FTE
anrollment reports which are based on course type. These type of enrollments
can .be generated from the 33 apportionment data at the ICCB. Tha colleges

type.

102
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ICCB Storage and Analysis:

same data for the Curriculum Enrollment Report.

ICC3 processes 21 cards sent for 10th day enrollment reports and utilizes :th=

ICCB stores £l card data on computer Eapé by fiscal yeaar.

£l card data are used for student characteristic studies, student-flow
analysis, and student retention studies.
Advantazes of the El Card for Student Data:

The ICCB has a comprehensive data base on students.
Data on El cards can be used instead of enrollment reports,

Local community colleges have the capabllity to provide individual student
data on all students.

This system <2ould be implemented with present resources at the ICCE and
reduces the data rsquireme~ts at the college level.

need for Z ca;d submission.
The data on the El card is not adequate for a comprehensive student data btase
which is needed at the local level. Also, the El cards have to be
supplemanted by additional data for follow-up studies and other special
studies conducted by the ICCB. The ITCB continues to obtain academie
characteristic data on community college stud~nts directly from ACT and is
able to interface this data with the El card data for special analysis.

To be able to utilize ‘El cards for 10th Jay enrollment reporting, data on the
number of houra of credit completed by the student -had to be given up.
Although this is good and useful information, it is not needed as frequently
as the enrollment data. Hence, this 1s data that colleges have to report
annually in RAMP/CC using the mc.e detailed "student data bases that are
necessary at the local college level. The community college MI3 personnel

favor this approach because it is much easier for them to provide a report

showing the number of credit hours students complete annually than it is to
keep modifying their enrollment reports to satisfy the needs cf IBHE and ICCB.
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STUDENT "ENROLLMENT CARD FCRMAT

(EL AND E2 CARD3)

CARD FTELD
IIEM COLUMN  LENGTH SUBJECT

=

1 1 L Record Type: E

7 2 1 Type of Submission

1 ~ 10th day (End of Regular Registra:ion)
2 - All Other Enrcllment Additional After
10th Day

3 3-5 3 District Number

y 6=7 2 Campus Number

5 8-16 9 Student Identifier: Social Security Number (If
no social security number available, use locally
assigned student identification number.)

6 17 1 Apportionment Féﬁiggilasbguétion,fg:mrgggggs

Summer
Fall

- Winter
Spring

[ el N ]
U I |

T 18-19 2 Fiscal Year: For 1980-81 (FY 1981), enter 81.
Note Fall 1980 is FY 1981°

8 20 1 Enrollment Status

1 - First time student (summer students are
also shown as first time in fall¥*¥)

= Transfer student**

Continuing student

= Re=admit student

i N
1

9 21-26 b Previous Institution: FICE Code of immediate
previous institution from which student
transferred. (Leave blank if student is not a
tranafer student or if information iz not
available.*#¥%)

* Card columns 1-19 (Items 1-7) constitute the record key for the El eard
data. Errors in this aresa must be corrected by deleting old record and
adding new one. .

**% Ba sgure that IBHE definitions are used for these two classifications.
(See Section II.) :

###% Sas FICE codes in Section II.
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STUDENT ENROLLMENT CARD FORMAT

(El and E2 Card)

FIL
ITEM COLUMN LaNGTH SUBJECT

10 27-28 2 Student Level Codes:
Ol==Freshman
02-=3opnomore
09~--Hizh School Student
10==Unclassified or Other
Enrolled in college classes but still at-

tending higzh school

0l==In=District

03=-=0ut-of-District

O4=--3State Correctional Institution
05-=0ut-of-State

D6--Federal Correctional Institution
07-=Fforeign Country

12 30-32 -3 Illinois County Code: Use 3 digit numeric
county code in Section II, and in the Data
Base Director on Page 70. (Out-of-state,
le=ave blank)

from all other community college
districts==enter home district number.
from Illinois non-community college
district-=enter 701.

Leave ‘blank for in=-district, ouat=of-
state students, foreign satudents, or if
information.is not available.

13 33=35 3 Qut-of-District Students:

14 36 1 District Instructional Arrangement:

or shared student, otherwise code as shown

below.

1-- (Shared From) : Ir student is
officilally enrolled at another college,
but 1is also taking courses at your
college as a shared student

3-- {(Shared By): If student is officially
enrolled at vyour college, but is also
taking courses in another colleze as a
-shared student

7=- Chargeback: A student with a chargs-
back authorization attending your
aollege

15 37-38 2 State Code: 3tate of Origin (Residency) of
student at time of initial enrollment. Use
two digit numeric state code shown in

} ()5 section II of 'this manual and in the Data
Base. Directory, Page 70.
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(E), AND £2 CARDS)

STUDENT ENROLLMENT CARD FORMAT

CARD FIELD
ITEM COLUMN  LENGTH SUBJECT

16 39-42 y Credit Hours  Znrollad as of the
end-of-registration date. Report wotal of
all eredit courses for which student 1is
enrolled. (Two decimal field - 99V99)

17 43 1 Credit Hour Type:
Enter
S ~ Semester credit hours
Q Quarter credit hours

* 18 4y-48 5 Students Curriculum

Curriculum Prefix: Alpha-Numeric five
digit-left justified. Must be identical to
the curriculum prefix as approved on ICCB
Form 20 and shown on ICCB Curriculum Master
File.

19 bg-52 y Curriculum _ Number: Alpha=Numeric four
digit-left justified. Must be identical to
¢urriculum number as approved on ICCB Form
20 and shown on ICCB Curriculum Master File.

20 53-58 6 Birthdate in YYMMDD form. August 27, 1956
would be entered 560827. (If birthdate is
unknown, leave blank.)

#0021 59 1 Sthnic/Racial Classification:

l-=-Asian or Pacific Islander
2-=American Indian or Alaskan Native
3«==Black Non-Haspanic

4--Hispanie

5-=White Non=Hispanic

6--Non-Resident Alien

Lk 60 1 Sex: Use numeric codes

T
[

Must contain one of the following codes:
l--Male
Fe=Ceomale

¥ PCS code, HEGIS code, and Degree/Certificate type will be entered on the
student record by a computer program interface with the ICCB Curriculum
‘Master File. Curriculum I.D. number must match the I.D. number on the
o ICCB Curriculum Master file exactly. - If a change card is submitted (C in-
C~lumn 80), that changes the curriculum prefix and number fields must be
present in the transaction. That is, the area for prefix and number is to

be conaidered as one data item or field. :

## NCES and the Office of Civil Rights (OCS) insist that the college classify
’ students who refuse to indicate their ethnic/racial classification. ICCB
[ERJ!:“ suggests the same procedures be applied to the sex classification.

E .
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(Z1 AND E2 CARDS)

CARD FIELL
ITEM COLUMN LENGTH g SUBJECT

=

23 6l 1 Type of Attendance: The type of atterndance
tnat accounts for the majority of the eredit
hours for which a student i3 enrollsd. ir
half or more of the enrollment is on=-campus,
consider the student as on-campus.

On-Campus
0ff-Campus
Extension
Homestudy

Code Classification

omoee R

24 62 1 Time of Attendance: The time of attendance
that acecounts for the majority of the
student's course enrollment. (If one-half
or more is day, use day.)

l--Day 7:00 a.m. to 4:59 p.m., Mon.-Fri.
3---Even. 4:59 p.m. to 6:59 a.m., Mon.-Fri.
5--Weakend = Saturday or Sunday

T 25 63 1 Student Intent: The primary obJjective of
the student for attending the community
college. This data should be collected for
all students and’ will be used in the ICCB
statewide follow-up studies,

1--Prepare for a future job

2--Improve skills neeaed in present job

3=~Explore courses to decide on a career

Y--Course work for transfer to another
aollege

5-~To remedy or review basic educational or
vocational skills

6--Personal interest or self-development

7=--0Other

--Unknown (leave blank)

* Data in Item #25 is essential for the ICCB Statewide Occupational
Follow=Up Study. ’
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STUDENT ENROLLMENT CARD FORMAT
(EL_AND E2 CARDS

Section III,

Page

27 -

CARD
COLUMN

| |
[ I
PR
9o

H

N

26 5U=65 2

27  66-67 2

28 68-69 2

1
"
fa]
~d
% 3

70-71 2

Limited English Speaking Status:

High School Percentile Rank (Optional)

ACT Composite Score (Optional)

High  School. Graduation or GED lest
Completion Year: Enter last two digits of
year in which student completed high school
diploma or GED test. Enter "No" if student
does not have a high school diploma or GED
certificate. Leave blank if unknown.

Handicapped Status: (Optional--To be used
only if this data is desired in the MIS
produced VEDS reports)

7 _En, 3: (Optional--
To be used only if this data is desired in
the MIS produced VEDS.rsports)

Disadvantaged Status: (Optional-=To be used
only if this "data is desired in the MIS
produced VEDS reports)

" Instructional
l==Mainstream

Setting Codes:

2==Mainstream with

To be used for Items 32 through 34
3-=3eparate
__0O--Not Applicable or Unknown

No Support .

32 T4

33

~J
%]

3y 76

35 . 17

1

=

_Support Services

Instructional Setting for Handicapped Status:
See Codes Above

Instructional Setting for Limited

g English
Speaking Status: See Codes Above

Instructional  Setting _ for Disadvantaged

Status: See Codes Above

Instructional Approach
O==Not Applicable or Unknown
1-=Co=0p

2==Apprentice

J'! student can be classified by as many special needs categories of handicap-
ped, limited English speaking and disadvantaged as fits his or her situation.
Definitions of handicapped, limited English speaking, disadvantaged, instruc-

tional setting, and instructional approach begin on Lhe next page.

Iog
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OLLMENT CARD FORMAT

, STUDENT ENROLLMENT CARD ¢
! - ' ' (E1L AND E2 CARDS

: CARD FIELD o :
ITEM COLUMN ~ LENGTH . : SUBJECT

36 -T8-79. 2 Do _Not Use

Update Code

o

A--Add--Ffoir original submisaion of El or E2
' card for given term :
C==Change--Used only to correct or modify
an original submission '
D--Deléte-=Used to completely delete an
original submission

37 80 1
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EXPLANATION DF HANDICAPPED, DISADVAWTAGED AND LTMITED ENGLISH

SPEAKING CODES USED EY.’ _DAVTE AND SUGGESTED FORMATS

This section is inclgded for local college use at their own option and is not
required or andorsed by the ICCB. :

The following pages of 'definitions, explanationws, and- categories of
Handicapped, Disadvantaged, and Limited English Sfpeaking codes used for
reporting purposes by the DAVTE were developed by the DAVTE staff members
working with the ICEB MIS staff and provide a summary of essential definitions:
and procedures needed by any college which complies with DAVTE reporting
requirements. ) - f

Limitations: Althoug' the following pages clarify the -reporting requirements,
there are still a number of serious limitations and cautions, ineluding the
FolIGW1ng ’ .

The Handicapped category is very clinical or psychological:in nature ?ﬁd
_may be too sensitive to be Kkept on a computer file by individual student,

Many of the definitions are too vague to provide consisteney |of
reporting. Some of this vagueness is due to the federal legislation which
provides special funding for these areas. Academically, Disadvantaged
Student and Limited English Speaking Student have very vague definitions.

The ICCB MIS is capable of producing the VEDS data for the colleges only if
the community college submits all of the data required in the VED3 reports.
The handicapped data is part of this requirement; hence, if a college does not
submit special needs data to the ICCB on the El cards, the college will be
required to send a separate supplementary report to the Illinois State Board
of Education--Department of Adult, Vocational and Technical Education.
Please note that the special needs categories of Handicapped, Limited English
Speaking and Disadvantged are now DUPLICATED COUNTS, i.e., if a person is both
handicapped and disadvantaged, he or she 1is reported twice, once as
handicapped and once as disadvantaged. Unduplicated counts can still be
produced upon request. ' ’
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o SUGGESTED FORMAT FOR HANDICAPPED, DISADVANTAGED, AND
LIMITED ENGLISH SPEAXING CODES

OPTIONAL FOR LOCAL USE - NOT REQUIRED BY THE 1CCB

CARD FIELD ,
ITEM COLUMN LENGTH - SUBJECT
29 70-71 2 Handicapped Status: These handicapped
: - categories are identical to. the ones
utilized by DAVIE for reporting and
additional funding in occupational/technizal
courses. . Definitions of handicapped
students and procedures for identification
are shown on the next few pages.
Substantive evidence of the -handizapped
condition must be on file at the college.
For rep@rtiﬁg purposes, a handicapped person
is someone who has a physical or mental
. impairment. '
Codes:
00 = Not Handicapped
01 - Mentally Retarded
02 - Hard of Hearing
’ 03 - Deaf
04 = Speech Impaired
05 = Visually Handicapped
06 - Seriously Emotioanlly Disturbed
07 - Orthopedically Impaired ‘
08 - Other Health Impaired
09 = Specific Learning Disability
10 - Deaf-Blind
11 - Multihandieapped
30 72 1 lelted English Speaking AbllltY " This code
- ) : is identical to the one utilized by DAVTE
for reporting and additional funding in
occupatlanal/teehnlcal courses., Definition
of " limited English speaking ability and
procedure for identification ~are shown on
‘the next few pages. Substantive evidence of
. limited English speaking ability must be on
‘ . file at the college. -
Codes:
0 = Not Applicable
1 ~ Limited English Speaking
31 73 : 1 Dlsadvantagéd Status: These disadvantged

categarles are d t;cal t@ onea utilizéd“by

in occupat;cnal/technical courses. Deflnl—
tions of disadvantaged - students and proce-
dures  for identification are shown on the

! next few pages. Substantative evidence of

o : _disadvantage must be on file at the college.
Codes: . : :
0 = Not Disadvantaged

- Economically Disadvantaged

- Academically Disadvantaged

- Both Academically- and ;congmlcally Dis= -

E%BJ‘;*‘ T o - L | - | advantaged

el P
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* DEFINITIONS AND EXPLANATIONS OF HANDICAPPED SATEGORIES USED BY DAVTE
- HANDICAPPED
According to P.L. 94-482 (Education Amendments of 1976 = Title 1II);, a

hdndicapped person is a person who has one of the impairments listud below and
requ1res spec;al serv1cea ﬁo sugcged in a vocat;@nsl educatlcn program. 'This

whera apprcprlata, : As oE
September 1980, students under ‘21 years @f agé .are requlred ta nave an
Individualized - Education Program (IEP) as prescirbed under P.L. 9U4-142
..(Education for All Handicapped Childred Act.) .

The following definitions are specified in P.L. 9U4-192 and have been adopted -
to promote compatibility with other data collection systema in identifying and
“reporting students:

1. "Mentally Re starded”  means significantly  subaverage general
intellectual  functioning existing concurrently with deficits in
adaptive behav;or and manifested during the developmental period,

wh;ch adversely affects chle‘S educational performarice.

2. "Hard of Hearing" means a hearing impairment, whether permanent or
fluectuation, which adversely affects .a child's ~ educational
performance but which is not anluded under the déf;n;tégn af "deaf™

" in this section. .

3. "Deaf" means a hearing impairment which is 30 sever that the chi;dAis'
impaired in processing lingzuistic information through hearing, with
or without amplification, which adversely -affects educational

L, "Speegh Impaired" means a communication disorder,. such as stuttering,
-impaired articulation, a 1anguagé'impaiﬁment; or a -voice impairment,
which adversely affects a child's educational performance. :

5. "Visually Handicapped" means a visual impairment which even with
-eorrection adversely affects a child's educational performance. The
term includes both partially seeing and blind persons.
6. "Seriously Emotiaéally Disturbed" is defined as follows:
(i) The term means a condition éxhibiting one or more of the
following characteristics over a long period of time and to a“

marked degree, which adversely affects education performane :

{(A) An inability to learn which cannot be explained .by
intellectual, sensory, or health factors; .

(B) An inability to  build® or maintain satisfactory
" interpersonal relatlonshlps with pegrs and teachers;

(C) Inappropriate types of behav1or or feel;ngs under normal
circumstances; ;
'1L££
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(D) A géneral pervasive mood of untrappiness or depression; or -

(E) A tendency to develop physical symptoms or fears =2ssociated
with personal or school problems.

(ii) The term includes people who are schizophrenic or autistic. /The
term dces not inzlude penple who are socially maladjusted
unless it is determined that they ar=s seriously emot;;nally
disturbed. . A " /

7/
i

7. “Qrthopedlﬁally Impaired" means a severe orthopedic mealrmeﬂé which
adversely affeet a person’s educational pérformance. The term
includes impairments caused by congenital anomaly {e.g. clubfoot,
absence of some membe- ete.), impairments caused by disease (e.g.
poliomyelitis, bone buberculosis, ete. ), and impairiants from other
cause (e.g. cerebral palsy, amputatlans, and fractures or burns whlch
cause Eontracuures )

8. "Other Health Impaired" means limited strength, vitality or
alertness, due v chronic or acute health problems such as a heart
conditien, tuberculosis, rheumatic fever, nephritis, asthma, sickle
»;éll anémia,' hémophilia, eailepsy, 1ead pcisaning, leukem;a, or

9. ﬁSpeéich Learning Disability" means a ﬂiSDFdéF ‘in one @E more af the
basic paychological processes involved in. understanding or in using
language, spoken or . written,. which may wmanifest itself in an
imperfect ability to listen, think, speak, read, write, spell,.or to

dq_mathematlcal calculations. The term ineludes such conditons as
perceptual  handiecaps, brain injury, - minimal brain dysfunction,
dyslexia, and developmeéntal aphasia. The. term does not 1include
children who have learning problems which are primarily the result of
visual, hearing, or motor handicaps, of mental retardation, or of
environmental, cultural, or economic disadvantaged.

10. '"Deaf-blind" means concomitant hearing and visual impairments, the
combination of which causes such severe communication and other
developmental and education problems that they cannot be ac;ammodateﬂ
in special education programs solely for deaf or bl;nd persons.

11. “Multihandiéappéd" means conaomitant impairﬂenf= (such as"meﬁtally
retarded- blind ‘mentally retarded—arthoped;cally impaired, etc.), the
‘combination of which causes such severe education problems that ﬁhey ’
‘cannot be accommodated in sSpecial education programs solely for one

-of the impalrments. The term does not inelude deaf-blind persons.

Important additional information on .compliance with Section 504 of .the
: Rehabilitation Act of 1973 can be found in Recruitment, Admissions and
Handicapped Students. Copiés aré avallablé on reguest by wr;tlng

Director, Technlcal Assistance Unit
Office of Program Review and Assistance
330" "Independence. Avenue, S.W.
Washington, D.C. EDEQI
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‘DEFINITION AND EXELAWATIDN OF LIMITED ENGLISH SPEAKING ABILITY

CATEGORIES USED BY DAVTE

LIMITED ENGLISH S'EAKING ABILITY

Limited ‘English speaking ability means any member of a national origin
minority (including handicapped or disadvantaged). who does not speak and
uanderstand the English languaze in an instructicnal setting well enough to
‘benefit from voecational studies to the same exter: as a student whose primary

language is English. Some examples of national origin minorities are Mexican,
Portuguese, Vietnamese, Chinese, and Pusrto Ricans.- The chief: administrative
official shall determine the method and the staff persons responsible for
ﬂakiﬂg'the idéﬂtificat .on. Subs*antlve éVld?ﬁEE of limited English speaking

Limitéd .English speaking ability persans vary in the degres of" Engllsh
‘proficiency in -the areas of .understanding, speaking, reading, and writing. To
assist in student identification and in delivery of services, the . .following
levels of English. language proficiency developed by the Illinois Office of
Education, Bilingual Section may be used: -
1. . The individual does .not speak, understand, or write English, but may
know 24 few isolated words or expressions.

2. The individual undééstands smele_sentenees in Engli%pijgspéaia;Ly.if
.8poken slowly, but does not speak English, except ;galateq;words or
expressions. _ i )

3. The individual speaks and understands English with hesitaney and
difficulty. With effort and help, °‘the student can carry “on a
conversation ipm Eﬂgllsh understand at least parts of Léssans, and
follow simple directions. : :

y, The individual speaks and understands English without apparent
difficulty but displays low achievement indiecating some language or
cultural interference with learning.
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DEFINITIONS AND EXPLANATIONS OF DISADVANTAGED CATEGQ RTE' USED BY DAVTE

DISADVANTAGED

=

P.L. QM-HSE is the legislative source of the following definitions.

‘"Disadvantagéd“ meanus any person (including handicapped or LESA) having
academic or economic. disadvantages, and requiring special services,

assistance, or programs in order to -enable them to succeed in vocational
‘aducation pr@grams! Substantive evidence of the condition must be documented.

"Economic dlsadvant ed" means:
1. Family income is at or below national poverty level;
2. Participant or parent(s) or guardian of the participant is unemployed;

3. Partiecipant or oparent(s) -of 'participéht is recipient of publie
~assistancej or

b, Participant is institutionalized or under state guardianship.

‘Students at the postsecondary and adult levels may be ideatified from Basic
.Eduecation Opportunity Grant records or similar financial aid. Operationally,

economically disadvantaged students .are those particpaints in BEDG's or.
similar financial aid or work study programs.
"Academic disadvan&aged" means that a person:

1. Lacks reading and writing skils;

3. Performs below grade level.
For the postéeeondarf and- adult levels, an academic "disadvantaged can be
determined by reporting students enrolled in remedial instruction, on academic
probation, or other documented -eriteria determined by standard evalution
instrument(s). v

Two additional conditions applicable to disadvantaged students are:

l. Language (communication problems althéugh native language is
English); or = - ‘ '

2. .Other Pemedial effects (attendance or- behavioral groblems n@t ;ovared
by other condition). :
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DEFINITION OF IY TIONAL SETTING

Mainstream/No Support Program is -one that is conducted in an itegrated
setting, i.e., students having special needs tozesther with studencs not havng
"special needs. A student having special needs should be reported in a
mainstream/no support program if that ctudnnt experiances full participation
in a mainstream vocational aducation p.'ogram where NO additional voecational
education funds are provided to 2ssist tne student. '

Ma;nstream/Suprrt Prggram is one that is conducted in an lntegrated settlng,
i.e:, students having special needs together with students not havng special
needs. A student having special needs should be reported in a mainstream/with
support program if that student experiences full participation in a mainstream
vocational education program where ADDED SUPPORT SERVICES ARE PROVIDED BY
VOCATIONAL EDUCATION FUNDS TO ASSIST THE STUDENT THROUGH CRITERIA ESTABLISHED
" BY ISEE/DAVTE. : :

Separate Program refers to a program-in which the person with special needs is
enrolled at a regular school or separate institution in a vocational education
program where the enrollment is limited to handicapped, disadvantaged or

limited English proficiency persons. Also include vocational education
program activites provided for these studenbs in hDSpLﬁalS or at the-student’s
home.

For mainstream/support and separate programs, 'repart persons wWith special
needs who meet the requirements under the law for the three special needs
categories (handicapped, LEP, and- disadvantaged) who by reason thereof:

1. . Require and receive special education assistance .and related
services; and "

2. Cannot Succeed in the regular vocational educatlon progranm w;thout
. apeg;al educational ass;stanee, or

3. Require a modified veocational education program.

The term '"special educational assistance" includes specially designed
instruction, teachers' aides to support classroom or lab instructon, taped’
texts, interpreters, or other effective methods of mak;ng orally delivered
materials available to students, classroom equipment adapted for use by
students with manual impairments, and oter similar services and actions, as
well as facility modifiecations. :

The term "related services" lncludes . transportation and such developmental,
corrective and other supportive services as are required to assist a
handicapped person to. Dbenefit from he vocational education program. Such
services include speech pathology ard audiology, psychologicl services,
physical and occupational therapy, - reecreation, counseling services, and
“"medical services for diagnostiec or evaluation purposes. :
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DEFINITION OF INSTRUCTIONAL APPROACH

Cooperative Zducation is a program of vocational education for persons who, by
written cooperative arrangements between the school and employers; are
employed and receive compensation, and also receive insctruction, including
required academic courses and related vocational instruction, by alternation
of study in school with a job in any occupational fisld. However, these two
axperiences must be planned and supervised by the school and amployers so that
sach contributes to the person’s education and his or her employability. Work.
periods and school .attendance may be on alternate half days, full days, wesks,
or other periods of time in fulfilling the cooperative progranm.

federal or stats governmant
enrolled in a related course leading to ' journeyman status

{apprentice program).
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gggipig AND STAFF INVENTORY AND UTILIZATION ! \1@3;;5.
The Faculty and Staff Inventory, Modul: of the ICCB MIS was initiated on a
pllot basis using FY 1975 data for full-time teaching faculty only. During FY
1976, an attempt was made to colleect both full-time and part-time faculty data
for the ?all Te*m and for the entiré'fesr. A zZreat deal @F diffiﬁulﬁy was

appo;ntment and aS$1gnm%nts of faculﬁy during Ehé Eall ?ermg Ih;s data is
often dependent on the Workloads during the next semester. Hence, to obtain
the most accurate data the best time to obtain it is at year end after all
assignments and adjustments are known.

The experl&ﬂgg Wwith the faculty and staff module have also resulted in the
following regommendéd rgv15;ons

1. Item 12 - Marital Status on P2 card is designated as on optional
field Whléh is not requlred for ICCB but may be used for. local
¢ollege usa. :

2. An,UhknOWﬁ category was addedvto the Birthday Item (Item #6 on P2
card). ’ : :

3. The HEGIS area code of the appointment was revised to include the
- Program Classification Structure (PCS) code and the first two dlglﬁs
of the HEGIS area code (Items 16 and 17 on P5 card). :

b, The procedure for collecting faculty and staff data was changed so
‘that the data would be collected at the end of the fiscal year and
coinciding with the same terms as used in the Unit Cost Study.

5. The new HEGIS definitions .and classifications for the eﬁhnlc/racial
codes were implemented replacing the PFEV1OUS classifications {Items
ll on the P2 car‘ds)

6. - A date of initial employment at the college in the present position
13 a Fequlred item.

7. An emplagment classification code is a required item.

-

Fgd
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[

FACULTY

o

ND STAFF INFORMATION P2 CARD FORMAT

CARD FIELD
: - ITEM COLUMN  LENGTH SUBJECT

1, 1 1

7 2 2 ' 1 Card Number = 2

3 2-5 3 Distriet Number

4 6-7 2 Campus Number: Two digit numerie, precede
with =zero. (0L for all single campus
districts.) ’

5 8-16 9 Social Security Number: Nine digit numeric

6 17-22 6 Not Used
sssssg;siiiﬁiisa—;——-————aéé End of {ey Area mmememecmmmem—e————————

7 23-52 30 Name : Léft justified alpha - Last Name,

o - First Name, and MI. Example: Smith, John T.
(For local college use only) Should be left
blank for submission to tne ICCB,

8 53 1 Sex Use alpha codes.
M = male F - female - Blank - not.known

9  54-59 6 Birthday: In yeak, month, day order - YYMMDD

1ip: Left justified alpha codes US -
United States Citizen (for codes of foreign
Eauntrles, see Data Ease Dlreetory)

10 60-63 4

11 64 1 Ethnie/Racial Class;f;catLon (New HEGIS
' Definitions) (Leave blank if unknown.)

= Asian or Pacific Islander

- American Indian or Alaskan Native

- Black Non=Hispanic

- Hispanic ‘

= White Non-Hispanic

= Non=Resident Alien

= Refuse to. Indicate

B I N = T S
|

12 . 65 v 1 Marital ‘Status: Alpha "Codes (OPTIONAL NDT
REQUIRED FOR ICCB SUBMISSIONS) .
3 - Single
= Married .
= Legally :eparated
- Widowed .
- Divorced
= Unknown

1.1')

m‘cnzWW‘z
1
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CARD FIELD

ITEM COLUMN LENGTH
13 . 66 1
14 67 1
15 68-73 R
16 T4 1
17 75-78 ‘5
18 80 1

Section III, Page 39

P2 Card

Physical Handieap Status: The designation

of employee  physical deficiency  or
impairment that may - require speaial
arrangements. (OPTIONAL-NOT REQUIRED FOR
ICCB SUBMISSIONS) ' ’
Codes:

A - Ambulatory Y = Yea, Unspecified
3 = Sight N = None y

H - Hearing . X = Unknown

0 Other /

H;ghest Earned Award

R - Certificate and Diplomas (less than one
year) -

Certificate and Dlplamas (one year or

more)

- Associate Degree

- Bachelor!s Degree

- Master's Degree .

~ First Professional Degree

- Doctoral Degree

= Other '

[@]
]

TRD W E m
|

Date of Initial Employment LD

position. at the College: Put 'ln date “of

. Employment Classifiecation:

ini employment in YYMMDD form. For

initial_
September 1, 1953 enter 530901.

1t Cl Primary general

area of employment at the eosllege.

Code Description
1 Teaching Faculty
2 Administrative
3 Non-Teaching Faculty Example =

: Counselors, Librarians, Ete.
b Professional staff other than
administrative or faculty
Para=-Professional Staff
Classified Staff

[ea MWy

Date.of Initial Employment at Callégé in any

position: (Optional For FY 1980). Put in
year and month in YYMM form.. For July 1967
enter 6707. -

A-Add, C-Change, D-Delete

Update Code:

120
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FACULTY AND STAFF_INFORMATION P3 CARD FORMAT

(Optional Card = Not REQUIFEd by ICCB -~ Required on IBHE
Space Survey and Can be Used for Facility Utilizatiorn)

. CARD FIELD
ITEM COLUMN LENGTH .. 3UBJECT
1 1 N Card Tiﬁe - P
2 2 1 CardiNumEéf -3
3 3-5 3 District Number : ) N
4 6-7 2 Campus Number
5 8-16. 9 . Social Security Number: ({same as P2 .card)
6 17-22 6 Not Used
' s-—;is;s;aé;;sséaisgagsa—aias End of Xey Area %—isigé—jééésaaifsa—issasai
7 23-28 6 Facility Identifier: Alpha-Numeric=--Facility

Code of Employee®'s Office Assignment .
Columns 23, 24, 25 - Must be filled in (left
justified)” .

ONC - On-Campus facilities

OFF - Off-Campus facilities

ZXT - Extension facilities

FOR - Foreign Countries .
Calumns 26, 27, 28 - Unlqué Facilities

f30111tlés. Hay ba 1éft blank for aff!campus
or extenslon Fac;lltlés )

NOTE: fadilities, buildings, and room ident;f;érs must match the identifiers

reported on the facilities lnventory data and on the course 'resource data
submitted on S6 cards

8 29-34 6 Building Identifier: Building «code of
Employee's Office. (See note above; also
see detailed format for 56 card, Item 14) .
(left justified alpha numeric) :

9 35-38 4 Room _ Idengégggr. Alpha—Numé;ic Room Number
of Employee's QOffice (see note above; also
see detailed card format for S6 card, Item
15)

10 39-79 . b1 Not Used
IR 8n 1 Update Codes : A-Add, C-Change, D-Delete

NOTE: P3 cards are filled out for faculty and staff who havefassigned office
only. . ' ' .
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FACULTY APPOINTMENT INFORMATION PQVCARD fORMAT
(Thls Card for Local Use Only; Not Ffor Submission® to ICCE)

CARD = FIELD » -
ll o1 ~ Card Type - P - V\L;;
i _ 1 Gard.Numbér - 4 ’
3-5 3 : Q;étr;ct Number
6~17 2 ;agggg,gngEﬂ
8;;6“ ?__ 9 Social_ éééégity Number
17-18 ' 2 Al,élnﬁmgggi Number: (2 digit numeric;

. precede -with =zero) Sequential naumber of
-appointments = for, each emplgvee, beginning
each fiscal year

0l - first appointment ~
‘02 = second appointment

19-22 K} Not Used
mm—mm—ecmcmeme e emmeem==== End of Key A%ééf;____fg_ggg;gsi;iigg;géj___
23-27 5 E Apportionment Identifier: Alpha-numeric -

left just;F;ed lnstltutlonally determined-

Examgl:g
CHAIR Division Chairman
¢ ADM - Administrator
INST = Instructor
COUN -~ Coundélor

ESQSEt 25 - Appointment Tihlg:~ (Alpha-left justified)
: Title of the appointment

53=57 T 5 Appointment  Organizational Unit: Alpha-
. numeric=left Jjustified. . Loecally named

identifier of division to whlch app@;ntment
is made.

- Examples: :

ENG - English Division

PSYCH - Psychology

STSR = Student Services Division

58-75 ’xlS Payrcll _Account Number: (Numeriec - fill
: Wlth zeros) Emplcyee's payroll number )

76=79 ool Update Code: A-Add, C-Change, D-Delete

For Multigle Appointment, complete multiple PY caéds.

- ; | 122
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APPOINTMENT DATA, PS5 CARD FORMAT

CARD FIELD _
ITEM COLUMN LENGTH SUBJECT

1 1 1

2 1 1 Card Number - 5

3 - 3-5 3 District Number

4 6-7 2 Campus Number -

5 8=-16 9 Seeial Security Number

6 17-18 2 Appointment Number: (2 digit numeric;
precede with zero) Sequential number of
appointments for each employee, beginning
each fiscal year : :

01 - first appointment
02 second appointment

~J
s
(Y]
i
P
Mg
5=
lo
Is3
L
L]
if AT
{io.

8 23-24 2 Appointment Pariod (weeks): (Numeriec - PWZ)

Number of weeks for which the apPOLntmenﬁ is
affective.
Examples:
39 - aaademlc year (instructor)
48 - Eleven mentha (divisien ehairman)
52 = full year (administrator)

9 25-30 6 Effective Date: Date on which the appoint-

ment beglns in YYMMDD form.
‘Examples:
75 09 10 = 3eptember 10, 1975
75 07 01 = July 1, 1975

10 31-36 I - Expiration Date: Date on which the appoint=
ment expires in YYMMDD fgrm.

Examples:
76 05 20 - May 20, 1976

76 06 30 = June 30, 1976 -

-1l ' 37 1 :"A9901nbmenﬁfsga;gs:~ (alpha codes)
- F =-full-time
part-time

- irregular

=
[ I
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P5_CARD
_ CARD FIELD
ITEM  COLUMN  LENGTH SUBJECT

12 38 ' 1 Faculty Rank: (Use alpha codes) If your
college does not wuse rank use "U'" for
undersignated :

P - Professor

A - Associate Professor
5 - Assistant Professor
I - Instructor

L = Lecturer

T - Teaching Assistant
R - Research Assistant
U = Undesignated

0 = Other

13 39 1 Do Not Use

14 4o 1 Tenure Status: (Use alpha codes)
Codes :
T - Tenured
E - Eligible for tenure
N = Not eligible for tenure
X - Position not eligible for tenure
U - Untenured (may be used in lieu of
E, N, and X)

15 41-46 6 - Salary: (Numeric - reported in dollars - P
W Z) Total salary paid for the appointment
during the fiscal- year

Examples: ‘ enter
§12,000 012000

! i § 557 000557

16 b7 1, Leave Status: (alpha code) If not on
leave, leave blank.

Codes
5 - Sebbatical i
C - Sickness or convalescent leave
- Military leave '
- Leave with pay
- Leave without pay
.= Other
=~ Unknown

O E O Y

17 48-49 2 PCS Code: (Numeric Code) Two=digit PCS Code
~.of. the Appointment.. ... . .o e
Examples:
1.1 Baccalaureate Insatruction
" 6.1 Executive Administration
5.3 Counseling
(See Section III, Page 1)
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CARD FIELD
ITEM COLUMN LENGTH SUBJECT

18 50-51 2 HEGIS Ares: (Numeric code)
Two-digit HEGIS Area of the Appointment:

Examples:
04 - QUOO Biological Science

17 - 17300 Muthematias

. 15 Englizsh

49 General 3Studies

. 00 - 0000 HEIGS Does Not Apply (Secretary)

Vo
=
O WA
=]
O o

19 52-54 3 ANNUAL (FISCAL YEAR) FTE: Full-time Annual
: Equivalency of the employ=e’s appointment.

Two decimal place numeric. (Precede with
2eros. ) ' ' :

DEFINITIONS

APPOINTMENT FTE: Appointment FTE is defined
to be the institutionally defined full-time
equivalency of a given appointment times the
fraction of a full (52 week) year of the
appointment. (Same definition as Staff Year)

Example 1: Full=time teaching appointment
for 39 weeks (9 months)

1 FTE X 39 weeks .75 appoint=
52 weeks = ment FTE

Examélg 2: One-=fourth time appoiﬁtment for
one quarter (13 weeks or 3
months)

1/4 FTE X 13 weeks = .06 {1/16)
52 weeaks appoint-
ment FTE

Y]
=
Lo
j=]
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Section III, Page 45

ASSIGNMENT DATA, P7 CARD FORMAT

FIELD
LENGTH

1

1

M

[Ls

[{8

.precede . with zero)

District Number

Campus Number

Appointment  Number: (2 digit-numeric;
Sequential number of
appointments for each employee, " beginning

each fiscal year.

0l -- first appointment
02 == gecond appointment

Assignment Number: (Numeric - P W 2)

Sequential number of assignments for each
employee beginning each fiscal year.

0l -- first assignment =,
02 -- second assignment

Not Used

- End of Key Area ==—=crecemcmmasccacaacnaaaa

Assignment Program  Function/QE Code:
Program function for the specific assignment
using the first eight digits of the Manpower
Assignment C de as described in "A Manual
for Manpower Accounting in Higher Education

(Winter, 1971L)"

Assigment FTE: Full-time equivalenicy of the
assignment (two-decimal place numeric = P W
Z) The assignment FTE is used to prorate
the faculty appointment. It should be based

on the staff membter's full-time equivalency
_for the length of the assignment.
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_ CARD FIELD
ITEM COLUMN LENGTH SUBJECT

Example l: Teaching a 3=hour course
for one semester. Institu-
tional definition of FTE is-
30 course hours per year or
15 course hours pear
semester. Assignment FTE =
3/15 or .20 FTE

Example 2: Teaching full-time for
months. Assignment FTE
1.00

N TRY=]

Example 3: Teaching full-time during
. one summer term.
Assignment FTE = 1.00
Note: Sum of assignment FTE's can equal 1.00 or more. Each assignment should

be given a proportionate FTE, however, so that it can be costed
appropriately. ‘ ’

11 34-39 _ ) Assignment Begin Date: Date on which the

agsignment becomes effective iu YYMMDD form.

12 40-45 6 Assignment End Date: Date on which the
assignment ends in YYMMDD form.

13 46-48 3 ' Qgé%EEEEEE;, Period: (Precede with zero)
3-digit-one decimal place period of the
assignment in weeks.

14 49-79 3l Not Used
5 - 80 1 ~ Update Code: A - Add, C - Change, D - Delete

" Note: For multiple assignments .within each
' appointment, use Multiple P7 cards.

N
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FACILITY INVENTORY

-

The purpose of th~ ICCB Facility Inventory is to provide data about the status
of the facilities in the public community colleges of Illinois, and to produce
more appropriate facility utilization reports. To provide for these purposes,
it will be essential to develop a facilicy inventory Ffor all on-campus
facilities.

On-campus facilities are those facilities which are located either on the site
where state funda have been appropriated for the construction of permanant
facilities or at the legal address of the institution. The facility cards (F3
and F6) contain data relative to cost, year of construciton, ownership, and
condition. Henece, although it is possible for a facility to ineclude more than
one building, if any of the above data are unique for a building, then each
building should be considered to be a separate facility. In some cases, it
might even be desirable to consider a wing of 2a building to be a separate
facility. This might be when the wing of a building constituted a separate
building project.

Facility inventory data needs to updated only ag new buildings are added to
 the campus or remodeling makes it necessary. This update .should be submitted
to ensurs current inventory and utilization data.
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CARD

'ITEM COLUMN
1 1
2 2

8-13
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FACILITY INVENTORY 73 CARD FORMAT

FIELD s
LENGTH - SUBJECT

1 Card Type = F

1l Card Number - 3
3 District Number
2 C-mpus Number: Two-digit numeric P W Z

o
"IIA

Facility Identifier: t three columns

Firs
must contain one of the following:

Column 8, 9, 10 ONC - On=Campus
: QFF = Off=-Campus-
EXT - Extension
: ‘ For = Foreign
Column 11, 12, 13 Must contain locally
assigned facility iden-
tifier {(must be unique)
(left Jjustified, alpha-

numeric)
14-23 10 Not Used
s mm s s e e mceaa=== Ead of Key Area sssscsmesscsccasmmm—cm————aa
24-59 36 ' Facllity Naﬁe:f Locally assigned facility :
' name. Left justified
60=67 8 Facility _Abbreviation: Locally assigned
facility abbreviation. '
68-77 10 Location Codes: Institutionally determined

for local use.

2 Not Used
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CARD

ITEM  COLUMN

1 1

2 2

6 14-23

8 31-34

9 35-42

- 10 43-50

u o s

L")

Section III, Page 49

ACILITY INVENTORY, F6 CARD FORMAT

FIELD

LENGTH

1

_Estimated Replacement Cost:

Card Number - 6

District Number

Campus Number: Two-digit numeric P W Z

Facility Identifier: Unique facility name
or number (alpha-numeric - left justified)

“Columns 8, 9, and 10 must contain ONC for

On-Campus Facilities to match S6 cards data
Columns 11, 12, and 13 must contain locally
assigned identifier of the facility (usually
building identifier)

Not Used

End of Key Area =——=m-emeccccammamcceoaenas

Gross Area: (numeric - P W Z) in square
feet. The sum of floor areas of the
facility measured in terms of gross square
feet. '

Seéffoﬁ Construction: " (Numeric - four digit)
fear when facility was constructed (com-
pleted)

Book Value: (Numeric = P W Z) The dollar
amount carried by the institution on its
finanecial records as the book value of the
facility. Generally the original cost of
construction plus remodeling or additions.
Should not include movable equipment.

(Numeriec P W Z)
The estimated cost to replace the facility
at the time of the inventory or cost of
leasing a leased facility. (Probably
insured amount of owned facility)

Ownership Code: (alpha)

0  Owned Fee Simple (buildings whizh have
no outstanding . local or state bonded’
indebtedness)

A Title vested in the istitution .and

being paid for on an amortization’
schedule (regardless of whether the
facility is shared with another
institution or#* organization) =~ This
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i

FACILITY INVENTORY, 76 CARD FORMAT

CARD FIELD
ITEM COLUMN LENGTH SUBJECT

would include al) Capital Development
Board projects until state and local
bonds are retired. It would also
include locally funded projects until
local bond issues are retired.

H Title vesated in a holding company or
building corperation to which payments
are being made by the institution;
title will wultimately pass to the
institution.  (Ineclude lease-purchase
arrangements.) Il¥inois Building Au-
thority Projects '

Not owned by the institution, but leased

or rented to ‘the institution at a typi-

cal local rate. _

c Not owned by the institution, but made
available to the institution either at
no cost or at a nominal rate.

3 Not owned by the institution, but shared
with an educational organization that
iz not a pcstseccndar; educational
institution.

T Not owned by the instituticn, but
shared with another postsecondary
educational institution.

X Other (e.g., not owned by the institu-
tion, but shared with a non-educational
inatitution.) s

[

12 52 1 Condition Code: (alpha) .

S Satlsfactory Suitable for continued |use
with normdl maintenance

A Remodeling-A Requires restoration to pre-
sent acceptabla standards
without major room use change,
alterations, modernizations,
or expansion. The approximate
cost of Remodeling A .is not
grater than 25% of the esti-:
mated replacement céat of the

_ facility.
B Remodeling=-B Required major updating and/or

modernization of the facility. .

The approximate cost of Remo-

deling B is greater than 25%,

but’ not greater than 50% of

the estimated replacement
" eost of the faecility. '

. 131
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FACILITY INVENTORY, F6 CARD FORMAT

CARD FIELD

E
ITEM COLUMN ,ENGTH SUBJECT

= =
[y ]

C Ramodeling-C Requires major ramodeling of
the faeility. The approxi-
mate cost of Remodeling C is
greater than 50% - of the re-
placement cost of the facil-
ity,

D Demolition  Should be demolished or aban=
doned because the faeility is
unsafe or structurally un-
sound, irrespective of the
need for the space or the

. availability of funds for a
replacement. This category
takes precedence over cate-
gories S, A, B, and C. If a
facility is seheduled for
demolition. its condition is
recorded as "demolition,"
regardless of its condition.

T Termination Planned termination or relin-
quishment of oecupancy 'of the
facility for reasons other
than unsafeness or structural
unsoundness, sueh as, abandon-
ment of temporary units or va=
cation of leased space. This
S, A, B, and C. If a facility
is scheduled for termination,
its condition is recorded as
"termination," regardless of
its condition.

13 53 _ 1 Functional _ Suitability: Institutionally
' defined rating for the appropriateness of
the facility to its assigned activity.
Satisfactory
- Needs major renovation
Needs fixed equipment
Inadequate

o Y e I 1]

14 5U4=59 ~ 6 Facility Inventory Date: Current date when

T e ' e “inventory i3 being done. o o

15 60-64 5 Local _Funds: (numeric PWZ) Amount in

' thousands of dollars obtained from local
funds for the book value of this facility.

16 65-69 5 . State _Funds: (numeric PWZ) -Amount in
- thousands of dollars obtained from state
funds for the book value of this faeility.

132 -
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17 TO~-T74 5 Federal Funds: (numerie PWZ) Amount 1in
thousands of dollars obtained from federal
funds for the book value of this faciliiy.

18 75=T79 5 Other Funds: (numeric PWZ) Amount in
: thousands of dollars obtained from other
scurces such = as private donations,

foundations, etec.

19 80 1 Update Codes: A-Add, C-Change, D-Delete

133
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B3 CARD FORMAT

CARD FIELD
ITEM COLUMN LENGTH SUBJECT
1 1 1 - B
2 2 1 C rd Number - 3
3 3-5 3 District Number
4 6-7 2 Campus Number
5 8-13 6 Facility Identifier: First three columns
must contain one of the following:
Columns 8, 9, 10 ONC = On=Campus
: * OFF - Off=Campus
EXT ~ Extension
FOR - Foreign
Columns 11, 12, 13 Must . contain locally
assigned facility iden=-
tifier (must be unique)
(left Jjustified, alpha-
numeric)
6. 14=19 6 Building Identifier: Locally assigned -
‘ alpha=-numeric identifier of builing (must be
unique). .
7 20-23 4 Not Used
mmmmm e cm e memee—= End Of Key Area —-eemsemmscecmeeceecemeaaaa

-8 24-30 7 Assignable Area: All areas available to
oceoupant, in square feet.

9 31-37 7 Nan-Assigg;ble Area:’ All non=-assignable
area of a building, in square feet. Should
equal sum of items 10, 11, 12, and 13.

10 38-43 6 Custodial Area: Custodial area of a
building, iﬂ square feet.

11 4y-ug ) Circulation Area: Non=Assignable area--area
in square feet required for physical acceas
to some subdivision of space.

12 50-55 6 Mechanical Area: '~ Mechanical area of a

= building, in square feet.

l3- 56=61 - 6 Structural Area: Structural area of a
building, in square feef (numarlc - P W 2)

14 62-63 2 Number of Levels: Number floor- levels in

the builing. (Numeric - P W 2)
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B3 CARD FORMAT

CARD FIELD
ITEM COLUMN LENGTH SUBJECT

15 6U ' 1 Structural Type: Numeric  codes  that
designate the construction components of the
builing.

1. Load-bearing masonry wall and steel

2. Load=bearing masonry and re-enforced
conarete

. Steel skeleton and masonry walls

. Steel skeleton and curtain walls

. Reinforced concrete

. Wood frames

. Other *

16 65-70 6 Initial Occupancy Date: Date the building

was first occupied, in YYMMDD form.

17 T 1 Building Type:
. . P Permanent :
. I - Interim (temporary)
Not usable for any purpose

=
]

18 72-79 8 . Not Used

19 80 L1 Update Code: A-Add, C-Change, D-Delete

Note: Check DHEW Publication No. (OE) 74=11424
Fagilities Inveatory and Classification
Manual, 1973, for detailed definitions,

_ explanations, and procedures for doing
/ : facilities inventory.
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ROOM_INVENTORY DATA, R3 CARD FORMAT

" - 3

District Number

C-mpus Number: PWZ

Facility Identifier: First three columns

must contain one of the following:

Col n 8, 9, 10 ONC - On-Campus

‘ QFF - Off-Campus

EXT Extension

: FOR Foreign

Column 11, 12, 13 Must 2ontain locally as=-
signed identifier {must
be unique) (left justi-

~ fied, alpha-=numerie)

Building Identifier: Locally assigned =~
alpha-numeric identifier of building (must
be unique) :

Room Identifier: Locally determined room
identifier - alpha-numeric, left justifed
(must be unigue)

e ————— End of Key R

CARD FIELD

ITEM COLUMN LENGTH
1 1 1
2 2 1
3 3-5 3
4 6=7 2
5 8-1% 6
6 “l4-19 6
7  20-23 4
8 24 1
9 25-27 3
10 28-31 1
11 32-38 7

12 39-46 S 8-
\‘1

Not Used

Room Use: Primary use of rooms in accordance
with the Higher Educaticn Facilities Inven-
tory and Clasaification Manual (Romney, 1972)

Appendlx ' 6.2; pages 47-81

Room Use D,S,riﬁticn Institutionally

deflnéd ccde to be used in add;tlcn to Room

‘Use Lypé.

Assignab %ﬁ,Squara Feet (area):

ﬁﬁganlzatlcnal -Unit-Room: (alpha-numeric -
ieft Jjustified) An institutionally defined
code (name) for the organizational unit to
which the room is assigend.
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* ROOM INVENTORY DATA, R3 CARD FORMAT

CARD | FIELD

ITEM - COLUMN - - LENGTH SUBJECT
13‘ ‘ 47.48" : 2 , Program _ Idéntifisr, (twa—dzgit © HEGIS

Program Code) See Program Classification
Categories, Appendix 6.3 DHEW Publication

’ - No. (OE) T74=11424 Facilites Inventggy and
» "~ Classification Manual, 1973
?xamples ] 1.1 General Academic
e 1.2 ~Occupational
; o S 4,1 Library
: 5.3 Counseling
y;f 14 49-52 4 ar Categor Four . digit  HEGIS
;;5 ‘ » : e Discipline Gode See Appendix 6.4, of DHEW
- _ » —Publication No. (OE) '74-11424 Eacllities
' ’ i - inventony and Class;figatian Manual, 1973
15 53=57 5 'Désign77§§paqi§y* ' (Numéric - P W Z) The .
‘number of stations which a room is designed
' to accommodate at one time when used in the
manner originally intended. =
16 58-62 5 Actual Number: of Stations: (Numeric P W 2)
17 -~ 63-68 6 Nat'sed
18 69 1 ’VStétiQn Type: (alpha code) Institutionally
defined type of station in a room.
19 70 - | Functian Suitability: '(alpha'gode)
- S = Batisfactory ‘
M - Needs Major Renovation
N - Needs Equipment
I - Inadequate
20 71 .- 1 Room Accessibility: (alpha code)
’ ’ Accessibility ‘to a wheelchair person
Y - Yes
N = No
. X = Unknown
21 72=-73 ° 2 ipment Availabiiity
7 " (Special Use Codes to bé‘DéVEléped)
22 T4=79 6 ‘Room Inventory Datg, Date of this. room
' ' ‘Inventory in YYMMDD form.
. 23 80 1 - 'Update Code: A - Add, C - Change, D - Delete

!
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COURSE MASTER CARD FORMAT - M3

CARD ©  °  FIELD
ITEM  COLUMN LENGTH ) SUBJECT

1 1 1~ Card Type - M

2 -2 L Card Number ~ 3

3 35 3 District Number

4 6T 2 C-mpus _Number: Two-digit numeric, precede
with zeros.

5 8-12 .5 Course Identification Prefix: Alpha-numer-

ie, left justify.

6 - 13-16 4 Course Identification Number: Alpha-numer-
’ ’ ie, left justify.

- 7 17-18 2 Sequence Key: Numeric, PWZ. Note that the
sequence key is punched only for changes.
For example, a course master file list shows
the following course: ‘

" Course Course Seq Course Ti;ié
. ID Nur _ '
= ; - - MATH 0101 01 College ‘Algebra

If the course title is to be changed to
"BASIC MATHEMATICS", then an. M3 and M6 card
would need to be punched with a "C" in
Column 80 and an "0l" in the sequence key.
In other words, keypunch only the sequence’

number of the record that you wish to change.

8 19-54 36 Course Title: Alpha-numeric, left justify.

9 55-56 2 ﬁ?égram7CLa§s;f;9§§iga Code: Numeric. Use
‘ : only the following codes: '

11 -.Baccalaureate

12 = Occupational

13 - Non-credit Community Education

14 - Remedial/Developmental

15 - General Studies

16 - Development and/or Review of Vocational
-Skills

10 57-60 4 HEGIS Code: Numeric. Use only the following
following ranges by PCS category.
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.CARD FIELD -
ITEM COLUMN - LENGTH SUBJEC

=3

Category PC3 HEGIS Range

0101 to 4985
0101 to 5999
0101 to 3999

Baccalaureate

Occupational

Non=Credit

Remedial/
Developmental

e . General Studies

Devalopment/Review

Voc Skills

o
L] -
R

0101 to 5999
0101 to 5999
01010 to 5999

ol ol
Ll L] L]
Lo AN T

1L 61-68 8 Not Used

justified. " This field and the next (Item
13) are a cross reference to the curriculum
master file and pinpoints the apecific
curriculum under which this course was
approved.

12 69-73 5 ) Curriculum Prefix: Alpha-numeric. = Left

TU4-T1 b Curriculum _ Number:  Alpha-numeric.. Left
Jjusitfied., See above item 12 for explana-
tion. :

[
L

14 78-79 2 ~ Not Used

15 . 80 1 Update Code: A - Add; C - Change
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'CQURSEfﬂASTERLGARD FORMAT - M6

. CARD FIELD
ITEM - COLUMN LENGTH
1 1 1
2 2 1
3 3-5 3
Y 6=7 2
5 8-12 5
6 13-16 4
7 17-18 2
8 19-20 2
9 21 1
10 22-23 o 2
11. 24 1
12 25-28 4
;_1.-3 29=-32 4 -
14 33-36 4
15° 37-40 oy
16 41 1
17 ¢ 42-u7 6

T With ZéPoes.

SUBJECT

Card Type = M
Card Number = 6

Dlstrlct Number

Campus Number: waadigit numeric, precede

- Course Identification Prefix: Alpha-numeric,

left justified.

Course Identificatiou Number: Alpha-numeric,
left gustlfiad.

_’Sequence Key: Nuﬁeric, PWZ. For changes
only. (See M3 card narrative on Sequenaé

key for explanation.)
Not Used -

Credit Type:  D-Degree and Certificate;
C-Certificate only. .

. Not Usad

Variable Credit Hours:
V = Variable
N = Non-variable

Number of Credit Hours: Two decimal place

_ numeriec, PWZ. (99v99)

Lecﬁure _Weekly Contact Haurs Two decimal
place numeric, PWZ - (99V99)

Lab Weekly Contact Hours: Two decimal place

numerie, PWZ (99V99)

Course. Duration: Numeric PWZ. Number of
dazs course would normally be In session,
based upon the -contact hours specified in

Items 13 and 1l4.
SQEWQ§3Q
Course Initial Efféctlve Date: (IiMHDD)

Numeric. The date on whieh -the new or
revised course should take effect. -
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COURSE MASTER CARD FORMAT ~ M6

CARD"’ FIELD .
ITEM COLUMN  LENGTH . - SUBJECT

18 u48-53 6 " |Course Ending &ffective Date:  (YYMMDD) .. °
S : ‘Numeric. For adds (A in Column 80) this
date would not be punched. For changes (C .
in Column 80) this date represents the time
that the old sequsnce is to be terminated.

-mrm—wézgigzzzrrfvf4*79~: 26 . Do-iot--Use: Reserved for-data—to_be—entered-———
8 by ICCB MIS. .
20 80. s Update Code: - A - Add; C - Change .
Note: Adds {(A) may only be used in a case

where there 1is 'no corra2sponding  course

prefix and number file, even in a withdrawn-
status. :

1
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CURRICULUM MASTER CARD EDRMAT - D3

~. CARD FIELD - ~ )
ITEM . COLUMN LENGTH - SUBJECT :
R U | 1 Card” Type = D.
2 2 1 " Card Number - 3
3 3-5 . 3 District Number
L 6~7 o r——ge Campus Number: Two-digit Numeric, PWZ
5 . 8-12 5 =Qurr-it:{}.llum IdéntlfLQatlﬂﬂ -Prefix: Alpha-
numéric, left justh;ed.
6 13-16 = 4 Curriculum Identification Number: . Alpha-
’ ‘ i numeric, left justified.
7 17=18 7 2 _ Sequence Key: "~ Numeric, PWZ. Note that the
' " sequence Kkey is punched only for changes.
For example, a curriculum master file list
_ shows the follwing curriculum:
CURR CURR 3EQ :
b NUM ‘NO CURRICULUM TITLE
‘ A,,T 0500 01  Accounting
If the curriculum title - is to be. Ehangéd to
M"Basic Accounting," then a D3 and DE card
would need to. be punched with a "C" in
Column 80 and an 01" in the sequence -key..
In other words, keypunch only  the seguence
nquggﬁof ‘the record that vou wish to change.
8  19-54 36 - Curriculum - Title: ~ Alpha-numeric, left
: Justified. , ,
-9 . 55-56 - 2 PPQ,Pa@‘4§%§§§i§;EatLDﬂ Code: Numeric. Use
: anly the fallowlng codes: -
ll saEaceaLaureate
.12 = Occupational
13 - Non-Credit Community Education
. 14 - Remedial/Develapméntal
15 - General Studies
16 = Development and/or RéVLéw of Voea-
.tional 3kills
10° 57-60 - 4 HEGIS Code:” Numerie
11 61-62 . 2 Not Used

Q | - s1‘4£§’
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" CURRICULUM MASTER CARD FORMAT = D3

CARD FIELD
ITEM COLUMN LENGTH ’ SUBJECT

12 63-68 7 OE Curriculum Code - DVTE: Numeric PWZ

13 69=79 11 - . Not Used

. 80 1 Update Code: A - Add; C - Change’
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10

11

12

CARD

COLUMN

42-47

48-53

'CURRICULUM M:STER CARD FORMAT - D6

Section III, Fége 63

14

SUBJECT
Card Type =D

)

6

Card Number

District Number

C-mpus Number: Two-digit numeric, PWZ

Curriculum Identification Prefix:  Alpha-

‘numeric, left justifled.

Curr;eulum _Identification_ Number: Alpha%
numerig, left justified. '

Sequence Key: (See D2 explanation)

Looperative Prograw Use the fallow;ng
codes- if this curriculum is a caoperat1ve
program or leave blank. :

i

. Cl - Intra-district agreement with  other .

community calleges of a given distrlct.
C2 - Inter-district agreement. '
C3 - Senior public institution agreement.
C4 - Private institution agreement.
C5 - Proprietary institution agreemEnt.
Cé - Interstate agreement. ‘
C?7 - Local,  state,. or fedaral agency
agreemant.

Dggraa or_ Certlfigate Type: Use only codes
shown on Farm 20.

. Not Used

Minimum Credit Hours to Complete: ‘Nume%ig;

PWZ, 999V9

Not Used -

) rriculum In;t;al Effective Date: '(YYMMDDY

Numerie. The daté on which the new “or
revised course sihioula take effect.

Cyrriculum Ending Effective Date:  (YYMMDD)

Numeric. For Adds (A in Column 80) this

.date should not be punched. For Changes (C

in Column 80) this date represents the time
that the old sequance is to be terminated.

/

144



/

. & / ] N .
- ICCB MIs Pfcceduﬁesfﬂanual \ Section III, Page 64

!

—— — S

) | : ) CURRICULUM MASTER CARD FORMAT - D6

caRD | FIEL |

ITEM  COLUMN /- LENGTH A ' SUBJECT

15 S 5U4=79 26 Do _Not Use: Reserved for data to D¢ entered
by ICCB MIS.

16 80 1 Update Code: A - Add; C - Change. NOTE:
'~ Adds (A) may only be used in a case where
there 13 no corresponding curriculum prefix
and number on file, even in a withdrawn
“ status. - R e e .
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STUDENT CGMPLETIDN CABD FORMAT (Cl CARD)

CARD - FIELD A .
ITEM COLUMN LENGTH SUBJECT

L 1-2 2 - Record Type: Cl

2 3-5 3 Dé_ﬁ,% ¢t Number

3 6-7 2 Campg§uNumber

4 8-16 9 ' Student Identifier

5 17 1 "Instructional Term Code*

Term in which degree was awarded.
1 - Summer :
3 - Fall
, 4 - Winter
’ 6 - Spring
6 18-19 ° 2 Fiscal Year Dégféé was Awarded: For 1979-80
' (FY 1980) enter 80. For Fall 1979, enter 80.
7 a0 1  Type of Completion: .
" 1 - Graduated with degree or certifiecate
A 2 - Non-Graduate completer* (completed all
E required courses in the program except
general education requlréménts and
electives)
Student Completed Currlculum**

8 21-25 5 : Curr;gg}gg __Prefix: . Alpha-numeric. Five
digit - left justified. Must be identieal
to the curriculum prefix as approved on ICCB
Form 20 and shown on ICCB Curriculum Master
File. If prefix does not match exactly, the
Cl card record will be rejected and will
have to be reaubmitted by the college.

9 - 26-29 - Il Curriculum Number: Alpha-numeric.  Four

digit = lefb justified. Must be identical
to curriculum number as apprcved on ICCB
Form 20 and shown on ICCB Curriculum Master
Elle.. :

. * Completer of an occupational program refers to a student who finished a
planned sequence of courses, services, or activities designed to meet a
vocational occupational objective that taught entry-level job skills.
This person must have met all requirements of the institution for program
eomplaticn whéther or not he ér she graduated frcm the institution.

#%  PCS code, HEGIS code, OE code, and Dégrée/CertiFicate .type will be entered
" on the student record by a computer program interface with the ICCB
Curriculum Master File, Curriculum I.D. number must matcn the I.D. number

on thv ICCB Curriculum Master Fllé exactly. :

Q 'j»_uv;' S l - -1%16;
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=
Q)
'e)
av]

| STUDENT COMPLETION CARD FORMAT (Cl CARD)
CARD FIELD
COLUMN: LENGTH 7 SUBJECT

|
3
1)
= -

: 10 30-32 3 . Total Credit Hours Earned: Rolind to nearest
Wwhole number -. right justified left zero
filled - for example, 24 hours would be 024,

11 33-79 ‘ Do Not Use

12 8o 1 Update Code:
' , A= Add -~ Use for original submission of Cl
Card for a given term.
C- Change - Use only to correct or modify
an original submission. | )
D=~ Delete - Use to completely delete an
~original submission.
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STATEWIDE DCEUPATIQNAL STUDENT FDLLDW;UP STUD! _SURVEY
F3 CARD EDEMAT

CARD FIELD

ITEM COLUMN - LENGTH : : SUBJECT
1 1-2 2 FS Follow-Up Survey Card
2 373 3 ‘District Number
3 6-7 2 Campus Number - Use 0l for single ocampus
: districts
4 - 8-16 9 Social Security Number
5 7 1 Last Term of Attendance:
g 1 - Summer

3 - Fall

4 ~ Winter

6 - Spring

6 18-19 2  Fiscal Year of Last Attendance: (Enter 79
for FY 1979 completers or non-completers)
7 20 1 Student Status (Item "A")

"1 - Graduated :

2 = Did not graduate, but eomplétéd all the -
required courses in my program

3 = Did not graduate, but completed more
than half of the required courses in
my program .

4 - Did not graduate, completed less than-
half of the required course in my pro-
gram

5 - Transferred (either to another program
at™ ‘the community - éallegé or to ancther
institution) .

8 = 21 1 Reasons for not continuing enroliment (Item
ilEVi) R
“1 = Plan tdo re-enroll later

2 = Achieved my objective

3 = Changed career objectives

4 - Not satiafied with instruction

5 = Other reasons : : -

Blank - No resgonse to item

For next 10 items, use these codes (Eééganaes to Item C on survey). )
.1 - Very Good .3 = Average 5 = Very Poor Blank = No Response
2-0God = H-Poor 6 - Not Applicable =~~~ to Item

9 22 1 Financial Aid
10 23 1 Career Counseling
11 24 1 Job .Placement

o . N . 148
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STATEWIDE QCCUPATIONAL STUDENT FOLLOW-UP TJDI”SGRVEX

FS CARD FORMAT

) CARD FIELD -
ITEM COLUMN LENGTH SUBJECT
12 , 25 1 Academic Counseling
13 26 1 Tutoring Services
14 27‘ 1 “  Veteran Services
15—~ 28 . 1. - Student_Activities
16 29 1 Library Services
17 30 1 ~ Instruction in Occupational Courses
18 31 1 Instruction in.Non-Occupational Courses
For the next 11 items, use these codes (responses to Ltem "D on survey).
1'=" Very Helpful : 3 = Of No Halp Blank = No Response to Item
2 = Somewhat Helpful .4 - Not Appllcable , e
19 . 32 1 Prepafaﬁlgn'for a specifiec job
20 33 1 Obtaining a job
21 34 1 Performance and advancement in presant job
22 35 ) 1 Development of more effective communication
: skills
23 36 , 1 Improvement of my pérsonal relationahips
with others N »
1 | -
24 37 R ! Development of my ability to think critieall&
25 38 1 Identlflgatlon and development of life goals
’ and values
26 39 Ty Understanding myself better
27 40 . 1 Becoming more involved with my community
28 41 1 Increasing my aesthetic appreciation E(sueh
as art, music, and l;tératqr?)
29 . 42 . 1 Making'mﬂfe effective use of my time
30 43 1l Dbgéatlves for A .tending Gallege (Item "E™)
Code:
1 - Obtain a~ degree or certificate for job
entry .
2 - Improve -3kills needed in present Jub
lfﬂ() 3 = Explore courses to decide on a career
7% W - Take .course work for transfer to
. another college

. 5 = Personal interest or self- develapmeat
L Blank - No response -to this item
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33

STATEWiDE OGCUPAIIDNAL STUDENT EDLLDH—UErsiu

Section III, Page 69

SURVEY

CARD

COLUMN

by

46

48

ug

FIELD

LENGTH

l B

FS CARD FORMAT

= N ]

i =
]

§u gﬁc'

Gode

l - Very succesaful

= S3Somewhat successful

= -Not successful

- Not sure

Blank - No response to this item

R o

150 -

o

/

2

Educational Status (Item "G")
Code:

1 = Currently Full-Time Student
2 - Current Part-Time Student

3 - . Not Enrolled in school
Blank ~ No response to this item

Relationship of Present Program to Community
College Program (Item "H")

Code: )

1l - .Same Field

2 - ., Related Field

3 - Unrelated Field

Blank - No Pespgnse to this item

Employment Status (Item "I")

1 - Employed, full-time

- Employed, part=time

= Full=time military service
Unemployed, seeking employment
- [Unavailable for employment
lank = No response to this item

If unavailable for employment (reason)
Code: '

1 = Full-time student

Full=time homemaker

3 = Health disability

4 - Family responsibilities

5 = Prefer not to move to new locality
6 Other

Blank = No respanse to this item

Relationshlp of Present Job to Communicy
College Pragram (Item "J")

Code:

1 - Related

2 - Not prelated

Blank = No reapansa to this item

RGSPOBSE £o Item "K"

" Code:
1 - .Yes .
2 - No.

Elank - Na responsé to this item
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CARD FIELL
ITEM  COLUMN  LENGTH

38 . 51 1 ; Response to Item "L"

Code:

1 = Transferred to 3 college or universaity
2 - Preferred to work in another field
- Found better paying jcb in another rield
= Could not find a joo in field of prepa-
ration ’
Worked previously in field of prepara-

I

LN
i

6 - Preferred not to move to new locality
7 = Other
B

39 52-58 7 Salary Data (Item ™"M"=Part 1) Seven dizit
numeric field 99999V99 - 2 decimal places.
If salary is over £100,000, punch B99999.

]
i

40 59 1 3alary Data (Item "M"<Part 1I)
Year
= Month
- Week
- Hour

=l g

41 60-61 2 Response to Item "N"

' ' Two digit numeric. field use 00-99. If more
than 99 hours reported, enter 939.
Blanik - No response to this item

42 62 1 Response ‘to Item "O"
A ' Code:
1 = Yes
2 = No.
43 ' 63 1 Job Satisfaction Item "P"
Code:
1l - Very 3atisfied
2 - Satisfied
3 - Not sure
4 - Dissatisfied
5 - Veby Dissatisfied )
Blank - No response to this Item

%]

Source of Finding Job: For the next 6 items, use these coces . (responses to
Item "QM) ]
1 - Very Helpful . 3 = Of No Help , Blank - No response to

2 - Somewhat Helpful 4 - Does Not Apply. - ___this item .

uy -6l ’ 1 College placement office

45 65 1 l__(lErcgfam goordinator or'ccllagé faculty
19 ‘ ’

L. 66 1 : ”College internship or on=the-job training.
’ program ‘

Vi . . -
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STATEWIDE OCCUPATIONAL STUDENT FOLLOW-U? STUDY SURVEY

FS_CARD FORMAT

CARL FIELD

ITEM  ZOLUMN  LENGTH SUBJECT

u7 o7 1 Illinois state employment agency
ug A8 1 Private employment agency

49 69 1 Friends of relatives

50 70 1 Other

51 71 1 Location of job (Item "Q"M)

Codes:

1 = Within community college distriet

2 = Not in college district but in Illinois
3 = Qutside of Illinois
B

52 72-74 3 Not Used

53 75 - 1 Reason for non=-completion
No response to survey: Value N
Deceased student: Value D

54 76-79 . by . Four=digit  numerie Standard Occupational
' h Classification Code (80C). Category of the
former students present jobs. (To be coded
by the college personnel based on student’s
title and ' job function as reported in Item
"S")., - This Item 1is needed for the

DAVTE-VEDS follow-up report,*

date (Lcde:
- Add
= Change
= Delete

U
A
c
D

* For a detailed description of the 30C cléssifieations, refer to the
document -Standard Occupational Classification Manuals 1977, U.S.

Department of Commerce, Office of Ffederal Statistical Policies and
Standards. U.S. Publication Number QU41-001-0153=1.

o . . . 152
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STATEWIDE OCCUPATIONAL FOLLOW-UP STUDY sMPLOYER SURVEY

i FE _CARD FORMAT

CARD FIELD
ITEM COLUMN LENGTH SUBJECT
1 1-2 2 FE Employer Follow=Up Survey Card
2 3=5 3‘ District Number
3 6=7 2 Campus Number - Use 0l for single campus
districts
Y 8-16 9 Social 3ecurity Number

5 17-19 1 Not Used

1= Véry Ga@d : .3 - Neutral 5 - y Poor
2 - Good _ : 4 - Poor _ El'n:T:VNQ Response to Item
6 - 20 - 1 Technical Knswledge
7 21 1 ' Work Attitude
8 22 1 Work anLiEy-
9. 23 . 1 Dvérall Haﬁiﬁg at Training (Item "2")
=lative Preparatlon of Student (Item 3y

Re
1 =. No basis for comparison
A - 2 = 1Individual is better prepared
f ’ 3 ~ Both are about the same
4 - Individual is less prepared

11 - 25-T4 - 50 Not Used
12 75 1 No response to survey/student deceasead
13 76-79 4 Not Used
14 80 1 diate Code:
: A - Add
C - Change
D - Délété
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:Namézr ) o -

Addreés:f

Telephone No.:

If there are any changes in the label, please correct.

A. Which of the following best describes your status as of the end of the
last term of attendance at the community college? (Check only one)

1. _ Graduated. : ‘

2. ______ Did not graduate, but completed all of the required courses in
my program. s '

3. ___Did not graduate, but completed more than half of the Fequlred
courses in my program.

4y, Did not graduate, completed less than half of the requlred

‘ gourses in my program. ,
5. _____ Transferred (transferred to another program at the community

college or transferred to another institution.)

B. - If you did not complete the program for which ydu were enrolled, please
check the one response which best describes your reason for not cont;nulng
your énrollment at our’ ggllage

l. _____ I temporarily discontinued my enrollment, but I plan to
re-enroll later and complete the program in which I was enrolled.

2. ___ I completed the courses that I desired and achieved my
objectives for enrolling. at the college without completing the
program.

3. I changed my career object;vea and do not plan to re-enroll in

. the same program.

4, __ I was not satisfied with the instruction at the college.
(Please specify on the back page or attach a note .if you like.)

" 5. __ I did .not continue my enrollment for other reasons (Please

specify)__

C. Please: rate those colilege services below that you have utilized according
to how well they fulfilled your own individual needs by marking each item
with a number corresponding to the lollowing codes.

1 - Very Good S 4 - Poor
2 - Good . 5 - Very Poor
3 = Average N : 6 - Not Applicable
1. ' Financial Aid 7. ~ Student Activities
2. _ + .Career Counseling - 8. - Library Services
3. ~ Job Placement : 9. - Instruction in Occupational
4. __ Academic Counseling Courses '
5. _____ Tutoring Services 10. ___ Instruction in Non-
6. Veteran Services : Occupational Courses

P S . E . S
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Di

How helpful was your communty college education in each of the arsas
listed below. Mark each item with the number of the most appropriate

response Lo each statement using the following codes:

"1 = Very Helpful 3 = 0f No Help
2 - Somewhat Helpful 4 - Not Applicable

=t
L]

Freparation for a specific job
Obtaining a job

. _____ EPerformance and advancement in present job

Development of more effective communication skills
Improvement of my personal relationships with others
Development of my ability to think ceritieally

Identification and development of life goals and values
Understanding myself better

Becoming more involved with my community .
Increasing my aesthetic appreciation (such as art, musie,
literature) ’
11. _ Making more effective use of my time

Lo e T I o I R o N R
. -

What was your main-ﬂbjective in attending our college?

. _ Obtain a degree or certificate for job entry

2. ~ Improve s3kills needed in present job

3. _____ Explore courses to decide on a career

b, _ Take course work for transfer to another college
5. _____ Personal interest or self-development

"How successful were you in meeting your objectives?

1. ____ Very successful

2. Somehwat successful
.. Not successful
y, Not .sure

What is your current educational status?

1. ] Full-time student
2. Part-time student

3. Not énrollad in- school

COMPLETE ITEM H ONLY IF YOU ARE CONTINUING YOUR EDUCATTDN

Insti ition AEEEnding:

and

Program of Study:

What is your present employment status?

1. Employed, Full-Time
Employed, Part=Time
Full-Time Military Service
. __ Unemployed,; Seeking Employment
5. Unavailable for Employment-
Indicate reason below:
a. Full-Time Student . 1_§ff .
b. Full=Time Hgmémaker - !
é. Haalth Dlsablllty
d. Family Responsibilities
@, Prefer Not to Move to New Locality
f.  Other:__ ~ S -
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GDMPLETE THIS EART oF SUHVEL QNLY IF fGU AEE EMFLDYED

IF YOU ARE NOT EMPLOYED, THE PFLVIDUS PAGE COMPLETES THE SURVEY,
PLEASE RETURMN THE SURVE'. IN THE ENVELOPE PROVIDED.
THANK YOU VERY. MUCH FOR HELPING US EVALUATE TRHE

COLLEGE'S PROGRAMS AND SERVICES

J. 1If your are currently employed, how closely related is your present job to
" the program completed at our college?

1. _____ Related
2. _ -Not Related

K. If vyour current job is not related, have you been employed in a Jjob
related to the program completed since leaving our college?

1. __ Yes
gi ) N'3

F

L. If your present job is not related, have you been employed in a job
related to the program gompleted since _ESV1H§VOHP _college?

Transf'erred to a college or univeraity
Preferred to hark in anathar field

Iy
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i
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-
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. Efeferréd nat to move to a ngﬂ local;ﬁy
« _____ Other (Describe)

b BTN LN~ W% T LN g

M. If you are employed full-time or part-time, please indicate your gross
salary; this is, before deductions.

(Choose only one of the following:)
= Year
= Month
= Weaak
Hour

6 per

= e
I

N. The salary in the item above is based on ___ hours per week on the
' average.

0. .-Were you employed in your present job prior 'to your enrollment in the
program completed at our college? .

l.. ~ Yes

2. ~_ No

P. -In general, how satisfied are you with your present job? (Check only one)

Very Dissat;sfi d

1.  Very.Satisfied
2. satiafied

3.  Not Sure

4, °  Dissatisfied
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Q. How helpful was each of the sources listed below in attempting to find
your first job upon leaving our college? Mark the number of the
appropriate response to each source by using the following coda:

1 - Very Helpful 3 - Of Yo Help

2 = 3omewhat Helpful " =~ Does Not Apply
. C-llege Placement Office

Program Coordinator of College Faculty

College Internship or On-the-Job Training Program
Illineois State Job Servizes Agency

Private Employment Agency

friends or Relatives
.« Other (Please indicate)

e B =L ) I g W O N
-

R. What is the location of your primary place of employment? (Check only one)
1. ____Within our community college district
2. ___ Not in our college district but in Illinois
3. ___ Outside of Illinois

3. Please indicate the following information about vour present position:

[

. Firm or employer - e .

. FEmployer address - ) - —
. Supervisor's name . e
. Exact title of.your pesition____ " .
. Primary job function_ ' ]

Ui g

_

May we have vyour permission to contact your enmployer for additional
information? .

1. _ Yes
2. I [-)

Please make any comments that you feel wiil let us know thé-impaét of your
education at the community college for you personally whether good or had.

"THANK YOU VERY MUCH FOR ASSISTING US IN EVALUATING THE
COLLEGE PROGRAMS AND SERVICES
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2!-

STEPS IN CURRICULUM APPROVAL PROCESS

Campuses.shall submit to ﬁhe ICCB Program Staff curriculum approval forms
(Form 20).

The ICCB Program Staff acts upon the request and submits on ICCB computer
master file showing proper sctatus (pending, approved, disaporoved, or’
withdrawn). .

An update report {computer printout) is sent to the campus MIS liaison
person each week showing all transactions which have occurred to the
master file for his college during the presvious week.

The update from "pending" status to "approval" status or some other
appropriate status is entered by the ICCB Program 3taff for a given course
at the time the. action 'is taken. This will appear on the next update
printout.

A copy of Form 20 together with other regquired forms, if any, is sent back
to the campus showing the ICCB Program Staff action.

A complete liating of curricula on the ICCB computer file will be sent to

‘the MIS liaison person in the respective colleges during January and July

of each year. Listings will also be available.upon reguest.

All additions and changes to curricula must be submitted on the Form 20.

INSTRUCTIONS FOR FORM 20
Requests for Appr@val'af New Curricula:
All items af Form 20 nesed to be completed when requesting the appr@vaf

of a new curriculum except the sequence key and the curriculum ending

effective date (withdrawal date). Request for new curricula are to be
coded with A-Add. The minimum credit hour field has one decimal place.
For example, if the minimum credit hour is 62, it should be entered as
062.0. o

Requests for Changes in Sxigtigg,@uérigula_(Includes Withdrawals):

To change any items on a presently existing cufrieulum”(excepﬁ.a change
in curriculum prefix or curriculum number), follow the procedure below:

A. Complete all items at the top of the form which are enclosed in the
horizontal box. ’

B. Indicate the sequence key af the printout of the curr;eulum which is
being changed (items in square box).

C. Indicate the Curriculum Ending Effective Date of the curriculum being
changed., " This is the last day the eurrent curriculum will have
approval status.

D. Complete the item that you.desire to change and circle this in red.

E. Indicate the Curriculum Intital Effective Date. This is the
effective date of the change requested. - (Must be prior to start of

the first term offered.)
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3. For Changes in Curriculum Prefix or Curriculum Number:

Since the curriculum prefix and curriculum number determine the unique
curriculum identifier, any changes in curriculum grefix or curriculum
number must be made by submitting two form 20'a, . The first Form 20 will
be used for ending out the curriculum with the old prefix and number.
This Form 20 should contain a Code C in Column 80 with the appropriate
ending effective date. The second From 20 must contain the new
curriculum prefix and number with all of the information completed on
the Form 20 similar to the procedure for adding a curriculum, including
an A in Column 80.

4. Cooperative Programs:

For all cooperative programs, list the type of aoaéeracive (01 through
07) programs and the name of the cooperating institution or agency.

10
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FACULTY AND STAFF INFORMATION P2, P3 Card Format = = = = == =
. _ - ) e Taculty Data Worksheet #1

District and Campus
umber (3-7)

162

** Numbe Social ‘Security Number § } J 1 § 1 ¢ § 1 |
8 16
Name (LN, FN MI) Lt et prr e v ety rrrrrrrrty
. 23 52
Sex || - B;rthdaze l l l l {J J
53 54 59
Citizenship | | | .1 | Ethnic Marital Physical - Highest
60 63 oOrigin } | Status | | Handicap | | Degree |__|
64 65 : 66 . 67
“Date of Eﬁplayment Employment Date of Employ- ] o Update
in Present Engitigﬁ |¥'| Y |M|“I IDIJ Clasgification ment at College |Y | ) Cod LJ
74 : 7 80
District ‘and Campus ° lPl <1 I A Social Security , T o
Number (3-7) 3 7 Number I T N T A A N .
. . ' ‘ . 8 ) 16 .

Facility Building Lo

Identifier |_f 1§ 1-1 1 Identifier | | | } 1 1 1

‘ 23 28 29 ' 34

Room Update )

Identifier | ] [ | 1 Code . L1

35 L. ‘ .80
Fi1l out a P2 and a P3 for aach person reported.
‘N.TE: "Key on any P‘ card in Columns 1 - 22,



APPOINTMENT DATA P4, P3 CARD FORMAT ASSIGNMENTS P7 CARD FORMAT PACULTY DATA WORKSHERT 2

seanpasoild ST €001

District and Social Security Appointment
Campus Number (3-7) 7 [ Pl4 HnE l | | Number L=l L | | l Number L;_l
E 7 8 I 17 18
Appointment Appolntment
ldentiffer | | | | UTitlel 1! Lerer by bbbttt l | LI l
0 7 b
Appointment Payroll Agcnunt , S | g
comtnit L QL) fome Ly LI )L l,,L HANEN "
.5 . 57 58 13
Update | |}
“Code 80
District and Sm:ial Security Appointment
Cempus Number (3-7) | P} 5] l | | | | Number \ I ] L | | ‘ | l ‘ Nurber |
I 3 ] 8 RV
- Appolntment Effective Y Y .M D D Explratiﬁn YYNMNDD Appaintment
Perid | | foate 1] ]| l Date P L Status Ll
23 4 25 30 3l 36 "37
Faculty : Tenure (DOLLARS) ~ Leave HEGIS , ' Update
~ Rank L l i Status Lj Salary | l l I l I I Status ' « Area | l [ || FTE Code
ETRT W0 W | .47 51 5 5 80
District and . Social Security Appointment Assigoment
G&npus (3-7) lP l 7| I | l l | Number ! L1111 ,,i J Nunber _LJ _J Nomber | | |
1 : 17 18 1920 .
 Progran Function | l Asgignment Begin Y Y M MDD Eid YYMNMD
0F Code llll b im L4 L Datellljll]ﬂatallll]ll |
30 FILIEY 3% ) m §
, 0
Agsignnent Period  '{ | | ] Update 2
¢ (weeks) b 48 Code ‘%‘ ko
;o ' | 80 Eﬂ
)
.
0,
b




g

Di;tmt/ ] Fac'lity Building .
anpus (b [_J | | 11 l7i Identifier 8 | | i Ldentifier ] | Lot ] !
h
_l:;.
Assignal le _ Non-Auaignable Custodi: | E
Area L)L L) | e T T T T ™ O R O O O O ‘
24 3 il 37 3 L g
Cireul:Lion Mechanical CLRuCtural et ol ::
hrea P s L L e Ll L] ewls p ]
bty 4y 50 39 38 6l b1 63
Structural Init'sl o Buiiding Update
Type | | Occupancy Date | | i ‘ ‘ | Type L] ode |}
6 65 70 ! 80
FACILI Y INVENTORY - ROOMS &< S —
Distriet/ Facility building
s U3+ U{lil | UL wentifier || i Ly et | 111 L)
______ 7 8 1",} 14 l)
oo Room Roon Use Assigabls L
[dentifier | | L l_j (g ] ﬂ Description ! R L_lj dq. Fecl L I l ]J, ‘i
M 25 2 8
vrganizatfonal D Dy b ?TGEEQW | ' Progrem D‘:J‘fg? | | ’ l ‘
UINIL - ol ; l| i ! N % Len' 1 1__1=| farm ATy !_L IE I Capartty ‘_5‘*
19 4 47 48 49 5 2
et of Station Functional ~ Room -~ Special
sravions | | J 1] Type |_J Suitability ] | Accessability 17_1_| Facilitiey Lﬂl# y
i b? & L ' 7
e, Undate 0
L | 1 1] _l Code L! E‘
14 79 dl A
N . - . . ’D
NOTE: Key area in Colunng 1 - 23 on any Facility Card. "
7
el

L6




Bisfricy

T A N I R
T('h’m
)

Lo lon P

Unzﬁ o foom ] j__l lr_i,hi 1__g_J

Nirripr!

Campns (3-7) Lg_ll,Lz;L_ | i | L;;;iLiL

]
Reom Rova

Ldentifoer L__l,ﬁi==lu“l Vie ]
it ¥

Ovgantiacional

TR oA N N O O

1y b

Numher of snatton

statlens L] | { ] S
3 '

.

SRR ISR 0 I O RE )
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{4
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;
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’
S 1 O O O A
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L) e
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.;,;‘ b ] )L comstrueeed | f L]
7 30 3 3
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