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Preface

In maving from muodest falarge scale cooperative education programs,
colleges and umersities must anucipate (he new needs that will be
brought about by increased size. Many procedures that are appro-

priate for a small pragram cannot be carried over into alarger one. The

W

S[es

management af informuanion is one such case, in which s
dosigned for 30 students may nat suthee for 300, Nor onle mav present

ranagement information methods be unable to accommaodate greater
smplerely, inconsist

numbers, bur the sustems mav coflect dara inc
entlu, or fail to produce relevant information.
The design of a suitable cooperative manugement nformation
sustemn is the focus of the following publication. It seeks to help dll
cooperative education mstiturions o understand the significance of
effective infurmation management. It ulso serves as a guideline for the

development of an appropriate sustem. helping institutions to identifv

obiectives, derermine needs, devise methads of handling information,
and applv the gathered information.

Cooperative education programs both large and small will benefit
fram keeping pace with the advances in informatior - inagement. Bur
for thase insprutions movir - toward comprehens: aperative pro-
grams, the development of more effective informanon systemns takes
ficance. [t can plav a major role in determining the ease
with which u program s implemented. the uciievement of expected
outcomes. and the successful ongoing operation of the program.

on added signi
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Management Information Systems
and Cacperatlve Education

Cooperative education is an educational strategy which has unique information callection,
storage. manipulation, and utilization needs. For example, co-op directors and their staffs
are responsible for collecting information on students and employers: matching students
with work experiences: monitoring the progress of students during their work experiences:
evaluating the results of each student-employer match: and making detailed progress
reports to top level administrators and, in many cases, state and federal governments. All
these tasks require information CD”ELUDFI stmrage rﬁanlpuiamn ard unhzatu:ﬁ

One method of dea
Systemns (MIS) for cooperative Eduiatlon. Th!s Chapter estabhshe; a p&rspef:txve abaut
Management Information Systerns: points out the need for information management in

- coope’ Ative education: details common weaknesses in cooperative education information

collection. reporting, and utilization: and suggests a fourstep process that individual
institutions might use to (1) specify program objectives; (2} determine corresponding
information needs: (3) devise data collection. storage, manipulation and reporting proce-

dures and (4) utilize Lhe demed mfarmatmﬁ in pngram managemenL The enu result @f

to mdmdual |nstltutmn5

A Management Information System Perspective

The MIS concept is relatively recent, originating i the field of business management after
World War Il. As Robert Murdick and Joel Ross point out, the 20th century has seen a
significant change in the way management is viewed by those in the field and those who
teach business administration. Before World War !l. management was generally consid-
ered an art to be learned by the case study mthod. Students of management and
practicing managers were " expected to gain an intuitive insight into the principles underly-
iﬂg the prablems they [wguld bé] Ex;:seﬂed’tg fax:e in th? lastthiiﬁtyyears manag’erﬂent

:det.'%mn ﬁals\mi

The change is related to the shiftin busines';, science, and other fields from analysis to~
synthesis, from looking closely at individual pa.ts of an organization te an “emphasis on
combining the results of analysis into a whole. . .."? This broader focus, often referred to
as the “total systems” approach, is an important feature of on MIS because all elernents of
the system are “functionally and operationally united.”?

All management information systems, then, are basically organized approaches to
collecting, processing, and utilizing information in order to (1) determine if the objectives of
an organization have been achieved, and (2) assist in decision making. As one manage-

-, ment text states, Lhéif pufpge is to "pravide the ﬁEteSsaxy iﬁfarmaﬁan at Lhe proper time

The Need for Information Management

in Cooperative Education

How can an MIS support a cooperative education effort? The advantages can best be seen
by reviewing cooperative information needs, examining common weaknesses in how

)
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l=d, and explaining how an MIS might overcome the stated

informeaticn is currently or
weaknesses.

Cooperative Education Information Needs

The cooperative experience develops from and depends upon clear. accurate, and fre-
quent communication among the parties to the experience: employers, educators, and
students. To be in & position to respond to employer requests, directors of cooperative
education constantly take the pulse of the business community. Atthe same time, because
co-op is a relatively new option in many colleges and universities and because it frequently
depends upon state and federal funding, it often receives more than its share of scrutiny.
Coordinators respond to information requests frorn central administration and govern-
mental agencies and are required to develop thorough rationales at budget building time.
Finally, because cooperative ediication is optional at most institutions. it is essential that
co-op education be marketed and communicated effectively to students.

The complex task of placing qualified students with various employers in positions
appropriate to individual abilities and aspirations demands cormnprehensive information
about students as well as a clear description of individual employer positions. The manage-
ment of information required for the matching process is far easier for the coordinator with
a few students and a limited number of placements. It becomes much moare difficult asthe
coordinator load increases in a maturing program. Once students are plaf_‘éd the determi-
nation of individual learning objectives and the consequent evaluation of whether learning
has occurred add a further dimension to information collection. maintenance. and
manipulation.

" Information is also needed for program evaluation. Tyler notes that cooperative
education requires both intemal and extemal evaluation at various points in overall
pregram activity.® Initial nrogram directions (objectives and activity plans) need to be
assessed. Actual program activity needs to be reviewed to monitor whether and to what
extent the planned program is being implemented. Planned outcomes must be estab-__
lished, and both planned and unplanned outcomes need to be evaluated The complex
nature of this particular leaming strategy multiplies and further complicates the amount of
information necessary to provide effective evaluation.
' In summary, several factors point out the value of applying the MIS concept to
/Emp&n—abve education: (1) the need to communicate with employers, students, college
administrators, and governmental agencies; (2) the complicated nature of the co-op
placernent activity: (3) the determination and evaluation of unique student leaming objec-
\tives; and (4) the overall evaluation of program activity.

How an MIS Can Overcome Weaknesses

In Co-op Information Collection and Reporting

Mearly all cooperative education programs do collect sorne information about coop
students and evaluate semnester student performance. Many even undertake occasional
evaluation of the longrange effect of the cooperative education interaction on student
development as well as the general effectiveness of the institution's approach to the
Emperaﬁv& éﬁc:vrt, Few cmrdmatars or tjleCttDl'S af t:@mpérabve Educamn hmwever have
sur:h lnfcnﬂat@n CDllEftJGﬂ. mampglatu:n. and ugllzaucn As a result < ﬁtaln weaknesses
in information collection, reporting, and utilization are common.

6
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clwesn INforma
Jdtherest of this

Crete faths. such a5 an rﬁdn icdual smdem 3 name, add
1 s '0 processed data, i.e. data that have been added,
sified, or manipulated in some way to make them more ﬂ:amngml Exam-
ian sj:i‘j\c'd from the above data would be the total number of co-op

Irrelevant data are collected.

Rather than collect too little data. some directors attempt ta collect 0o much,
Application forrms reguire coordinators to fill out data thatis not utilized or collect
the same piece of data on various forms when it could better be collected less

frequently. In contrast. MIS would only collect data essential to meeting a pro-

gram cbjective. and it would collect data as few times as necassary.

Data are coilected in an unorganized manner.

Often data collecticn ovcurs in such a formiar that its ability to generate informa-
tian in combination with other data is severely limited. For example. coordinators
might collect wage and salary data from students on a form Séparatel\,' from an
employer data form and consequently find it extremely difficuit to correlate the
two pieces of data to come up with an information report that reflects sal aries paid
ta students by spacific employers. In the case of larger, decentralized programs
Aith several o G@rgrr‘atnrs dnffenent units or individuals may be coilecting different
sopes of This even more sever 2y limits the ability to
drau. useful mntlga@‘ about co-op fmm an institutional framewaork. With an
MIS all coordinators would collect similar Kinds r‘sf data in similar formats.

Data are collected and manipulated in an untimely manner,
Frequently programs with adequate collection instruments fail to develop clearly
defined procedures that answer such questions as who is to provide what data,
it is to be provided. and how and when it will be manipulated. When
imelines and responsibilites have not been established, data are either nat
completely provided or are not provided by all coordinators at the same time,
Under these conditions, man |pula*imf1 of data to provide information is either
cur. in both instances information that could be very
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delayed or does not even cg
useful in program activity or planning is unavailable at the appropriate time. An
MIS would =stablish individual responsibilities and written timelines for all aspects
of data collection and manipulation.

Available information is not reported clear'y to appropriate ¢ -rision makers.
ate aﬁd fédf:ral laws réquire co ﬁp diréCtD‘ are ce, s.mds Df repfjrts

nmt,ly, and cls : repﬁi’ts on pr@gram acgampllshrﬁénts to use w1thm an mst:tué
tion, to communicate with employers, or to attract additional students. Because
of difficulties with timely and approprate data collection and manipulation,
federal requirements, and other program responsibliities, directors may fail to
take the time to present and interpret information about their program on a
eqular basis to those who would be in the best position to use it. An MIS
establishes who needs to be routinely infr nec © co-op activity and whenandin

=

what format such repoc will e geners
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le information is not used in decision making.

» directors often make decisions based on hunches influenced by a few
d facts rather than make deci ¢ based on a broad. total program
rsP-e«:m\e: Instead of using informatior: systzmatically, they tend to set a
program direﬁlan and then hunt for information to justiih that direction. In
contrast. an MIS would establish clear guidelines for the presentation and utiliza-
tion of infurmation in program planning.
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3 lnfarmat!aﬁ zollection is too person-dependent.

Small co-op programs are often managed by 2 single coordinater. That same
person often keeps records of employers, students, ar cj active placernents in his
or her head orf on a few pieces of paper in a systern known only to that individual.
Like the co-op program itself. such an information process poses few problems
as long as this person is in charge and the program remains small. Should the
program grow or the p-srsan leave, chaos can result. Because an MIS has
established instruments and procedures. it tends to be less person dependent

and provides more easily ﬁ: transition or growth,

Despite these information problems in programs of cooperative education, communi:
cation continues to be essential, reports continue to be necessary, and the process of
matching students with placements continues to oceur. Unfortunately, each activity
requires the coordinator to go back to one or more files and cuil data in a very inefficient -
manner. The end result is that the quality of reports is often dubious. the collection of
information is time consuming. and ulimately pregramming decisions and student place-
ments tend to depend heavily on individual perception (hunches) rather than upon a
combinaticn of the pres i of fact and its interpr staff

]

Building a Coop ra'tive (Education)
Management In f rmation System (CMIS)

The first sections of this chapter defined MIS, demonstrated the need for MIS in cooperative

: d more pracisely on how MIS might avercome common weaknesses
manifest in current cooperative information collection and reporting. What follows is a
review of the steps involved in the process of building and raaintaining « Management
Information Systern for a cooperative education program. It is important to note the bold:
face words in the prior sentence. What follows is a process and not a e escription of a
product or 2 computer program that may have universal application at various institutions.
The -nd product or CMIS resulting from such a process will be ur hecause institu-
t e . 4nd informati Led que, This is a1 ucess for building and
i aining an 3 in the sense that an MIS shoula not _e view i as a static but as a
dynamic systemn in tune with the dynamism of cooperative education and the tech nological
sdvances of information management science. The next section overviews the four main

tisn, and fo

steps in this process.
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M, progra n directors, in their pragat ftorts to build and maintain cooper rativi
sducation progra Baue thaken the tirne to establish a clear, written philosophy andto
1. a philesophy is written and if initial objectives have been

quently reviewed or revised in relation to current experience.
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Another reason why CMIS developrment should begit with objectives concems the
sunvival and growth of the co-op program within an institution. Sheila C. Gordon and Harry
M. Hejnemann stress the importance of detailing how the cooperative education effort
m

nakes its own objectives or assist- in the accomplishment of broader. institutional objec-
tives. They emphasize that reporting on co-op's participation in the objective setting
process can be critical to administrative program support.”

e ‘Gmprghenswe sat of 0bjf:‘(ft.¥ es fcjr a prngrarﬁ Gf C’c‘)éperatw

t '\‘é adu tlc:!n ijt‘ftwes fDr a pamcular )r:'ar !ﬁ
addition, cooperative educan@ﬁ rationales presented to curriculum committees and
catalog sfatements about cooperative education speak to more general objectives or
program philosophy. Unfortunately, annual objectives are often quite narrow and fail to
speak to comprehensive unit objectives. Conversaly. philosophy statements tend to be too
general to be usable as objectives. A way out of this dilernma is to chart out one's
cooperative education effort in concert with staff. The resulting program chant might be as
simple as that depicted in Figure 1. Once such a chart has been constructed, whatever its
igmplex'h spalﬂzzt@mpﬂn?nts af the overall co-op activity (e.g.. student recruitment) can
ing chjecti

3g 3= 3id e

Toapese L of devel: vpmq measurable educaticiial objectives. A recent
Jbis arzdis Objectwe Oriented Management for Cooperative Educa-
l(: Halsenbeck.” They ermphasize that ob:ectives should
e able Csf being mgasuréd It is also impertant t avoid
develnpmg ;. objectivesthath -to
do with re ruxzmg studemg and E‘“ﬁpk;}yti‘ég. ﬁjgse ébjECt!VES mus” B2 accompanied by
objectives that speak to the anticipated outcomes of the co-op expe: :nce, eu), student
learnings that have occurred an<’ the impact of the program as a whole upon general
instiuctional activity. Anita J. Harrow's article on program evaluation provides a further
discussion of both process and outcome objectives.®
Finally, because reporting requirements (e.g., Title VIl and othe~ state and federal
reports) often require extensive information about a program that may not be related to
individual pr@grém objertives, it is important that response to such reports be treated as an
independent process objective.

‘D

Step Two: Determine Infﬁrmatmﬁ and Data Meeds

taff can -l termine what

\l:w

Once specific objectives have been written. the co-op st

5 Y
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Recruitment

Eligible

Figure 1

PHASES IN THE CO-OP PROCESS

Emplover
Recruitment

Op=n

Student
Recruitment

Eligible

Positions ‘ T Students
Student
Placement

Active

Former Graduated l

! Students

information employers, administrators, staff, and students rmight need to know to imple-
ment the objectives and ascertain their accomplishment. For example, if a particular
student resruitment objective is “to recruit fifty students from area high schools into the
college’s design engineering cooperative experience,” the co-op staff might want to know
how many students were recruited and what percentage of students at each high school
indicated program interest. They might also need to maintain a continuing contact with
such interested students. To meet such information needs, it is necessary to determine
what distinct facts (data) need to be collected about each student. Such data wouldinclude
each student's name, address, and high school. In essence, every objective should be
subjected to the following questions: What kinds of information do | need to accomplish
the objective or to measure the accomplishment of this objective? What discrete data do/|
need to provide such information?

Figure 2 suggests a simple format for determining both information and data needs
and provides a completed example.

ol ®
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Figure 2
~ CO-OP OBJECTIVES, INFCRMATION, AND DATA

AREA FRO* IMFORMATION DATA
PROGRAM CHART ORBRJECTNVES NEEDED NMEEDEN

! # of High Schools |
. Contacted rame of High School
= TFof Contacted T 7 -
| Students Mame of Student
¥ of Students By -
High School

T  TF o Students in S -
———e R . __iEaxchGrade = Gragelevel

I % of Interested
| - - Students ~ [taterest in Coop
m e e o _ | Mailing Labels _ [Address

. - # Actually Enterng
D&sigﬁ Prﬁgzarﬁ Sacial SEiUﬁf‘! 37

% may be helpful at this point to distinguish between “orjectives” (desired ends) and
“activities” {means of achieving the ends). For example, the objective “to recruit fifty area

high school students into the design engineering ~ooperative experience” might have the
following as one of its activities: "visit all high school drafting classes in the county to expiain
the co-op pragram.” To accommodate this differentiation Figure 2 could be expanded to
include an "Activities” column between the "Objectives” and “Information Meeded”
columns.

Once data needs have been determined to meset or measur= the accomplishment of
program objectives, it is necessary o take an interim step focusing on curent data
collection instruments. This review is a first step in the process of refining collection
instruments and, at the same time, a way of checking on the completeness of developed
program cbjectives and consequent data needs. When data are collected over a period of
time. there is generally a reason for the collection. Consequently, pieces of currently
collected data should point to established objectives and may well suggest others that need
to be added to those previously drafted. In addition, a careful review of actual data collection
instruments provides an overview that is essential to the instrument refinement that follows
in step three.

Figure 3 suggests a format for reviewing current collection instruments. Current
instruments should be identified at the top of the page and data collected on each form
listed along the side. An additional benefit of this exercise is that it provides a perspective ‘or
eliminating needless data duplication.

This process of reviewing objectives and determining information and subsequent
dita needs is never complete, for objectives change frequently in a dynamic program.
Mevertheless, it is necessary at times to stop and decide upon the precise’data that will be
collected for a given period of time. Once such decisions are made, collection instruments
can be reviewed and the process continued. Of course, an MIS should be flexible encugh to
incorporate and/or eliminate data at a later time.

1
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A COLLECTION INSTRUMENTS
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Step Three: Devise Methods of Collecting. Storing, Manipulating. and Reporting
Infarmation

Step three in the process is central to any MIS and at the same time quite invoived.
Data collection. storage. manipulation, and reporting are all interrelated. Required reports
will influence data manipulation; the method of manipulation will influence storage and
collection. Though each coniponent will be separately presented. they are combined into
one step to demonstrate therr interrelatedness.

Data Collection Instruments and Procedures
Very often a collection instrument drastically limits the information available from the
collected data. In a manual systemn. for example. if wage. hour, employer, and curriculum
data are not part of a single collection instrurnent, it is very time consuming to determine
the hourly wages earned, hours worked. and total income of students in a particular
curriculum during a particular semester. The development of systematic and efficient
information collection formats and procedures is as critical as a thorough information
needs analysis. Well designed forms for the collection of data. a carefully developed
procedure with timelines for the actual collection, and a specification of who will provide
and who will validate data are essential for accurate and timely program information.
There are several points to keep in mind in the development of collection instruments

and the data collection process:

1o
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1. Géneral' concems ab@ut th& f‘ﬂ"ét‘:tiﬂﬁ eﬁart should be identiﬁeﬁd
thase in (‘.‘IC)SESI i’GﬂtﬂEt can 1d&m|fy prb]EmS in current mstmments orin thE
collection process? Having involved persons identify current concerns with data
-collection instruments and procedures is the plat:e to begin data collection
revision.

The mstru.: .ents that are develaped for data caller:m:m shc:uld be simple, clearly
presented, and easily completed. The collection system as a whole needs to be
flexible in the sense that it can easily incorporate addmcma.l data as new informa:
tion needs are determined. Field testing of new instruments by usersis important
before final formats are developed. What may be very clear to a coordinator may,
in fact, be a foreign language to an employer new to cooperative education.

3. Whenever possible, data should be collectad only once.
Requesting a piece of data on several forms frequently results in annoyance, at
times an increase in missing data, and always increased storage problems, The

r;wer’all data aﬂalysis derm:nétr’ated in Figure 3 is a first step in the elimination of

lﬁ aﬁy MIS it usually r'nakes sense tc:: have thE mdlwdual El@SEst to a piece of

_ information provide it. Since most-ce-op information concerns students and
employers, it follows that they are usually the best source of the information that
concerns them. Some might suspect that students are unlikely to provide accu-
rate information or to complete forms correctly, buit experience in programs that
have developed a CMIS has not borne out such concem. Some inforrmation, of
course, will require verification. In such cases, it is imporant to determine what
requires verification, who will verify it and when it will be verified.

Procedures are Essemlal for a well-organized collection eifort.

A carefully devised procedure for data collection should include collection
instrurnents, should specify who completes and verifies information, and should
stipulate a process for the regular review of the collection process itself.

‘U‘l\

6 Methods of storing and manipulating facts will influenice the instrument design
. and srocedures, :

A decision to use a computer to store and manipulate information as opposed to

a manual starage and manipulaticn pmcegs will inﬂuernc‘e instmmem design and

for key pum:hmg will be far more EFﬁClEI‘It than a Farrﬁ not so Stru,f;tured;

The Storage and Manipulation of Data

" As information needs aré being assessed, data to supply that information are being

identified, and the collection process is being determined, it is essential to establish how

these data will be stored and manipulated to provide requested information. As inthe other -
" instances, the methodology for storage and manipulation can place restrictions on whatis -

collected, how it is collected, and how it can be used. Historically, coordinators have
determined information needs and have designed collection instruments and time lines.

As a group. coordinators are probably least familiar with the varied means of data storage ’

and manipulation. This step in the development of a CMIS often appears to be the most

13
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difficult because coordinators are now in alien territory. However, resources are relatively
available. The primary problem is to- be able to ask intelligent questions about local
resources, whether computenzed or manual, The following suggestions will help in deter- -
rﬁmmg how information will be str:xred and manipulated:

1.
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Identify avallable resources:~ —

An individual who understands what is locally available for data storage and
manipulation and is able to suggest how these resources might be best adapted
fo resolve present information needs is critical to this part of the MIS develop-
ment. Very often such assistance is available from more than one resource. For
example, some co-op directors have used facultyin data processing or computer
stlenté depaﬁments as such a resource. lnstitutiaﬁal cr:\rnputer sewices con-

cies, h@w&ver are then slaw with follow- up

Use a simple system.
It is probably better to seftle on one approach to storage and manipulation that

takes care ::f most ﬂEEdS rather thaﬁ ta use several Lhat are not mterchangeable
callet:ted separately Lhén the pDSSIblllty ftjr thélr mtegrated mterpretancm is
limited. A .

Become familiar with fiac"tors involved in selection of storage and manipulation
resources. ,

The choice-of a specific storage or manipulation technique depends upon the
type of information needed, the amount of datato be collected, and the complex:
ity of the needed information. For example, if data are being. collected to com:
plete local, state, and federal inforrnation reports, then the required information is
focused nn the total population and less concemed with individual characteris-
tics. Reports are required at regular intervals, and the required information is
limited in scope. If a computerized approach to data manipulation is used, a
statistical package that produces batch printed reports would be quite appro-
priate. However, if data are being collected to assist coordinatorsin the placement
of individuals and a computerized approach to manipulation is suggested, then
the computer software package chosen must permit rapid recall of data about
individuals. i

i

Develop a manual storage and manipulation systermn even iftomputer services

are available.

A r:arefully cohceived, well-organized manual systernis animportant supplement

to a computerized systemn. For example, such data as grade point averages are -
often more efficiently stored by computer, while other data, such as faculty

recommendations, are better stored in a marual system (i.e., file folders).

Develop well defined procedures,

Like an effective collection system, well developed procedures are critical to an’
effective and timely storage and manipulation effort. These procedures should
inforrn all coneerned staff as to how data are to be stored (e,g., on computer orin
file folders), how they will be manipulated to provide necessary information, when
they will be manipulated, and who will manipulate them.

10 -
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6. [Estimate future storage needs.
In choosing a particular method for storing inforr ‘tion, it is important to esti-
mate and plan for long range storage needs. It is vaportant to determine which
types of data will be retained and for how long.
£
7. Relate manipulation reporting needs.
Reporting requirements and a format for reports will mﬂuem:e the choice of
manipulation techniques. For example, computer programs frequently can be
adjusted to print results.of manipulation in a report ready format.

As menu@ned prewgusly. very often coordinators fail to report, or report clearly, informa-
tion about their program activity to the appropriate people. Data are collected, stored,
manipulated, and even at times reported statistically to state and federal agencies. Still
coordinators fail to assemble the information and understand implications suggested by
the collected data. If cooperative education is to receive significant support, then its
outcomes must be well presented at individual institutions and nationally. The following
points about reporting are simple but appear to be frequently overlooked.
1. Information should be clearly and succinctly presented in a standardized format
ot a regular schedule.
All of us have probably had the experience of skimming a ten-page report and
wondering what it said, only to read carefully a one- or two-page report that
followed with good comprehension. Reports should beto the point and unambig:
uous. The implications of the data should be clearly presented. The report format
should be clear and easily interpreted by educators, students, and employers
alike. Furthermore, a standardized reporting format over a period of time permits
comparison and contributes to overall program understanding.

2. Key employers, faculty, and administrative decision makers should receive
program reports.
It is far more important to single out a handful of key people with whom to share
program information rather than to spend time with broadsides to all in sight.

3. Information reports should be regulary reviewed.
It is good to occasionally review program reports with those who régularly receive
themn. Whether information is of use, how it is being used, and whether additional
information might be helpful are important questions to ask.

4, Reporting procedures must be clearly established. .
It is essential to determine which reports will be presented, who will receive these
reports, and how they will be stored. '

Step Four:  Develop a Plan for Utilizing Information

Uiilization of information is the end result and primary rationale fr:xr an MIS. Very often
available information is not usedin prc&gam activity establishing direction for individuals or
in general planning and development. The following principles are suggestions for achiev-

ing maxirmum utilization of information:

1. Develop a clear plan for the utilization of information.
It should include regular intervals for the discussion of the implications of the
-available information and the consequent amendment of program direction,

1 15 -
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 REPORTING

] Figure 4
INFORMATION PROCESS REVIEW

has been attamed"-’

DATA
What data are need to generate this information?

COLLECT IC)H
On what form(s) will the data be collected? _____ — — i
Who will provide the data? —— _ I
When will it be provided? _ - - : —
Who, if anyone, will validate the date? P — '
STORAGE
How will the data be stored? (manually, on computer, or both) _ I
MANIPULATION
How will the data be mampulated to provide necessary mfarmanan’-’
(manually or by computer) S — —
When will it be manipulated? _ _ -
Who will manipulate it? ____ _ . _ _

How will the information (manipulated data) be reported? _ _ —

Ta whom will it be repq:ﬁedj I — N —

When will it be reported? ____ _ N N i —
UTILIZATION '

How will the information be used in program plan,ﬁi’ng?

Thé pFQCESS of develupmg anMiS is all encampassmg ‘and will affect the entire EDDP-
erative program. Though the tack is demanding. the experience of those who have dEVEI
oped a CMIS indicates that it is well worth the effort.'®
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2. (Use an Information Management Calendar.

* One way fo insure that you do assess your program's progress toward its
objectives is to review annual objectives and develop more specific monthly
activities that becomne a part of a Management Information Calendar, At the
beginning of the following month, progress on the past month's activities is
reported and new activities are stated. At the end of the year such a calendar
becomes a record of activity and a basis for the review of past objectives and the
dé\éEimeéﬁt of new abje&rtives,

!f in fat;t itis cgnlnbutlﬂg tt;! the overall Effétuveness and Eff:lenq' of [hE
program,

Conclusion

This paper has attempted to establish a perspective for the utilization of the MIS conceptin
programs of cooperative education. It has detailed common weaknesses in cooperative
education information management and suggested how they can be overcorne through
an MIS. Finally. it has presented a process for MIS development that involves specifying
objectives; identifying information and data needs: determining data collection, storage,
manipulation, and reporting methods; and deciding how the MIS will assist in daily
program objectives and overall planning. This process is summarized in Figure 4, which
provides a format for dealing with each objective in a thorough manner,

-~
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