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In response to the growing threat of an undereducated and ill-prepared

workforce in our nation, the National Dropout Prevention Center was created to

significantly reduce America's dropout rate. Believing that community-wide in-

volvement is the key tone of any successful dropout prevention effort, the Center

engages in activities that communicate the nature, extent and impact of the drop-

out crisis, provides irourmation and resources to individuals and organizations

engaged in dropout prevention efforts, develops support materials for business.

civic, political and educational leaders, and assists in the development of other

public-private partnerships.

For more detailed information about the Centees publications or services,

write or call:

The Nationai Drop:Jut Prevention Center
Clemson University

Clemson, SC 29634-5111
(803) 656-2599
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I. INTRODUCTION

FOCUS is the database of the National Dropout Prevention Center. FOCUS

currently contains two files: the Program Profiles and the Calendar of Events.

Prior to your first use of FOCUS, read through the directions in this instruction

manual. Even experienced searchers need to learn the special features of this
database. Your time on the computer will be reduced if you take the time to plan

ahead; therefore, we strongly recommend that you prepare your search carefully

before you access FOCUS.

If you have a printer, you may wish to print FOCUS data for future reference.

Follow the directions for your PC's communications software or your terminal for

printing.

As FOCUS expands, new updates will be sent to you to add to or replace ex-
isting instructions. You will receive this information as long as you supply the
National Dropout Prevention Center with your name and address. The opportunity

for you to do so is the occasion of your first use of FOCUS. You will be asked to

give this mailing information; in turn, you will be given a FOCUS number which wiii

enable you to bypass this step in subsequent sessions.

The National Dropout Prevention Center would like to hear your reactions to

FOCUS. It will be constantly under development, and your input can serve to

make it more serviceable to the users. Not only would your suggestions be wel-

come, but also anecdotal accounts of your searching experiences may prove

helpful to others.

,
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U. ACCESS

FOCUS is generally available 7 A.M. -1 A.M. Eastern Time. There are four

ways to access FOCUS depending upon your location or situation.

1. Clemson University Campus Users

2. CUFAN (South Carolina Users)

3. Telenet (Authorized Users Natonwide)

4. Personal Computer and Modem

The following pages explain the steps needed to access FOCUS .

E,

2.1



CLEMSON UNIVERSITY USERS

FOCUS is located in DORIS which is accessible from your office terminal or
from a DORIS terminal in the Cooper Library.

1.) If you are using the VAX system, you will need to proceed to the $ proll-Ipt.
TYPE IN MAINFRAME.

2.) You will see a menu (see screen 1); choose DORIS. TYPE IN F and press
ENTER.

Screen 1

TERM I0:11310008 DATE: 811.115 TIME: 141024 Network Unitas: 656-3722
Welton* to the Clemson University NAS AS/XL-4/60 Nedra*

Selection ---Appkelon .----..Dmaipqon.-----

A TS0 TS0 with PAM wean do
13 LUIS Library User Wombat Sena*
E EIS Envelops Intome100 S**04
F _ DORIS .. ...... ....... ..... .... ...... ........ Doeutnent Ralidivid infontietion
O WS . Unktialty Intonnedon Oran
S MS Student Intonnetton Sendese

NOTE: For addtional information on the applicators type HELP or If
and press ENTER.

elTER SELECTION LETrER ....), F

I
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3.) SIGN ON TO DORIS at the cursor (-->) with your Clemson University com-

puter ID and password and press ENTER. (screen 2)

Screen 2

DDDDDDD 000000 RRRRRRR I I I 111 I SSSSS
DD DID 00 00 RR RR I I SSS SS

DD DD 00 00 RR RR I I SSS
DD DD 00 00 RRRRRRRR I I SSSSSS

DD DD 00 00 RP. RR I I SSS
DD DI) 00 00 RP. RR I I SS SSS

DDDDDDDD 000000 RR RR 1111111 SSSSS

Document Online Retrieval Information System
USERID --> PASSWORD ->

DORIS may be used to search databases produced or acquired by Clemson
University, as listed on the next screen. When DORIS provides only citations
to documents, you may search LUIS to detemiine if the Libraries hold the
items.

To search locally produced databases, press ENTER. To search databases
acquired by Clemson: AGRICOLA, Magazine Index and othe's, type your Clemson
Userid and Password and press ENTER.

Press ENTER or
Type your Clemson Userid and Password and press ENTER or
Type h for Help or q for Quit and press ENTER.

SysAvl ARA 1
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4.) The DORIS menu appears (screen 3); TYPE IN 17, for FOCUS and press

ENTER.

Screen 3

Database Selection

The following databases are available.
Type the number that corresponds to the database you wish to search and press
ENTER. if you need a more detailed description of the databases,
type h and press ENTER.

1. CU Organization Minutes
2. CU Campus Directory
3. University Stores Catalog

10. AGRICOLA (1184 thru 1/89)
11. AGRICOLA (1/89 Only)
12. Magazine Index
13. Newspaper Index
14. Computer Database
15. Trade and Induatry Index
16. Management Contents
17. FOCUS (Dropout Prevention Database)

Type a selection number and press ENTER or
Type q to Quit or h for Help and press ENTER > 17

2.4



5.) FOCUS has been accessed. The Dropout Prevention Database Selection
(screen 4) appears. TYPE IN THE NUMBER of the database you wish to search
and press ENTER. For a complete description of the information available in each
database, turn to the corresponding section in the instruction manual.

Screen 4

Dropout Preventior, Database Selection

The following databases of information are available from the National
Dropout Prevention Center in Clemson, SC. Type the number that cerresponds
to the database you wish to search and press ENTER. If you need a more
detailed desciption of the databases, type h and press ENTER.

1. Dropout Prevention Program Profiles
2. Dropout Calendar of Events (National)
3. Dropout Calendar of Events (Including SC)

Type a selection number and press ENTER or
Type q to Quit or h for Help and press ENTER --> 1

1 ,'
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CUFAN USERS

South Carolina residents can access FOCUS throup the CUFAN Network as
follows:

1.) YOU MUST HAVE A CUFAN ACCOUNT. (If you do not already have a
CUFAN account, you may either contact your local county extension office or call
the CUFAN office at Clemson, 656-5080.)

2.) LOGIN TO CUFAN.

3.) At the $ prompt, TYPE IN MAINFRAME and press ENTER.

4.) At this point, a menu appears (screen 1). Select DORIS. TYPE IN F and press
ENTER.

5.) Follow the "General Directions to Begin a FOCUS Session" beginning on
page 3.1.

Screen 1

TERM ID: L010008 DATE. 89.115 TIME: 14:30:24 Network Services: 656-3722
Welcome to the Clemson University NAS AS/XL-WO Network

Selection ---Application---- ------Desaiption-----------

A ISO TS0 with 24x80 screen :Sze
B LUIS Library User information Service

E ..... ...... ...... SIS .. ..... . Employee Information Services
F DORIS DOOJMOrlt Retrieval information System

G UIS University Information System
S SIS Student Information Services

NOTE: For additional information on the applications type HELP or H
and press ENTER

ENTER SELECTION LETTER -..> F
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TELENET USERS

If you, your educational institution, community organization, or agency has a
Telenet account, you can access FOCUS. Call us here at the Center, and a
technical advisor from the Clemson University Computer Center will return your
call and advise you. Once connected to the University's computer network, pro-

ceed as follows:

1.) At the $ prompt, TYPE IN MAINFRAME and press ENTER.

2.) At this point, a menu appears (screen 1). Select DORIS. TYPE IN F and press

ENTER.

3.) Follow the " General Directions to Begin a FOCUS Session" beginning on

page 3.1.

Screen 1

TERM ID. 1010008 DATE: 89.115 TIME: 14:3024 Network Somber 856-3722
Welcome to the Clemson University NAS AS02.480 Nahvort

Selection --Application -----Daeoription

A -To ISO writ 24310 law do
B LUIS Library that Nonillion IlleMce
E EIS Enploye kilimilloa 11M089
F ....... ....... .......... .. DORIS Document ROAM! Inbriallon
G ........ ............... ... Uis Unimity Information *yam
S .. .. .... ..... . .......... S1S Student Intonation &Won

NOTE: For additional kitormation on the applications type HELP or H
and press ENTER.

ENTER Se ECTION LMER --, F
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PERSONAL COMPUTER AND MODEM USERS

Using a PC and modem, you can access FOCUS tom anywfsere in the
United Sates or Canada if you proceed as follows:

1.) CONVERT YOUR PC TO A COMPUTER TERMINAL.

In order for a PC to access the information on a mainframe computer, it must
be converted into a computer terminal. This is done by using a communications
package such as Kermit for IBM, Apple Ile, and Macintosh PCs; Proterm for Apple
li6, Procomm for IBM PCs; and Red Ryder or Mac Terminal for the Macintosh.

For most communications packages, the following settings are required:

BAUD RATE TO MODEM SPEED
PARITY TO NONE
LOCAL(ECHO) TO OFF OR NONE
DATA BITS TO 8
STOP BITS TO 1
VT100 EMULATION

If you use a Macintosh, Apple Ile or IBM compatible PC and cannot obain
locally a copy of Kermit or other communications package for your PC, send a
blank diskette to the National Dropout Prevention Center, ATTENTION: Kermit.
We will copy the Kermit communications package with the correct settings onto
your diskette and return it with the appropriate documentation.

Once you have your PC converted to a terminal, you are ready to dial FOCUS.

2.) DIAL 1-803-656-0153

(NOTE: When ins..ucted to ENTER in the directions which follow, the ENTER
key may be the RETURN key on your PC.)

I --
_1 ti 2.8



3.) The word "CONNECT" appears. Press ENTER one time. The computer asks
for the number of your terminal. TYPE IN 5 (this refers to a VT100 terminal) and

press ENTER.

4.) The computer will then ask for a choice between protocol conversion or proto-
col enveloping. TYPE IN A and press ENTER.

5.) At this point a menu appears (screen 1). The FOCUS database is located
within DORIS. TYPE IN F and press ENTER.

6.) Follow the "General Directions to Begin a FOCUS Session" beginning on
page 3.1.

Screen 1

TERM ID: L010008 DATE: 89.115 TIME: 14:3024 Network Servioes: 656 3722
Welcome to the CIINTS00 Un4vsmity NAS ASAL-Ve0 Network

Selection

A TS0 TSO with 2440 screen size
B LUIS Library User Inlommtion Service
E EIS Employee InlomatIon Services
F DORIS Document Retrieval Information System
G U1S Univemity information System
S SIS Student Intommlion SeMcms

NOTE: For additional information on the applications type HELP or H
and press ENTER.

ENTER SELECTION LETTER --> F

2.9
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III. GENERAL DIRECTIONS TO BEGIN A FOCUS SESSION

1.) At the DORIS screer (screen 2), TYPE IN FOCUS at the cursor (>) and
press ENTER.

Screen 2

DODDDDD 000000 RRRRRRR 1111111 SSW
DD DD 00 00 RR RR 11 553 SS

DD DD 00 00 RR RR 1 I SSS
DD DD 00 00 RURRRRR II 3SSSS3

DD DD 00 00 RR RR 1 1 333
DD DD 00 00 RR RR 11 SS 333

DDDDDDDD 000000 RR RR I 1 I 11 II =33

Document Online Retrieval Information System
USERID > FOCUS PASSWORD -->

DORIS may be used to search databases produced or acquired by Clemson
University, as listed on the next screen. When DORIS provides only citations
to documents, you may search LUV.1 w determine if the Libraries hold the
items.

To search locally produced databases, press ENTER To search databases
acquired by Clemson: AGRICOLA, Magazine Index and others, type your Clemson
Userid and Password and press ENTER.

Press ENTER or
Type your Clemson Userid and Password and press ENTER or
Type h for Help or q for Quit and press ENTER.

SysAv1 APP1 .1
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2.) The "Welcome to FOCUS" Screen appears, (screen 3). Previous users should

already have a FOCUS number. If so, TYPE IN YOUR FOCUS NUMBER and
press ENTER; you will skip the next two screens. If you are a first-time user, press

ENTER.

Screen 3

\_

Wekome to FOCUS

The National Dropout Prevention Center Database

FOCUS is a database or dropout prevenion information managed by the
National Dropout Prevention Center, Clemson University, Clemson, South
Carolina.

II you are a first time user of FOCUS, you will need to press the ENTER
key and then fiP in the necessary information in order to receive your
FOCUS number. B. sure to write down your FOCUS number so you wfll remember
it for the next occasion when you search FOCUS.

If you have previously used FOCUS, you will be able to immediately access
the database by entering your FOCUS number here --> 7000001

SysAvl APIA
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3.) First time users or those who have lost their FOCUS number must TYPE IN
NAME AND ADDRESS INFORMATION (screen 4 ). PRESS TAB to go to a new
field. You must also indicate your National Dropout Prevention Network member-
ship status; TYPE IN Y (YES) OR N (NO) and then press ENTER.

Screen 4

Please type in the following information and then press ENTER. You will
then be given a FOCUS number to use each time you access FOCUS. Users on the
FOCUS mailing list will receive periodic announcements about FOCUS, induding
instructions for its use, major database additions or revisions, and other
information about pubffcatk.ns available from the National Dropout Prevention
Center.

Name: (first) Pet
Affiliation: At41 Isk Program
Address: 10 Mein Street

(MI) W (last) Smith

City: Somewhere State: NM Zip: 12345

Are you a member of the National Dropout Prevention Network? (Y/N) Y

SysAvl APPI
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4.) The computer will assign you a FOCUS number (screen 5).
If your FOCUS number is lost, you must fill out the name and address information

screen to receive a new number.

Write your FOCUS number here in your instruction manual for future reference.

MY FOCUS NUMBER IS

Press ENTER.

Screen 5

Your FOCUS Number is 8912 Please make a note of it for future
access to FOCUS.

If you are not A member of the National Dropout Pteventbn Network,
we will wrke you at the above address to provide you with information on
Network activities. II you would Ike immediate help or infomiation, c d
us at the National Dropout Prevention Center 800-4434392 or in South
Caroline 800-883-3475.

Press ENTER to begin your search of FOCUS.

SysAvi APIA
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5.) FOCUS has been accessed, and the Dropout Prevention Database Selection

appears (screen 6). TYPE IN THE NUMBER of the database you wish to search

and press ENTER.

Screen 6

Dropout Prevention Database Selection

The following databases of information are available from the National
Dropout Prevention Center in Clemson, SC. Type the number that corresponds
to the database you wish to search and press ENTER. If you need a more
detailed description of the databases, type h and press ENTER.

1. Dropout Prevention Program Profiles
2. Dropout Calendar of Events (National)
3. Dropout Calendar of Events (SC Only)

Type a selection number and press ENTER or
Type q to Ouit or h for Help and press ENTER > 1

6.) To disconnect from FOCUS, TYPE IN 0 on any screen.

3.5
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IV. SEARCHING MECHANISM OF FOCUS

FOCUS uses the searching software of BRS Information Technologies. For
those unfamiliar with the BRS text retrieval system, the following sample from the
Program Profile database in FOCUS will illustrate how it works:

This program began as a way to handle so-called kindergarten failures.
Project STAY, nationally validated by the U. S. Office of Education, helps first
grade students in the areas of reading, mathematics, perception skills, hu-
man relations, and self-concept. The selected children, high-risk first grad-
ers, go to Project STAY for one half day and the regular classroom the other
half. The objectives are to identify their achievement levels, to provide indi-
vidualized instruction, and to provide information and to refer parents and
pupils to various community agencies for help.

Every word highlighted in bold text is searchable by the computer. The ex-
ceptions are words such as an, a, the, for, on, etc. which should not be typed in
by the user. In addition, punctuation marks should not be typed in by the user.
Capital letters are of no significance; the computer just roads letters, whether
upper or lower case.

In the sample above, therefore, all words in bold type would be searchable
by FOCUS.

Search FOCUS by typing in terms that are significant to your area of interest.
For example, in the above sample, if you typed kindergarten, this record would
be one of those retrieved because the word kindergarten appears in the text.

4.1



V. GENERAL SEARCHING INSTRUCTIONS

1. The easiest search to conduct is the single term search.

a.Single word term searches. A single word, of major significance to the
user's interest, is typed in at the cursor on the Search Screen
(screen 1). To obtain the record illustrated on page 4.1, you could
type in tne arm kindergarten.

Screen 1

Search Screen for NDPC Program Profiles

Search Query --> Kindergarten

...................... Search Instructions ............................

To search for a program, type the wyrd or words you wish to seek
in tho search query line, then press ENTER.

2. Type as many words in your search query as appropriate. More words
yield more specc results. FOCUS searches words as if they were
a phrase in a paragraph. Connecting words with and '. will produce
greater results.

aussuesumatmosamasesamaltuassunessastwesssumstanensasepassarautatisamem

LType c to Charge databases,
or h for Help, or q to Quit, then press ENTER.

SysAvl APPI /
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The example kindergarten iNustrates the simplicity of the search mechanism.
After the computer completes the search, the results appear (screen 2).

Screen 2

Type Rec 0 ot press ENTER -->
Enter q to Oult h for Help s to Search c to Change
MIIIINIMMISIIIMMIMMIMIMMIMIMMIMM1IMMMIIMOIMPIAIMIIIIIMMUNI ORM- WE MMMMMMMMM EMMI.M.DAMMINIIMII1

PROFILE 1 0120 SCREEN 1 OF 6
REFERENCE NUMBER . 000000001000 8905.
PROGRAM NAME : Project STAY (School To Aid youth )

GRADE LEVEL : 1st
DATE OPERATIONAL : 1971

PARTICIPATION CRITERIA
CNIdren enter on screening administered diving the kindergarten par.
Screening includes Metropolitan Readiness Test, Vane Test, recommendation
from kindergarten end first grade leachers, Momentary counselor or parents.

In the upper left corner of the screen, FOCUS identifies the number of rec-
ords (i.e. programs) which contain kindergarten: 1 of 20. The record on the screen
is the first of twenty.

To view the entire record, press ENTER for each screen desired.

To skip to the next record, PRESS THE NEXT NUMBER, 2, and then
ENTER. Records may be accessed in any order by typing in the desired
number.

5.2



b. Multiple Word Term Searches. Perhaps you would like to
search FOCUS for individualized instruction, a multiple word
term. Type in individualized instruction, and the database will
search for these two words when they are found adjacent to
each other.

2. Boolean Operators. You may refine your seamh by using the word and.

(In the Appendices you can learn how to use the other Boolean Operators for

more sophisticated searching.)
14.

You may join two or more terms by using and to obtain more specific results.
To connect one or more multiple word terms, use parentheses vound the multiple
word terms.

(Individualized instruction) and kindergarten

This refines the search to include only those records which contain both
these terms in the text individualized instruction and kindergarten.

Even more terms can be connected:

(Individualized instruction) and kindergarten and parents

to make your search even more specific. (If you have a very long search
ouery, you may type the terms in a continuous string; it doesn't matter if terms are

split across lines.)

3. Truncation. There are several words w'lich are used with different end-
ings. For example, sometimes mentor is used, other times mentors, and still other
times mentoring. To find any of the mentions of a base word, use a special
searching tool called truncation. Truncation allows for a search of all these terms
with one term, as follows:

mentor$ will find all terms - mentor, mentors, or mentoring. Use the $
at the end of the base word.

See Appendix C for other examples using truncation.

5.3



SOME SPECIFIC SEARCHING HINTS

1. To search for items involving a particular state, type in the entire state

name:

Ohio

' Remember to use ( ) around states with two words:

(South Carolina)

2. A list of suggested search terms is located in the Appendices. Review

these prior to your search for best results.

3. Special instructions to further refine searches and to obtain very useful an6

specific information are found in the Appendices. Review them as you become

more comfortable with FOCUS.

4. If you have a printer, you may wish to print FOCUS data for future refer-

ence. Follow the directions for your PC's communications software or your termi-

nal for printing.

5.4



ADDITIONAL INFORMATION ABOUT FOCUS

An explanation of the following letters used during a FOCUS session will be
helpful at this point.

s = search. To conduct an additional search in the same database, type in s
where instructed and then press ENTER; you will go directly to the search query
screen for that database.

q = quit. If you have completed all your searching for the session, type in q
and then press ENTER. You will exit FOCUS, and your telephone connection will
be terminated.

c = change. To search in a different FOCUS database, type in c and press
ENTER. The menu screen returns.

h = help. The help screens provide the information in this instruction manual.
If you are a long-distance user, it is recommended that you use your manual
instead of the help screens. For local users, typing in h and then pressing
ENTER supplies explanations for that section of the database.

5.5
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VI. PROGRAM PROFILES

The Program Profile database includes information about hundreds of dropout
prevention programs currently operating in American schools. Each Program Profile

record contains four to seven screens.

Each profile contains the following fields:

Program Name (PR) - name of the dropout prevention program

Grade Level (GL) grade levt.: of the program participants

Participation Criteria (PC) - criteria used to determine program participation

Program Description (AB) - abstract of program activities, how it is staffed, and
evaluation status

Funding (FU) source of funding, often including actual costs

Agencies Involved (AG) - agencies which are major participants in the program

Contact (CO) name, address, and telephone number of the person to
contact for additional information

Source (SO) origin of the NDPC's initial information about the program

Date Operational (DO) when the program first began

Descriptors (DE) - search terms relating to the program but not found
in the text of the Program Profile

**Note the two-letter abbreviations of each field for special searching techniques
explained in the Appendices.

6.1



SAMPLE SEARCHES OF THE PROGRAM PROFILES

A search of the Program Profiles is greatly Jnhanced by using the suggested
search terms in Appendix B. Remember, however, that all words are searchable,
and do not feel confined to these terms. Names of persons, schools, programs,
states, etc. are searchable terms and produce the desired results.

The sample searches below will illustrate basic searching procedures for the
Program Profiles.

1.) You want to develop a dropout prevention program in your high school.
You are in a rural community. but you have the nterest of the local Kiwanis
Club. What are some other communities, similar to yours, doing which you
might adapt or replicate?

Type in the following search terms:

rural and (high school) or try:

rural and (high school) and (community support) or try:

rural and (high school) and (public private partnership)

2.) You would like to see how other elementary schools are implementing
early identific:Ition procedures and early intervention programs for at-risk
students.

Type in the following search tarms:

elementary and (early intervention) or try:

identification and elementary and (early intervention)

3.) You would like to see how other dropout prevention programs in your state
are fi inded. You are a resident of Ohio.

Type in the following search tei-eri:

Ohio

61



VII. CALENDAR OF EVENTS

The Calendar of Events database includes information about conferences,
seminars, workshops, and meetings related to dropout prevention. Each record

contains two to four screens. It is composed of two sections: a National Calendar

of Events and a Calendar of Events (including South Carolina).

The National Calendar of Events contains information of value to users in all

the states and Canada.

The Calendar of Events (including South Carolina) contains events local to

South Carolina in addition to the national events.

The Calendar of Events contains the following fields:

Title (TI): title of the event

Date (DA): month, day and year event is scheduled

Location (L0): city and state in which the event is scheduled

Sponsor (SP): organization(s) sponsoring the event

Topic (AB): description of topics to be covered at the event

Target Audiawe (TP): group(s) at whom the event is directed

Contact (CO): name, address, and tplephone number of person(s) to contact

for more information

Additional Information (AD): other data including keynote speakers and reg-

istration costs

**Note the two-letter abbreviations of each field for special searching tech-

niques explained in the Appendices.



;3AMPLE SEARCHES
OF THE CALENDAR OF EVENTS

The search terms in Appendix B are also useful here, but once again do not

limit yourself to these terms. In the Calendar of Events, months, cities, states, and

names or initials of organizations will yield the desired information.

The sample searches below illustrate basic searching procedures for the

Calendar of Events.

1. ) When and where is the next conference ot the National Dropout Preven-

tion Network?

Type in NDPN or try

(national dropout prevent;on network)

** Note it is not necessary to use capital ietters.

2.) You are interested in a conference on mentoring and think there might be

one in Michigan.

Type in mentor$ and then try

mentorS and michigan

3.) You want to see what conferences or wodcshops are planned in your own

state.

Type in your state name.

A specific searching technique, called field qualification, is useful here and is

explained in Appendix C.
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APPENDIX A

HOW TO PREPARE A SEARCH

Before you conduct a search, prepare a strategy. The following format is
helpful as you prepare such a strategy. It defines what information you are seek-

ing and guides you as you type in the search.

A. What are you looking for? Describe your search in one phrase or sentence.

Many of our high school students seem to need a different kind of
high school experience.

B. Which FOCUS database are you going to search?

Program Profiles

C. Develop a vocabulary for the search by identifying major concepts in the
query. Suggested searching terms in Appendix B are helpful.

What keyword best represents your query?

alternative

What other keywords could represent your search query?

(high school) secondary vocational

D. You are now ready to conduct your search. For best results, type the key-
worGs ,. - follows:

alternative and secondary for a first search attempt

vocational and (high school) for a second search attempt

(vocational or alternative) and secondoi y ior a third searci I
attempt
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APPENDIX B

SUGGESTED SEARCH TERMS

Use of the following terms are productive in searching FOCUS. Before plan-
ning a search, a thorough reading of this list is recommended. Searchable
terms are not limited to the terms on this list.

academic incentives
adjudicated youth
adult education
alternative
attendance incentives
attendance management
basic skills
case management
chemical dependency
child care
community agency
community college
community support
comprehensive
computer
computer assisted instruction
counseling
curriculum
day care
discipline
early intervention
elementary
employability skills
evaluation instrument
exit interview
GED
heaith services
high school
Hispanic
identification
Indian
individualized instruction
job placement
job skills
job training
junior high

a/ 4 .

life skills
literacy
low income
mentor
middle school
migrant
minority/minorities
overage
parental involvement
peer group counseling
peer tutor
private non profit
public private partnership
recovery
remedial
residential
retention
rural
school restructuring
school suspension ( for in

schooi suspension)
secondary
self esteem
small groups
staff development
state agency
substance abuse
teenage pregnancy
teen parenting
transients
truancy
tutoring
urban
vocational education
volunteers
work experience
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APPENDIX C

SEARCHING TECHNIQUES

I. USING BOOLEAN OPERATORS

Boolean operators may be used between search terms to refine the search.

Listed below are valid operators for FOCUS, with an explanation of their mean-

ings. X and Y represent search terms in the following examples.

Operator Meaning

X and Y Both X and Y must occur in the same record

X or Y Either X or Y must occur in a record

X not Y X occurs in the record, but Y does not

X same Y X and Y must occur in the same field

and. The and operator narrows the search by decreasing the number of
records retrieved. This operator requires that all the combined terms appear in

any record before it is retrieved.

For example: (high school) and counseling

generates a more refined search than either term on its own. In this case, the

user will obtain records which contain both high school and counseling.

or. The or operator expands a search and increases the number of records
retrieved by allowing for retrieval of other terms. The or operator is used to com-

bine plurals and singulars, or other synonyms, so that retrieval is achieved regard-

less of which term appears in various records.

For example: (child care) or (day care)

retrieves records which have either term in it. In this case, whichever term is

used in the record, the user will obtain all records which have day care or child

care in it.



not. The not operator narrows a search by decreasing the number of records
retrieved. Use sparingly and carefully. Not requires that the second term does not
appear in any record in which the first term appears.

For example: alternative not Minnesota

retrieves all records with the first term that do not include the seconc; term. In
this case, alternative programs which are not in Minnesota would be retrieved.

same. The same operator requires that both combined terms appear some-
where in the same field.

For example: 70001 same (North Carolina)

retrieves records where these two terms were in the same field. In this case,
they could be together in the Contact (CO) field.



II. FIELD QUALIFICATION

Using Fieki Qualification allows the user to limit a search to specific fields
such dS Program Name, Contact, Location, or Descriptors.

Field Qualification restricts a search to the selected field 11 which a term may
appear. This is accomplished by adding a field qualification symbol 'to the search
term(s).

For example: (south carollna).co.

retrieves records where the contact is in South Carolina but does not retrieve
records in which South Carolina is mentioned in another field.
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SPECIFIC USES OF FIELD QUALIFICATION

FOCUS uses this searching tool to assist the user in obtaining some specific
irformation. The following are some examples from the Program Profiles which

are particularly useful.

1.) To find a district wide program which is a comprehensive K-12 dropout
prevention program, type in:

comprehensive.de.

FOCUS retrieves all such comprehensive programs with this command. Com-

prehensive is located in the Descriptor field.

2.) For most dropout prevention programs, FOCUS defines their major thrust
by categorizing them as either primarily a prevention, remedial, cr recovery
program. To specifically search for one of these types nf programs, for example,
recovery, type in:

recovery.de.

FOCUS retrieves all programs which emphasize the recovery aspect of drop-

out prevention. Both prevention and remedial programs also can be retrieved by
using field qualification. These terms are located in the Descriptor field.

3.) To find all the listings in the Program Proa les of the 1988 US Department
of Education Dropout Demonstration Grants, type in:

demonstration.fu.

FOCUS retrieves all records with the 'Nord demonstration in the Funding field;

all Demonstration grants which are in FOCUS are listed.

IJ t I
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4.) To find a staif development program, type in:

staff development.de.

FOCUS retrieves all dropout prevention programs with a significant staff
development component. This term is located in the Descriptor field.

5.) To find a program whose primary sponsor is a community agency, tyre in:

community agency.de.

FOCUS retrieves all dropout prevention programs which are administered
primarily by a community agency. This term is located in the Descriptor field.

in:
6.) To locate programs which have been evaivated with supporting data, type

summative evaluation.ab.

FOCUS retrieves all dropout prevention programs which have supporting
statistical data. This term is located in the Program Description field.

r1
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The following instructions in the Calendar of Events are helpful.

1.) To find a conference located in Florida, type in:

florlda.lo.

FOCUS searches only the Location field and retrieves only those events
which are listed for Flonda.

As other specific searches in field qualification are developed, we will pass
such information on to you. You will discover useful searches using this tech-
nique; we invite you to share these discoveries with us to benefit all users.

se
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III. TRUNCATION

Related words are often composed of a base word. When searching, it is im-
portant to search not only for the term that comes to mind, but also for related
terms and multiple forms of the same term. For example, if you are interested in a
tutoring program, you would need to search for the following terms: tutor, tutors,
tutoring, tutorial, tutored.

Truncation searches for all these terms by using only one term. To search
using truncation, type in the first part of the term and follow it with a S. An ex-
ample of searching for all the tutor terms above would be

tutorS

The example retrieves all records containing words that begin with the base
word, "tut )r".

EXAMPLES OF TRUNCATION IN FOCUS

5 The following words lend themselves to truncation, and this mechanism is

6

suggested for better results:

computer$ for computer, computers, computerized
counsel$ for counselor, counseled, counseling
identif$ for identification, identify, identifiable
individual$ for individual, individuals, individualized
mentor$ for mentor, mentors, mentoring, mentorship
minorit$ for minority, minorities
parent$ for parent, parents, parental
remedia$ for remedial, remediate, remediation
restructur$ for restructuring, restructure, restructured
suspen$ for suspend, suspended, suspension
teen$ pregnancy for teen pregnancy, teenage pregnancy
teen$ parent$ for teen parents, teenage parents, teen parenting, etc.
truan$ for truant, truants, truanc;
tutor$ for tutor, tutoring, tutors, tutored, tutorial

** NOTE Remember other words to which endings mny be added when con-
sidering truncation as a search technique.
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NOTICE

Since the initial publication of the Focus Instruction Manual,
the Focus Database has undergone some modifications which
require an update of the manual. We have included in this
mailing the Focus update pages for you to insert in your manual.

Two major changes are to be noted. One is the addition of the
Resource Materials Library Database. The second, an improved
revision in the retrieval process, will go on-line November 15,
1990.

The Center will continue to provide you with future updates to
the Focus Database as they are added.
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5.) FOCUS has been accessed, and the Dropout Prevention Database Selection

appears (screen 6). TYPE IN THE NUMBER of the database you wish to search

and press ENTER.

,ten 6

Dropout Prevention Database Selection

The following databases of informatbn are available from the National
Dropout Prevantiori Center in Clemson, SC. Type the number that corresponCs
to the database you wish to search and press ENTER. lf you need a more
detailed description of the databases, type h and press ENTFR.

1. Dropout Prevention Program Profiles
2. Dropout Calendar of Events (National)
3. Dropout Calendar ri Events (SC Only)
4. Dropout Resource Materials Lixary

Type a selection number and press ENTER or
Type q to Quit or h for Help and press ENTER 1

6.) To disconnect from FOCUS, TYPE IN 0 on any screen.

41
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The example kindergarten illustrates the simplicity of the search mechanism.

After the computer completes the search, the results appear (screen 2).

Screen 2

Press ENTER to scroll down, or type u to scroll up,

q to Ou it, h for Help, s lo Search, c lo Change,
or a Record Number and press ENTER - ->
aSflflSannflnsnflaa
The current search found 18 program (s).

1 GRADE LEVEL :
PROGRAM NAME

2 GRADE LEVEL :
PROGRAM NAME

3 GRADE LEVEL :
PROGRAM NAME

4 GRADE LEVEL :
PROGRAM NAME

5 GRADE LEVEL :
PROGRAM NAME

Kindergarten REFERENCE NUMBER : 000000001200

: Multl-Sensory Intervention

1 REFERENCE NUMBER : 000000001500
: Proj,-....1 TOK (Teaching Oral Kommunications)

1st REFERENCE NUMBER : 000000001600
: Project STAY (School To Aid Youth)

K-12 REFERENCE NUMBER : 000000003000
: Gaston County Schools Dropout Prevention Programs

K-1 REFERENCE NUMBER : 000000003100
: Early Childhood Prevention Curriculum

In the upper left corner (under general directions) FOCUS identifies
the number of programs which contain kindergarten: 18.

FOCUS presents a listing of these programs in an index format. This enables

users to conduct a preliminary screening of the results of the search. The user is
given the grade level, the program name, and a reference number.

**Note the reference number is for Center use.
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To view the entire record of a Program Profile, select the number to
the left of the index entry. In order to view Project STAY (School To Aid Youth),

press 3, and then ENTER. The following screen will appear (screen 3).

Screen 3

FOCUS Type I for Index, h for Help, s to Searct., q to Oult,
or another Record Number and press ENTER -->

PROFILE 3 OF 18
REFERENCE NUMBER : 000000001600 9009.
PROGRAM NAME : 7 olect STAY (School To Aid Youth)

SCREEN 1 OF 6

GRADE LEVEL : 1st

DATE OPERATIONAL : 1971

PARTICIPATION CRITERIA
Children enter on screening administered during the kindergarten year.
Screening Includes Metropolitan Readiness Test, Vane Test, recommendation
from kindergarten and first grade teachers, elementary counselor or parents.

To view the entire record, press ENTER for each screen desired.

i

To skip to the next record, PRESS THE NEXT NUMBER, 4, and then
ENTER. Records may be accessed in any order by typing in the desired
number and then pressing ENTER.

To return to the index, TYPE IN I and then press EhTER. Continue
to press ENTER to view the entire index of retrieved programs.

To scroll back to previously seen screens of the index, type in u and
ENTER.
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ADDITIONAL INFORMATION ABOUT FOCUS

An explanation cf the following letters used during a FOCUS session will be

helpful at this point.

s = search. To conduct an additional search in the same database, type in s
where instiucted and then press ENTER; you will go directly to the search query

screen for that database.

q = quit. If you have completed all your searching for the session, type in q
and then press ENTER. You will exit FOCUS, and your telephone connection will

be terminated.

c = change. To search in a different FOCUS database, type in c and press
ENTER. The menu screen returns.

h = help. Tile help screens provide the information in this instruntion manual.

If you are a long-distance user, it is recommended that you use your manual
instead of the help screens. For local users, typing in h and then pressing
ENTER supplies explanations for that section of the database.

i = index. In order to return to the Index when you are within a record, type in

i and then press ENTER.

u = up. When you are in the Index and want to scroll back to the previous
Index screen, type in u and press ENTER.
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INDEX FROM A CALENDAR OF EVENTS SEARCH

The index of the completed Calendar of Events search will appear as
in screen 1. The index contains the Date, Location and Title of the event.

Screen 1

Press ENTER to scroll down, or type u to scroll up,
q to Out h for Help, s to Search, c to Change,
or a Record Number and press ENTER - ->
IliVIIIMIPS110111.111.1MICIIIMEM11.11.1MIMINMINMINI1141.111IMMYINI.IMMISMIIMMMalnalMMIOMMINIMMIMIIIImm

The current search found 24 event (s) .

1 DATE : March 3-5, 1990. LOCATION : Los Angeles, California
TI'l LE : The Third Annual Southern California Self-Esteem Conference-Let's
Graduate Arnerical

2 DATE : July 25-27, 1990. LOCATION : San Francisco, California
TITLE : Living with 10-15 Year Olds: A Parent Education Curriculum

3 DATE : February 15-17, '990. LOCATION : Los Angeles, California
TITLE : Preparing the Work Force for 2001: Alternatives for At-Risk
Students Workshop

4 DATE : July 25 or 26, 1990. LOCATION : Monterey, California
TITLE : Developing Student Motivation Through Teacher-Parent Cooperation

4 5
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INDEX OF A RESOURCE MATERIALS UBRARY SEARCH

The index cf the completed Resource Materials Library search will

appear as in screen 1. The index contains the Author, Date and Title of the

resource.

Screen 1

Press ENTER to scroll dam, or type u to scroll up,

q to Oult, h for Help, $ to Search, c to Change,
or a Record Number and press ENTER ->

MINLIMIIIIMINIOMMININIMINIMIPMMINIVIIMINIMORMIMMINEM.110111=
INIMNIMOMMINIMM=111111MMOIN

The current search found 22 resource (s) .

AUTHOR : Hahn, Andmw; Danzberger, Jacquelne DATE : March. 1987

TITLE : Dropouts In America: Enough Is Known for Action.

2 AUTHOR : DATE : 1988

TITLE : MentorIng Students: Creating Success through Caring.

3 AUTHOR : Wheelock, Anne. DATE : November. 1988

TITLE : The Way Out: Student Exclusion Practices In Boston Middle Schools.

4. AUTHOR : Wheelock, Anne; Dorman, Gayle. DATE : June. 1988

TITLE : Before Its Too Late: Dropout Prevention In the Middle Grades.

5. AUTHOR : Shepard, table A.; Smith, Mary Lee, DATE : 1989

TITLE : Flunidng Grades : Researh and Policies on Retention.

_1
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APPENDIX D

TOPICS FOR SEARCHING ME RESOURCE MATERIALS LIBRARY

The following keywords will assist the user in searching the Research Materials
Library database. These are only meant to guide you; remember that all terms are
searchable, so users should feel free to try their own.

acceleration
adjudicated youth
adult education
affective education
alternative education
attendance management
awareness
Chapter I
child care
choice
collaborative
community involvement
community support
compensatory
computer assisted instruction
cooperative learning
counseling
curriculum
day care
disadvantaged
discipline
drivers license
dropout rates
economic impact
elementary
employment
evaluation
family support
funding
GED
general information
grading
grouping
health issues
Hispanic
identification
incentives
Indian
instructional technology
learning disability
learnfare
learning styles

LEP
life skills
literacy
mentoring
middle school
minorities
model program
parental involvement
preschool
public private partnership
public relations
reading retention
reform
rural
school administration
school characteristics
school policies
school restructuring
school safety
secondary
self esteem
site based management
slow learners
special clucation
staff development
statistics
student characteristics
substance abuse
teacher education
teenage pregnancy
teen parenting
testing
tracking
transients
truancy
tutoring
university
urban
workplace literacy
vocational education
youth service
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