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PREFACE.

[L is the purpose of this bulletin to describo the administrative
practice and experience of the correspondence-study departmentsof
the universities of the United States. Correspondence-study see-
retaries and extension division directors may find this experience
and practice of*use in meeting their own problems and in evolving
their own sdministragive systems.

Loea! conditions and resources are so different, persoual preferences
are so varioys, and the field for administrative development is ‘so
large, that few judgments have been expressed upon the practice -
hero described.  An attempit has been made to collect in systematic
order the typical practices and methods of correspondence depart-
ments, rather than to attempt a statistical statement or tabulation
of the extent of any’ of these practices and methods. - The methods
of particular institutions have been set down as typical, thorefore,
without mention of other institutions which follow the'same method.
The fact that ene institution has been mentioned instead of another
does not mean that the institution cited originated the method
illustrated by its practice, nor that it best exemplifies the point.
The writer was of necessity compelled to clioose bis illustrative mate-
rial from that which extension directors were kind enough to supply.
If he has mado mistakesin selection, he hopes that the fact will not
bo ascribed to apy prejudice in favor of or against any institution.

He frecly acknowledges his debt to practically every correspon-
dence-study depurtment and extension division in the universities
and colleges. of the United States for the courteous and generous
assistance which he hus received. ’
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THE ADMINISTIIATION OF CORRESPONBENCE-STUDY DEPARTMENTS
OF UNIVERSITIES ANIY L'[‘.’_EGFS. .

-

- NEED FOR ADMINISTRATIVE MACHINERY.
\ 2

When correspondence-study work in a university is a new and a
small thing the amount. of work and the number of processes which
* have to be performed in the office bf the extension division are simple
apd fow.  Affer the correspondence student is registered, practically
all of the office work is done hy tho professor who conduets the course. -
Papers are sent by the student directly to tho teacher, the teacher
corrects and returns the written work, keep% such record as he pleises
of the grades, arranges for the final examinstion, and sends the finnl
grades to tho pmpcr'university authority. With the development,
of correspondence-study work, however, there is a great increase in
the number and kinds of cdurses given, in the numbo. of instructors,
and the number of students, In order to-avoid confusion, it I)u'omos
necessary’ to develop in a central office the machinery nnd processes
for handling clerieal work. . .

GENERAL DEVELOPMF.NT OF CORRESPONDENCE-STUDY
“a ADMINISTRATION

* The administrative ma(-hmvn is everywhere comparatively snnple.
It has not grown much beyond that prondod when the amount of
‘wqrk first made necessary specml provision for handling the work from
a central point.” For the most part this process consisted of remov-
ing direct responsibility for the detsils of administration from the
haunds of a committes or from the director of thoextension division
and of placing it in the hands of a correspondence secretary. When
this change took place the burden of the instructor was lightened And
_his work simplificd by transferring to the central office much clerical
"work which ‘he had formerly been compelled to do. At the same
time the Wwork of the instructor was supersed more carefully - than
had provmuqlv been the ‘case. Tho secretary of correspondence
gtudy became rcsponslble for the prompt return of papers by the in-
structor, checked the kind of criticism the instructor was giving the
student, and maintained general oversight of the work done by both
student and istructor. - -

This description represents in a fairly accurate way thd trend of
the development of correspondence-study administrative macﬁmery
tho detm]s of the developmont, have vnned somewlmt in dxﬁ‘ereiﬂ(
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institutions, -local condition® have not causéd such diversity as

might have been expected. This js probably due in large part to

4 the fact that correspondence teaching as a university function is so

. different from the traditional work of the universities that the systems
and methods developed by the institutions which were first in the
field could be imitated without violence to astablished administrative
conceptions,  The influence of the older correspondence:study depart;

g ments wa3 doubtless more powerful also because the two ungy ersities

* whicl first de\'eloped correspondenco ;tud) had their work established
and ox"gamzed wwell in advance of the time when other institutions
began it. Chicago University established correspondence studv in
1892; Wisconsin in 1906.

The svatems of administration und methods of lmnd]mg corre-
spondeqce work developed by these two institutions differ in many
respects, but correspondence depurtments which have attempted to
adapt their methods to local conditions have seldom copied the
practice of either institution in its entirety. The influence of both .¢
is reflected in pmctxca.lly every correspondence-study department.
¢ TWO TYPES OF ORGANIZATION.

Administmtivel) the, correspondence-study department of the
University of Chicago stands by itself. It has.not been a part of
_a larger extension division since 1900, when the class study work of
the extension division was discontinued. Administration in Chicago
is, therefore, a different problem from adminisfration in the institu- *
tions in which correspondence work is but one activity of the exten-
siop division. Its budget, its instruction, and it8 records may be
handled without refarence to other extension activities. It sole
_ coordinating problem is one of coordination with the gereral univer-
ity administration and with resident work. This does not corre-
spond to the general tendencies of extension work in the United States.

* Almost everywhere extension divisions are developing’ ¢orrespond-
ence study as only one™of several activities. The administration .~
of correspondence study in ‘Wisconsin a8 one bureau of the general
extension division has, therefore, served more generally as a guide
to administrative practice, -and acgounts for the greater mﬂuence
which Wisconsin exerts upon other institutions. '
" With the appomtment of a correspondence secretary it becormes
possible to organize in one office the methods of handling the clerical
- and admmmt.ratlvo vork.of the correspondence department. The
=+ amoutit of this work may be 8o small that the secretary alone can do
J} it all, ‘or it may be so- m& that a large clerical staff is required‘by
%: ﬁ!&s .. tary. . In either case the _processes and the records aip the
lakne;;; ie. speclal ggdmlmstrauv"e problem of the secretary in t.hg
 office merelyone 6Y dividing Iip the. ork, "
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It is the purpose of this bulletin to describe the forms used and -
the process of hahdling thern from the time the student first applies
for information concerning correspondence courses until his univer- '
sity record is completed. These forms include those used by the
administrative office, by the instructor, and by the student.

.

FOLLOW UP OF INQUIRIES. 0 ~J

It is not the purpose of this bulletin to discuss the methods used
by the extension division, or by the correspondence study department
to induce prospective students to request information concerning
.« correspondence courses. Publicity and advertising are not part of
the process of conductmg the work. The methods and systems used
in follewing up such inquiries are, however, an essential part of the .
work of the correspondence-study office.

The system of follgw-ups used by the Umvermty of Kansas is
probably typical of the follow-up through form letters., Inquiries
concerninig college courses are classified as direct and indireet. In.
reply to a didect inquiry concerning collége work, the form letter

ment of -courses has been sent, calls attention to the vanety and
advantages’ of correspondence study, and asks that the inquirer fill
out, the application blank which forms part of the announcement 1f he
decldes to enroll.”

[Form Letter Used by the University of Kansas in Replying to Direct Iﬁﬁm]
/

We have your request for informstion concerning our correspondence courses,
The bulletin deecribing the work is going forward to you today. Since there are
over 200 courses offered, you will, no doubt, find one or more adapted to your needs.

For full explanation regarding t.he subjects, méthods of conducting the work, teg\f
lations governing university credit, and cost, read carefully the first few pages of
the bulletin. The lesson amignmenta prepared and students’ papers corrected

*hy Kanss University professors. The courses have been carefully worked out for
correepondence study, and you wiil receive the benefit of the revision and improve-
ment which several years’ experience fn this work makes it possible for us to offer.
This work has & recognized educatiom! value. The number of correspondence
studehts is constantly increasing, and the yoluntary reports’ which they frequently
make on completing courses indjcate that the results are satisfactory from every stand-
point. Theee c&rreapondence ooursﬁoﬂer you s splendid opportunity {or further
development.

After you have gone over the pnnwd matter carefully, and selected your courses,
we shall be glad to have yoyr application on the blank printed oppontapuge 52of the
bulletin, or to snswer any questmns youmay care to ask concerning the work.

Trusting that we may be ol service to you, .and awaiting sa early reply, I am,

. - Sincmly, yours,

—C o
) ) CORRESPONDENCE-STUDY DEPARTMENTS. ""9

used acknowledges receipt of the inquiry; indicates that@an announce-

; R
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. In response to an indirect inquiry a form letter is sent which con-
tains some explanation of and argmment for correspondence study.

{Form Letter Used by the University of Kansas in Replying to Indirect Inquiries.)

Drar Frrenp: We have been requested to mail you information conceening our
Correspondence Btudy courses. The inclosed card contains a general statement,
together with a list of the departments offering courses for home study. The latest
bulletin of this department, containing announcements of the courses offered and
full information about the plan of the work, will be sent upon receipt of your request.

The University of Kansas, through its Extension Division, is now giving more than
100 of ita college courses by correspondence. These include a number of professional
cotirses of the Schools of Education and Engineering. In addition, it is offering many
vocational coursesin business and engineering subjects. Work comprising practically
5 a full four-year high-school course may be taken by correspondence. Lesson assign-

menta are prepared and papers graded by members of the regular university faculty.

When courses are satisfactorily ‘completed, entrance credit is granted ior high-achool

work, and university credit for workgf a college grade. The fees for this service are

very nominal.

These correspondence courees offer, to those who are not in attendance at DleOl,
oppartunity to secure educational training along lines in which they are particularly
interested, or to acquire addxhonal credits. These credits are recognized by the

" Btate board of education in meeting the requirementa for renewing three-year certifi-
cates or for securing higher certificates. Many of the courses are of special value in
preparation for cértain vocationa or profeesions.

Po you not wish to devote a few hours each week to this wofk? The post card will
brmg _you our bulletin. At your request, we shall be glad to send mforms.uon con?
cerning this work to others who may be interested. May wo not liave your cand
to-day?

Sincerely, yours,

-

With the letter is fclosed a printed card which names the depart-
thents in which correspondence courses are offered and makes a
brief appeal for mvestlgatlon. Half of the card is taken up by this
material. The other half is in return postal form and contains
8 request that an annorincement of correspondence courses be sent.
Space is also provided for suggesting the names of friends who may
be interested in correspondence work.

O
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[Card Sent by the Unsversity of Kansas with the Form Letter Used {n Replying to
. Indirect, Inquir.es.]

+ HOME STUDY

Combined with correspondence instruction is no longer an experiment, but
a tried and proved success. Others are ad vancing their education in this way,
why not you? DBegin now, turn your spare moments to account, and continue
earning while learning. This opportunity is for thooe with little education
as well as for those of university grade.

GENERAL COURSES. ¢

Accounting. . . Journaliam.

Advertising. . Latin

Astronomy. Law.

Botany. Mathematics.

Chemistry. Mineralogy and Geology.

Child Hygiene. Mining.

Economics. Pharmact.

Education. Philosophy.

Engineering. Romance Languages,

English. Physics.

Entomology. Physiology.

German. : " Public Speaking. .

Greck. ' : Physical Education.

History. * . esmanship.
~ Home Economica. B&ology. o ’ ¢
“ High School Branches. Zoology

“You will prepare all lessons at home, will get.mdwldual attention from the
teacher, and may advance as rapidly as your circumstances will permit.
Every student studies and recites the whole lesson, thus coming into intimate 1
contact with the teacher. «

We have now added the branches of a four-year high-school course with the Y
exception of the eciences and the vocational subjects. Eighthgrade
grauates are.eligible.

If-you are not'yoyrself interested in correspondened study, will you hndly .
hand this card to some friend who is?

University Extension Division; Lawrence, Kans.

GeNTLEMEN: I am interested in home study and: correspondence instruc-
tion. Please mail me your bulletin on this subject. I am pm.xcularly
interested in college—high school—bumneea subjects (underscore your choxce)
Name. . ooueiniiinnneind e Number and street............... e

eesessssesettcstancttncsccsmantas sestsceivestecas e rotecnot A ans

o
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12 OOBBESPONDBK@-STUDY DﬁPABTl(BR’l‘S. )

. The Umversxty of Kansas has a separate cla.sslﬁcatxon with appro-
pnate form letters for inquiries concerning commercial, high school,
journalism, law, and pharmacy courses. An announcement of the
correspondence courses offered accompanies the form letter. With
the letter in reply to inquiries concerning high-school courses is sent

& suggested course of study covering the four years of Ingh-school
work which may be taken by correspondence.

. .
. [Form Letter Used by the University of Kanaos in Reply to Inquiries Concerning High-
0 School Work.]

We have your request for information concerning the correspondence courses in
high-achool subjects. Detailed announcements of this work will be found on pages *
81 to 34 of the bulletin going forward to you under separate cover. To the general
stafement at the bottom of page 31, we might add that these courses, when satis-
factorily completed, are recognized by the university for entrance credit without
turther examination, as though completed in an accredited high school.

Full information concerning the method of conducting this work, cost, etc., is
given on pages 6 to 11 of the bulletin. After you have gone over the printed matter
carefully-and selected your.courses, we shall be glad to have your enrollment on the
blank pridted opposite page 52 of the bulletin, or your request for further information.

Aseuring you of our interest and hoping through your early reply foran opportumty
to be of further service, we are,

Sincerely, yours, O 5000030000000000000

Only direct inquiries are followed further. A second letter is sent
10 days after the dispatch of the first letter, if no reply is received
before that time. A third and final letter is sent the next fall.
[Second Letter Used by the University of Kansas in Following Direct Ingquiries.
' In reply to your inguiry, we sent you recently a bulletin describing the home
-study courses offered by the University of Kansaa, and giving you information con-
" cerning the methods by which that work is conducted. To date we have not received
your enrollment. If there are any questions concerning the courses you would like
to ask, we shall be glad to have you write us at once.
We hope, however, that you have alreagdy selected the colirses yqu want to take.
It is very easy to put off enrollment. Thdgyn and weeks slip by rapidly, and if
. ' you fail to enroll now, you may not succeed in getting the training that you really
EPI t. The number of young men and women taking work through this department
2 o a mamng rapidly each year. BSince we have helped so many, we feel sure that we
< . have & sefvice for you. Can’t yon arrange to mail us your enrollment to-day?
" 'We will kesp your letter on our desk a few days longer, expecting a prompt reply.
_ Smoamly youts, . O  0000000000008aB0aGac00s

{Third and Final Letter erd by the University of Kansas in Followmg Direct Inqum_a.]

In %eply to your inquiry, wesent you recently a copy of the new correspondence
study bulletin. We trust that this reached you promptly. To date we have not
" received your enrollment. nthmmanyquestiomwnminstheeoumyou
i would like to ask, we would be glad to write you at once. '
Fa Weé bope, however, that you have already decided upon the co?hes which you
soish ta take. . *The majority of students in correspondence are able to give more .
_ '.:“-d;qytﬂhemkttthnmnthmatmyotherﬁmeofthe year. . If you delay
. -‘Ténrolling, the Wéeks will ilip by rapidly. sud’ youmnthboumblewnacmtbe'

lnd&dnins!}_@yotﬁlesjn CtnyQunotnnhgewbeginwmk ow?.
Mompondm & fow days expecting prompt reply;.

Y

M’.m. %(’Q" ...;“q.cto%."_ s s |

ir
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The saving of clerical work which form letters make possible is
obvious. But many cors . -andence secretaries maintain that such
letters are too impersonal, d insist that.for the same amount of
labor & greater number of students may be enrolled by dictating per-
sonal replies to every direct inquiry. The office records of the cor-
respondence study departments with which we are familiar are not
sufficiently detailed and accurate to make proper comparisons of the

% costs of the two methods of securing registrations. .

Few departments fuil to use some form letters and material in reply
to inquiries, and those which make the largest use of them find it
necessary to write mfany personal letters in answer to inquiries which
the forms do not cover.., Whatever the form of the reply used, the
purpose is to display a personal interest in the problems of the indi-
vidual. The specially dictated letter serves this purpose best if it is
possible to assign a good letter writer to the work. But a mimeo-
graphed letter which hms™Been carefully thought through and writ-
ten is preferable to a carelessly written personal letter. It isprobable
that inquirers concerning correspondence work do not regard a form
letter from the university with the same indifference with which
mimeographed material is treated by those who receive quantities of
it in every mail. That form letters may be so skillfully prepared as to
serve every purpose of personal letters is proved by the experience
of the University of Chicago. Chicago has worked out a series of form
letters to meet every commmon situation, and it is no unusual experi-
ence for the correspondence department to receive letters, in reply to
these forms, expressing appreciation of the department’s under-

. standing of the special case. <

APPLICATION FOR REGISTRATION.

If the replies to inquiries bring the result desired, an application
blank will be filled out-and sent in by the prospective student. This
blank is usually printed as one page of the announcement of courses

.sent to the inquirer or is inclosed with it.  The form and size of the
application blanks used even by the same institution vary, Both
card and paper forms are used. ’

Cards range in size from those smaller than post cards to half
letter size. Of these cards the one used by the University of Utah
is most distinctive. The card is approximately 7 by 9 inches in size
and is perforated lengthwise for tearing into two parts. The right-
hand half is further perforated for tesring into five parts, the upper
one containing directions for filling out the lower four, Upon'each

i of these small sactions is entered the name of the student, one of the' ..
_ subjects-entéred upon the left-hand half of the application, and the ..,

;- naine of the inatructor in that subject. " The'left Lialf of the card ..%

-

6 ok an. dffice record " of studenits enrolled: Th’gfamallpleow"
¥xod Hall of thoca i Fiaking i lista (-
W e A
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14 CORRESPONDENCE-STUDY DEPABTMENTS. 1
- (Application Card Used by the University of Uik
CORRESPONDENCE STUDY.
APPLICATION CARD., ° .
EXTENSION DIVISION. :
. University of Utah,......... 0600000600000 191..

Name in full, in ink, SURNAME FIRST

O Address to
}which Exten-
sion Credits

.......................................................................................... are 1o be sent.
Were you ever registered before in the Universityof Utah............ When........... ..
Are you working with the expectation of finally securingadegree................ qeoooa
If 20, have you filed your kigh school credits in the Registrar’s Office. . ..................
On the lines below name the High Schools and Colleges formerly aitended:

/7 50000000000000006000G000600000000000000000000000000000000000000000000000000600000 0
Pogition now Reld..eeen oo oooin it e
Write on thelines bolow allmt.h:“:;eb = nfc“h ;Ih#};{mdﬁ tomglsur, using || Hm‘lr‘; Credit.

T i
) (S e oo Mg - o S o o e el e 1000 606600086660 0 600416 6 0Raco0d boooosoEoT
SRR eeeecane i‘-rw.._....:....ﬂ.‘ ..........................................
: a2 w |
. oA AR Sers = ek Sl 5E00600600600a O A
A . N
= = = e oz g
. .
= IMPORTANT NOTICE. o
P

The student should fill out all of the loregomg blanks carefully and forward the appli-
5 cation immediately to the office of the Secretary, Umvemty of {Ita.h ther with the
Y ngimtion fee of $10.00. lofe

e -

kY- 3
F‘r 2o L mun 'LINES ARE ansxnvxn ron 'nm ucvvn'
i .

.
epeescscssonnencsscscana

o
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CORRESPONDENCE-STUDY DEPARTMENTS. 15

On the su}n below enter the subjects for which you have en.rolled. Usea mmu slip for each subject
(see sample) and preserve the order observed in vour tabulation of subjects on Application Card.

SPECIMEN COPY.

Name ROE, RICHARD W.
Subject Physical Education,l,
Insiructor  Professor (or Mr.) Harris,

UNIVERSITY OF UTAH—CORRESPONDENCEF. RTUDY.

Subject... ..., 0820068 000058E00000aReER00
Instructor.......... ... 12000060 0 5000000500 06003000a ans

—

Name.
2 Subject

3 Subject......... Ao .
Instructor.............." 900006150 0000050 6AGEEE0AGA0E065 HEEABEABHE 00000000 6 B0ae

The favorite paper sizes are the half and full letter size sheets,
although the size is largely determined in each case by convenience
in printing and sending applications with publicity or other material.
There is little use in seeking uniformity since with the exception of
the card used by Utah, %here scems to be no ‘attempt to make the

application form filled out by the student serve as a permanent office .

record. The reason for neglect of this economical expedient is proba-
bly the almost universal inability of people to fill out a blank without
error apd to thefact that the hand writing of so many persons would
tend to promote confusion and difficulty-in keeping them in order.
Whatever, the form, and however various the sizes and quality of
paper or card used by an institution, all applications contain requests
for practically the same information. The card form used by Utah
probably requests the minimum amount of information. Most appli-
cation blanks ask for more detail. Certain necessary iteths of infor-
mation, however, are required by all the institutions, and in the
greater number of cases the influence of the older and stronger corres-

~* pondence departments is visible in the makemup of the blanks.

The application forms of over 30 correspondence-study departments
have been examined, and an attempt is here made to present in a
consolidated form the practice and experience of them all. The items

of. the frequency: of their ocourrence application; fo

\ e

pear on'these:blanks have been arranged approximately: in v
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" contains all the jtems listed. This summary may prove suggestive
to new and to established correspondence-study departments.

. h’
INFORMATION REQUESTED BY THE APPLICATION BLANKS OF THIRTY
. "INSTITUTIONS.

Ngme.—Upon spme applications thersis added to the simple re-

quest for the name of the applicant. more or less full direction as to
how it shall be written. The most common forms of direction are
(In ful)—(John Henry Smith).
" Address.—Following the space for the addreaq it is usual to add
some such indicadion as ‘‘Street, city, State.”” To this Massachusetts
and the University of Washingt,on add a request for the telephone
number. Clicago, Minnesota, and Oklahoma ask for the present
address to which the first lesson shall be sent, and in addition a perma-
nent address to which second-class mail may always be sent wmh
certainty that it will be delivered.

Date of birth.—The tendoncy seems to be toward asking for date of
birth 'rather than for a general age statement, doubtless due to the ,
uncertainty felt by many people in figuring up their ages. The - =
University of Arizona and Tennessee ask for age in years.

Place of birth.—(Where born.) This inquiry has the preferencé over
other questions designed to obtain the same and related information.
Tegzas asks for information concerning the nationality of the applicant.
Minnesota asks information concerning the nationality of both father
*  and mother in addition to the birthplace of the applicant, and Massa~

chusetts wishes 40 know the number of years the applicant has lived
in the Wnited States. _
Occupation.—(Business.) Practically. all extension deparunents
wish to know the occupation of the applicant. The form of question
*  variessomewhat. ‘‘What other work aré youdoing while you pursue
this course?” (Indiana) covers this question, and can be understood
to include work that the student would not ordinarily think of as
business or occupatlon anesota, Wisconsin, and Colorado a.sk for
present and previous experience in the occupatjon. Massachusetts
specifies that commercial, mdusma.l .and teaching experxence are
desired. -
Name of employer. ——-Many depa.rt,ments ask that the name and ad-
dress of the employer, if any, be given. Others omit this. Texas and
a fow other institutions ask the name of the parent or guardian. The -
- Wisconsin blank states that this is to, be filled out only when the
- applicant is under 21 yea:s of age. Wisconsin asks also what posi-
.hons ha.ve been held that will help in the study of the subjeots for

: ?’
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“Schools attendcd previous trammg, previous education; education (in
Jull).—Few institutions are content taleave this inquiry in one of these
vague forms and specify in one way or another such details as, grades
attended in public or private school, years in high school completed,
name of high school, years of college or university completed, degrees
gra.nted name of college or umversltv, correspondence work complet-
ed in this or othver institutions, is this the first enrollment in this or .
other department of the upiversity. Indiana asks what courses have
been completed in the department in which the new application is
made. Several ask that the student specify what work has been done
in the subject in which the course desired falls. These questions occur
separately and ir~Broups of varying dogrees of inclusiveness and
exactness,

Chicago and Minnesota ask whether the applicant is & member of the
university, and if so wish to know the student’s matriculation number
or college (Minnesota), and classification. To these questions Chicago

,adds the further request that persons attending another institution
indicate whether official permission has been secured to carry on this
extra work, and if so, from whom,

Date.—It is usual to leave it to the applicant’s common sense to
give the date of application rather than some historical reminiscence.

Course or courses desired.—Several of the forms are defective in that .
sufficient space is not allowed for writing in the name of more than one
course. Some applications specify that the course is to be indicated
by number, others by both number and title, while still others ask
that the department, number, and title of tho tourse be given., Chi- |
cago asks, under the item ‘‘Instruction desired,’’ that subject (Latin, .
Mathematics, etc.) title (Prmmple:, of Economlcs ete.), and instructor,
be given.

Amount of fees, amount of money 3ncloged, are items appearing on
several of the applications. Some add further directions, such as
the statement that the foe should bo inclosed with the application.
Massachusetts has spaces for checking off the manner in which the
money is sent and Wisconsin prints on’ the back of the application
forms to be used in making full and installment pnyments with
detailed directions cancerning their use. It is somewhat curious that .
many blanks in no way indicate to whom the check or money order
is to be made payable.

Object in taking course.—In several cases this query is no more
speclﬁc than this and must frequently cause some uscless heartsearch-
-ing on the part of the prospective applicant. Wis¢onsin explains
that the information desired is whether the apphca.nt. wishes the course -

" for a university degree, for advancement in vocation, or for culture.
“Minnesota asks whether umvemty credit is sought ‘and- whether &
degree is deeu'ed Wlsconsm, in addmon to ‘the general quea on, a
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requests that the namb of the college in which a degree is sought be
given if credit is desired.

Courses desired when this i3 completed 8 a question asked by the
University of Tennesseo and suggests that guidance is thus sought in -

- planning future or new courses.

" What foreign language have you studiedf is a question asked by
Oklahoma and Massachusetts. The purpose of the inquiry is not
entirely clear except in applications for language work.

Do you intend to take the course by yourself or as one of a group of
persons? is the somewhat unusual question asked by Indians, but
owing to the increasing amount of correspondence work that is being”
dond in classes or groups may well be added to other applications. -

How many hours per week have you available for home stud y? is asked

. by Oklshomd, Texas, and Magsachusetts, evidently with the purpose
of making the student consider carefully before enrolling.

References 88 to character and industry are asked by Texas and
Massachusetts. The definite reason for doing this is indicated on

. the Massachusettg blank in a footnote. ‘““In case no replies are re-
* -ceived to letters sent to students, communications will be addressed
to the references given for information.”

Names arid addresses of persons likely to be interested in extension
courses ave asked by Massachusetts. This would be an excellent addi-
tion to other application forms. It tends to arouso the personal
vinterest of the student in his own work by giving hinl a part in the
system. '

Library to which you have access is u bit of information sought by
Arizona and Minnesota. The reason for this is clear.

Remarks.—A space is left for remarks on some of the blanks,
especially those that are inost complete in other respects. Miscella-

_ neous directions and information are given upon the application"n
“eorder to increase the applicant’s understandiug of the conditions

under which he tak s the work. Of such character are the state- o

ments on the back of the Wisconsin blank conqgrning time limits

and degrees. ' s '

SPECIAL FSATUBES OF INDIVIDUAL APPLICATION FORMS,

- . In few cases go application blanks show unusual originality or
very, great departure from the common form. Some blanks do,
however, give the impression of definite character and purpose more
clearly than others. Usually they produce no very definite reaction
unless it be 4 feeling of the coldness and superiority of the institution,
- the impression that the transaction is entirely a business ond. The
= - ‘application used by Massachusetts is therefore somewhat remarkable
~#-in. that it gives the impression that. the department is personslly
- 4iterded in'the'student,” The feeling of the writer that this is trae

o -_' wéaiéo*nﬁmﬂd‘by asking seveial pefsons entirely, unscquainted with :

-
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extension work and with the institutions concerned, to read several
application blanks. Comments such as “This one is thorough,”

" ““They are very much alike,” “They“are not very intercsting'’ were
y y ) C ) y g

common, but several said, referring to the application blank used
by Massachusetts, *‘ This one isn’'t as bad as the others.” Almost
invariably the one picked out as the best was the Massachusetts form,
although no ono of the pérsons could explain why. An analysis of
tho blank seems to indicate that personal contact is established
largely by the use of the second personal pronoun, by the note indi-
cating that the department intends to kecp in touch with students
through the references given, and by the request that the applicant
suggest other persons who may be intercsted in correspondence

. study work. It may not be of much importance that the application

blank sound a personal note when, as is usually the case, other mate-
rial is used for that purpose, but the point is at least worth calling
to the attention of correspondenco secretaries as indicative of what
may be done in that way even by an application form.

The name of the institution does not appear anywhere upon the
application forin used by one of the universities. This is very
unusual.  Few institutions fail to fully identify ull material sent out
by them. "

Application Blank Used by the Department of University Eztemfon of Massachusetts.
pa !

Blank for Registration in Courses offered by the Department of
o University Extension of the Massachusetts Board of Education,

The following application {s to he filled out completely in the 'nppllcnnt’s own handwriting. Avold
abbreviations and complete tho blank in detail.

Date of application.................. ; .\'umyaignat.um infully...ooooii Ll
Permanent address (street and number)..... =% ... sl
Townorcity.............. ;County................ yState......ooL L
Age oo 3 TelephoneNo........................... ...

" If employed, by what company?......_..... ; Where were you born?................

How long have you lived in the United Statos?.............0._.......... . ... .
Occupation....................... ; Education (in fully,...oc......o.... L
From, what, schools or colleges, if any, have yougmduated?............oo......... ..
What foreign languages have you studied?.............. ettt
Were you ever enrolled in correspondence courses or.classos in this department?.. ...
Namo burses you have completed in this department, ifany..........o..euee ...
Commercisl, industrial, or teaching experionce...... . 2P0008000000000000 0000656800 00
Suhje(:‘ course desired?...........; Reason for selecting this course.................
How m#fy hours per week have you available for home stud’y?e...... ... .o........
Money order.

Tamsending $................... ... .. . ... by Certified check.

A Currency (in registered letter).
*References as to my character and industry (give names and addreeses): .

...................... D I R T T T

Numes and addreeses of persons likely to' be interested in extension courses;

®er e e recsnsems st u &. .................................................. -- -- .

....... ;.............-..‘..)....--.,...............(.............-...-...........

Begistration isnot complete uniess the re tlon charges, pald in fullyaccomhpany this blank, which is to
e be sont to James A, or, Director, équouso, Boston, Mass, RS |
In case no replies are raceived toletterssent tostudents, communications will pe sddressed to the references
Nami shmldbod!mom s -h'i' dmtorln{arm::laon. B ‘t':'ivh " ) the pumnth!’uﬂm\ 3
amee ven of & permanent sddress to whoimn
S _Ou',qul_u'mumumy wall be an employet, ‘? %o
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APPROVAL OR REJECTION OF THE APPLICATION.

When the application is received in the office of the extension
division the first question that has to be decided is whether the
student is qualified to take the work he desires. Admission to non-
credit work is ordinarily open to anyone who is capable of domg
the work. Admission to work for university credit usually roqmres
. satisfaction of the “educational qualifications demanded from- resi-

dent students. The problem of handling applications for non-credit «”

work is therefore simpler than for credit work. In-the case of non-

credit work the applicition is examined by the secretary of the

corrmpondeuce study department, or some-otlrer designated person

.in the office, and if it shows sufficient preparation to carry the work ~
applied ¥or, may be approved without further routine. Usually,

however, the administrative office merely sifts out those who are

obviously not qualified to take the work applied for and writes

advising somenother selection. tKl‘he other applications are sent for

approval to the instructors who give the courses or to tho heads of
%ﬁhe departmentsin which the courses fall.  Thig approval is indicated

pon the application form or on a special form provided for the pur-

ose, and returned to the administrative omce‘ Upon approval,
the administrative office makes the required records, and tekes the
next steps needed to get the student started on.the work.

In the case of credit courses the same process may be followed,
but if the student desires credit, the admission regliirements and the
process of approval may be somewhat more complex. In some
institutions the correspondence secretary may determine whether
the requirements are met, without reference so the instructor, the
head of the department, or the dean, although the secretury may
find it advisable to consult any op’ all of these persons in making a
decision. If an applicant has already established a resident record
in the institution, the only question to be decided is whether he or
she is eligible for the particular course applied for. If no resident
record has previously been established, it is necessary to determine
whether the student is admissible, to the institution, In practlco
in those institutions where no record of correspondence work is made
in, the general university administrative office until a residence record

" _has been established, the admission to credit courses is recorded in
the extension dmsxon office alone until such resident record is estab-
lished. . At the request of the student the correspondence study
credits are then transferred to the umversnty records.

In the University of Chicago there is no such dual system of records
and admissions, When a student applies for admission to a corres-
-~ pondence course the application is approved.-or rejected in exactly .
. . -the same way that applications for resident work are handled in the ~
""oﬂice of the reglat.rar and, if’ sccept.ed the umversxty record of lre

-
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there made as will be of use in that office. It is not necessary for
the correspondence office to keep records for subsequent transfer to
the registrar’s office. o ’

OFFICE RECORDS OF THE CORRESPONDENCE-STUDY DEPARTMENT.
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¢
The records that must be made out in the extension division office
P may for convenience be glassified as follows, although they overlap
in many cases and the practicdtis not uniform:
1. Permanent record of the information appearing on the student’s
application blank. ) c
. 2. Record of the courses in progress or completed by cach student.
3. A class reeord showing the names and progress of the students
b . in each class. e ‘
4. Records for entering the progress of cach studemy in each course
Ly assignments, grades, and lessons returned.
5. Cards intendod for the convenience of the office in compiling
statistics concerning registration. :
- These records will be discussed in the order given.

PERMANENT RECORD OF THE INFORMATION APPEARING ON THE
STUDENT'S APPLICATION BLAXNK.

Many institutions enter.the more important items which appear on
the application blank upon a special eard. It is usual to onter the
information which appears upon the application blank upon but
one card for retention in the extension affice. This' card may or
may not contain othoer records of the work of the student, but
the forms examined seem to indicate that this card is gonerally used
as a record for the complote educatiorga‘llistory of whe student.

« Thecard used by Colorado University is typical. .

[Student’s Permayent Record Used by the University of Coloradn. ] 4

URIVERSITY OF |
COLORADO. '

UNIVERSITY EXTEN- || |
SION DIVISION.

BMS PERMANENT
. ECORD.
> Date bf enrollment. . ....... I

Dateofbirth..............°.... ...
* Placeof birth............0."0 ' ...

Experienceinit........... 1. 00 .
Gradesattended. ... ...... ...
High-school work. ........ "

College work..............|
Otheutudy..“?...-....’....“....
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The imformation on the applicatiorr blank is also entered wpon the
card which is sent to the instructor motifying him of the registration |
of the student. * . " - '

Instructor’s Record of Ragistration Used by the University of Washington,
INFORMATION FOR mmvc'ron_.

Btudent’s OCCUPALION -+ .« ev ' e s cermree e cenanennncocnnntaseonnemmnonen
Previous @ducation. - .o ...ttt i et eaeas

S R I R

Indiana University enters the main items of the application on the
reverse of all the cards used to record the assignments sent, lessons
returned, and grades given. When the work of a student is not

« satisfactory, or when it is desirable for any other reason to look up
his history, it is thus possible to do so without consulting the com-
plete student history card. This plan involves more mitial work,
but may be justified by the saving gf time in handling the routine.

. RECORD OF THE COURSES IN PROGRESS OR COMPLETED BY EACH
' STUDENT. ‘

As has beern noted, the card used for recording the information
obtained from the application blank may also be used to record the
courses in which a student is or has been registered. In some univer-
gities, however, a second card is used for this purpose The card
used by Minnesota has spaces for the name and address of the stu-
dent, the courses in which the student is registered, and the number

. 'of the student. +This card also serves the rocord clerk as a record .of
the total number of students, Similar cards are used by the Univer-

. sity of Kansas, arranged aiphabetica.ﬂy by students’ names. As

7 esch course is completed, it is checked on this card. The student’s

* qomplete record is kept in the office of the registrar in the University )

" gf Chicago, upon the game form of card as that used for resident

. » . students. .

T

L . . S




-4

. scripts are returned tq the student.

E—' 5° & o . e . ' ‘23‘¢

COBBESPONDENCE-STUDY DEPARTMENTS.

CLASS REOORDS

A class book is sometimes kept in, which ig recorded by classes a.nd .
instructors the name of each new enrollment. This practice is fol- '
lowed both by institutions,which send out the lessons frour the central

_ office and those which send out the lessons through the instructors.

It has conveniences that loose cards do not have, since it is possible
to tell at a glance the number of students registered for a particular
course and the amount of work with which an instructor is burdened
at any one time. Such a record, however, will contain the names of
students who have completed work as well as those who are still
active in the class, while a card list makes it possible to remové to &
completed file the names of students who have completed the work.

Whetger this record of classes is kept upon a class book or upon .
cards, practically the same information is given. There is space:
provided for the name of the course, the name of the instructor, the .
name of each student, the date of enrollment, information concemmg
fees, the amount of credit, the grade for the course, the date com-
pleted, and in most cases there is also space for the registration numx;
ber of each student.

RECORDS FOR ENTERING THE PROGRESS OF EACH STUDEN’P IN EACH
COTRSE BY ASSIGNMENTS, GRADES, AND LESSONS RETURNED.

There are usually two cards used for keepmg continuous record of
each student’s work, onein the offie of the correspondence. secretary
and one in the office of the instructor. The first of these may be

_known as the Studepsig Office Record and the second 4s the Instruc- -

tor's Student Recod®. . SR

The former usually has space at the top for the name of the stu-
dent, the name of the course, the address of thestudent, and the name
of the instructor. Other items that sometimes appear at the top of
this card are the student’s registration number, the hours or credits
given for the course, examination and grade results, the date enrolled,
and othersubjects in which the student isenrolled. _The remainder of
the card is ruled off into columns and blocks for noting the date les-

.sons or asslgnments are sent, the date manuscripts are received,

' grades given on manuscripts, and the date the corrected manu-

.
~
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tn.ryvor.a dlerk. records the fact i the proper space upon this card. 3
' Whan t.he ﬁn}clméi:' ref,unied the, d“;é?f its’ e 3

CORRESPONDENCE-STUDY DEPARTMENTS. .

Typical Student’s Office Record Used by the Univereity of Oklahoma.
r

Name Address 0
Course - 7 1mnuctor Reg. No.
Le3. | M8S.|Grade| M8S. h !
Bent | Rec'd Ret'd "
» 11 11 22 221 - {331 33
I

covear pooccer e oo peoscos o crpepovoq R G TR S8 JURREE SR EOE BTN
osos a0 peood g ool 25| e g posoc RS mal: 734 e pocoo
e i 7 s - e o S R soad oo g e o000
Qoo oo o2 e s e g e prcegbonoc soscbee s il -
S R oo o S cy prpdpeoc; posdooon - coones s o o coospooc:
G000 P20 b2 PR RRRA R (N RNED G SYPR R EOrs R o5 oouq o g oco

K4
gt fococeq poeeos capsgbeooo T s B0 o pgd e et o b
G Py o oo oo e e e e s e o oot ooed oo o ! ..........

|

g oo oc o % spes paceq st bocod peod pooadipmoorieeen 4' ..... ‘ .....

o oo wol st e e g e o e pooed s e l ..........
) . [REVERSE.] .
Date of reg.... .- -.--Age. SR
Otharcounea
Source...... s ... .o
Deposit §..
Occupa.ltlnon ............................... -
COUORO. -y - 25 o e
Em}?neyer .............. N e s PN
IPOBO. « e cceverennoeenariaracacenssnns it o e oo caasoaceconsnascocenncans
L T I Vs L T PN

Examination grade.............. Yo . R R e e e A T
Lo T T N

The information, which may be entdred before the student begins
work, is filled in as soon as. the application is approved In the Uni-
versity of Kansas this card is placed successively in four different
files; firat, the beginner’s file; second, the working file; third, the
‘ codrses oomplete'd” file; and finally the ‘ dropped file.” The names

P suﬁimenﬂy indicate the purposes of these files. .. -

1 When the first:leasons are sent out from the central oﬁice the secre- R

i e“ie zeooado&,<
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and it is then sent to the instructor for grading. The grade given
and the date the instructor returned the paper to the office are en-
tered at the proper time. The date th instructor returned the paper
i usually the same as that upon which the paper is returned by the
office to the student along with the nextlessons, and one spaco may - |
florve to record both these facts, either heading ‘appearing- above
the column intended for this purpose. N~
Whether the sssignments are sent through the instructor or through

the administrative office, this card usually serves as notice to the in-
structor that a new student is registered, and*is made out in the office
of the correspondence secretary. The card usually contains the name
of the student and the address, with two,other main parts. Qne of
these parts, a little over half of the card, is taken up with blank spaces
similar to those upon the Student’s Office Record for entering the

.+ date manuscripts received, the grade and the date manuscripts re-
turned. If the instructors send out the assignments, this part of
the Instructor's Sudent Record may‘be exactly the same ip form as
the Student’s Office Record, but there is no need for space for record-
ing assignments sont when the assignments are sent through the
administrative office. '

< " Card Used by the University of Kanaas.
Forx 286.
THE. UNIVERSITY OF KANSAS.
STUDENT'S, RECORD.
EXTENSION DIVISION. o
Correspondence-Study Department. ¥
:":,sd Grade f,ﬁ% Address................ ey
1 11 21 31
o __{Course.................
2 12 122 32
3 13 = = ‘| Earolled...............
4 14 “% . 34. ABO. .o rine s cumisnsimanie
3 15 25 ESN Occupation............
6 16 26 36 | . | Prep. School...........
7 17 27 L7 2 s
8 18 K 88 | | College.....
9 3BT 17y 30 | '_~ ........... Sy Bt
- L ——— =
0 ) 30 30 |- 40 Library....cco¥eiraaes

7

o

Seo
2
i

-
<

3

o

ERIC

Aruitex: provided by Eric



COBRESPONDENCE-STUDY DEPARTMENTS.

The second part of the card contains the main items of informa-
tion about the student which appeared upon the application blank,
such as the date of enrollment, age of the student, his occupation,
his previous training, library facilities available, and in some cases
the purpose for which the student is taking the course. This infor-
mation is of course necessary to the instructor, if he is to under-
stand the needs and capacitics of each student. Space is also given
upon some cards for the examination grade. As has been noted,
some correspondence study departments use special blanks or ques-
tionnaires for the purpose of ,dﬁﬁmmg information that will give the
instructor more intimate and personal mformatnon about the student

-than appears on the application form. This information may or
‘may not be entered upon the Instructor’s Student Card.

The University of Chicago uses an Instructor's Student Record
very much like those described, but upon the reverse appears a re-
quest to the instructor to send the initial lessons of a specified course.
The reverse also contains information about the student. This card
is returned by the instructor to the office when the course is finished
or the time limit has expired. The card serves, therefore, as a noti-
fication to the instructor that a new student is registered or enrolled
in his course, as a means of information to the instructor concerning
the student’s qualifications, as a means of keeping a record of the’
progress and grades of the student, and as a formal notification
to the office that the work is completed and that arrangements
must be made with the student to take the final examination. With
this system the responsibility of keeping the student at work rests
entirely with the instructor, except as the instructer’s periodic reports
to the office may induce the correspondence secretary to write to the
student. . :

izl
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. THE UNIVERSITY OF CHICAGO.
THE COBRESPONDENCE_-STUDY DEPARTMENT. .

Occupation........................_.... SR e 4800806660 009800 8000
Bom. o
Education............o L i' e e
Previous work in the subject in which this course falls

. C080Ga00000000E50 e teterte et iieiaaaa. seeerees 500 000000006A000805 068000000
O s e

[Reverse of Instrictor's Student Record Card Used by the University of Chicago.)

[Reverse.] .
. Return this Record Card
IS . o the Office when courg®
is finished or when ‘“Year”
Mg |, | uss  Year”erpires...... ......... has expired.
rec'd | VM€ | retrq MEMORANDA
1 9 17 2% 33 o
2 10 18 % 34 ’
A T PR s~
3 11 i9 b1 36
ran B BBV %0 Kl e |
| : e I OO
5 T3 21 Ny ST
8 1 22 E] 3
: 7 15 23 3 1 un
8 16 23| 7 T s
. )
/ Average Grade for Recitation Work. .. .. RPN

CARDS INTENDED FOR CONVENIENCE IN OOMPILING STATISTICS.

Any of the cards mentioned ,above may be used for compiling sta- .
_ .. tistical information, and some of them serve that purpose as they ..
1 . wre filed. But mauy institutions desire further statistical mfoténm- @
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tion concerning their correspdidence students, and is some cases the
correspondence study office finds it convenient to make these records
as registrations come in, upon cards or slips prepared especially for
‘this purpose. The University of Kansas, for instance, uses white

_ slips for each registration, which are filed under the subject taken,

the town, and county, and in the case of out-of-State enrollments,
by States.
" The system used by the University of €alifornia is the most elab-
orate the writer has seen. It is not intended to cover the collection
of special statistical information alone, since it ctres for inquiries
and follow-up as well as other records. In order to make it intelligi-
ble, the whole system will have to be described.

Three by five library cards are used, cut with tabs at the top,
which aré numbered from left to right from 1 to 12inclusive. To each
of these numbers & general subjoct is assigned as follows: 1. Draw-

- ing. 2. Education, Philosophy. 3. English. 4. History-Econom-

>
iy

i &‘A..M}\

;xz;w %

ies. 5. Languages. 6. Mathematics. 7. Music. 8. Science.
9. Business. 10. Technical. 11. Home Economics. 12. General.

{Library (urd.)

2 5 (] 7 8 9 10 11 12
Bumett Mark C : 1--1 19, }

Fort Davu, Tex. H
(veneral; Engineering. . .
S-.xmplo. > . l

T

When an inquiry is received, the name, address, date; and sub-
ject asked about are typewritten in black upon two of these cards.
One, known as the Geographlc Card, is filed at once under the town
‘from which the inquiry came. The other card, known as the Alpha-
betic Card, is filed in a drawer under the month in which it is reccived.
It is kopt in this file for three months and then placed in the general
alphabetic file if no onrollm)nt has been received before that time.
When an enrollment is received the Geographic Card and the Alpha-
betic Card are removed from their files and the enrollment number,
the subject, the number of the course, and the date of enrollment

.are typewritten in red upon both of the cards.

“For each of the 12 general subjects to which numbers have been
assigned on the tabs a further subdivision of subjects is made, and
to each of these subdivisions is assigned a spectrum color. The
course.under each of these colors is indicated by a number. Thus:

Vo 2,

eret
e 03
T
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- 9. BUSINESS.

' . b X-1 Elemen 7 Accounting.
Accounting...................." Red X-2 Intermed.. ‘e accounting.
‘L _ X-3 - Advanced a. onntmg

Banking. . AT Orange I X-21 Practical Banki. <.

S o o X1 Elementary commerciul law .
Commercial law. ... b L"()w‘ X—42 Advanced commercial law.
Typeweiting.................... Green X-96 Elementary typewriting.

X-97 Intermediate typewriting.

q . , i X-91 Elementary stenography.
Stenography............ ... ... . Blue | y g5 Intermediate stenography.

Business management............ Violet | X-10. Business management.

When un inquiry ‘is received the” Geographic Card is treated as
follows: Tho numbered tab which corresponds to the general subject

-about which inquiry is made is colored the color assigned to the

subdivision in which the course desired falls. If the inquiry™s about
specific courses in scevoral guwrul subjects, the proper tabs will be
appropriately colored. If in one general subject the inquiry con-
cerns subdivisions of two different colors, the proper numbered tab
will be given two colors. If tho inquiry is no more specific than the
general subject, the tab will not be colored, but all the other tabs
will be cut off. Only those tabs are allow od to remain on the card
which indicate the subject inquired for, and only those mdxcat.mg 8

definite subdivision under a subject aro colored,

[Geographic Card Used by the University of California.]

3 4 5 o ]

11-19-13
: Dmke E. H., 2214 Lawton Avo,,

I Bakersfield, ' Calif. . .
| Enrollment 405 Philoso phy X-14 11-19-18
Einglish; Economics; Oommcrcml Law; Spanish 1-256-16
Enrollment 4782 Commercial Law X-41 7-16-16
Enrollment 8960 Accounting X-1 9-23-18
Enrollment 9649 Tech. Math. X6 12-28-18
Enrollment 10289 English X -E 3-16-19

) {Novs.—In the origina) card the tab numbered 4 fs mrlgéeld violet, 5 is red and 0 1s yollow. The {tallo

lines are

Upon the A.lphabetlc Card the procedure is somewhat different.

The tabs indicating subjects of inquiry are not colored, byt the other

_tabs are cut off. When an enrollment is received, however, the tabs .

“on the ‘Alphabetic Card. which correspond to t.he.general sub]ect %f

“the. -enrollmeny’ are colored in: ncpox;ggnc‘ ;
the\ehﬁrt‘ fo ubdx tha

\
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The tabs of the Alphabetic Card will, therefore, show both the
subjects in which an enrollment has been received and also the sub-
jects concerning which inquiry has been made but, no enrollment
received.

~ .
[Alphabetic Card Used by the University of California.]

N ]

R T 910 |

11-19-13 |

Drake, E. 1., 2214 Tawton Ave., ;

Bakersfield, Calif. 0

Enrollinent 105 PhllO!O])hl/ X-14 11-19-13 |

English; Economics;. Commorcial Law; Spanish 1-25-16 |
-Enrollment 4782 Commercial Law X-41 7-16-16

Enroliment 8960 Accounting X-1 9-23-18 !

Enrollment 9649 Tech. Math. X6 12-25-18 ¢

Errollment 10289 English X-E 9-16-19 |

i R o0 e

NotE.—In the original card the tab numbered 21s colored violet, 3 Is )eliow 9 isred and )ellow and 10
ls green.  The italic lines are red. ]

In addition to those sets of filos, tho University of California uses

- a subject file arranged as follows: Four by six cards) each bearing the
J g ¥ 4

record of one enrollment, are arranged by genoral subject according
to the numbers given in the key,"and under each general subject
according to courses, arranged in tho order indicated on the color
chart. Bff cards, 4 by 6, with one-fifth tabs, are provided for each
course. Upon the tab is written the name and number of the coursoe,

‘and a spot of the proper color (as determined by the chart for that

subject) about a quarter of an inch in diameter is placed at the right
of the tab. This makes what is known as the active file. As soon
as a student has completed, transferred, canceled, or defepred his
enrollment, the card is taken out and placed in anothér subjRet file.
The **completed cards” are filed direetly hehind the subject guides,
The transferred or canceled cards are placed behind a blue guide,
and the doferred enrollments aro placed behind a pink gujde, where
they remain until they beScome active again.

g SENDING ASSIGNMENTS AND LESSONS TO STUDENTS.

As goon as the application is approved and the necessary office
records and notices described above are completed, a considerablo
flow of material is started to the student. There are two different
methods of handling the material sent to and received from the
student. The practice in the University of Chicago is typical of ono
method, that in the University of Wisconsin typical of the other.
In'the former case the work is handled almost entirely by the ir-
structor. - Mr. Hervey F. Mallory, secretary of the Correspondence-

Study Depar;ment of the University of Chicago, described the method 2 0
- +hriefly. in” & paper delivered: a the second. snqual conforence of the .
e Ngt&om.le,Umvers:ty Extenmon Ammtxom(Pm “of \Jat,.fUmv. Ext.'
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Assoon 88 we admit astudent we ask the instructor to furflish the initiallessons of the
course chosen, thereby est.ablis]ling immediate contact between the twoat the outset,
and this personal relationship is emphasized throughout the course. From the time
the first leasons are sent until the last report is returned all correspondence, except
that of s businesa nature, passes directly hetween the teacher and pupil. However, the
offico watchos the progress of each student through reports from instructors which are
called for at stated intervals, and whonever necessary or desirable, the secretary com-
municates with hint, )

The second method is that in which the correspondence secretary
sends to the student the first lessons and other material which tle

p student should have when he starts work. The student reurns his
written papers to the office of the correspondence secretary, where
thoe fuct of their recoipt is recorded upon the student’s office record
card. Tho secretary then sends the papers to the instructor for
correction und grading and receives them hick from the instructor

“when that work is done. The secretary énters the daste roturned
and the grade upon the student’s card and returns the corrected
paper with the new assignment to the student.

" Between these two methods there are many gradations and com- '
promises. In‘some cases the first aSsignments are sent out by the
central oflice and subsequent ones by the instructor. Ligother cases

- the instructor makes up the package t}\be sent to the student but
sends it through the central office.

The seasons advanced by the advocates of these two methods are
of varying degrees of force. Mr. Mallory indicates in his statemeng

in the beginning personul centact between instructor and student,
and in another connection<he has stated that since “‘expenses’ of
otory sort have to be met from the fees’ the reduction of office ex-
pense which results from this method of handling the work is almost
necossury. He goes on to say: ‘

That under these conditions so many members of the faculty are willing to assume
this extra labor bespeaks unquestionable lqyalty to the aims of the university and to
the traditional ideals of oducation, which ever have and forever will demand sacri-
ficial service. ’ )

The adherents of the second method of handling this matter main:
tain that the personal relations betwoen student and instructor are
established in the correction and comments on the papers of students
and that the mere fact that tho papers pass through a central office
in no way destroys this contact..” They maintain also that occasional
reports of the records of students do not make available at all times

~

full and comiplote information about their work,

“work of the student is the opportunity afforded by the second method
. ‘o theck-up the work of the instructor. . Under the first method of-
+  Handling:atudent’s Work and papers, & papar. may.bs recs ived fraz
X7 (-;_gxg student by. the. actor: n ‘ =

that the purpose of Chicago in using the first method is to establish’

' But more important than the better opportunity to check up thi -

o
B
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No one except the student and the instructor knows that the paper
has been sent in; and the instructor may have forgotten it. It is
claimed that thé second method enables the correspondence secretary
to induce instructors to correct and return lessons more promptly,
with the result that fewer students allow their interest to languish
and die in the intervals between papers. Here we tread on dangerous
ground. Promptness and regularity in the return of papers both on
thepartof thestudentandthe instructor are necessary tosuccessful cor-
respondencestudy. Butitwould be interesting to know, and doubtless
the instructors who arewviot now doing, but who may later undertake
correspondence work will insist upon knowing, how far the corre-
spondence secretary is prepared to push them. It may safely be
asserted without wnfairness to the professors, and probably with the
agreement of most of them, that university teachers are not the most
prompt and businesslike of the professional classes. They may need
speeding up, and some correspondence secretaries may actually do it.
If, in an administrative system, the mere provision for the exercise
-of power accomplishes the purposes desired without calling for actual
disciplinary measures, it would seem that the administrative device
would be a good one. In any case the administrative wisdom of the .
correspondence secretary would have to determine how far the powers'
‘vested in the office should be exercised.
The first method does not afford any means of determining how
quickly the instructor corrects and returns a paper; the second does.
" Thd use that shall be made of that knowledge will have to be deter-
» mined by the correspondence secretary.
But in addition to the check which the second met,hod affords upon
~the speed of the instructor’s work, it also affords a menns of checking
- up the character of his work. Every paper passes through the office
- of the secretary after it is corrected. It is possible to examine the
corrections and comments made by the instructor, and it may easily
be possible for thesecretary to determine something of the nature of
the teaching the instructor is doing. How far this inspection will go
will vary of courss, with the abilities of the secretary Wlth a poor
secretary it might easily go too far. .

It , may be maintained that the secretary can not be competent, to
criticize the work of 8o many instructors in so many different sub-
jects. Sofaras subject matter goes this is true. The function of the
secretary, however, is not criticism of subject matter, but cnucmm.
of instructor’s comments for details, clearness, and exactness, The
doing of mechgnicgl work and failure to make adequate corrections
arg what thie correspondence :secretary wishes to discover, Here

. guggestions’ may be made with little danger of oﬁendmg the instruc-
f tor, if ‘the secretary is ah all tact.ful for the mstructors who need,

-
ez
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of the student so gross that they may not be ignored, an appeal to

- the instructor or to another university authority on the subject

ahould serve to determine the fitness of the instructor for the work.
The institutions which follow the second method, and the great
majority do follow this method, believe that it has the advantage
over the first method of permitting constant supervision of the work
of the student and of the instructor. While supervision of the in-
structor in residence is very slight, few administrators are content

with the situation. The difficulty hes been to find an inoffensive’

way of doing it. Correspondence study administration has a method
which in the hends of a careful administrator can be applied with
a minimum of friction and apparently with a maximum of effect.

Whether the first and subsequent lessons are sent through the
office of the correspondence secretary or dxrect.ly by the instructor,
other material also must of necessity, or may most conveniently,
accompany the first lessons.

The most importeént of this material is the set of directions for

work which is sent to the new student. In some cases these directions-

aro made a part of the first lesson paper, but general practice seems
to indicate that correspondence study departments havefound it more

ective to print the directions upon a separate card or paper. In
this form they are more convenient for reference. The directions
for new students issued by 18 different msutuuons have been com-

piled into a composite set containing e!! the points made by them. ‘-

The directions have been pretty well standardized. Few institu-

.tions show unique features.

GENERAL DIRECTIONS FOR NEW OORREBPONDENCE S8TUDENTS.}

1. Give a little time cach day to the preparation of your lesson.e If possible, the
same time each day.

2. Read very carefully the entxe number of pages assigned in the text. This

reading will give you a general idea of the work to be mastered. Read over the en- °

tire list of questions ou the aaslgnment Reread the assignment, paragraph by para-
graph, endeavoring to organize the information so as to make it your own. After
completing this systematic study of the assignment, read the first question and, with-
out references to the textbook, make rough notes on the points which you wxah to
cover in your answer. -

Think through this material t.horoughly, and carefully organize your answers to

the questions. Work out brief, clear, loglcal pointed statements covering the salient .

poims Time is much better spent in this ‘manner, hoth for you and the render,
than in writing wordy discussions. In your answer stick to the point; this is very
important. - In providing illustrations give details in. full on points which illustrate
the principle.. Statements should be complete in theémselves and should not require
reference to the quemona to complete the meaning. One of the advantages of & cor-

< respondence course is the opportunity for' effective expression in writing. Do not

neglect it. Completeness of answers must not be eacrificed for brevity, however.. ‘Do

not attempt to use the wordidg found in the text, but master the idess and express’

them in your own langusge, .Thie organisation of thought will give you t.hntmngeut
e:

4
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3. After mastering the leston write the recitation without further assistance of any .
kind, unless the lesson shedt or your instructor specifically directs otherwise.

4. When recitation paper is completed refer-to the textbooks, read over the paper
carefully, and make corrections on your paper with blue pencil, or with blue or violet
ink, never red. Dq not make a correction unless you are sure of it.

5. Mail your recitation papers promptly to the Extension Division, NOT to your
jnstructor, for correction, and begin at once the study of your next lesson.

6. Do not return the lesson assignment.

7. Follow the syllabus or outline when doing your reading. Do not. aim merely g

- answer the questions in the leasons, but try to understand all the topics in the outlin
If unable to understand any topic or part of the outline, indicate this specifically in
your correspondence, and we shall endeavor to clear up your difficulty. At least
two hours’ study is expected on each assignment. Alwaws feel free to ask questions,
Ordinary inquiries concerning the lesson should be written bn & seperate sheet and m-
closed with the lesson.

Y
. 8. Do not wait to send in several leesons at once. In no case send in more than
= three, lessons in one week without special pefmission from the Extension Division.
The assignment may be sent to us aa rapidly as you wish. 3
9. Submit work regularly. By so doing you will secure the best results. °
10. Write the lesson only upon recitation paper. Use a separate sheet for business
or other communication. 'Be sure _to mention your course number in all such com-
munications.
11. In preparing the recitation paper follow the form of ;ho inclosed sheet. .
(a) The paper should be 8§ by 1l inches, of good quality, unruled, and of light -
weight, in order to save postage. Use envelopes at least 9 inches long,
. (b) Leave t!’u.rgm of 2 inches on left side of paper for instructor’s corrections.
(¢) Write with a typewriter or black ink.
(d) Write plainly upon one side of the paper only. ’

() Write at the beginning of every lesson the following heading:

' Name, Course name and number, Asusignment number, Date of mailing.
ot use the official recitation paper and fill out every blank in the printed page.
(/) Number the pagos of each recitation consecutively.

(9) Inlangusge work leave space between the lines for corrections.
(h) I'old paper twice crosswise, so that. the heading shows on the outside.
() Onthe lower left-hand corner of the envelope write the department and course
number, i. e., wary, 2; Mathematics, 3, ete.
" () 1f you have dlfﬁcult) in writing upon umﬁled paper, place a heavily ruled
sheet under the paper aa a guide.
12, When you get discouraged, keep at it. This is the most important rule of all.

[General Directions Used by the Unwernty of North Dakota.)
THE UNIVERSITY OF NORTH DAKOTA.
EXTENSION DEPARTMENT.

GENERAL nmzofxoxs JOR .CORRESPONDEN(QE STUDENTS.

1. Give, if possible, a little time each day to preparation of the lessons. :
2. Familiarize yourself with the assignment and study required texts and referencel
v before attempting to prepare the recitation psper. = .
* 3. After:the lesson has been mastered the recitation should be written thhout
szx further amistance of sny kind, unless your instructor specifically directa'to the

; contrary. -
& »44»Asmnuthomdhﬁonhwnmn,mtﬂitatomtothelhivemityExwmion
“ Never withhold a recitstion pajies aftst it iniopased;

o
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5. Submit recitstion papers as regularly as poemble . In this way you will achieve
the hest results. It is vory desiralfe to send in one lesson per week on an average.
6. The rocitation paper must contain only the recitation; all busmess or otheg com-
munications should be written upon a separate sheet.
(a) Leave margin of 2 inches on left side of paper for instructor’s corrections.
(b) Write with black ink ouly. 'I‘ypewnter may be used if desired.
(¢) Write only on one side of paper.
(d) Write plainly.
(e) Send in each lesson, a8 completed, to the University Extension Department
and not to instructor.
 (f) Fill out every blank space in the heading of official recitation paper, and do t.hm ¢
the first act in the preparation of every recitation report. =
(9) Astudent who has difficulty in writing upon unruled paper may place & heavﬂy
ruled sheet, prepared by himself, under the blank sheet uppn which he is
writing for hls guidance.

conform to all the requiréments exacted for the accumulation of such credit. -

NOTE: CAREYULLY PREB-RR.V! THIS CARD FOR REFERENCE.

Many institutions send with the first assignment a notice con-
.cerning the purchase of books and supplies which gives detailed
directions for ordering from the university bookstore and from the
publishers. g

Several mstntutlons lend books to correspondence students and
information is sent concerning the conditions of sucH loans. In
some cases other libraries are named where books may bhe obtained.
Minnesota places ‘the information about the 'loan of books‘on the
back of the card containing the general directions.

(CaRdas to Loan of Books.] >

_“Rnles Regarding Loan of Books to Correspondence Studexts from th§

University of Minnesota Library.

1. Students are expected to purchase their own textboo‘lgs, but reference hooke for
collateral reading may be borrowed from the University of Minnesota Library.” Cor-

7. Students pursuing courses involving credit toward a university degroo must_

respondence about the loan of books should beraddressed to the Librarian, University

of Minnesota.

2. Bogks not in demand on the campus may be loaned to correspond(-uu students’

“for a period of four weeks. These loans are subject to recall at any time. w3

3. Periodicals and general roference books (dictionaries, handbhooks, yearbooku
otc.) can not be Jent.

4. Only two books will be charged to ono student at a time. : ’

5. Books must be promptly returned at the dosignated timg, or privileges will be
withdgawn.

6. Books not in demand by other students may .be renewed by appllcauon to the

ibrarian.

. Borrowers who mark or mutilate the volumee lent. to them wxll be vharged the
full value of the books mjurod

8. Postage on the package in both directions must be met by the borrower. -

Upor the reverse of the general directions the University of Indiana

f)rmts a form upon which thé student is requested to keep a record

.of the courses he takes by‘ correspondence. ; Thls is unusual g__nd_ is
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THIS CARD TO BE KEPT BY THE STUDENT.
Please Note Carefully the Data Below in Merenoe to Your Personal Registration,

Registration No. .............. COUBE ..ottt it e

Registration No. .............. CourBe ......eieerinianiniiie ) eveeteeeeee s
" Registration No. ............ .. Course...... e e e

Registration No. .............. COUTBO wevenniniiniee et e i o

Registration No. .............. COUrso «.ceenvvenennn. ... e

Instructor ...,

InBtructor .. ... . e e

‘RECITATION PAPER

A sample sheet of the paper which the student is advised or
required to use for the first page of every recitation paper is often
inclosed. The sample page sometimes contains directions for
folding and price lists of the printed and blank pads, with the name
of the store where they may be obtained.

{Sample .Headmgt of the Paper Used by the Universities of North Dakota tmd Kansas.)
......... sie - | THE UNIVERSITY OF HORTH e

STUDENT'S NaMR

DAKOTA.
G | ——
) EXTENSION Dl_VstON.
- ook Amoniene CORRESPONDENCE-STUDY RRCITA- DTATE )
e, SO ON BHEET.
e P“"‘_ No. FIRST SBHEET—ONE PER LESSON. CTREET No.
T8 Sracx Fox . :
Kz 1'1: o
, . '
b0 THE UNIVERSITY OF KANSAS.

UIIVEBSITY EXTEESION DIVISION.
connropnox STUDY DXPARTMENT.

£ : Pleass fold each veckation paper in fhis way; a»mmmmma,

o
{32} KREP TKIS SPACE nthuvnmhuvm Mwmuw rm
b, < “Fon Manane T | ™™ forwou
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. With the first assignment is nsually sent & letter of whowiedg
ment and encourdgement. This letter may be used to give addi-
tional information and guidance or to repeat that given elsowhere.
The-form used by the Umvemty of Kansas covers*ss may points as
any other and is repnoduced here &s & sample letter of this kmd > &

U [Letter Sent by the Unsversity of Kansas with the First Amgnmem.] .

We are in receipt of your application for Correspondence-Study work, with a remit-
tance of .......... Enclosed please find the first sssignments. The text may be
ordered from the publishers, or from either the University Book Store, or Rowlands'
Book Store, this city. These firms-are not connected with the ‘University; ?hey
gimply carry supplies for the recident students. As soon as vour book ar books arrive,
write out the first assignment and send it to.us; while we are correcting itYou may be
working on the next lesson. If this'ie done we shall be able to keep you supplied
with work. _If the instructor is crowded with work, there may be a delay in returning
your papers. In that event, send in the next lemon when completed, not waiting
for the return to you of the previous leason.

If you have any difficulties, and will bring them to our attention, t.he instructor
will be glad to assist you whenever necessary. Study each amignment thoroughly
beiore attempting the next. Ila this way only ‘can you get the full benefit of the
work and secure satisfactory.grades. A record is kept of the grade given to each leson, ..
and when the course is finished the average of these grades with that of the final
*. ' examination determines your standing as filed with the Registzar. o

When you receive an assignment goe that it agrees with the title of the course for .
which you are enrolled, and that the number is next in order to the one last received.:
In case of error return the outlines and the right ones will be mailed you. If you
change your address advise us to that effect on a separate slip of paper; otI:erwme
mail ‘may be sent to the wrong destination and cause delay in your work.

To insure the greatest progrees, send in one or two lessons esch week, or more, if

doso. Satisfactory completion of one or more courses within the year dependn
largely upox getting the work started at once.

Wishing you succees, I am, .

] Sincerely, yours, *

t . N

-

RECEIPT FOR FEE, , :
The fee is usually sent with the application and is transmitted by
" the department to the proper university authority, who issues &
‘university receipt. In order to avoid the delay ingident to this pro-'
~cess, a temporary receipt is sometimes sent, to the student by the
* extension division. It will be noted thatthe Kansas letter acknowl-
, edges receipt of the fee. In some casesaspecmlformm used for ,
this purpoae.

r-.;-n' Y
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.. [Tcm}\omﬂ Rmpt Iiued by the University of Minnesota for Evening Classes. (The
i ) same form s used for Correspondence work.))

* TEMPORARY RECEIPT. l
No. 382

THE UNIVERSITY OF MINNESOTA.

GENERAL EXTENSION DIVISION,

MiNNEBAPOLIS, 7/18, 1919.

| Received of _*_ James Anderson, $150%
Pfieen & 50/100 ’ : Dollars
for fee for evening counses. © 5 . o
- Bus. Law, A - .
Principles o:f Acecounting, A. ‘ M. V. KeyLoaa,

For General Extension Divtsion.

Missouri sends the following card to apphcants when their fees
have not accompamed the application.

. Notwctoomdm lhe Jee used by the University of Missouri.’
: [FeoOudSenttoApp]lonnt.] NN
f e Bl e o wn SaialE e o R .y the instructor in the correspond-
,' ence course,...... . e s o mm eFia s e ma e e st na s anan » has approved your taking -
this work for................hourscredit. Aseoon asthe necesmry fee, $.......... ,

= is received, you will be enrolled and the first assignments will be sent to you.
PLEASE RETURN THIS CARD, TOGETHER WITH THE FEE, TO
CHARLES I. WILLIAMS,
.8 : Director of University EW,
’ Columbia, Mo.

The ordma.ry -process of handlmg fées when they accompany the
3 apphcatnon involves some system of report to the proper- financial
, . officer of the university. \Usually the fee is held by the extension

. division office until the application is approved and then transmitted to
Ty % the business office of the univetsity with a report for each fee or for all
“ the fees_received during s set period. The form given 'is typxcal of

A5
]

thoao used for making these reports, although more deta.lls are given-
upon the forms ‘'wsed by some mst.ttumom.
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506000 800600000000 00 A0AIAEAEEAACERREO0 A CEE0EE0E BRI e el e eralagele creces ST

has paid the fees for course............ 'o00000000000 «-»...tken by correspond-’ ,%

" ence. FEnrolimentfes............ : B A
1 ctora{ e, "-'""','{':wﬂ“}fee_.- " X

....... J000000n06o00MthEo0gqe . =

OORRESPONDENCE-STUDY DEPARTMENTS. .
{Form Used to Make Report of Fees Received.)

Date.......o.oovevnnnnn.
To the Business Office: :

Herewith find cash, $.......... , 8a indicated below, bemg all mopeys meeived
by the Correspondence-Study Depmment from...........oot.lll {Bogooancsoooa
.......... , inclusive.

Swaa;{b&-}é.poma ' """ sce-Study Department.
NAME, ADDRESS. AMOUNT.

..................................................................... . 4
. ' ) ’ '

Upon a separate card in the office of the extension division or
upon the card containing the student’s complete record is enterod
each payment made by.a student.

" [Sample Card Used by the University of Kansas] = ﬁ
Name—reversed ' Home address School
v . I Rebsted. J
Foeo. No. .| Amount. [Date pald.] Term. b — Memo.
. L ; Date. |Amoum .
Ma dculation. .. ...l RV IUUUT ISR .
Inci nt.a.l ..................................................................
|
e TR R VDU S NPT  RRRRRRE o

Upon recei'pt, of the fees from the extension division the financial
officer of the umvemty issues & permanent receipt in duphc&t,e or
triplicate. One copy is returped to the extension division, one is sent ~
to the student, and.one remains in the firiancial office. The same
form may serve both as notice ‘from the extension division to the : i
financial officer and as the ﬁnancml officer’s a.cknowledgment» Tho
form used by the University of Indiana is of this kind.

[ Form Uud by the University of Indiana.] v -
INDIANA UNIVERSITY. -
xrrnmon mvmox

\‘4
asacsvvae ..-.-...-q-q.(*

N o S '5;*‘.' ' Sec‘. BureauojCormpmuhaS Vs
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. In various institutions other forms of letters or blanks which are
worth mentioning accompany the ualgnment or are sent out at the
same time with it.

Several send blanks known by such names as “Informatlon Card o
¢‘Personal Information for your Instructor,” *“ Personal Acquaintance °
Blank,” all having for their purpose.the establishing of a real contact
between student and instructor. That used by Massachusetts is
headed, PERSONAL.INFORMATION FOR YOUR INSTRUCTOR
(To be retained by the instructer for reference). The purpose of
the blank is stated definitely in the first line, ‘‘ ta epable the instructor
to obtain such information as will be of assxstagce to him jn cor-
recting your papers.” The information asked does not differ mate-
rially from that on the application form, but. two lines are in black,
face type and stand out clearly. ‘“WHAT SPECIAL HELP OR
BENEFIT ARE YOU LOOKING. FOR IN THIS COURSE?”
and “OTHER INFORMATION USEFUL TO INSTRUCTORS.”
At the bottom the mote, “You may continue your remarks on the
revérse of this sheet,” is intended to make the student feel that tha
_department wishes all the informetion he cares to give.

The Kansas State Agricultural College asks students to return with
the first lesson a somewhat long and elabomte form, which begins

5 with “ the following paragraph:

) It is the desire of our Home-Study Servicg faculty to enter at once into cordial

sympat.henc and helpful rel:mogs with every student enrolling for our courses. \As

your aims and ambitions, and yopr previous experience and education, as well as
the conditivns of work, necessarily affect our response to your lessons, we feel that
both of us will profit by a frank statement of the information here requested.

. It should be understood that this information is not required as a part of the course,

but is requested as an aid in making the work more effective. It will be treated as
entirely confidential. ’

After the usual series of questions the blank concludes:

Please give frankly and in detail any of the other conditions, either adverse or
favorable, under which you are working., This might inclute ‘physical defects;
' special abilities; information as to dependents and finances; your views on education;
& list of your favon{e books and magazines; names of organizations to which you
belong; habits you wish to acquire, or those you wish to get rid of; or any other infor-
mation that you think would help us in & better adaptation of the work to you.

Personal taste will in large part detérmine awhich of these blanks, . *
«~ the simple one of Massachusetts or the more detailed ong’of the
P Kansss Agricultural College, is best suited to get a free. expzession oo
from the student. - '
Someé extension departments send a formi askmg the student
> whether he wishes his employer notified when the course for which -
21 .. hois registerld is completed. In Massachusetts, unless the student .
= _deﬂmt.ely indicates his desire.to. have the employer notified by filling = -
' mbmd»remrgxgng #his form with his first: leeson, . the deparément -
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" - sends no notice to the employer.- This reduces the clerical work in

the home office and also destroys the possible impression that the
employer is bringing pressure to bear upon the student to take work.
Many students feel that it is none of the employer’s business, although
others are glad to have the employer notified in the belief that the
factwumay be of aid in securing a better position or more pay.

[Formv Used by Mwachuum.]

[s®aAL.)

DEPARTMENT OF UNTVEBSITY EXTEKSIOH MASSACHUSETTS
BOARD OF EDUCATIOI

N NOTIC! TO EMPLOYER.

To THE STUDENT:
Unless there is objection on your part, this Department will noufy your l{)l'}oye:'

when you have successfully completed one of our courses. If you object to

your employer notified, you need not return this sheet; otherwise please return 2 mag

your first sson. In event of your changing emplhyment before course is completed,

dly send word to this office.
Name of Employer.... ................. AddredB. ... ...ttt
Aention Of .. caee ettt i i i e e ite ettt et
(I yoh are employed by s large firm, give here name of official interested. )
Name of.Student

Date.. 5 0 00066E06 060300060 00a00000 00

The institutions which require or ask for references usually send
8 lotter to the references. The form used by Massachusetts makes
it clear that the purpose of the reference is not desire to obtain a
voucher for the student, but to secure the personal interest of an
acquaintance in the student's work and welfare.

[Form Letter Used by Massachusetts.]

.................... has applied for enrollment in a corespondence course in
this Departmient maintained with free tuition at the expense of the Commonwealth.
It is stated in this application that you know personaslly of the reputation, character,
and habits, as regards industry of this-person. As a matter of public service, I hope
you will become interested in the progress of this student and, whenever possible,
give encouragement and advice.

Unlea students complete their courees, the full benefita of these opportuniﬁeu for
an education now so {reely.avaiiable at t.he expense of the Commonwealth will not
sorve as intended. B

" A word of encoungunent or advice from you wm often makg t.he work to be done
by thie studént on correspondence lessons much lighter and mord’ Wul Your

meeinthhvgywiﬂboverymuchspm&hdbymuD et ‘wdlu_

o~
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STUDENT REMINDERS.

Many correspondence departments have a regulation to the effect
that when a student fails to send in any written work for;a long
period, usually from three to six months, he shall be dropped from
the course. In some cases it is provided that a student so dropped
may within a limited time be reinstated upon the payment of a small
fée. But all departments make every effort to inkure regular and
continuous work and to prevent students dropping from courses.
When the work of students is checked in the central office, it is usual
for the correspondence secretary to handle this matter by form-
notices and letters and if necessary by personal notes. The periodic
reports of the instructor enable the correspondence office to do this
when the-lessons and other routine matter are sent out by the instruc-
tor. In most cases these lett,ers and notices are signed by the director’
of the Extension Division, but the correspondence secrotary attends
to sending them. The correspondence secretary of the University
-of Minnesots d the card here reproduced.

.[Form of Nolice for Delinquent Student used by the University of Minnesota.]
THE UNIVERSITY OF MINNESOTA.

GENERAL EXTENSION DIVISION. *
MINNEAPOLIS
Name....coooioieoiriiininnilonns Date..........coooiaie
Address............ooooiiiin.. R 000000000000
This card isintended to remind you that you have sent no recitations in your, course
111500006 DoBEEERE O AEEAEE0H000E0TE 000EEEE BBA00EEEAEE0S J8ince. ..o

1f you are having difficulty with the work, please state what it is. If your delay will
continue for a longer period, write, giving the reason for it and stating when you can
resume your studies. Regulas work brings the best results.

Please reply either with a letter or a recitation.

........................................

Secrclary, Correspondence Study.

The Bxtension department of Massachusetts has an excellent sys-
tem of form letters for this purposo. A reply post card like the one.
here printed is first sent to the student. '

[Post Card Used by Massachusetts.) . ‘
DEPARTIENT oF UIIVEBSITY EXTENSION. :

. Sn-rs Housg, Bosron, Mass. . |
3 . Dxaw 8m: Forseveral weeks no co'mmunicauon bas been received from you. Oces- ‘
5 sionally letters are lost in the mails, and for this reason I am addreesing this inquiry.

i . lhope you will send lessons as regularly as  poasiblo, since this will add greatly to
| By the eficiency of your instruction. Pleue remember that this Department wishes
> -to sssist you in every way poesible. ~ - -

#e Iﬂormﬁdon is alwiys tppnchtod ssto the aun of delsyn affecung your wm-k

o
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If no reply is received to this card, the first form letter is sent.

[First Letter Used by Massachusetts.)

It is some time now since I have heard from you in regard to the course in which you
are enrolled. There are, no doubt, good reasons for your delay, but I wish you would
carry on the work with regularity @ poagible, as the benefit from methodical, contin-
uous work is much greater than that from work taken up every now and then &t irregu-

- lar intervals.

1 sm very anxious for you to go on with your studies to an early and successful
completion. I urge you to do this with considerable confidence at this time because
T ani in receipt of an increasing number of letters from students lnnounclng ad vances
in salary and position following completion of our courses. Here is an instance:
A recent graduate of Revere High School sttributes balf of & 50 per cent increase in
mlaxy to what he learned jin our correspondence course in mechanical drawing.

I there i8 some point in the work which is giving you difficulty, kindly inform me
at once to that effect; stating exactly the number of the assignment and the page or
paragraph which troubles you. I hope you will write me an explanation of your delay

800D,
Yours, cordially,

P. 8.—In replying, please g:ve the name of your course.

That is followed by & second letter which urges the student to
continue the work, and offers to transfer him to another course if
the one undertaken is too ‘difficult or not suited to his-needs.

[Second Letter Used by Massachusetts.]

Although I have written you several times in regard to the course in which 'you are
enrolled, as yef I have.received no answer from you. Do you find t.he course t00
difficult, or unsuited to your needs?

Not only are your instructor and I very inuch interceted in having you pursus the
course to & succeesful end, but the State also wishee the full benefit of the instruction
which it offers to be enjoyed by the students.

If you think that some other course offered by this department would be more in-

* texesting or beneficial, I shall be very glad to transfer you. If, however, you find it
3 nnpomble to continue your studies at all, kindiy £l out the mcloeed transfer blank
80 that your privilege may pass to some one now on the waiting lig. In filling outtbo
blank, please be sure to give the name of your courso.
In view of the expense undertaken by the Commonwealth in providing this inltnlo-
-tion for you, d¢ you not feel you ehould inform me.of what you intend to do?
Sincerely yours,

At about the time the last letter is sent, one is also sent to the
reference given by the student when he enrolled. This. letter follows ~
and is self-explanatory ' '

"Bome tiMe 80« esueenrereaanns '..enmlledmone of the eoumgmm bythil =

department. ‘He has sent in no written Work for several months,”, 4

Inumuchuhenmyounsmfmce,Iamuﬂngtholibutyhnqmnyon e

£ htﬂkthemutwovawimlnm 'Ihopethntbymdoiﬁgyoumybeoﬂ:elphhm, el
am) muse that yois will ald wa u‘uﬂomobeof_ -

&j"&l’%ﬁ:é :

o
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Under the proper cond.\uons, we are willing to extend the time allowed for the com-
» _ pletion of a course, to transfer an enroliment to someone elso, or to change an enroll-
ment to some other course.

The inclosed summary of the ¢onditions im this case may aid you.

If you are willing to give us this assistance, please write, in the place provided,
the results of your interview and return the summary to me; otherwise simply return
the summary. I am inclosing a stamped, sddressed envelope for your reply.

"8incerely yours,

Dtrector

In many States where district or traveling representatives of the
extension division are maintained it may be possible to arrange for
a personal call upon delinquent students. Such an interview is of
course the most effective method of establishing understanding
between thie student and department, and will usually result in some .

- arrangement satisfactory to both parties whereby the student will
continue work. The district system of resident representatives
‘establisted by the University of Wisconsin is especially adapted to
this method. The’ proprietary. correspondenco schools have }md 8
similar system for many years.

~ QUESTIONNAIRES SENT TO STUDENTS.

. %
It is somewhat astonishing to find that so fow institutions takg

advantage of the possibility of-getting suggestions and estimates of

_ results on correspondence work from.the students by means of moro
or less sygtematic use of questionnaires. The aversion to the ques-
tionnaire which is becoming rather general among educators is not
one that has reached the public as yet. .

“The fact that the student is asked to give his impressions, sugges-

tions, and experiences tends to make him feel that he has something
of importance to offer the.oxtension division, and friendly relation: -
ship tends to become stronger. Perhaps the use of the' questlonnau‘o.
has been so slight because the oppori.umty for the expression of
student. opxmon and experience has been given so freely. while the
work . was going on, yet some institutions evidently consider it well
worth while to attempt to determine pamcular mformatxom ‘by

’ formal questionnaires. " '

~* Kansas University makes use of a questxonnalre that is of specml

. intereat because it has the direct purpose of: dotermining sometk ’

. that is”of vital importance in the 'preparatxon of correspondenoe

- gtudy lessons. - With every assignment is sent a shp asking that 't

. ‘atudent enter-on the spaces provided the time spent-upon ]

-pnpmuon for that assignment. This entry is to show the time of
”Q gfdsynwen thglengthof txmespentmstudy. o

et
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[ Téme Report S¢ft with Each Amgnment by the University of Kamas]

THE UNIVERS TY OF KANSAS, UNIVERSITY EXTENSION
DIVISION.

COBRESPONDENCE-STUDY DEPARTMENT.

Coume.............. Naevieeneinn.. ..y aseignment No...........................
The purpose of asking for this information is not to afford a check on the individual
student, but to secure information which will be valuable in increszing the eﬂicxency
of this department’s service to the student.
Please, therefore, report as faithfully as possible all time used on the lesson, being
careful to give the \beginning and end of each period p§ time used, thus Janvary 15,
9.30-11.45 8. m.; 4.15-5.30 p. m.; 8.30-9.30 p. m. :

A careful examination of ¢hesasrecords should show some interest-
ing facts in conuection with the length arid difficulty of the asslgn-
ments end perhaps also give further information upon-which it
would be possible to base definite conclusmns as to the best time of
day to study.

Indiana and Massachusetts send out interesting questionnaires to
students upon the completion of the work.

MASSACHUBETTS' SUGGESTIONS FOR IMPROVEMENT oFr cbtmsms

1. Has the course which you are just completing gwen you the education and training
' which you desire?

2. Have you any siiggestion which you think Would improve the course? They will
help to make§t more serviceable to others.

3. Are your satisfied that the time which you have given to this work has ‘been well
spent? Kindly give reasons. State briefly the average time reqmred for pre-
paring a lesson.

4. Are you willing fhat your name should appeat in your local newxpaper a.mong-

™ those who have\completed courses in the Department of Umvemty Extension?

: w". _ _INDIANA'S QUESTIONNAIRE. - ;

Iuduma & qucstlonnﬁre is somewhat longer and oovers‘ the pomts
more in detml :

1. What was’ your purpose Tntaking work . by correepondence?
Ag an aid in your profession? - =
3 Foreeli-improvement? . 1
Credit toward a degree? .
To meet entrance requirements of the Univemty? . o
Any other purpose? ’

'.2 Froin what source did you ﬁrst lem; Aloe Buresu of Oomspondence Stndy of

Indima Univemity?
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6 What suggestions would yoii make for improving the methot of offenng the work?

7. If you have been a resident student at the University, c.mpare the work you took
by correspondence with'that taken in residence as to amount of work required,
benefit received, etc.

8. Would you be mterestod inreceivinga copy of oar latest bulletin on Correspondence
Study?

9. Please give us the names and addresses of any persons who you think may be
interested in (‘orrespondence Study at present.

Shortly before or as goon as the last lesson in the course is receiveq
from the studen the is notified that he is entitled to an examination,
and directions are given for making arrangements for its qupervlsm\.
Two of these forms are here reproduced.

[Form Notice of Examination Used by Massachusetts.] \

DEPARTMERT OF UNIVERSITY EXTENSION, MASSACHUSETTS
BOARD OF EDUCATION.

CORBRRESPONDENCE DIVISION. )
&

BosToN, MASS., .................. 19.....

Our records show that you have nearly completed the coursein ...................
When you havesent i in the last assignment of this course you are enmled to admxssmn

to the final supe;)‘;:\i.ged examination. A certificate is granted by the Department

for those students sutcessfully passing the examination in this subject.
Kindly indicate by a cross (X) below if you wish to take the examugtion
Yee ( ) No(').

l)wctor

s

[Form Notice of Examination Used by the University of Kansas] -

DeAr Frienp: We have received your recitation on the last assignment of the course
you are pursuing through correspondence. Kindly arrange with the local super-
" infendent or principal of schools, or your‘county superintendent, to-supervise your
examination. Send us the name of the examiner and the date arranged for the exam-
ination, and we will send the list of questions to the person designated.
You will be expected to give the examiner the amount of postage necessary th send
the papers to us. Kindly retum the examination guestions with your answers.
Slncerely yours,

, See’y, Correapowience Study Dept.

" When some person has been designated by the student as havmg
consented to‘proctor the’ examination, the questions. are sent to that
person with directions for conducting theé examination. The direc-
. tions: used by the University of Kansas follow:
faviams = s 3 Sazasosangoee ofymucity)_jntomauathhtmgemenm have been made
L with youtosuperme OB e i ianeasy Gamean examination in...... - P .
‘. recently completed with us thmugh correspondence-dtudy. We are: inclosmg the

questions, which you will kind}y hold end present to............... at thedime set
‘vz for the examination.. 'l‘hé xy.mimﬁon is to bé'given | unde? the follbwing regtrlmom.
1 deatibns withait reférence to any

«‘KX*:?},) Tho m%ﬁmﬂ ridy

%
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- 2. The student is to be under your personal observation and supervision during

the entire examination. v .

3. The student’s manuscript, with the ezamination questions, is to be b(med in to
you, and mailed by you personally to us, without correction, gmendation, or
change, as soon a8 possible after completion. Postage for the return of the
papers is to be furnished by the student.

Thanking you for your kindngss, we are,
Sincerely yours,

Secretcry Correspondence-Study Dept

With the questions a statement that the student has not received
assistance is sometimes sent for the signature of the student at the
conclusion of the examination. Sometimes also a form like that here
reproduced is inclosed for the signature of the proctor.

[Form Jor Use of Ezamination Proctor.],

1 hereby certify that .... .. % 0000000000000 o0k final examination in correspondence
COUTBO vavevreencnenncnnnns under my direction; that the questions remained in the
sealed envelope until the hour of the examination; that ..................s - 1o

.ceived no help whatsoever during the examination; and that the papers are being for-

warded immediately to the extei@on division just as I received them at the close of
the examination. . i
(Signed) ' .oiieeiiiiiiiiaal.l 5

The answar paper is roturned by the proctor to the office of the exten-
sion division, in a few cases to the instructor, and is corrected by the
instructor giving tho course. The grade given is ontered upon the
Instructor’s Student Record or upon a form cspecially prepared for
the purpose and in most cases sent to the extension division, where
it is entered upon the Student’s Office Record.

In some cases the instructor sends the roport directly to the regis-
trar of the university as-well, but ordinarily this routine is attended
to'by the correspondence- secretary Minnesota uses & form which
is first filled out by the instructor, then approved by the extension
division director, and finally sent to the registrar for entry upon the

record card of the.student.. -,

[Form Used by Minnesota.]
. THE URIVERSITY OF MINNKESOTA.

GENERBAL EXTENSION DIVISION.
REPORT OF INSTRUCTOR.

ThlsmwcerufythatM...'........' ................... S00000000080
has completed t.hrough correspondence t.he course in
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The form used,by the University of Chicago is somewhat more
elaborater
- [Form Used by the Untversity of Chicago.)
THE UNIVERSITY OF CHICAGO.
THEE CORRESPONDENCE-8TUDY DEPL!!TIEXT.
. . ¢ . REPOKT OF CREDIT.
PN 191
£ 0008 00000000000000666BEEERAAEE Ea 6o EPE0 BB COEO00 B0 00 B0 EOHR A0 66 HAEAE00ACEATRE
has submitted ................ written exercises and has been examined on a
M Graduate
n]or} course infCollege ¢+ ... . oo L
; Mln Academy [Name of Department, e. g, Hlstory]
entitled.. ‘
corroapondmg to course ...... . department ....... of the university curriculum.
The course began. .......... 191...., and was completed ......... e 191axe ...
The examination was held ........... 1) D | . under the
tupervision of .................... S Fina] grade for the *course ..........

.................... v eeroves., Instructor.

A . I |

- THE MARKING SYSTEM. . . '

*1. A student’s final grade is based on (1) the quality of work dond in the written
eyortises, (2) the grade of the final oxamination.
2. Grades are expreesed by letters, with significance ‘as follows:

A Excellent (- Fair E Conditioned—may .get’ credit
C— by second examination; in re-
\} C‘eqd D Barely passed quired English, by additional
themes
F Failure.
A Observe that the + pign is not a p&{gof the marking system; it should not be used.
Entered on student’s record of residence work ..................... 191..

. Umvcrnty Reoorder

In thoge institutions in which no record of correspondence worws
- kept_outside .the extension division unless the student has alrea

.. established & resident record, it is necessagy to notify the’ rogistrar

of work completed, only i in the case of suc?' st,udentgv The records
. of those whotiave no resident record are kept in the office of the ex-*
¢ ©_ tepsion.division until such & record is established. : \
“When work and examinations are satisfactorily finished, whother \ A
% the Work isifor eredit or not, it Is usual for the extension division to
= _ftu'msh the student with a-certificate of theMact. -These certificates *
\The Umversxty of stsoun xssues a |
like:

o
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{Certificate usgd by Um'v.em'ty of Missouri.)
UNIVERSITY OF MISSOURI

EXTENSION DIVISION.
)

This Certificate is full evidence that. . .. has satisfactorily comp]el ed the cor-
respondence course, ns outlined by the I'nn(-mlly Extenwion Divisios,in. . .
A permanent ree ord of this work ison file in the general prelives of the Univ ('MI\

sEAL] Signed. ...
. . I'resident.
Instructor
: ) Birector, University Fxtension.
Dated N :

Several institutions issue small printed cards. The Lmvorsltv of
North Dukota uses a certificate very like a bank check, even to the stub

upon which is entered the essential information concerning the
certificate issued.

[Certificate Used by North Dakota )

R & \ THE UNIVERSITY OF NORTH DAKOTA. C

[SEAL) EXTENSION® DIVISION.

o
=

BurEAU or EpucaTioNaL COOPERATION.

i Thiscertifiesthat.......... ... baoocoa /2006 8 060000 60000000600 000a 200000
} i has completed course

Dl in the Carres pondence Study Department, witha final sandingof............ og
i 1§ and upon the completion of a year's residence work, is entitled to . . . . .. credits
AR R et et ISUURU ..
Clig 0006066a0a00a0003060 800688 anAEBEEOFE0S
Pien Imtrucwr
ggﬁ -
-EX
2234 Director

In addition to t.ﬁe certificate the Extension Department of Massa-
chusetts sends the following letter to the omployer when the stude'xt,

is willing to have this done: -

DeAR 8ir: I wish to inform you that ................... . who is employed
under your -direction as a ................ ... , has successfully completed the
coursei ..cevuevinvnne.n... given by thw Department

I am calling this matter to your attention because I believe that a knowledge of
her success will be of bonefit to you and the student, mutuaily. - -
. When there are opportunities for advancement, her efforts and self-dcmal wlnle
taking this course should, I believe, raceive consideration.
Your attention in this matter will be very much appnecmted
Youu, very yruly,’,

seeeentsctenas) Sy

Tatc
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FINANCIAL ASPECTS OF CORRESPONDENCE STUDY- DEPARTMENTS.

The study of the financial side of tmiversity and college corre-
spondence study departments*does not enable us to present very
definite and concrete figures. This is due to the fact that corre- °
spondence study costs have. been so jntimately woven into the '
general costs of the extension division and of the university that 4

. few institutions have attempted to keep accurate books for the
‘corrgspondence work separate from the general accounts of the
extension division. The system of accounting has been such that
it is impossible to tell what proportion of many expenses should be
chargeable to correspondence work. This confusion of general
extension accounts and of corfespendence study costs could be
eliminated by a slight\reorganization of administration and office -
R “practice, and by the inst\llation of a’careful system of bookkeeping,
but ‘extension divisions have not yet found it necessary or advisable

. to undertake this. ‘ : ' y
- - The sources of funds in correspondence study departments are

' ‘two—the fees received from students and the appropriation from
~ the university or State for the extension division. '

From the extension division appropriation it is the custom tg pay
the administrative expensd of the department, for postage, stationery,
mimeographing, ‘office supplies, and for clerical help. VWhen in-
structors of the correspondence study department are paid upon a
salary basis, they are usually paid from the extension division
budget:flso, although in some cases they are paid.from "general

-university funds. . ) 4

- The fees received from students are handled in a varicty of ways

and used for mgny purposes. When instructors are paid upon the
~ basis of a’faa @ dach paper corrécted, the fees received from the

gl pittirely devoted to that purpose. In other cases
o 4@ Wceives only a part of the student’s fee. The re-
» -, *mainder may®e devoted, as in the case of the University of Chicago,
. . te_the general expense of the correspondence study department,
S or'may be placed in-the general funds of the extension, division.
.~ It is not customary, however, in extension divisions in which- corre-
% .- spondence work is but one of their activities, to keep the .income
L from correspondence fees as an itern separate from the funds of the
' general extension division "and devote’such sums to correspondence

oL Tstidy viﬁfk‘gkdqs’iﬁélj.’ Wl 300 e dogfh ol %
r‘ﬁ ";The law in some States requirea. that all fees received by State-
<. - supported institations be turned:back to the State treasury. When
foar i this s’ true: the fees™ cati not ‘be used of ‘course to ‘pay instructors

| 56 16r for giiy: othier extemsior expense.- Difeotyappiopristions ‘must,
- therefore, he increased to.meet the nesdd of the department, although

total expedise hgheSiate B°édiijed "bySthe amount of fees |
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furned back. In seme States part of the fees are turned back to the
treasury and part go into a revolving fund for the use of the axtension
division.

When insfructors are pmd from the fees, periodic reporta are
required, showing the number of papers corrected for which pay is
claimed. The University of Missourj uses the following form for -
this purpose: '

[Form for Statements /or G'radmg Correspondence I’apa'a uged by lhe University of
. Miggouri] °-

. John'ﬁayes in account with Univenity Extension.

Pnpc-l graded in B.\story of queuuon, Bcboot Economy, and Theory of Teaching up 1o and lnelndlnc
. May 26,1917, only. (To baelisted in alphabetical order.) 9

Burns, Thomas A. (History of Education), Lessons 172,3.................... 3

Ellis, John (History of Education), Lesson 4 (rewritten)...... .. 00 6a0e008R000 1

(Theory ofTeaching), Lessons 13, 14, 15. .. ... e et 3

. Furis, Mary E. (History of Education), Le&ons 10,11,12, 13 ..v........ U, 4

Carton, W. W. (School Economy), Lessons 20, 21, 22...........coon.... ...t 8
McDona]d Bert D. (Theory of Teaching), Lessons 1,2:. .. .c.ooovnnnnnnnnn.. E

{School Economy), 1esson 1. ....... iiiieriiiiiieiciiarieneanannenn s 1

Yelton, Paul G. (History of Education), Lessons 1-10, mclum\e ............. 10
Total....... e e 2o

. - Twenty-seven papers, 8t 25 CONU. . .. ..o tuoinoiiirnnneiinennacnnaeaens $6.76

TO THE GRADER: Please use thus form and size of psper in sending in ta of correspond!
papers graded.  Statements must be in this office not later than the afternoaa of the 2th of esch month
in order to insure payment the firet of the month following. Checks may be sdured from Bou'em'y Blbb'l
office in Academic Hall.

Do not list papers which Mve bean read but for which grades kave ¢ been Manded in to this omce hpci
which have been corrocted Yy the student arkd returned for the spprovsi of the grader may be charged
for only tf the-antire paper has been rewritten.

In easo your warrsnt docs not agroe with the stetement which you have handed in, we will be glad to
check thebill with you and rectify any orror which may have been maxde.

Conslderublrdlscontent with the fee svstem of paying mst.rucbomo
has been expressed by extension directors and others. The employ-
ment of instructors for full-time correspondence work upon a salary
basis has been tried in the attempt to escape the recognized faults of _
the fee systew. But there are’ always subjects to be (.aught for - &3
which it ig impossible to take the full time of one instructor.

The University: of Wisconsin has in scveral instdnces employed
instructors under what has been called the ‘‘half-and-half plan.’’
That is, half of the instructor's time is given to correspondence work
and half to resident Work. Since it seems to0_be agreed that an in-
structor is ‘a better resident teacher because “of his_ coirespondence
work, and & better cormspondenw teacher because of his share in " 5
% _'mmdent. instraction, this is evidently an ‘expedient which it would be
- well to. Jdopt where possible s a fixed policy. - But-in:many inatitn- 'w_
- tions | and in many subjects even this " is not posslble. The 8..0or’10 ,

: sﬁudeﬂts‘ “whg mqy, desn-e nsoqurse”'r- " n: of ;-.‘;_’pubj‘ IG Gron A
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not justify the division of o salaried man’s time upon the half-and-
half basis. - This is not the only fractional division of time possible,
however, and it may be that extension divisions will find the solution
of some of their difficulties in the quarter-three-quarter instructor,
" or the one-tenth-nine-tenths instructor. o
The preparation of the courses is one of the items which causes
considerable difficulty in ¢orrespondence departments. No uniform"
method of pay for such work has been developed. In some institu-
tions when an instructor, of his own volition, or at the instance of
the correspondence study department, offers a course, the prepara-
tion of the course is left entirely to the instructor and his only hope
of remuneration is in the fees he may get for correcting the papers of
students who take the course. Often he never receives sufficient
money return to pay for careful work. Some institutions have at-
tempted to insure careful preparation of courses, without assuming
any financial obﬁgation, by requiring that the course shall be sub-
mitted by the instructor to the head of the department or the “director
of the extension divisions It is doubtful, however, whether this
attempt to secure properly written courses is proceeding upon the
ocorrect basis. In other institutions ah instructor is paid according
to the terms of the personal bargain he is able to make with the
iR extension division. In some instances this. bargain may include an
*" egreement on the part of the instructor to keep the course up to date.
The course may or may not become the property of the extension
division. - Usually the ownership is left in doubt, but the extension
division proceeds as though it had full rights, and if the instructor
leaves, the institution continues to use tho lessons and questions he
has prepared. ]
A copy of such a contract or agreement, used by the Extension
Department of Massachusetts, follows: ' .
1. In eonﬂnnstjoxi of our conversation, it is agreed that you will be retained in the
‘service of this Department for the preparation of & new coursein. ... . . SIS
The courso'is to be built around H................ e . S N N
oy + It isto contain 16-assignments, with problems and a complete key
thereto. > 5 '
= 2. Itis further understood that for this service you will be paid at the rate of $25 per
assignment; $15 for the preparation of the subject; and $10 for the preparation of
~ the key. ‘It is also underitood that you will be paid for the whole work upon its
completion, which it is agreed will take place on or before Juns 1,1819,

7, 8, It is agreed that.the copy submitted:will be typewritten and thoroughly revised

P - . by theauthor before submission. _ o

o 4. Itis iinderstood that the smignments will be produced at_the rate of two & month,

- . 5 Lastly, it is agrded that you will make such revisions in the copy submitted as

L o APPeat Tecessary aftar conference with'the representatives of the Department
3, - -baving chaige of the coume in question. g - * v . :

)
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In some institutions the copyright privileges pass to the exumsxon
division. Wiscomsin pays for the courses, and copyrights them upon
publication.

The University of Chicago has worked out a system which seems
free from injustice to the instructor. and the university. A course
which is accepted by the correspondence-study department pays &
royslty to the instructor who prepared it as bong as the course is used.
He may leave the institution and the course may be given by some
other person, but he continues to receive a set royalty for each student
who takes the course as long as the lessons which he prepared are
used. The Univensity of Pittsburgh is inaugurating a somewhat

- similar method. The plan there is that the instructor shall, copy-
right his course and for a period of 20 years receive a royalty on each
copy used.

Keeping the courses up to date prwents a problem almost as diffi-
cult as the preparauon of the original courses. The opmlon has been
expressed that, except ina limited group of subjects, no course should
be used thout, change for a period longer than three years. The
common method of making the changes desired is for the instructor
to add supplementary mimeographed material as it is needed. When
so many changes and additions have been made that the mass be-
comes unwieldly the course may be rewritten,

CONCLUSION.

This description of the work of correspondencestudy departments
“makes it evident that in the ncar future there will be need for the
further development and standardization of certain operations and
methods of administration. This report may be concluded most
usefully, therefore, by indicating the points at which this develop-
ment is likely to take place.
1. The budget system will probably be applied to correspondence-
study departments, and systems of accounting developed which
will make it possible to determine the cost of each phase of cor- * .
respondence-stud yyrork.
2. One or two standard methods of payment for the preparation of -
correspondence courses will probably be adopted. -
3. There will be a more satisfactory adjustment of the methods of
paymg instructors. ’
4. Itis probable that student quesuonnau'es will be.used more largely
;- than at present for obtaining data upon the basis of- which
comespondence courses may be standardized.
5. It is probable that there will be considerable development in the v
- methods of coordmntmg oorrespondence study and umve;slty N
.- records, - . G
6. The relatxonshxp which correspondence work: beus to reg;dkent«_\ =
K will: bo_olanﬁed and more tely: R
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‘It is desirable that the details of the methods which ‘have been
tried ‘or which are being used in correspohdence-study départments
be more fully known to other correspondence seqretaries and ex-
tension division directors. Many of the problems of administra-
tion and office practice may be more speedily solved by an exchange
of experience and by. cooperation in securing needed information,
It is to be hoped, therefore, that the present report will be supersoded
within: & short time by other studies of particular phases of corre-
spondence-study administration and by more detailed reviews of the
-. whole ficld, based upon the information which special studies will
supply.
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